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1 Overview

1.1 Library Types

There are six types of libraries in ALEPH. Each library is identified by a five-
character code.

A Bibliographic (BIB) Library contains bibliographic records. It is identified
by a number between 01-09 (for example, USMO01).

The Bibliographic Library is the search database. One site can have a single or
multiple Bibliographic Libraries. If the Bibliographic Library includes multiple
records for the same title, the ALEPH Union View can be used to present a single
record to the OPAC user. A single Bibliographic Library database can be made to
appear as if it consists of separate databases, using logical bases. Separate
databases can solve problems of differing record structure (fields and tags),
differing authority control, historically separate databases that cannot be merged,
and so on. It is advisable to use one Bibliographic Library, unless there are good
reasons to do otherwise.

An Administrative (ADM) Library contains data about acquisitions,
circulation, library staff and patrons. It is identified by a number between 50-
59 (for example, USM50).

Several administrative libraries can share a common bibliographic library. This is
called a "multi-ADM environment”. In a multi-ADM setup, it is recommended
that there be a special shared ADM library for Staff and Patron records. This
ADM library will NOT belong to any actual institution and will not have
acquisitions, circulation or physical item records. It will contain patron and staff
user records.

In a multi-ADM environment, the Patron records are split between two sub-types
of ALEPH libraries -- the special ADM library mentioned above and the actual
institution-related ADM library or libraries. General Patron information (name,
address and the ALEPH privileges record (for consortial-use)) is held in the
special ADM library. The particular circulation privileges records are held in the
institution’s ADM library.

A basic definition in your ALEPH setup defines which library serves as a
repository for password authorizations, patron records and record update
messages. In most sites this will be the ADM library; multi-ADM sites will use a
separate library.

A Holdings (HOL) Library contains location and summary holdings
information. It can also hold site-specific fields such as local subjects. It is
identified by a number between 60-69 (for example, USMG60).

An Authority (AUT) Library contains authority records for defining preferred
forms of headings, relationships between headings (thesauri). It is identified
by a number between 10-19 (for example, USM10).
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e An Interlibrary Loan (ILL) Library contains copies of the bibliographic
records that are being requested by ILL. It is identified by a number between
20-29 (for example, USM20) in the “old” ILL system or 40-49 in the “new’
(released in version 18) ILL system.

e The Course Reading (CR) Library is a Bibliographic Library containing
records of material for the Course Reading (or Course Reserve) list. It is
identified by a number between 30-39 (for example, USM30).

1.2 Library Naming Conventions

Each library name is made up of a three-letter code for the library, plus a two-digit
number designating the type of library.

The main demo libraries are named after the cataloging standards: USMnn, UNInn,
MABnNN (for MARC 21, UNIMARC and MAB respectively). Clients' libraries have
client-specific codes.

Examples:

e USMA5O0 is the (demo) ADM library for MARC 21.

e UNI1O0 is the (demo) AUT library for UNIMARC.

e KCLO1 is the BIB library for King's College, London.

In the documentation, the libraries are usually named according to their functionality.
For example, ADM50, BIB01, and so on.

1.3 Numbering in ALEPH

Unique Record Numbers

The system assigns an identification number, which is unique within each of the
ADM, BIB, HOL, AUT, and so on, libraries. (The number is assigned using the
library's "Last doc number" counter in UTIL/G/2). When creating an ADM record, the
system will try to assign it the same number as that of the BIB record to which it is
linked. ADM library setup will have normally set their "Last doc number™ as a very
high number so as to keep lower numbers free to match ADM system numbers to BIB
system numbers.

Barcode - for each distinct item (for example: each identical copy of a book has a
unique barcode).

Patron - each patron is identified by at least two unique identifiers, the patron ID and
the patron barcode. The patron ID is constant and cannot be changed; the barcode can
be changed at any time.
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1.4 ALEPH Modules

Client Module

Module Description

GUI Acquisitions/Serials
Modules

e Acquisitions - Ordering, invoice
handling, material arrival,
claiming, EDI, Acquisitions-
related services.

e Serials - Subscription
management, frequency
prediction, issue and item
control, routing, claiming,
Serials-related services.

ALEPHADM

Administration of the library's ALEPH
tables, which set how the system works
for a particular installation.

Cataloging

Cataloging, Cataloging-related services.

Circulation

Loans/returns, requests, patron
management, cash management, reading
room, some item control, Circulation-
related services.

ILL

Interlibrary loans, both incoming and
outgoing, ILL-related services.

GUI Search
Functions

Search is included in each of the
modules; it serves as a way to find a
record to work on; in Cataloging, it also
includes cataloging capabilities for
headings.

Items

Item management is included in the
Cataloging and Acquisitions/Serials
modules. Items information and some
management are included in the
Circulation module.

Task Manager

Monitoring of batch reports and
processes, printing. Task Manager is
included in all the modules.

Web Web OPAC

Catalog searching, Circulation/ILL
functions for patrons.

Course Reading

Course information and reading
materials.

Standalone
GUI
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Client Module Module Description

Offline Basic Circulation activities

Circulation without main GUI and / or
server

Offline Cataloging data entry

Cataloging without interaction with
catalogs, and with local
save only.

1.5 Items, Sublibrary, Collection, Location

Iltems
The item is the ALEPH "atom".

An item in ALEPH is a physical unit with a unique identifier: the Barcode.
Two identical copies of a book = two items.

Sublibrary
A sublibrary is the smallest administrative unit - a distinct subdivision of an ADM
library, in most cases the same as a “branch” library.

Records such as items, orders, subscriptions, loans and transactions are created at the
sublibrary level.

Each sublibrary can have its own distinct circulation policy.

Authorizations for librarians for various functions are also given at the sublibrary
level.

Collection/Location
Entering the collection and location of items is optional. Collection and location can
be entered and controlled in the holdings record, or in the individual item records.

The collection and location can be used to precisely describe the physical location of
an item in the library.

Each sublibrary has its own set of collections and shelving notation, based on
different classification or shelving schemes).

Order Unit

For acquisitions functions, the library can opt to use “Order Unit” instead of
sublibrary to define the smaller administrative units. The Order Unit is a different type
of division, and has no relation to sublibraries.

ILL Unit
The “new” ILL module (form version 18) uses ILL units for ILL. ILL units are related
to sublibraries for stocks for supplying material.
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1.6 Aleph and Unicode

All data in ALEPH is in Unicode UTF-8 encoding. All internal coded values (such as
library codes) must be within the ASCII range of Unicode. Character conversion
tables are used for setting filing equivalencies and for translating different character
sets (such as MARC-8, 8859-1) to and from Unicode for import and export.

1.6.1 Data and GUI Field Language

In all Aleph GUI modules (except ALEPHADM), the staff user can use any language.
Data can be typed in and displayed in all languages. This includes all text fields, the
record editor (Catalog), search fields, lists, and toolbar text. In ALEPHADM, the user
can use only the language defined in the PC code page and English.

1.6.2 GUI Interface Language and PC Code Page
The GUI interface language supports the default PC code page language only.

® English
French

A GEtmnan
ERR -

This means that the GUI interface that displays the GUI language files (for example,.
Acirc\tab\eng\window.dat and message.dat, etc) can properly display the language that
complies with the PC default code page. For example, for the GUI interface in
German, English, French, or Latin a PC code page must be defined, for example, the
English code page.

1.6.3 Combined Characters Support in Catalog Editor

Aleph provides a full Unicode support in the GUI modules: CIRC, ACQ, ILL and
CAT. Upon setting up a flag in alephcom.ini, Aleph enables additional support for the
Aleph GUI-Edit Catalog Record applications that display and edit any Unicode
character, including combined characters.

Setting up combined characters in .\alephcom\tab\alephcom.ini

[Main]
CombinedCharSupported=Y

Activating the combined character support provides a proper display of combined
characters that are in use by various languages such as Vietnamese, Tibetan, Thali,
Arabic, and Hebrew.

The advanced catalog editor which supports combined characters is in compliance
with the Microsoft standard editor and GUI behavior is similar to Microsoft
functionality.

Due to this compatibility with Microsoft, the catalog advanced editor behaves
differently when compared to the previous catalog-editor tool (in Aleph version
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earlier than Aleph 20, where there is no support for combined characters). The
following features have a different look and feel:

e Inthe new catalog editor, there is no arrow cursor for the edit lines. Just a thin
cursor.

e When lines are marked (selected by user), the whole line is highlighted in blue
(not just selected text as it is in previous editor) and there is a thin white line
between selected lines.

FPersonai hame 100 1
Main Lilie P& 10

Houellebecq Michel
_, La=> carte et |e territoire :

roman /

Michel Houellebecq.
[Paris] :

(=

Imprnint 260

2012, C2010.

413 p.;

=R NL-A1- A1y} Ib"lﬂl |

Fhysicai Des. 300

e The copy function (ctr1+c) for copying to the Windows clipboard works only
for a single selected line (highlighted in blue) in the editor. When selecting more
than one line, it is impossible to use the copy function. Copying multiple selected
lines to the Windows clipboard can be done with the copy subfield (ctr1+s) and
copy fields (ctr1+T) functions.

e For split editor mode, the non-active record is in gray and there is a white line
between the lines. In the previous editor, the whole record is grayed-out with no
white lines.

LDR _  AMAAngmAa22AiAsmghg500 -~ LDR __ _  00000cam*a2200373*a*4500
001 003146788 001 _ _ 010788960
008 03040152003 MAAIAMAAAARAARQOAQATrerd 003 _ _ ocolC
020 _ a 2290303054 008 _  100901t20122010fMAMAAMAAAAGODA M rRAd
__ a (0CoLC)B40546076
040 _ a mrc 020 _  a 9782081246331
b 6391422 035 _ a (OCoLC)6B5181584
d 087801 — i
040 _ a DLC I 092 _ a
c DLC 100 1 a Houellebecq, Michel
041 _ a fre 245 10 a =<La=>carte etle territoire :
092 = a 84891HOUp b roman/
100 1 a Houellebecq, Michel © Michel Houellebecq.
245 10 a <<Les=> particules elementaires / 260 _  a [Parig]:
€ Michel Houellebecq b Flammarion,
260 _ a Paris: c 2012,¢2010.
b Jaily, 300 _ a 413p;
© 2003,c1998 v c 18cm.

e When opening the pop-up menus for Edit Text (by pressing <Shift> + mouse
right-click) and Edit Actions (by right clicking the mouse), the selected field is
changed to the place where the mouse is located. In the previous editor, when
activating these menus, the field selection was not changed.
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=]
=

s 00000cam”a2200253"i*4500

—_ %E?‘\b13027954 Open Ferm Ctrl+F
003 g # 0CoLC
020  a EreAGESEY Help on Field [
_l_].gl_]. ___ a 2081354802 .‘ Locate Similar Record
035 a (OColLC)200410783 L
040~ a AUXAM ‘ Record's Triggers
S RET v Channe Record's Farmat

e When using the arrows to move between fields, the cursor is put in the last
position it was (in that field). In the previous editor, the cursor moves vertically
(the X position is usually kept).

e Similar to the Microsoft standard, changing the text direction is supported
depending on the PC text direction setup: Right to Left and/or Left to Right. This
setup is defined per PC in the Regional and Language Option window. This means
that the option to change text direction from right to left is available only if your
PC is defined to support right-to-left languages (see below PC setup sample).

2]

Reqional Options | Languages | Advanced

Text services and input languages
To view o change the languages and methods you can use to enter

text, click Details.

Supplemental language support
Most languages ae installed by default. To install addtional languages,

[¥] Instal fies for complex scnpt and nght-todeft languages (ncluding
Thai)

|| Install fes for East Asian languages

When CombinedCharSupported=Y is configured, the Show hidden characters
option is enabled in the Edit text menu.

Note that there is an option to work with the previous Catalog editor tool by turning
off in .\alephcom\tab\alephcom.ini the combined character support:
CombinedCharSupported=N

1.6.4 GUI Font Setting

The font which is applied for various characters in the GUI edit box fields is set in
Aalephcom\tab\font.ini.
The default font is set in windowControls entry:

WindowControls 00000 OFFFF Tahoma N N N
12 DEFAULT_CHARSET
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1.6.5 Font for GUI-Search and Catalog Modules

There are specific fields that use a font with the following advanced feature. This
refers to the GUI fields: Search (including Browse, Find, etc), Catalog editor, and
Cataloging Forms, etc.

e Setting Font for Combined Characters Supported (CombinedCharSupported=Y)
There are specific fields which use the font with the following advanced
feature. This refers to the GUI fields: Search (including Browse, Find, etc),
Catalog editor and Cataloging Forms, etc.

Special fonts for specific characters (e.g. Old Church Slavonic characters) can
be setin specialFont entries (can be defined per range of Unicode values):

SpecialFont 00531 0058A Sylfaen
N N N 18 DEFAULT CHARSET
SpecialFont 02070 0208E  Reader Sans
N N N 17 DEFAULT CHARSET
SpecialFont 0EO00O0 OF8FF Reader Sans

N N N 16 DEFAULT CHARSET.

In combined characters mode (CombinedCharSupported=Y), the font is set
per field and it is sensitive to the first typed-in character. This means that upon
inserting a character, the system looks for its Unicode value in SpecialFont
entries and applies the relevant font for all field content. The font of the first
traced character is used. Any character inserted after the first special character
does not affect the font used for that field. The whole field content is displayed
in the same font.

e Setting Fonts for Combined Characters Not-Supported (CombinedCharSupported=N)
The font is set per single character. This means that field content might be
displayed in a few fonts according to the fonts that match the inserted
characters. The system applies EditorField (for Catalog module) and
UnicodeEdit (for Search) entries of font.ini.

1.6.6 Normalization of CJK Characters

To determine which CJK characters should be normalized, set up the
\Alephcom\Tab\CJKNormalization.txt table.

Note that Chinese customers should remove the following characters from the table:

e OxFFOC

o OXxFF1A

e OxFF1B

The maximum number of characters allowed in the table is 200. The system's default
behavior is to not perform any CJK normalization if the table is empty or if it is not
found under .\Alephcom\Tab.

2 User Assistance
Help is available throughout the system, in both the GUI and Web modules.
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2.1 ALEPH User Guide

The ALEPH User Guide is your primary resource for information about ALEPH 500.
It is divided into modules. Some modules relate to a particular GUI (for example,
Cataloging) and some modules explain a function available in several GUIs (for
example, Search) or a topic (for example, Authorities). The User Guide describes the
functions and options available, and provides step-by-step instructions for completing
tasks.

The ALEPH User Guide can be accessed via the Ex Libris Documentation Center.

2.2 Online Help
To access Help in an ALEPH GUI, do one of the following:
e Press F1 from a highlighted menu entry:

Patrons | Trems Circulation Reguests Reporks  *Services
Catalog Record and Create Tkem  Chrl+FS

Zhange Item Information

el Restore Item Information
I 2l ﬁ] Change Ikem Process Status
L}

e Click Help.
e Press F1 from the pane in focus.
e Click the question mark and then

click a screen element.
A typical Help topic looks like this:
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E? Circulation

Hide

" = &
Back Forward  Print

=10l x|

Qontentsl Index Search |

Type in the word(z) to zearch far:

Filter Libraries

Lizt Topics |

Select topic:

Found: 0

= [
[Dizplay |

Title | Location

| Hankl

™ Search previous results
v Match similar words
[ Search titles only

Restore Item Information

This function letz you restare information about an tem that yaou
changed using the Change tem Information function. Wou can only
restore information if the change you made was temporary.

To restore the information for a particular item, enter the tem
barcade and click Ok, If the change you made was temparary,
the zcreen will then display the field values that were changed
eatlier and restared nowy . If yau want the system ta check if an
itern has & hold request or a photocopy reguest placed on it
zelect Check Requests. If a hald andior photocapy request iz
found, an appropriste message iz displayved. Inoaddition, if the
change is fram a non shott loan collection to & shott loan
collection, the system attempt=s to reallocate the request to
gnother like tem and deletes the request if the sttempt fails.

It the change wou made was permanent, then after you click Ok,
wou will receive an error meszage: "Unakble to find Restore
Infarmatian far this tem”, and the infarmation wil nat be restared.

The following sections explain some of the actions available on the Help window:

Viewing Contents

The Table of Contents includes Help for all ALEPH GUIs. Click the Contents tab to

view the table of contents:

E? Circulation

Hide

m =2 8

Back Forward  Frint

=10l %]

Contents I Index I §earch|

E|[:Q| Circulation -
E|Q1| [troduction

. Introduction

@ Working Withuu%l‘duuse

@ Patrans

- Items

@ Fast Cataloging

@ Fast Circulation

@ Loans

@ Renew

@ Returns

- Oifine Circulation

@ Hold Requests

@ Photocopy Requests

&+ @ Cazh Transactions =

@ Advance Booking

@ Reading Room

@ Reports ;l

Introduction

The ALEPH Circulstion module enables you to register and monitor
the variousz circulation activities of the library (loans, returnz,
holds, photocopy requests)), according to each library's palicy.

The system supports different circulation periods, based on the
statuz of an item, the status of a patron and due dates. These
three elements may be defined by the library to suit t= circulation
palicies and may be changed as the need arises.

Wihen an itemn iz loaned, the zystem checks both the tem and the
patraon. If there are any restrictions on either one, the librarian is
notified. When an tem is returned, the system checks whether
there iz an awtatanding hald ar photocopy reguest, and whether
the item was returned late.

The Circulation module and the YWeh OPAC are interconnected.
Circulation information relevart to each tem (is t on loan, due

date, number of hold requestz) may be viewed in the Web OPAC,

Each patron can use the Web OPAC to see a list of all his loans —
and haldz, to renew loaned items and to place holds or phatocopy
requests. (Renewals, holds and photocopy requests may be ﬂ

limiterd deorndinn nn the natron's arivilenes andir the item

Click a book or line and then click Open (or double-click a book or line) to view the

topics belonging to a specific subject:
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E? Circulation

H e =2 &

Hide Back Forward  Frint

=131 x|

Cantents I Index I §earch|

E||:Q| Circulation -
E|Q1| [troduction
b @ Introduction
@ Working Withuu%l‘duuse
@ Patranz
@ [temns
@ Fast Cataloging
@ Fast Circulation
@ Loans
@ Renew
@ Returnz
- Oifine Circulation
@ Hold Requests
@ Photocopy Requests

l @ Cash Transactions =
@ Advance Booking
G- Reading Room

@ Reports ll

Introduction

The ALEPH Circulstion module enables you to register and monitor
the various circulation activities of the library (loans, returns,
holds, photocopy requests)), according to each library's palicy.

The zystem supports different circulation periods, hazed on the
statuz of an item, the status of a patron and due dates. These
three elements may be defined by the library to suit t= circulation
palicies and may be changed as the need arises.

When an item iz loaned, the zystem checks both the tem and the
patraon. If there are any restrictions on ether one, the librarian is
notified. YWhen an tem is returned, the system checks whether
there iz an outstanding hald ar photacopy reguest, snd whether
the item was returned late.

The Circulation module and the YWeb OPAC are interconnected.
Circulation information relevart to each tem (is t on loan, due

date, number of hold requests) may he vieswed in the Web OPAC,

Each patron can use the Web OPAC to see a list of all his loans —
and haldz, to renew loaned itemns and to place holds or phatocopy
requests. (Renewals, holds and photocopy requests may be

limiter detendinn nn the natron's Brivilenes ancdinre the item j

Click a topic and then click Display to read its Help:

E? Circulation

& 2
Hide Back Forward

Print

=131 ]

Contents | Index I §earch|

El':ﬂl Circulation
E&'ll Intraduction
f Intraduction

=) Patrons

@ Wworking Without a Mouse

1]

7] Patron Bar
71 e
E Patran
E Patran List
2] Patron I
2] Local Patron Information Te
2] Renew Local Patron Regist
E lobal Patron Infarmaticn
E Address Details

E Cash

E Cash Transaction Informatic

2] Loans List -
= | ,

Navigation Tree: Patron Tab

Uze the Patron tab to view and update patron registration
information and cash transactions; view loans with the ahbilty to
renewy or change due dates; view and delete haold and photocopy
requests and advance bookings, give the patron items that are
held far him in the reading room; view a patron's proxies and
sponsor; viewy & list of ILL requests.

Viewing Index Entries

To use the index:

1. From the Help window, click the Index tab:
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_lojx

= = S
Hide Back Forward  Print

Cortents Indet | Search Create Hold Request Utility

Type in the keyward ta find:

“ou may place a hold request for an item only if the patron has hold
privieges and the tem is requestable. Ta place a hald reguest, fill in the
form and click OK.

IItem filker information, Collection

Dizplay item zequence number ;I
[tem unavailable
Frint letter to borrower
Select item by barcode
Wiew reserved items .
Item available Request Information
Itermn Bar
Itern barcode -
Link. tranzaction to item
Itemn Circulation Summary
Itern Details ltem:
Item filker information

Itemn status T .
Orly selected item Bibliographic Info

Thiz iz the bibliogragphical entry of the record. Mate that this windaw is far
dizplay only. You cannat edit the text.

=l

2. Type atopic you want to find, or scroll through the list of index entries.

3. Click the index entry you want and then click Display.

2.3 Web OPAC
In the Web OPAC, many of the screens contain simple instructions:
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Basic Search | Multi—field | Multi-base | Advanced Search | CCL |

Basic Search
Type word or phrase|

Field to search |A|| Fields v|

Words adjacent? # No T Yes
Base to search | ExLibris University =]
Go | Clear |

Limit search to:

Language: I all "| Year from: I Year to: I yywy [Uze 7 for truncation when not using

fromftol

Form at: all ~| Location: IaII j

Search hints:

@ |fyou choose Yes for "Waords adjacent,” yvou can type in the phrase computer gprogramring and the system will
understand that you want only records that have the waord computer NEXT to the word programming.

@ Lowercase letters will find matches of capitalized words also. For example, compurerwill find matches for
computer, Computer and SOMPUTER,

@ You may use the Boolean operators AMD and OR in your search string. For example, you could type (heart OF
cardiac) AND surgenyto retrieve all records having feart or cardfac in them, together with the word swrgens

@ |Use the 7character to find matches that contain portions of words. For example, gua?will retrieve gus, guis,
GUITTELS, QUITIEY, QURing, etc. In another example, 7 ofogywill retrieve anthropology, archasology, psychology, etc.
The #character may also be used to find variant spellings. For example, a2 will find both the American spelling,
afwminum, and the Eritish spelling, afumrinivem.

In addition, more general Help is available by clicking the Help option on the menu in
the upper frame of the browser:

;ALEFH ’l Sign-in | End Session | My Library Card | Preferences | Databaszes | Feedback |ILL| Help
=)

Erovese | Search | Results List | Previous Searches | MWy e-Shelf

Rasic Search | Multi—field | Multi-base | Advanced Search | CCL |

When the user clicks Help, the following window is displayed:
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Help Contents

Close I
* Basics Basics o
* Erowse Navigation

o Brief Records Display
o Browse List

You can navigate the Web OPAC by using the buttons on your Web
e Character Sets and Unicode browser as well as the navigation buttons on the Web OPAC screen.
o Displaying
Non-English A screen is made up of two frames. The top frame shows the menu bar.
Characters . -
This frame appears on every screen and offers the key functions and

e Customizing Your Display  user options for the system. The large lower frame displays various
search options along with screens that display results.

s Database

¢ Full View of Record Sign-in
* History Sign-in verifies your Patron information and allows you to see your
) personal library information and display options. Some of the activities
* Holdings . . . .
that can be performed in the Web OPAC also require user authentication.
a Intarlibhran: | nan Yo dn nnt need ta sian in tnuse the Weh OPAC for search niirnnses

3 Using and Customizing your GUI

This chapter introduces different screen elements within the ALEPH GUI. It also
shows you how you can change the appearance of the ALEPH GUI on your
workstation.

You can change the look and feel of an ALEPH GUI by tailoring the windows and
tables that govern data display.

GUI stands for Graphical User Interface. This is an environment in which you can
interact with your workstation using user-friendly graphical software, which includes
buttons, arrows, icons and keys.

Client is the software stored on your workstation, which interacts with the server
where your databases(s) and ALEPH automation system software reside. Generally,
the client includes all the ALEPH modules. The GUI client can be repackaged and
redistributed by the System Librarian / Administrator.

When you use an ALEPH GUI client, you have the choice of either using the mouse
to get around (by pointing and clicking buttons, arrows and icons) or simply using the
keyboard.

3.1 Logging In

When you start the first GUI module on your PC, if you are not already logged on, the
software prompts you for a user name and password. If this name/password is not
valid, contact your system librarian for assistance.

To log in to an ALEPH GUI, follow these steps:

Staff User’s Guide — General 18
September 7, 2015

[




1. From the Windows Start menu, click Programs>ALEPH 500>"Module Name"
or create a shortcut on your desktop to the ALEPH Applications Toolbar.

2. The ALEPH Password box is automatically displayed if the 'Save Password'

box has not been selected in the last login process for your workstation's PC
client:

ALEPH Password

Uzer Marne: I |

Pazsword: I Cancel

[V Save Pazsward Help

Pl

3. Type your User name and Password. Be sure to clear the 'Save Password' box,
if applicable.

Note
If you enter an unregistered user name, the default user name "NONE" will be used
and the following message will appear:

ALEPH login not supported on your GUI configuration

You will only be able to work in offline mode.

3.2 Changing the Interface Language

You can change the interface language at any time by right-clicking the “Tower of

Babel” icon in the bottom right corner of the GUI and selecting one of the
available languages from the pop-up menu.

Changing Fonts and Colors
To change the font or color of a Help topic:

1. In the Help topic window, click Options. You can also display the Options
menu by right-clicking in the Help topic or pop-up window.

2. To change the font size, point to Font, and then click Small, Normal, or Large.
To change the color, click Use System Colors.

3. When prompted to close Help, click Yes. When you open Help again, the
background color and text matches your system colors.

Note
Changing the font or color only affects the current Help file.
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3.3 Looking at the ALEPH GUI

The following illustration shows a typical ALEPH GUI screen (in this case, a
Circulation GUI screen, which displays Patron information:

navigation
pane

’ title bar

' ‘ menu bar | I patron bar | ‘ item bar

vertical
split bar

=101}
e
=)
e @ IU”U & 1uie2 oL | 2. Pabons Lo Sy |
5 Patron Activity h 4
ohi: info Dus Date
{C) Cazh (7.00 in deba) Effective & Reg [Lnove Mukad]
[H] Hold Requests (0) 406 o .
L
(P} Photocepy Requests (0) Orupal 7 bible / R 08/05/12 900  AL678401 AL Tamp. Ltrary 1 L upper
1) 2L Requests 0 ; 0/9%88) || | streves, e ttem
[X] Proves/Sponsar (0) ODurwoode. i pane
[R) Readrg Room 0 I 7 bile / Ric 08/05/12 0800 L-678A02 IL o Lirae
{U] Routing Lists e n Sk |
{5) Croulstion Summary R
2] Croulatin Log (20/05/12)
{K] Bocking List (0) -
4] Tite Rogq ) tekan
- Patron Registration
(6] Globa! Patron Information sstea
(0] Local Patren Informatien
(D] Address Information
(7] Addtonal 08 |
SotTyps [Penbwcse ]
<—|| horizontal
\ Lo Cuialy |2 Rarw AN L3 | . _
split bar
tow |gbinds | nem | paron |
Loan Tine 07/05/2012 15:35 7
Due Tine 04/06/2012 0800
Original Due Date 08/05/2012
Loan Librarian MASTER oo
Recall Due Date 04/06/2012 ( lower pane
P Recall Date 20/05/2012
Number of Renewals 8 (n0 Imit on rermber of renewals) Litest due dite 5 10/09/12 .
Last Renew Date 07/05/2012
Renew Mode GJI = =
operatlons
300 AR Ban'b
ar

The callouts use spelling conventions that match how the screen element names

appear in documentation.

This section covers screen elements that are common to all module GUIs. Screen
elements which are specific to a particular GUI are described in the Overview chapter
of the relevant GUI.

Navigation Tree
Just like menu commands, the nodes of the navigation tree activate different screen
areas when clicked:
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wlg|® Oy |& |
& [1] Functional Q [2] Overview

- [M] List Of Items (1/1
----- - [E] All Ttems History
= [I] Item {B48648)
- [H] Hold Requests (1, 1)
- [P] Photocopy Requests (0, 07
- [L] Loan (Due date 04/06,/12)
- [O] History {Last updated 070
- [2] Circulation Log (20/05/12%
- [S] Circulation Summary
- [K] Baoking (0, 0
- [R] Maintenance Recard {00
-- [B] Bibliographic Info.
--[T] Trigger List
- [N] Maintenance Profile
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Upper and Lower Panes
The display of information in the panes is governed by the node selected in the

navigation tree. The display can consist of a form, a list, or a record. The upper and
lower panes change according to context.

Example 1
Itemns List
[~ Loan Eilter
Sublibrary Collection | Status Due Date Item Barcc| Request| Loans | Last Refur| Pafron 1D
Main Library General  Regular f 2 Be ] Bocking Req

loan

Lozt

Prirt Slip

Refresh

L L

Sart Options I'u'ol JSrear ParkLibeary

Gl

Phaota Request
Hold Request

Claim Return

Push ta Iterns

Itern Details |

Eib Info I Loan I

Doc Number (Item Sequence) 51820 1.0
Item Sublibrary Main Library
Item Collection General
Item Description
Item Status Regular [oan
Item Process Status Mot in Process
Item Process Status Update Date 07/05/2012

Ttem Cnnw Nn.

Item Barcode B45648 _|

In this example, the lower pane contains detailed information relating to the line

highlighted in the upper pane (expanded view of Items information).
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Example 2

List of Hold Requests |

Doc Mo, JBiinDgraphic InfD] Req Date ]End Req Da'l Hold Date] Status JHD|d QLELE F| Group ID J
0000512 Joomla! Bkble /0705712 07/11/12 Waiting in position 1 u] ;l Drelete |
20 1 in queue, Due ﬂl
date: 04,/058/12
20/11/16 In process Sgteltem Reql
non-g Print |
[~
1. Hold Request Information, | 2. Tter Match Fier | 3. Bibliographic Information |
Author of Part: | | Update |
Title of Part: I Cancel |
Pages ta Copy: |
Hold Request Mate 1: |
Hold Request Mate i |
Requester 10 Mame: | 1920 | Sir Thomas Sean Connery

Open Date: I 20/05,/2012 Iﬂ Recall Type: I 01 Iﬂ
Request Crate: IWIH End Request Date: Wlﬂ
Hold Crate: IWIH End Hold Drate: IWIH
Pickup Location: IL."A'U'U'—IH Send Action: Il—
Hold Request Skabus: I A IH Latter Stabus: I Iﬂ
Priarity: |05 El [~ Rush Handling

In this example, the lower pane contains a dialog box enabling you to update the
information regarding the highlighted line in the upper pane (hold request).

Split Bar
This is the horizontal or vertical double line that separates a window into two panes.
In the GUI, the windows are already split, but you can change the size of the panes.
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To resize a pane in the GUI:

1. Place the pointer over a split bar. The pointer changes into a sizing handle:

[ L

WD

b 1. Local Patron Details | 2, Local Blocks

Patron ID: I 1902
Barcode: I 1902

2. Drag the sizing handle to increase / decrease the width / length of windows.

Note
Changes are lost when you exit the GUI client.

3.4 Main Tab Configuration

You can customize the appearance of the main tab. From the ALEPH menu, point to
Options, click Customize, and select the Main Tab Configuration tab:

=
General Configuration I Accel, Configuration  Main Tab Canfiguration |
- ItemTree Back Color
o Ihern 1
----- Itern 2
(a4 Close Help

There is one option available:
Back color - Use this option to change the background color of a main tab icon and
its corresponding navigation tree.
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3.5 Operations Bar
The operations bar appears at the foot of the screen:

===
ey A e EY A flg x

el

i

It contains the following, going from left-to-right:

e Indicators of the connection status of the program
e Applications icons which you can click to open, or switch to, other GUIs
e Setup icons that enable you to customize the GUI setup.

3.5.1 Indicator icons

|__y

The Connect icon, located in the bottom left-hand corner of the window, shows
whether or not the GUI is currently connected to the server. Green indicates that there
is a connection; red indicates that there is no connection.

T EL]

The PC/Server Link icon displays a red line if a request is being processed:

| W |F‘ru:u:essing request, please wait..,

If you want to stop a process, click the red line to initiate a user break.

3.5.2 Applications Icons

Name Icon
Acquisitions/Serials =
ALEPHADM B8
Cataloging &
Circulation 5
ILL @

3.5.3 Setup Icons
The icons to the right of the operations bar contain user-defined GUI setup controls.

- i)
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Key
|

When you right-click the Key icon, the follow menu pops up:

Profile: default - user: MASTER

Login as Another User
Change Current Password
Temporary Password Cwverride
Skaff Privileges

Set Workstation Identifier

The options available on this pop-up menu are explained below.

Login as Another User - If you need to change a login to a new user, choose Login
as another user from the pop-up menu or press the L key. The following window
appears:

ALEPH Password

Uzer Mara: I |

K

Paszword: I Cancel

L,

IF Sawe Password Help

Type in another user name and click OK. The user name refers to the name under
which a staff member is registered in the ALEPH system.

Change Current Password - To change your password, carry out the following
steps:

1. Choose Change Current Password from the pop-up menu or press the C
key. The following window appears:

Change Current Password

Enter 2ld Password I [ K
Enter Mew Password I [

Fe-erter Mew Password serk ok
Cancel

v Save Passward Help

da il

2. Fill in your old password and then the new password twice, as shown above.
Clicking OK saves the new password whether or not you have selected the
Save Password option.

3. (Optional) Select the Save Password option only if you do not want to have to
log in the next time you open ALEPH.
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Using a Temporary Password - To temporarily override a password for added

functionality, carry out the following steps:
1. Choose Temporary Password Override from the pop-up menu. The

following window appears:

r Temporary Password Override
K

Cloze

ad il

User Mare: I |
Help

Password: I

2. Enter the overriding User Name and Password and press the button. As long as
the Temporary Password Override window remains open, the temporary
password is in effect. When the window is closed, the temporary password is

no longer in effect.

Tower of Babel

When you right-click the Tower of Babel icon, a list of available languages for the
interface pops up:

# English
French
3Erman
Cranish

Italian
Swedish

In a multiple-language setup as in our example, you select a language by clicking it.

Library

oy

When the client/module opens, you are connected automatically to a library
(database). When you right-click the Library icon, a list of available libraries pops up

27
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& LSMO1 - UsMaRC Bibliographic
ISM10 - USMARC Sukhoriksy
IISM12 - MESH Authoritsy
IISM30 - USMARC Course Reading
LSM40 - USMaRC ILL
IISMS0 - USMAaRC Administrative
I1SME0 - USMARC HOL records
MBEDL - MAE Bibliographic
MAB10 - MAE Authority (PO
MAB11 - MAB Authority (GKD)
MAB1Z - MAE Autharity (SWD)
MAE13 - MAE Authority (Lochiob)
MaE14 - MAE Thesaurus
MAELS - MAE Thesaurus Head,
MAE3D - MAB Course Reading
MaE4D - MAE ILL
MABS0 - MAE Administrative
MaBea0 - MAE HOL records
£39 - USMARC

Select a library by clicking the appropriate line.
Printer

=

When you right-click the Printer icon, a list of available print options appears:

Mormal Prinking
& Preview

View Rawe XML

Browse =ML

These options are explained below:

Normal Printing

When Normal Printing is selected, clicking the Print command (by clicking Print from
the ALEPH menu, or by clicking the Printer icon on the GUI menu bar) invokes the
Print window.

Preview
When Preview is selected, clicking the Print command lets you preview the printout.
You can then click Print to print the file.

View Raw XML
When this option is selected, clicking the Print command lets you view the file in raw
XML format in an editor window. This mode can be used for debugging.

Browse XML
When this option is selected, clicking the Print command lets you view the file in raw
XML format in the Browser window. This mode can be used for debugging.
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3.6 Working without a mouse

If you prefer to work without a mouse, ALEPH lets you quickly accomplish tasks by
using shortcut keys - one or more keys you press on the keyboard to complete a task.
Each GUI in ALEPH has its own set of shortcut key assignments:

Keyboard Shortcuts for all ALEPH GUIs
You can advance from one screen element to another by using the following shortcut

keys:

Shortcut Keys Lets you do this

TAB move to the next control in the dialog box.

Shift+TAB move to the previous control in the dialog box.

Ctrl+TAB move from the lower pane to the first control in the first
toolbar.

Ctrl+Alt+TAB move from the first control in the first toolbar to the lower
pane.

Ctrl+1 move to the left pane, containing a tree.

Ctrl+2 move to the right upper pane or to the left editor window in
multiple view in Cataloging, or to the right upper pane if there
is a single editor window.

Ctrl+Shift+2 move to the right editor window in multiple view in
Cataloging.

Ctrl+3 move to the right lower pane.

Ctrl+4 move to the record manager (left lower pane) in Cataloging.

Ctrl+5 move to the first control in the top toolbar.

Ctrl+6 move to the second control in the top toolbar.

Ctrl+7 move to the third control in the top toolbar.

Ctrl+Alt+<Letter> | navigating in left tree. For example: for [B] Browse item,

in[] press Ctrl+Alt+B.

Atl+<number of navigating in tab controls. For example: In Search - for "1.

tab> Advanced Search™ use Atl+1, for "2. Multi CCL Search™ —
Atl+2, and so on.

Note that a frame appears around the active pane (pane in focus).
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Drop-down lists opened with the icon
can be used without a mouse as follows:

To open a list, press F4.

To select an item from a list, press Enter.

To highlight an item on a list, use the arrow keys.
To exit a list without selecting an item, press Esc.

Note that when selecting an item with the mouse, you need to double-click.

You may find it helpful to keep a printed copy of shortcut key assignments in your
ALEPH GUIL. In Help, locate the Working Without a Mouse topic and click Print, or
print the relevant pages from the ALEPH Staff User’s Guide.

3.6.1 Customizing Shortcut Key Assignments

You can customize shortcut keys in ALEPH by assigning shortcut keys to commands
that do not already have them or by removing shortcut keys that you do not want. If
you do not like the changes you make, you can return to the default shortcut key
settings at any time in the present session. However, once you close a session, any
changes you have made in shortcut key assignments will be saved.

The following is true for all ALEPH GUIs:

Do not use the following shortcut keys: Ctrl+H, Ctrl+l, Ctrl+J. These shortcut
keys are reserved for Windows functions and cannot be reassigned.

The Shift key can only be used together with the virtual keys F1-F12.

To customize the shortcuts available in the GUI:
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From the ALEPH menu, point to Options, click Customize, and select the Accel.
Configuration tab:

x

General Configuration Accel. Configuration I Main Tab Configuration I

Meru Therns: Current Keys:

Show P fServer Transaction L4

FEsign
Print Hiztary

Reporting Center

Custarnize..

Fun AcquisitionsfSerials

Fun Catalog

Fun Circulation

Run ILL

Fun ALEPHADM

Exit All ALEPH applications Erter Mew Hat Key:
Version Check

Exit vI Mone
bl Lo P eend TAL

Crescriplion:

Rermeire

Feset All

i

Showe PCfServer transaction log

ok I Cloze Help

e To see which shortcut keys are currently assigned, highlight an item in the
Menu Items list by clicking on it. The shortcut key currently assigned to the
selected item is displayed in the Current Keys field.

e To assign a new shortcut key, after selecting a menu item, press a combination
of keys (for example, Ctrl+F3) and click Assign.

e To remove a shortcut key, select the shortcut key from the Current Keys field
and click Remove.

e To reset all of the shortcut key assignments to the settings present at the
beginning of the current session, click Reset All.

The key combinations must follow this rule:

e If the Ctrl, Alt or Shift key is to be used, type it first. (You can also type any
combination of these keys, for example, Ctrl+Alt.)

3.7 Configuring the F1 Key

You can customize the function that is invoked when the F1 key is pressed. From the
ALEPH menu, point to Options, click Customize, and select the General
Configuration tab:
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x

eneral Configuration I Accel, Configuration I ain Tab Configur ation I

F1 Invakes

% Help

™ Wizual Properties

[ Display link feld at bottarn of callaut bubble

(a4 I Close | Help |

e Select Help to receive online help for any screen element when you press F1.
e Select Visual Properties to display the Visual Properties window whenever
you press F1.

3.8 The Visual Properties Window

The Visual Properties window is used to view the labels on screen elements (buttons,
column names, field names and so on) within an ALEPH GUI.

You can also change the tab that opens first by default when a form is displayed (this
is only for forms which are comprised of multiple tabs). For example, in the
Circulation module, when the Cash Transactions tab on the Patron Information
window is clicked, the following form appears:

1. Active Cash |2. Cash History | 3, Cancelled Transactions | <, All Tranzactions |
Bibliographic Info JDescr\ptan] Credit ]Deblt ]Net Arnount | WAT IDate IStaUJs J
Drupal 7 bible / Ric Shreves, Brice L 3.00 .00 0.00 07/05/12 Mot paid = Pay Sum I
Duriwoodie, request E=—— |
Mo bib infor mation, General 13,49 12.26 1.23 20/05/12 Mot paid
JBoss Drools business rules Loan 2.00 2.00 0.00 20/05/12 Mot paid Hew |
Red Hat Linux Fedora for durnmiss / Loan 2.00 2.00 0.00 20/05/12 Mot paid Waive |
Joomla! Bible / Renewal 0.s0 0.50 0.0o0 07/05/12 Mot paid Fartial Waive |
Renewal 0.50 0.50 0.00 07/05/12 Mot paid ;l
Print |
Ey Sublib
Balance: | 249 Sort Type [Author =] M
Arnount Transferred to ARt [ 000 ﬂl
Subtotal; |—u.su ﬂl
Surn to Pay: I 24.49
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As you can see, the above form has four tabs. By default the first (the leftmost) tab is
activated when a multi-tab window is opened (in this example, 1. Active Cash).

To change the tab which opens by default:

1. From the ALEPH menu, point to Options, click Customize, and select the
General Configuration tab:

5
General Configuration I Accel, Configuration I ain Tab Configur ation I

F1 Invakes

% Help

™ Wizual Properties

[+ Display link feld at bottarn of callaut bubble

ik I Cancel | Help

2. Select Visual Properties to display the Visual Properties window when F1 is
pressed.

3. Open a multi-tab form and press F1. The Visual Properties window appears:

¥isual Properties x|

Farm Texk:

Elserash,Bkn, CashMote H
IserCash, Btn. CircLog

seriCash, Btn, Mew

I=erCash, Btn. Partialt'aive

IUserCash.Btn.PaySelected

I=eriCash, Btn. Paysum

IserCash, Btn, Prink

IseriZash, Btn, SubTatkal

=eriCash, Btn, Waive

IserCash, Static, Pavsum

I=eriCash, Skatic, SeleckedSum ;I

First Tab: I 1
oF; Cancel | Help |
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4. In the First Tab field, enter a number to determine which tab is activated when
the form is opened and click OK. The second tab from the left is 2, the third
tab from the left is 3, and so on. In the above example, the number 4 has been
entered. The next time the form is opened, the fourth tab from the left (in this
example, 4. All Transactions) will be activated.

3.8.1 Dialog Boxes and Visual Properties

ALEPH GUIs contain panes that display information and dialog boxes that are
initiated when a menu option is selected. They can be easily differentiated, as
information panes do not have title bars, whereas dialog boxes do. Information panes
always originate in predetermined locations, but the location of dialog boxes can be
customized by the user.

The following screen contains two examples of information panes:

Local Patron Information |
Date Last Act Date
Delete |
Medicine Library

HYL East Asian Library

HIL Humanities Library

L Wain Undergraduate

LA Lawe Library o1 Faculty 15/03/13 -

LIT Economics Library

MUS Music Library

WiD Main Library 01 Faculty 15/03/13 20/05/12 _I

-

1. Local Patron Details | 2. Local Blocks and Mates | 3. Lacal Privileges
Patron ID: | 1320
Barcode: I 1930 Get Defaults |
Title: | p— |
Marne: I Sir Thomas Sean Connery
Sublibrary: I BLEFH
Patron Status: I o1 IH
Reqgistration Crate: I 10401 /2006 Iﬂ Expiration Crate: I 100172096 B
Patran Twpe: I ns Iﬂ
Phatacopy Charge: I [ IH
Cash Limnit: I 0.00
Weh OPAC Message: | Hite you

The main difference between the upper and lower pane in the above example is that
information can only be entered in the lower pane.

Here is an example of a dialog box:
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Change Item Process Status

Itern Process Stabus: I |ﬂ K

Rernote Storage ID: I M

[ Check Requests Cancel

Barcode: I Help

daglil

The Visual Properties window enables you to determine where a dialog box (for
example, the Update Item's Process Status window) is located the next time the GUI
is opened. It also provides automatic centering of the window.

To ensure a window (for example, the Update Item's Process Status window) appears
in the center of the screen the next time the module is opened, follow these steps:

1. Place the cursor on the title bar of the window and right-click. The following
menu appears:

Change Item Process Skatus El
Mowe
Ttern P Stabus: I P |
ST eSS X Close Alt+F4

R.emote Storage I0: I
‘isual Properties

v Check Requests Cancel |
Barcode: I Help |

2. Click Visual Properties. The Visual Properties window is displayed:

¥isual Properties X|
— Position —Size

Defaulk Position: I 2,109 Default Size: I 359,145
Current Position: 346,210 Current Size: I 359,145

[T | Relocate [~ Center " Resize

—\Window Texk —fcceleratars

ItemProcessStatus, Btn, Ok
ItemProcessSkatus, Bin, Cancel
ItemProcessSkatus, Bin, Help
ItemProcessStatus . Check, CheckRequest
ItemProcessstatus, Skatic, Processstatus
ItemProcessSkatus, Skatic, Barcode
IkemProcessSkatus, Skatic. DepositoryID

coce_| .|
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3. Select Center.

4. Click Locate. The window is relocated to the center of the screen immediately
and appears in the center of the screen the next time the GUI is opened.

If you want the window to appear in any other location on the screen, follow these
steps:

1. Drag the window to an appropriate location.

2. Place the cursor on the title bar of the window and right-click. A menu pops
up (shown above).

3. Choose Visual Properties. The Visual Properties window (shown above)
opens. The coordinates of the "current position” are displayed in the Visual
Properties dialog box for your reference (example: 176,192).

4. If you are satisfied with the current location and Relocate box is displayed,
select it and click the Locate button. If the Relocate box is not displayed, just
click the Locate button. If the Center box is selected, clear it and click the
Locate button. The window opens in this location the next time you call it.

Notes:

a. The Window Text pane in the Visual Properties window lists the names appearing
on title bars and command buttons in the window selected.

These can be edited through the ALEPHADM module.

b If you click Move, a moving handle appears over the dialog box, allowing you to
move it to a new location using a drag-and-drop operation.

c. The resizing functionality that appears in the Visual Properties window has been
disabled.

3.9 Working with long text fields

There are a large number of forms in ALEPH which contain fields with additional text
arrows, indicating that they are longer, for example, note fields:
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1. Ttarn Cisplay I 2. General Information (1) 2, General Information (2] | 4, Serial Information I E, Serial Lewels I E. HDL Lin

Irventary Mumbear: I M Skatishic: I—IH
Irventary Crate: I 00,00, 0000 |ﬂ Femote Storage ID: I IH
Lazt Imwent, Report Crab I 00,/00,/0000 |ﬂ Cpen Crate: W
Prica: I Update Date: W

CPAC Mate:

Cire, MHoke:

Imtarrmal Mote:

Order Hurnber: I IL

Imvoice Key: I ooooo

M ] [ ]

Invaoice Mote: I

When you click on the box, the field drops down, letting you view the complete entry
in the field beyond the default character display, and enabling you to enter additional
information.

When you open this type of field, you can press the Ctrl + Enter shortcut key to insert
a line break.

Press Esc to close an additional text field.

3.10 Dates in the ALEPH GUI

Dates can be set up in the ALEPH GUI by your system librarian in different formats.
For example, a British user may prefer a dd-mm-yy date format, whereas an
American user might prefer an mm-dd-yy configuration.

Date formats can be set per client. Once set, a date format includes all instances in all
modules of the date field in the form windows.

3.10.1 Date Format Setup

The date format setup determines the format for entering the date and its display - the
sequence of components and the sign used to separate the components. The following
example is taken from the Order Index List in the Acquisitions/Serials module:
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Index List

Index: I OM m Enter Starting Paint: I Refresh Filter I
I Exact Match Clear Filter |
Sublibrary: I B Wendor Status: I IH
Order Status: I B Arrival Status: I IH
Order Group: I B Invoice Status: I IH
Order Type: I m Rush: I IH
"From" Order Date: | 00,00,/0000 El "To" Crder Date: I 00,/00,/0000 El
Inclex ]Order Mo, ]Rec. Mo, ]Vendur ]Status ]Status Date
123-1 123-1 000000123 A8-TL S 04/11,/03 ;I Erint Order |
14659-3 1469-3 000001469 SYMBOLIC S 23/04,/02 Salact |
1520-1 1520-1 000001520 EBSCOUS S 26/07/02 J
156 156 000000336 HEIMN DME 11/12/03
1627-1 1627-1 000001627 BLACK\WELLP S 29/10/03
16438-1 1645-1 000001645 ERBSCOUS S 09/07,/03
1648-2 1648-2 00000164 TAMKEE MEWY 09/07/03 _I

In this example, you can see from the various date fields ("From" Order Date, "To"

Order Date, Status Date) that the chosen date display format is dd/mm/yy.

The default date format setup for the entire ALEPH installation (server and clients)
can be controlled by the system librarian.

3.10.2 The Date Field
You enter the date in the Date field and select each digit by highlighting it with the

pointer. The Date field consists of a single unit made up of eight digits.

3.10.3 Entering a Date

There are two ways to enter a date in a date field in the GUI client:

e Using the drop-down calendar box. This opens a small calendar page set on
the current day's date. You can browse through the days and months with the
arrow buttons or the Page Up and Page Down keys, or choose a day within the
open month using the mouse.

May 2012 [ |
baon Tue 'Wed Thu Fn Sat Sun

[ 4|
o1 2
7 8 49
14 15 16

&€ 2 3
28 29 a0
4 5 &

3 Today: 21/05/2012

3
10
17
24
A

7

4 5 B
1 12 13
18 13 20
28 26 27
1 2 3
g 9 10

e Using the F12 key from the date field. If the pointer is in the date field,
clicking F12 sets the date as today's date. Clicking F12 again sets all digits to

0.
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Of course, you can change any date by typing in the appropriate numbers.

To leave the drop-down calendar without choosing a date, press Esc.

3.10.4 Browsing Through Months and Years
There are several methods of browsing through months and years:

By using the drop-down calendar - To browse through months, use the arrow
buttons in the upper corners of the calendar window. If you place the pointer on the
month displayed on the title bar and click, a list of months is displayed and you can
select one.

m January a
Mon Tue W February U
a1 & March a
[ - april 3
14 15 “M 0
2 'Y
? R g
45 gy 0

= Today August

= September

October

Movember

December

To browse through years, place the pointer on the year in the title bar and click. This
opens a spin box that enables you to move through the years.

|« Y 2021 |- |

baon Tue Wed Thu Fni 53 Sun
B2 28 oM™ ;w1 2
3 4 H B TF 8 1§
o 11 12 13 14 15 16
17 18 19 20 «5e 22 23
2 2\ 26 27 28 023 3
A1 2 3 4 5 B

3 Today: 21/05/2012

3.11 Shortcut Icons

Each toolbar has a left side and a right side. The left side contains icon that represent
the toolbar’s operational context (for example, Items, Patron, Loan, Return). The right
side contains icons that can be used as shortcuts instead of menu commands.

3.12 Switching between Applications
In every GUI, you can switch between different applications, not only from the
bottom operations bar, but also from the ALEPH menu/Switch Application submenu:
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ALEPH Yiew Patrons Ikems Circulation Reguests Reports  *Servi

Conneck ko,

k

Dates

k

Show PiCfServer Transaction Log
Retrieve Triggers

| BlIB= 53184 ADM= 5318

Prink Histary

Reporting Center

Opkions

Switch Application

Wersion Check

Exit

ST F

[ B e B

This submenu also contains the Exit All ALEPH Applications option, which allows

.[2] Circulation Log (20,05
-[S] Circulation Summary

Iherns List |

[ Loan Filker

Sublibrary ]
Main Library

Run Acquisitions)Serials
Run Cakalog

R Citculation

Fun ILL

Run ALEPHADM

Exit &ll ALEPH Applications

you to exit from all open ALEPH GUIs. The switch option to the module you are in is

disabled.

3.13 Expand Windows Invoked from Forms
There are several different types of expand windows that are invoked from form

windows (for example, the Arrival Form in the Acquisitions/Serials GUI):

A drop-down calendar invoked from a date field:

bon Tue Wed Thu Fri Sat Sun
a1 2 3 4 5 B
Fo8 3 10 11 12 13
14 15 16 17 18 13 20
ouge 2 23 M ™ XX
28 029 200N 1 2 3
4 B B F 8 89 10

=5 Today: 2170572012
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A drop-down list that contains items which you can select:

MED Medicine Library s
HYL East Asian Library

HIL Humanities Library

LA Main Undergraduate

Ly Laws Library

LIT Econarnics Library

MLIS Music Library b
WID Main Library

YOELE, Yoelk Library

HILE. Hutmanities Reading Room i

Long text in field. This is a rectangular box, in which you can type additional text:

his is boo long ba be displayed in a regular feld

A separate dialog box:

Source:

x
Prefix: I |ﬂ e I
Zall Murmnber: I APEC e Browse |
Itern Part: I LR
Suffix: I Latest issue| |

|

]
]

Cancel

Help

These expand windows can be displayed in two ways:

e When the corresponding button next to a field on a form window is clicked.

e When the corresponding shortcut key is pressed.

These are the buttons and shortcut keys that correspond to each type of field:

Description of Expand Window Icon | Shortcut Key
Drop-down calendar El F4
Drop-down list El F4

Long text in field F3

Separate dialog box E| SPACE Key
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In order to use a shortcut key, the corresponding field must be in use (that is, the
cursor is in the corresponding field.

You can close any expand window by clicking the ESC key.

Note
You can use the TAB key to land on the EI button.

3.14 GUI Lists - Show/Hide Columns

Much of the information available via an ALEPH GUI is displayed in tabular or list
format. In the following example taken from the Circulation GUI, when you click the
Loans node from the Patron tab, the following list displays:

1. List of Loans | 2. Patron's Loan Summary I
............................................................
loan Renew Al |
Joomlal Bible / Effective due date: 08:00 B48648 Regular Main Library 1
04/06/12 loan Delate |
JBoss Drools business rules  Claimed Returned B48655 Regular Ilain Library Ttem List |
loan
Drupal 7 bible / Ric Shreves, 08/05/12 0200  IL-6784 IL Temp. Main Library 1 Ml
Brice Dunwoodie, 01 Itern s [t |
Drupal 7 bible f Ric Shreves, 08/05/12 0800 ILL-6784 ILL Ternp.  Main Library
Brice Durwoodie, 0z Item Ll
_I Claim Return |
Cire Log |
Sort Type |Itern Barcode ;I

As you can see, this list consists of information displayed in rows and columns. You
can define which columns of information appear in the list. When you right-click any
of the column headings in a list, the Header Configuration dialog box appears:
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Header Configuration |
O Author - QK I
Eibliographic Info
Due Date
Haour
Barcode
D Zall nurmnber
D Call numnber 2
D Mate
Thern Status
Sublibrary |
| I (Y ;I HEIP

[~ i5et Cefault Setup Cancel |

The Header Configuration window contains a list of all possible column headings. In
order to remove a column from the list, clear the corresponding check box. Select the
Get default setup option to revert to the original settings. The original settings are
stored on the server.

You can also change column width by dragging the boundary on the left or right side
of the column heading until the column is the width you want.

3.15 Version Check

Version Check is a tool used to distribute GUI client files from a central server to an
individual workstation. Integrated inside all GUI modules, it automatically informs
you about the latest updates and replaces the older files by the new ones on your
request.

There are two ways of accessing the Version Check: Automatically and Manually:

e Setting alephcom.ini with RunAtStartup=Y causes version check to run
automatically (recommended). An Aleph version check message is displayed
when a new session is started.

e Setting alephcom.ini with RunAtStartup=N disables the automatic running of
version check. You must run version check manually by activating the Version
Check option from GUI-ALEPH menu.

3.15.1 Updating Files from the Version Check

When a new session is started, the system checks if new files have been added to the
server and if so, whether they are newer than the corresponding files on the local PC.
If new files have been detected on the server and they are newer than the
corresponding files on the local PC, an additional check is made in order to detect
whether any update has been already done that day. Only one update is allowed per
day. If no update has been made that day, the system generates the ALEPH Version
Check message:
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ALEPH Yersion Check x|

The mare recent GUI files have been detecked on server
Do ol wank ko update your exisking GUI files?

Yes Mo |

To update files:

1. If the Version Check message does not appear automatically when the session
is opened, click Version Check from the ALEPH menu.

2. From the Version Check message, click Yes. The Update Version window
opens:

[
a
X

ALEPH GUI - Update ¥ersion - sp_exe

Place on the servar: I $aleph_dew faleph/pc_exefsp_axe

=101 x|

Type: I Sp_ene Change Type

[~ Run Yersion Check at Startup

All Files To Update:

W dacqibintacg.exe Update all
W dalephadmibintalephadim exe
W dalephcombintalephk ey axe
W dalepheomtbintinst_end.exe
W dalephcombintprintd exe

W dcatalogibinicatalogexe

W Acireibintcire exe

e SillEinllLexe

W Soffircbinho fire exe Cancel

Help

== Advance

Select Files To Update:

L Py e N R T R Y IR

0 kA= 017

A1 kA= O

=l

kR E L.

File Mame ]Lu:u:al Date ]Remu:ute Date ]
A hacghbinyacg.exe 09 May 2012 21 May 2012 - Update

0958 0934
JMAalephadmibintalephadm.exe 09 May 2012 21 May 2012

0954 0934
JhAalephcomtbintalephkey exe 09 May 2012 21 May 2012

0956 0934
JhAalephcomibintinst_end.exe 09 May 2012 21 May 2012

0956 0934

You update the files on your PC using the Update version window.

3. The Update GUI exe files and GUI configuration files is done according to the
type which is mentioned in the Type tab.

For example, GUI files which are updated by the Service Pack can be found by

performing the following:

Type=sp_exe
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Type=sp_conf

The version check can run in either merge or override mode.

3.15.2 Merge Mode

In Merge mode, lines in the customer’s GUI configuration files, such as *.dat and
*.ini that were changed by the customer are not replaced on the workstations.

Merge mode does the following:
e Inserts new lines.
e Updates lines but does not alter the strings that were changed by customers.
e Deletes lines that are not relevant.

Notes:

When the service pack is installed, two directories are created on the server:
e sp_exe which includes the GUI executable files

e sp_conf which include the GUI configuration files

In Merge mode, the updated configurations are merged into the customer’s original
file when files are downloaded from the sp_conf or sp_exe directories (<module>.ini,
print.ini, and language .dat files only).

3.15.3 Override Mode

In Override mode, the customer’s GUI configuration files (such as *.dat, *.ini) on the
workstations are replaced by the files from the server.

It is possible to override existing configuration files with the service pack files by
placing the files in $aleph_dev/aleph/pc_exe/ - in directories other than sp_exe or
sp_conf.

The files can be placed, for example under a directory named
$aleph_dev/aleph/pc_exe/local_conf

After setting the Version Check Type to local_conf and clicking Update All or b, the
target files are overridden with the server side files.

3.16 Save/Get Defaults

Several forms contain the option to save the information of some fields as default
values. The information entered in those fields is used as default values when clicking
the “Save default” button (until another setup is saved as the default). The defaults are
saved in files with the extension dmp, under AL500/Module/tab/. Note that the dmp
files are not created unless there was a default saving. Those files are overwritten
when running the GUI installation.

In order to fill a form with the default values, click Get defaults. Note that when a
new form is opened it already contains the default values.
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4 Triggers

Triggers are a way to link a reminder to a record. The reminder can be an instruction
to perform a task related to a record, or general information. Triggers can be retrieved
and viewed across modules. A single trigger can be directed to a specific grouping
("department”). This means that the acquisitions librarian can input a trigger that is
intended for the cataloger, and so on.

Cataloging can be set to create triggers automatically for check routine errors when a
record is saved; these triggers are automatically assigned CAT as the department.

The following explanations deal with the General Triggers List (a list of triggers from
which you can directly access the relevant record), and with Record Triggers (the
triggers relevant to a displayed record).

There are two ways to view a General Triggers List, batch and online.

Print Trigger Report (com-01) is a batch retrieval service available in each module;
the service can be defined to retrieve triggers according to action date (From - To) and
grouping (for example, department).

The online retrieval includes an option to filter by action date (From - To) and
grouping (for example, department).

4.1 General Triggers List

Triqger List
—Filter
Days Before Todayi | Days After Today!
Bzt |cm El
Date ]5 5 No.] Depart| Text ]Tit\e JBarcodeJ Process |Pr0cess |Ca\| Nurr| Cataloger JBIB Cata\on\ EBIB Date ]Item Ce\ Item De| Iter
21/05/12 00005 CAT  Field 1001 : R bc¥m; 000000 - MASTER MASTER 21/05/12 ~  -——— ﬂ Delete |
3187 "btact ol EEhiEs =
8" is a new &I
heading in the AUT Iterns
list, —I
21/05/12 00005 CAT  Field 1001 R bc¥m®m; 0 - MASTER MASTER 21/05/12 -
3187 "btact ol EthEs -
" is a new
heading, and is not
in author ity
database.
21/05/12 00005 CAT  Field 035 with text  Turk Dunwasi - MASTER  MASTER  21/05/12
3192 "$Ea(0CoLC)e1231 -
0438" i a duplicate J
entry in the INDEX
file.,
21/05/12 0o00S CAT  Field 035 with text Turk Dunwasi - MASTER MASTER  21/05/12 ;I
sort Ty [ ~ |

The way in which this triggers list is retrieved varies from module to module:

Acquisitions/Serials -> Administration tab -> Triggers node; the trigger can be used to
access the relevant Order or Serial record.
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Circulation -> ALEPH menu -> Retrieve Triggers option; the trigger can be used to
access the relevant Item record.

Cataloging -> Records tab -> Triggers node; the trigger can be used to access the
relevant Cataloging or Item record.

4.2 Record Triggers List

List of Triggers for Record |

1=
T
\_E

21/05412 CCT Tarihi dergisi Delete

The way to call up triggers relevant to a specific Record Trigger also varies from
module to module:

Acquisitions / Serials -> Order tab -> Trigger List node

Acquisitions / Serials -> Serial tab -> Trigger List node

Circulation -> Item tab -> Trigger List node

Cataloging -> Records tab -> Cataloging editor -> Edit menu -> Record's
Triggers

e Cataloging -> Items tab -> Trigger List node

A new trigger can be added or a specific trigger can be updated.
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5 External Services

Your ALEPH system can contain several types of external services, such as an SFX
menu for regular patrons. You can access available external services by clicking
External Services from the ALEPH menu in the Cataloging and ACQ/Serials GUIs.
Note that you can only access external services if a record is open in the GUI:

|.ﬂ.LEF‘H Wigw Cataloging Ikems Edit Actions Edit Text R

EITREE: o * | |BK System No.
Select ADM Librarsy: k
Shows PCfServer Transaction Log Dot
JiE 4
Print Hiskory Aaa. £
Reparking Center nss Se: iﬁgi’i
Cpkians b L_Jrk tarih 1580
iLn isgi
Switch Application k 1581
SFa Menu fen

SFx Admin Lié
Yersion Check gei

Exit

SFX Menu
Choose this option to go to SFX as a regular patron. The system will look for this
record in SFX.

6 Services

In ALEPH, you can run services (batch jobs) to generate reports and to carry out file
maintenance. All services are managed from the GUI modules. Each module has a
menu named Services on the menu bar.

If you do not have the required permission, the Services menu appears dimmed in all
GUI modules.

Here is an example of a service which is accessed from the Acquisitions GUI, Claim
Reports and Letters for Monograph Orders (acg-12):
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cl

n Report and Letters for Monograph Orders (acq-12

a

*
Report Output File I v
Print Lelters & ves Uiew History
Cancel
Mo

[separate Claim Latters to Wandor

Clim Letters Gutput
Type

addto
M tory
* Letter Output File
| I orlne
Update Datsbase e
¥ o
Subliorary -
O tedicine Library
OEast Asian Library
O Humarities Library -
O Main Undergraduate
DOLawLibrary
[ Ecanomics Library 5
Ovdler Lt -
O wedicine Library
East asian Library
] Hurasrities Library L.
[ Main Undergraduate
OLawe Library
O Economics Library -
Wendor Code I
rumber of Clais [
Already Sent

Humber of Days Unkil I
MHext Clain

et et et =

Report Format [tendor | 818 tnfo. | Order No. | Brevious Claim | Last movement | Auta. Claim | (7]

Runtime; m
At l_ Glelack:

ez E—
Print 1D: ,ﬁ

Report Language: B

=1l

»

Help for Claim Report and Letters for Monograph Orders {ax

Claim Report and Letters for Monograph Orders (acq-12)

This service enables yau to praduce a report listing monographs that have not yet arived and to praduce claim letters to
be sent ta the vendor. The report praduces two printouts: one printout willlist all orders for which the Batch Claiming
checkbax in the Order Form was chosen, while the other printout will list all orders for which the Batch Claiming
checkbax was not chosen

For standing orders, you may produce a elaim report with the Claim Report for Standing Orders (ace-11) senice. Claim
letters may then be sent manually by using the Claim button in the Order List of Admin. Recard windou

For Serials, a senice is activated from the Serials Services menu: Print Claim Letters/Reports (serial-44).

This senice is identified in the Batch Log and Batch Queus as p_acy_12

Help for Each Button
Help for Each Field:
Notes:

« Fields marked with an asterisk (") are mandatory.

« The names of input and output files must be entered in lowercase, with no spaces or special characters except
underscore and hyphen

« Report Output File

Enter the name of the file in which you want the report saved. The output file can be found later in the library's
PRINT directory.

» Print Letters.

Choose Ves f, in addition to the claim report, you would like to produce a claim letter for each monagragh in the
veport. Note that letters will be praduced only for orders in which the Batch Claiming checkbox in the Order Form
was chosen

Claim Letters Output Type
Thete are two types of letter/Email to vendors:

© Separate Claim Letters ta Vendor - A letterfemail which includes a separated claim for per arder. When
using this output type, a vendor can get several different letters/emails. The form names are acq-frst-claim
and acq-additionalclaim

o List of Claims per Yendor - A letter/email which includes al the fitles that are sent for a vendor. In this case,
the vendor will get one letter with all its claimed orders. The form name is acq-claims-by-vendor. This option
does not susnort EDI

Library Field

Every service contains a Library field. You select the library on which you wish to
run the service from the drop-down list of libraries made available by the System

Librarian:
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Librar}.r: SMED ;I

Print ICx:

Report Language:

Report Language

Every service that creates an output report includes a Report Language field. This
field enables you to set the language to be used for the printout report. This lets you
use different language templates for each report.

Services History
The Services History dialog, activated from the History command on the Services
menu, displays services that have been run on the active (connected) library only:

Services History List -0l x|

Cpen I
Crelete |

Proc

p_acq_12 laim Report and L
nograph Orders
(acg-12% - USKS0

M,,,00,00,01

Cancel |
LI Help |

When running a service on a library different than the active library (chosen from the
Library field), you must connect to this library in order to see it in the History dialog.

Online Check Box
Some services have a check box named Online:
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Budget Summary {acqg-16) - USMS50

=10 x|

* ,
Cutput File I | T I
Sublibrary .ﬁ.II - Wiewe Histary |

[ Medicine Library

[ East Asian Library
[ Humanities Library
[ main Undergraduate
O Law Library

D Economics Library

Budget Code I

Ealance by Hierarchy 0 Ve

" Ma
Expand Budgets in 0 Ve
Hierarchy
* Mo
Budget Type I-‘:'-" vI

When this check box is selected, the job will be run immediately from the GUI in

online mode, thereby circumventing the batch queue.

See the section Setting the Online Check Box in Services in the System Librarian

chapter for more details.
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Add to History

When this check box is selected, the run of the batch will be saved in the Services
History List. The user will be able to perform the same run again, without filling in all
the parameters.

Print to ADM Lib

All the bibliographic library services under the Cataloging module contain an option
to choose the input from the administrative library and to put the service’s output files
into the administrative library.

This option is available when the Print to ADM Lib check box is selected.

Print Templates
For a complete guide to working with print templates, see the Customizing Printouts
(XML and XSL) document, available from the Ex Libris Documentation Center

Special Characters
You can insert any character in the GUI services by adding the characters \% and the
Unicode value for the symbol. For example, to insert a caret ” insert \%5E.
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