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Create Lists:

A Millennium Tool
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Introduction

Create Lists is a mode in Millennium that lets you bring together a group of records that have something in common.  You can then print this data directly, email the data to yourself or others, or export the data.  Exporting allows you greater flexibility within other programs such as Excel and Access.  The files you create can be used with other functions such as Global Update, Rapid Update, and Millennium Statistics.  Records in a Review file can be edited directly. 

The Create List mode is available in the Circulation, Cataloging, and Acquisitions modules.
Permission
Permission is needed to access the Create Lists Mode.  Your circulation login may or may not have this permission associated with it.  If you do not see the Create Lists icon in the navigation menu, contact Barbara Jane for a login and initials that may be used to gain access.

Before You Start

Ask yourself the following questions:

· What do I need this list for?  Examples: a shelf list, a weeding list, a patron list, a list of books in honor of a particular person
· Approximately how many records do I expect in my list?  500 – 1,000 – 5,000 – or more? 

·  Which record format do I need in my list?  Patron, Item, Bibliographic, Order?

The answers to these questions will help you make necessary decisions as you create your list.

Record Fields
All Millennium record types (i.e.: bibliographic, item, holdings, order, patron, etc.) are made up of fixed- and variable-length fields. 

Each Fixed-length field contains a specific numeric or alphabetic code.  Each fixed-length field for a particular record type appears in every record of that type.  Fixed-length fields are not repeatable. 

All variable-length fields are repeatable.  Some fields have a specific use and are automatically generated by the system (such as the PAID field.)  Other fields, (i.e.:  NOTE), are open for you to enter free text.  Some variable-length fields are indexed and may be used to retrieve records.

Create a new file  

1. Click on the Create Lists button in the navigation bar on the left side of the screen.  [image: image2.wmf]
2. Select (click on) an empty file from the list of review files.  (Empty will appear in the Status column.)  Select a file that is large enough to hold the number of items that you estimate will be found.  This number appears in the Max Records column.
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Note:  If the file selected contains records the system will advise that the contents of the existing file will be replaced.  Choose Yes to overwrite the existing file, or choose No to return to the list of review files to select a different file.

Optional:  To find and display only empty review files, choose Empty from the pull-down menu of review file types.
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3. Click on the Search records button.
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4. The Boolean Search window will open.
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5. Enter a name for the review file in the Review File Name text box.  (Do not click in the box first.)  The name may be up to 50 characters in length.
[image: image7.png]Revieu File Name: [Patrons without Patron Cote ot Vilage]

Store Record Tyne: | BIBLIOGRAPHIC ¥
Range start lb10000008 stop [b12666889
[Ferm]_operator Type Field Condition |_ValueA | _ValueB
1 1=

(o |

[“sooen | [ wsommngseoren || moovesovsawry || 5o ][ smes





6. Click on the arrow next to Store Record Type.  From the drop-down menu of record types, choose the type of record that you would like to appear in the list.  (Note:  If the file is to be used to rapid update item records, item record numbers must be stored in the file.)
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7. The Range button also contains a drop-down menu.
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Range lets you search through a range of records.  The first and last record number of the type you want to search will automatically display in the Start and Stop text boxes.  If you do not change it, you will be searching through all records of the type you have chosen.  

Review lets you search through an existing review file.  
Index lets you search by author, title, call number, etc.  The drop-down menu for index choices varies depending on what record type you are searching.  
Advanced lets you search using advanced keyword syntax.  This includes searching by fields a: (author), t: (title), s: (subject), etc.; and using adjacency, truncation, proximity, and Boolean operators. 

Tip:  Unless you can identify a range to search, leave the default record numbers in the Start and Stop text boxes.  

8. Move down to row 1 of the search table.  If you click on a cell and it remains green, you cannot enter anything into the cell.  For example, Operator is used only for adding multiple search lines, so it is unavailable until you have added the first search line.  However, if you click in a cell and it turns white, data may be entered.  
[image: image10.png]Review Fle Name: [Patrons wilhaut Patron Code 3 ot Vilage

Store Record Tyne: [PATRON p

[p11491218

Range t
Field Condtion

start [p10000008 stop

Value &

Value B

D

Type

[Ferm]
1

Operator
I

Insert Line

append Line
Delote

Clear All

Close

[“sooen | [ wsommngseoren || moovesovsawry || 5o ][ smes





9. In the Type column, specify a record type.  If you are unsure what you should enter, double-click.  A dialog box showing available options will appear.  (Bibliographic, item, patron, order, etc).  The record types offered will depend on the type of record you chose in the Store Record Type field.  
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10. Select your choice and click OK, or double-click your choice.
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11. In the empty Field cell, double-click to display fields for the selected record type.  Click on the field you want to examine and choose OK.  (Or double-click on the field.)  
Note:  Alternatively, the fixed field number or variable length field tag, if known, can be typed into the empty field cell.  These numbers and tags appear in the upper left corner of the cell that contains the field name in the dialog box.
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12. Double-click in the Condition column
to display a table of Boolean operators.  Select a condition, double click to insert, or click OK.  
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Note: The symbol, if known, can be typed directly into the box. 

Boolean Conditions 

	Meaning
	Hints

	Equal to  =
	Use for exact matches; good for fixed-length fields

	Not equal to  !=
	Use for exact matches

	Greater than  >

Less than  <

Greater than or equal to  >=

Less than or equal to  <=
	Compares the data character by character until a non-matching character is found. 

Note:  if the Less Than condition is used for dates, blank dates are considered less than any date entered.  Use range (Between condition) to avoid blank dates as part of result set.  Range condition is also useful for call numbers and funds.

	Has
	String search for the records containing the character string you key anywhere in the field specified. 
Punctuation must match, but it is not case sensitive.  This is the most common operator for variable-length field searches.

	All fields don't have
	String search for the records where either one or all related fields do not contain the character strings that you entered.  Punctuation must match, but it is not case sensitive.  This is very useful for variable-length field searches.

	At least one field doesn't have
	This operator retrieves records that contain the given field, provided that the given field does not have the specified character or string of characters.

	Between (is between _ and _ )
	Range is inclusive (between 50 & 100 includes 50 & 100)

	Not within (not between)
	Range is not inclusive (not within 05-01-98 & 05-08-98 does not include 05-01 or 05-08)

	Matches
	The r operator allows you to enter a UNIX regular expression to search fixed- or variable-length fields in database records.  Regular expressions are a powerful and complex tool that specifies a pattern of characters for which to search.  

	Starts with
	Use this operator to find fields in which a given word or phrase appears at the beginning of the field.

	Ends with
	Use this operator to find fields in which a given word or phrase appears at the end of the field


13. Double-click in the Value A column.  Depending on the type of record and field being searched, you may select a fixed field code from a dialog box or enter a date or a value.  Value B is used when the operator is W (between) or N (not within). 
NOTE: Always press Enter to complete the search strategy.  Verify that all values are present by reading the complete search strategy in the white box below the search term lines.
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Specify Additional Search Terms

Specify additional search terms linked to the existing terms with AND or OR: 

1. Click on Append Line to add a search term below all other lines.  Choose Insert Line to add a search term before the highlighted line.  Terms are searched in the order that they are listed in the table.
2. When the line appears, and appears by default in the Operator column.  Double-click on AND if you want to change the operator to or. 

3. Specify the criteria for the new search term as you did for the first row.
4. To continue adding terms, repeat the process beginning with step 2. 
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5. Begin the search process by clicking on the Search button at the bottom of the dialog box.

6. You will be asked to confirm:
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7. Click on Yes.

8. You will be returned to the list of files.  While a search is running, the Status column displays “in progress”.

9. When the search is complete, the Status column displays “complete” and the number of items found will appear in the Current Records column.  
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Viewing Your List

Once you have retrieved the records matching your search, you can view the results on your screen in Millennium, print them, or export them to another program.
Sorting Your List

Prior to viewing your list, you can sort the records by selected record types and fields.  Enter a record type and field in the first line of the table.  Use the Append (puts the new criteria on the next line) or Insert (puts the new criteria on the previous line) to add additional sort criteria.  When you are done, click on the Sort/Save button at the bottom of the dialog box.

The following example will sort the list in alphabetical order by name.
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Viewing Your List in Millennium 

To view the results in Millennium, click on the Show Records button at the top of the screen.
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Your list will appear.  
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A toolbar at the top of the screen allows you to:

Add additional records.  Clicking on the Add button opens a search screen.
Edit the records.  Clicking on the Edit button will open the record of the first selected term.
Remove records from the list.  Click in the check boxes to the left of the records you wish to remove and then click on Remove to remove them from the list.

Remove duplicate records from the list.
Close the list.
Tip:  To move between records when viewing a file use Ctrl ] to move to the Next record, Ctrl [ to move to the Previous record.

Printing Your List

To send your list to a printer, click on the List Records button at the top of the screen.
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A dialog box will open.  This is used to select the fields from each record that you would like to display in the printed list.  

1. Beginning with Line 1, double-click in the Type column and select the type of record that appears in your list.  

2. In the Field column, select the first field that you want to include in the printed list.  

3. Click on Append to add a line below the current line(s).  Use Insert if you want to add a line above the current line.
4. After you have added all of the fields that you want to include in the printed list, click in the Page Heading text area.

5. Type the title that you would like to appear at the top of the report.

6. If you do not want to print the entire list, type the Starting and Ending Record numbers.

7. If you would like to separate the records with empty lines, indicate the number of Blank Lines Between Records.
8. Click in the check boxes at the bottom of the page to number your records, display field names rather than codes, etc.

9. Click on OK.

10. You may be asked to select your printer.
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Exporting Your List

Exporting your list to another program gives you more ways to manipulate and format your data.  Excel, for instance, can be used to sort and filter your results; change fonts and apply borders and shading; even create a chart.
1. To begin, click on the Export Records button at the top of the screen.

2. A dialog box will open.  This is used to select the fields from each record that you would like to export.  

3. Beginning with Line 1, double-click in the Type column and select the type of record that appears in your list.  

4. In the Field column, select the first field that you want to include in the exported file.  

5. Click on Append to add a line below the current line(s).  Use Insert if you want to add a line above the current line.

6. After you have added all of the fields that you want to include in the exported list, skip to the bottom of the dialog box and click on the Browse button.

7. The Choose output file dialog box will open.  Select where to save the file and type in a File Name.  Click on Save.
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8. Back in the Export Format dialog box, click on OK.
9. Open Excel.

Note:  The exported file will be in .txt format.  If you open it from the Desktop, My Computer, Windows Explorer, etc., it will open in Notepad.

10. In Excel, click on Open.

11. If you do not see the .txt file, change the Files of Type at the bottom of the dialog box to All Files.
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12. Open the .txt file.
13. The Text Import Wizard will open.  The Original data type should be Delimited.  Click on Next.
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14. In the next dialog box, Comma should be checked.  Click on Next.
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15. In the next dialog box, click on Finish.

Group and Ungroup search terms

Search statements can be grouped to specify the order in which the system processes the Boolean operators in a search. 

Once you have specified three or more rows of search terms:

1. Select the rows to group by highlighting multiple rows with your cursor.  At least two rows must be selected to create a group (the group button becomes active).
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2. Click on the Group button to place parentheses around the rows selected.
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3. To Ungroup the rows, highlight them and select the Ungroup button.
Other Features
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Append – Use Append to search for and add records to an existing file OR merge two review files into one.  Select a review file, then select Append, choose Range (to add records based on a new Range search) or Review (to select a file to merge with the 1st file selected).  If the Range option is selected, enter search criteria.  Click on the Search button.  If the Review file option is selected do not enter any search criteria.  After clicking on Search, the prompt (below) appears; answer Yes.  Records must be of the same type to merge files.
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Dedupe –Removes duplicate reporting of the same record in a review file. 

Copy – Can be used to copy a system generated file or another file to an empty, selected review file.
Empty – Empties a file of its contents.  Always use Empty when you are done with a file.  This frees the file for use by others.
Rename – Renames a review file.
Resume – Resumes a search after it has been suspended.
Stop – Stops a search completely.
Suspend – Stops a search temporarily.
Tips and Reminders
Select the proper size – When you select an empty list to begin, try to use the smallest size that will accommodate your list.  For example, do not use a list with 10,000 max records for a search that will result in only a few hundred.

DO NOT use the big lists – Lists that hold 75,000 or more records are reserved for the system administrator.

Use your initials – When you create a list, precede the name with your initials.  For example: bj OCLC Withdrawals or rs Patrons at VL with no PCode3
Empty your lists – When you are finished with a list, empty it out so that it is available for someone else to use.
Search by MARC tag – MARC tags, indicators and subfields are searchable.  Select ! Marc Tag.  The system will prompt you for a tag, indicators, and subfield.

Searching within record or date ranges – Use the w (within or between) operator to find records in date ranges.  If < (less than) is used instead of w, the search will also retrieve records with blank values.

Search for existence or non-existence - To search for records that do not have a specified field, select the field and the condition equal to and just press ENTER, leaving the value blank.  To search for records that have a specified field, select the field and the condition not equal to and just press ENTER, leaving the value blank.  
Using System Generated Lists

Millennium keeps ongoing lists of things such as holds, overdues, and purchase orders.  To access these system-generated lists: 
1. Select an Empty file.
2. Click on the Copy button. 
3. A dialog box with a list of all files containing records will open.  In addition to the lists that staff at your library have created, there will be files in which Millennium stores system generated review files.  These files have line numbers greater than 80.  Scroll to the end of the list to see all of the system generated files. 
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4. Select the system file you are looking for and click on OK to copy it to your empty file.
Adding Items to a List by Scanning Barcodes
Use this process to change the status or location for multiple items.  

Examples: 

Books that were in Mends and are now ready to go back to the shelf

New fiction that is no longer new and is ready to be moved to the regular fiction shelves

1. In Create Lists mode, choose (click on) an empty list of the proper size.

2. Click on Search Records.

3. Name the list.  For example: rs Change to NF.

4. Choose Item as the Record Type.

5. Do not change the Range.

6. In the search table, select Item as Type.

7. Select barcode (in the variable field section, or type b) as the Field.

8. Use equal to as the Condition.

9. Scan the first barcode into Variable A.

10. Click on Search and confirm that you want to start searching.

11. When your list is Complete, click on Show Records.

12. Click on the Add button at the top.

13. Change the Index to barcode.

14. Scan the next book.

15. Click on the Use Item Record button in the center of the screen.

16. Click on the Add button.

17. Scan the next book.

18. Click on Use Item Record.

19. Repeat step 16 through 18 until done.
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