Weekly Exchange Cheat Sheet

Create a Saved Query

Save time generating an advanced search each week by creating a Saved Query.

In Enquiry select:

> Search Holdings
» Advanced Search

Enter details for the exchange criteria:

Search Holdings ~ B

Quickfind

- Title ~
Title
Author Author ~
Subyt Subject v
Advanced Search
Anywhere ~
Classifications
Serial Issue Dewey Class ~
Record Numbers Year
Article Search
Location
IRN
Boolean Query
i Collection
Cataloguing
Serials
Material

Circulation

Search H\dlngs Advanced Search

Enter search terms

Enter search terms

Enter search terms

Enter search terms |

Enter search terms

Date range. e.g. 2018-2023

&g, 1995, < 1800, 1960-1970 /

All locations o

Location

Current Branch
Barraba Library

Barraba Self Checker 2

All collections o
Aboriginal Studies
Adult & Junior Literacy

Adult Fiction -

Collections; you can
select multiple by
holding down CTRL key

All materials o
ABS statistics

Refine the list that is generated to remove titles already at the branch you are exchanging with:

Search Holdings
Quickfind
Title
Author

Subject
Advanced Search

Search Holdings ~

O

a

Date: 2018-2023 and L

ch Holdings - Advanced Search

Date: 2018-2023 and Location: Kootingal Library and Collection: Large Print and FORMAT: ...
Your search found 467 records. Displaying records 1 to 20.

m 23| 4|5 867

142 ostriches / April Davila.
Davila, April

Back to Brief Display / Refine Set

gal Library and Coll : Large Print and FORMAT: ...

Quickfind
Found 467 records.

Title

Author

Subject

Advanced Search Title
Classifications Author
Serial Issue subec:
Record Numbers

Article Search Anywhere
- Dewey Class

Boolean Query

Acquisitions

Cataloguing

Serials

v

Year

Location

Your current set (O AND the follow

q @ NOT the following '

Enter search terms
Enter search terms
Enter search terms
Enter search terms
Enter search terms

e.g. 1995, < 1800, 1960-1970

All locations
Current Branch

Location

Barraba Library
Barraba Self Checker



Now select Save Query

S
= Enquiry Translate Set || Reserve Selections || Save Query

Search Holdings ~ 4 Search Holdings - Advanced Search .~ Back to Previous Set | Brief Display

Save Selections

Quickfind Date: 2018-2023 and Location: Kootingal Library and Collection: Large Print and FORMAT: ...
Your search found 466 records. Displaying records 1 to 20.

Title

Author m 2345|866 7|8

Subject
Advanced Search

O 142 ostriches / April Davila.

Dévila, April

Large print edition.

Wiaterville, Maine : Thorndike Press, a part of Gale, a Cengage Company, 2020.
Serial Issue 415 pages (large print) ; 23 cm.

Classifications

Give the Query a name so you can identify it, e.g. [Week 1], [Collection], [Date range], [from Branch] > [to Branch]

Saved Query Description

Please enter a description for your saved query.

Only alphabetic characters, numbers, spaces and underscores are valid.

Large Print 2018-2023 KO > WR

Click Save Query

Now repeat these steps for each of the searches required for your location’s exchange. You will only need to do this
once a year when the exchange timetable is updated.



Save Query Search
Save time selecting items by running your saved query.

In Enquiry select:

> Operations
» Saved Query Search

Enter [Week #] [from Branch] > [to Branch] into the Description field and click Submit

Search Holdings Operations - Saved Query Search

Acquisitions
Description KO > WRI

Cataloguing

- Created By
Serials
Circulation Record number

/R Any type 2
[ sts Type

i Public

Community Info Staff

Archives
Date Created eg.2Jun 2014

ERM

Events

Operations ST,

(&

Task Search

User Search Records per page 20 v
Somuvent Search Sort by Description v
SavedList Search

Saved Query Search

Staff Audit Search

You will be given a list of all Saved Query Searches for your exchange.

Select the appropriate search:

— -
=‘ Enquiry ‘ Save Query || Save Selections ‘ Save All

Search Holdings v 4 Operations - Saved Query Search ~ Brief Display
Acquisitions Description: KO > WR (Keywords)
Your search found 17 records. Displaying records 1 to 17.

Cataloguing
Serials D
Circulation O Adult Fiction F, FA, FH 2013-2017 KO > WR

Type: Staff
ILL/Requests Owner: Sarah Dean (SJD)
Community Info (]2 Adult Fiction F, FA, FH 2018-2023 KO > WR

Type: Staff

Archives

Owner: Sarah Dean (SID)

e.g. Week 1 KO > WR




Click Run Saved Query

~ N
.
Search Holdings 4 Operations - Saved Query Search | Back to Brief Display | Full Display
Acquisitions Description: KO > WR (Keywords)
Record 15 of 17.
Cataloguing
IRN: 582548 (Saved Query)
Serials Description: Large Print 2018-2023 KO > WR
Circulation Record Number: 420547
ILL/Requests Type: Staff
, Owner: Sarah Dean (5JD)
Community Info :
Query List: PD: "2018-2023" + BIBLOC: 5290222 + BIBCOL: 5290306 + (FORMAT: BIB)
Archives - BIBLOC: 5291260
ERM Query List Text: Date: 2018-2023 and Location: Koctingal Library and Collection: Large Print and FORMAT: ...
not Location: Warialda Library
Events B -
Enquiry Topic: BIBENQ
CESEEcs Sort By: SQL_LOANCOUNT_DESC

Task Search Created: 17 Jan 2023 - 13:37 - 51D
User Search Last Updated: 17 Jan 2023 - 13:37 - 5D

You will now have a list of titles suitable for the exchange that are not already held at the other branch.

You can choose to sort this list based on publication date, or you might like to sort it based on number of loans, or
you can just leave it in alphabetical order.

Search Holdings v tions - Saved Query Search | Back to Previous Record | Brief Display

Acquisitions Date: 2018-2023 and Location: Kootingal Library and Collection: Large Print and FORMAT: ...
Your search found 466 records. Displaying records 1 to 20.
Cataloguing

i m 2134 |5|6|7)8 9|10 >
Serials

Circulation O A stranger in stirrup / Wayne C. Lee.
Lee, Wayne C

ILL/Requests Large print edition.

©1962

Thomndike, ME : Center Point Large Print, 2019
206 pages (large print) ; 23 cm,

Community Info
Archives
ERM

Events.

Operations

Task Search Location Collection Call Number Aceession No Status/Desc

User Search Kootingal Library Large Print LP LEE 307295156 * Available

* Last Returned: 22 Jun 2023
Comment Search

Narrabri Library Large Print LP LEE 307318103 s Onloan - Due: 21 Jul 2023

SavedList Search * Last Issued: 30 Jun 2023

Keep an eye on the Last Returned date and avoid anything that looks like it might have arrived in your last exchange
for that same collection. Try to pick the ones that haven’t moved in a while.



Batch Returns
Save time processing incoming exchanges by not double handling books to run them through returns.

In Circulation select:

> ltem
> Bulk Item Maintenance

Set Location to your branch

Circulation Reset || Clear Grid

4> Bulk ltem Maintena

Borrower or ltem Details

By
/ Location b
Search pages Collection b
Borrower
Category 1 M M
tem
- v
st Usage level
Bulk Item Maintenance Stock rotation plan ¥y |0 M

Bulk Iitem Deletion
Brief Catalogue Entry Scan or Search
New Material

[ Check for reservations
New Box Set

Weeding List Accession number

Home Services
Export to Excel

Reading Challenges
Accession Title Qutcome
Book Groups

Other

Change RFID pad settings to allow you to scan items with the pad:

> Click 1 icon on toolbar
» Right click on Circulation Assistant icon
> Untick Require LMS window focused

3.20,0 build 204 (KO501)
Get Support
Reset window position

Pause

Abort Queued ltem

%  Require LMS window focused
%  Send Barcodes

¥ TagInfo Viewer

W Encode Tags

Ui Security Blaster

Close




4> Bulk ltem Maintenance

Search

Borrower or ltem Details

By Location v
Search pages Collection s
Borrower
Category 1 A v
tem
- v
B s Usage level
Bulk Item Maintenance Stock rotation plan o M

Bulk Item Deletion

Brief Catalogue Entry Scan or Search

New Matenal X

[ Check for reservations
New Box Set

Weeding List Accession number

Home Services
Export to Excel

Reading Challenges

Accession Outcome

Book Groups

Other

Once you have scanned all items to change their location to your branch, click Export to Excel
This will give you a spreadsheet with all the items scanned:

Click on Column A to highlight the entire column of accession numbers
Hold CTRL+C to copy the accession numbers

Open a blank Notepad document

Hold CTRL+P to paste the list of accession numbers

Delete the heading at the top of the list

Save document on your desktop

VVVYYVYVY

Click the Home icon in Circulation and select Batch Returns

Circulation Clear Grid | Batch Retums

S
4 Returns
Borrower or ltem Search ltem for Return g
By O Keyword @ Browse Accession No. : Status : Charge

Search pages

Borrower

ltem

Home Services

Reading Challenge!



Click Select files...

Batch Returns

e

Select files... ’ ltems to process

———

Successful 0 Failed 0

Note: ltems will be returned however the Returns Grid will display up to 5000 records.

Close

Find the file you just saved to the desktop and click Open
Click Process

Once it reaches 100% you can click Close

Scroll down the list of returns and check any items that have the @ icon — they may be reserved.

4> Returns
Search Search ltem for Return [
By Accession Na. H Status : Charge

Search pages

L e 307333601 @Returned (Inhouse)
Item

Home Services

Reading Challenges 307341646 Returned (Inhouse)

Book Groups

The exchange is now complete.



