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Installation Instructions
Lexwin is downloaded from www.lex.sk.ca on the downloads tab.  Your very first experience with Lexwin should be the sample program on that page.  Click on FREE  LexWin SampleProgram and proceed with the download.  
You can choose to open the program you download or save it to your hard-drive first.

The installation routine will guide you through the steps.   You can install the program to a network drive, or your local computer. Frequently c:\program files\lexwin is chosen,  or c:\lex, etc.  Remembering this location can be important because forgetting where you installed the program can get to be a nuisance later.  
Password Setting--Master Password

When you first start Lexwin you will be asked for a master password.  As the first user of the program, there is an assumption that you are the program administrator. The password you enter will be the master one, with it any operation is possible including the option to install other passwords.  This password is not case sensitive, but you are advised to use something that only you would remember.  Some people then email this password to a password-protected email account on the web 

Lex Systems can perform an operation to remove your password but it erases other locally configured features.  A better process is to remember the password.
Sample Database to Search

Lexwin comes with an indexed sample database called (no surprise) sample.fil.  It has just over 200 records in it.  Play with the sample database, and do some editing.  Refer to the “basic help” section below to become familiar with Lexwin.

When you wish to start your own database, see the section on “configuration” below and use Tools—Options—Configure and click “Browse.”  You should see that your browse starts in the folder you installed the program in.   For consistency with manual instructions, it is suggested that you place your main database here.

The main database is your master collection, the one you will use should you wish to track the circulation of items to patrons.  Type in loc.fil and click “open.”

File name                                                       ]     [open ]
When asked to “create the file” click “yes” and then click “save”.

Searching a Lexwin
	Advanced Features

Some of the advanced features are only visible if you have a leased version of the program, or a trial lease membership.  You can obtain the registration codes easily by emailing lex@lex.sk.ca .  That will enable you to use these additional capabilities:

a) Amazon Linking to an ISBN field

b) Emailing notices to patrons

c) Finding cataloguing from other libraries (eg Library of Congress Z39.50 link)

d) Automatic backups to a network drive

There will be no follow-up e mail or advertising,  if you accept the advanced features trial offer.


This section was designed more as an introductory tutorial. If you have never used Lexwin it is suggested that you work your way through step by step.  For in-depth descriptions you will on occasion be referred to detailed sections. 

Search Screen Operaton
In the opening screen of Lexwin there is a taskbar with M A I P on the left. These are the databases frequently accessed; you can also get to them with FILE-OPEN.  If you are using the sample Lexwin download, Click on M , it is a sample database called (remarkably) sample.fil.  All local Lex databases end in FIL.  Your Main file is usually called Loc.fil is likely not yet available until you enter in your local items. 
Type in the search CAT.  You should get a list of 8 items. All but one have a "1" at the end of the list. That numeral indicates the number of items held in that record that are available for circulation. An "0" would indicate "all out".  A blank indicates "no physical item."  This would apply to an electronic source, for example. Click on "Marc how to.." and you will see a "display" screen. Click on the link to "MARC standards" (if you are on the Internet) and your browser should take you to the cataloged website. If it doesn’t, click on Tools-Options-Internet browser and locate your browser program.   A list of Aboriginal websites is now being built, eventually we foresee letting libraries subscribe to custom lists of websites that suit their collection criteria.
 Click on "Catch the wind."  If you have a leased version or a trial lease you will notice the link after the ISBN field to "Amazon Entry".  This link can be changed to other databases that file their items with a <URL prefix and search> followed by <ISBN>. Click on "Amazon Entry." You have access to such things as user reviews, other works by the author, similar titles, etc.
 At the bottom of the search list are tabs that say "Search, List, Bibliography, Display, and Marc". Click on each of those and see the different representations.  Click record 1 and try the page up and page down keys. 
Click on column headings to sort by number, author, or title.  Click your tab for "bibliography" and then use Tools-Sort to do the same thing, as there are no column headings for a bibliography.
Go back to the Search screen by clicking the "search" button. Type in this search where it says "Type in the Keywords below". It will demonstrate the expert mode on the command list
cat or c=599 or pet. or (s=animal not s=fiction) or "Audobon Society"
This gets 14 hits, and means: search for words beginning with "cat", add records beginning with call number 599, add words with pet (and no letters after it because of the period), add a group with subject headings starting with animal or fiction, add records containing the phrase "Audobon Society"
Try "Start with last Search" and "Start with old search." These are not essential, but really useful on the odd occasion.
Experiment with "browse the indexes" search, which allows you to select an index and type a few characters to scroll to the position in the index you want. 
Click "Search unindexed".  This function allows you to let the system browse through your entire database to find character strings within a particular field. For example you can search for contents (field 505) contains "mathline". This will give you a record that has one chapter about mathline.  The same search can be done simply by typing 505=mathline on the keyword search line.  The equal sign should be thought of as "contains" not as "exactly the same."

Internet Search  and Download Records-Z39.50
It  would seem be better to try and demonstrate how to build a MARC record yourself, but really even the professionals only do this when they can't find a useful copy to work with from somewhere else.  Further, by seeing the cataloguing of professionals the mysteries of library cataloguing often tend to solve themselves.
To access the Internet Search feature, which can obtain cataloguing over the web, you need a current support contract or trial lease. Email lex@lex.sk.ca   for this.  
Click on the yellow [Search ] and then the "I" on the taskbar about 1" down the screen.  You will be in the Internet library search, defaulting to the Library of Congress.
Search in the first "box" for "Phrase in title", "Lazy Sunday book" but don't use the quotes, of course. Click "Search." This will give you "1 hit, show the list?" Click "Yes," and then highlight the record and strike EDIT--EDIT record.
This is your first look at the Edit screen. Your object is to customize it for use in your own MARC database.  Right click on the "Field name" area and you will see a considerable amount of help. Learn by experimentation here, there is no harm you can do to a sample record visiting you from the Library of Congress. The "Help for fields" selection will explain all the options more fully. 
MARC stands for "machine readable cataloging," and initially it appears intimidating.  If you are new as a cataloger I would suggest that you are better off first searching through your sample database in MARC format and getting a general idea for what is going on.  Then search for help on the Web.
In MARC, three digit numbers are used for all the fields from 000 to 999. These are "tags" and stand for the fields.  The fields are repeatable (there can be more than one), and they are divisible into "subfields" using letters of the alphabet. That is why the title (245) field has the main part in $a (subfield a), the subtitle in $b, and the author line on the title page in $c. 
Here is a more technical description of MARC for you:

http://www.loc.gov/marc/bibliographic/ecbdhome.html

Now back to the record on your screen
 Click on the Search tabs (your record in edit will be held).  Do a search of the item database (M), then click on the Edit tab once again. The record from the Library of Congress is again on screen.  Normally you would check to see if the essential elements match what you see in the hard-copy book. For example, you would check to see if you have correct matches in ISBN, title, author, city, publisher, date, and edition.
In this case just strike TAB and assume it is correct. You will see the 901 or holdings field. Lex uses field number 901 to put in your local data relating to the individual copy of the book.  Other systems use different fields, usually in the 9xx range.  Lex can move fields around, or export all its records so that this field is in the 852 field which is as good a standard as exists for trading “holding information” between systems.  
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The typical subfields used are illustrated above, except for volume, copy, and part.  When these fields are in use there are frequently more 901 fields to use (for copies/volume/part 2, 3, 4…etc.).  To insert a new holdings field strike CTRL-N as instructe at the top of this dialog box.   Note that a separate holdings field is used for each circulating item linked to the bibliographic record.  The use of the volume field is not technically correct, since different volumes have different content and should have different MARC records.   From a practical standpoint, however, not many librarians likely want to catalogue each volume of an encyclopedia in a new record.  
IF THE ITEM IS REFERENCE or some other category with different circulation policies, put a number indicating this under "Item type". For example, "2" could mean "reference book". 
If you are using the sample database don't be fussy with your changes.  When complete strike ESCAPE, or CONTROL-N to add another holdings field, generally for another copy.
Strike ESCAPE to get out of the "holdings dialog box," and strike SAVE and select "Append to Alt...sample.fil." You can have as many databases as you want, and save to the one of your choice. Notice the default to "correct punctuation..." The system spots obvious punctuation errors in MARC records. 
 Now click on "M" (for sample.fil) database. Click Edit-Append, and you will see a new record screen.  Strike "Page-Up" and you should see the "Calvin and Hobbes" record you just added.  This Z39.50 search and transfer feature is really more than worth the price of a lease. Sorry for that blatant advertising, could not resist.  
ESCAPE out of edit mode, and click on the "I" for Internet search again.  This time search for an ISBN number. Change "Search for words" to "ISBN".   Try one from a book you have handy.  ISBN searches for cataloguing are preferred because the editions usually match exactly.
Cataloging Using Edit /Append Screen
Creating templates .  If in your item database (M) click Edit-Append and you will see a totally blank template for a MARC record.  We are going to create our own template.  For example, lets delete "Uniform Title" by right clicking on the field title and selecting "remove tag and data." 
Now add an 856 (web link) field by clicking on "Tags" in the top right, select "Insert tag," and type 856.  You could have browsed the list of tags as well and chosen 856.  Now click on the 901 field, which is used to put local holdings information (like barcode, call number, etc.).  You will see a help dialog box pop up. If it doesn’t, use the right-arrow key.  In "Branch $e" enter a code for your library.  Then you won’t' have to type it in every time. ESCAPE from this holdings dialog. 
Click "Template" on the top right, and select "add form".  Name the form "my library" or something that suits you. Click OK.  Now strike ESCAPE, and confirm your exit by clicking YES when prompted.  Go back to the screen with Edit-Append.  Your new template is now the default. This is a convenient and important feature. Cataloguing work tends to come in sections.  You may have 50 donate CDs to handle, use a special template until the work is done.  
 Subfield help dialog boxes
We will look more closely at append screen options. Some of the fields have help dialog boxes. Right click on the "Title 245" field and select "subfield help window" which gives you a dialog for data like this:

	Title $a
	Painting houses

	Rest of Title $b
	Guide for the homeowner

	Responsibility $c
	John and Verna Smith

	Date of work $f
	1992

	Media $h
	

	Language $l
	

	Number of Part $n
	

	Name of Part $p
	


Table of Contents dialog box
Some fields automatically offer help. Go to the 505 field.  It can be used for chapter titles.  Strike your right arrow and select "advanced table of contents".  A dialog comes up that will expand on into many chapters:
	Section Part    $g
	1

	Title   $t
	Buying paint

	Responsibility  $r
	Green, Roberta


Lexwin will keep adding chapters as long as you wish to continue adding them. Escape when done. The titles automatically go in the word and title indexes enabling "deep cataloguing." 
Web link 856 field

A currently popular field is the one for web-linking.  Click on the "856 LINKS" field (that you added with Tags) and right arrow into the dialog box.  You see a dialog box that will help you make a link to a website as follows:

	URL $u
	www.lex.sk.ca

	Link Text $y
	Lex Systems Inc.

	Public Note $z
	Wonderful library system

	Access Method $2
	World wide web


To save your work you can either strike “Escape and answer “yes” to save, or click save directly.  Either way you will come to a dialog box designed to determine where you want to place the appended or edited record. Your options will vary depending how you set up your two regular databases in Tools-Options-Configure.

This entry would enable the viewer to see a highlighted "Lex Systems Inc." that would like to this company's website using your default browser.  It will likely be the job of future librarians not just to acquire resources for their patrons as to research the sort of material they need and link to it. Eventually the need to limit what we find will be more important than to simply locate alternatives.
Saving  append screen
Your first option is to save your record to your “main database”, usually loc.fil.  The second option will be your “alternate database”. Sometimes the second database is for editing work, sometimes it is a union catalogue.  Other times it may be a special section, such as maps or websites. 
Your final option is to save the record to another database.  Lexwin can work with any number of discrete databases.
Immediate-Batch Indexing

On the save dialog box you can select immediate or batch indexing.  With immediate indexing, Lexwin will add terms to the keyword, author, title, barcode, and subject indexes right away.  This slows down the save, and may be noticeable if your program is located on a slow server or network.  For that reason you can set the save to “batch indexing.”  Once set, the system will default to this option until you change it.
Correct punctuation: author, title, publisher, etc.
Configuration of Lexwin

Click on Tools-Options-configure

For purposes of this quick guide there are only a few things note right now.

 Default call number
Select either Dewey or LC and the correct number will "pop into" your 901 holdings field when you attempt to use this field.  This saves considerable time. 
Main and alternate databases
First of all notice the main and alternate databases. You can enter hundreds of databases if you want, but two of them earn recognition as "main" and "alternate". Sometimes the alternate is a union database; frequently it is used for cataloguing a set of materials before transferring them to your main database. The Main databse is the term for the database most often accessed by staff and patrons, from which items will usually be circulated. 

The sample program has a main databse called sample.fil.  If you use the system "for real" you would enter Tools-Options-Configure and set the main databses as loc.fil. That would start you with zero records, and you would import or create your own database.
Auto backup folder

The auto-backup feature is available to those with a current support contract (purchase customers) or those with a current or trial lease.  Email jimwbruce@gmail.com for the trial lease.
If you are on a network,  this can be invaluable.  Lexwin will backup your item and patron databases at intervals defined by the number of edited or appended entries.  Circ backups will be done to the same folder on a daily basis. 
Create the folders you are going to use for backups using explorer, then browse for the folders in the configuration screen.
URL linking to ISBN numbers
The "URL linking to ISBN numbers" feature is available to those with a current support contract (purchase customers) or those with a current or trial lease.  Email jimwbruce@gmail.com for the trial lease.
The following prefix is automatically used to link the MARC record ISBN numbers to individual records a the Amazon website: 
http://www.amazon.com/dp/
Other publishers and resellers use this process as well.  If you identify the prefix and locate it here in configuration, you can link to that site instead of Amazon.
Entering Patrons
If you have the sample product you will have sample patrons. If these have been lost or removed you will have to add at least one to experiment with the circulation functions.
Patrons are usually entered after the bibliographic database has been completed since there are fewer of them in almost all cases. 
Patrons can be added manually or imported from other database programs capable of exporting "delimited files". The default for Lexwin is "Quotation and comma delimited" where fields are surrounded by quotation marks, and separated by commas".  I recommend manual entry, except at very large academic institutions where another department does registration.  Even then students often register with addresses they don't use for local mail. Libraries prefer reliable local mail delivery. 
There are two procedures to add patrons. From the search screen you can click on "P" on the taskbar and then Edit--Append Record.  You can also click on Circ-Enter Circ Module, then strike the <F9> key or click on the "App" button.  
The patron ID field (010) is critical.  The system needs a unique identifier for each patron.  Most institutions print patron id cards with id barcodes on them.  Typically these are Code 39 and start with number 10,000.  These numbers can overlap with your book barcodes since the system treats item and patron files entirely separately.  You may have a system that prints patron cards, if so these can usually print barcodes for you.  You can set up MS-Publisher to print ID cards with photos and barcodes on plastic cards (using the correct printer). Get in touch with lex@lex.sk.ca for more details or search the user-group site at www.groups.yahoo.com/groups/lex1.
It is possible to enter patron ids manually, but entry error is not uncommon when doing that.  The system will accept letters or numbers, so you can have id "cookie", "silk", "runners" etc.
 The "user-type" field is very significant. Your largest category of patrons is considered type "1." You don’t need to type in "1" as it is assumed if you enter nothing.  You can enter a number here from 1 to 15.  Think of this number as indicating "patrons having identical circulation policies".  Don't enter 1 for adult and 2 for child unless your loan periods, number of books loaned, etc. are different. 
Use the division field if you are in a school and intend to sort your notices by division, or print out overdue lists by division.  Using grade here is not productive unless each grade can receive their reports or lists in a batch. 
Entering the Email field enables you to email notices to patrons, which can be a big time and money saver.   
Notice emailing is a feature available to customers with a current support contract or with a leased version. A trial can be arranged for no charge if you email jimwbruce@gmail.com.
Circulation Setup

From the Search screen click Circ-Circ Tools-Circulation Setup. Start at the General Defaults screen and work your way downwards.  These screens are self-explanatory for the most part.  See appendix for detail on circulation setup.
	General defaults
	Self-explanatory, and important

	Item/Patron categories
	Set types of users and items

	Loan periods
	Set  loan periods for patron-item  combinations

	Fines per day or hour
	Set fines for patron-item combinations

	Library address
	Type in library address for notices

	Overdue notice message
	Type in standard text for overdues

	Holds notice message
	Type in standard text for holds

	Invoice notice message
	Type in standard text for invoices (fines, lost ch.)

	Calendar
	Set holidays on yearly calendar

	Hours of library operation
	Set hours of operation if hourly fines set


Basic Circulation-Screen Functions

Get to Circ through the "circulate" button, or from clicking Circ-Enter Circ Module.  The screen defaults to F2 Checkout. Library staff members will wand or type in the Patron ID and the Item ID. The loan period is shown and determined by your Circ-Circ Tools-Circulation Setup--Loan Periods button, and by your "item type" in your item records, 901-holdings field.
 The sub-borrower field is used when a family member is allowed to borrow under the parent’s id number. Overdue reports will mention the "sub borrower."
 Use "Status-note" to enter a note that will be read at the checkout desk the next time a patron id is entered.
The periodical button is used to checkout a specific volume-issue of a periodical for which only one bibliographic entry for the title is used. For example "MacLean's" can use a single barcode, and many simultaneous journal loans under that title can be made for specific issues.
The F7 patron display screen is very useful. Often a patron asks, "What books do I have out" or "what are the overdue charges for?" The detail can be seen and printed from the F7 screen.  Books can also be checked in from there, fines paid, and receipts printed.
When patrons forget their id cards, I like to use phone numbers. I often discover the patrons phone number has changed. The opportunity can also be used to confirm addresses, which also change periodically.  The patron is pleased to give all this information because she wants to be able to check out material without using her borrower’s card.
The F10 screen can be used to checkout materials without a borrower.  This is handy where statistics of book use are important. Patrons leave out items they examine; the library uses the F10 function before reshelving the item.
 The "F11 renew" button becomes visible if an item is found that is currently on loan.  It is used to add a new loan period on to the existing one.  The limits to renewal can be set in Circ-Circ Tools-Circ Setup, General Defaults, "Maximum...renewals..."
 Overdue and Fines Notices, Circ reports
Go to Circ-Circ Reports-Loans... and review the ways that can be used to report to patrons.  Reports can go as lists or notices.  Notices can be printed so that they can be inserted in window envelopes with the addresses showing.
Select "notices" and you can print or email them, or print those notices that can't be emailed. Some configuration needs to be done to allow your computer to access a mail server to send out the notices. See Tools-Options-Email configuration.
1. Check with lex@lex.sk.ca for details or review the website at www.groups.yahoo.com/groups/lex1
 Inventory

1. Select your sample file. Click M on the Search screen, and then Select Tools-Inventory.
2.  Follow the prompt and start entering item barcodes.
3.  Follow the buttons down the page for the most part.  Inventories can be backed up or cleared. They can be printed for manual checking.
4. See our help website at www.groups.yahoo.com/groups/lex1 and search for inventory for more details. 
 Import/Export Features

1. Lexwin is an "open system" meaning that nothing is done to deny you use of your files within other established library systems.  That means that the records you import to Lexwin are imported totally without loss or irreversible modification of data.  You can import all your data in Lexwin today, and then in a few minutes export all the records in USMARC, ASCII, or delimited format (fields surrounded by quotation marks, separated by commas).
2. These features with options are located in File-Input/Import and File-Save/Export.  
3. In import it is possible to receive ASCII or delimited files, and map them to MARC locations within Lexwin.  Read about all this at our group website at www.groups.yahoo.com/groups/lex1.
 Pack and Make Global Changes

1. Tools-Pack Global Changes is the command used to reorder and clean-up your database.  When data is added or changed there is much material flagged for removal that is still present.  Packing cleans out this material and re-builds the indexes.  When data appears to be gone, it is usually a case of indexes being missing or corrupt.
2. Select ( ) Make global changes, and click "Start Pack".  Examine this screen to see what changes can be made in all records in your Lexwin program.  If not leasing Lexwin for finding cataloguing, another single-justification is found in this feature.  You can remove or add fields, or 
Security Features

1. This is not necessary to read just to get the hang of Lexwin, but it is comforting to know if you are going to use the system intensively.
2. When you pack a database the system makes a backup called loc.bak.  If your pack is interrupted by a power failure or something, the system will not lose any records.  
3. Newly edited records are stored in lex.app. That means that you can find the changes you have made since the last backup.  Last backup + Late changes = totally restored database.
4. The automatic backups to the network can be lifesavers. Because old copies are not immediately erased by new ones, you can test out backups until you find the copy that works as anticipated.
5. Only the current record being edited can be lost during a crash while editing is in progress.  This minimizes risk.
6.  Because the database is kept as an integrated whole (you can read loc.fil with a word processor), there is minimum danger of corruption.  Systems that distribute your data over many files require use of the database product itself to repair.  Lexwin databases can be edited with other tools should the need be there to do that.  This means that a Lexwin database can be manipulated into other usable forms by a "data wizard" that you employ.
7. Lexwin’s efficient import/export procedures mean that it is very easy to manipulate data into a form needed by other systems.  Lex Systems staff will make that process as easy as possible without argument.
Search Screen Entries
Keyword Search Box 

Lexwin defaults to search mode set by default with a prompt in a keyword search box. This means as soon as you start Lexwin, you will be able to key in the kind of words you would use in a Google basic search window.  Words are indexed largely from title, note, and subject fields.  Since authors are frequently part of titles and subjects, author names often work here as well. 
Boolean Seach Arguments  

 “Boolean operators” are used as command not search words: AND, OR, NOT, and paentheses ( ).  Searching for “rise and fall” will search for “records containing the word RISE, and also containing the word FALL.   That is, there is a default AND between words entered in this keyword search box.
If you are searching for “Rise and fall of the third reich” you would prefer to search for he first three words consecutively.  The solution is to use quotation marks which informs the system that you want records in which the words occur consecutively as a phrase. You type quotation markes and hit enter after typing  “Rise and fall”.  
Index Searches
You can specify  searches in indexed fields in the keyword search xxxbox by typing

	You type in
	Typical result of search, records containing

	A=smith
	Author Smith, John or Smith, Anne

	T=All
	Title is “All about us”

	C=Fic
	Records having call numbers with prefix for “Fiction”

	S=History
	Records with subject fields beginning with His


Index searches can also be accessed by clicking on the pull-down box under “Type In Keywords” and you will see:

	Using Word Index

	ISBN number

	Words in title

	Using WORD index

	Using AUTHOR index

	Using TITLE index

	Using SUBJECT index

	Using CALL-NO index

	Using MEDIA index

	Using BARCODE index


Index searches if used in a long argument should be used either alone in a search, or at the end so the system knows where to end the indexed search. Searching for “C=fic or biography” will result in the system trying to find a record with “biography” used after fiction.  If you are using index searches within a keyword search, place the index search at the end of the argument, as in the following:
[whale or porpoise or dolphin or (marine mammal) not c=fic ]
Truncated Searches
Searching for cat will bring up everything starting with those letters including catch and catholic.  To prevent extended searches, put a period after a word as in cat. , then your search will be limited to only words containing the three letters.  Rather than use the period, you can click on “search for exact words.”
Phrase Search

Searching for words within quotation marks restricts your search to hits showing the enclosed words consecutively. That is searching for “I do” will bring up “I do not like green eggs and ham,” but not “Do I respect you.”  To save typing the quotation marks, simply click “search for exact words.”
New, Last, or Old Searches
You have an alternative where to begin your searches, you can clear your search screen with the new button, click last and the search bar splits so that you can modify your original search and add a new argument, or click old and your previous searches are listed for selection. 
Browse the Indexes

To the right of “Type in your search” you will find “Browse the indexes.”  Click on that and you can then select the index you want (see index searches above), then type a letter where it says “”browse the indexes at” and the index will “jump” to index terms surrounding your text.  Use the mouse,  page-up/page-down  then click on the index term you want to search for.
There is a default box showing “search immediate” which means that clicking on the index term immediately produces the results.   Clicking “search multiple” allows you to highlight a number of index terms and take them all into a single hit list.
Select all Records

Clicking this search option button will allow you to look at long lists containing all records identified in one index  
	All records by file order

	All records by  CALL-NO

	All records by AUTHOR

	All records by TTILE

	All records by SUBJECT

	All records by BARCODE


Search Unindexed

Uninhttp://www.itsmarc.com/crs/Bib0001.htmdexed fields in Lex are found remarkably quickly, the system just examines all the records in the order added, checking the field you identify, and then putting all the “hits”in a single list.  
Click on “containing” or “not containing” and then type in the search box the term you want or don’t want as applicable. 
The fields are identified by name and number, such as 245 beside “Title.”  Experienced cataloguers no many of these fields immediately by number.  See the Library Corporation website below (one of many) if you want a thorough discussion of these fields:

http://www.itsmarc.com/crs/Bib0001.htm
Screen tabs:  Search Results and Edit Screen

All these tab optioins can be found as well under the pull-down View menu.

At the bottom of the search screen are “tabs” that determine how search results appear on screen.   A search must be in the system memory in order for most of these tabs function.  The List tab is the default, it appears automatically after a search.  
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The list screen can be enlarged or compressed by left clicking on the centre margin when the  <-> symbol appears. The same symbol appears on the divide line between column titles Number, Author, and$ Title,  allowing those sizes to be changed.    Clicking on the column titles allows sorting to be performed.
Toolbar for Search Screen
	[image: image3.png]Circ  Edit Window Help.
Lea] 2| B[] seamh |cicuate| 44 4| P[MY
1711389 245-0R (interrupted)







The “M-A-I-P” letters allow the different databases to be selected.  The Maiin databse refers to the most commonly searched database which is the default one for the circulation module.  By default it is set at “loc.fil” but this can be changed in Tools-Options-Configure.  The alternate database is not always used, but typically it might be used for a union, new-items, or sub-collection.   It is also set in Tools-Options-Configure.
I for Internet (Z39.50) Database

This command can be found under “File-Open other Internet Library.”

This feature is only available in the advanced version.  If you don’t have access to it, email lex@lex.sk.ca for temporary or leased access.
Select other z39.50-Internet Libraries

This option has two good uses.  You might want to look up titles for purchase or interlibrary loan.  Other major libraries can be searched for those tiles.  Or (more likely) you want to do copy cataloguing, that is you want to locate items in other databases, and copy the cataloguing to your Lex database with minor editing.  

Click on the “I”on the taskbar and you will see the Z39.50 search screen below:
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Click on “Select other (Z39.50-Internet) libraries” You should see a list of databases popup.  If you don’t then download and run:
http://www.lex.sk.ca/lexyaz.exe
If you do have a database of libraries, using this link and running the download file will erase any entries you have made locally.
Make sure you “unzip” to directory c:\lexwin or as appropriate for your original program install location.
The menu of libraries:
Library of Congress

Aberdeen University

Acadia University

...etc
The In most cases you will want to select (or leave the selection) on “Library of Congress, but other libraries can be selected. If you want a new selection, see the section below “Edit web addresses.”
The most efficient way of searching a large database is with and ISBN number.  Other options you will find under “Search for” are

	Search for WORDS
	Good for searching on a topic, difficult for a particular title

	Search for AUTHORS
	Lastname first as in “Smith, John”

	Words in TITLES
	Useful for keeping keyword searches closer to the topic

	Phrase in TITLES
	Recommended for finding exact hits except for edition and year

	Phrase in SUBJECTS
	Useful if you know your subject headings and phrase to use

	ISBN number
	BEST for finding exact records (exact title, edition, publication source)


If your search is successful, you will get report as to the number of hits, select “Show Hits.”If the hit is what you like, and you want to download the MARC cataloguing record to Lex, then click on the desired item to highlight, and then select Edit-Edit record to make your local edits and (usually) put in your local barcode number. 
To get quickly to the holdings (901) dialog box for the barcode, strike TAB.  Edit or scan in your barcode.  Then ESCAPE from the holdings dialog box which will also save your record.
Click on SAVE and Append the record to the proper database. This is usually MAIN (loc.fil) and is likely at the top of the list in the dialog box. For more information on how to change your MARC recofds, look up topics on EDIT-APPEND 
Input-/Import Command
To add a file of MARC records you use the icon circled below, or click on File—Input/Import.  . It is used for batch input of MARC record files.
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The main stages in this operation are covered by the “browse input”and “browse destination” buttons.  Make sure the correct files are located using them.   In most cases the location will be the MAIN database (loc.fil). 
Input-Import MARC
If you browse and locate a MARC file, you will see “Input Marc” highlighted (3).  

If the system recognizes a MARC file the Start button (3) will be black.  A piece of the selected file is shown (8) and it is typical of a USMARC record, with a long list of numbers in the header.  Among other things the header shows where in the record various fields are located. 
Tagged ASCII MARC 
This the format used by Lex to store MARC records.  The author field in tagged ascii would look like “10000$aWiebe””
If the file has been saved by non-library programs it may very well be in an ASCII text format, or in a Delimited format (Excel or Access files are frequently saved as delimited).  
Input-non-Marc (ASCII text)

ASCII records (sometimes called flat ASCII) are less common, and they are indicated at (5). They can be built easily in a word processor and are saved as “text”.  Each field is on one line, and each record has the same number of lines.  One  record might look like this:
Smith, John

All about Computers

New York
Delimited files will look something like the following “quotation and comma-delimited”file.

“Smith, John”,”All about computers”, “Random House”, “New York”, “1967”

Notice that each field is surrounded by quotation marks, and separated with commas. 
They are indicated at (7) above.
If the input file is comma delimited (or ASCII text) there is an intermediate stage, the records have to be mapped. This screen comes up.  The mapping shown has been done, by dragging the numbers of the input fields, to the MARC field tags on the right.
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Because of the complexities of MARC this is not a recommended way of transferring data to Lex, but it may be essential if the records were created in a non-library database.  Library professionals are usually very critical of efforts to store cataloguing information in database products not created for library use.  
Transfer Command

The transfer command is also located under File-Transfer.

The Transfer command allows for records to be moved from one database to another, and deleted from the source file.  There are two differences between the “transfer”and “save” commands.  
· Only whole MARC records are transferred, various data formats  can be saved (lists, displays, etc.)

· Transferred records can be deleted from the source file, saved records remain there.
If records have been selected the transfer dialog box (below in illustration) will allow a check mark for “selected records.”
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The first task is to browse for the destination database.   If records have been highlighted, the “selected records” button can be checked.  If not the record numbers can be chosen, as in “3-20.”
Since cataloguers may be moving actual items from one library to another, there is a feature “New location codes.” It is possible to change records from library ABC to library XYZ.   If that decision is made, a further option is provided to overwrite the existing location codes.
Save/Export Command

The save command, circled below, is also found under File-Save.  It will save various formats of record data (lists, displays, etc.) or it will save entire MARC records for use in new files or new programs.  The records can be saved in MARC formats (Tagged, USMARC, and USMARC-Microlif).  The MicroLIF.  The MicroLIF format has the holdings moved to the 852 fields, a location that many other library programs usually recognize (holdings refers to copy-specific information such as barcode, accession, classification number, price, etc.). 
For an explanation of how data is stored in the 852 fields see the Marc 21 Concise format for bibliographic data from the Library of Congress website at http://www.loc.gov/marc/bibliographic/ . 
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For an explanation of the various MARC formats and the Custom export (in ASCII and delimited) see the explanation under the “Save-Export” command.  
In summary, save in MARC when you want the records to go as is to another database, or another database management system.  Use the tagged-MARC if you want ot edit the records in a word processor and need them to visually make some sort of sense.  The Custom export (Delimited and ASCII text file) should be used when you want to work with the records in products like Excel or Access.
Print Command
The print command can be found under File-Print or by clicking the printer ICON. The print dialogue box is illustrated below. 
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Records may be selected by clicking items on a list, or by  selecting single records or record range (records from #x to #y).  
It is recommended that Lists of Bibliographies be sorted before printing. Printing displays or MARC records can take a great deal of papers.  
Barcode Printing

Barcode printing is possible within Lexwin, but the Code-39 barcodes here are fairly large.  Another option is to buy some Code-39 fonts.  This is discussed on our message archive, including how to mail merge using excel to print large number of custom barcodes:
http://tech.groups.yahoo.com/group/lex1/message/178
Label Printing

Label printing refers to printing spine labels, usually on adhesive labels. For a good discussion on this see:

http://tech.groups.yahoo.com/group/lex1/message/196
Help Contents

Each of the pull down menus are explained here, starting with “File”.  If you have Microsoft VIST you may not see this help system.   The necessary file to activate the help command can be downloaded if you follow the process outlined by Microsoft here, or search for “Windows Help program (WinHlp32.exe) for Windows Vista”:

 http://www.microsoft.com/downloads/details.aspx?familyid=6EBCFAD9-D3F5-4365-8070-334CD175D4BB&displaylang=en
Circulate

This command starts the circulation control module.   As well as by clicking “Circulate” you can click Circ-Enter Circ module.   
There are a number of steps you have to take before using Circ actively.   First of all you have to have a collection of items to circulate.   All the items catalogued are assumed to have “item type 1”.  These are items that have the “most common circulation policy,” usually that means a two or three week loan policy.
Assuming you have a database, or are using the sample one, click Circ-Circ Tools-Circ Setup.
General Defaults

The Circ-Setup first screen (General Defaults) looks the following, with numbers added for reference to the text:
[image: image10.jpg]Circulation Configuration  Geteral Defauts-Circ Setup (=xEen =]

Days items on HOLD are reserved when retumed  [3
General defaults z em(] Save changes
2

Matimum number of enewal allowed

[eapatereegit | i e s e (0] [ s
e

e v e v i s eI e s
T
Ceaiim | S o

T i
== = T ol v -
T
[ ]| s
| el e
e rtce nesege | [ NOTICES

s 8 ODricesgoto @ Paton(100) © Gusdin (130

 Yes 1D @& No

T Outstanding charges on Dverdue notces





1. Set the number of days that an item can be held at the Circ desk when placed on hold for a patron.

2. Limit the number of times an item can be renewed by a patron.

3. A date can be set for year end. The system will not accept checkouts past this date.  This command is not recommended, because there inevitably seem to be some reasons for extending loans to certain patrons.  

4. For statistical purposes count a renewal as a loan. 

5. If you elect to “Show patron on DISPLAY screen”then  every time you view the item in Display screen, the patron holding the item is revealed to the viewer like this: 

                        Status: OUT: Overdue 1995-07-14, to Bruce, Jim

6. With this set on, a reminder about overdues is shown when a patron has an item outstanding past its due date. 
7. By default a circulation clerk can call up a paton by ID, name, or telephone.  Option allows for access to patron data only knowing ID.
8. If a holiday is present in the loan period it is not counted in the loan period unless set “yes” here.  A loan period for 10 days would then always equal 2 weeks assuming the library is closed on weekends.

9. Patron overdue notices to children can be mailed to the parent or guardian recorded in the patron record.

10. Some libraries wish fine notices to be sent out automatically with overdue notices.
Item-Patron Categories

This screen allows you to define types of items and types of patrons and add some basic circulation policies.  When considering this, try not to think of “similar functions” but think instead of “similar policies.” You may consider books and periodicals as closely related because they both print on paper pages.  However if books and CDs loan for the same periods,while periodicals don’t leave the library, then item-type 1 might apply to Books and CDs. 

The same is true for patrons. If the janitor and executive director can both borrow the same number of books, then they can share the same “patron type.”

Item Type-Located in Item field 901 subfield $i
Type in a descriptions of items next to numbers 1-15 starting with 1.  Make them identifiable given the first six letters.  When cagtaloguing itesm, if you do not type in a number in the item 901$i spot, then 1 is taken as the default. Use 1 for your most common type of item, usually “books.”
Maximum Fine

Fines will increase until this number is reached.  It can be as low as .01 or as high as $9999.  Type in the decimal as in .20 to indicate that you mean “20 cents”not “20 dollars.”

Patron Type-Located in Patron field 300 subfield $a

Type in an abbreviation for patron types next to numbers 1-15 starting with 1. Make them identifiable given the first three letters.  If you do not type in or select a number in the patron 300$a spot, then 1 is taken as the default.  Use 1 for the most common type of patron, usually a community borrower (or student in a school or college setting”). 

Maximum Items

Leave this number blank for  unlimited loans or type in a number to indicate the maximum number of items this type of patron may have out at any one time.  This figure carries with it a liability expectation. If unlimited loans are allowed the administrator has to plan for the unlikely eventuality that someone may take out that number of items and lose them all.

EX- Patrons exempt from notices

If you place an x under the column marked “EX,” then no notices will flash on the screen for item-overdue or fine alerts.  If this is not done notifications will appear and the circulation staff have to ignore the alert or discuss the matter with the patron.

Year-end
Year end settings are usually considered by schools and colleges who want all materials returned before term-end. Type in “06-15,”if you want to set “June 16”as your year last date on which all items have to be returned.  

Many institutions do not set this and make adjustments manually.  There are often so many exceptions to year end return dates, that they have little meaning.  Summer classes, summer-reading programs, thesis or major paper work, staff research etc require loans past the year-end date.  In colleges grades can simply be held when student-patron records show items-out, or fines outstanding.  
Loan Periods

The first three letters of each patron type you defined will head the columns across the top of a table. The first six letters of each item type you defined will align on the left of each row.  The content portion of the table is for you to type in numbers indicating the number of days loaned for an applicable transaction for a patron-type and item-type. For example patron STAff and item VIDEO might have a “10”indicating 10-day loan.  That loan period could mean “two weeks” if later in configuration Saturdays and Sunday (holidays) are not counted in the loan period. If you have 7-day weeks, then make your loan periods in multiples of 7 if you want the loans to correspond to weeks.
Putting an “H” before the loan period will tell the system this is an hourly loan, so “H3”signifies “three-hour loan.” Putting a “D” before the loan period will indicate that the loan period is in days but the fine rate (entered in Item-patron categories) is a “fine per hour.”’
Message Configuration

The following library notices for patrons can be configured to suit individual library considerations.  Simply type over the notice text provided by default in:  Library address, overdue notice message, holds notice message, and invoice notice message.   When you have finished simply hit excape or X out of the screen to save your changes.
Calendar

The calendar function is used for setting the “days of operation”one or more years in advance. This is important to avoid the embarrassment of loaning an item due for return on a day when nobody is there to receive it.   If the library has no drop box this is particularly annoying to the patron.
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The first step is to set the weekly holidays, usually Saturday or Sunday.  Put your cursor on the “day of the week” that is closed, and strike the spacebar.  Doing so will immediately put an x mark on all occurrences of that weekday during the year.
Next review the statutory holidays and special days of closure for the library and use he spacebar to “x”the day.  If you are able to set the next year in advance, change the year with the up arrow and repeat the process.  When all changes have been made to Circ configuration, click on “save changes.”
Hours of Operation

Under “Loans Period”if there have been settings  like H2 for two-hour loan, it becomes important to let the system know what the hours of operation are.  If the library closes at 5:00 pm, then the hourly fines will accumulate until 5:00 pm is reached and then resume at the next hour of the next day.
	Use 24 hour clock, eg 16:30 for 4:30 pm.

DAY                        OPENING TIME           CLOSING TIME

Sunday

Monday

Tuesday

Wednesday

Thursday
Friday

Saturday                                                                             [Print]


On the above screen type in the opening and closing hours for every day of the week the library is open.  If you do not have hourly loans, it is of no particular use to make entries on this screen.
Adding Patrons Manually
Patrons need to be entered in order to operate the circulation module.   This does not need to be a difficult thing, I only takes a few minutes I front of the terminal to enter the data.  Although it may seem to be a time saver to import records (which can be done) this is of limited value if the data has to be manually checked after, or if  too much data is imported.  Sometimes only a name and a patron id are necessary.  If overdue and fine notices are emailed then a physical address may be un-necessary.  In a school library there is limited use for a phone number, but a homeroom identification is likely important.
To add a patron from the Circ screen you just click <F9-App> or strike <Function-key-9>.  From the search screen you click on the P for patron file (or click File-Open patron file), and then click Edit-Append record. You will see a basic append file for patrons which looks like this:
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Construct library patron template
The first step is to construct a patron data entry screen that has all the fields your library requires.  If you are in an office environment you may need only to have a name and an id number.  To get rid of fields you don’t need, put your cursor on the field name, right click, and select “remove tag and data in field.”  You can also strike CONTROL-Y””to achieve the same result.  
To add fields, click the “Tag”button,” Browse he list of tags and insert ones of interest.  Suppose you want to expire patrons at the end of an interval of time.  Select “browse list of tags” and choose “05c Expiry Date.”  When you go to enter an expiry date you will be prompted to enter in the date in form YYYY-MM-DD.  

Email field for notices

These fields are obvious for the most part.  If you enter in an email, you have an option to email notices. It is possible to email notices to those who have email, and print and mail notices to those who don’t’.  If you have a large patron database this can represent a huge saving on an annual basis.  It is recommend that if you are emailing notices, that you inform your patrons of the policy, since many people do not read all their mail or read it regularly.  If you are in a public school setting, the library may have no particular need for home addresses, but public and college libraries definitely will
Patron-type field

This field is very important if, like most libraries, you have special categories of patrons with different circulation policies.  If you have been through the Circ-configuration process you can put your cursor on the User type and strike <F4> (function key four).  You will see a list of patron types to choose from.  Leave this blank 

Standard data
Suppose all your patrons live in Smallville, Click on the “City”field and type in Smallville. Then you can save that data to your library patron template.
Template Save 
When you have made all your changes to your basic template, click on “Template.” Click on the “Add Form”button and supply a name like “Library Patron,”or some such name.  Now when you exit the patron screen, and re-enter it with the append button, you will see the template you just made, or the one last in use.  You may construct multiple templates. f the patron name has a special character in it, you can access a list to choose from by clicking “Keys.”  
Field Helps

There are a number of field helps for each choice.  You can see them by right clicking on one of the fields with your right-mouse-button.  

Tools Button 
The tools button gives you access to a fiew interesting choices. “Tools-Print Labels allows you to print a single mailing label.  Tools-Set Automatic Number Generator”allows you to set a start number so that you can put the cursor in a given field (such as 10001 for use in ID field ) and then right click and select “Deposit  [10001]. That number will deposit, and then you are ready to insert 10002. 
Use of Right-Mouse Button in patron Append-Edit screen. 

When you right-click on a field you will see the following menu options.  

	Help for fields

Subfield help window

Insert new tag

Hide tabs and subfields

Select field(s)

Copy field(s)

Paste

Insert tag

Remove tag and data in field


Help for fields

This selection provides you with much of the help you see below.
Subfield help window
The patron record is similar to MARC.  Each field has a number you can select to see or hide.  Fields have “subfields indicated like “$a”meaning, “subfield a.”  These can be seen by bringing up a “Subfield help window.”  This will assist you in sub-classifying field data.   
Insert new tag [   ]

This allows you to insert tags or subfields manually by number or letter.
Browse list of tags

This will allow you to insert tags from a master list of address tags.
To navigate this tag list, click on the data entry area below "Marc Tags" and type in any three digits. You will scroll to that area in the list.  The elevator bar, arrow keys, and pg-up/pg-dn keys will also assist.
When you click on one of these tags, it will be deposited in the edit/append screen.
Repeated clicks will insert more copies of the tag. Click on the "X" box to remove this dialog box completely and resume editing.
Reveal/Hide Tags, Subfields, and Indicators

If you hide the tags and subfields you will not see the numbers (such as 100 for last name) that are similar to the MARC based system. 
Field data (right side)

To create or alter a field, select any field by clicking to the right of it with the left mouse button.  You can enter data, or modify data that is there.
Goto Buttons (top)

At the top of the screen are buttons CATUB. These are for quick cataloguing, and will take you to the basic fields call number, author, title, URL, and barcode.  
Record and Options menus (top)

Click here to save the record or format, or to print a label.
Barcode Equipment and Projects
Most librarians choose to use barcode scanners.  Basically these hardware accessories plug into a computer port (USB currently), and when used they translate coded vertical bars into text. 
There are many varieties of scanners. Do an internet search on “barcode scanners” and you will find many hits.  Here is a page that compares prices:
http://www.sortprice.com/search-C-Barcode_Scanners . 
In Canada we have had good service from Aurora Barcode Techolotgies http://www.aurorabarcode.com/ .
Generally you should purchase a barcode reader  that sits on a stand, and barcode labels.  You can print your own barcode labels, but “library made”barcodes wear more easily so you should consider using “label protectors” in addition.  Help in using barcodes and barcoding projects can be found at our lex1 user group that you can access at:
http://tech.groups.yahoo.com/group/lex1/messages

	Printing single barcodes
	http://tech.groups.yahoo.com/group/lex1/message/204

	Ordering barcodes vs printing
	http://tech.groups.yahoo.com/group/lex1/message/170

	Lexwin barcoding projects
	http://tech.groups.yahoo.com/group/lex1/message/204

	Printing your own barcodes
	http://tech.groups.yahoo.com/group/lex1/message/202


Controlling Circulation from the CIRC screen 

Checkout, [F2-CkOut]
At the search prompt, click on the “circulate” button or click “Circ—Enter Circ Module.” If it has been set in Tools—Password you may have to enter a password beforfe using CIRC. The CIRC screen has a patron area (top section) and item area (bottom).  By default the F2-CkOut button is selected.  It can be selected by striking the F2 button, or by mouse clicking the control bar button.  
If you have done your Circ—Circ Tools—Circ Setup, entered in your patrons with barcodes, and items with barcodes you are ready to go. Simply scan or type in the patrons barcode, then the item barcode and the item will be checked out according to your defined loan period.  If you have allowed it under the General section of the setup, you can check out by id, name, or telephone.
If you want to change the checkout period, click on  the“Change Duedate” button and use the up or down areas to change the return date.  The cursor remains in the item area, assuming that you very often want to check out a series of items to the same patron.  If you don’t you can click CLEAR once (to blank the item) and a second time to blank the patron and prepare for a new patron. Striking TAB once toggles from the item to the patron area.
Checking  in, [F3-CkIn]
Striking F3 or clicking the F3 onscreen button will prepare you for checking items in. The cursor jumps down to the return area.  Simply wand in all the items at once.  You will be alerted by a different beep if there is a hold on an item, or other message to read.  Stop and take the requested action before proceeding.  Sometimes you will be informed that the item is not out, or that it was marked missing and will be returned to active status.  
Hold Placement [F4-CkIn]
Strike F4 or click the F4-CkIn button and enter first the patron’s ID and then the title of the item.  You may have to select from a list of available items containing the title keywords.  Once scanned on checkin the item will be placed on hold.  The circulation clerk will hear a special bleep upon checkin so that the item can be put aside for the patron.  
If an attempt is made to check the item out to the wrong patron, the clerk will be informed that the item is on hold for another person.  Items on hold only stay there for a pre-determined period of time, after which the item is assumed to have become “freely available.” Set the number of days under Circ—Tools---Circ Setup, on the top line.  
 Remove Patron or Item  [F5 Rem]
Patrons or items can be flagged for removal.  Strike F5 while in the patron area and search for the patron, or do the parallel thing in the item area to remove items.   You then can choose between removing the item/record from the database, taking the item out for repairs, or marking item lost or missing.
If you remove one item (flagged by barcode) from a record ,the record will not be removed if there are more items (copies) available.  Items having no holdings left will be flagged for removal when the next “tools—pack” is performed. 
Undo  [F6 Undo]

The last transaction can be “undone” by striking F6 or clicking the Undo button.   In case of a transaction there is always an action that can reverse it. For example, if you  check out an item you can always check it back in so that it assumes the same availability status.  However this also changes the log and the statistics.  
Display record$  [F7 Disp]

 Striking F7 or clicking “Display” shows either the entire patron record, or entire item record in a readable format.   Displaying the patron record enables  the clerk to discuss the “total picture”of active transactions with the patron, and to take a number of actions
Printing of patron record 

If a patron has overdues or fines they may wish to look for the item on the shelves, or discuss the situation with others who may be claiming to have returned the item
Return item or pay fine

If you highlight an outstanding book, striking Enter will enable its return, renewal, or (when the patron reports the loss) marking it as missing.   If the item is overdue, then returning it will result in the option to asses a fine at the circ-setup rate.  Once the fine has been assessed the item will  become a fine item, which can be negotiated, paid in part, or paid in full by following the on-screen instructions. Fines paid will create the invitation to print a receipt.  
Save the record

Clicking Save will allow the patron record to be saved to disk, likely so that it can be emailed to the patron or saved for study later.
Previous-Next

Clicking these buttons enables the system to see the previous or next patron’s records.   Lexwin is able to do this rapidly so that staff can visually locate particular records, or problem situations that need closer examination.
Charges
The “charges” button enables the operator to assess a special fine.  It could be a damage assessment, or because the fine was not actually paid, or because an item was sold to the patron.
Circ—Patron Record
From the search screen a patron can click on “Circ-Patron Record” can examine their own current status at the library.   What they will see is exactly what staff see in the Circ module, using the Display command for a given patron
Circ Log 

A log of all circ transactions can be examined by clicking Circ—Circ Log.  
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This command is password protected to prevent patrons from reading circulation transaction history.  If it is the policy of the library to not to produce any such historical data, then the file \circ\circ.log should be regularly erased. That will in no way affect the operation of the program except in a sense that a source for statistics has been lost.
This screen enables log items to be examined by start date or by either a patron id or an item barcode.   The results are shown in a very abbreviated format, but they can be readily interpreted.
2007-09-15 15:47:59,Chkout, 8600122,FIC WOU,The Caine mutiny: a novel of,due 07-10-01, 10421,Bruce, Jim
The above record indicates that on September 9th of 2007 and approximately 3:48 item with call number FIC WOU (The Caine Mutiny) was checked out with return date October 1st 2007 to Jim Bruce.
Circ Reports
Most of these reports don’t need explanation: reports of items on hold, missing, out for repair, and receipts issued to patrons. Reports of “Loans, overdues, and charges are very significant and well used.   The dialog that controls these reports has many options:
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On loan report
The on loan report is a list of items currently out of the library and signed out by patrons.    
Overdue reports

Data can be formatted as lists, notices, or mailing labels, and can be sorted in a variety of ways.  Overdue lists are popular in schools because they can be sorted by “Patron Divisions,” and one list can be given to each division.  If you select “List” you will be offered a secondary sort by name, author, title or due date.  
Overdue notices are longer reports. They are possible in half or one/third page formats to save paper if desired.  Overdue labels are mailing labels for each patron’s report.   They are not used often because the full-page reports have fold lines that enable them to be placed in window envelopes.
Overdue sorts  

Overdue reports are often sorted by call number if they need to be verified by checking shelves.  Sorts by due date, call numbers, patron names, divisions departments or types are also possible. 
Report outputs
Reports can be displayed to screen, sent to printer, or saved to disk.  The screen display or save options could be useful if he reports needed editing or double 
Spreadsheet output

Data can be output to your default spreadsheet (usually excel), so that it can be analyzed or formatted in different ways.
Other actions

Help can be examined, printer formatting performed or font selection change
Pack with Changes-Patron File
On occasion we get questioned by school librarians who want to change the division numbers of patrons, as happens at the end of a school year. Let us suppose we want to change all occurrences of division 12 and make them division 15. There are two ways of doing this, use pack with changes or manual editing
Pack With Changes

Perform a Tools—Backup because you are making substantial changes, and you want the ability to reverse your changes.  

The first problem is to determine with great precision what the data looks like now, and exactly what changes are needed.  Click on the P for patron file.

Search for any patron and click on the MARC tab to examine the patron record structure. You will see something like this:

001 lex 000001
005 200110171410
010 $f 104247
100 $a Stack$bRoberta
220 $a Box 2026$eFrontier, Sask.$hS0N 0T0$k637-1504
310 $h 14

We see that the patron division is in field 310. 
Now with the patron file selected, we access Tools—Options—Pack with changes, and see the screen below.  We want to “find and replace (12), replace with (15) and do this “in field tag number (310) in subfield $ (h). 
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Click on start and your changes should be made during the indexing process.


Manual Editing 
Your firs step if you want to edit manually is to reduce your labor by creating a set of all patron records showing a 310 (division) field containing 12.  

In this case you simply search for division 12 in the 901 field. In LexWin click on "Search unhindered fields" and select division." Specify 12 and all names in division 12 will be formed into a set. 
Select the first record with a click and use Tools—Edit.  Make your changes in the division area and strike "page down" edit the second record, etc.
Remove A Group of Related Records

If you want to eliminate a SET of records the trick is to find a way to search for 100% of the records, then use the REMOVE command on the whole set. 

In Lexwin:

1. Search for the item
2. eg 1 eliminate set of all records containing patron division 14
3. Click P to activate patron file
4. Determine where division is located by looking at MARC records


	001 lex 000001
005 200110171410
010 $f104247
100 $aStack$bRoberta
220 $aBox 2026$eFrontier, Sask.$hS0N
310 $h14 <--Division 14 is in field 310, contains $h14




001 lex 000001
005 200110171410
010 $f104247
100 $aStack$bRoberta
220 $aBox 2026$eFrontier, Sask.$hS0N
310 $h14 <--Division 14 is in field 310, contains $h14

5. Search for all such records. In this case the field 310 is not an indexed field, so we search using the MARC tag.

6. Type in at the word search prompt:  Search:[ 310=$h14 ](you could search for 310=14, but that is more likely to get false hits)

7. Check the items on the hit list to make sure they are all the ones
you wish to eliminate.

8. Click on an item in the list. Then click on EDIT-Select all.

9. Click on TOOLS-REMOVE (items will "grey out") 

10. Click on TOOLS-PACK and in the dialog box
Set                    (.) Regular pack
Click on             (.) Save Removed records
Click on              [START PACK]

This should eliminate all the records necessary.
Circulation--Remove Patrons With Existing Transactions
SUBJECT: Removing patrons with existing transactions.

LEXIFILE and LexWin

Patrons who have items out on loan cannot be removed. You have to go to CIRC, with your cursor in the patron area strike F7 then call the patron record by name or barcode.


Then highlight any overdue item and click it, and select "mark item as missing". In a similar manner you have to pay all fines, or forgive them. Click on a fine, and strike ENTER and follow the help information. If you want a record of the forgiven information, print out the patron record screen before marking itmes missing or forgiving fines.

With all items in or marked missing, and with all fines paid, a patron record can be removed. To remove one record, click on F5-REMOVE and enter in the barcode.

If you are removing a SET of records, go to the search prompt, and enter P to get the patron file. Search for the record set. Click on EDIT-SELECT ALL, followed by TOOLS-REMOVE.

Finally pack your database to eliminate unwanted material
Lexwin Philosophy.

LEX SYSTEMS owes its start to a decision that Tenho Tuomi (programmer) and I   (Jim Bruce) made back in about 1987. Tenho has a degree in Physics, and I now have two education degrees and an MLS. We found that quality library systems were not affordable for smaller and mid-sized libraries. We also wanted a system based on MARC records rather than conventional database records that houses a fixed number of fields with fixed lengths.

LEXIFILE was the result. The system basically stores MARC record s in one continuous file, and then indexes the fields according to how we configure the sysetm. We build many safeguards in the system that handles these records: backups are always maintained so that a program crash at any time will lose only indexes, not the main data file. Lost data in LEX due to system problems is rare.

Originally LEX was used by many to print library cards, which it will still  do, even sorting the cards in a preselected order. The search engine was very fast and robust, allowing complex Boolean searches to be made extremely fast.

We also wanted to enable INPUT or IMPORT of all forms of MARC records,  without having to run a utility and charge the customer more money. The IMPORT feature allows data to be remapped. 


 Similarly we wanted to allow no-cost EXPORT of MARC records with ease. The system had to be able to export records in the same quality as received from book vendors, except for local editing. The EDIT screen was made to allow for word-processor style changes, and adding of any MARC field or subfield with comparative ease.

The final major addition was an inventory-control module, also included with  the basic package. We tend to dislike add-on utility programs, and this feature like most others, is fully integrated.

LexWin was a comparatively recent addition to allow for a grahpical Windows  interface. It has proved most popular with patrons who find it easier to learn.

There are major modules we do not have that large libraries prefer, such as  Acquisitions (ordering) and Serials control (tracking periodical subscriptions). Small libraries tend to handle these with ease manually, if they have budgets under $100,000, and not more than several hundred periodicals.

Our Web-page was added to allow customers to download after paying an update  fee. Recently we started to give away the DOS program which DOES run under Windows.

Lexwin as of 2007 has branched out into allowing downloading of MARC recrords directly into Lexwin, emailing of overdues, automatic backups, and linking of ISBNS to Amazon and other vendors.
Packing And Re-Indexing Databases-When?
There really isn't a global pack in LexWin, just an option to make global changes to a database, and that does nothing different if you don't actually change  something. Each database has to packed separately.

As far as frequency of packs, I see some packing their databases daily. Others again never pack their databases. Maybe you have to find some happy medium between those extremes, something that you are comfortable with, and maybe you already have. Maybe Jim has something to add to this.

Some reasons for packing are,

1. To condense the file after a lot of cataloguing or editing, which can leave garbage, records in the file. A packed file takes less space to backup.

2. To try to correct a search or circ problem.

3. To update the indexing after a big jump in version number when updating the program.

4. To syncronize the main databaset with the circ database if either one

of them is restored from a backup.
Circulation Periodicals
One of the problems with periodicals in libraries is that circulating them often means either barcoding all of them, or barcoding the envelopes provided by the library to protect them.

LexWin allows for circulating any periodical simply by cataloguing the periodical itself, and providing a single circulation number.

Here is how it works:

1. Enter a "circulation policy" for periodicals. That is an item category for periodicals, and a loan period for each type of user. Find this in CIRC-CIRC TOOLS-CIRCULATION SETUP. Check out the first few options on the list.

2. Catalogue each periodical and provide a barcode number to each title. You don't actually have to stick the physical label on any particular issue.

3. In CIRC, enter the patron id or name.

4. Click the "periodical" button

5. (As prompted) enter the title of the periodical and select from the list if your search didn't give a unique result. 


6. (As prompted) enter part/volume information such as "Vol 2 No. 7" or "April 1998".

7. When the periodical has been returned, simply click on "CkIn" and click "Periodical". You will see a list of periodicals that have been checked out in order of date. Select the appropriate magazine and issue and you are done!

Lexwin--Basics For Small Library

These comments were made in response to questions by a potential Lex customer. I thought the answers might be of use to others.

1. LexWin runs on any PC computer with Windows 95 or later operating    system. For that reason our products seldom are factors in what kind of hardware to purchase. Most PCs that can run Windows, can run LEX   products successfully. However you need your computer for more than running your online database system.   

2. A 10,000 item database would only require about 10MB of disk   space, so that is not a problem.


3. I would recommend that you look at other library needs to  determine what you get. I would want:


a. A good high-speed internet connection that is always   available b. A LAN connection to the web from all your terminals (if more than one) c. A "barcode scanner" such as are   available FROM: AURORA BARCODE: http://www.aurorabarcode.com/   

PERCON: http://www.barcodestore.com/scanners/index.html#hand 

SYMBOL: http://www.symbol.com/products/barcode_scanners/barcode_scanners.html 
d. A CD drive and USB ports for your new computer (new ones will come with one in any case)

e. A good large monitor. Some of your patrons may have enough visual   impairment to make the smaller monitors a real chore to use.

e. For conversion of card records, you can use the advanced versio of Lexwin which will enable download of MARC records from the Library of Congress.


f. For information on barcoding projects see our archives at: http://www.lex.sk.ca/LEXLIST.html

I advise in favour of buying your own barcodes: code 39 thermal transfer labels, with human readable code, library name, and library phone number all on the label.  If you send these to a library book vendor (such as Coutts, Blackwell, Brodart, Baker and Taylor) insertion of your barcodes can be done by the vendor.

4. You should see our website at www.lex.sk.ca when you can. In particular look in our archive of help information, at:  http://www.lex.sk.ca/LEXLIST.html.

This is somewhat dated material, but your basic questions will often be answered here.

5. Consider what other things you want to make available to your patrons. Patrons will likely need a printer of their own, possibly a scanner.

Circulation--Overdue Notices
To change the overdue notice in LexWin,

Click CIRC-CIRC TOOLS-CIRCULATION SETUP
Enter your password

If you have never configured CIRC you should perform the operations one at a time starting with the top item on the list which is "General Defaults"

If the items have been checked already, click on "Overdue Notice Message" and perform the necessary edit in a popup window for this message. You can delete the whole message and start again if you wish. When the edit has been completed, strike ESCAPE, then SAVE on the main configuration menu. You will have to enter your password one more time.

You should not need to use WordPad to edit this message.

Editing Indicators
For those of you who are adhering to MARC cataloguing strictly, there are two digits that associate with each MARC tag that provide information on the data. They are called the "first and second indicators"

The University of Buffalo gives an example at  http://ublib.buffalo.edu/libraries/units/cts/acq/cc/245.html

In the title field in MARC we have

245 04 $aThe big chill

The "04" are indicators. The second one indicates to SOME systems to ignore exactly four characters when indexing: "T-h-E-<space>"

LEX does not make use of these indicators in program operations. Instead we will program in a list of words to avoid when indexing. We automatically take care

We were asked:

"We will be cataloging a good number of non-English titles and have noted that we cannot expand the MARC 245 tag beyond 10. We do not want foreign language titles to be alphabetized using their article, and were unsuccessful changing 10 to 14. Can this be manipulated to give us greater control?"

Go to the Append/Edit screen, by clicking Tools--Edit and selecting APPEND. If you haven't done this already, right click on the field names and select "reveal tags and subfields". Then you can edit the indicators. However DON'T use the BACKSPACE and DELETE keys. Simply put the cursor behind the indicator you wish to edit and type over. Using this indicator has no effect on the program. We use a stopword list that prevents articles etc from entering the indexes.

With purchase of the program we will accept a list from you of such words. I believe we handle English French and Spanish to this point.
Circulation Checkin—Important Screen Messages

For quite some time we have had a user contact us and say "I know I checked this book in, but it's still on the system as overdue." We have studied the log files, and have found nothing at all unusual.

AT NVIT, we discovered an interesting even that occurs when you checkin a set of books without watching the screens. It may frequently account for the problem mentioned.

IF a book is overdue, a message comes on the screen asking you if you want to assess a fine. Normally you make a selection and strike ENTER.

However, if you are not watching the screen, or listening for a different "beep" you wand the next book.

YOU THINK you are checking in the next book, but the program will not accept the numbers being sent from the scanner. However the barcode scanner provides an <ENTER> at the end of the transmission; that <ENTER> tells LEX "yes I want to assess the fine".

RESULT: the book checked in AFTER the overdue book has been ignored, only the ENTER command was used, to assess a fine on the previous book. The book


AFTER the overdue book gets reshelved without being checked in, so a fine accumulates on it. The patron comes in and complains, the book is found on the shelf and you say, "but I KNOW it was checked in!".


SUGGESTION: Make sure that your circulation person is watching the screen while checking in books. If a "window" pops up, respond to the matter raised such as "overdue assess fine?" In time the operator will get attuned to the different beep heard on that occasion.

Eventually we will make a programming change to prevent this from happening. It is not truly a program bug so much as a procedural matter. 

MARC 001 Field--Lexwin File Order Number
We use the 001 field to give a control number to records that govern the"order" of records. The 005 field is use to track the date of entry.

The Lex 001 control number can take large jumps if you input another database containing Lex 001 control numbers. The control numbers are re-numbered to fit the new numbers in, and the new sequence continues from the largest control number.

One way to re-number the 001 field is to first sort your database by the 005 field and then export the set in Marc format. Then remove all the records from your database, pack your database, and input the exported file. Exporting removes the control numbers and inputting inserts them back in, starting from 1 if there is no previous database.

Records cannot be removed if they are in circulation. In that case the database would have to be deleted manually by deleting loc.fil and loc*.ndx.

Inventory Problems-Prior To Version 1.03.431
Everyone using LexWin should update to version 1.03.431. That is the recommended update, you may also wish to try the Beta update 1.03.47--or any programs subsequent to 1.03.431.

A minor but potentially significant problem has been eliminated:

Versions prior to that allowed the user to change a patron barcode, even though that patron had items out on loan. When this took place, the on-loan items got lost in the system. They would not appear on the patron information (F7) screen, and would not appear in overdue notices. They DO show on an overdue LIST.

They DO show up during inventory as well. When the barcode is scanned during inventory a message will come up saying the item is "checked in and fine assessed". However that fine will never go out on a notice to the patron, it will only show on the overdue list (which includes fines).

If you think you have a problem, print an overdue list and overdue notices in patron order. Compare the list to the notices and notice if you have discrepancies. If there are a few discrepancies, checkin the items on the list not on notices, then check them out to the proper revised patron id. If there are many problems, contact us for help with solving the problem.  A related problem that has not yet been addressed is the problem with scanning in checkin without watching the screen.

When the "overdue...assess fine" message comes up, it needs to be answered before proceeding, or the subsequent item to an overdue one will NOT be checked in. That ALSO causes Inventory problems, since the inventory will pick up items long overdue that the customer THOUGHT to be checked in.

In summary we have these four things to advise:

1. Users of versions prior to 1.03.431 should be careful when changing patron IDs: do not change ids for patrons who have items out.

2. Users who feel that their circ system has errors in it should check overdue lists against overdue reports and not discrepancies. Items on the list and not on the notices, should be checked in from the "phantom" id, and checked out to the "new revised" id.

3. Users of versions prior to 1.03.431 should update if they have a current contract. Ask for fresh download passwords if old ones are no longer in use (subsequent to May 1, they were auto-deleted for security reasons).

4. All users of CIRC should watch the screen for popup messages during item checkin. Any dialog should be answered before proceeding.

Inventory Procedures
An ideal way to perform an inventory is to purchase a wand (not scanner) from Aurora Barcode (or other supplier who can make one).   I think it reaches about 70' .  Place a networked computer so that from it's location you can reach all items you need to inventory.

The reason I like this is that you can continue loaning books or receiving them during inventory.  The system is then "smart" enough to count the books in circulation as "available".   

If you can't do that, the next best system is to use a laptop  computer on cart, with a scanner or want attached.  With this setup patrons must not be allowed to check out books during inventory, unless they have been through inventory first. Items added since the inventory began will not be inventoried.  

Here is the advice on INVENTORY
1) Pick a time when most of the items will be in. 

2) Return books to shelf on display, in your office, in the staff room, etc. 
3) Do a good shelf read if you want to pre-eliminate a few problems (such as non-barcoded books, books from other libraries etc.) This is also an excellent time for weeding (shorten your inventory)

4) Backup your database before inventory, since the inventory command makes significant changes.
5) Click Tools-Edit duplicate barcodes--Loc.fil

6) Print this list and search for the barcodes on the search screen, selecting "using barcode index".  Alternately, just type in the search box b=<type in barcode><Enter>
7) Solve this problem by removing duplicate records, or editing the incorrect barcodes.
8) Pack your database
9) Select "Tools--Inventory"
10) Select "All items" if you possibly can.  Inventorying  parts of the collection is problematic because some of the materials will be hiding in other sections, and you might end up having to enter these "lost sheep" records again.  These "partial inventory" options were added because some patrons requested them who were willing to pay the price in overcoming difficulties.
11) Click "Start"
12) Put one person on the wand end, and the other on the terminal if you use a wand extension cord.  The system brings up "beeps" when problems occur, and the person at the wand has to act on the prompts:
Fine Outstanding The item may be out overdue with a fine to assess--your intervention required.  My preference now is to NOT assess the fine, because you don't know when the item has been checked in.  These problems occur because of:
i. Inadvertent reshelving before check in
ii.Patron id was edited before items checked in, resulting in item being returned and no patron could be found by the system (item remains on out status--but to nobody

iii. Items were checked in in rapid sequence ignoring prompts.  Some items get "
Not in database If item is "not in database," operator should rescan, then tell the "wand person" to set the book aside.  Later, check this pile by searching by title, and edit in the barcode where necessary.  Switch operators occasionally to avoid fatigue and mistakes.
13) When books are returned to the library, inventory all items going to "complete" sections before items are reshelved.

14) Backup the inventory at the end of each day.  The highest number I have seen per day is 6000 items.
15) When you believe your inventory has been completed, on the inventory screen click on "List Inventoried Items" and "File-Print" this list.  Take it around to the shelves and verify that these items are really missing.  Often you will discover sections you missed such as "out for repair" or "vertical files" etc.
16) Don't worry about items not barcoded. They will NOT be included in the inventory, so will not be eliminated in the end.
17) After you check all items from the above list, click on "End inventory and mark missing items."  This does not eliminate the MARC records, just flags them as missing when searches are performed.
18) If an operator inadvertently ends the inventory too soon, he/she will mark most of the collection as missing.  Your solution is to exit inventory, use Tools-Pack and select "restore all missing and out for repair items". 
19) Mark your calendar for a date perhaps three or four months in advance.  By that time just about all of the books that will be returned have been returned.  Click on "Pack database and remove missing items". 
20) Occupy your time productively until the next inventory (whew).
21)  Libraries should not be obsessed with inventories, they are really only necessary at the point where you begin to notice discrepancies between the online catalogue and items on the shelf.  If you have to miss one, life will continue believe it or not.
22) Once you begin an inventory, you should not let it linger, get it done.  If you partially inventory a collection, and go back to inventory months later, you will be totally lost.  Best then to click on "clear current inventory" and start again.
Input/Import Or Upload Files With Remapping
Some systems call the process of accepting batch files of MARC records an "import" others call it "uploading files".  Lexifile and Lexwin use an "Input/Import" command.

In Lexwin click on File--Input /mport.  You will see a screen laid out something like this:
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Here are the steps to take:

Select the correct data format.  If this is not known to Lexwin, your Start button will be greyed out.  In that case,  Glance at the "piece of data" shown (1) Your records will generally be MARC, if not see the section on remapping below (e).  Remapping will be necessary because unlike MARC the other formats do not tell Lexwin where you want the input data to be placed within the MARC record system that Lexwin uses. 

USMARC  (Each record begins with coded numbers and letters, comes from a library program or database)

	00825nam  2200301   45001  0014000005190011000148810039000250  0014000640  00160007823 0012000940  00100010601000270011651000620014300 0022002050  0032002270  0089002590110029003480 90024003771 90045004010  0010004461  0007004562  0010004633  0008004734  0019004815  0012005006  0006005129  000500518‑ 81043227


Tagged ASCII Marc (Lex way of handling MARC so that you can understand it.  Tags are numbers on the left margin)

 

	001lex  000001
005200203180759

10000$aSmith, Jones
24500$aSample title.
901I $a11111




 

Delimited (Usually comes from a database program other than a library one e.g. Foxpro, Dbase.  Each field is surrounded by "" quote marks, and separated from the next field by commas.   Each new line is a new record)

 

	"Farley,Walter","The Black Stallion","","","","Walter Farley","","","","NY","Random","cc1998","M","F","Far","","","","Animal-Fiction-Horses","","","","","","","","","","","","","","","","","","","","","","","","","","","","","","Title","","","","","","","","","","","","187pgs","","","","","","","L-02-01   rand   ppbk   donation   e7-01","","","","","","","","","",""




 Fixed Field (Usually comes from a word processor, or from a non-Marc database program. Each line is a new field.  You have to know yourself how many lines make up one record, and each record must have exactly the same number of lines (fields).  Blank fields are represented by blank lines.  For example

	Gone with the wind

Mitchell, Margaret

New York

Warner Books

[1999]

0446675539


Try either selecting a format that does not grey out the Start button, or modify your file to correct problems.  If you have a support contract in place you can email the file (zip large files please) to lex@lex.sk.ca for assistance.

Your default input type is MARC.  If you have other choices that are not "grayed out" you will have to select a format.  How to perform a Non-MARC input will be dealt with in another email when someone wants to know the process. Basically you have to drag line numbers from the "input side" and drop them on the "destination side".  This is called "mapping.". When you have completed your mapping you proceed with the input.  

 Set immediate indexing "on" (7) if you always want records you create or import to be searchable.  Select batch indexing "on" if you want to take a little time after each save, and  have all indexing done later.
a)  Input with changes allows you to change data during the input process.  For example, you could take out all occurrences of "Alta" and make it "Alberta".  This routine is very similar to the one used for  "pack with global changes.

b) Remapping will be necessay for Non-MARC import source files.  Let us suppose the “Gone with the Wind”record is in an ASCII format as per the example above.  It would be necessary to input/import the file, and then do the following

(i)  On the first screen set the marker in the center to indicate the end of the first record.  Then click Next

(ii) The second screen below calls upon you to map the fields, by dragging the numbers on the left to the MARC template on the right:
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If one of he fields on the left is blank you can strike”the “Back”or “next” buttons to identify the content in subsequent records.  If the MARC template on the right does not have enough fields you can change templates, or use “more tags”or “Delte tag”to add and delete fields from a Lexwin template.  If you change the template, use “Save template”: to preserve it for further use.  

Error Message--Unable To Write To File Error

If this error I seen during Lexwin it usually occurs when the system is packing and re-indexing, or is updating index files.  There are several reasons that we know can cause this problem: 

· Hard drives that are full, or have file allocation problems (cross-linked, size of file incorrect...etc.).  During a reboot Windows should diagnose and solve this sort of problem.

· Files that simply cannot be written to.  This is often the result of the user on a network not having privileges to write to the Lexwin folder. 

Determine where your Lexwin database is by looking at the “blue bar”about one inch down the screen while in search. It will say something like, “Search-Main databse ;-c:\LEXWIN\LOC.FIL”.  Open another program such as Word or Notepad, create a file and attempt to save the file to the same folder containing your local databse.  If you cannot save, then you know you don’t have read-write access to the folder.   This can be do to using the wrong logon (logout and login again).  If you cannot save the file then you need to either use a different logon, or have your access rights changed by your network admin.  Occasionally there is a network problem and the server need to be rebooted.

· If you have tried rebooting, if you are able to write to the database folder and you still  get the “unable to write” message, you are one of a very select group as the problem is rare.  Create a “systems report”and email it to lex@lex.sk.ca, detailing in your email what lead up to the problem and the exact error message
We will likely attempt to copy your database to another location, pack and index it, and move it back to  the usual Lexwin folder. Once there we will open it with file-open and see if we can “pack”that databse without the usual error message.  If so we will configure the system (Tools-Options-Configure) to look for the new file as the main databse. 

Lexifile To Lexwin Upgrade
We have had some questions about how to update from Lexifile (DOS program) to LexWin (windows based). I have added a few questions we have had before and wanted to document it for everyone.

1. Where do I get the LexWin program? ANSWER: You download it from www.lex.sk.ca/downloads.html This requires that you have a current contract for service from Lex Systems.

2. Where to we install the program?

ANSWER: First of all backup your databases for security. Install LexWin to the same directory that you use for your Lexifile programs. Type in the following at your Lexifile prompt to find out:

>>>.STAT<Enter>
OR
>>>.SYSTEM<Enter>

3. What if we want to continue accessing the DOS Lexifile?

ANSWER: Lexifile will remain available to you. The two programs access the same files successfully.

4. Is there anything more we need to do?

ANSWER: Yes...you have to enter information under HELP-REGISTER in LexWin. If you do not have your registration number from Lex Systems, you will be left with a sample only version of the program, without CIRC control.
MARC Changing Fields In Display 
Go to the EDIT-APPEND screen and then click on TAGS--BROWSE LIST OF TAGS. Any of the tags on this screen, if used in the record, will go on the DISPLAY screen. If a tag is not used, it is not on the DISPLAY screen, blank fields are not represented there.

If you use Notepad, or other text editor, you can see and modify the lex.cfg configuration file, found in your program directory, that governs what MARC field tags are translated as.

USE THIS PROCESS WITH CAUTION, and be sure to back up the lex.cfg file before modifying it.

In Windows, use START-EDIT-PROGRAMS-ACCESSORIES-NOTEPAD to run the text editor.

Next go FILE-OPEN and browse to find lex.cfg, typically in /lex/lex.cfg or /lexwin/lex.cfg.

Go down about 50 lines and you will see a long list beginning with:


	"000 LEADER"
"001 RECORD-ID"
"005 TRANSAC-TIME"
"007 PHYSICAL"
"008 FIXED-DATA"
"010a LC-NUMBER"
"015a NATIONAL-BIB"
"017a COPYRIGHT-US"
"020a ISBN"
"020c PRICE"
"022a ISSN"



The data on the left gives you the MARC fields and subfields that are available on the EDIT/APPEND screens (000, 001, 005 etc). The data on the right gives you the "text representation" of field (or subfield).

You can modify the text, for example, changing the last line above to:
"022a PERIODICAL#"

The "a" stands for the subfield "a" and could have been any letter from a-z and sometimes numbers. If you have 020a and 020b, the both subfields will display in LexWin append screen one two separate lines.

The basic rules for the modification to work are:
1. Use only a text editor (such as notepad)
2. Keep the quotation marks on left and right on a straight vertical line.
3. Leave no spaces in the text (COPYRIGHT-US" not COPYRIGHT US)
4. Save the modified copy twice, once to a file such as lexnew.cfg.

The reason for the extra copy is that when LEX sends you updates, the
lex.cfg will change, and you may like your new field names better.
Inventory Using Batch Mode
We have been asked if LexWin allows batch input of barcodes for inventory entry. The DOS program did, you could have a long list of barcodes in a text file, and use that file to do inventory.

This was instituted so users could do inventories on hand-held scanning units with memory capability. They can also output text files to the inventory program.

LexWin will not accept those batch files, but the DOS Lexifile does.

I am reluctant to push the batch-data inventory process. There are so many unique situations that need dialog with the user such as:

1. Item is overdue, do you want fine forgiven? (It MAY have been returned and has been accumulating fines inappropriately)

2. Item is on hold, cancel hold?

3. Barcode is NOT in inventory list, book not likely in data file. (You should set it aside right away for cataloguing/processing). Item may have been missing and deleted from the file. Item might have been weeded and has been the subject of involuntary resurrection.

4. Book has been inventoried already.

Users have to think there way around these situations, or we need a long report to come out of the end of the process. During inventory the on-screen dialog is helpful while the book is in hand.

Usually people who want batch input also want hand-held scanners. While they are scanning it is not possible to check out books "ahead of the inventory". The scanner just records barcodes it does not process them in an OPAC system.

If you use a long cable, a laptop on a rolling cart, etc, you can use that machine to check out or check in material during the inventory. the process is dynamic. I recommend buying a wand and a long cable from Aurora Barcode http://www.aurorabarcode.com/ . Ask Sandy there about the 75' cable and wand.

However, you COULD have the DOS-Lex available for just the batch-input procedure, and users and system people do not need to know the less familiar DOS interface.
Circulation Setup—Hours Of Operation

A client asked: Just a question, is there any reason why you have the ability to enter the  library's hours into circulation setup? They don't seem to do anything i.e. stop transactions at closing etc.
Reply:

Using CIRC-CIRC TOOLS--CIRCULATION SETUP (and entering password) will get
you to a screen that permits selection of "loan periods"

Notice at the bottom of this screen is some additional instructions. If you begin the loan period with the letter "h" your circulation period will be in "hours". The example given is H2 for "two hour loan".

If your circulation is "by hour" then it becomes important to know when the library is open. If you close at 3:00 pm and open at 10:00 am, the fine clock stops at 3:00 pm, and starts again at 10:00 am. So...if you have hourly fines, be sure and set your hours of operation. If you do not have hourly fines, it does not matter what is entered under hours of operation
Copy And Paste In Lexwin

Usual method for copy and paste: Highlight items either by left-mouse-clicking on them once, or by holding the left mouse button down and dragging the mouse over an area of text. Then right mouse-button-click on the highlighted text and select copy" or "copy to clipboard". Move cursor to an application or screen that allows text entry, and right-mouse-button-click and select "paste".

Here is an example:

1. You have performed a search and have a list of items on the left. You cannot copy and paste any of the list items until you

a. select by:
-Clicking "Tools-Select all"
-Clicking one item of the list
-Holding control down and clicking various items
-Holding shift down and clicking on the first and last items in a
continuous range
b. copy by
-Right mouse button clicking the item or items and selecting "copy
to clipboard"
-Clicking "Edit-Copy"

c. You cannot paste the items until you go to another application and locate your cursor at a "text entry" point and -Using the right mouse button and selecting paste

2. Anything on your clipboard can be added to an append or edit screen by using the "right mouse button" and selecting "paste". That enables you to copy data from record to record.

3. Any LEX reports that use WordPad will allow copy and paste in the usual way. Some Lex screens do not support copy and paste.

4. If you have selected items in a list, you can also copy "different formats" of the item by clicking on FILE-SAVE/EXPORT. One of the options you will see on the dialog is to "save selected records". The difference is you are copying the data to a file rather than inserting it in a file as with select-copy-paste.
Circulation--Fines Payment
While in CIRC, use the arrow keys or mouse to locate the cursor on the patron area. Click on Display or use the F7 key. Enter patron identification (barcode id number is best).

Highlight the fine outstanding, and click on it or strike ENTER. You the option of forgiving the fine, accepting partial payment or total payment. This will be followed by an option to print the patron a receipt for the payment.
Circulation—Import/Export Patron Files
Before you import a new patron file, you probably should print out a list of all overdues and fines, then check the items in manually. Otherwise you may end up with old transactions on file for which there are no patrons, or patrons duplicated in the file.

Your first step is to backup all your existing patron file (twice is best) and then eliminate the file. You can do that by opening P (patron database) on the taskbar of your search screen, then EDIT- SELECT all, and hit the delete key. Obviously you should not do this without a backup!

First of all, you see if the Columbia, Trevlac, or other system will EXPORT files in DELIMITED format. They look like this:

"104247","Stack","Roberta","","","Box 2026","","Frontier,
Sask... "10423","Cronk","Laurel","","","38 Phillips
Cres","","Saskatoon, Sask...

Each new field is separated by [","]. Each record is separated from the next by a new line. Let us suppose that the data file is provided on a floppy as a:\pat.dat. You would use the .IMPORT command, select PATRON, and specify a:\pat.dat.

In LexWin click on File: INPUT/IMPORT

Browse for your input file then browse for your destination file, which will be PATRON database (actual path will be something like .../Lex/Circ/pat.fil)

Click on Input even if duplicates on file

Click on Delimited (not start!)

You then will see a two-sided screen, with your input data on the left, and your LEX patron template on the right. Drag the data from the left to the right, and deposit it as appropriate. Click on NEXT when done, and input will complete.

If you have material outstanding...you may wish to check it out again to the patron in the new patron file.

To print out the basic instrcutions that are mentioned during the install process. The file is called "lexwin.txt," and should be in your install directory. If not, just print out this message below the line.

You may also wish to go to these sites to search for answers:

Old Archive (relates to DOS program which is similar in many ways). http://www.lex.sk.ca/LEXLIST.html
Error Message: Cannot Find DLL Files In Install

If when updating LexWin you get the message "Cannot find ...DLL file," you are probably installing the "update" to a new directory, and it has to be installed where the LexWin program is already. Do a START-FIND FILES (or SEARCH) and search your C drive for OWL52f.dll That will likely tell you where to install the update
program files.

Another solution is to go to the downloads page at www.lex.sk.ca and find and run this download file:

DLL.EXE If you run LexWin and get a "cannot find file" message followed by a .dll filename, download and run this file. Explode files into the same directory you want to use for LexWin.
Backup Of Appended Or Removed Records
Lex programs save extra copies of newly added records in loc.app. This file also includes copies of records you EDIT as well as those you APPEND (brand new records). This file is erased every time you do a LEX backup of all your file onto floppy disks. If you backup by other means, this file just continues to grow until you eliminate it using explorer. Modern drives are so large this is seldom a problem.

The programs also save records that you remove from your file, after packing. In Lexifile(DOS) programs these records are saved in loc.app. In LexWin programs (Windows) they are saved in loc.rem.fil

We now save them in loc.rem.fil so that you can use LexWin to FILE-OPEN loc.rem.fil (using the browse function). Pack this database, and you can examine all the records you have ever removed while using LexWin. This can be handy if someone brings back a book you thought was lost a year ago, and you don't want to catalouge it all over again.

Bring up the record in edit, and then save it to loc.fil, instead of loc.rem.fil.
Lexifile and Lexwin will handle ANY alphanumerics in a barcode label, up to the maximum of 13 characters.

So...your problem is one of "adherence to library standards" rather than "what the program will permit."
Holdings-Multiple Item Generation

You can generate barcodes automatically in LEXWIN This saves much time when some records (such as textbooks) have a large number of copies.  Here is the process I would suggest:

Consider if you want the textbooks to be mingled in your library database, or if you want to install LexWin to a new directory with its own circulation and patron files. Do you really want students to come to the library to check out and in their textbooks, and have students find them in searches in the library?

Do an accurate inventory so that you know how many texts of each title
you have.  Go to the Append screen, and construct an append format for all text books. Be sure to type in standard information like "textbook" where appropriate

Click on SAVE--Current Screen as Append Format.  Construct an entry for ONE text title. Click on SAVE and select "Generate Multiple Holdings"

In the "number of holdings" put in the number of text books you have for that title.  In the "starting barcode" put in the first barcode number in the
sequence.

The system will generate all the holdings field, you will not have to
wand in each and every barcode. This is far more efficient, but requires a
very careful allocation of barcode ranges.

Have well-trained workers put the barcodes on books. Putting them on the
wrong books would be disastrous, wasting labels will create much extra work.
Circulation--Receipts For Fine Payments
In LexWin, click on Circ--Circ Lists--Receipts. Every payment should be
logged there. A typical entry will look like this:

44 1000 2002-08-24 13:15:45 2.00

This tells us that patron 1000 paid $2.00 on August 24, 2002, at just after 1:15 pm.

You can also find this by using a word processor and looking for "receipts. log"
Circulatio--Transactions By Patron Or Item
There is no obvious method of determining borrower history, but it can be analyzed by examining a file called circ.log.  


CIRC--CIRC STATISTICS--VIEW CIRC LOG

Enter your password when prompted. Then complete this screen with a date
range and an item or patron id:  

Starting date: YYYY--MM--DD
Default: from the beginning

Find barcode or id:
Default: all

Your circ log file will be scanned and information reported on transactions
within the parameters given.

Most librarians hold freedom of information and right to read as near to sacred.  If patrons are threatened by outside demands to access borrower information, it may be prudent to prevent this from taking place by daily removal of  files ending in “.log”.
Edit-- Holding Screen -Dialog Box

Information on this topic is also found in different sections of the DOS version archive at http://www.lex.sk.ca/LEXLIST.html However,  this older information needs updating.
When you are in the LexWin (Or Lexifile) and either click on the B (for barcode) or strike the TAB key you will go to a "holdings dialog box" That box is designed for you to enter "holdings specific" information, in other words information such as call number, barcode, library code, etc that depends NOT on the contents of the book, but gives information about a specific copy.
Use a separate dialog box for EACH item/copy/volume/part, etc.  LEAVE UNNECESSARY LINES BLANK (Don't put part 1 if there is only one part!).  After completing ONE holdings dialog box, strike CTRL-N to make another one for another copy/part, etc. Strike F4 anytime to see if there is any help in completing one of the subfields.  Notice that the call number "carries forward" to the next created dialog box.  You can erase this information.
	Barcode
	A unique number that is used when circulating an item

	Volume Info
	Use this if you don't want to catalogue each volume on separate forms

	Copy
	NOT how many copies, rather WHICH copy (e.g.  1, 2, 3).  Not necessary to say c2, etc.  Put only ONE

	Part:
	Similarly not how many parts, but which part.  Use this for a "kit of material"

	Branch
	If part of a multi-library system. Enter a unique code for each library/collection

	Call-Prefix
	You might use PB for paperback, LP for large print...enter that code here

	Call-Classification
	Enter the number you use to define the "subject part of the location" e.g., Dewey or LC call number

	Call-Cutter
	Enter any code at the end of the call number (such as CHR for Christie

	Item Type*
	Enter the code (a number between 1-15 ) that indicates your circulation classification (e.g. 2  might be 3-week loan

	Price
	Purchase price of an item

	Accession
	86-1001 would typically be the 1001 book received in  1986 

	Sub-Location
	Sub-area of library, such as “Juv”for “juvenile area shelves”

	Shelving-Title
	If shelved by title, abbreviate here

	*Cutter
	Subdivison of classification based on author surname.  See “cutter tables”on the web. See http://130.15.161.74/techserv/lc-cut.html


Set the policy for these Item-type codes in Circ-Tools-Circ Setup-Item Patron Categories:
Input/Import With Changes 

The "Import with changes" option is somewhat complex. My advice would be to create a test fil (like new.fil) and import to that file to see how successful you are with this feature. If new.fil was the receiving file, it could then be reviewed, then new.fil imported to the main database.

The most important feature here is "select call number from". This feature allows you to choose WHERE you want LexWin to look for the call number field, for example from the 050 for an LC field or 082 for Dewey.

If someone is supplying you with MARC and offering to put the call number where you want it, ask them for USMARC-MICROLIF with holdings in the 852 field. That format is standardized so that LEX will automatically pick up the call number properly.

IMPORT NON MARC
ASCII Records will have the numbered tags on the left and will look like a file you could edit in a word processor. MicroLIF files USED to look that way many years ago. Lex will export in this format, you can edit them in a word processor, save them as DOS text (with NO word wrap) and then import them in edited for back into LEX. If you know how to use this tool you can save bundles in having someone global-edit your file.

Below is an example of what Lex expects of an ASCII Marc record.


	00000368cam 22001571 4500
001lex 000001 63-10930-3
005200102210801
008730605s1963 nyu 00001 eng
010 $ad63010930 /L
035 $q63-10930-3$wSTU0015312
090 $aPZ4 .V948$bC3
10010$aVonnegut, Kurt,$d1922-
24510$aCat's cradle.
2600 $aNew York :$bHolt, Rinehart and Winston,$c[1963].
300 $a233 p. ;$c22 cm.
901 $a702001090800$estand$gPZ4$h.V948 C3



Delimited records WOULD look like this if you set word wrap on to view:


	"730605s1963 nyu 00001 eng","d63010930 /L","","Vonnegut, Kurt,
1922-","","Cat's cradle.","","New York : Holt, Rinehart and Winston,
[1963].","233 p. ; 22 cm.","","","","","","","","","","","702001090800
stand PZ4 .V948 C


This is useful if you are trying to work with an Excel or Access database. Each field begins and ends with a quotation mark, each field is separated from the next with a comma. Blank fields show just quotes and commas.
Removing Lex Records Permanently
We have been asked how to permanently remove a record on file. Lex database files are strung together, all ASCII characters with no wasted space. You remove a record in LexWin by selecting the record and clicking on Tools--Remove.

You will notice the record "grayed out" but still visible. In actual fact the record has been flagged for removal, but left in the database and left in the index files directing searches to the right record.

Permanent removal takes place during Tools--Pack. Note that in the dialog box you can check off "save records in nnn.rem.fil", where nnn is the name of the database (usually loc.fil). This option allows you to resurrect your removed records by input/importing the records back into an active file. This sometimes saves you work when two years later someone discovers the book under the spare tire in their car.

Once the pack has completed, all "grayed out" or removed records are gone in the file and indexes.

In Lexifile (Dos Program) the process is similar. With a search set on the screen click on records--remove. You then have to specify "record numbers" in a dialog box. Record numbers can be specified like: "4,5,6,7" or
"4-6,7", etc.

After this step in Lexifile, click on Index--Pack, select database, and then select "pack and save removed records."

Circulation--Item Not Out Message For Removed Items

Items that have been circulated at any time will remain in the circ database even after they are deleted from the main database and will say "This item is not out" if an attempt is made to check them in.

LexWin and Lexifile will check the circulation files first, find the necessary title information from an old checkout, then check to see if the item is currently out.  Finding nothing outstanding it says, "this item is not out".  In fact, the item may have been removed from the main item database (usually loc.fil).  This process saves the circ system time.

To delete items from the circ database, don't stop at packing just the loc.fil.  In addition,  pack Circ and choose the option "Delete circulation detail on items no longer in item database".  This doesn't have to be done a great deal, since the false message noted is not usually a large problem.

Removing Items, Removing Records
The question has come up as to how to remove a record from LexWin. If you remove a barcode from a record you simply remove "one circulating item". Even if you remove all the barcodes, you still have the record itself left.

This has been permitted because barcodes wear out, and a librarian might just want to remove the old number in preparation for adding a new one.To remove the record itself, search for it and get it in a list in LexWin, search for it, highlight it by clicking once on the list entry to remove, then click on TOOLS--REMOVE.

At that point you can select to mark the item "for permanent removal" as "lost or missing", or "out for repair"

The record in the list will be "grayed out". This allows you to "unremoved it" up until the time you execute a TOOLS--PACK which will remove these items and "condense" the database by removing waste space occupied by items flagged for removal. Indexes are also rebuilt eliminating "pointers" to the removed records.

No records can be removed while an item in the record is in circulation. First check the item in, then you can remove the record.
Barcodes—Records Without
Barcodes in Lexifile and Lexwin go in the MARC 901$a subfield. Many of you are unaware of the tag numbers for fields and that is not generally a problem or limitation.

However after you have barcoded your collection you may still have records without barcodes recorded for them. This means they are "floating," you can search for these items, but not check them out, and not inventory them.  This problem should be solved, and here is how.

To get a list of all records without barcodes, search for

901!=$a

This really means to the system "Find all records for which the 901 (holdings field) does not (!) have a "$a" (barcode) subfield filled in, in other words, records that do not have barcodes recorded.

This works for both Lexifile and LexWin. Note that this process will only find records for which no barcodes are present at all. It will not find an item that has TWO copies but only ONE has no barcode.

Searching Marc Fields / Field Specific Searches
Regarding the field specific "=" type of search:

It is slower, the search it just scans all fields of a certain number and searches for a "text string" that follows the "=" sign. If you searched for

245=ABC

you would find all records having a standard 245 (title) field with the
letters ABC present. If you search for

245!=The

you would find all records NOT containing the string "The" in the title.
Startup Icon For Lexwin On A Network Station.
Windows 98, Windows 2000, or Windows XP Interface

When you run our install program, you automatically produce an ICON off the START menu of your Windows computer. That is, you can click on START and see LexWin either right above, or when you click on START and browse a little.

These instructions will enable you to set LexWin (or Lexifile) up on other network terminals without running the install CD all over again and putting the program (needlessly) on all your computer main hard drives.  To follow this process you need to have administrative access (full privileges) at the Windows XP stations. If you do not have this, pass the instructions on to your network administrator
If you are creating an ICON for Lexifile (our DOS program) just substitute LEX.EXE where the instructions say LEXWIN.EXE (Windows program).

You may have Windows set for  "Classic Interface" or Windows 98/Windows 2000 Interface  or the "XP start menu interface 

A. Classic Start Menu Interface on XP or Windows 98/Windows 2000 Interface

1. Go to an operating LEXWIN terminal and boot the program. Determine where the program file is located with your database which is given on the BLUE line. Look about 1" down to see:

[L] Search - Main Database - C:\Lexwin\.... <--In this case it is located on "this computer" hard drive C, directory
LEXWIN.

If this doesn't work for you, go VIEW--SYSTEM REPORT, and look at line 52 for "Program Directory". Actually you can just page down and look for it about as easily.

2. Go to the computer you are setting up with a START menu program icon.

3. Click on START-SETTINGS-TASKBAR AND MENU

4. Click on the START MENU tab and then select CUSTOMIZE (under selected CLASSIC option)

5. Click on ADD

6. Click on BROWSE and find your LEXWIN.EXE file. You will either find the computer drive you want under a familiar name like "Library Computer Drive C", or you can click on MY NETWORK PLACES and browse for the right station and then the right drive (usually C).

7. Highlight LEXWIN.EXE and then click OK and then click NEXT.

8. Now you get to "place" the position of the Lexwin program icon. If you want it handy, click on START MENU, then NEXT. Other options include:
a. Click on NEW FOLDER and name a folder like LIBRARY
b. Click on Programs, or other folder and place the LexWin icon as desired.

9. You can now chose to select LEXWIN.EXE as your program name, I usually change this to LEXWIN-Library Program. Then click FINISH then OK, then X out the START MENU AND TASKBAR PROPERTIES dialog.

10. You should be able to click on START and browse up and down the list to find LEXWIN-Library Program.

B. XP Start Menu Interface (new to XP)

1. Go to an operating LEXWIN terminal and boot the program. Determine where the program file is located with your database which is given on the BLUE line. Look about 1" down to see:

[L] Search - Main Database - C:\Lexwin\.... <--In this case it is located on "this computer" hard drive C, directory LEXWIN.

If this doesn't work for you, go VIEW--SYSTEM REPORT, and look at line 52 for "Program Directory". Actually you can just page down and look for it about as easily.

3. Click on START and RUN

4. Look at the "top of the dialog box" and click on the little down arrow where it says:

Look in [ ]V <---Click here to pull down a file menu

3. Highlight LEXWIN.EXE and drag it to the Start button (bottom left of your Windows screen) and drop it there.

4. Now when you click on Start you will see LEXWIN.EXE. Highlight that item and click on it with your right mouse button and select RENAME to call it something more friendly, like LEXWIN-Library Program.
Sorting Records
Lexwin allows you to search any set of records. This can be “all records” if you click  “Select  all records” and make any choice.  Or, you can click on individual records in any list and 

i) Hold your contol key down and click on individual records

ii) Left click a list item and holding the left button down drag the cursor over a group of records.

iii) Hold the shift key down and click the first and last of any group of consecutive records in the list.

To sort your set (either the set of all records or a smaller seletion) click on Tools—Sort.
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At this screen you are able to do a conventional (and fast) sort by call number, author, or title OR do a “Selected fields”sort.

The selected-fields sort uses the MARC tag, the three digit number that by agreement all major libraries use to represent the standard library location of a field.  For example, you could search for Primary sort 245 and Secondary 100. That would sort the records by 245-Title, and if the titles were identical, within the title group the order would be by 100-Personal name (for author). 

( x ) Selected fields
Primary
Secondary

In the primary and secondary fields you can enter a "MARC tag number" of a field that is not indexed, and have LexWin sort it.

The example in question was

Primary 440

If you put a secondary field in, such as 245, then the sort will be performed by series, and within each series, there will be a sort by title (245) performed.
Circulation--Removing Patron Records
The basic question has come up as to how to efficiently review the entire patron database, and eliminate unwanted entries

Here is a good process.

 From the SEARCH screen, click on toolbar "P".  On the second row you will see  

                  [M}    [A}   [I}    [P}<---Click on P for "patron database"

Then click on  "Select all Records" and chose "All records by ID" You will see a list of patron records.Click on the column header "Name" and "sort by name"Hold the control key down and click once on those records you want to remove.

Use Page Down to cover one screen at a time.  When you have finished selecting records to remove. Click on TOOLS--PACK Global Changes, and START PACK. Your unwanted records should all be gone.  Those of you who have WebLex databases (catlogue is on the web with us) will have a short interruption in service.

Backups

The Advanced Features Lexwin can be configured for automatic backups. This works best to backup to another computer, even better to an offsite computer. If you are using this feature,  external backups have to be made much less often.

Backup to floppy disks is no longer advised. We see so many floppies that crash, particularly when they are filled right up.  Often times library staff would go for years making rotating backups on sets of floppies.  When the time came to use a set, they would often find the backup unreadable.  
Another problem of rotating the disks is that damage can occur that doesn't get picked up for weeks or months. For example, a library worker may accidentally remove a whole section of items.  If the section isn't well used,  all the backup floppies (or tapes for that matter) may have been recycled, leaving no copy that has the missing records.
The automatic backup system will save your database from most disasters, although it will fail if all of your computes are stolen or lost in a fire.

Occasionally you should make backups on portable media, and store them offsite. A CD-burner would be good for that, or a jump drive.  These copies should be considered  “archival”.  .

Database Properties
Under View—Database Properties you can get a report on any of your Lex databases. The only critical files are the ones ending in "fil" such as "loc.fil" The index fields are disposable, it usually only takes minutes to build all the indexes again in the PACK process.

These brief reports help in interpreting a great deal about your database, and can show you why certain searches may be misbehaving. If a usable index is missing or corrupt you cannot search properly, and may have to PACK the database.

This report also can give the librarian and idea how much time and effort is being put into cataloguing. Generally a larger number of keywords is good, as it indicates greater use of subject and note fields. It is time consuming to assign subject headings, so it is healthy to see many of those. A small number of barcodes” can indicate that not all items. have been barcoded.

Here is an example interpreted:

C:\2003TEST\UNION.FIL database 43584639 bytes
This file is about 43.6 Megabytes in size

C:\2003TEST\UNION#.NDX pointer 75505 records
union.fil has an index called union#.ndx showing the number of records. This index we call the "pointer" index, which is used to tell the system where each record begins. With this index gone or damaged the system can't separate the beginning and end of records, and can't count them. In this case we can calculate that we have 577 bytes per record. A fairly large record will have 750 bytes, so this is typical where lots of local cataloguing is found.

C:\2003TEST\UNION0.NDX WORD index 1175419 The “0” index file indicates the number of keywords in the entire database. In this case there are about 1.17 million words, or about 16 unique indexed words per record

C:\2003TEST\UNION1.NDX CALL-NO. index 83225
The “1” index file represents the indexed call numbers, which is about 1.1 call numbers per record. Obviously most records have only one call number which often equates to the number of copies in a record. Without this index we can't search for call numbers.

C:\2003TEST\UNION2.NDX AUTHOR index 94848
The “2” index is for authors. We have 1.25 authors per average record, indicating that if we picked four typical records we would expect about 5 authors in those records. Without this index author searches are not possible.

C:\2003TEST\UNION3.NDX TITLE index 121163
The “3” index is for titles, which includes series titles and uniform titles. In this database contains on average 1.6 titles per record. Without this index we can't search by title.

C:\2003TEST\UNION4.NDX BARCODE index 39612
This figure is strikingly low, because the “4” index is for barcodes. One usually expects this to be just a little larger than the number of records. However, this is a union catalogue, obviously some of the libraries in the catalogue are not using the circulation module. Without this index we can't circulate items or search for items by barcodes.

C:\2003TEST\UNION5.NDX SUBJECT index 141985 
Label Printing Setup
In Lexwin search for the title, and highlight items for label printing in the LIST. Then select FILE-PRINT-LABEL. You can click "selected labels", "single record", or "records from ___".
Click on "change printer" so that you can make sure the correct printer is selected. If the correct printer is not available, then you have not installed it within Windows. Click on START-SETTINGS- PRINTERS to install, or see your system administrator. You may not have network priviledges to install hardware.

Click on "change label" to select either "sheet" (laser/injet), or "pin fed" (dot matrix). Likely you will want laser/inkjet labels. From that screen you will select either "card and spine labels" (7 books per page) or "all spine labels" (21 books per page).

Keep printing labels until you have enough for a "full sheet" and the printer should activate and print your lablels.

On completion of record editing (in the edit/append screen), you can click on the SAVE/PRINT button on the screen top, and follow the above instructions.

For printing dot matrix labels go to this site in our old archives: http://www.lex.sk.ca/LEXLIST.html#pdml
Label Printing
In Lexwin search for the title, and highlight items for label printing in the LIST. Then select FILE-PRINT-LABEL. You can click "selected labels", "single record", or "records from ___ to ___".


Click on "change printer" so that you can make sure the correct printer is selected. If the correct printer is not available, then you have not installed it within Windows. Click on START-SETTINGS-RINTERS to install, or see your system administrator. You may not have network privileges to install hardware.

Click on "change label" to select either "sheet" (laser/inkjet), or "pin fed" (dot matrix). Likely you will want laser/inkjet labels. From that screen you will select either "card and spine labels" (7 books per page) or "all spine labels" (21 books per page).

Keep printing labels until you have enough for a "full sheet" and the printer should activate and print your labels.

On completion of record editing (in the edit/append screen), you can click on the SAVE/PRINT button on the screen top, and follow the above instructions.

For printing dot matrix labels go to this site in our old archives: http://www.lex.sk.ca/LEXLIST.html#pdml

Here are three sources for were found on the web. Use them for ordering, or to learn how to locate equivalent labels in other lines. Specs should be checked out, together with the service record of the manufacturer and brand.

Photocopier and laser labels can take heat so are generally usable in inkjet printers. Inkjet labels.

Labels  From Avery
Avery White Mailing Labels

1-1/2" x 2-13/16", Rectangle, White, Copier, Permanent-Adhesive, 100 Sheets, 21 Labels per Sheet, 2100 Total Labels

Product number: 05360


Labels from Datalabels.com

http://www.data-labels.com/av53comlab28.html

Compulabel 311354 Shipping or Addressing Labels, 2.8" x 1.5", 100 sheets with 21 labels per sheet. Same size as Avery® 5360™. (Not Avery® Brand.) These Multi-purpose labels can be use on Laser or Ink Jet Printers, or on a printing press. Labels are made of the finest quality smooth, white, smudge-proof stock, with permanent adhesive.

Labels from My Cool Gift

http://www.mycoolgift.com/unv90106.html

Universal (Avery 5360) Copier Label, 1-1/2" x 2 13/16 White 21/sht, 2100 per bx Regular 39.95 UNV90106

Label Printing to Plain Paper

A simple solution to label printing with LexWin: I often print to ordinary paper, trim the label, and use a label protector to place the label permanently on a book or other item. Much cheaper, and you don't have to load special stock. 
Starting Library Automation From Scratch.
If you have a shelf-list of some kind, do an inventory. While doing the inventory, hand-write brief entries for those not done, recording at least

Title-Author-Call-City-Publisher-Date-ISBN

EITHER enter the data directly from your corrected shelf list into the program (if shelf list not too bad) OR use a bibliographic database  (such as Lexwin’s Z39.50 access to the Library of Congress) to find complete records for your shelf list items. 

Software is priced according to the size of your database and what features you want. Check out pricing at www.lex.sk.ca, and chose the pricing tab.  Training is often done just by email, but for $400 per day plus expenses would likely suffice 


All new PCs running Windows (any version post Windows 98) would be fine.  Peripherals should include a laser or ink-jet printer, a barcode scanner, cd-burner, monitor, and several usb ports.  An Internet connecton is a must.  You should be networked, and have common access to two network folders

To operate on a local area network, you need to by a networking capability (see webpage on pricing).

You need a scanner. Get one recommended by Aurora Barcodes in Edmonton, or other barcode dealer. Aurora is familiar with Lex Systems. http://www.aurorabarcode.com/Bar_Code_Products.htm

Buy some "Code 39" labels and put on the barcodes:
_______________________________
<Library Name>
||| ||| || ||| <--Barcode
<Library Phone number>
_______________________________

Thermal transfer labels are cheaper, but then buy barcode protectors. The photo-labels are more expensive but stand more abuse when unprotected.  Start at number 10001 and order a few thousand more than the total number of items you have (not titles, items, total number of "things" that circulate.

QUESTION: What is the timeline for completion of automation?

Depends on where you are at for shelf list, or records on computer already, and how many items you are doing. We usually have someone up and running from cards to usage in two-three months.

What kind of support do you provide after automation?

You get a year's free support, then you contract after it (see pricing page) You get a subscription to our mail list and get lots of this kind of help.
Search By Publication Date
Have had a question (below) relating to how to determine the average date of publication in a LexWin library (process similar for Lexifile, the DOS program).
Here are the steps I would suggest.

At the LexWin search prompt, search for the following:

260=$c195 <All MARC records having in publication (260$c) subfield numbers 195, such as 1951, 1952..>

Searching for 260=196, 197, 198, 199, and 200 will cover successive decades.

Searching for 260!=$c (260 NOT containing $c) will find all records for
which you have no publication date.

You could use this process for EVERY year if you want to, or assume a publication year in the middle of each decade. That way if you have 100 books in the 70's 80's and 90's you figure the average this way:

100 x 1975 =197500
100 x 1985 =198500
100 x 1995 =199500
Total 300 =595500

Average =595500 /3 = 1985

This assumes, of course, an even distribution of books published in the decades so the average for the decade will be close to the 5th year of the decade.

There is a quick mechanical way of doing this to. Pick every 3rd (or 5th, 10'th etc) book on every shelf and open it and look at the publication date. Count the number of books in each decade and take percentages of the total sample. If 40% of your sample are in the 1990's and you have 20,000 books in the collection, then 8000 books (approximately) are going to be in the
1990's.

Hope this helps. Perhaps others have their own solutions.

The LexWin solution will be somewhat inaccurate because some books may have more than one publication date catalogued, or the cataloguer will list the copyright date instead of the most recent publication date.

The sampling solution will be more approximate because of sampling error, or
error in calculating the average number of books per shelf.

Both methods have different benefits and problems.
Installation--Platform Requirements For Lexwin

LexWin will also install successfully and operate on Novel, Windows 98, XP, NT, or 2000 computers and networks.  There may be some minor differences in Microsoft Vista but nothing that will impede use of the program.

Accessing Different MARC fields in Edit Append?
LexWin screens could be made with any or all of the MARC tags on it.   

First of all, lets take LexWIN.  The CATUB you see on the top of the LexWin screen can be used to access CALL, AUTHOR, TITLE, URL (for web page cataloguing) and BARCODE fields.

 

There are a full-range of MARC tags available, however.  Just click on TAGS-INSERT TAGS and select all the tags you want. Next type in any standard data (such as the media format).  Finally,  click on SAVE--SAVE CURRENT SCREEN AS APPEND FORMAT, and name the format when prompted.  When you append a new record this will be your default format until you click on OPTION--CHANGE APPEND FORMAT.
Edit--Catalog Electronic Files 
This is a cataloguing issue, and a complex one.  MARC has an unlimited versatility for description.  Start with this web page from the Library of Congress:

 

http://www.loc.gov/marc/
 

If the topic is too huge, then go to the Library of Congress or other large database product such as Precision One from Brodart and use "copy cataloguing".  

 

Try the Catalogers Reference shelf at: http://www.tlcdelivers.com/tlc/crs/CRS0000.htm#USMARC_Data_Formats
MARC Note Fields Represented In The Keywords Index

The title, subject, and series fields are all in the keyword index.  $$
Some of the  note fields are as well: the 500 (general note) 505 (contents note) and 520 (annotation note) fields all have their words added to the keyword index. 

Web Catalog (Lexweb)

For $250 more your local catalogue can be automatically launched onto our web server.  

[Reply:]  With the advanced featured Lexwin after Janyary 2008 there will be the capability of paying a further $250 to have the capability of “instantly adding” your database to the web.  This will be done on our website, and with a renewal of the $250 fee annually you will contintue to have access to it.
Export To Excel
Export of your MARC database or your patron database is possible in Lexwin.  First either mark your desired records in a list, or identify the range of records you are exporting.

Then select File-Export and set up as follows (Record range should be made to suit):
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Go to EXCEL and click FILE-OPEN and browse to find your exported file. Select DELIMITED and then NEXT

Click on DELIMITERS COMMA and then NEXT. Select format GENERAL and then FINISH
Adjust your column widths to suit, and remove unnecessary columns Using Lexweb

Access Various File types through Lexwin

It is possible to place path and filenames with certain extensions (.bmp, .jpg, .doc and .txt)  ANYWHERE in the record.

The system  will link to them when the highlighted pathname is linked.  This has three problems at this time:

(a)  If someone remaps the server drive to another letter, all your catalogued pathnames would not function, unless you put all files in a path UNDER LexWin.  This would be a nuisance I think, as people would save new files to other locations all the time.
(b) At this time only "short pathnames" are accepted.  The following would not work in your MARC text:
C:\Documents and Settings\curious.doc  <--"Documents and Settings" is too long, and spaces are not supported
C:\docs\curious.doc  <--This would work and file would be located.  

C:\docs\curious.xls  <--This would not work as filetype not currently recognized.

(c ) Placing a filename other than in the 856 field links the pathname (c:\docs\curious.doc) rather than some more meaningful title description.
Save / Export MARC Records

In LexWin you click on File--Save/Export, then in the dialog box select MARC format.  

  

In both cases you get to choose between TAGGED-ASCII, USMARC, and USMARC-MicroLIF

 

If you select TAGGED format you get an ASCII version suitable for editing in a word processor, or a text editor like notepad or Wordpad. It is not true MARC but it is a very common format for editing purposes:

 

TAGGED ACII:

 

	001   77017024  AC r812
005200312200852
008771031s1978    nyu    j b    00110 eng
010  $a77-17024 AC
020  $a0-07-031645-7
0820 $a362.2 9$219
090  $a362.2 HYD
10010$aHyde, Margaret Oldroyd,$d1917-
24510$aAddictions :$bgambling, smoking, cocaine use, and others /$cMargaret O. Hyde.
260  $bMcGraw-Hill,$cc1978.
300  $ax, 150 p. ;$c21 cm.
520  $aDefines addiction; distinguishes between negative and positive addictions; and discusses addiction to gambling, smoking, drugs, food, caffeine, jogging, and other activities.
650 1$aGambling.
650 1$aSmoking.
650 1$aDrug abuse.
710  $aC:\Documents and Settings\cautlib.doc.
900  $a362.2 HYD
901I $a8600006
902  $a6016001
903  $a09.95
904  $a000166729 005266
905  $a030223113
906  $a001
999  $aLI




USMARC

If you select USMARC format you get a true USMARC export that looks like this but all on a single line:

	00980nam  2200313 4500001002100000005001300021008003900034010001600073020001800089082001600107090001400123100003500137245008200172260002500254300002400279520017900303650001400482650001300496650001600509710004300525900001400568901001200582902001200594903001000606904002100616905001400637906000800651999000700659  77017024 AC r812 200312200852 771031s1978    nyu    j b    00110 eng  ¬a77-17024 AC  ¬a0-07-031645-7 0 ¬a362.2 9¬219   ¬a362.2 HYD 10¬aHyde, Margaret Oldroyd,¬d1917- 10¬aAddictions :¬bgambling, smoking, cocaine use, and others /¬cMargaret O. Hyde.   ¬bMcGraw-Hill,¬cc1978.   ¬ax, 150 p. ;¬c21 cm.   ¬aDefines addiction; distinguishes between negative and positive addictions; and discusses addiction to gambling, smoking, drugs, food, caffeine, jogging, and other activities.  1¬aGambling.  1¬aSmoking.  1¬aDrug abuse.   ¬aC:\Documents and Settings\cautlib.doc.   ¬a362.2 HYD I ¬a8600006   ¬a6016001   ¬a09.95   ¬a000166729 005266   ¬a030223113   ¬a001   ¬aLI


USMARC-Micro-LIF

If you select USMARC-MicroLIF you will get a format that IS Marc, but uses an 852 field to code elements such as call numbers, barcodes, copy numbers, etc so that other management systems can import this information in a meaningful way.

Backup Data Files, Use of Append.fil
In LexWin click on Tools-Backup and specifiy the source and backup filenames and paths.  You are given the option to delete the "append" file.  That is a file of new entries made since your last backup,  so that you could restore

    LAST BACKUP + APPEND FILE   =    CURRENT FILE BEING REPLACED

If you backup to floppy disks, LexWin will prompt you when to insert a new floppy.  The opinion of the writer is that floppy diskettes are almost useless as media for backups, they are too small, and not dependable enough.  Use a Zip disk or write to a CD.

In Lexifile click on FILE--BACKUP then specify the source and destination files on the next two screens.

Attn: Lexifile users (free program)

Subject: Lexifile on separate computers

The question in the letter below relates to how to use the (free) Lexifile product on multiple computers.  

IF you are on a network that can read your main computer hard drive you have no problem. You will create an entry & icon in your start menu program files that will link to and run your main system  file  \lex\lex.exe.   Just go to the new computer and "right click on the taskbar" at the screen bottom (where there is no program icon), then properties, start menu.  From there your procedure will vary slightly depending on your windows version.  On XP click on classic menu and select"add" and browse for the lex.exe program on the network,  at something like ?\lex\lex.exe   If this is Greek to you, get some network specialist to help you.

If the two computers are not linked on a network, then download this file from our site at www.lex.sk.ca--downloads.

FREE Working LEXIFILE Program for New Users (4.060.09)
Select OPEN when prompted.   

When prompted, install to C:\lex unless you already have useful files there.  This installation will provide you with sample files, but you will be replacing them shortly.
Finally, use the FILE-BACKUP on the main computer to backup your main database, then go to the new machine and click FILE-RESTORE to move the main database over.  You can do the same thing with your patron file and circulation files if you have them.  They are customarily called pat.fil and circ.fil and reside in /lex/circ.  

 

This will be enough help for someone who knows computers, if it is a little difficult see what help you can scare up.

ANY library database can be tested on the web free for four months. Just zip up your MARC records (or LEX database) and send to us at lex@...

Our latest addition is:

Western Christian College and High School

Check out the catlouge from the link at:

http://www.lex.sk.ca/lexweb.html
Search Records By Date Added 

Lexwin allows a search by “Select all records--file order”, although this  search is not quite the same thing as “by date added.”  The last date you edited your records is stored in the 005 “Transaction time”field.

If you follow a search by “Select all records” with “Tools—Sort” you are then able to type in “Selected fields” the number 005, and follow that by clicking “Start.’ The result will be that all your records will be sorted by the  last edit performed.  

Examining the  field will show you that record edits are clocked by the second.  You will see something in edit like 199001021325519, which indicates that the record was added in 1990-01-02-13:25.19, January 2nd 1990 at 1:25 plus 19 seconds.

You can perform these searches using “search—unindexed” and selecting 005  or by typing in 005= with the following typed in :

 
005=199102200355 for Year 1991 Month 02 Day20 Hour 03 Minute 55
005=1991 for all books entered in 1991
005=199 for all books in the 1990's ...etc.

Lex Systems Policy for Late Renewals
If an invoice is paid up to 90 days late, service will be backdated to the end of the previous service contract with no penalty. After 90 days, the service date will be deemed to commence at the date of payment and increase by 25% for that year only. If service contracts lapse by one or more years, then upon renewal the first new contract (only) will increase by 50% times the number of years missed. For example, if there has been a 2 year lapse, a level 2 service contract (regularly $200) would be $400 for that year only.


Circulation--Placing Holds When There Are Multiple Copies
If there are three copies of an item there should be three 901 fields shown when the record is seen in EDIT or MARC mode.

When you place a hold on an item, and multiple copies are out, the FIRST returned copy will be flagged during the checkin process.

The usual procedure is to then put the item aside in a standard place for holds. The patrons can be phoned, or you can wait for them to come to the library. When they check out another item, a notice will be flashed to remind the circ person to tell them that an item is in for them.
Importing Patron Records In Excel-CSV Format
Public schools and colleges of sufficient size often like to import theirrpatron data from the department handling student registration.

Before doing this the library should think about transactions already on  file. If the student iD numbers of the imported records are new, the former  patrons may be duplicated after importing the new data file. Further if the  former patrons have outstanding transactions, they cannot be removed from  the system until the transactions are taken off the system.

Here is a process that works quite well to handle that problem:    If you are erasing your old patron file and adding a new one, you should  

a. Backup your patron and circ files  

b. Print out an on-loan report.  c. Print out a fines report
d. Check in outstanding items, and pay fines, or move them over to a
manual system of some kind.
e. Erase your old patron records
f. Add your new patron records.
g. Add last year's <outstanding> loans back to the system
h. Deal with last year's fines in paper form only."

One other approach would be to accept a few duplicates and correct the  situation later. This would be acceptable where the number of patrons is not large.

Import Process:  Excel-CSV format

If you "export Excel records" to a text file you will receive your data in a  format that will look like this when viewed in Notepad with the "word wrap"  turned off:

12333, Smith, Joe, 1111 Green Street, Mytown, SK, S0L 1Z0
12334, Jones, Suzy, 3333 Blue Street, Mytown, SK, S0L 1Z0
...
If you try to Input/Import this data, under the Non-Marc import area will be  greyed out after you browse to find the correct input/import field.

LexWin expects to read such "delimited" data in this form:

"12333", "Smith, Joe", "1111 Green Street", "Mytown", "SK", "S0L 1Z0"
"12334", "Jones, Suzy", "3333 Blue Street", "Mytown", "SK", "S0L 1Z0"

Here is a process to convert the data to add the necessary quotation marks.

1. Open the document in WORD
2. Start record 1 line 1 with a " symbol

REPLACE TO INSERT STARTING QUOTE EACH LINE
3. Do CONTROL-H to bring up the replace screen or use EDIT REPLACE
4. Click on Special to get a list of "special characters" that don't show.
5. With cursor in FIND field select Paragraph marker.
6. With cursor in REPLACE field select PARAGRAPH MARKER" (Parage
marker-quote character)  This will show as
FIND ^p
REPLACE WITH ^p" (
7. Click "Replace all"

REPLACE COMMAS WITH ","
8. Perform the following with standard typing characters:
FIND:,
REPLACE WITH:","
9. Get rid of replace screen, and click FILE-SAVE AS
Create a new file name, and save as text
10. Go to LexWin
11. With P for patron database still selected, click on FILE-INPUT IMPORT
12. Browse to find your "modified in word" data file
13. Destination file should be PATRON
14. Select INPUT NON MARC DELIMITED....if this is greyed out something went  wrong in Word export, you are importing the wrong file perhaps, or the end  of line  ^P was not replaced with  ^P"  
15. Click START
Now you see the mapping screen. Our screen is quite simple. You drag the
data name from the left (data source) to the screen on the right (data
destination)

16. Click NEXT to start import.

Error Message: "Alternate file is protected".
LexWin keeps two databases open at one time, your main database and an  Alternate. If you look on the taskbar you will see M and A buttons to  access those databases. Most Lex users have a "work file" database they use  to do their cataloguing in, then when complete they transfer records over to  their main database. Some have union catalogues as their alternate database  (whole district, or whole consortium collections).

Anyways, if you are unable to write to the alternate database, our  programmer inform me that you should do the following:

Look in Tools / Options / Configure... Check to see that "Write to
alternate database" is "On"

Another possible problem source is that you don't have the "rights" to write data to your TEMP directory where work files are written to during the pack and index process. Or, your main or alternate databases are located where you do not have read/write access.

1. When you click VIEW--SYSTEM REPORT, and search for TEMP With CRTL-F you will find out what your TEMP directory is. In my own case I see:

TEMP directory : C:\DOCUME~1\JIMBRU~1\LOCALS~1\Temp\

Are you able to write to this directory?

2. As a double check, see if you can save your system report to your TEMP directory and the directory containing your alternate file, that is:  TEMP directory : C:\DOCUME~1\JIMBRU~1\LOCALS~1\Temp\ <alter for you>

AND f:\lex\

Circ Report Printing: System Crashing
We had a situation in which attempting to print circ reports was crashing  the system.

It turned out that the correct printer was not chosen in Circ Reports, or  rather that the pathname to the printer had been changed and was not valid  any more.

Going into Circ reports / Print setup, and selecting the printer over again  solved the problem. If Circ reports has an invalid printer chosen, Windows  95 and 98 will give an error message.  Windows XP and 2000 will crash the program instead.

Lex Users and Librarians
RE: Lexwin beta program update

Find LeWin 1.03.70 in beta and lwupb.exe at the web site.

1. Corrected Circ reports by selected patron types which quit working
with 1.03.65.

2. Clicking on Circ while in Patron database will fill the Circ info with
the selected patron info, as requested by CSLI.

Edit/Append-Transfer in LexWin
A user has asked how we edit a record in LexWin so that the original is  preserved and an edited copy is also saved. That is, how do we use one  record to make a template for another record which remains the same. Here is the process:
 
1. Find the record you want to use as your template or master record.
2. Edit in/out the changes you want to make.
3. Be sure and remove or change the 901 "barcode" field, or you will create
a "duplicate barcode" problem. Barcodes are supposed to indicate "unique
circulating item"
4. Make changes to the record.
5. DO NOT use the ESCAPE key to exit the record, click on the SAVE button
a. Save it as "Append Format" if you wish to make many similar copies
b. Save it as "Append Transfer" if you want to make THIS edited copy
without
removing the original
6. You then get a dialog asking where you want to append the record to. Be  careful here, because the default database may not be the one you are  editing in. If you are editing a different database, select "Append Record  to Destination". When you click this the database you selected the record  from will appear. Edit that database as appropriate.

Set indexing on "Immediate" if you want to search for your new record right
away.

7. Set the "Number of Copies" if you want to make a few more copies of the  new record.

8. Click APPEND or TRANSFER as appropriate to complete the process, or  "Return to Edit" to make more changes

9. The record will be appended or tranferred, and you will be returned to  the append screen showing the record as edited. Since you want to leave the  original "as it was" strike the ESCAPE key, and then YES in the dialog box.

10. You will return to the list from which you selected the record for
editing.

”Permission Denied” Error During Pack
General advice is that if you get a "Permission Denied" message during a  Pack, make note of which file is causing that error message and if it ends  in .ndx, .1dx, or .2dx, try to delete that file manually before packing  again. If the file cannot be deleted, then the computer or network may need  to be turned off and started again.

Check as well to see if you have used a logon that does not have the correct rights to your Lexwin directory, where you  need to add/edit/ and delete files.

$LEX.EXE not found” message in LexWin.
The new versions of LexWin seldom have to make reference to a file called  LEX.EXE. If it IS required you get a message "LEX.EXE not found".

The file is required when printing cards or pin-fed labels only. If the  file is needed the system will go to a routine in LEX.EXE, in the  background, I believe.

If you get this message, go to our website download page,  http://www.lex.sk.ca/downloads.html

Select the option: "FREE Working LEXIFILE Upgrade for LEX Customers
(4.060.10)"

Download and run this program, installing to your LEXWIN directory.

Importing patron files
Lex users in schools and colleges often have available to them dumps of data  (usually in *comma delimited or *excel format) at the beginning of the term  or year. Often these records have been exported from a system registration  database.

*See first help file under 4 below

If the enrolment is small it may be easier for the librarian to manually  type in data as the students arrive, or from hard copy. If the number of  students is large this is problematic.

Since there are fields in LEX probably unused in the new dump of data,  librarians often want to maintain the existing lex patron database and  import only the "new additions". This can be done in two ways (A&B)

A. Import without removing previous lex patron database.

1. Backup your patron database either by the Tools--Backup database or by
finding the file PAT.FIL located in your Lexwin\circ directory using  explorer (Start-run-explorer click OPEN). Copy the PAT.FIL somewhere else  and record where you copy it. Don't move it, copy it.

2. Click on the taskbar P for patron database access.

3. Note on the third taskbar line Record 1/??? . The number here will tell  you where the original patron file ends. Write that down.

4. Click File-Input/Import and browse to find the new data file.

Your options are ASCII, delimited, or fixed field. Those are the three  options that your registration system will likely have to provide the  records. For a detailed explanation of your choices see these help file
archive items:

http://groups.yahoo.com/group/lex1/message/35 <--See this first
http://groups.yahoo.com/group/lex1/message/47
http://groups.yahoo.com/group/lex1/message/109

5. Select one of the following options from the dialog box:

(a ) Input to replace patrons with same IDs.  The ID numbers in the 010 field, usually patron barcodes

(b )Input to replace patrons with identical names.  Match on so many characters in the patron 100 field

(c )Input records even if duplicates on file.  Ignore all possible duplicate patrons and import all records. If you  are in a school or college and getting a "fresh dump" from another database,  this will likely contain duplicates of the records present the year or term  before.

(d )Input to replace entire patron database.  All previous patron records are erased and the new database imported  becomes the only source for patron records

6.  If a mistake or system problem occurs and you fail to eliminate  duplicates, go to P for patron file, Search screen, Select all records--By  file order, and look at the records 1-10. Then go page down to the spot  where the original records end, found in 2 above. Find where the records  start to repeat and highlight all records above that point. Those will be  the old records you want to eliminate.

B. Erase existing database manually then input new database. This can be  done as above selecting option 5d OR

1. Backup your patron database either by the Tools--Backup database or by  finding the file PAT.FIL located in your Lexwin\circ directory using  explorer (Start-run-explorer click OPEN). Copy the PAT.FIL somewhere else  and record where you copy it. Don't move it, copy it.

2. On the search screen click P for patron database, Click EDIT-select all  and then TOOOLS-Remove and select "Mark selected records for permanent  removal".

3. Select Tools--Pack with the patron database selected. This will quickly  reset the indexes to zero records and actually erase the "marked-for  removal" records.

4. Click File-Input/Import and browse to find the new data file.

Your options are ASCII, delimited, or fixed field. Those are the three  options that your registration system will likely have to provide the  records. For a detailed explanation of your choices see these help file  archive items:

http://groups.yahoo.com/group/lex1/message/35 <--See this first
http://groups.yahoo.com/group/lex1/message/47
http://groups.yahoo.com/group/lex1/message/109

If you do not have a Yahoo username password to enter this file area use  this:  Yahoo id: lexlist
Password: lexy

GDI Failure Message, Failure printing overdue notices
I stumbled across a problem that is probably very rare, and with the  help of our programmer solved the problem. I occured with Lexwin  versions 1.03.73, 1.03.77, and 1.0378 but likely would happen with  other versions as well.

The GDI failure resulted after booting the program and then clicking  CIRC--CIRC REPORTS--OVERDUE REPORT and seleting NOTICES. This is our usual process for printing overdue notices for patrons.

The operation would begin, and then halt with a GDI failure. A  secondary symptom was the occasional inability to show hit lists after  a search.

We remedied the problem by finding lexwin.ini (in a Windows directory)  and then renaming that file to another name. Deleting the file would  have the same result of course. This file is created AFTER  installation, where the system saves some of the setting changes you  make. Losing this file is only a minor inconvenience.

The procedure ended our problem.

Cleaning out old Databases in LexWin
If you are going to start deleting databases, I would be inclined to  use Explorer and make a backup of the whole LEX or Lexwin directory in  case a serious mistake is made. After that word of caution you can go  ahead as follows.

When you create a new database, such as "work" Lex immediately creates  work.fil. When you add information, you create index files usually
including:

work#.ndx
work0.ndx
work1.ndx
work2.ndx
work3.ndx
work4.ndx
work5.ndx
work6.ndx
work7.ndx
work8.ndx

Eventually you can end up with many "unused" databases, and may want  to be rid of them.

If you are considering deleting these files, I would first go into LexWin and  
FILE--Open new database

Browse to look at the databases you have to date. OPEN the files you  are unsure of, and then click the button on the search screen for  SELECT ALL RECORDS.
  If you do not need the database "work.fil" (for example) then you can  use START-RUN and type in Explorer. Browse to your LexWin directory  and click on the filenames header to put the files in alphabetical  order. You can highlight all the files beginning with "Work" and  remove them.

Printing barcodes from Lexwin.
A question has been raised about how to print barcodes from LexWin.

As a general rule I prefer to order my barcodes pre-printed, and  change to a new barcode when an old one wears out. That enables me to  add details to the barcode such as "human readable" code (eg 120035),  library name, and possibly library phone number. I can also order  photo-quality barcodes if I want that don't require protective labels.

However there are occasions when it is convenient to use Lexwin, such  as when I have a kit with 7 items in it, and I want each item to have  the same barcode on it. Here is how to print barcode labels in  LexWin.

I find it easiest to:

1. Search for the record or records.
2. Highlight the record you want in the list by single click. Hold  CONTROL down before you click and you can select multiple records out  of sequence. Hold SHIFT before you click and you can highlight a set  of records by clicking the first and last items in sequence.  

3. Go to File-Print-Barcode and make sure "selected records"
is chosen, unless you actually want to print all barcodes, or know the
record numbers of all barcodes you want to print.
4. Print a set of 20 records if you want to fill an 8x11" sheet. This will of course print on the paper you have in the printer. I  usually use ordinary paper and seal it to the book with an adhesive  transparent label cover. I do this because I can never seem to have a  need to print 20 labels at a time, and getting the right lable paper  is a nuisance. In fact, If you want to use adhesive labels, I suggest  you buy single sheets (one label per sheet actually) and then cut your  labels out with a paper cutter.

For new items I prefer to have my preprinted 5 cent (or so) barcode
that is centred, has my library name, library phone number, and number
of bardode in human readable form (eg 10007).
Lexifile to LExwin--Procedure To Upgrade To Lexwin
This is a good time to perform a backup, even though nothing should  happen to your databases, you will have more peace of mind during  the changeover.

The easiest way to use the two programs interchangeably is to  install them to the same directory. To discover your install  directory

In Lexifile FILE--SYSTEM and look on the screen for a line like this:  
Program Directory: C:\Lex

During your installation you will be asked where to install LexWin.  In this case you install LexWin to directory C:\Lex .

Both LexWin and Lexifile should default to the same databases, no  conversion is needed.

In LexWin you can check your program directory under View--System  Report and looking for something like

Program Directory: C:\Lex
Report Printing Options In Lexwin  
Using the File-Print command will give you these options in LexWin

List: Prints the default results from searches, one line per record


Bibliography: Prints enough information for a reference citation, loosely
formatted in MLA format.


Display: Prints the significant fields for each default one-screen
dsiplay in Lexwin


Card: This is seldom used nowdays but you are taken to a DOS-type screen,  and are enabled to print on a pin-fed dot matrix printer.  See the next section for more detail.


Label
When you click "Label" you have the option to "change label" if you  select this you can use either "dot matrix" or "sheet labels".  For "dot matrix" see the information under Lexifile below. They are  seldom used now, because the quality of the printing is rather poor.

After selecting "sheet fed" you are given the option of printing  only spine labels (eg 21 labels on one sheet) or printing different  sizes where there are spine labels, book card labels, and book  pocket labels printed in sets. Most libraries don't use library  cards and book pockets so they select "single spine labels". 21  labels per sheet are suggested.

You can then set the top, left, and bottom margins, to suit what you  choose to buy.

For 21 labels per sheet, purchase

Avery 5360 labels, or Data Lablels Compulabel 311354, or any 3x 7  lables that will match your printer. Use caution if the label is  only for ink-jet printers, it may melt in the heat of a laser  printer or heat-photocopier.


Marc

Use for printing the standard library coding, showing the tags, eg  for author field:

100 $aSmith Jones

Barcode
If you click a record on a list, then click Print-Barcode you will  print a readable code-39 barcode label for the item. Print it on  ordinary paper if you like then tape it to the book or patron card.  For simplicity and number consistency we suggest buying pre-printed  labels in proper sequence. It causes problems in your circ and  inventory system if you duplicate barcodes, and confusion when you  leave out large number ranges. Pre-printing labels tends to prevent  this.

Circ Reports
This provides you with the capability of printing on loan reports,  overdue reports, or charges (patrons with fines). In each case you  can choose your sorting method, notice or list, or mailing labels.  The reports can be displayed on screen or sent to your printer.

In our experience, most cases LEX customers have not set  passwords! That is only satisfactory if you are making daily backups  to guard against inadvertent or mischievous alterations being made.  Go to your patron or student stations and attempt an edit.  You should be asked for your password.
Printing A List Of All Patrons
From Lexwin

To print a list of all patrons in LexWin:

Click on File--Open patron file, or click on the "P" on the taskbar  to accomplish the same.

Click on Select all records--All records by file order
Click on Name if you want surnames in order
Select File--Print--List--Start

From Lexifile (DOS version, free)  Type in:

>>.open pat.fil
>>.print .list n= <To print a list alphabetical by name>
Printing Subject Lists

There is a way of viewing and printing all subject headings, but it requires some extra work.  

In Lexwin you can go Edit-Append and move to the 650 subject field. Strike F4 and you can hunt for a keyword in subject. That is the fastest way to find available subject headings already in use.

You can also go Search—select all records by subject.

That will give you a long list of subject headings but there will be many subject headings will appear more than once. That is because this search finds all titles that have given subject headings, ordered by subject heading. You could print this list (File-Print-List), but it would be better to save it, and open it in Word or Excel to eliminate the duplicates

Password: Setting Master Password

If you can get in without a password, then your data is at risk.  Anyone can pack and make global changes, erase records, or edit them.

Priority 1: Set a master password. If you are the first person to do  that, you gain complete control over the system.

Use the Lexwin Tools--Password command. You may be called on to  enter a password, do so.

You then should see something like this:

----PASSWORD menu:-----------------------+

Access ON/OFF Password

1. Circ In/Out ON JANUARY

2. Print ON FEBRUARY

3. Exit ON MARCH

4. Pack/Edit/etc. ON APRIL

5. MASTER/Config. ON MAY

ENTER to change protection, ESC to exit

-----------------------------------------+

The two vital passwords are 4 & 5. Do not make them the same; share  the master password with no-one. You only use that password to alter  the others.    There will be time when you want an assistant to do editing. Don't give them the master password, give them level 4.

Most people find the password protection on printing a nuisance.

You likely will want different passwords for different stations. To  do that you have to have LEX set up for network use. If you have the  old Lexifile manual, Refer to section 1-5 in the manual.


Lost or Missing Items

Your first action when records appear to be lost or missing is "Pack  the database". Your problem is usually that lack of proper  indexxing is making it appear that records are missing.

Whatever you do, don't do an immediate restore of a backup, as you  may lose recent editing that way.

If that doesn't help, make use of the LEX loc.app file (if the  missing records were supposed to be in loc.fil) that is added to  every time you edit a record, or add a new record.

Here is a process than many find useful:

a. Create a file called new.fil

In Lexwin File--Open--New database

b. Input the appended records

In Lexwin
File--Input/Import
Search for loc.app

c. Search for the missing record

d. If you find one, go AT-T and transfer the record to the database  it is missing from.


This message results when a file is opened somewhere for writing and  you are trying to access it. There are a number of possible causes:

Some programs put their data files in data directories, and then  restrict write access to the program directories. However, LEXIFILE  puts its "circulating" database in the program directory (usually  c:\lex). Therefore to catalogue you must be able to read and write to  the directory c:\lex.  Check with your systems person to see if access rights have been  changed.  

Very seldom does the file called loc.fil ever really vanish. This file  is more static than anyone realizes. During packing, for example, we  work with a temporary file. If anything goes wrong, you can return to  use of the original file.

However, a LEX database can only be accessed using the indexes. These  files end in ".ndx". Loc0.ndx, for example, enables LEX to find record  #1, #2, etc.  If that index is missing you will see "1/0 record" at the top left of  the screen.

If you see this on bootup DO NOT RESTORE A BACKUP, or do anything else  drastic. Just execute a PACK command, and your have at least a 99  percent chance that all will be back to normal.


Automatic Vs Batch Update Of Indexes

When you edit or append a record in Lexwin you are given the opportunity to set the indexing on “batch or immediate.”  Sometimes the computer in use is slow, or the network server having Lexwin on it is slow.  If this is the case it is beneficial to set the indexing on “batch” so that more records can be entered before updating the indexes.  This is something that is only learned by experience.  

It is also possible to open another database, (such as new.fil, or temp.fil) using the file-open command to create a new database.  Then when work has been completed the File-input/import command can be used browse and find and import the temporary database.  This works well when the datbase is so large that indexing takes longer.  

Performance Speed

If you want to test out your response time on the network, download the entire loc.fil to a new and faster machine and try editing and packing the database off the hard drive of the fast machine.  Sometimes the difference is unbelievable.   On my home computer (Celeron CPU 2.66GHz 1GB ram), packing and indexing 13,373 records took under 10 seconds.  Saving an edited record was too fast to time.  

Make tests like this yourself and point out slow performance on a network to your IT staff.  Moving data from computer to computer always is slower, but it should not be annoyingly so.  


File Cleanup

Before deleting any files, you are advised to backup your data  files, and make sure you have a copy of your most recent program  somewhere.    These files that are now provided with newer program installations,  and an explanation of what they are:

In your Lex or Lexwin directory (order may be different)

LEX.EXE 526,736 03-02-97 9:12p Main executable file for DOS Lexifile

LEXWIN.EXE Main executable file for Windows program, Lexwin

LEX.CFG 6,421 02-06-97 7:56p Configuration file (essential)

LEXCFG.CFG 328 09-19-96 10:18p Your own local configurations, if
deleted you lose all passwords and local setup.

LEXHELP.DOC 29,478 01-09-97 3:01p Text used by program

LEXHELP2.DOC 17,481 03-31-95 1:26a Text used by program

LEXHELP3.DOC 7,718 01-14-97 9:03p Text used by program

<Folder or Sub-Directory> CIRC
03-02-97 9:12p Your circulation sub-directory

LOC.APP 12,726 02-24-97 8:34p Data added since BACKUP

LOC.BAK Backup of loc.fil made during PACK.

LOC.FIL 132,886 02-28-97 9:42a Your main database.

LOC#.NDX 804 02-28-97 9:42a Index to record #1, #2, etc.

LOC0.NDX 47,515 02-28-97 9:42a Index to keywords, big index.

LOC1.NDX 3,015 02-28-97 9:42a Index to call numbers

LOC2.NDX 7,250 02-28-97 9:42a Index to authors

LOC3.NDX 9,424 02-28-97 9:42a Index to titles

LOC4.NDX 3,618 02-28-97 9:42a Index to barcodes

LOC5.NDX 16,900 02-28-97 9:42a Index to subjects

LOC6.NDX 4,200 02-28-97 9:42a Index to 245$h (GMD subfield)

LOC7.NDX [may not be used] Index to missing items 

LOC8.NDX [may not be used] Index to out-for-repair items

LOC.REM 372,815 11-26-96 9:36p File of removed records

LOC.LOG 2,309 02-25-97 5:07p [Newer versions] activity log

*All files ending in .USR are "user" generated files, and can be
erased without harming the program.

*All files ending in .TMP have been added by the system. DO NOT
delete them if any terminal is operating LEX at the time.

*All files ending in .NDX are Lex Indexes

*All files ending in *.REM contain removed records from the database
preceeding the period.

*Files ending in .LEX are special configuration files, named after
the databse before the period. Do not erase them.

*If you have a file called VENDOR.LEX you may delete it as obsolete.

*Leave alone any files ending in ".1DX" ".2DX" or "!" They are
temporary files that LEX will delete as appropriate.

*Files ending in .OLD are usually a backup file made by someone
trouble-shooting your system. Note the date, and erase if no longer
useful.

*Any OTHER files ending in .FIL are alternate LEXIFILE databases. To
see these, go into LEXIFILE and open them. For example with VERT.FIL:

Deleting Files From Windows
Use Explorer, highlight a file, and strike the DELETE key.

B. Circulation sub-directory (files may be in another order)

PAT LEX 2,311 09-25-96 11:45a Configuration file, patrons

LEXCIRC CFG 4,128 05-29-96 10:47a Local configuration for circ

CIRC FIL 1,590 02-03-96 9:48p Items circulated file-VITAL

CIRC0 NDX 280 02-03-96 9:48p Index to circulation file

CIRC1 NDX 245 02-03-96 9:48p Index to circulation file

CIRC LOG 304 02-03-96 9:48p Log of all circ transactions*

PAT FIL 1,301 10-31-94 11:49p Database of patron info-VITAL

PAT APP 150 12-12-96 6:14p Patron data added since backup

PAT REM 95 07-22-96 1:56p Patron data removed & saved

PAT# NDX 36 04-24-95 10:06a Patron file index

PAT0 NDX 432 04-24-95 10:06a Patron file index

PAT1 NDX 162 04-24-95 10:06a Patron file index

PAT2 NDX 126 04-24-95 10:06a Patron file index

PAT3 NDX 216 04-24-95 10:06a Patron file index

PATRON LOG 162 07-01-95 9:52a Statistics on patrons

RECEIPTS LOG [will be present if you issue receipts in lex]

STATS LOG 206 07-01-95 9:52a Statistical records for circ.

FINES0 NDX 0 11-01-96 9:31p Fines index

HOLD0 NDX 0 10-04-94 2:18p Index to holds

HOLD1 NDX 0 10-04-94 2:18p Index to holds


Circ.log is a very interesting file

In Lexwin if you go:
Circ--Circ Statistics--View Circ log

You will see transactions, and operations that take place in your
circulation file (circ.fil).

6-24 22:35:43 Automatic Circ PACK

95-07-01 09:52:33 Manual Circ PACK

95-07-01 09:52:44 Chkout 8600146, FIC VON, Cat's cradle, due 95-07-
14 1042 1001, Bruce, Jim

95-07-04 14:26:47 Renew 8600146, FIC VON, Cat's cradle, due 95-07-18
1042 1001, Bruce, Jim

96-02-03 21:48:23 Manual Circ PACK 
Every checkout, checkin, pack, etc. will be recorded. If you have a patron INSIST that an item was checked in on a given day, you can double check by viewing and searching this file. If the patron is 2002 borrowing item 10001 you would go: 


Patron Data Import: CSV files 

Often demographic data exported from office management systems will export data to excel, or to CSV files.

Patron data saved as type CSV in Excel comes out like this:

First,Last,ID,ADD1,ADD2,CITY,POSTCD,PHONE
John,Smith,1000,Apt 303,101 AnyStreet,Merritt,V1K 1B8,378-1614

This is "comma separated value" and for import purposes Lex
expects "quotation and comma separated value, which looks like this:

"First","Last","ID","ADD1","ADD2","CITY","POSTCD","PHONE"
"John","Smith","1000","Apt 303","101 AnyStreet","Merritt","V1K
1B8",378-1614"

You must do some find and replace operations that are in MS-Word
among other word processing programs. WordPad can't replace "end of
line" or paragraph markers.
The two operations needed are:

1. Replace all [ , ] with [ "," ] (but use no brackets)
2. Replace "end of line marker" with [ " ] (to put a quote at the
line end)

The process involved its:

1. Open Word, and load your data file.
2. IMPORTANT: Go to the first line first character and put a " at
the beginning of the line. Not doing this will result in the file
not being recognized properly during import.
3. Go to last line and hit ENTER or put a " at the end of the line.
Failing to do this will corrupt your last record.
4. Go to top of document and CLICK to locat cursor at the beginnning.
5. Strike H
6. Cursor should be on "Find What" box. Click MORE and then SPECIAL
and select "Paragraph Mark". ^p will appear (but you cannot type
that in directly)
7. Click on the "Replace With" area and insert [ " ] . T

find what [ ^p ]
replace with [ "^p ]

Intended effect: find line ends and place a quote there.
8. Click "Replace all"
9. Do another H
10. find what [ , ]
replace with [ "," ]
11.Click FILE-Save as and choose a name like "patron.txt"
There is no point in typing in "patron.csv" because word will then
save the file as patron.txt.csv, and confuse matters later. Ignore
message about "features lost" and confirm save ast text with YES.
12. Go to Lexwin, click on PATRON database.
13. Click on FILE-Input/Import
14. Browse for input filename "patron.txt" and click Open
15. Destination filename should be PATRON database
16. Click on Input to replace patrons with same ID, so that new
addresses for old patrons (students) will be saved. Any books
outstanding will be handed over to the record with the same ID
number.
17. You should see option DELIMITED on bottom right of dialog box,
if it is NOT there then your formatting is not correct. Select
DELIMITED, and mapping dialog box should appear to place field data
properly.
18. Drag the data from the left INPUT fields, and drop them on the
right, MARC fields.
19. Type in on the right any "universal" or standard data, such as
ON for province, etc.
20. Click on NEXT to complete input/import.
21. Examine your file, and consider if you want to restore the
backup and repeat the process.


System Command
When you have a service email or call, it is recommended that you
attach a system report. It enables us to troubleshoot problems much
more easily.

In Lexwin to see the entire report
View--System Report
Use a File--Save as to save this report for examination by Lex
Systems, or review this report yourself if you are able to
understand it.

In Lexifile at your expert prompt you can see an abbreviated report
on screen with File--System

Save this report with (S) Save full report

In most cases you will want to save the reports, attach them to an
email and send the email to lex@...

Errors can occur in managing circulation and inventory taking when
records have duplicated barcodes. The holdings 901 $a field contains
the barcode, it is by definition an unique number for each
circulating item. You may have more than one 901 $a holdings per
record, but they should be different.

The edit system will warn you if you attempt to duplicate a barcode,
but no such check is made when you import a set of new records.

Usually you become aware of the duplicate barcodes when warned after
a Pack.

To begin solving this problem Pack your database first.

Then in LexWin
Tools--Edit Duplicate barcodes

You will see a list of duplicate barcodes. Examine these records
(usually with edit--edit records) and look at the holdings field
near the bottom. These fields will show the 901 $a barcode field,
edit them to eliminate the incorrect barcodes.

In Lexifile
After packing the system creates a file called bardup.usr. At the
expert prompt do the following:
>>>.view bardup.usr

You will see a report such as the following, but longer. You can
print this, one screen at a time, using the ALT-P command. Or you
can use your word processor, and print the file c:\lex\bardup.usr.
If you have 200 duplicates, you will likely have 400 barcodes
showing in this report.

You will see a report like this:
Duplicate Item barcodes
1102 8600009

At the search prompt, search for b=1102 or b=8600009 and you will
create a set of record containing the duplicates

Then go RECORDS--EDIT 1

And scroll down to the 901 $a holdings field and make corrections as
appropriate.

When there are very many duplicate records it is likely that a file
has been imported (input) twice or more.

In Lexwin
Eliminate this problem by doing a Tools--Duplicate Record Review--
Select Database

In Lexifile
>>>.dup --combine duplicates--exact duplicates

In both cases conclude the process with a pack.

To suit some college libraries, LEX SYSTEMS modified its circulation
system to handle loans by the hour. Colleges generally tend to have
reserve book collections.  Items are loaned for very short periods.  Lex does allow "same day" loans if the loan period is set
at "0", but that wasn't adequate.

The system will allow loan periods as short as one hour.

In Lexwin or Lexifile
Circ--Circ Tools--Circulation Setup
Select "Loan Periods"

These modifications have to take place in circulation configuration:

*Putting an H after the loan period changes it from "days"

to "hours"

*Fines entered are HOURLY whenever the loan is in hours

*There is a spot for entering "hours of operation"

Other changes had to be made to the system as well:

*When CIRC is booted an option is given to alter "hours of

operation" to allow for certain days when hours change

*The fines report omits the year for "date due" so that room is left for hours and minutes


Editing your loc.fil or other data file in a word processor can be powerful but is not for the faint of heart.

LEX imports and exports USMARC and USMARC--MicroLIF format. The latter really only means that the call number and other "holdings" information such as barcodes are placed in the 852 field. USMARC is very hard to understand when viewed directly, however. It is also almost impossible to edit in a word processor, since it contains coding that word processors such as do not like.

To make matters simpler, and make the records editable, we store our MARC records in a "tagged" format that can be viewed in word processors, looking like this:

260 $aWaco, Texas :$bWord Books,$cc1984.
300 $axxxiv, 386 p. ;$c24 cm.
440 0$aWord biblical commentary ;$v51.

If you want to use word processor editing, make sure you do the
following:

1. Backup your database (perhaps twice!)

2. Don't edit the information above the "fixed fields"; that is above the 020 field.

3. Always leave two spaces or characters between the MARC tag and the first (usually $a) subfield.

4. Use a text editor such as notepad if you want to be really safe, because the insertion of special characters is impossible. If you use MS-Word, make sure that you save as "Text only," not "text only with line breaks." Using that option will break your lines so that text data will appear wher LEX expects to see tag numbers such as:

500 $aThis is a note field. If you have word wrap on the word "on" to the left appears where it doesn't belong. 505 $aTable of contents note.

Why bother to use a word processor at all? Because of the powerful and fast find and replace capabilities you have. If you have confidence in your editing technique, you can save time.

When you have completed your word processor editing, you cannot simply save the file to LOC.FIL and resume LEXIFILE use. You have thrown the indexes out of whack, and must either PACK the file, or INPUT it.


MARC: General Materials Designator (GMD)
The question has come up as to whether it is possible to search for "media type" in Lexwin or Lexifle: it IS if a title subfield for the "GMD" is used.

The title main entry field is placed in MARC tag number 245. This divides into three parts: The subfield $a is the title proper, $b is the remainder of title, $c is the statement of responsibility, and $h is the "general material designation" which we have loosely called "media." An example of the use of these subfields would be:

245 $aThe Universe$bThe milky way $cRobert Smith $hMotionpicture

The punctuation can be left out; LEX will fill it in. Many people don't know that you can search for the GMD (loosely media) with searches like:

ME=Motion Picture, or by clicking on SEARCH and then MEDIA. Of course this will only work if you have been using the $h field in 245. AACRII allows the following in Australia, Canada, and the USA: art original, art reproductions, Braille, chart, computer file, diorama, filmstrip, flash card, game, globe, kit, manuscript, map, microform, microscope slide, model, motion picture, music, picture, realia, slide, sound recording, technical drawing, text, toy, transparency or video recording.

Some will find omissions inconvenient, and are inclined to fill in alternatives of their own choosing.


For automated libraries, a talk about backups is about as popular as a lecture from your dentist on the need to floss every day. The process below requires some script writing with your Notepad editor.

If you are not technically inclined you may wish to simply ask your Network expert to enable you to seave to a server that is backed up automatically, or ask the individual to edit these batch files for you and set up scheduler to run them.

I will assume for example purposes that:

Your data is located on the network in F:\lex
You want to backup to your own local drive C:
You have created directories c:\Monday, c:\Tuesday...etc for all
opertating days of the week
You have a folder (directory) in each of the day folders called CIRC
(eg, C:\Monday\CIRC)

Use explorer to make your Folders and name them appropriately.

Use a text editor (such as notepad) to make a short textg documents
with these lines:

COPY F:\lex\*.fil C:\Monday <backs up all cataloguing data>
COPY F:\lex\circ\*.* c:\Monday\CIRC <backs up circ and patron data>

Save this "two line file" to MONDAY.BAT on your desktop (or possibly to Program Files). Save a similar one to TUESDAY.BAT, etc. through the week, making changes as appropriate.

Your final task is to Click on Programs-Accessories--System tools-- scheduled tasks, and add a new task that will run MONDAY.BAT at the right time on Mondays. Do the same for TUESDAY.BAT etc.

To learn how to use scheduler in this way look in Windows Help for keyword "scheduler".

It is a good idea to backup on a different drive from the one your database is on.


See also: Eliminate category of item or patron record


 Lexifile and Lexwin both have indexes on certain fields (title, author, subject, barcode, id number (in patron file), and call number. The keyword search covers numerous other fields, the note fields in particular.

The system is also capable of searching directly in any fields. Because of the speed of modern microcomputers, these searches are not very time consuming any more.

This example will give you an idea of the power of this search. Let us say you want to determine how many books you have published since 1990. You discover that the publication date is in field $260, subfield $c. Typically the 260 field looks like this:

260 $a Cambridge, U.K. ;$aNew York :$bCambridge University Press,$c2001.

To use the tag search to determine all books having 1990-1999 in $c you would have to search:

260=$c199 <Lex automatically extends seraches, so $c199 would include 1990, 1991, etc.>

This will give you rough figures of course, since some books have a publication date and a copyright date and this search would not discriminate

MARC Tags: Viewing
The easiest way to search on a specific field is to determine first what "Marc Tag" has been used. You can see MARC tags by going to an Edit/Append screen, right-clicking on the field names and selecting "Reveal tags and subfields". Or, in the edit/append screen you can click on Tags to do the same thing or "Browse list of tags".  

To learn more about MARC tags see the website below for "The Marc 21 Concise Format for Bibliographic Data".

http://www.loc.gov/marc/bibliographic


System Command

The system command provides a method for you to summarize the status
of your installation whenever you have a request for technical
assistance.

In Lexwin you go

VIEW--System Report

In Lexifle (DOS version) the command is given by typing:

>>>.SYSTEM<Enter>

at your expert prompt.

Lexwin will open the entire System report in a file. Lexifile will
display a portion on the screen.

This report has two major functions:

1. It provides you with a format to make service requests.
2. It provides us with detailed information we need about your system to troubleshoot in any depth. It is very hard for us to get this information over the phone, and very easy to pick out from this report.

The report was originally constructed to be faxed. Here is how the report starts in Lexwin:

________________________________________

FAX to: LEX SYSTEMS INC.
Fax/Voice: (800)794-3034
e-mail : lex@... or tuomi@...

FAX from : Lex Systems Inc. _
Number : 1001386-1111052_______________
Name : ______________________________
Fax : ______________________________
Voice : ______________________________
Date : 2005-09-18 09:43:39___________

Best time to call the above is ____________am/pm on __________, 20__

This message should be sent when you believe that LEXIFILE is doing something you think it should not do, or when you are making a request for a new feature.

EXAMPLE OF REPORT
To reach the point of concern in the program, I do the following:
1. Boot Program
2. ALT-C for Circ
3. Strike F7 for display
4. Scan in ID 00333
5. Patron's name has strange character in it--SEE PRINT SCREEN
ATTACHED*

*We really appreciate seeing the screen that illustrates the point. Press <Alt>P to do a screen print.

Your report:
1.Boot Program____________________________________________________
2._________________________________________________________
3._________________________________________________________
4._________________________________________________________
5._________________________________________________________

Fax this report with subsequent pages and any screen prints to LEX SYSTEMS at the above number...

STATUS: DIRECTORIES
OS Version : a280105 5.1
LexWin Version : 1.03.78, Circ, Network
Config. Files : C:\LEX\UNION.LEX, c:\lex\LEXCFG.CFG
TEMP directory : C:\DOCUME~1\Owner\LOCALS~1\Temp\
Circ Directory : C:\lex\CIRC\
Current Directory: C:\lex\
Program Directory: c:\lex\
Data Directory : C:\LEX\
Config. Flags : 30 30 30 30 30 31 31 37 31 33 46 59 59 59 4e
59 2 59 78 c0 32 a 5e 15 36 37 38 39 20 20

The DOS Lexifile program does not display the entire report, it has to be generated with S for save or P for print.

Either way, the best way to get us the report is

Using your email software, you can message LEX SYSTEMS, giving the nature of your problem (lex@...). Then click on MESSAGE and ATTACH FILE. Specify the path to the file you used to save your system report.
Reporting A Problem To Lex Systems
When you report to your garage mechanic, the details in your description are important. A good mechanic will prompt you:  "Does it stall when hot or cold?"  “Does it stall at stop signs?” etc. 

Similarly, we need you to be very specific when you communicate your problem with fax or email, because we can't yet ask the questions. In the message accompanying your SYSTEM report let us know detail like this:

When I boot the system I see only "zero" records at the top of the screen. When I try to PACK I get an error message "unable to open loc.fil". I get the same message when I try to use the .RESTORE command to install a backup.

The combination of your SYSTEM report and a step-by-step account of
how the problem was observed, is unbeatable. We will usually have help suggestions available for you by the next morning.

Even if you have phone service purchased, please send the SYSTEM
report ahead to save time.


This is not very difficult. You also have to print enough labels to fill the sheet or you will waste a great deal of stock. That is the drawback: you can't label your books until you have finished a big enough batch.

To configure for laser labels:

1. Use the .CON command

select printer configuration

select laser printer

select lpt1 (usually)

2. Use the .con command

select label configuration

1 1/2 inch single card & spine labels

2 inch double card & spine labels

3 x 7 card & spine labels, one sheet <-select for spine, circ &
pocket labels

3 x 7 all spine labels on one sheet <-select this one for "all

spine" labels

----------------------------------------

Break Dewey number at decimal (Y/N) =Y <-Your choice

Print barcode/accession number (Y/N) =Y <-Your choice

----------------------------------------

Using laser labels you are likely going to want to trim them to suit
your book. I actually like this as I can chose to overlap the sides
of the

book just the right amount. That keeps them from peeling off as
easily.
Accession Numbers—Using for Barcodes
The question sometimes arises, "why not use the accession number?"for inventory or circulation control. There are a variety ofreasons:

In your retrospective conversion, the accession numbers may not have been entered into your MARC records.

If you printed out all your accession numbers as barcodes you would have to sort through thousands of barcodes to find and match them to specific books.

Accession numbers are not always stamped in the same place in each book.

It is simpler to assign brand new barcodes for each book. They can be peeled off label sheets, and quickly entered into LEXIFILE while they are being affixed to books

Then that leads to another question...why have accession numbers at all? Since the MARC records have publication dates, the only use to an accession number is it keeps track of how many books you purchase in a given year.

Get around that by searching 260=1995 to find all books published or copyrighted in a given year. I know that is less exact sine some books are purchased that were published long ago. However, knowing how many books you bought in a given year is probalby less significant that knowing how many books you have that were published in that year.

Smart barcodes originate in the bib record and will include title information. Dumb barcodes originate in sheets of barcode labels printed in sequence. They are added to the book, the bib record is found, and then the barcode edited in.

Smart Barcodes Versus Dumb Barcodes

Very large libraries like to edit barcodes into their MARC database. Then they "export" data from their file that includes title, call number, and barcode. This data is sent to a barcode vendor and is used to print out barcodes that have each of these elements. The barcode labels are printed in shelflist order. They are called "smart barcodes" because, in a sense, they "find their own books." You check the call number and title before you put the barcode on the book.

The logic behind a smart barcoding project is that the sheets can be given to dozens of clerks who can hunt for books independently, and thereby barcode a large collection much faster that way. Imagine bringing 500,000 books to the terminals to put barcodes on them.

There are severe drawbacks for small or medium sized libraries, however:

*Without an accurate inventory, there will be many books left without barcodes, and many barcodes without books.

*Without an accurate shelf read, clerks will have a hard time performing the matchup.

*Companies who print barcodes want much more for smart barcodes than for "dumb" ones.

*Without accurate training of clerks the foul-up can be horrendous. (Scenario: clerk gets bored and starts peeling and sticking labels one book out for five shelves in a row).

In the writer's opinion, dumb barcodes can handle 100,000 titles in a time fast enough to save costs over smart barcoding.

Code 39 barcodes are very popular for smaller libraries. Codabar labels encrypt a number to indicate patron or item, a number to correspond to a unique library, a sequence number, and a check-digit on the end. Being 14 digits long they are VERY clumsy to type in by hand, should you need to do so.

LEXIFILE can use any barcode sequences for patrons or items (up to 14 digits long), other systems need different sequences for patrons and items. LEX can also handle numbers or letters in your barcodes. Watch out for this: the suppliers may not be able to increment letters. If you start with a barcode like A9B7C7A, they will likely not be able to follow this with A9B7C7B. If you are using letters, use them at the beginning, as a prefix, such as B000001.

You can also search on the web and download free "fonts" that will print barcodes. In one such font, your computer will take *123456* and print a code 39 barcode represenbtation of it. You could use excel to generate consecutive numbers, use mail merge to take the barcodes into a label sheet format, and then print all your own consecutive barcodes. However the two days you take to do this will probably be enough to pay for tens of thousands of pre-printed barcodes.

Sequence to Start Bardcodes

Remember that after "19" sort routines file "2", so start with a large number followed by zeros. If you will never have more than 90,000 titles, start with 10,001 and go up from there. If you might have more than 100,000 titles some day, start with barcode 100,001 and that will allow you to barcode 899,999 items before you have to add another digit.

Barcode labels give you a cheap way to affix the name of the library
on the book. You may wish to put your phone number on as well, and
a "human readable" number. That way you can type the barcodes in by hand if necessary.

Here is an approximate representation of what your barcode might look like:

My Library

|| ||| ||| || |

10,001 604-536-5555

You do not have to pick another sequence for your patrons with LEXIFILE, but most libraries do. With LEXIFILE you can begin with a letter, or start at a different range. For example, you could use P10001, P10002, etc. School libraries find that students forget their id cards. This can be handled by using letters: aaaa, aaab, aaac, aaad, etc. and simply typing in the ID. This solution makes for patron barcodes that are very easy to remember.

Whatever you do, record your barcode range for items and patrons somewhere so that you avoid the problem of having to throw away thousands of them that duplicate what you have already used.

The writer would suggest you purchase barcodes rather than print them, because your supplier will guide you around all the pitfalls: and the barcodes are not expensive.

You will want laser labels. Usually the "thermal transfer" process will do. If the labels are going outside the books, your thermal labels probably will need protective tape covering. The cheapest way to go is to buy this tape in rolls, but only if you have a good tape dispenser.


This question is academic for those who already have books barcoded, you are foolish to change the location because it will confuse and delay the circ clerk turning books around in their hands. The question makes much sense for those who have not yet barcoded their items.

You will not believe how much debate there has been on this topic. Many put the barcode inside the book because they want to open the book to stamp the due date, or put the return slip in. That protects the barcode from wear. Most place barcodes on the outside for convenience in charging the books out. Barcodes are difficult to stick on the spine, and they may look odd, but some use the spine because inventory then does not require removal of books from the shelf. The back is a good choice if you are passing the book over top of a scanning device.

The writer would contend that the barcode should be on the cover for those who use top-down wands or scanners. That way you can visually verify that the record on screen matches the book title, and most patrons will hand you the book title-upwards. By putting the label near the spine you make it relatively easy to do inventory. You need only pull the book a few inches out on the shelf to wand or scan the barcode. It is very awkward to have to open each book when taking inventory, but some like this because it forces you to look at the condition of the book.

Choosing Your Time For The Project

The best time for a barcoding project, of course, is when most books are in, and the library is closed. This is not essential, however, as long as you can stop assistants from reshelving books into areas that have already been barcoded.

Engineering The Dumb Barcoding Project

LEX was designed to make barcoding projects easy. Here is the project in summary: take books to the computer, bring up the book, use the .EDIT (ALT-R, select EDIT) command, stick on the barcode, wand in the barcode, then cover the barcode with a label protector.

There are more details that can help you. Work in teams of two to four if possible. Fill up a book truck and take the books to a terminal. Search by keywords. The fastest technique for "gone with the wind" would be
 1. In Lexwin to search for the title, highlight it, and click EDIT-- EDIT Record.

Then strike TAB to get to the barcode field and scan the barcode.

2. In Lexifile you can do the same with RECORDS-EDIT or use the
command line and type

>>>.edit <number of record in set>

Then strike TAB to get the barcode field and scan the barcode.

In both cases you can end with <Escape> and select save record.

Make sure that you enter enough keywords to make a unique hit likely. The TAB key in EDIT mode will take you directly to the 901$a subfield that LEXWIN and LEXFILE uses for holdings.

While in the holding field you may want to enter things like copy,
volume, part, etc.

You may note that it was suggested that you stick the barcode on before you wand it in. Wanding in barcodes in allows for the possibility that the barcode may tear, or be placed on another book by accident. If on the book already, the clerk sees the title and the barcode at the same time--and mistakes are unlikely.

It is possible to edit on more than one terminal at a time using LEXIFILE. On occasion there may be delay while another system is saving data to your database. You could search for C=FIC and save all your fiction records to a separate database (see SAVE in the manual). Then one terminal could do fiction, and another non- fiction. At the conclusion of the project the database components can be re-united. Personally, I prefer working with one terminal and an efficient team of workers.

The fastest work is possible when you have:

a. One person who brings the book on a truck and reshelves books
from the truck when completed.

b. One person reading the title and putting on the barcode.

c. One person searching for the barcode and bringing up the EDIT
screen.

d. One person putting on the protector label.

A good team can make the job short and even fun. There are some interesting spin-offs to this technique: 
a. You will find books not in the system. The trick then is to put in a quick dummy entry with just the title and call number, such as:

245 $aDictoionnaire moderne Larousse

650 $aqqCatalogue

901 $a232343

Note the 650 "QQCatalogue" entry. At the end of the project your cataloguer(s) can search for the QQ entries and make whole MARC records.

b. You will find books in the system, and not on the shelf. Those without barcodes are missing items (unless they are circulating). Wait a few months and then remove these items.

Here is a tricky little way of finding all records without barcodes.

In Lexwin or Lexifile search for

901!= < "!=" signifies "not equals" or "not existing">

This search will find all records without holdings fields, therefore
having no barcodes.

You may wish to remove all these records, at some point, because if you have barcoded all books you have, these books are missing from your first barcode inventory.

In Lexwin highlight the records for removal and use the TOOLS--REMOVE

In Lexifile use

>>>.REM 1-<last number of removal set> eg .REM 1-103

SPECIAL NOTE

During barcoding you are making a dramatic number of changes to your database. Every time you edit in a barcode, LEX has to move the record to a new file position and flag the old position for removal. Pack the database at the end of each day, and do backups frequently.
Breakout Databases with Save MARC
It is sometimes wise to work on one part of a database exclusively. For example, it may be necessary to take a certain call number range, and do extensive work on it, or perhaps make "global changes".

You might want to do this in a barcoding project so that different teams can work more safely on editing bardodes in various sections of your collection.

Suppose you wanted to do extensive work on your biography section (we will assume Dewey Call numbers). The problem is that biography call numbers have been applied inconsistently. Here is a search to find all of the biography items (in Dewey):

biography or (c=b) or (c=92)<Enter>

This will find all occurrences of biography in title or subject, all call numbers beginning with 92. We want to make global changes in these records but not in all the records in the database. Our desire then is to breakout the above records into a working database.

First of all we must save the records in this "biography" set. Do this as follows:

In Lexwin, hold your shift key down and click the first and last record in the list. Then click FILE--SAVE/EXPORT

In Lexifile use >>>.SAVE .MARC 1- <enter> [use menu commands if you prefer]

You can save MARC data in any form you like when prompted, and select "save all data". Next you will be prompted to name a file to receive the data. Here we do the following:

filename: c:\lex\biog.mrc [pathname your choice]


Now you need to remove all the records copied to the biog.dat file. You do this because you don't want two copies of the master records available for editing.

In Lexwin highlight the first and last records in the set and Click Tools-REMOVE. In Lexifile the easiest way is to type >>>.rem 1- <enter>/

Your next step is to setup your "breakout file"

In Lexwin click FILE-OPEN and specify a new database such as "biog". 


This will create a new home for the data to be edited. Now we need to add the data to this file:

In Lexwin Click on File-Input/Import and browse for the file, in Lexifile use >>>.input c:\lex\biog.dat .

Confirm that you want to input to biog.fil, and that you want to input without making changes. You are now free to edit the records in biog.fil. Use Tools--Pack in Lexwin or >>>.PACK in Lexifile, and select "with changes" if you want to make global changes in this "biography" section of your database.

You may want to add barcodes, or edit records selectively. Do so and inspect the finished product carefully.

When you finish with your editing, you will want to add these records back into the database from which they came.

Do this as follows:

In Lexwin you want to click M or File-Open main. In Lexifile use >>>.open [select your main database]

Now add the edited file to your main database:

In Lexwin use File--Imput import and browse for your breakout database. In Lexifile >>>.input c:\lex\biog.fil (or appropriate name).

You will likely want to input "to loc.fil", "as is", and without making changes. After you have finished, you should pack the database that just received the edited files. You may not want to save the removed records, since you already did this.

Many Editors Make LEX Busy

Lex has been designed to handle multiple station editing, but the stress on the system is larger when many people are trying to make editing changes.

This is often at its worst in Barcoding Projects. There may be three or four terminals receiving books to barcode. 


To simplify matters, consider using the above process to break out data into separate sections for each editing station. Then after editing in all the barcodes, the database can be rebuilt from the sections.

CIRC: Item not found

In the versions 4.055 and some early 4.056 editions SOME users have a situation arrive in which they get a message in CIRC that an item is "not found". After packing CIRC, the item is then found.

I would generalize and say that those who have done heavy circulation of LEXIFILE over a period of a few years are having this problem-- which is a nuisance rather than a critical problem.

An update is available to cure this problem. Request version 4.057 or later.

Lexifile is now a free product is not supported or updated. Much help information is avaialble in this archive however.

It is possible to do your editing in one "work file" and save the final edited version to another database.

In Lexifile or Lexwin, from the EDIT screen you should be able to strike F7 and copy the record and have these options:

Append record to main
Append record to alternate
Apend record to destination

(Or in Lexwin Edit/Append click on SAVE)

If you are unable to use the F7 command from the EDIT screen, it could be a result of having your CONFIGURATION option "Write to Alt" (Tools-Options-Configure) set at "off" making it impossible to save changes to alternate databases. In Lexifile this configuration is found with >>>.CON--Other changes.

This should be set "on" when you have a UNION database, or other database you don't want to edit locally.



Lexifile customers only need to note this.

Subject: Packing Empty Database

There is a bug in 4.055.17 that prevents packing of a database that has all records removed. This has been corrected since then. Until you get a new version you have to either always leave one record in the NBK database that is not removed so that it can be packed, or delete NBK*.* from DOS to get rid of all records. The last one can also be done from within LEXIFILE with the command:

>>>.DOS DELETE NBK*.*


If barcodes when scanned simply "sit on the screen" until you strike ENTER, it is likely because the unit has not been programmed to send an ENTER to the computer after reading the barcode.  With the reader usually comes a sheet of paper full of barcodes, used to program the reader.

There will likely be a sequence in there called "postamble". You want
a "postamble" composed of <Enter>.

You can test this. Get in a word processor and scan a barcode. The cursor should jump to the next line with a <Carriage Return> <Line feed>, the characters that make up an <Enter>.


Subject: Printing Patron Barcodes

We have never emphasized the barcode-printing capability of LEX because for the most part it is more cost effective to place new barcodes on books and patron cards as opposed to trying to reuse old
ones.

However, you may wish to print a barcode to replace one that has been lost.

Here is the procedure for printing a patron barcode:

a. Search for the record or records, and bring them up on the screen

b. In Lexwin click File-Print-Barcode and proceed if the right printer is selected. In Lexifile use <F6> to print and follow instructions on the dialog box:

Which Record(s)?
Current record (1)
Select record from list
Record numbers=1 <--put record numbers here
All records in set

Your printer should then print on whatever paper you have on the machine. You can cut it out of bond paper, if you like, and cover it with clear tape. Scan it with the barcode reader, it should work for you.

Please don't re-use barcode numbers no longer in use. The circ file may be storing statistical data and still have the number recorded.  If you are printing to an ink-jet or laser printer you will have to print an entire sheet full of labels at a time.


Subject: LEXIFILE Databases--Eliminating

Before considering deleting old files, backup everying that you WANT to maintain to protect against error.

It is possible for a malicious person with write access to your files to use Windows explorer to eliminate your data. The surest way to prevent that is to back up frequently to media that cannot be accessed except by your techinal person. The second best way is to make your database files read only from your patron terminals, or with patron network logons.

Your CIRC computers and catloguing computers will need full read- write access.

Here is an example how to get rid of an old database.

To get rid of your database called NBK.FIL in Lexwin you could use Explorer to browse for NBK.fil and all NBK?.ndx (nbk1.ndx, nbk2.ndx etc.). Also select nbk.rem (removed records), nbk.app (new additions), and nbk.bak (backup). You can delete all these filea after highlighting them and sriking DELETE.

In Lexifile you could also go: >>>.DOS del nbk*.* [.DOS allows running of a DOS command from LEXIFILE]

If this works without requiring a password then set one quickly.

In both systems you could open your files, and delete all records. For example in Lexwin click on File-Open other database, and browse for the datase.  Then click Select all records on the search screen, highlight them all and click Tools-Remove.

In Lexifile use >>>.OPEN nbk.fil<Enter> followed by >>>.REMOVE 1- <Enter>

This will star (*) all records for removal. Get rid of them permanently in Lexwin with Tools-Pack or in Lexifile with >>>.pack<Enter>


Lex will make glogal changes to all records that meet certain conditions.

Your first step (always!) is to backup your database. Since you are not backing up against theft or machine crash, I suggest you backup to a system drive. If your database to change is loc.fil, simply use explorer to copy file "loc.fil" to some other directory or to your desktop.

The process will be illusetrated with an example. Let us say you want to replace call number PB F with F.  The original 901 field looked like this in the MARC record:

HOLDINGS 901 $a: 8600006$eLI$fPB F$gHYD

And like this in the "holdings window:

Barcode $a: 8600006
Volume Info $b:
Copy $c:
Part $d:
Branch $e: LI
Call-Prefix $f: PB F
Call-Classif. $g: HYD

To make the global change in Lexwin go Tools-Pack, in Lexifile go >>>.PACK, confirm databse, and select "Pack and make global changes"

PACK with global changes and set up the dialog box as follows:

---PACK options: -----------------------[x]+

Proceed with PACK with changes

Add a field to all records [ ]

Find and replace a word or phrase [ ]

Move a field [ ]

Cancel this procedure

Replace word: $fPB F

Replace with: $fF

If the change was unsuccessful, restore the backup.


The sample programs on www.lex.sk.ca/downloads.html are available for download by non customers, after filling in a survey form.

The regular program updates require the user to have a download id and password that is good during the first year after purchase, and from then on as long as a valid service contract exists.

New customers are asked to start with the sample install:

FREE LexWin SampleProgram
A working Windows (all levels) version with 200 item database.
Catalogs and displays images and Internet URLs. Run lwsamp.exe. Do not install over existing Lexifile directories, or sample status will result. Service packages available

The sample program alters your start-programs menu, and makes necessary registry changes. Following that only updates need to be installed (much faster). As the sample program is very old, an update should be required as mandatory for customers.

There are three updates available:

LexWin Update 

All Windows Versions . For users with download password and current maintenance contract who already have LexWin. Needs a registration number. Click to download lwup.exe. Run it to explode files to your Lex directory, usually c:\lex. Email Lex Systems if you need, or have forgotten, your download password, or need a registration number.

LexWin Basic Install 

All Windows Versions. For Lexifile users with download password and current maintenance contract who do not have LexWin already. Needs a registration number. If you have LexWin, this download will not over- write. To update existing Lexwin, use the LexWin update above, or the Beta Update below. The file you will run after this download is lwupc.exe. Be patient waiting for install instruction page.

LexWin Beta Update All Windows Verfsions. For registered users with password and current maintenance contract. Feedback encouraged. The file you will run after this download is lwupb.exe
Retrospective Conversion
Here are the questions we usually ask those who are considering the
process.

1. How many total records (shelf list cards) do you have?

2. In what form would we get the data: a file of titles in emails? 

(Shelf list cards? Hand written lists?)

3. What data "of your own" do you want entered. Usually that is "my rown call number please" but sometimes "plus accession number, plus rour barcode, plus number of copies...etc." Higher cost, the more data you want that is unique to your library.

We ask you to send a random sample of these records, 20 would do, rand the estimate would only be valid if the sample proves to be rtypical of the whole database.

We will return you a file of MARC records within a week, you can rcheck them out in Lex products if you like.

If we have shelf-list cards, we will "make" records out of them rmanually. It takes longer to do that. If we get an 80% hit rate, I rknow that we will spend more time on 20% of the records. That's how rthe cost is estimated. Lowest cost is about $.50 US per item.

Here is where the tough decisions come. If you supply us only titles rthen on 20% of the records you will see only titles! You can go to rtwo extremes.

a. Spend so much time researching details on the books, and for 80% rof them you don't use this info, because you get cataloguing done by rthe Library of Congress or other major library.

b. You spend NO time getting detail, so 20% of your records have to rbe researched a second time.

My suggestions are:

a. Do a quick inventory and match shelf list cards with items, send us only records that match items (no cataloguing lost items).

b. While doing this, check call number, and add ISBN's if they are missing.

c. If you have NO shelf list cards, make a list like this:

Call Title Author ISBN Edition Publisher Date

398.2 CAR
Elfish Presley

03998787909

3rd ed.

Random House

2008
...etc

This means that when the conversion is done you will have at least enough information in each computer record to allow a citation to be made. Title and ISBN are the most important items, btw. Searches in a bibliographic database by author are less productive.

Those doing retro should remember that it is easier to add data to a computer record than a printed list. It is not worthwhile overdoing the preparation for data conversion.


Lost And Missing Items—Searching Records

During Pack all records that are removed go into a REM file. If you pack loc.fil and have 10 items removed, they will be placed in loc.rem and held there.

When asked during pack make sure you save items removed to loc.rem

Periodically, I would suggest you make a file called LOST.FIL or something similar.

Use the OPEN command to make this database.

INPUT loc.rem into this file.

PACK the LOST.FIL

At that point you will be able to OPEN the LOST.FIL and search it for books that show up. Then use the ALT-T command to transfer them back to active status in LOC.FIL.f


After inputting the LOC.REM file into LOST.FIL you have no need for LOC.REM anymore. Use Windows explorer to eliminate it, or go:

File-Open in Lexwin and block all records and hit Tools-remove.

In Lexifile, use >>>.DOS del loc.rem (If you don't need a password for this, better set one!)

Send me a return email if you need further explanation for this process.
 

Every now and then the question comes up about how to use Lexifile or Lexwin to catalog journal articles. Most libraries find this too formidable a task, particularly if there are a large number of subscriptions. Also, there are sources such as Ebscohost who already do thousands of journals and provide the text over the Internet.

If you want a way to expand the depth of access to your periodical collection onsite, journal cataloging or indexing can be the way to go.

This same issue comes up for those who want to catalog individual tracks on a record, individual titles of book chapters, sequences on videotapes, individual slides or transparencies, etc. However this post will cover "journal articles."

There are basically two approaches.

1. Catlog each article separately and use the 773 "host item" field to link to the main journal entry.

a. Create an append screen format template in Lexwin append, (Edit- Append) by clicking on tags and Tags-Insert tag [ ], and adding tag
773.

b. Add tag 022 (ISSN) in the same way

c. Delete 020 (ISBN) tag (Locate cursor on ISBN and Tags-Remove tag)

d. Make other changes which suit you in append and click on Save-- save current record as append format.

e. Using this append screen format create one entry for the journal itself, and then subsequent entries for the titles of each component article that is of interest to you.

f. To find out how to catalogue a journal go to the library of congress site and search the catalog for the journal itself:f

The LC catalog is at http://catalog.loc.gov/

g. After this entry you can catalog individual articles by article title and article author, adding this field to link back to the JOURNAL TITLE ITSELF, using the 773 "host entry" field:

eg. 7730 $tHorizon$gVol. 17, no. 98 (Feb. 1948), p. 78-159

This example is taken from Marc Concise Bibliographic: Linking Entry
Fields

http://www.loc.gov/marc/bibliographic/ecbdlink.html#mrcb773

2. A decidedly shorter (though likely unorthodox) way is to create a MARC record for each of your journal issues, and then use the 505 field (Table of Contents field) to add the title of each journal article as a section in your 505 field. The 505 field is usually used for chapters in a book, but it could be used to apply to individual journal articles.

a. Use the 773 "host entry" field to link to the main record for the journal considered as a whole. b. In append Tag-Insert tag [ ], adding 505
c. When adding 505 you will be asked to chose a format, choose "enhanced table of contents". You will get a help window that will popup and prompt you to make entries for each article in this way:

Section/Part $g: 12-15
Title $t: Fall stream fishing
Responsibility $r: John Smith

d. Keep adding articles until the last article of interest has been entered.

e. Create an entry for the next issue.

f. The individual titles in this 505 field will be indexed by keyword and title.

The first approach is the most orthodox and displays better on searching. The second requires much less work.
Lexifile To Lexwin--Conversion

One question that crops up repeatedly is "what is involved in converting from Lexifile (Dos program in Windows) to LexWin (entirely Windows product).

The answer is deceptively simple, NOTHING.

The two products can be used alternatively, or together, using the same databases and indexes.

There is no conversion following an install. Nada.

Our DOS program is free, quite often we have the "free clients" using the program until comfortable with it, then purchasing the Lexwin update.

Simply install the Lexwin update (after purchase naturally) to the database location for Lexifile (usually c:\lex, f:\\apps\lex, etc.

There is no separate manual for Lexwin, but there should soon be about
200 help articles searchable on this Yahoo groups database.


Occasinally we have problems with people making changes in an "alternate database". This is often because the system has been configured to prevent editing of the alternate database (see 3 below).

Lex by default accesses two databases, and can open any number of databsaes separately as required.

The two usual functions of the alternate database are:

1. A "new item" database where items are catalogued then saved or transferred to the "main item" databsae.

2. A union catalog / catalogue when the library is a sub collection of the union database.

You set your alternate database up

In Tools-Options-Configure There is an item in configure stating:

"Write to alternate database On ( ) Off ( )"

If you select "off" then no changes can be made to the alternate database. This is sometimes done with the union catalogue.

4. Once selected the two databases can be used alternately in Lexiwin by clicking on the "M" for main and the "A" for alternate databases. On reboot the system will default to Main.

In Lexifile use FILE-Open-Alternate or >>>.OPEN and select "alternate".
Printing Barcodes vs Ordering Them.
Code 39 barcodes are very popular for smaller libraries. Codabar labels encrypt a number to indicate patron or item, a number to correspond to a unique library, a sequence number, and a check-digit on the end. Being 14 digits long they are VERY clumsy to type in by hand, should you need to do so.

LEXIFILE can use any barcode sequences for patrons or items (up to 14 digits long), other systems need different sequences for patrons and items. LEX can also handle numbers or letters in your barcodes. Watch out for this: the suppliers may not be able to increment letters. If you start with a barcode like A9B7C7A, they will likely not be able to follow this with A9B7C7B. If you are using letters, use them at the beginning, as a prefix, such as B000001.

Remember that after "19" sort routines file "2", so start with a large number followed by zeros. If you will never have more than 90,000 titles, start with 10,001 and go up from there. If you might have more than 100,000 titles some day, start with barcode 100,001 and that will allow you to barcode 899,999 items before you have to add another digit.

Barcode labels give you a cheap way to affix the name of the library on the book. You may wish to put your phone number on as well, and a "human readable" number. That way you can type the barcodes in by hand if necessary.

Here is an approximate representation of what your barcode might look like:

My Library
 || ||| ||| || |
 10,001 604-536-5555

You do not have to pick another sequence for your patrons with LEXIFILE, but most libraries do. With LEXIFILE you can begin with a letter, or start at a different range. For example, you could use P10001, P10002, etc. School libraries find that students forget their id cards. This can be handled by using letters: aaaa, aaab, aaac, aaad, etc. and simply typing in the ID. This solution makes for patron barcodes that are very easy to remember.

Whatever you do, record your barcode range for items and patrons somewhere so that you avoid the problem of having to throw away thousands of them that duplicate what you have already used.

The writer would suggest you purchase barcodes rather than print them, because your supplier will guide you around all the pitfalls: and the barcodes are not expensive.


You will want laser labels. Usually the "thermal transfer" process will do. If the labels are going outside the books, your thermal labels probably will need protective tape covering. The cheapest way to go is to buy this tape in rolls, but only if you have a good tape dispenser.


Installation--Local vs Network Configurations

On occasion customers have asked us about configuration changes on a network (using the Tools-Configure command in Lexwin) that don't seem to make changes elsewhere on the network. For example, you may want to configure an "alternate database" to be a file of new books or videos. Let us say its located at f:\applications\lex\new.file

You have a problem here, when you make a configuration change it saves to a file (Lexwin.ini) on the local hard drive. That makes your configuration change unavailable on other stations. This is good in some ways; your library workers at different terminals can have customized programs. The downside is that you cannot make features available over many network terminals by making one quick change.

This should be an area for Lexwin to develop. We likely need to have two configuration files, a default one for the whole network and a separate one for the local station that records "differences from the local configuration" Such as local printers, etc.

Here is our programmers analysis of the situation, with a few comments of my own entered in for clarification. Some of the information may require a network administrator's interpretation for you.
___________________________________________________________
There is no provision for changing the default database name globally. It has to be done at all workstations individually but maybe the following will show you some shortcuts.

Lexwin looks for the default database name in the following order: command line argument


local \windows\Lexwin.ini <Click on START-Search-Files and Folders And search local hard drives for Lexwin.ini>


Lexwin.ini in the Lexwin program directory <Use explorer to search the Lexwin program directory found in your View-System report>


lexcfg.cfg in the current working directory (from a previous LEXIFILE install) lexcfg.cfg in the Lexwin program directory (from a previous
Lexwin install)

Lexwin does not generate a Lexwin.ini in the program directory anymore, but earlier versions used to so it still looks for one there in case this is an upgrade from an early version. That could be used to advantage by copying a Lexwin.ini there and then deleting the local \windows\Lexwin.ini files. Lexwin will then copy the program directory Lexwin.ini to the local \windows directories.

Another solution, edit the \windows\Lexwin.ini files and put the correct default database in main= in the [desktop] section. Even if the user does not have a password to change the default database in Lexwin, they can do the same by editing the \windows\Lexwin.ini file manually. Maybe this should not be made known to all users. A corrected Lexwin.ini could even be copied to other workstation \windows directories.

A problem with copying Lexwin.ini from one computer to another is that other defaults may be copied that do not apply to the workstations, like default printers. That could stop printing from working or even crash the program until the default printer is corrected.

Another suggestion, use network pathnames instead of mapped pathnames, \\lexserver\lex\loc.fil instead of N:\lex\loc.fil in case all workstations are not mapped the same. In your case they probably all are the same.


Circulation--Privacy Of Information and The US Patriot Act

Lexwin keeps a file called circ.log that is password protected.  It contains an archive of all the circulation transactions that take place in the library.  It proves useful when a patron says “I know I returned all six due books the first Saturday in October.” Library staff are able to search by the patron id in circ.log and count the number of items returned from that patron and note abbreviated titles.

Circ log is buried and searches of it are password protected. The file is not needed for the day to day operation of the program. For that reason librarians who face the possibility of being compelled to reveal patron borrower records may wish to consider erasing the file /circ/circ.log on a regular basis.


A case in point will be made re the  so-called "patriot act" allowing the FBI to compel an American library to supply information like "who borrows your books on revolutionary biographies?"

"Section 215 grants the FBI the authority to request an order "requiring the production of any tangible things (including books, records, papers, documents, and other items)" relevant to an investigation of international terrorism or clandestine intelligence activities. Although the amendment is entitled "Access to Certain Business Records for Foreign Intelligence and International Terrorism Investigations," the scope of the authority is far broader and applies to any records relevant to the individual. This amendment, which overrides state library confidentiality laws, permits the FBI to compel production of business records, medical records, educational records and library records without a showing of "probable cause" (the existence of specific facts to support the belief that a crime has been committed or that the items sought are evidence of a crime)." 

http://www.epic.org/privacy/terrorism/usapatriot/#introduction


Searching CIRC Log For Patron Transactions

Here is how to  examine the circ.log file. Find the patron barcodes you
wish to use. Under the CIRC menu find circ.log. The exact location varies
slightly between versions. 

Another option is to click View-Log files-Circ log.  You will have to enter a password in any case.  A dialog  box “View Circ Log”asks for 

Starting date (YYYY-MM-DD)

Default from the beginning

Find barcode or ID

Default-all

                     View as text (x) Spreadsheet ( )

You can enter a date range (in the format given)  and a patron or item barcode. You will see a record of all transactions, but there will be entries for returns, holds, and renewals as well.


View as a spreadsheet if you wish to change the appearance of the data or manipulate it.

Printing Barcodes in Bulk

More libraries are asking about printing their own barcodes. On a laser printer you cannot print the labels that will stand up to friction on a standard laser or ink-jet printer. So look to your library supplies vendor for "label protectors" They come in a roll, you peel them off and cover your barcodes. I have suggested adhesive labels for barcodes, you can also print on plain paper and then cut your barcodes and affix them with just the label protectors.

After experimenting with free barcode products, I came to a conclusion that the "free sample" versions did not offer enough versatility. It is important to get a barcode that is readable by your scanner, and the right width and height.

I purchased a $99US Elfring Code3 of 9 font set from this website:

http://www.barcodingfonts.com/bar39.htm

You can download the sample, it prints "Demo" over some letters and numbers. The barcodes do work, but I would rather wear price tags on my clothes than that, personally.

After installing MS Word and many other programs will have a new font set "Bar Code 39" going from 39a to 39f. The "a" is smallest one, getting progressively larger. Each size also has an "HR" option as in "Bar Code 39 a HR". That refers to "human readable", so at the bottom of the barcode you can read what the barcode represents in normal Arabic numerals.

I used MS-Word 2003. There are some complications involved; I found this website very helpful for learning how to setup Word: 


http://www.gmayor.com/Zips/Mail%20merge%20labels%20with%20Word%20XP.pdf

I prefer smaller barcode labels, as long as they contain what I want legibly. I selected Maco CML-8100 labels (Avery 5267). There are 80 labels per sheet, ½" x 1 ¾". The Maco print on Laser and ink Jet labels. I purchased them locally, but you can purchase from online sources such as:

BuyOnlineNow: http://www.buyonlinenow.com/maco.asp
Avery: http://www.avery.com/

Here are the steps involved in creating data in Excel and merging it to a label format in Word.

1. Create the data in Excel to merge into labels using Word

a. Start with a five or six digit number, such as 10001 and put it in frame A1. Try and avoid leading zeros as in 00001, as Excel will strip these by default.

b. In frame A2 put +A1+1. Put your cursor on frame A2 and right click, select copy.

c. Put your mouse pointer on A3 and left click and drag down to the frame indicating your last barcode number. In my case I went to A800 because at 80 labels per page this made and even 10 sheets or 800 labels. d. This will highlight your paste area. Right click on the highlighted area and select "paste". Presto there are the 800 numbers.

e. The barcodes must begin and end with asterisks as in *10001*. I am not swift with Excel so I created these barcodes by making column B1-B800 and C1 to C800 full of asterisk symbols. Put a * in B1 and a *in C1. Then drag the mouse over those two cells and right click—Copy. Drag the mouse over B2-C2 and drag to B800-C800 and right click to paste. Bingo you will see lots of stars.

f. Now to combine cells. Click on D1 and type in the following without the quotes: "+B1&A1&C1". What that does is make [100001][ * ][ * ] into [*10001*]. Now "replicate" this result by right clicking on D1 and selecting "copy". Paste the copied material on D2 to D800 and you have your finished barcode text.

g. I also setup my "human readable" line in excel. I didn't like the Elfring human readable in my small size, the numbers were too small. So, I made my own. In my case I put in cell E1 "NVIT 250-378-3302" (NVIT representing the institution acronym).

h. Click on the far left of A1 where it says "1" in grey and then click on Insert-Row. Put headings on the data you wanted to merge. In my case I put "HR" over column A, "Barcode" over the D *10001* column, and finally "Contact" over the E "NVIT…" column. At this point I saved the excel spreadsheet.

i. Select all columns with material in them and make them text. Do that by highlighting all columns labeled B C D E and click on FORMAT-Cells and select TEXT.

j. Now over to Word in my case, Word 2003. Now earlier word versions merge in a different manner, so read up on the process if necessary: 


http://www.gmayor.com/Zips/Mail%20merge%20labels%20with%20Word%20XP.pdf

k. An important step is to change Words method of handling bold. It takes material surrounded by asterisks and bolds it. That feature must be disabled because we want the asterisks to just be text, rather than to force bolding. Do the following (in Word 2003) Tools—AutoCorrect—AutoFormat and make sure you DE-select (remove the check) from "[ ] *bold* and_italic_with real formatting"

l. Set the mail merge toolbar on. In Word 2003 it is Tools—Letters and Mailings—Show Mail Merge Toolbar.

m. On the merge toolbar, drift your cursor through the options to find functions. Click on the rectangular "open data source" icon. Ignore the options displayed and click on the "look in "down arrow and locate your excel data file.

n. Word 2003 gives you some options here, I used "XLS" format (ignore OLE and ODB options), and then clicked on "open entire worksheet". (By the way your excel database should be on sheet 1, which is default for a new spreadsheet).

o. At this point your options may differ if you are not using Windows 2003. If you are consult the document

http://www.gmayor.com/Zips/Mail%20merge%20labels%20with%20Word%20XP.pdf

p. Click on Main document setup – click labels—click OK. Then select your barcode label, in my case Avery 5267, select laser and ink jet, select OK

q. I suggest a barcode like this and so inserted one after another Barcode, HR, and Contactf


           ||| |||| || ||||| ||||| ||| 

123456   NVIT 250-555-5555       

The top line is my “barcode”field in Code 39 font.  The “123456”is the same barcode data in a text font.  The NVIT is added as a prefix in each barcode, and the remaining data is the library acronym and phone number added to all records.

"r. This gave me
«Barcode»«HR»«Contact»

I reformatted this and used the "center justify" to get:

«Barcode»
«HR» «Contact»

s. Block the Barcode text and click on "Format-Font" and selected "barcode 39f 14" or one that suits your taste and label size. I found the toolbar font selection layout a little confusing, Format-Font was better. I formatted the elements on the second line as Arial-bold-8 point.

t. Click on the merge-toolbar icon "propagate labels" and then follow this with "merge to new document and select "all". 


u. You are now ready to print, print one page only on a single sheet of plain paper. Check the barcode you produced with your scanner.

v. Compare your alignment with the label paper by holding the two together up to the light. If all lines up well insert the label sheets in your printer and finish the job! Now go do something to reward yourself if all works out.
Printing Label Sets--Using  MS Word 
Download http://www.lex.sk.ca/label.rtf and open it in your word processor. It will sneak in six columns of labels, where Lexwin prints 3. Made in Word, this file should open in Wordperfect, or wordpad as well.

If you wish, use sheet-fed labels, use 3x7 (3 across, 7 down) labels which is the size recommended for printing spine label sets directly from Lexwin. Ordering sources are suggestions only, there are other possibilities:

From Desktop:
http://www.desktoplabels.com/product.asp?code=3321

From Mercury Labels
http://www.mercurylabels.com/products_a4_die-cut_page.htm

From Avery*
Label # 45008 (in Canada) 5360 in the US and Online Catalog
http://avery.com/us/Main?action=product.Details&catalogcode=WEB01&node=10211195&\
productcode=5360

* Avery states that this is a copier label only, but over many years I personally have had no problems printing with it on ink and laser labels. Ink-jet labels on a heat-impression copier would be more problematic. Copier labels will withstand high temperatures.

*For word processors: Typing on the template*

Type your lalles on this template, keeping the table boxes the same size. Print it on ordinary paper and use label protectors (or a good Krylon tape--won't yellow or peel) and tape them on your books. OR order 3x7 laser/ink-jet sheet-fed labels

The label printing given under Word Help (in my Word 2003) is designed to print one label at a time, or one standard label over and over again on a single sheet. However creating a table of the right dimensions enables you to fill a sheet full of labels and then print it.

Personally I like to print on plain paper, then trim out the label and tape it to the book spine with a good label protector. It works great, but I know I won't convince many other librarians that it will : )

*Making your own template for word processor labels*

If you want to make a label of your own, I suggest you first set up your page margins with File-Page Setup. Usually your outside margins are around 1/4". Your bottom margin may have to be larger to accommodate your printer.

Then click on Labels-Draw Label and "insert label" on the bottom left. Insert the right number of columns and rows. Then make your top left box about the right size, and highlight the whole label, then click on the  “distribute columns evenly” and the corresponding "distribute rows evenly". Keep adjusting until you fill the page properly.

MARC Records Change During Checkout

Every circulating record has a 901 field in the MARC record.  One of the indicator spaces in the 901 field is used to tell if the item is IN, OUT or MISSING.  

901 O $a 112512$eNVIT$gE98 M34 B65 1998 

 <This indicator in the MARC record tells me that barcoded item 112512 is OUT>

Duplicate Barcode Problems

Lexwin will object if you attempt to duplicate a barcoded item within the same file. Since often users have databases that overlap (such as union databases, or new items, or small breakout databases being edited) we really only try to prevent duplicate item barcodes in a single database. 

You can force duplicate barcodes on the system by importing your records.  With duplicate barcodes you are not permitted to take an inventory, and you may have confusion when items are checked out and the system doesn’t know which record to use.  

Every now and then use Tools-Edit barcodes.  Produce a list of duplicate barcodes then search for these items and edit the problems away, or remove barcode 901 fields with the Edit command (Highlight the problem and go Edit-Edit Record).

Edit--Call Number Location In MARC 

If your library's local call number is in the 901 field (our local holdings field which takes barcode, copy number, accession number, etc.) then that number will print on the spine label regardless of what is in the standard LC fields which are: 


010 LC number

055 LC number from National Library of Canada
082 Dewey number
090 Local call number

If there IS an 090 field pre-existing in your MARC record, that number will "auto-insert" when you strike TAB or move the cursor to the 901 field (TAB is a hotkey in the edit screen for entering holdings information).

If there is no 090 field, but there is an 082 Dewey number, the Dewey will automatically insert. You can change the autoinsert data to suit your local system. This is a valuable option because at times one copy of the book may be in one section and one in another. Using the 901 field means you can specify a different location, prefix, suffix, or call number for any particular copy, part, or volume.

The number of 901 fields permitted is huge, so that some customers use their records to manage text circulation. 901 barcodes can be entered automatically, incrementing (by one) from the first 901 barcode entered.

All the following data can be entered, and can be entered DIFFERENTLY for each item you have that links to the same bibliographic MARC record:

Copy
Part
Branch <--specify this so that you can unite with other libraries in a union db.
Call Prefix <--one may be E for easy, LP for large print, etc.
Call Classification
Call Cutter
Item Type <--Used by CIRC system to set loan policy
Price
Volume Information <--Not recommended, but useful for 20 vol encyclopedias etc.
Accession
Barcode
Sub-location <--Another location within your library, or library branch
Shelving title
Purchase date


One Lexwin school librarian has tested out import of records with 856 URL cataloguing. The idea is that this field provides a link in your record display, so the user can immediately access an article website. He reports the system works well, and of course it is designed to have this feature.

Here is a thought for other users. If you come across websites that suits patron research, give them quick cataloging in Lexwin. A click on the record link takes you to the website. 


Research resources "out there on the web" are beginning to dominate in satisfying"quick reference needs". I can't think of the last time one of my college students used a library encyclopedia, but we keep 20-30 computers humming all the time. Books for fiction will continue to be popular until digital files are readable sunbathing, riding the subway, in bed, and soaking in the tub, there is no concern with their usage level. Effort needs to be made now to keep students searching through useful print text resources that we have. We are competing with instant information on the web which is available 24/7.

Academic libraries are finding that more and more of the research is going on over the computer. That has actually increased the need for reference help, but it is a different form of help. Print encyclopedia, almanac, and directory use has fallen off dramatically, and I don't know if I will buy more quick reference material unless it is unavailable on the web.

Still there are still resources available in print that cannot be equalled on the web. In order to keep people using that we should consider cataloging web resources of critical interest to instructors and students. That way we will continue to keep interest in the print resources that are also found during catalog searches.

The following describes how those who have a network-license for Lexwin (or are running Lexifile) can arrage to access the library database from any computer on the network that can access the drive containing the program file Lexwin.exe 


First you must make sure that the program folder has been shared with the entire network. Your network technical person can look after this.

That being done, have someone do the following at each terminal (Instructions are for Windows XP, and may vary with other Windows platforms.

Your network IT person may have to do this once or twice, at that point another person can be trained to repeat the process. I will assume the platform is Windows XP, the instructions will vary slightly for other platforms.

1. Right mouse button click on an open part of the Windows taskbar.
3. Click on Properties-Start Menu--Classic Start menu--Customize
4. Click Add Programs--Browse--My computer
Find by browsing through the network where Lexwin.exe is
located on the library
server and click on Lexwin.exe then OK then (seeing
Lexwin.exe in the blank)
then click on NEXT and then FINISH, then OK and OK once again.

You can now click on the windows START menu and you will see LEXWIN.

If you wish you can drag downsize all programs running and click on START and click and hold on LEXWIN. Drag to the desktop and a Lexwin Icon will be then located there.
Sending Large Files to Lex Systems
Large files cause problems for many email programs. Also they are
slow to download if the recipient doesn't want them.

Library databases are often very large. If you want to send them to
us to look at for some reason, I would suggest this free service:

http://www.bestsharing.com/

You browse for your upload your file on the top right, and then put your own email andthe recipients email on the bottom left. The recipient does not get the large file, just a "link to" the large file.

Circulation Reports--Emailing Overdues

The advanced edition of Lexwin has new features that add great value to the Lexwin service.  Purchase of a current service contract, or leasing Lexwin for the $250 per year rate will enable these features. 


1. It is now possible to email all your overdue and fines notices.  In the case of larger libraries this can save in postage more than  the cost of the program in a view years.

2. The program has the capability of making automatic backups to your  network. Your circulation files are backed up daily, and your item  and patron files are backed up after 50 records have been edited or  added. This will soon be user configurable.

3. ISBN numbers can link you to publisher data on the Internet  (through Amazon for example). This can give you images of the book,  reviews by readers, and other titles by the author.

You need only to request a NEW registration number to open these  features.

Every year after purchase of a service contract, you will receive a  new registration number to keep all NEW features active. You can  exercise an option to resume use of your base version by re-entering  your older registration number.

In the future all new major changes will be added to the version in  use by those with service contracts.

Leasing Lexwin

It is now possible to lease LexWin for  only $250 (Canadian) per year. Check www.lex.sk.ca for details,  including current US pricing.

This version can be renewed yearly after payment of another lease. The  data is NEVER erased or altered, and should you move to another system  we will allow you to use our export capablities to output standard  USMARC records.

Of course those who purchase the program never lose the base version  they bought, with update material added to that base.

We would appreciate feedback from anyone who has or can test Lexwin  out on Microsoft's new Vista operating system.

We don't anticipate problems, but this has to be verified.

Printing Label Sets
Lexwin has had some significant changes in its label printing as of  Early 2007, so it is suggested that you update to Lexwin 1.04.10 or  later. Go to www.lex.sk.ca and click on the updates tab.

Lexwin is able to print on pin-fed labels (dot matrix). Normally  printers are not used much any more but they still have use for  labels, invoices, and other documents that com in "fan fold" label  types. These labels are no longer recommended because ink-jet and  laser labels.

Font Setting
File—Print—Label Select "Change Font" (Arial is recommended)

Dot Marix Labels

If you want to print dot-matrix labels set up for them by selecting
File—print--label--change label --pin fed labels

You can then set for

Single spine labels
2 inch double card & spine labels
Spine label and single card

The writer has most experience with the second option, "Two-inch  double card and spine labels.

See an example from the Brodart online catalog:
http://www.brodart.ca/shop/cb/product.aspx?pgid=1751

Spine label (on top left of set) should be 9/10" X 1 1/16"
Two circ. labels (one over another on right) 2 9/10" X 13/16"
Overall width, 4 3/4"
Width between pinfeed holes (centre to centre) 4 1/4"
Horizontal perforations 2" vertically

Laser or Inkjet Labels—Options

To see the options for sheet-fed labels, go File-Print-Label—Change Label. You will see a list of options for printing label sets. Adjustments possible

*Set margin offsets for top, bottom, and left side of page. Different  printers require minor adcustments

*Set for laser or inkjet

*Select how you break Dewey numbers, LC letters, and whether you want barcodes or accession numbers printed

*Set style of label and column/row settings

Laser or Inkjet Labels—Style Settings

*3 column labels with different numbers of rows (usually 7 or 8 rows) For printing just spine labels 21 or 24 at a time

*2 inch double card and spine labels (set 2 columns 5 rows)
OCLC Processing Label Set
http://www.gaylord.com/ search for 9001

*spine label and two cards (set 2 columns 7 rows)
Out of production, you may find Avery 5360 works.

*spine label and two cards spaces (set 3 columns 8 rows)
OCLC Processing Label Set
http://www.gaylord.com/ search for 8511
margins: top 15, left 15, bottom 0 (customer recommended)
Font size Arial10 (also customer recommended)

*two cards and a spine label (3 columns 7 rows)
http://www.avery.com search for 5360
Trim required on spine label


Construct MARC For Lexwin In A Text Editor

A user of Lexifile asked how to construct records from a text list of ISBN numbers.  The process below will work in similar ways for different data configurations  such as “Titles and Authors” or “Call numbers and Titles”, etc.

If you use Notepad (or a word processor which will save records as
TXT) you can make a long list of records that look like this

020 $a0333444444
245 $aTitle of book1
020 $a<ISBN#2>
245 $a<TitleBk2>
020 $a<ISBN#3>
245 $a<TitleBK2>

Then use Lexwin FILE-INPUT/IMPORT command.

You will end up with a database of MARC records comoposed only of titles and ISBNS. Of course you can add more, but why not add more material AFTER the records are in Lexifile/Lexwin. Its easier to edit there because you don't have to type in the field numbers over and over, and the system will protect you against obvious errors, help weed out duplicate entries, etc.

Lexwin Advanced has a search engine for Z39.50 Internet library databases that is almost as responsive as searching the local-item databases.

Here is how it works. On the Lexwin taskbar you see 
M A I P

This stands for datbases that are Main Alternet Internet Patron

If you select "I: for "Internet" you have the capability of searching for titles, phrases in tittles, keywords, and ISBN numbers of a wide range of Internet Web catalogues. I prefer the default Library of Congress for searching for MARC cataloguing records for new items.
 The system tells you how many hits you get and you see the records as you usually do in Lexwin. At this point you only need to edit the record to add your local information (call prefixes, library code, barcode, etc.) and Save the record--to your own database.

Ther writer in the past has to a service that cost in excess of $600 US and worked very well, but it required exporting MARC from the service and then importing the MARC into Lexwin.  

The Lease cost of Lexwin is $250 CDN per year, or as an existing customer you only need a maintenance contract ($200 annually) in effect. If you email lex@lex.sk.ca  we will give you a 30-day trial of the product. During this time you could probably get rid of a batch of books you've been waiting to catalogue. In a test we did 30 books in less than 2 hours, and processed the books “shelf ready”in that time as well. 

Other features of the Lexwin Advanced:

* ISBN linking to Amazon for user reviews, author information, etc.
* Emailing of notices to patrons
* Automatic backup to a network drive

Non customers have to download a sample version, and request new codes
to enter when they click Help-Register. Email me if you want those
codes or for answers to questions.

Lexifle and Lexwin Files

Lexifile and Lexwin use files interchangeably. We have not changed the format for storing data in almost 30 years! The process below tells you how to move from one computer to another in a variety of ways. The process is basically the same whether starting with Lexifile (Free DOS program) or Lexwin.

I would follow this process

1. From your new computer, go to www.lex.sk.ca--downloads page, select FREE LexWin Sample Program (1.04.31) Download and run that file to that computer and that will set up the program for easier access. You should find it then from start-run-programs. Immediately follow that with LexWin Beta Update (1.04.31). For that you will need your download password. Then click on help-register in that new Lexwin program, and enter the information requested (and emailed you earlier).

Then go to 2 if your computers have jump drives or share drive access across a common network, and 3 if they do not.


2. IF your two computers share the same network, have your local techie person copy your Lex or Lexwin folder from the old computer to the new. Or...

IF your two computers have jump drives on them (USB port storage devices) simply copy all of your Lex folder to the jump drive (including circ subdirectory). Then copy all of that on your new computer. Be careful not to lose use of your old computer until the transition works for you.

To copy files use START-RUN-EXPLORER and click OK. Find your folder (usually c:\lex) and click on it with your right mouse and select COPY. Then find your jump drive and click on it and RIGHT-MOUSECLICK and select PASTE.

Stop the jump drive and take it to the new machine, run explorer, and reverse the process. Find the LEX folder and use your right mouse button to copy and paste the lex folder to the new computer. You might want to right click on the folder and rename it Lexwin.

2. If your two computers do not both have USB ports (CD burners would do as well), then backup your old databases to new floppy disks. Backup your main database (usually loc.fil), your patron database (pat.fil) and your circ databases (circ.fil and a few others that will copy automatically). Go to the new computer and from within Lexwin, click TOOLS-Restore database. Repeat that with each set of floppies to restore all of your databases.

Have you made other database files? If so backup & restore them if they are still needed.

3. From Lexwin on the new computer use TOOLS-PACK and choose your databases one at a time and select "Regular Pack". Again, pack all of the databases you backed up and restored.

4. After you feel certain all copied properly, then you can erase all the material on the old computer, or do what you like with it. The new program has many new features. During install you were offered a help file, if you printed it out you will have the necessary help

Printing Barcodes Locally (Revised)

I would now suggest that if you follow this process, you generate perhaps 9600 lables, and then print page 1-20, 21-40, etc. as neeeded. 20 pages would get you 1600 labels.

Save the word document file and just return for more sheets when you need the labels. It is a nuisance to print a few label sheets then have to repeat the lengthy process below.

Order your label sheets well in advance, and also your code39 barcode fonts.
___________________________________________________________

More libraries are asking about printing their own barcodes. I "bit the bullet" and did so, documenting the process. Note that using a laser or ink-jet printer the barcodes may wear or smear. If you plan to do so, look to your library supplies vendor for "label protectors" They come in a roll, you peel them off and cover your barcodes. I have suggested adhesive labels for barcodes, you can also print on plain paper and then cut your barcodes and affix them with just the label protectors.

After experimenting with free barcode products, I came to a conclusion that the "free sample" versions did not offer enough versatility. It is important to get a barcode that is readable by your scanner, and the right width and height.

I purchased a $99US Elfring Code3 of 9 font set from this website:

http://www.barcodingfonts.com/bar39.htm

You can download the sample, it prints "Demo" over some letters and numbers. The barcodes do work, but it looks terrible in sample format.

After installing MS Word and many other programs will show a new font set "Bar Code 39" going from 39a to 39f. The "a" is smallest one, getting progressively larger. Each size also has an "HR" option as in "Bar Code 39 a HR". That refers to "human readable", so at the bottom of the barcode you can read what the barcode represents in normal Arabic numerals.

I used MS-Word 2003. There are some complications involved; I found this website very helpful for learning how to setup Word:

http://www.gmayor.com/Zips/Mail%20merge%20labels%20with%20Word%
20XP.pdf

I prefer smaller barcode labels, as long as they contain what I want legibly. I selected Maco CML-8100 labels (Avery 5267). There are 80 labels per sheet, ½" x 1 ¾". The Maco print on Laser and ink Jet labels. I purchased them locally, but you can purchase from online sources such as:

BuyOnlineNow: http://www.buyonlinenow.com/maco.asp
Avery: http://www.avery.com/

Here are the steps involved in creating data in Excel and merging it to a label format in Word.

1. Create the data in Excel to merge into labels using Word

I like to have four fields to use on my label that have Barcode, *Barcode*, Library Name, Library phone number --as in 12345 *12345* NVIT 250-378-3302

a. Start with a five or six digit number, such as 10001 and put it in frame A1. Try and avoid leading zeros as in 00001, as Excel will strip these by default. Do not print barcodes that duplicate any currently in use, or lying around loose.

b. In frame A2 put +A1+1. Put your cursor on frame A2 and right
click, select copy.

c. Put your mouse pointer on A3 and left click and drag down to the frame indicating your last barcode number. In my case I went to A800 because at 80 labels per page this made and even 10 sheets or 800 labels.

d. This will highlight your paste area. Right click on the highlighted area and select "paste". Presto there are the 800 numbers.

e. The barcodes must begin and end with asterisks as in *10001*. I am not swift with Excel so I created these barcodes by making column B1-B800 and C1 to C800 full of asterisk symbols. Put a * in B1 and a *in C1. Then drag the mouse over those two cells and right click—Copy. Drag the mouse over B2-C2 and drag to B800-C800 and right click to paste. Bingo you will see lots of stars.

f. Now to combine cells. Click on D1 and type in the following without the quotes: "+B1&A1&C1". What that does is make [100001][*] [ * ] into [*10001*]. Now "replicate" this result by right clicking on D1 and selecting "copy". Paste the copied material on D2 to D800 and you have your finished barcode text.

g. I also setup my "human readable" line in excel. I didn't like the Elfring human readable in my small size, the numbers were too small. So, I made my own. In my case I put in cell E1 "NVIT 250-378-3302" (NVIT representing the institution acronym).

h. Click on the far left of A1 where it says "1" in grey and then click on Insert-Row. Put headings on the data you wanted to merge. In my case I put "HR" over column A, "Barcode" over the D *10001* column, and finally "Contact" over the E "NVIT…" column. At this point I saved the excel spreadsheet.

i. Select all columns with material in them and make them text. Do that by highlighting all columns labeled B C D E and click on FORMAT-Cells and select TEXT.

j. Now over to Word in my case, Word 2003. Now earlier word versions merge in a different manner, so read up on the process if necessary: 
http://www.gmayor.com/Zips/Mail%20merge%20labels%20with%20Word%
20XP.pdf

k. An important step is to change Words method of handling bold. It takes material surrounded by asterisks and bolds it. That feature must be disabled because we want the asterisks to just be text, rather than to force bolding. Do the following (in Word 2003) Tools—AutoCorrect—AutoFormat and make sure you DE-select (remove the check) from "[ ] *bold* and_italic_with real formatting"

l. Set the mail merge toolbar on. In Word 2003 it is Tools—Letters and Mailings—Show Mail Merge Toolbar.

m. On the merge toolbar, drift your cursor through the options to find functions. Click on the rectangular "open data source" icon. Ignore the options displayed and click on the "look in "down arrow and locate your excel data file.

n. Word 2003 gives you some options here, I used "XLS" format (ignore OLE and ODB options), and then clicked on "open entire worksheet". (By the way your excel database should be on sheet 1, which is default for a new spreadsheet).

o. At this point your options may differ if you are not using Windows 2003. If you are consult the document

http://www.gmayor.com/Zips/Mail%20merge%20labels%20with%20Word% 20XP.pdf

p. Click on Main document setup – click labels—click OK. Then select your barcode label, in my case Avery 5267, click on details, and increase height to .6" from .5" (this may differ for you), type a new name for the label. Select laser and ink jet, select OK

q. I had trouble getting the barcode fonts working, until I tried entering the barcode font BEFORE the data fields. I did an "edit- select all", then set the font at "barcode 39f", then "14 bold" 
r. Click on "Insert Merge Fields" on your taskbar. Insert one after another "Barcode", "HR", and "Contact" Then highlight HR and Contact and change it to font Arial-8-bold. Finally, put spaces between the fields and but the barode on the top, the other two fields on row 2, and then select all and centre all the fields. Aim at producing this:

«Barcode»
«HR»«Contact»

s. Click on the merge-toolbar icon "propagate labels" and then follow this with "merge to new document and select "all".

t. You are now ready to print, print one page only on a single sheet of plain paper. Check the barcode you produced with your scanner. Check carefully whether the labels are printing too high or two low. 


Compare your alignment with the label paper by holding the two together up to the light. If all lines up well insert the label sheets in your printer and finish the job! Now go do something to reward yourself if all works out.
 

Circulation--Advancing School Patrons One Division

One of our librarians advanced all students one division. If you want to do this (in school libraries this may be useful), please realize it only works if you have used the division field for "grade," and if you use numbers for grades, eg "10" not "ten." 


If you want to try it, do a backup of your patron database first.

Now it is safe to advance all your patron divisions (grade levels). This can be done with Circ-Circ Tools-Year end. Click OK and enter your password. Finally choose "automatic advance of patron divisions. 


What happens of course, is that your graduating class (12 usually) is promoted to a nonexistent level. The grade 12 students go on to 13 when you want them to leave the database entirely (except for those retained).

Every time you make large changes in a database you should do a backup first. Even if you made a backup before advancing the grade, make ANOTHER backup of the patron file. Go Tools-Backup and select the patron file.

Then do the following to eliminate all patrons with division 13 entered in their records.

1. Go to the search screen (not circ).
2. Click on the "P" at the top of the screen for "pat.fil"
3. Then in the search box type in

310=13 <Enter>

This will search "310 (division) field CONTAINS data: 13

If you don't know if the 310 field is the one you used, Click "select all records--by name" and highlight one patron who has the division number entered. Then click on MARC and you will see what field has
been used.

4. That should get you all your "division 13" students in one group. Visually verify that all the members from this list are to be removed. Do an Edit-Select all. Hold the control key down and click any student you do NOT want to remove. Then with the correct students selected, click on Tools-Remove.

5. Finally, click on Tools-Pack. Make sure the patron database is selected and do a "regular pack".

This should complete the process for removing all students with division 13. 
Hope this helps.

Circulation--Barcoding Projects
The best time for a barcoding project, of course, is when most books are in, and the library is closed. This is not essential, however, as long as you can stop assistants from reshelving books into areas that have already been barcoded.

LEX was designed to make barcoding projects easy. Here is the project in summary: take books to the computer, search for the MARC record for the book, highlight the title and use Tools-Edit, strike TAB to go to the holdings (barcode) field, edit or scan in the barcode.

There are more details that can help you. Work in teams of two to four if possible. Fill up a book truck and take the books to a terminal. Search by keywords or use the title index and search for the beginning of he exact title.

1. In Lexwin to search for the title, highlight it, and click EDIT-- EDIT Record.

Then strike TAB to get to the barcode field and scan the barcode. If there is a barcode there already it is likely for another copy, strike CTRL-N (Control and N) for a new holdings/barcode field.

2. In Lexifile you can do the same with RECORDS-EDIT or use the command line and type

>>>.edit <number of record in set>

Then strike TAB to get the barcode field and scan the barcode.

In both cases you can end with <Escape> and select save record.

Make sure that you enter enough keywords to make a unique hit likely. The TAB key in EDIT mode will take you directly to the 901$a subfield that LEXWIN and LEXFILE uses for holdings.

While in the holding field you may want to enter things like copy,
volume, part, etc.

You may note that it was suggested that you stick the barcode on before you wand it in. Wanding in barcodes in allows for the possibility that the barcode may tear, or be placed on another book by accident. If on the book already, the clerk sees the title and the barcode at the same time--and mistakes are unlikely.

It is possible to edit on more than one terminal at a time using LEX. On occasion there may be delay while another system is saving data to your database. You could search for C=FIC and save all your fiction records to a separate database. Then one terminal could do fiction, and another non-fiction. At the conclusion of the project the database components can be re-united. Personally, I prefer working with one terminal and an efficient team of workers.

The fastest work is possible when you have:

a. One person who brings the book on a truck and reshelves books from the truck when completed.

b. One person reading the title and putting on the barcode.

c. One person searching for the barcode and bringing up the EDIT screen.

d. One person putting on the protector label.

A good team can make the job short and even fun. There are some interesting spin-offs to this technique:

a. You will find books not in the system. The trick then is to put in a quick dummy entry with just the title and call number, such as:

245 $aDictoionnaire moderne Larousse

650 $aQQCatalog

901 $a232343

Note the 650 "QQCatalogue" entry. At the end of the project your cataloguer(s) can search for the QQ entries and make whole MARC records.

b. You will find books in the system, and not on the shelf. Those without barcodes are missing items (unless they are circulating). Wait a few months and then remove these items.

Here is a tricky little way of finding all records without barcodes.

In Lexwin or Lexifile search for

901!= < "!=" signifies "not equals" or "not existing">

This search will find all records without holdings fields, therefore
having no barcodes.

You may wish to remove all these records, at some point, because if you have barcoded all books you have, these books are missing from your first barcode inventory.

In Lexwin highlight the records for removal and use the TOOLS--REMOVE

In Lexifile use

>>>.REM 1-<last number of removal set> eg .REM 1-103

SPECIAL NOTE

During barcoding you are making a dramatic number of changes to your database. Every time you edit in a barcode, LEX has to move the record to a new file position and flag the old position for removal. Pack the database at the end of each day, and do backups frequently.


Printing Single Barcodes In Lexwin

Lexwin will print a single barcode, although the formatting is such that you will get a large barcode on your default printer.

Search for the record, highlight it, and go File-Print-barcode, and click on "single record."

This command is useful when a barcode has been scratched or torn and is no longer readable. It is advantageous to keep the same "number,"since statistics and log files track that number over its life. Changing a barcode number for an existing title is therefore a small nuisance.

This label can be printed out on plain paper, cut neatly, and taped over the damaged barcode (or missing area). Use label protector tape, it won't yellow or peel off easily.

Downloading MARC-- Movie File On The Web

Lexwin advanced has a outstanding cataloguing feature: fast download and edit of MARC records from databses such as the Library of Congess.

You can see an online movie that demonstrates this feature at our website:

http://www.lex.sk.ca/z3950.swf.html

Allow five minutes or so to download.

If you don't have a newer program version, ask for the advanced registration code and instructions from lex@.... If you are not a current customer, ask for temporary registration code.

This features has made cataloguing by staff in our libary much much faster.

Installation-- Creating Program Desktop Icons
Sometimes Lexwin is moved to another computer, and on the new computer no Lexwin program can be found in the start menu, and no Lexwin Icon on the desktop.  Here is the manual solution, which is far easier than running a Lexwin install which restores an earlier version of he program.

Part A, Altering your program icon properties.

I am using Windows XP for my reply, there may be some minor differences with other program versions. I use the "classic" interface.

Right mouse button on your desktop icon, or on the icon/title you select from your windows start menu.

If you right-click on either you need to "find target". Browse your way to the new file location.

Then when you are in Lexwin you need to click on Tools-Configure and browse to find lexwin.exe. Make sure you are finding the right lexwin.exe you might have multiple copies! Browse to find the date of your main file (loc.fil usually). It should have a recent date.

Also select for "startup directory" the same directory if you want all machines in your library/business configured the same. This is not a major issue.

When I did this I found my target at:

\\Pub03\VOL1\users\lex\LEXWIN.EXE

Network IT personnel seem to love the arcane science of setting up
file and pathnames!

Reply Part B: Altering the location of your databases.

Run Lexwin and DON'T create any new databases if prompted. You likely
don't need this.In Lexwin click on Tools-Options-Configure and browse your way to your main and alternate databases. If these files are only located on your "old" server location, you need to see your IT personnel and move the files over. Then go Tools-Pack. and re-index them all.

If you want a start-menu icon on your desktop, or vice versa, just left click on it and drag it to the location you want, and a copy will be made.  That's it in a nutshell. Email for more help if needed.

Open





Loc.fil 











