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Introduction

Training Overview
The Unicorn Basic Admin Training Course is designed to
provide a basic understanding of the Unicorn software, an
overview of administrative, maintenance tasks, and the
configuration options available through the application.

After completing this course, participants will be able to:

•  Install, configure, and update WorkFlows.

•  Perform recurring maintenance tasks.

•  Perform access control functions including, creating new
user records for logins, creating login components that
include profile, environments, and user access.

•  Understand and make necessary changes to circulation
and cataloging policy files.

•  Navigate the OPAC manager.

•  Understand, create, and schedule reports.

•  Create a Booklist and WWW destinations.

•  Create links to various Z39.50 servers.

•  Install, configure, run, and load Standalone.

•  Load bibliographic records.

Any time additional information is needed about a subject,
instructors will gladly speak with individuals during breaks or
after class. In addition, the Customer Support area of Sirsi’s Web
site along with WorkFlows Online Help provides powerful
information tools for further learning.

Who should attend?

•  System Administrators

Prerequisite

•  Essential Unicorn Skills training

•  Essential Admin training
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Note: If you are a new administrator and was unable to attend
the training classes, please read the Essential Unicorn Skills and
Essential Admin training guides.
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Course Objectives

Day 1

Day one of the Basic Admin class focuses on:

System Administration Basics

•  Installing, configuring, and updating WorkFlows.

•  Navigating WorkFlows.

•  Customizing, deleting and saving toolbars.

•  Understanding properties including Behavior, Defaults,
and Helpers.

Essential Administration / System Maintenance

•  Performing successful backups.

•  Halting the Unicorn server.

•  Scheduling, monitoring, and removing required
maintenance reports.

•  How to perform the tasks on the Administration
Checklist—a checklist of recurring maintenance tasks.

Obtaining Customer Support
Training objectives include learning to locate Sirsi’s published
information resources and obtain Sirsi Help Desk assistance
including:

•  Sirsi’s web pages located at http://www.sirsi.com.

•  Sirsi’s Electronic Documentation located in the
Customer Support Section at http://www.sirsi.com.

•  Accessing WorkFlows Online Help, which is part of the
Unicorn software.

•  Understanding how customer support is structured, and
what to expect from customer support interaction.

•  Learning how to submit a call by e-mail, telephone, and
fax.

Policies

•  Creating Logins
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Day 2

Day two of the Basic Admin class focuses on Policies, including:

Access Control Configuration

•  Operator Policy

•  Environment Policy

•  Station Policy

•  Barcode Policy

User Configuration

•  Profile Policy

•  Category Policy

General Configuration

•  Library Policy

•  Location Policy

•  Search Library Policy

•  Library Group Policy

Circulation Configuration

•  Item Type Policy

•  Bill Reason Policy

•  Billing Structure Policy

•  Loan Period Policy

•  Rule Policy

•  Map Policy

•  Payment Type Policy

•  Hold Reason Policy

Cataloging Configuration

•  Classification Policy

•  Holding Code Policy

•  Item Category Policy

•  Language Policy
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OPAC Manager

•  Understanding gateways and Gateway Elements.

•  Creating WWW, and Z39.50 destinations.

•  Creating Booklists.

•  Configuration for Posting Catalog records.

•  Using Reports with Catalog Lists.

Day 3

Day three of the Basic Admin class focuses on:

Reports

•  Understanding Report types.

•  Reports recommended by Sirsi.

•  Completing report properties.

•  Setting up and saving report templates.

•  Running reports.

Standalone

•  Preparing the Workstation.

•  Creating a Standalone configuration.

•  Updating the Delinquent User file.

•  Running the Standalone Client.

•  Uploading Standalone Data to the host computer.

•  Moving files into Unicorn databases.

Record Loading

•  Importing MARC records.

•  Loading bibliographic records.

•  Loading users.
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System Administration Basics

WorkFlows Installation
Before installing WorkFlows, review system recommendations
for Sirsi’s WorkFlows client on a Windows95/98/NT/2000
Professional, Windows XP or Windows ME in Appendix A
“Installing and Updating WorkFlows,” on page 211. To install
the WorkFlows client refer to the following steps.

Workflows Installation with a Client CD

1. Place the Unicorn Clients CD in the workstation CD-
ROM drive.

2. Use Windows Explorer or My Computer to locate and
launch the WorkFlows Install Shield.

Workflows Installation Icon

3. A graphical interface guides the installation. For
standard installation, give affirmative answer to all
questions. For example:

•  Finish

•  Next

•  Yes

4. The install shield closes after installation is complete.

Note  For detailed instructions on installing WorkFlows, see
Appendix A, “Installing and Updating WorkFlows,” on page
211.

Workflows Installation without Client CD

The WorkFlows client can be found on your server. Locate the
following file under the Workflows directory:

/s/sirsi/Unicorn/Workflows/upd_wf.exe
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WorkFlows Configuration Screen
The WorkFlows Configuration screen displays upon activating
WorkFlows.

Select Preference, then Configuration from the WorkFlows
menu to display the Configuration dialog box.

Use the Configuration screen to specify the Internet address of
the host machine and port number, receipt printer availability,
barcode scanner information, and whether to display the
Configuration step at each startup.

Select this box to display
the Configuration window

startup. This option is
helpful when more than one
Unicorn server is available.

Complete the IP
address with an IP

address or a domain
name.
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Updating the WorkFlows Client

If your current version of WorkFlows does not match the version
on the server you are connecting to, Unicorn displays the
message below prompting you to update.

You can also update the WorkFlows client by running the
UPDATE wizard. See Appendix A, “Installing and Updating
WorkFlows,” on page 211 for detailed instructions on running
the UPDATE wizard.

Install Fonts
Install fonts so that WorkFlows can accept and/or display
diacritics and special characters.

To Install Fonts

1. Click the Windows Start button, then choose Settings,
then Control Panel.

2. Double-click Fonts. WSGUI Edit and WSGUI Display
fonts will auto-install.
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WorkFlows Navigation

Overview
This section covers the various methods available for navigating
WorkFlows.

The WorkFlows Desktop

The WorkFlows Desktop is a graphical user interface that allows
efficient completion of library staff tasks. The WorkFlows
desktop consists of icons and menu choices that enable library
staff to quickly access applicable tools.
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Desktop Elements

Menu Bar

The menu bar is used to access commands, set preferences and access online
help. The following are options on the menu bar:

File

Edit

Command

Preference

Help
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Getting Help

If you have a question about a specific task while you are
working in any WorkFlows module, refer to the WorkFlows
Online Help. Access the Help file using any of the following
methods:

•  On the toolbar, click .

•  Press F1.

•  On the menu bar, click Help, then Contents or Help, then
Context.

The Help is context-sensitive. This means that the information
that displays is specific to the task you were performing when
you accessed the Help file.

You can also access help topics through the Index and Find tabs
within Helps.  Index will give you a list of all help topics listed
by topic name.  The Find tab allows you to perform a keyword
search on a specific topic within the help topics delivered.
Below are steps for using the Find tab.

1. Access the Help file, and click the Index button. The
following Help window appears:
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2. Click the Find tab to display this window:

3. Type the name of the subject you want information
about in the Type the word(s) you want to find
box. The Help file looks for the terms and displays a
list of probable matches in the Click a topic then
click Display box.

4. Scroll through the list until you find the name of the
topic.

5. Double-click the topic. A Help window appears with
the information about the subject.

Accessing Menu Commands

Use the menu bar to access commands, set preferences, and
access online help.

ALT+letter
Press the ALT key with the appropriate underlined character to
open menus. For example:

Shortcut Key Menu

ALT+P opens the Preference menu

ALT+C opens the Command menu

Once a menu is open, you may press the appropriate underlined
letter to access commands from the drop-down menu and
submenu.
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Navigating Using the Keyboard

You may move through the WorkFlows interface using shortcut
keys and/or your mouse.

Moving between Fields

Press the TAB key to advance to the next field. Press
SHIFT+TAB to return to the previous field.

Numbers on Buttons

Many buttons contain text and a number. For example:

If you prefer to use keyboard commands rather than the mouse,
press ALT and the number to perform the same action as
clicking the button with the mouse. Do not use the number pad
when you perform this action.

Note  If the buttons do not contain numbers, click Preference,
point to Desktop, and click Windows. The Desktop Setup
window appears. In the “Next step key equivalence” section,
select Numbers.

Selecting Wizards Using Function Keys

To access function key mapping options, select Preference from
the main menu, then Function keys to open the Setup Function
Keys dialog box.

Changes made to function key mapping are changes made to
your toolbar. To save the changes, you will need to save the
toolbar. For steps on saving a customized toolbar, refer to
“Saving a Custom Toolbar” on page 18.
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WorkFlows Definitions
This section provides definitions for commonly used WorkFlows
terms.

Additional Information Buttons
Buttons, or raised areas of a window, access
additional information.

Command

A command is a toolbar button that performs a
single task.

Gadget

These tools make selecting field values easier. Use
gadgets to select information such as date/time
ranges, policy values, or monetary amounts.

Always click an available gadget to ensure you enter
the correct information in the correct format.

Button

Additional
Information
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Glossary
This term refers to any word in WorkFlows that
appears with a dashed underline. When you click
this word, a popup window appears with additional
information. For example:

Helpers
A helper is a “wizard within a wizard.” Helpers are
located in a menu bar just below the title bar.

Helpers listed on the left side of the bar make it
easier to access information relevant to the current
wizard, without having to leave the wizard.

Use helpers listed on the right side of the helper bar
when adding or deleting field information. These
helper buttons include the Restore, Erase, Before,
After, and Delete helpers.

Glossary

Additional
Information
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A few of the common helpers found throughout
WorkFlows include:

Select Tab helper—displays an alphabetical
list of tabs. Select choice to jump directly to
that tab.

Display/Print All Helper—allows you to
view, and optionally print, a single user or
title record without having to page through
the various tabs associated with the record.

Restore helper—restores default values on
the current screen.

Erase helper—erases all values on the
current screen, including default values.

Before helper—access from commands that
create hold, item, or user records or from
commands that modify this information.
Allows fields to be added before the field
where the pointer is positioned.

After helper—access from commands that
create hold, item or user records or from
commands that modify this information.
Allows fields to be added after the field
where the pointer is positioned.

Delete helper—access from commands that
modify hold, item, or user information.
Allows an entry to be deleted.

Shadow Catalog
The shadow catalog contains records searchable only
by library staff. For example, you might want to hide
or “shadow” records from patrons, such as lost or
missing items or items still in the cataloging process.
Users at public workstations can search and display
items only from the standard catalog. Users at staff
workstations using WorkFlows may search and
display items in the standard catalog, the shadow
catalog, or both.

Wizard

A wizard is a button on a toolbar that performs a
series of tasks. When you move the pointer over the
button, the name appears in Title Caps.
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Desktop Elements

Toolbar

A toolbar displays a group of icons representing a set of related
wizards.

•  A toolbar is available for each Unicorn module.

•  Switch toolbars by using the drop-down menu command
or by right-clicking a blank area of the toolbar.

•  Custom toolbars, made up of wizards, or wizard groups,
can be created for getting specific jobs done at individual
workstations.

•  If changes are made to the WorkFlows toolbar, a
window displays upon exit, asking whether to save the
toolbar. System Administrator and Supervisor level
logins may save a customized toolbar to the Unicorn
server. Staff-level logins may only save a customized
toolbar to their PC.

•  Using the Preference/Desktop/Toolbar/Save As
menu option can also save changes to a toolbar.

•  Custom toolbars saved to the server are located under
/s/sirsi/Unicorn/Workflows/Toolcust. Custom
toolbars saved to a local PC are located under the
Workflows\Toolcust directory on the PC.

Add wizards

To add wizards to a toolbar, use either the Preference menu
option or the right mouse button.

To Use the Preference Drop down Menu

1. Select Desktop, Toolbar, then Modify. A window
listing the currently displaying wizards/wizard groups
and spaces displays.

2. Highlight a space where you want the added wizard to
display. Click Add.

3. Select the desired wizard and click OK.

4. A window displays, giving you the opportunity to assign
a function key to the selected wizard. Select a function
key if desired, or keep the default selection NONE.

5. Click OK for this and the remaining screen. The selected
wizard now displays on the toolbar.
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Another way to add a wizard to the toolbar is to right-click the
mouse with the pointer in the toolbar area where you want the
wizard to display, and then refer to the following steps:

1. Click Add.

2. Select the desired wizard.

3. Choose a function key if desired.

4. The wizard now displays on the toolbar.

For more information on wizards and on what toolbar(s) they are
located, refer to Appendix B “Wizard Button Names,” on page
213.

Note  Although any wizard can be added to the toolbar, you can
not use a wizard unless your access list permits its use, or you
know the override code defined by the system administrator.

Deleting Wizards from a Toolbar

Delete a wizard using the Preference menu. The only difference
in deleting and adding a wizard using this method is to select the
wizard, then select Delete on the initial window. The selected
wizard no longer displays.

You may also remove a wizard by right-clicking on the toolbar.
Select Delete from the list of actions. A confirmation window
displays, and the wizard is removed after clicking OK.

Saving a Custom Toolbar

After altering a toolbar by adding or deleting wizards, you may
save it using a unique name. The custom toolbar can be saved at
the workstation, where it will only be available at that
workstation, or it can be saved to the server housing the Unicorn
software, where it will be available to all workstations.

Note  Only system administrator and supervisor level logins can
save a custom toolbar to the server.

Save changes to a toolbar by using the Preference menu option.
You can also save custom toolbars when you log out of
Workflows. If you have a staff level login, the system will ask,
“Toolbar has been changed, save changes?” Yes or No. If you
have an administrator or supervisor level login, the system will
give you three options: Yes, to my PC only, Yes, on server or
No.
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Properties

Wizard Properties

Properties provide screen defaults and various control settings
for each wizard. There are three types of wizard properties:
Behavior’s, Defaults, and Helpers.

•  To display the wizard properties screen, place the pointer
over the applicable wizard and right click.  Select
Properties.

Behavior
Only system administrator and supervisor level logins can view
wizard behavior properties. Administrators can make changes
and save to the server; supervisors can only save changes to the
PC.

Wizard behavior modifications can include:

•  Enable/disable certain next steps and tabs.

•  Preset selected field values and control how the wizard
behaves.

Tabs:
Behavior, Defaults, Helpers
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Defaults

Using the Defaults tab, staff can select what information should
display and preset field values.

Helpers

Only system administrator and supervisor level logins can view
wizard helper properties. Administrators can make changes and
save to the server; supervisors can only save changes to the PC.

Using check boxes, system administrator and supervisor level
logins can adjust helper properties by enabling or disabling
certain helpers.
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As shown above, some Helper properties display on additional
information buttons under Configure Properties. This indicates
that the helper has its own Behavior, Defaults, and/or Helper
properties. Click the button beside the check box, to open the
helper’s properties.

Helpers with configurable
properties.
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Some helpers are used for multiple wizards. If a helper property
is changed, the results display globally (within each wizard that
contains that helper).

Next Steps
Next Steps are options available at completion of a wizard; they
are controlled through the Behavior properties.

•  Next Steps options display on buttons or on a separate
screen after a completed task.

Helper’s Property
window
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To Load and Save Properties to the Server

Unicorn system administrators can use the Load Property wizard
to make modifications to properties for different user access
groups. For example, while logged in as a System Administrator,
you can load and modify properties for a “Circ” group.

This wizard guides you through the process of making changes
to an existing properties file or loading a new set of properties to
the system.

1. From the menu click Command, then My Wizards.

2. Select the LOAD_PROPERTY wizard.

Next Step behavior options
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3. Select the applicable option button.

•  Delivered Defaults—Retrieve the delivered
properties.

•  Select Property—Retrieve a set of customized
properties by selecting a file from the adjacent list.

4. Click OK to download the properties.

5. Make the necessary changes.

6. To save your changes to the server, from the menu,
select Command, then My Wizards and choose
SAVE_PROPERTY.

7. Click Yes, on Server. The Properties File Name step
displays. Enter a new or existing file name (or accept the
default name), then click OK to save your changes to the
server.

To Save Properties to Local PC’s

Some staff members may wish to save particular property
changes to their PC. Property changes saved to a PC take
precedence over property files on the server. To save changes to
a PC proceed with these steps:

1. Right click individual wizards and select Properties.

2. Make appropriate changes.

3. From the menu select Command, then My Wizards.

4. Choose SAVE_PROPERTY, and select Yes.
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Essential Unicorn
Administration

Overview

Maintenance activities need to be performed daily, weekly,
monthly and quarterly to ensure system reliability. Some
activities need to be performed using a telnet connection or at a
console, while others may use WorkFlows at any workstation.

Telnet/Console Activities

1. Halting the Unicorn servers.

2. Full backups.

3. Host-machines shutdown.

WorkFlows Workstation Activities

1. Running required maintenance reports.

2. Removing unneeded finished reports.

Unicorn Backup Strategy
Backups provide a mechanism for restoring software and data
after a system failure.  The Unicorn backup strategy has two
parts.

1. A full system backup takes a snapshot of Unicorn
and should be performed weekly. Unicorn servers
must be halted during full system backups.

2. A Daily Transaction backup backs up logs of
transactions that change the database. The Daily
Transaction backup makes a copy of a cumulative
log file. It contains transactions logged during the
current month. There is no need to halt the Unicorn
servers during Daily Transaction backups.
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Example:
When you make a Daily Transaction backup tape on May 5th,
the cumulative log will contain May 1st through May 4th.

When you make your daily backup tape on May 27th the
cumulative log will contain the May 1st through May 26th.
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Halting Unicorn

What does it mean to Halt Unicorn?

•  Halting Unicorn at the server stops all processes that make up Unicorn.

•  Users who are using WorkFlows or the OPAC when Unicorn is halted will have their
connections terminated.

•  While Unicorn is halted, no one can connect using either WorkFlows or the OPAC.

Why halt Unicorn during a full system Backup?

Unicorn stores your records using a relational database structure.
One transaction, such as checking out an item to a user, can
affect several databases.

For example, checking out a book creates a charge record in the
charge database and changes fields in the database records of
both the item and the user involved in the transaction; therefore,
a checkout affects three databases.

Making a backup while the servers are running could result in
situations where related databases are backed up in different
states. Using the above example, if the charge database is backed
up before a check out, but the user database is backed up after
checkout, the user database will have a record of the charge but
the charge database will not. If a restore is done using this
backup, there will be no record of who has the item and the
incorrect charge count in the user record can make the user
record inaccessible.
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Creating full backups while the Unicorn servers are halted
ensures that when your database is restored, all databases contain
consistent information, and all records are accessible.

Halting Unicorn Servers

Connecting To Unicorn

Sirsi recommends that Unicorn servers are halted and started
each morning. Halting Unicorn servers stops all Unicorn
processes. Initializing the servers removes locked files and
running the servers gives Unicorn a clean start.

A Halt, Initialize and Run is a preventative maintenance
measure.

You will need to telnet to the server to halt the Unicorn servers.

  CAUTION: For customers with a SUN server, you will
need to log in as sirsi to perform the halt & run.

1. At a login prompt, type admin then press enter.

2. At the password prompt enter the appropriate
password and press Enter.

3. Enter the PIN once the admin login and password
have been supplied.
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4. Once logged in, a prompt for station identification
displays.  Press Enter for a list of choices.

5. Type vt100 or the line number beside vt100 and
press Enter.

6. A restricted rights legend will display. Press Enter.
The Unicorn Utility Selection menu will display,
which can be used to perform required maintenance
tasks.
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Halt, Initialize and Run

•  While Unicorn is halted no one can connect to it with
either WorkFlows or the OPAC.

•  When halting Unicorn, users who are using WorkFlows
or the OPAC will have their connections terminated.

•  Running Unicorn servers makes Unicorn available again
for connections from WorkFlows and the OPAC.

•  The Halt, Initialize and Run procedure can be completed
in minutes.

Unicorn Servers

Unicorn is made up of multiple servers that run on the host
machine. In this context, servers refer to a group of processes
that do related work.

•  The Workstation server handles interaction between
clients (like WorkFlows) and the Unicorn databases. The
Workstation server must be running to connect to
Unicorn with WorkFlows.

•  The WebCat server enables OPAC connections through
the Web and is dependent on the Workstation Server.
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WebCat cannot run unless the Workstation server is
running.

•  The Z39.50 server runs to enable Z39.50 clients to
connect to library catalogs.

•  The Reports server runs scheduled reports.

•  The Netserver is needed when Unicorn is installed on
one host machine and the OPAC is installed on another
host machine.

Halt Initialize and Run Procedure

To Halt, Initialize and Run Unicorn Servers, refer to the
following steps.

1. From the Utilities Selection menu, type
Unicornadmin or the number beside that selection
and press Enter.

2. From the Operation Selection menu type HALT and
press Enter.

3. When prompted, type ALL and press Enter.
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4. As each server is halted a confirmation message will
display. Press Enter when prompted.

5. When all servers are halted, the Unicornadmin
Operation Selection menu will redisplay. Select
Initialize.

6. When prompted for items to initialize, type ALL at
the prompt and press Enter
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7. When prompted to select gateway to initialize, type
ALL to initialize all gateways.

8. As each server is initialized a confirmation message
will display. Press Return, as prompted by the screen
when each server is initialized.

9. When prompted to select the type of station to
initialize, type ALL and press Enter.

10. When prompted to select the user to initialize, type
ALL.

11. When the same “user to initialize” screen reappears
type EXIT.

12. When prompted for an utility to initialize, type
ALL.

13. When this same screen reappears, type EXIT.

14. Continue to press Enter, as prompted by the screen,
when additional servers are initialized.

15. When returned to the Unicornadmin Operation
Selection screen, type RUN and press Enter.

16. When prompted, select ALL and press Enter.

17. Each server will be cycled through. Press Enter
when prompted.  When all servers have been cycled
through and are running, the Unicornadmin
Operation Selection menu will display. Select EXIT
to return to the Utility Selection menu.



Basic Admin (UNIX) Training Guide

34 January 2003

Unicorn Full Backup Procedure
Unicorn full backup is an attended backup initiated from the
keyboard.  The root password must be supplied to initiate a full
system backup. Refer to the following steps to perform a
Unicorn Full Backup.

1. Using Unicornadmin, halt all servers.

2. From the Utility Selection menu, select Backup. The
following screen displays.

3. From the File Type Selection menu, select full
system.
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4. From the Operation Selection menu, type save and
press Enter.

5. Type the root password at the prompt and press
Enter.
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6. Select the appropriate media type.  If the type of
media you are using is not in the list, please notify
Sirsi.

7. Select the file system to save.
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8. Type yes once the tape is in the drive.  If more than
one tape is needed, the system will prompt for tape
2, etc,.

9. When the backup finishes, verify that the backup
was successful.  From the Unicorn Utilities menu,
select Backup. From the resulting Operation
Selection menu, type verify and press Enter.
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10. Select the type of media used for the backup.

11. Answer YES or NO to the questions listed below.
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12. At the prompt, type the number of tapes used for the
Unicorn full backup and press Enter.

13. Once a successful verify is complete, go to
Unicornadmin to initialize and run all servers so that
Unicorn is available again.

General Backup Recommendations

•  Technologies such as disk mirroring are not
a substitute for backups to external media.
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•  Label backup tapes clearly.

•  Store your backup tapes in a safe place.
Tapes should not be stored in close
proximity to heat sources or electronic
equipment that might generate magnetic
fields. Examples can include telephones,
laminating machines, etc.

•  Follow your tape drive manufacturer’s
recommendations for cleaning your tape
drive regularly. Clean it no less than once a
month.

Note: Tape drive cleaning cartridges have a
limited life. Most cleaning cartridges are labeled
with the recommended number of times they
should be used. Record number of uses on the
label and replace the cartridge when indicated.
Replace tapes used for backup on a regular
schedule.

•  Tapes wear out.  Replace tapes used for
backups on a regular schedule.  Sirsi
recommends that you note on the label the
date when a tape goes into service. Discard
tapes in service for longer than one year.

•  If a tape fails to verify after a backup,
indicate on the label. Discard a tape that
fails to verify more than once.

Restoring Unicorn
When a restore of Unicorn is necessary, Sirsi systems support
personnel will ask for access to the tapes needed to restore the
system.

First, place the latest full-system backup in the system drive.
Sirsi system support staff will use this backup to restore the
Unicorn system to the point in time when the backup was made.

Second, Sirsi support personnel will restore transactions
contained in log files recorded in the latest Daily Transaction
backup tape. Restoring transactions causes logged commands to
be executed again.

To restore transactions, supply the latest Daily Transaction
backup tape. Because these tapes make copies of a cumulative
monthly log file, the latest Daily Transaction backup can be used
to retrieve any transactions from the current month.

If the latest full system backup was made in the previous month,
a second tape of transactions containing transactions from the
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previous month may be needed. The first Daily Transaction
backup tape made in a new month contains all the transactions
from the previous month.

Example:
On May 17, a hardware failure makes it necessary to restore
from backup. The latest full system backup made on May 11 is
restored. To bring the system up to date, transactions that
occurred after the May 11 backup are selected from the
cumulated May log files. Those transactions are processed
through a transaction server so that the commands are executed
again.

Example:

On May 3, a hardware failure makes it necessary to restore from
backup. The latest full system backup made on April 27 is
restored. To restore transactions that occurred in April after the
full backup, the cumulated log file for April is needed. If
necessary, that file can be retrieved from the first daily backup
made in May. To restore transactions that occurred in May, the
cumulated log file of transactions for May is needed. If
necessary, that file can be retrieved from the latest Daily
Transaction backup tape. The selected transactions are
processed through a transaction server so that the commands
are executed again.

Notes About Bootable Backups
If there is a hardware failure that requires a restore of the
operating system, a Unicorn backup alone is not adequate.

Sirsi recommends a quarterly bootable backup be made using
mechanisms usually provided with the operating systems.

Bootable backups are also recommended after operating system
updates or changes to server hardware configuration When it is
necessary to restore from a bootable backup and Full System
backup and a Daily Unicorn backup, the bootable backup is
restored first.

Unicorn Backup Recommendations

Full Unicorn Backup

For a full Unicorn backup, Sirsi recommends the following.

•  Do a Full Unicorn System backup once a week
(minimum).
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•  Unicorn servers must be halted during Full Unicorn
System backups.

•  It is important to maintain multiple generations of Full
Unicorn system backups. This means several of these
backups should be kept on hand. Occasionally a backup
tape cannot be read. Having an earlier one gives added
security. If unable to restore from the last Full Unicorn
System backup, a backup that was made earlier can be
used.

A simple strategy for maintaining multiple generations of Full
Unicorn System backups, when done weekly, involves five tapes
or five sets of tapes. The tapes (or sets of tapes) can be numbered
1 - 5.  Tapes can be used in a rotation that corresponds to weeks
on the calendar. If backups are made on Fridays, on the first
Friday of the month use tape 1. On the second Friday of the
month use tape 2, etc. Tape 5 will only be used in the months
that contain 5 Fridays.  Always use tape 1 for the first backup of
the month.

Note: NEVER make a new backup using the tape that
contains the most recent Full Unicorn System backup.
Consider storing a recent Full Unicorn System backup off
site for disaster recovery.

Daily Transactions Backup

The daily backup is essential for a complete restoration of a
Unicorn system. Running this backup daily helps to ensure that
if a restore is necessary all transactions are recorded. It is
important to maintain multiple generations of daily backup.  That
means you should have on hand several of these latest tapes.
Occasionally a backup tape cannot be read for use in a restore.
Having an earlier one gives added security. If unable to restore
from the latest daily backup, a daily backup tape that was made
the day before can be used instead.

Note: A simple strategy for maintaining multiple generations
of the daily backup involves several tapes. The tapes can be
labeled with the seven days of the week, and can be used in
a rotation that corresponds to calendar days.

Note: NEVER make a new backup using the tape that
contains your most recent Unicorn Daily Transaction
backup.
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Set aside the first daily backup tape made in a new month. At
Sirsi, we sometimes refer to the tape as your monthly tape, even
though the backup is made with the mechanism used for a daily
backup. It contains all the logged transactions from the previous
month.

This tape is necessary if the server is restored from a full backup
made in the previous month.

Sirsi recommends using use two tapes in rotation for the first
daily backup tape made in a new month and suggests labeling
the tapes “even” and “odd” for use in even and odd months.

Note: NEVER use a tape containing a full month of logs in
the weekly tape rotation.

Frequently Asked Questions

How many tapes do I need?

For Daily transactions, use seven tapes, one for each day of the
week. For monthly transactions, two tapes are needed, one for
evenly numbered  months and the other for odd numbered
months. A full Unicorn backup should be completed weekly
using a separate tape for each week. Five tapes should be on
hand for this backup.

Note: If more than one tape is needed for a backup, this should
be added to your total.

Required Maintenance Reports
Sirsi broadly defines reports to include any process that Unicorn
can schedule. You may use Unicorn’s report utility to produce
Lists of Users, Statistics, or Bibliographies. You may also use it
to schedule required maintenance activities.
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The Reports Toolbar

Convert Reports—Converts reports scheduled under
earlier character interface.

Setup and Schedule New Reports—Guides you
through the process of creating a new report.

Scheduled Reports—Allows you to view and modify
scheduled reports.

Finished Reports—Allows you to view completed
report results. Other options include printing and
removing report.

Schedule Required Maintenance Reports

Schedule the reports listed below. Note the scheduling
considerations.

For detailed information on scheduling reports, see Appendix F,
“Schedule a Report,” on page 232.

Required Maintenance Reports

Group Report Name Description Scheduling Considerations

Admin Backup Daily
Files

dailybackup

Makes a backup of a log of
all transactions that have
changed databases in the
current months.
Appropriate tape must be in
tape drive when report runs.

Run daily at 00:10.
Must run after midnight.

Admin Statistics Log

statlog

Extracts circulation
transactions from history
log and builds statistics
transactions.

Run daily at 00:15.
Works with consolidated history
logs. Must run after Backup Daily
files

User Update User
Delinquency
Status

setdelinq

Flags overdue items.
Evaluates users and edits
their status in accordance
with library policies.
Updates estimated fines in
charge records.

Run daily at 00:20.  Must run
after materials become due,
usually 23:59.
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Group Report Name Description Scheduling Considerations

Text Add, Delete,
Update
Databases
adutext

Updates the keyword and
browse indexes for
bibliographic data.  Plays a
role in authority control.

Run daily at 02:00.

Authority Correct
Authority
Thesauri*
correctthesauri

Balances authority thesauri. Run at 02:05.

Text Reorganize
Text Dictionary
reorgtext

Reorganizes keyword
indexes to make them
smaller and more efficient.

Run weekly (minimum).
Schedule to run weekly on
Saturday at 02:30.

Authority Reorganize
Thesauri
Dictionary*

reorgthesauri

Reorganizes authority
thesauri to make them
smaller and more efficient.

Run weekly (minimum).
Schedule to run weekly on
Sunday at 02:30.

Admin Consolidate
Daily Logs

Changes multiple daily log
files into single monthly log
files and compresses them.

Run monthly on the 2nd at 1:00.

* When authority control is turned on.

Monitoring the Status of Required Maintenance
Reports

Each day a staff member should verify that the required
maintenance reports ran without error.

To Monitor the Status

1. Click Finished Reports . The Finished Reports
window displays.

2. Select OK to accept defaults. The List Finished Reports
window displays.
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3. A status of OK means that the report was able to finish.

4. If a required maintenance report has the status of
ERROR, do not remove the report from the finished list.
Contact the Help Desk and describe the error.

View Selected Reports

Even when the status is OK, you should review the logs of the
following selected reports and search for the words “error” and
“abnormally”:

Add, Delete, Update Databases

Reorganize Text Dictionary

Reorganize Thesauri Dictionary (scheduled when authority
control is enabled)

To View Finished Reports

1. Click Finished Reports . The Finished Reports:
Properties window will display.

5. Select OK to accept defaults. The Finished Reports: List
Finished Reports window will display.

6. Highlight the applicable report in the finished list.

7. Click View. The report will open for viewing in
WordPad.

Note the
Status

column
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If a required maintenance report has a message that
indicates a possible problem, do not remove the
report from the finished list. Contact the Help Desk
and describe the situation.

Guidelines for Removing Finished Reports

•  Every week, remove unneeded finished reports to
recover disk space and reduce clutter.

•  Remove finished maintenance reports, as well as
unneeded finished reports run by staff.

•  When removing required finished maintenance reports,
leave reports dated from the latest two days in the list. If
subsequent reports run in ERROR, the Help Desk may
want information from the reports finished in the few
days before the error.

•  Do not remove a maintenance report that is the subject
of a Help Desk call until the call is resolved.

•  Remove all finished reports over two weeks old.

To Remove a Finished Report

1. Click Finished Reports . The Finished Reports:
Properties window will display.

2. Select OK to accept defaults. The Finished Reports: List
Finished Reports window will display.

3. Highlight the applicable report to remove.

4. Click Remove.

5. Select the corresponding check box for the report(s) you
wish to remove.

6. Select Remove, then Remove All.
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Monthly System Shutdown
Shut down and restart the host machine each month. A full
system shutdown kills defunct processes, removes files from
temp space and resets hardware. It is a preventative maintenance
measure.  To perform the monthly system shutdown, refer to the
following steps.

1. Halt the Unicorn servers from Unicornadmin.

2. Shut down the host machine.

3. Briefly turn off the host machine to reset the
hardware.

4. Boot the host machine.

5. Start the http server.

6. From Unicornadmin, initialize all.

7. Run all Unicorn servers.

Shutdown Procedures

To shut down the Unicorn servers, refer to the following steps.
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1. Log in at the console before shutting down.

2. Halt the Unicorn servers for Unicornadmin.

3. Following the procedures outlined earlier, go to
Unicornadmin and halt all servers.

4. Shutdown the host machine. Shutdown procedures
vary between operating systems.

5. Shutdown IBM AIX machines from within Unicorn.

6. From the Unicorn Utility Selection menu, select
computeradmin.

7. From the Computer Resource Administration menu,
select System Shutdown.
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8. When asked whether to proceed with shutdown,
select yes.

9. When prompted, type the root password and press
Enter.



Essential Unicorn Administration

January 2003 51

After pressing Enter, the shutdown begins.  The shutdown is
complete when the last line on the screen displays

…Halt completed…

Note: IBM AIX machines may be shutdown from a shell
prompt. SIRSI recommends doing a shutdown from within
Unicorn because the Unicorn shutdown script checks to
ensure that servers are halted before proceeding with the
shutdown command.

Sun Solaris or Intel Solaris machine

Shutdown Sun Solaris or Intel Solaris machines from a shell
prompt using the following steps.

1. At the console, login as root.

2. Type the following command and press Enter.

/usr/sbin/shutdown -y -g0 -i5

This command will complete the shutdown and power off the
host machine.

Use a shell prompt to shut down machines running other
operating systems.

Explicit instructions for shutdown of IBM AIX and Sun
machines are provided for SIRSI’s turnkey customers. If running
Unicorn on another platform, consult the UNIX system
administrator or system documentation for guidance on the
appropriate shutdown command.
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IBM AIX and Sun Machines

To shutdown IBM AIX and Sun machines, refer to the following
steps.

1. Briefly turn off host machine to reset the hardware.

2. If the shutdown did not power off the host machine,
turn it off now. This step will reset the hardware.

3. Boot the host machine.

4. Power on the host machine. It will boot
automatically.

5. Start the http server.

Starting the HTTP Server for Turnkey Installations

1. Use a telnet application to connect to your host
machine. Login as admin.

2. From the Utility Selection menu select
wwwmanager.

3. Type run and press Enter to run the wwwmanager.

4. Exit the wwwmanager.

Software only installations

Explicit instructions for starting the http server are provided for
SIRSI’s turnkey customers. If your SIRSI contract is for
software only, consult your UNIX system administrator or http
server documentation for guidance on starting the http server.

Initialize

From the Utility Selection menu, select Unicornadmin.
Following the procedures outlined earlier, initialize all servers.

Run All Unicorn servers

Still within Unicornadmin and following procedures outlined
earlier, run all servers.
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Additional Maintenance Tasks

Daily

Check the status of workstation server

Check the status of the workstation server daily through
Unicornadmin and search for the word “error”.  This will let you
know if there are any database errors and other types of errors on
your system from the previous working day.  This status will
track each time you halt and run the Unicorn server.  Follow the
steps below:

1. From the Utilities Selection menu, type
Unicornadmin or the number beside that selection
and press Enter.

2. From the Operation Selection menu type STATUS
and press Enter.

3. Type workstation server or the number beside that
selection and press Enter.

4. Select workstation server or the number beside that
selection and press Enter.
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5. Type in the date for last working day of the library
and press Enter.  Use this date format:
MM/DD/YYYY.

6. Type “CTL-L” to get a search prompt.  Type
“error”.
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7. Report any errors to the Sirsi helpdesk.

Weekly

Remove unneeded files

When using a batch record loading report, a backup copy of the
records is written in the /Unicorn/MarcImport directory on the
server machine. Records will be stored in one of two directories,
depending on whether the record was loaded successfully into
the catalog or was loaded successfully for review.

Records that loaded successfully in either the catalog or the
review file are stored in files in the
/Unicorn/MarcImport/Bibbackup directory. Records that
failed to load are stored in files in the
/Unicorn/MarcImport/Biberror directory.

To conserve disk space, you should remove all files under
Bibbackup and Biberror after performing a full system backup.
Remove files using the MarcImport wizard, located on the util
toolbar.  Here are the steps for removing unneeded files:

1. Change toolbar to util.

2. Select the Marcimport Utility wizard.
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3. Select Bibliographic data backup.

4. Highlight the file to remove and click Remove.  You
will only be able to remove one file at a time.

Create mail file

Any email that is sent from the server has to have an email
address to bounce back to if the email is undeliverable.  Creating
a forward file will allow you to designate the email address you
will like to have email bounce back to.  Here are the steps to
creating a forward file.

1. Find out what user you plan to use to do the HALT
and RUN of the report server.

2. grep for that user name in the /etc/passwd file.  For
example, if they use the admin user to halt and run
the report server, the grep would be:

grep admin /etc/passwd

3. The second to last field you get as a result will be the
home directory of the user.  For example:
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admin:!:201:205::/s/admin:/bin/ksh

/s/admin is the home directory for this user.

4. Type su (in order to become root)

5. cd to the directory you got in step 3.  "cd /s/admin"
in this example.

6. Type “vi .forward” (to create the .forward file
containing the email address)

7. In this file put the email address with no spaces or
additional characters and save.

Check available disk space

Check available disk space.  /s (or the file system that Unicorn is
installed on) should not be more than 80% and /tmp should not
be more than 20%.  To check disk space, use these UNIX
commands.  (If the platform is AIX, disk space can be checked
from Unicorn Utilities.  Select Computeradmin/disk space/file
system)

AIX/Deck Alpha...................................................................df

SCO ......................................................................................df -v

HP.........................................................................................bdf

Sun........................................................................................df -k

Monthly

Remove old logs

The log files are retained on the server under
/s/sirsi/Unicorn/Logs. Two important log types are the history
logs and the statistics logs, found under the Hist and Stat
directories respectively. The history logs record every
workstation transaction that has successfully changed the
database.

The statistics logs consist of consolidated and processed history
logs. A statistics log contains the same transactions as the history
log it was created from, except that each specific user and item
transaction is replaced with general demographic information.
Statistics logs are used by statistical reports, such as the
Transactions Statistics report.

Retain history and statistics logs as far back as necessary for
statistics and/or other information through reports. Remove all
other logs older than 3 months. Removing old logs can prevent
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problems that may result when there is insufficient disk space
available for Unicorn to function properly.

Remove lines from the error file

The error file is read when you check the status of the
workstation server.  This file not only records errors, but also
every time you perform a halt & run.  Once a month, remove
lines older than one month from the error file.  Before removing
lines from the error file, make sure the Unicorn servers are
halted.  The error file is found under /s/sirsi/Unicorn/Logs
directory.

Unicorn Essential Administration Checklist

Daily

•  Halt, initialize and run all servers from Unicornadmin.

•  Check the status of the workstation server from
Unicornadmin and report errors to Sirsi helpdesk.

•  The following reports should run every day; verify that
they ran without error:

Group Name

User Update User Delinquency Status

Administration Backup Daily Files

Administration Statistics Log

User Add, Delete, Update Databases

Authority Correct Authority Thesauri *

* When Authority Control is enabled.

Weekly

•  Complete a full system backup.

•  Remove unneeded files from Bibliographic data
backup and Bibliographic load error.

•  Remove unneeded finished reports.

•  The following reports should run every week. Verify
that they ran without error:

Group Name

Text Reorganize Text Dictionary
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Administration Reorganize Thesauri Dictionary
(when authority control is enabled)

•  Check mail for users who run servers.

•  Check available disk space. Notify Sirsi if you need help
recovering space or moving files.

Monthly

•  Remove lines from the error log more than one month
old.

•  Set aside Backup Daily Files tape created on the first
working day of the month

•  Run Consolidate Daily Logs report on the 2nd of each
month.  Verify it ran without error.  This report should
run monthly at a minimum.

•  Shutdown and restart the host computer.

Other Tasks

•  Remove logs older than three months old, except for
history and statistics logs.

•  Backup history and statistics logs at least once a year. If
you need to read information in the logs through reports,
place the logs back on the server in the appropriate Logs
directory and remove after completing reporting.

Contacting Customer Service
If you need further information after referring to the WorkFlows
Online Help or the Sirsi Corporation Web site, please contact
Sirsi Corporation’s customer service.

Contact Sirsi

The Customer Service telephone number is

•  877-401-9534 (toll free)

•  256-704-7001

Customer Support is available 7 a.m. to 7 p.m. CST Monday-
Friday
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Information needed when calling Sirsi Customer
Support

•  Site Code _________________.

•  Unicorn version.

•  Operating system.

•  Exact error messages, including case of letters.

•  Steps leading to the error message and if the error occurs
consistently.

•  If related to a Unicorn report, supply the name of the
report and a copy of the report log. You may fax report
logs.

•  Screen prints of the issue if possible.

•  Best way of responding to inquiry, such as telephone or
email.

Customer Service Actions

The following procedure takes place when Customer Service
receives a call:

1. A customer consultant receives the call and tries to
answer your question or solve your problem.

2. If after five minutes the issue has not been resolved, the
consultant opens a call and assigns the incident a unique
reference number.

3. Your incident is routed to the Sirsi customer consultant
best qualified to address your question or problem.

4. Urgent issues, such as a down system, receive the
highest priority.

Note  If all lines are busy when calling the Help Desk, you have
the option to remain in a queue or leave a message. If you leave
a message, you can expect a return call by Help Desk personnel
with an incident number within an hour.

Sirsi Customer Service Fax Number

The Sirsi Customer Fax Number is 800-239-3239 (toll free).
After receiving a fax the following occurs:

1. Upon receiving a faxed question or problem, a
consultant opens a Help Desk call.
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2. By the end of the day, an incident number is assigned
and the customer is notified.

E-mail

Upon receiving an e-mail message, the following will take place:

1. An e-mail message opens a call automatically.

2. Call numbers for e-mailed calls are automatically
assigned and should be returned to the registered e-mail
contact within an hour.

3. Consultant reviews and routes e-mail calls.

4. Register for e-mail support through http://www.sirsi.com
under Customer Support.

5. Many sites register an e-mail alias for e-mail support.
This alias allows multiple people to see e-mail responses
from the Help Desk.

Authorized Contacts

Each site may designate a primary contact with additional
alternates to communicate with Sirsi Customer Service.

•  When possible, funnel questions to the Help Desk
through the primary contact, usually a system
administrator.

•  Sirsi reserves the right to direct all replies to Help Desk
inquiries to the individual listed as a primary contact.

•  The primary contact is responsible for communicating
answers to others that may have submitted questions.

•  For more information on how Sirsi Customer Support
routes and answers calls, refer to WorkFlows Online
Help.

Call Tracking Mechanisms

After receiving a customer call, the query receives a tracking
number, referred to as an incident number.

Note  If a call is made and no incident number is received within
an hour, the call should be resubmitted.
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Creating New Logins

Overview
For most situations, creating a new login is as simple as creating a
new user record and assigning the appropriate User Profile and
Library policy. If there is not a User Profile policy that includes
the desired User Access and Environment policies, you may need
to create a new User Profile policy, along with a new User Access
and Environment policy. You may locate all of these policies
using the Config toolbar.

•  User Profile – User Configuration wizard

•  User Access – Access Control Configuration wizard

•  Environment – Access Control Configuration wizard

The following diagram illustrates the relationship between the
User Profile, User Access, and Environment policy.

After creating new policies, you must stop and start Unicorn to
make the new policies available. Change toolbars to the Circ
toolbar to create the user record with the New User Registration
wizard. Attach the new User Profile to the new user record.
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Create a New Workflows Login

Investigate your User Access policies to determine whether you
need to create a new policy for this staff member.  If an
appropriate User Access policy exists, proceed to step 17.

If you need to create a new User Access policy, you can copy an
existing policy and make changes as needed. For example, you
might choose to copy the CIRC User Access because the new
login will need many of the CIRC functions.

To Create a New WorkFlows Login

1. Open the Config toolbar.

2. Click the Access Control Configuration wizard .

3. Click User Access from the Select a Policy window.

4. From the Display Policy List for User window, click
New.

Basic Tab

1. Enter the policy Name. Do not include spaces or
punctuation, except an underscore [ _ ].

2. Enter the policy Description; this only displays in
WorkFlows.

3. Use the Request List gadget to select a Request List.
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4. Select the applicable User Level option button. The user
level has five important functions:

User Level controls the PINs staff can view in a user record.
If a staff member modifies a user record with the same
or higher user level as that staff member’s login, the
staff member will not be able to see the PIN. Staff may
only see the PIN on a user record that represents their
WorkFlows login or user records with a lower level
login.

� For example, the CIRC login has a user level of Staff.
With this level of access, staff can see the PINs for
all user records with a level of Public and Extended
Public, along with the pin for the CIRC user record.
They will not be able to see the pin for a Supervisor
or System Administrator. System Administrator level
logins can see all PINs.

User Level controls the type of user record staff can create;
only allowing them to create a user record with a level
below their own.

User Level controls the properties staff members can modify.

� Staff level logins can only see default properties.

� Supervisor level logins can see all properties,
but can only save them to the PC.

� System Administrator level logins can see all
properties and save them to the PC or to the
server.

Certain OPAC elements use User Levels to limit access.

User Level controls the templates, scheduled and finished
reports a login can view. Staff and Supervisor level
logins can only see the reports owned by that login.
System Administrator level logins can see all reports.

5. In the Simultaneous Users field, enter the number of
users that may login at the same time using this user
access.
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6. Use the Command List gadget to select the applicable
Command List.

InfoVIEW uses the Command List to control which
functions a staff member may use. Workflows, controls
this through the Access List, although it is important to
have a command list assigned. Parts of Workflows use a
command, such as HALT WORKSTATION, which
allows a person to log out of Workflows. Generally, you
can assign an existing command list and do not need to
create a new one.

7. Use the Report Group List gadget to select the report
groups this User Access will see when using the Schedule
New Reports wizard.

8. Select the appropriate Access Type option button.

•  Shared - Usually used for logins shared by more
than one person.

•  Personal - Allows a person to change the pin number
in the OPAC. The Personal access type has other
purposes, depending on the type of OPAC used:

WebCat – If a person logs into WebCat and modifies
the preferences, the system stores those changes in
the patron’s user record. The next time the patron
logs in, WebCat defaults to the patron’s preferences
instead of the preferences set up on the server. When
you log in with this access type, you do not need to
identify yourself, the system fills in your User ID
where necessary.

iBistro/iLink – If a person with a personal access
type logs into iBistro or iLink from the login screen
within iBistro or iLink, a new button appears labeled
MyBistro or MyLink. This feature, called My
Favorites, allows a patron to have the system notify
them when material on a certain subject or by a
certain author comes into the library. As with
WebCat, you do not need to identify yourself when
you login.

9. Select the appropriate administrator-defined set of
Properties using the list. The WorkFlows properties
specify which fields display, which helper/next step
activities are available, and the default values for required
fields.

10. Click Save Changes.

11. From the Display Policy List for Users Access Policies,
highlight the new policy created above, and click
Modify.
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12. Click the Access List tab.

Access List Tab
The access list controls the wizards this login may use. Wizards
are mainly grouped by modules, select one of the modules to list
the available wizards. The Utility button lists wizards from the
Config, Report, and Util toolbars as well as a few wizards that are
not on any toolbar.

13. Click the applicable Module.

14. Select the applicable checkboxes for the wizards you
want to include in the User Access policy.

15. Click Save Changes.

16. If you chose to use an existing User Access policy in step
1, investigate your User Profile policies to determine if
there is a User Profile policy that contains your User
Access policy. If so, proceed to step 17.

If you created a new User Access policy, you need to
create a new User Profile policy. You can choose to copy
an existing User Profile and then modify it to assign the
new User Access.

Note  If new policies were created, you will need to halt and run
the Unicorn servers before proceeding to step 17.
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17. Use the New User Registration wizard  to create
the user record. The User ID and PIN entered in the user
record will be used for the WorkFlows login. Assign the
appropriate Library and User Profile policies.

PINS and Passwords

PIN

The PIN, or Personal Identification Number, is a personal code
optionally assigned to every user in the system.

PINs are a random 1-10-digit combination of letters and numbers.
After correct entry of both the user ID and PIN, the user may
access confidential information about their circulation status.
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To change a PIN

1. Open the Circ toolbar, click the User Information group
icon, and then click the Modify User Wizard.

2. Search for the user by name, user ID, alt ID, or group ID.

3. Choose the Privilege tab.

4. Type the new PIN in the PIN field. Tab to the override
field and enter an override that has the User Privilege
override capability attached.

5. Select OK.

Note  The user’s access level is compared to the record’s access
level. If the user’s access level is not above the record’s access
level, the login PIN or password on the Privilege tab cannot be
modified.

Password

Instead of using PINs, you can configure Unicorn to use
encrypted passwords at least six characters in length to allow
access to Unicorn and user information. Contact Sirsi Customer
Support to configure Unicorn to use passwords.

Sirsi recommends that you change the UNIX password for the
sirsi login.  To make this change, you will need to telnet to the
server as “sirsi”.  At a UNIX prompt, type “passwd”.   The
system will prompt you to type in the old password and define
what the new password is going to be.  The change the UNIX
password for admin, you will need to login as root.
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Access Control Configuration

Overview

Access Control Configuration   policies allow you to perform the
following functions.

•  Make necessary additions, changes, or deletions to the
list of users who may access Unicorn.

•  Determine how to access Unicorn.

•  Specify what types of terminals the library use as
workstations.

•  Configure commands and wizards for a particular user or
a class of users.

Policies contained in the Access Control Configuration group
include:

•  Barcode •  Command List

•  Environment •  Operator

•  Request list •  Station

•  User Access
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Operator Policy
Each Operator definition consists of a unique Operator ID, a
description of where it has been assigned, a User Access and a list
of protected conditions that the Operator ID can override.
Operator IDs are used to execute commands and wizards at a
workstation that have not been permitted in the current user’s
defined command list, and to bypass or override certain system
blocks.

From the Display Operator policy List window, you can create,
display, modify, copy, or remove the Operator policies. Select
Cancel to close the window.

Operator Policy Attributes

Name
The Name may be any word or name but should be
ten characters or less, and cannot include spaces or
punctuation except a dash [ - ] or underscore [ _ ].
Keep the name confidential. The ID uniquely
identifies each Operator policy. Any number of
operator IDs may be defined for different functions
and for different staff members.

Note  Unlike other policy names, you may modify the Operator
policy name. Operator policy names act as passwords in Unicorn,
so it is wise to change them occasionally.

Description

You may assign each Operator ID to a specific
library staff member or to a library department. The
Description may be used to identify the assignment,
such as, CIRCHEAD, CLERK1, or BSMITH.
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Overrides

An operator ID entered in an Override field
establishes the authority to ignore the system blocks
specified in the Override list. Use the Select from
Policy List gadget to select one or more overrides:

For a description of each override, refer to
WorkFlows Online Help.

User Access

Use the Display Policy List gadget to select a User
Access policy. User Access enables users who enter
the correct override to execute a wizard they cannot
usually access.

The User Access policy determines which wizards a
given user may use. At the WorkFlows login,
Unicorn verifies the User Access policy, and only
downloads appropriate wizards. An Override window
displays if a user attempts to execute a wizard that is
not permitted.

After entering an Operator policy ID, the system
checks the user access associated with the Operator
policy to ensure that the wizard is authorized for use.
By entering an Operator policy, a user is permitted
temporary access to wizards allowed for another user
access.

Caution  If this field is left blank, you cannot have temporary
access to the wizards specified in the User Access policy.

Environment Policy
The Environment policy defines a named set of screens, a
gateway, and additional information that comprise the overall
appearance and other configuration settings in the Unicorn
workstation.



Basic Admin (UNIX) Training Guide

72 January 2003

Environment Policy Attributes

Screens Directory

Each Environment policy must include a Screens
Directory, which specifies a directory on the host
computer containing the screens used by a group of
users. The screen directory, Generic contains the
library’s standard configuration defaults and values,
and is always available. Other screen directories may
also be available, each with some different input
fields, field labels, default field values, and other
library configuration options defined for use by a
certain department or for a particular procedure.

System Logging
As a rule, the System Logging option button for each
Environment should be set to No (off). System logs
are daily records of every command (request and
response) issued by a workstation client. This log is
optional and is never done on a full time basis
because it consumes an enormous amount of disk
storage. If system logging is used, the Unicorn
administrator must monitor disk storage on the host
computer daily. Use system logging mainly for
training and/or investigative purposes.
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Default Command

The Default command allows the library to define
which Unicorn workstation command to bring up
after a user starts an InfoVIEW workstation session.
This selection is not applicable to WorkFlows.

Idle Timeout

This allows a user’s workstation client to reset to the
system’s welcome screen after a period of inactivity.
The timeout interval can be from 30-30,000 seconds.

For WorkFlows users, set the Idle Timeout to zero
(unlimited). Workflow wizards do not refer to the
idle timeout.

Host Timeout

The Host Timeout sets the number of seconds before
the workstation client logs out if it receives no
response from the host computer. The timeout
interval can be from 60-500 seconds.

Zero is a valid value for the Host Timeout attribute.
A zero value disables this attribute. By disabling the
host timeout, the workstation will not log out,
regardless of how long it takes the host computer to
respond.

Search Output Limit

The Search Output Limit specifies the greatest
number of search results the user can mark for
printing, downloading, or e mailing. The limit can be
from 0-24,999 records.

Search Sort Limit

This specifies the maximum number of sorted search
results. Search results are only sorted if the number
of retrieved records is less than the specified Search
Sort Limit number. The limit can be from 0-24,999
records.

Gateway Database
The Gateway Database specifies the OPAC Manager
gateway used for any user record that references this
environment. OPAC Manager gateways determine
which destinations and services are available to an
OPAC user.

Search Source Group

The Search Source specifies a group under the user’s
default gateway to make Z39.50 destinations
available in the Search Source wizard. The ROOT
group is specified so that all available group
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elements, regardless of where they are organized in
the gateway, display as available choices. Z39.50
destinations in the specified group, or in subordinate
groups, will be available unless flagged as not
available.

Language

This required field specifies a Language policy. This
attribute sets the system’s default language for the
workstation session at customer sites that support
multiple languages. When a user logs in, the default
language specified in the user’s environment is used
for WorkFlows workstation buttons, field labels, fly
by, and balloon helps, window titles, and messages.

Station Policy
When accessing Unicorn, a user must identify the station type.
For example, the Circulation workstation client connects through
a different port each time a user logs in. However, user
workstations are on all PCs, so the station name CIRCPC can
provide the correct station identification each time. If the station
identification cannot be linked to a port, the user is asked for
station identification each time they access Unicorn. Unicorn will
not let a user proceed if they do not select a valid station from the
list.

The Station policy name is specified on the Configuration screen
in WorkFlows. Select Preference, then Configuration to display
the Configuration screen.



Access Control Configuration

January 2003 75

Station Policy Attributes

Name
The Name typically represents a particular type of
workstation, the location of the workstation, or the
name of the user. Accepts 1-10 characters and may
not include spaces or punctuation except [ - ] or [ _ ].

Description
The description provides additional information
about the policy and its use by the library. The
description may be up to 60 characters in length.

Type

Stations must belong to one of the following
categories.

•  Port - The station is directly connected to a serial
port on the host computer. If a station is
identified as Port, then the server serial port that
the station is connected to must be identified.
Port-type stations should be named by the
server’s serial port name, as in TTY6 or TTY14.
PORT-type stations require the Port, Location,
Library, and Terminal Type attributes.

•  Named - Although the station is not directly
connected to the host computer, it has a fixed-
purpose and library location, such as a circulation
terminal connected to the host through a local
network. Both the terminal type and the location
can be defined, but the port name cannot be
defined. Named-type stations should be
identified by location, as in CIRC3 or PUBLIC5.
Named-type stations require the Location,
Library, and Terminal Type attributes (port
cannot be defined because it will always be
different).

•  Floating - The station accessing the system is not
directly connected to the host computer and not
located physically within the library (has no fixed
library function). Only the Terminal (station)
attribute is required for Floating stations; the
Port, Library, and Location attributes cannot be
defined. Floating-type stations should be
identified by Terminal Type name, as in
WYSE30 or VT100.
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Library

If a Station policy has the Station Type field set to
Port or Name, then the station also requires a Library
attribute. The established library names have been
entered in the Unicorn polices. This 1-10 character
library ID is required for both single and multi-
library systems. This field references the Library
policies.

Use the Display Policy List gadget to select a library.

Location
If a Station policy has the Station Type field set to
Port or Name, then the station also requires a
Location attribute. The established locations have
been entered in the Unicorn polices. Use this 1-10
character location name to instruct the workstation
client to print a Route To shelving slip when
discharging a book that does not have the location of
the current station (if shelving slips are required by
the library). This field references the Location
policies.

Use the Display Policy List gadget to select a
location.  For example, Automatic Printing of a
Shelving Slip.

If a circulation desk station identification contains a
location attribute of STACKS and a book with a
home location of GOVTDOCS is discharged, with a
configured, online receipt printer, the workstation
client prints a routing slip with the following
message.

route to GOVTDOCS

Port
If a Station policy has the Station Type attribute set
to Port, then the station also requires a UNIX port or
tty name.

Terminal

Each station must have an assigned UNIX terminal
name. UNIX terminal names are not the same as
station names; the library cannot create new terminal
names. The /Unicorn/Custom/terminaltype file
lists all terminals supported by Sirsi. If the library has
a workstation in the library not on this list of UNIX
terminal names, contact Sirsi Customer Support for
assistance. This field references the Terminal Type
utility.
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Use the Display Policy List gadget to select a
terminal.

Color Workstation

Each station has a Color attribute which should be set
to Yes for a color PC, terminal, or X terminal.  Set
this value to No for monochrome PCs, terminals, and
X terminals.

Platform

This field specifies whether the workstation is a
terminal (Host) or PC (Microstation). Unicorn uses
this field to determine whether screens and key
definitions are resident on the PC or are supplied by
the server.

Receipt Printer Attached
Select Yes or No to indicate whether a receipt printer
is attached.

Reader Attached
Select Yes or No to indicate whether a barcode or
OCR reader is attached to a workstation using this
Station.

Character Translation
If a station policy needs to allow other terminal
emulation and if characters need to be changed from
one series to another, select the appropriate character
translation table.  This field references the
Translation policies.

Use the Display Policy List gadget to select a
translation table.

To Create a Named Station

Named stations allow you to track transactions that occurred on a
PC, such as amount of money received at that PC or circulation
activity.

1. Click the Access Control Configuration wizard  on
the Config toolbar.

2. Click Station.

3. If you are creating a named station for a circulation desk,
Copy the PCGUI-DISP station policy. If you are
creating a named station for a desk that modifies records,
Copy PCGUI-EDIT station policy and enter a new
name.
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4. Select the Named option button.

5. Use the gadget to select a Library.

6. Location is a required field if the station type is Named.
This location name is used to instruct the workstation
client to print a Route To shelving slip when an item is
discharged that does not have the location of the current
station (if shelving slips are required by the library). If
your library does not print reshelving slips, select any
location. The location will not have any special purpose.

7. Click Save Changes. The new station policy will be
available after you stop and start the Unicorn services.

8. To select the new named station, log in to Workflows.
From the Menu, select Preference, then Configuration.
Select your new station from the name list. Click OK.
You will get this message “These changes won’t go into
effect until you restart the workstation.”

Name list
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Barcode Policy
The Barcode policy allows you to display or modify six barcode
definitions, including five fixed-length and one variable-length.
Use these barcode definitions to describe the different types of
barcodes the library might use.

Note  You cannot create barcode policies, you can only modify
the six existing policies.
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Variable Length Definitions

The following fields display for variable-length barcode policies.
Variable-length barcode definitions are not numbered.

Name

This field uniquely identifies the policy. The Name
should be ten characters or less, and may not include
spaces or punctuation except [ - ] or [ _ ].

Description
The Description provides more information about a
policy and its use by the library. The description may
be up to 60 characters in length.

Variable Length, Minimum Length, Maximum Length
These fields refer to whether the policy will use
barcodes of varying lengths, and the minimum and
maximum number of characters in a variable-length
barcode definition.

Fixed Length Definitions

The following fields display for the five fixed-length policies.

Read Length

The Read Length specifies how many characters are
in the fixed-length barcode, including a check digit.

Skip Length

Skip Length specifies how many characters—reading
from the left—to skip when the fixed-length barcode
is scanned.

Use Length

Use Length specifies how many characters, reading
from the left (after skipping characters as specified
by the Skip attribute), should be retained when the
barcode is scanned. The number specified in the Skip
attribute and the number specified in the Use Length
attribute must equal the total number of barcode
characters.

Checksum

Checksum specifies whether a check digit is used in
the barcode. A check digit is a digit at the end of the
barcode that represents a checksum calculated by
running the other scanned characters through a
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mathematical formula. Check digits are used to verify
the accuracy of the scan. Valid replies are Yes or No.

Remove All Alphabetic Characters

This specifies whether to remove all alphabetic
characters when the barcode is scanned.

Remove All Leading 0’s

This specifies whether to remove all leading zeros
when the barcode is scanned.

If you select all of the Barcode policy fields, the order of
precedence becomes:

1. Read Length

2. Skip Length

3. Use Length

4. Remove All Alphabetic Characters

5. Remove All Leading 0’s
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User Configuration

Overview

The User Configuration policy group contains policies used to:

•  Gather statistics.

•  Control the distribution of items to users unable to come
to the library.

•  Define limits on circulation activity for specific types of
users.

Policies contained in the User Configuration group include:

•  Extended Info •  Address 1-3

•  Profile •  Category 1-2

Profile Policy
Each user in the system has an assigned User Profile policy. User
Profiles divide library users into groups. The groupings can
establish different categories of privileges in the system, e.g.,
juvenile vs. adult or faculty vs. student, or provide identification
for statistical purposes, e.g., graduates vs. undergraduates.
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Profile Policy Attributes

Charges Allowed
When a user is added to the system or has their
privilege extended the User Profile policy determines
how many total charges the user can make before
their privilege expires.  Enter a number between 0 -
25,000.

Hold Rank
Each title and item in the Unicorn database may have
a list of users waiting for it to become available. This
is the holds queue. Among other criteria, the User
Profile’s hold rank number determines a user’s place
in a hold queue. User Profiles may be assigned a hold
rank from 100 to 199; the lower the number, the
higher the rank in the holds queue.
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All User Profiles can have the same rank allowing
everyone the same opportunity to request material
(given that other hold criteria are equal).

Note  If your system is configured to use Unicorn’s Demand
Management feature, hold priority is determined in the following
order:

1.  Highest priority from the Hold Map policy
2.  Highest rank specified in the hold record
3.  Earliest date/time the hold was placed

Recirculate Item
When an item is charged to a user, it may be possible
to charge it again to another user without discharging
it from the first user. This is only possible if the first
user’s User Profile permits recirculation.

Privilege Limit Type

When a user is added to the system or has their
privilege extended, the User Profile determines when
the privilege expires. There may be no time limit on a
privilege or the limit may be set so the privilege
expires in a number of days, weeks, months or years,
or on a specific date. This field allows you to specify
the type of privilege limit.

Privilege Limit

Use this field to specify the limit duration.

Privilege Fee

When a user is added to the system or has existing
circulation privileges extended, the user may be
billed according to this field.

Overdue Threshold
Unicorn monitors the number of items overdue for
every user. If a user has items overdue that pass that
User Profile overdue threshold, the user is blocked
from further charging. The overdue threshold may be
set to any number desired for each User Profile. If set
to 0, the Overdue Threshold is not considered in
determining the delinquency status.
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Bill Threshold

Unicorn monitors the amount of money owed by
every user, including both bills and accruing fines. If
a user meets the bill threshold set in the user’s
profile, the user is blocked from further charging.
The bill threshold may be set to any amount desired
($.00 - $10000.00) for each User Profile. If set to
$.00, the bill threshold is not considered in
determining the delinquency status.

Charge Limit
The Charge Limit is the maximum number of items
any user may have charged at one time. Unlike the
Overdue and Bill Thresholds, the user’s delinquency
status is not affected when the charge limit is
reached. If the user reaches the Charge Limit, only an
operator override allows that user to check out
additional items.  Enter a number from 0 - 25,000.

Reserve Charge Limit

The Reserve Charge Limit is the maximum number
of items on academic reserve any user may have
charged at one time.  Unlike the Overdue and Bill
Thresholds, the user’s delinquency status is not
affected when the reserve charge limit is reached. If
the user reaches the Reserve Charge Limit, only an
operator override allows that user to check out
additional items.  Enter a number from 0 - 25,000.

Hold Limit
The Hold Limit is the maximum number of items any
user may have on hold at one time. If the Limit is set
to 25,000, the amount is unlimited.

Note  Hold Limit is used for placing, not satisfying, holds.

Library Precedence
If the library sets a due date for items using the Loan
Period attribute of the Library policy, and the Library
Precedence field is set to Yes, the due date the library
set takes precedence over the normal due date. If the
Library Precedence field is set to No, then the Loan
Period attribute of the Library policy is ignored, and
the date the item would normally be due stays in
effect.
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Billable

The Billable field indicates whether users with a
particular User Profile may be billed automatically
by Unicorn because of some fee-based circulation
activity.

Routing Rank

The Routing Rank field is a number from 1-999 used
to prioritize a user’s placement on a routing list.

Request Limit
The Request Limit is the maximum number of
unanswered requests any user may have at one time.
Select a limit from 0-24,999.

Overdue Recall Threshold

This field allows users to be blocked based on the
number of overdue recalls associated with a user.

Note   This field does not display for UnicornECOLE systems.

An item will be counted against the overdue recall
threshold after the following conditions:

� The item has been recalled.

� The item is overdue.

� At least one recall notice has been sent.

If the number of overdue recalls with at least one
recall notice is equal to or greater than the number
specified by the Block by Overdue Recall attribute,
the patron’s user status will be set to BLOCKED.

Location
If the system is configured to embed access fields as
part of the User Profile policy instead of displaying
them as fields in the user record, the Location field is
included as part of the User Profile policy. The
Location field must contain one of the policy names
defined in the Location policy. When an item is
charged to a user, the item is shown to be at that
user’s assigned location name. Special users, such as
the library and library departments, would have
locations such as CATALOGING, BINDERY, and
BOOKMOBILE. Other users might have the location
CHECKEDOUT.
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User Access

If the system is configured to embed access fields as
part of the User Profile policy instead of displaying
them as fields in the user record, the User Access
field is included as part of the User Profile policy.
The User Access field contains one of the User
Access policy names defined in the Access Control
policies. The User Access attribute assigned to a user
through the User Profile defines which Unicorn
utilities, reports, command list, request list, and other
functions that user can access.

Environment
If the system is configured to embed access fields as
part of the User Profile policy instead of displaying
them as fields in the user record, the Environment
field is included as part of the User Profile policy.
The Environment field contains one of the
Environment policy names defined in the Access
Control policies. The Environment policy defines a
named set of screens, a gateway, and additional
information that comprise the overall appearance and
other configuration settings in the Unicorn
workstation.

Booking Limit
The Booking Limit field indicates the number of
items that can be booked at a time.

Delivery Shipping
This field indicates the Delivery Shipping Schedule
policy attached to this user. This schedule is used to
record the amount of time required to ship the
booked item from the library or media center to the
user. This additional time needed for shipping is
reserved on the item’s booking calendar. When an
item is booked, the booking calendar displays the
date that the item must be checked out and sent to the
user to reach the user by the time it is needed.
Unicorn automatically calculates the amount of time.
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Return Shipping

This field indicates the Return Shipping Schedule
policy attached to this user. This schedule is used to
record the amount of time required to ship the
booked item from the user back to the library or
media center. When an item is charged and sent out,
its return date contains the date that the item is
expected back from the user. This date is
automatically entered by Unicorn, and includes the
shipping time from the user after the last date needed.

Consecutive Booking Allowed

This field specifies whether users with this profile
can book items in consecutive fixed time slots. This
field corresponds to the Fixed Time Slots field of the
Booking Profile policy.

Increment Charge Counter
This field specifies whether an item’s charge should
be counted for statistical purposes, based on the user
profile of the user checking out the item. If Yes, the
number of concurrent and total charges placed on the
item is incremented. If No, the number of concurrent
and total charges for the item is not incremented. For
example, this attribute should be set to No for a
LIBRARYUSE user.

Note This attribute has no effect on history logs, which include
the charge transactions. Reports that generate statistics based on
information from the history logs (such as Transaction Statistics)
will still count all charges, although in-house charges can be
dropped from the counts by not including in-house user profiles
when setting up the report.
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Category 1 & 2 Policies
The purpose of the User Category 1 and 2 policies is to establish
controlled vocabulary that describes an individual patron’s
special characteristics for statistical analysis of circulation and
registration. Use each category to track a series of different types
of user characteristics.

Enter the User Category policy in the User Record through the
Demographics tab.
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General Configuration

Overview
The General policy group contains policies used on all Unicorn
systems and policies used by more than one Unicorn module.
Policies contained in the General Configuration group include:

•  Translation

•  Library

•  Location

•  Search Library

•  Library Group

Library Policy

Click the General Configuration wizard  to access the
Library Policy. Some uses of the library policy are:

•  Locate the library address to use for correspondence.

•  Specify a location for held items.

•  Determine the permissions of the display and
modification of certain records
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Library Policy Attributes

User ID
Each Library policy must have a corresponding user
record in the Unicorn database. The user ID of the
Library user should be the same as the Library policy
name. The library name and address in the library’s
user record display in notices to users. The User ID
also identifies a user record to use for placing items
in transit in multi-library systems. The profile for this
user record should be INTRANSIT.

Note  If you want to include the library’s return address on
notices, the address must be entered in the Library’s user record.
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Loan Period

Use the Loan period policy in conjunction with
Library Precedence (in the User Profile policy) to use
a specific date for the loan period. Using a specific
date for the loan period and setting the patron Library
Precedence to Yes, shortens the due date for all items
checked out if that date exceeds the date in the
library’s loan period.

For example, the loan period in the library policy is
6/10/2002. A patron from this library checks out an
item on 5/31/2002 with a 14-day loan period.
Normally the due date would be 6/14/2002, but
because this date exceeds the date in the library
policy, it shortens the due date to 6/10/2002.

Accrue fine

Set this to Yes, to allow fines to accrue on closed
days and dates.

Hold Location

When a patron wants an item that is currently
checked out to another user, the library may place a
hold on the item. When the requested item is
returned, it is routed to a named holds location to
wait to be picked up by the requesting patron. The
name of the holds location must be established in the
Location policy. For each library, Unicorn must
know the correct holds location name.

Use the Display Policy List gadget to select a
location.

Closed Days
This part of the Library policy sets the regular
operating schedule for each library based on the days
of the week that the library is open. You may select
each day of the week, Sunday through Saturday as
Closed. No due date ever falls on a day of the week
that the library is closed. If a due date would
normally fall on a closed day, it is moved forward to
the first open day.

Closed Dates

This policy contains a list of the dates the library is
closed. No due date ever falls on a day the library is
closed. If a due date would normally fall on a closed
day it is moved forward to the first open day.
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Use the Date Range Display gadget to select the
dates when the library is closed. You may select up
to 64 closed dates. Ranges of dates, such as
December 24-25, may be used as one closed date.

Text Index Name
The Text Index is a label (up to four characters) that
identifies the database index files for the Unicorn
database. As delivered, all Library policies use the
UNI (Union) Keyword Index policy, allowing you to
search all libraries as well as restrict searches to a
given library without having to build a separate index
for the library.

Caution  Do not attempt to modify this policy attribute unless
instructed by Sirsi Customer Support. The text index name must
be obtained from Sirsi Customer Support.

Note  This attribute does not display in UnicornECOLE systems.

NUC Symbol

Use the NUC Symbol to specify the National Union
Catalog symbol of the library. The NUC symbol is
written into the 852 subfield a when MARC holdings
records are output.

Note  This attribute does not display in UnicornECOLE systems.

Acquisition Display Libraries
The Acquisition Display Libraries field determines
whether all or specific libraries can view certain
acquisitions information associated with this Library
policy. If the field is blank, all libraries may display
your acquisitions information. If you select a list,
only those libraries may display your acquisitions
information. If you select No Access, no libraries
may display the acquisitions information.
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Acquisition Maintenance Libraries

The Acquisition Maintenance Libraries field
determines whether all or specific libraries can
modify certain acquisitions information associated
with this Library policy. If the field is blank, all
libraries may modify the acquisitions information. If
you select a list, only those libraries listed may
modify the acquisitions information. If you select No
Access, then no libraries can modify the acquisitions
information.

Bill Display Libraries

In a multi-library system, each Library policy
specifies the libraries your library staff can access for
displaying user bill information. The Bill Display
Libraries field determines whether your staff will
have access to a select group of libraries or all
libraries. Define groups in the Library Group policy.
Unicorn delivers a group named ALL_LIBS, which
includes all libraries on the system.

Bill Maintenance Libraries

In a multi-library system, each Library policy
specifies the libraries your library staff can access for
creating or paying user bills. This field determines
whether your staff will have access to a select group
of libraries or all libraries. This can be useful for
multi-library consortia sharing a single Unicorn
system.

Circulation Libraries

In a multi-library system, each Library policy
specifies the libraries your library staff can access for
modifying circulation information. This field
determines whether your staff will have access to a
select group of libraries or all libraries.

Hold Permissions Libraries
This field, used by both Demand Management and
Conventional Holds, defines which library’s station
operators are generally allowed to place holds on its
materials. You may select groups of libraries for this
field.

Hold Group Libraries

The Hold Group Libraries field, used only by
Demand Management, defines which libraries station
operators are considered to be in a “virtual” group
with the library regarding holds.
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Serial Display Libraries

Each Library policy specifies whether users
associated with that library can view serial control
information for other libraries in a multi-library
system. If the field is blank, all libraries are permitted
to display this library’s serials information. If a list is
selected, only those libraries listed may display this
information. If No Access is selected, then no
libraries can display the serials information.

Serial Maintenance Libraries
Each Library policy specifies whether users
associated with that library can modify serial control
information for other libraries in a multi-library
system. This attribute controls whether certain serials
information can be modified by users associated with
a specified library. If the field is blank, all libraries
are permitted to modify this serials information. If a
list is selected, only those libraries listed may modify
this serials information. If No Access is selected, then
no libraries can modify this library’s serials
information.

User Display Libraries
In a multi-library system, each Library policy
specifies the libraries your library staff can access for
displaying user information. The User Display
Libraries attribute determines whether your staff will
have access to a select group or all libraries.

User Maintenance Libraries

In a multi-library system, each Library policy
specifies the libraries your library staff can access to
modify user information. This field determines
whether your staff will have access to a select group
or all libraries. This can be useful for multi-library
consortia sharing a single Unicorn system.

Hold Available Item Libraries

If your system is configured to use Unicorn’s
Demand Management feature, this field controls
which libraries’ station users may place holds on this
library’s available items (items already available on
the shelf).

Use the Select from Policy List gadget to select
libraries. The Hold Available Item Libraries attribute
does not use the Library Group policy feature.
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Modifying a Library Policy

From the Display Policy List for Library window, highlight the
applicable library, then click Modify to modify library policies.

When Modifying or establishing a new library policy, gadgets
located at each field provide assistance. After completing
modifications, click the Save Changes button. Select the Discard
Changes button to cancel the procedure without saving the policy.

If you need to create an additional library policy, please contact a
customer sales representative for additional information.

Note  It is important to review the closed dates field in each
library policy, remove past dates and input the closed dates for
the upcoming year annually. Keeping this field current will
ensure item due dates will not fall on dates the library is closed.

To Update the Closed Dates Field

Update the Closed Dates field to reflect a new year.

1. Click the General Configuration wizard  on the
Config toolbar.

2. Click Library.

3. Highlight the applicable policy to modify. You may only
modify one library policy at a time. Single library
systems will only have one library listed.

4. Click Modify.

5. Click the gadget button next to the Closed Dates policy
to remove or add dates.

6. Select a date to remove, and then click Remove. Dates
must be removed one at a time.



General Configuration

January 2003 97

7. To add closed dates, insert the closed date, or the first
date closed in a series in the Closed From field. Enter
the last closed date in the Closed Thru field. If the
library is closed for one day, enter the same date in both
fields.

8. Click OK.

9. Click Save Changes. The policy changes will take effect
after you stop and start the Unicorn services.

Location Policy
A Location policy is a name describing the geographic location, a
collection, or conceptual location of a physical object owned by
the library.

Each item has a home Location and a current Location. The item
is at its home Location whenever it is not charged. The current
Location always reflects where the item is now, charged or not.

Location Policy Attributes

Name
Uniquely identifies a specific Location policy. Must
be ten characters or less, and may not include spaces
or punctuation except for [ - ] or [ _ ].

Description

This field provides additional information about the
policy and its use by the library. The description may
be up to 60 characters in length.



Basic Admin (UNIX) Training Guide

98 January 2003

Holdable

Use the Holdable field to allow or prevent placing
holds against items with this current location. When a
location like CHECKEDOUT is set to Holdable, Yes,
then items with that current location may have holds
placed against it. When a location like STACKS is
set to Holdable, No, then an attempt to place a hold
on any item with that current location is blocked.
Staff may override this block.

Note   Sirsi recommends that the circulation map and hold map be
the primary limiters of whether an item is holdable or not. For
more information, refer to the help file FAQ “How do I make
certain item types non-holdable?”

Type
Type identifies the type of location assigned to a
user, or the type of current location assigned to an
item. Unicorn accords special treatment to items
checked out to a user with that special location or
special treatment to items with that location.

Use the Display Policy List gadget to select a type of
location. You may assign the following types to
locations.

•  DESTROY - DESTROY is only used with the
Accountability module. Any item assigned a
Location policy with location type DESTROY
has a linked item accountability record.
DESTROY indicates the material has been
tagged to be destroyed by the date entered in the
item accountability record’s Pending Destruction
Date. When the destruction date is reached
Unicorn automatically updates that record’s
location to the Location policy DESTROYED.
All customers with the Accountability module
must have at least one DESTROY Location
policy type.

•  DESTROYED - DESTROYED is only used
with the Accountability module. Any item
assigned a location with type DESTROYED has
a linked item accountability record. The location
type DESTROYED indicates that the item has
been physically destroyed but the bibliographic
information is still in the database. Unicorn
automatically updates the destruction date field
of that record.
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•  ILL - The location type ILL is used for locations
of items on loan from one library to another
through an intra-library system loan. Locations
such as MAIN-ILL should be assigned the ILL
type. Use this location type in multi-library
systems only.

•  NONE - This value is used for Location policies
with no special location type. STACKS,
CHECKEDOUT, HOLDS, ON-ORDER,
INPROCESS, MISSING, LOST, and
REFERENCE are all examples of Location
policies that need no special treatment by
Unicorn and should have location type NONE.

•  RESERVE - The location type RESERVE must
be assigned to all reserve user locations. This
location Type attribute allows copies at the
owning library to be charged to a reserve desk at
another library.

•  RESHELVING - Indicates that this location
represents a temporary holding area where items
are kept after being discharged but before being
reshelved. When a Location policy contains a
location of RESHELVING and an item is
discharged, the reshelving location displays
instead of the item’s current location. After the
time specified in the Reshelving Period attribute
has passed, the item’s current location displays
instead of the reshelving location.

For example, Reshelving Location.

A library has created the STACKS and
RESHELVING Location policies, with the
following reshelving attributes.

Name -  STACKS
Reshelving Period - OVERNIGHT
Reshelving Location - RESHELVING

Name - RESHELVING
Reshelving Period - RESHELVE
Reshelving Location - RESHELVING

When an item with the home location STACKS
is discharged, since the STACKS Location policy
has a reshelving-type Location policy in its
Reshelving Location attribute, the location
RESHELVING displays instead of the current
location in WorkFlows and the catalog. After the
reshelving period has passed (OVERNIGHT),
the current location of the discharged item
(STACKS) then displays.



Basic Admin (UNIX) Training Guide

100 January 2003

•  TRANSIT - Marks an item in transit from one
branch to another branch in the same system.
The Location policies INTRANSIT or
ENROUTE should be assigned the TRANSIT
type. Use this location type in multi-library
systems only.

Shadow

The Shadow attribute is used to prevent or allow
public workstations to search and display certain
items with this current location. When a location like
LOST&PAID is set to Shadow, Yes, then any item
with that current location can only be searched and
displayed at staff workstations. When a location like
STACKS is set to Shadow, No, then any item with
that current location can be searched and displayed at
either public or staff workstations.

Note  A location’s Shadow flag may not be changed after the
location name is created in policies.

Reshelving Period

Specifies how long the reshelving location should be
used when displaying items. After the reshelving
period has passed, the discharged item’s current
location is used when displaying items.

Use the Display Policy List gadget to select a loan
period.

Reshelving Location

The Reshelving Location field is another Location
policy that describes an area where an item is kept
while awaiting reshelving. If an item’s current
location is a Location policy with a reshelving-type
Reshelving Location attribute, the date and time the
item was last discharged is compared against the
Reshelving Period attribute of the Location policy. If
the item was last discharged during the reshelving
period, the reshelving location is displayed instead of
the current location when displaying items.

If you attempt to edit the item record during the
reshelving period, the reshelving location does not
display. The item's true current location displays.



General Configuration

January 2003 101

Current locations and special locations, such as
CHECKEDOUT, BINDERY, LOST, and
LONGOVRDUE, should not have reshelving “turned
on.” Their Reshelving Location attributes should
contain their own policy names, such as
CHECKEDOUT for the CHECKEDOUT Location
policy and BINDERY for the BINDERY policy.

Use the Display Policy List gadget to select a
location.

To Create a new Location

Create a new location called Computer Room.

1. Click the General Configuration wizard  on the
Config toolbar.

2. Click Location.

3. Click New to create the new policy.

4. Enter a Name, using ten characters or less for the new
policy. For example:

COMPUTERRM

5. Enter a Description using less than 60 characters for the
new policy. For example:

COMPUTER ROOM FIRST FLOOR

6. Select the Yes option button for Holdable so that material
in the new current location can have holds placed.

7. Select NONE from the Type list to indicate that Unicorn
needs no special attention for the new location policy.

8. Select the No option button under the Shadow option so
items in the new location will not be shadowed and will
be visible to the public.

9. Enter the Reshelving Loan Period and Reshelving
Location so those items shelved in the computer room do
not automatically read as shelved when discharged. For
more information, refer to WorkFlows Online Help.

10. Click Save Changes to save the new policy. The policy
changes will take effect after you stop and start the
Unicorn services.
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Shadow

Defining a Location policy as a shadow location prevents an item
from displaying at a public workstation. Only a staff workstation
can search or view the item. Once you create a location, you
cannot modify its shadow status.

Note  Records moved from a shadowed location to an
unshadowed location may not be searchable until after you run
the Add, Delete, Update Databases (adutext) report.

Search Library
In multi-library or consortia systems, the Search Library policy is
used to group libraries so that you may search a “neighborhood of
libraries” simultaneously. If the library chooses to implement this
functionality, patrons searching the OPAC using WebCat can
select one of the Search Library Group names from the Library
list field. You may also execute a Keyword or Exact search
against all libraries in the group. These group names are available
on both QuickSearch and Power Search screens.

If a search limited by a library or library group fails to retrieve
items, patrons can modify the search to point to another library,
another group of libraries, or all libraries. The browse screen
displays immediately below these search modification buttons, in
case the patron does not wish to change the search limits.
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Library Group
Use the Library Group policy to define groups of libraries for use
in the Circulation Libraries, User Display Libraries, User
Maintenance Libraries, Bill Display Libraries, and Bill
Maintenance Libraries fields of the Library policy.

The Library Group policy provides a list of valid Library Group
policy names to use when creating groups. Select libraries using
the list provided. If left blank, no libraries will be selected.

The group ALL_LIBS is a delivered value and contains all
libraries on the system.

Note  A library can belong to more than one group; however, only
one group can be selected in maintenance and display fields of
the Library Group policy.
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Circulation Configuration

Overview

The Circulation module manages user records, item records,
charge records, hold records and bill records. These records work
together to perform a variety of circulation functions. Circulation
policies are the parameters that ensure that a library charges out
material to properly registered users and correctly receives and
processes returned material.

Policies contained in the Circulation Configuration group include:

•  Bill Reason •  Billing Structure

•  Rule •  Loan period

•  Map •  Payment Type

•  Item Type •  Hold Reason

•  Hold Map
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Item Type Policy
The primary purpose of the Item Type policy is to identify
circulation characteristics of an object. Through the Unicorn
policies, the library defines things such as the loan period and
fines for a particular item type. You may also use the Item Type
policy to indicate special characteristics of an object for patrons
using the standard catalog, or for statistical analysis. The library
establishes what terms identify material types in policies. Item
types identify the kind of material housed in each of the
permanent home locations. Identification of item types may be
general or specific.

Note  The delivered item type, UNKNOWN should not be
removed.

To Create a New Item Type Policy

Create a new Item Type policy for a compact disc.

1. Click the Circulation Configuration wizard  on
the Config toolbar.

2. Click the Item Type policy.

3. Click New.

4. Type CD in the Name field. The name must be 1-10
characters.

5. Enter Compact Discs in the Description field.

6. Leave the Hold Threshold field blank, because the
number of holds placed on this item type should not
shorten loan periods.
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7. Leave the Booking profile blank because the Materials
Booking module is not used.

8. Select the applicable option button to indicate whether
you want to include this type of items in a “Floating
Collection.” If Yes, discharging the item at a different
library will not put the item in transit to its original
owning library, the system will change the owning library
of the item to the discharging library. This will not occur
if the item is needed for a hold, booking, or reserve at any
library.

Note  For the floating item processing to work, the Global
Configuration policy Configure Automatic Transit of Items for
Circulation must be set to automatically transit items.

9. Click Save Changes.

The policy changes will take effect after you stop and start the
Unicorn services.

Bill Reason Policy
The operator at a workstation may bill users or Unicorn may bill
automatically, as in the case of discharging an overdue item. A
bill reason, is recorded with the bill each time a user is billed.
Recording the reason for a bill can prove useful to both the
workstation operator and the system administrator. The
workstation operator can tell a patron why the patron incurred the
bill. The system administrator can use bill reports to analyze
certain activities, such as the various sources of circulation
revenue.
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To Create a New Bill Reason Policy

The library purchases a fax machine and will charge patrons $.50
per page to fax material. A new bill reason needs to be created in
order to bill patrons for this service.

1. Select the Circulation Configuration wizard  on
the Config toolbar.

2. Click the Bill Reason policy.

3. Click New.

4. Type FAX for the Bill Reason policy Name. This field
accepts 1-10 characters.

5. Enter Fax Machine Use for the Bill Reason Description.

6. Select the No option button for the Associated With
Item field since this bill will not be linked to an item in
the collection like an overdue bill would.

7. Click Save Changes.

The policy changes will take effect after you stop and start the
Unicorn services.

Billing Structure Policy
When Unicorn performs automatic billing, the base fee used to
calculate the bill comes from a billing structure policy. Billing
Structure policies determine what fines, if any are associated with
a circulation transaction. A Billing Structure is associated with a
combination of User Profile and Item Type policies through the
Circulation Rule and Map policies. You may define any number
of Billing Structure policies.

A Billing Structure policy is an attribute of the Circulation Rule
policy, which in turn is an attribute of the Map policy. With any
circulation transaction, Unicorn examines the Map policy to
determine which circulation rule to use for this combination of
User Profile, Item Type, and Library policies.
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Graduated Overdue Fee Rule

If your library wants to charge graduating fees depending on the
length of time an item is overdue, create a Graduated Overdue
Fee Rule. For example, if your library wants to fine patrons $1.00
per week for the first two weeks, then $0.50 per day thereafter.

The first rule in this example contains an Overdue Fee field value
of $1.00, with an Accrue Fine field value of Weekly, the Limited
field enabled, and a Period Count field value of 2. The second
rule contains an Overdue fee field value of $0.50, with an Accrue
Fine field value of Daily, the Limited field disabled, and a Period
Count field value of zero.

It is possible to define an overdue fee of $0.00 for a limited
period. You may wish to do this in order to provide a “no fine”
period at the beginning of an overdue period.

This is not the same as a grace period, because at the end of the
grace period, the grace period days are included in the accrual of
the overdue fee. If the graduated overdue fee is defined as $0.00
per day for the first three days, and then $0.10 per day thereafter,
the first three days are never fined. In addition, days the library is
closed are skipped when a graduated overdue fee is set to $0.00

OVERDUE policy
fields that can be

modified.
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for the first three days; grace periods do not skip the days that the
library is closed.

To define a graduated overdue fee rule

1. Enter a monetary amount between $0.00 and
$9,999,999.99 in the Overdue Fee field.

2. Select an Accrue Fine increment of Hourly, Daily,
Monthly, or Weekly.

3. Click the Limited field, and enter a value between 0 and
9,999 for the Period Count.

4. Using the After helper, create the next overdue fee rule.

5. Enter a monetary amount in the Overdue Fee field,
select an Accrue Fine increment, and if this is the last
rule, disable the Limited field and set the Period Count
field to zero.

Any rule that is not the last rule must be limited and have a
nonzero period count. The order of graduated overdue fee rules is
important. Use the Before, After, or Delete helpers to organize
graduated overdue fee rules.

To Create a New Billing Structure Policy

You must create a new billing structure because the Library
Board has decided that the overdue fine for CDs will be 50 cents
a day.

1. Select the Circulation Configuration wizard  on
the Config toolbar.

2. Click the Billing Structure policy.

3. Click New.

4. Enter 50_cents for the Character Billing Structure Name.
This field accepts 1-10 characters.

5. Enter 50 Cent Overdue fine for the Description.

6. Click Modify for the Overdue Fee.
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a. Enter $.50 for the Overdue fee.

b. Select the Daily option button for the Accrue fine.

c. Select the Limited check box.

d. Type 7 for the Period count.

e. Click the Insert After helper  to add a new line.

f.  Enter $1.00 for the Overdue fee.

g. Click the Daily option button.

h. Click Save Changes.

7. Leave the Hold Fee, Recall Fee, and Charge Fee blank.

8. Enter a Maximum fee of $10.00 if you want the fine to
stop accruing once it reaches that level.

9. Click Save Changes.

The policy changes will take effect after you stop and start the
Unicorn services.

Loan Period Policy
A Loan Period policy is a formula Unicorn uses to calculate the
due date for a charged item. Loan Periods are associated with
User Profiles and Item Types through the Circulation Map
policies.
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To Create a 14-day Loan Period

1. Select the Circulation Configuration wizard  on
the Config toolbar.

2. Click the Loan Period policy.

3. Click New.

4. Enter 14DAYS for the loan period Name.

5. Enter the Description, 14-Day Loan Period.

6. Select the Daily option button because the due date is a
certain number of days from the checkout date.

7. Enter 14 in the Period field for the number of loan days.

8. Leave the Day in Week field blank since this is a daily
loan and not a weekly period.

9. Enter 23:59 in the Time Due so that the item is not
overdue until after midnight, the day after the due date.

10. Leave the Due Dates field blank since items using this
loan period should not all be due on the same date.

11. Click Save Changes.

The policy change will take effect after you stop and start the
Unicorn services.



Basic Admin (UNIX) Training Guide

112 January 2003

Rule Policy
Define Circulation characteristics through Circulation Rules.
These rules combine with User Profiles and Item Types in the
circulation Map Policy to cover all possible circulation
transactions.

Rule Policy Attributes

Name

Uniquely identifies a specific Circulation Rule
policy.  The Name should be ten characters or less,
and may not include spaces or punctuation except for
[ - ] or [ _ ].

Description
Provides additional information about the policy and
its use by the library.  The description may be up to
60 characters in length.
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Loan Period

Each Loan Period entered as part of a Circulation
Rule is a name defined in the Loan Period policy.
Each named Loan Period is simply a formula used by
Unicorn to calculate the due date when an item is
charged.

Use the Display Policy List gadget to select a Loan
Period policy.

Billing Structure
Each Billing attribute entered as part of a Circulation
Rule is a name defined in the Billing Structure
policy. Each named Billing Structure is simply a
formula used by Unicorn to calculate a bill based on
the per/day, hour, weekly, or monthly overdue, hold,
privilege, and recall fees for an item.

Use the Display Policy List gadget to select a Billing
Structure policy.

Renew Limit

The Renew Limit field controls how many times a
user (with a particular User Profile) may renew a
particular item with a particular Item Type.

Chargeable
The Chargeable field in the Circulation Rule
definition states whether this Circulation Rule allows
a user to check out an item.

Maximum Charges
The Maximum Charges field specifies the maximum
number of items (with this particular Circulation
Rule applied) that a user can have charged at one
time. The number selected is between 0 and 25,000.

Use this field to set up branch borrowing limits for
consortia or multilibrary systems. For more
information, refer to the online Help file FAQ, How
do I set branch borrowing limits? To set up item type
limitations, refer to the FAQ, How do I set item type
limitations for circulation?

Grace Periods Are In
This grace period type field defines whether grace
periods (periods in which no overdue or recall fines
are charged) are measured in days, hours, or minutes.

Grace Periods
The Overdue Grace Period is a number between 0-
24,999 that defines the number of minutes, hours, or



Basic Admin (UNIX) Training Guide

114 January 2003

days (depending on the grace period type) in which a
user may return an overdue item without incurring a
fine. If the user returns the item after the grace period
is over, the full overdue fine is charged.

For example, Grace Period and Calculation of
Overdue Fines

An item is due on June 1. The Circulation Rule
applied when the item was charged specified an
overdue grace period of three days and a daily
overdue fine of ten cents. If the item is discharged on
June 2-4, no overdue fine is applied. If the item is
discharged on June 5, the overdue fine is calculated
from the due date and is calculated as 40 cents.

Recall Due Period
The Recall Due Period field includes a number
between 0-24,999 that defines the number of
minutes, hours, or days (depending on the grace
period type) in which a user may return a recalled
item without incurring a fine. Recall fines start
accruing after the recall due period expires. This
allows time for the recall notice to reach the user,
without penalty.

Overridable

The Overridable field specifies whether a block on a
charge can be overridden so a user can check out the
item. The Overridable field is only necessary for
Circulation Rule policies in which the Chargeable
field is set to No.

Recall Loan Period

The Recall Loan Period field is also a name defined
in the Loan Period policy. The Recall Loan Period
defines the amount of time that must have elapsed
since the item was charged before a recall notice can
be generated for a standard recall.

Use the Display Policy List gadget to select a Loan
Period policy.

For example, Use of Recall Loan Period

An item was charged on June 1 and a standard recall
was created on June 6. The Recall Loan Period
specified in the Circulation Rule for the charge
transaction on June 1 was one week. When the Recall
Notice on Charged Items report runs, no recall notice
is generated until the user has had the item for one
week. At that point, the standard recall is changed to
a rush recall and the notice is generated.
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Alternate Loan Period

If the number of holds on an item being charged
exceeds the Hold Threshold on its Item Type, the
Alternate Loan Period is used instead of the Loan
Period attribute to calculate the due date. Like the
Loan Period attribute, the Alternate Loan Period is
also a valid Loan Period policy, typically of shorter
duration than the usual loan period, so that high-
demand items may be circulated for a shorter length
of time.

When creating a reserve, you have the option of
automatically or manually applying an alternate loan
period within a specified number of minutes before
closing. For instance, if a reserve book is checked out
15 minutes before closing, but has a loan period of 2
hours, Unicorn can apply an alternate loan period so
that it is due first thing in the morning.

Use the Display Policy List gadget to select a Loan
Period policy.

To Create a New Circulation Rule

Create a new circulation rule for items that circulate for 14 days
and accrue $.50 cents a day when overdue.

1. Select the Circulation Configuration wizard  on
the Config toolbar.

2. Click the Rule policy.

3. Click New.

4. Enter 14DAY50 for the loan period Name.

5. Enter the Description, 14-Days 50 = Fine and 2
Renewals.

6. Click the Loan Period gadget to select the correct loan
period policy or to create a new policy.

7. Click the Billing Structure gadget to select the correct
structure or to create a new billing structure.

8. Enter 2 in the Renew Limit field so items can be
renewed twice.

9. Select the Yes option button in the Chargeable field.
This field indicates whether this circulation rule allows a
user to check out an item.

10. Enter 4 in the Maximum Charges field. This is the
maximum number of items that a user can have charged
at one time.
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11. Leave Grace Periods field blank.

12. Select the No option button for Overrideable so that a
block on a charge cannot be overridden.

13. Assign a Recall Loan Period (if you library is using
recall) and Alternate Loan Period.

14. Click Save Changes.

The policy changes will take effect after you stop and start the
Unicorn services.

Map Policy
The circulation Map policy is a template designed to determine
how all of the various item types in the library should be charged
to all of the various users. The checkout wizard looks at the
circulation map and finds the charging library, user profile of the
user charging the material, and the item type being charged, then
uses that information to determine how to check out the material.

Note  Unicorn looks for “matching” lines from the bottom-up of
the circulation map list. Therefore, the map order is important.



Circulation Configuration

January 2003 117

To Create a New Map Line

Create a line in the circulation map that determines how CDs
should be checked out from Rockefeller Library by Adult users.

1. Select the Circulation Configuration wizard  on
the Config toolbar.

2. Click the Map policy.

3. Click New.

4. Enter RADULT-CD for the loan period Name.

5. Enter the Description, Rockefeller Adult CD.

6. Enter Rockefeller in the Library field or use the gadget
to select.

7. Enter Adult in the User Profile field or use the gadget
to select.

8. Enter CD in the Item Type field or use the gadget to
select.

9. Enter 14DAY50 in the Circulation Rule field or use the
gadget to select.

10. Click Save Changes.

The policy changes will take effect after you stop and start the
Unicorn services.

Note  If creating a circulation rule, item type, billing structure and
a new circulation map line, complete the Map policy first and
select NEW to create the new map line and all of the attached
new policies.
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Circulation Map Flow

The following diagram illustrates how the Unicorn Circulation
Map uses policy attributes:
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Payment Type Policy
When a user pays a bill, the operator must enter the Payment
Type. This is simply a name representing the form of payment,
such as CASH. The Payment Type is recorded along with the
payment in the bill record. The purpose is to be able to produce a
report indicating how much money and in what form, should be
present at the workstation. Define Payment Types to reflect the
types of payments accepted to satisfy a bill.

Some libraries may choose to have an EXCUSED or FORGIVEN
Payment Type, to settle all or part of a user’s bill without actual
payment. Another payment type, CANCEL, could be used to
distinguish excused/forgiven fines from ones the library has given
up trying to collect.
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Hold Reason Policy
When a hold is created in Unicorn, the hold status is set to
ACTIVE. When a hold is cancelled, filled, or expired, the status
is set to INACTIVE. INACTIVE disables the hold from
circulation operations, but allows tracking of the hold and its
condition before it was made inactive. Inactive holds do not
display in the workstation or iBistro (WebCat). However, you
may view them through reports, particularly the Clean Holds
Shelf report, which generates a list of items to clear from the hold
shelf because their holds no longer exist.

The Inactive status is linked to a Hold Reason policy, which
defines what type of inactive reason it is. The following Hold
Reason policies are delivered:

•  Filled

•  Cancelled

•  Expired

•  Rsv_cancel

Note  The delivered Hold Reason policies should not be renamed
or removed.
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Cataloging Configuration

Overview

The Unicorn catalog contains all of the system’s bibliographic
and physical copy information. Each title has a bibliographic
description, one or more call numbers linked to the title, and may
have one, or more copies linked to each call number. Text in the
bibliographic description is indexed, as well as selected elements
in the title, call number, and copy records. Records are indexed
either in the standard catalog (searchable by all users) or in the
shadow catalog (usually used only by staff).

Policies contained in the Cataloging Configuration group
include:

•  Browse Index •  Classification

•  Holding Code •  Keyword Index

•  Item Category •  Language

•  Review Status •  Catalog Format

•  MARC Holdings •  Item Type

•  Bibliographic Map •  Search Database

•  Entry ID



Basic Admin (UNIX) Training Guide

122 January 2003

Classification Policy
The Classification policy controls the treatment of call numbers
in Unicorn. Unicorn uses some attributes of the policy to
calculate shelving keys; others are used to format the call
number display.

Classification Policy Attributes

Name
The Name field uniquely identifies a specific
Classification policy. The Name should be ten
characters or less, and may not include spaces or
punctuation except for [ - ] or [ _ ].

Description
This field provides additional information about the
policy and its use by the library. The description
may be up to 60 characters in length.

Sort Rule
When a cataloger enters a call number class scheme
for a record at the workstation, the shelving key is
derived automatically using the Classification
policy’s sort rule. The shelving key takes the call
number and, depending on the sort rule, adds zeros
and spaces to different parts of the number or
number/letter string.

There are eight possible sort rules:
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•  ASIS - The ASIS sort rule makes the shelving
key the same as the call number, that is, leaving
the call number “as is.”

•  ATDEWEY - The ATDewey sort rule makes
the shelving key appropriate for sorting Dewey
Decimal fiction call numbers by adding a 3-
letter title cutter or a 3-letter author and a 3-letter
title cutter to the existing call number.

•  ATDEWEYLOC - The ATDewey with
Location sort rule makes the shelving key
appropriate for sorting Dewey Decimal fiction
call numbers whose class number is preceded by
a location code. The call number is examined for
cutters and if needed a 3-letter title cutter or a 3-
letter author and a 3-letter title cutter is added to
the existing call number.

•  DEWEY - The Dewey sort rule makes the
shelving key appropriate for sorting Dewey
Decimal nonfiction call numbers. This rule
assumes that the first numeral encountered is the
classification code. Any preceding letters are
location marks to be ignored. Letters after the
classification numeral group are left as is.
Numerals after the classification group expand
to six digits.

•  DEW_SANBRN - Use the Dewey_Sanborn sort
rule for call numbers that have cutters created
from the Cutter-Sanborn tables (i.e., cutters in
the form J J1234xyz).

•  EXP_NUM - This Expand Numeric sort rule
makes the shelving key with every number in
the call number expanded to six digits.

•  LC - The LC sort rule makes the shelving key
appropriate for sorting Library of Congress call
numbers.

•  LC_LOC - This LC with Location sort rule
makes the shelving key appropriate for sorting
Library of Congress call numbers whose class
number is preceded by a location code.

•  SUDOCS - This sort rule creates a shelving key
appropriate for sorting SuDoc call numbers
assigned to Government documents.

•  UDC - This sort rule creates a shelving key
appropriate for sorting Universal Decimal
Classification call numbers.
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Make Rule

The make rule is used when loading catalog records
in batch from a file created by a bibliographic utility
like SmartPORT, OCLC/PRISM, BiblioFile,
SuperCAT, or MARCIVE.  Make rules apply
formatting to call numbers extracted from fields in
the incoming record before creating the Unicorn call
number.

Note  Make rules apply formatting to only the first subfield a in a
MARC entry. The only exception is the ASIS make rule, which
is typically used for call numbers in the 099 entry.

There are five types of call number make rules:

•  ASIS - No formatting is applied to the call
number.

•  AUTO - The Auto make rule ignores everything
in the bibliographic record and makes a unique
Unicorn call number in the following format:

XX([internal number].[call sequence
number]

For example, Unicorn Call Number Created by
Auto Make Rule

XX(1423.1)

•  DEWEY - Only letters, digits, spaces, and
periods are copied into the Unicorn call number.
Commas, slashes, and other characters are
ignored.

•  GPO - All characters except commas are copied
to the Unicorn call number. The first comma
encountered is skipped, and any additional
commas are replaced with spaces.

•  LC - The LC make rule removes the space, if
present, between the classification letters and
numbers. It also inserts spaces between cutters if
missing.

Note  The LC make rule does not remove all inconsistencies in
LC call number formatting.
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Note  Make rules should not be confused with classifications. For
example, to retain slashes in Dewey call numbers, do not change
the classification of the call numbers from DEWEY to ASIS.
Instead, change the make rule of the DEWEY classification from
Dewey to ASIS. This would not correct call numbers that have
already been loaded; it would only keep the slashes from being
stripped out of future call numbers.

Case

Each make rule is associated with a case statement,
either Mixed or Upper. If the make rule is marked as
Mixed, then the case of call number characters is
retained when copied into the Unicorn call number.
If the make rule is marked as Upper, all call number
characters convert to uppercase.

Display

The display rule determines the order in which call
numbers display when multiple call numbers are
attached to a bibliographic record.

Analytic File Prefix
The Prefix portion of the Classification policy
references a special /Unicorn/Custom file outlining
the sorting/treatment of dates, volume, issue and
other analytic call number parts for each
Classification policy. The name of the file is the
prefix name plus .clas.

If a prefix is recognized, Unicorn automatically
inserts a subfield z in the Unicorn call number.
Portions of the call number that follow a |z are
considered analytic information, and are fully
expanded to enhance sorting of call numbers.
Analytic information does not display as part of the
base call number that displays at the top of a single
item view screen. A |z may be manually inserted by
a cataloger to improve sorting. In printing or
displaying call numbers, |z is replaced with a space.

Preceding Year Part of Analytic
This field specifies whether the preceding year will
be part of the analytic file prefix. If a Classification
policy is defined to include preceding year then after
the analytic term is found by using the Prefix file,
the preceding call number characters are examined.
If a two or four-digit number or combination is
found before the analytic term, then the analytic
subfield (|z) is inserted before the number.

The following patterns are recognized as years:
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94

1994

93/94

93-94

1993/1994

1993-1994

1993/94

1993-94

For example, Preceding Year

The call number in the bibliographic record is as
follows:

PN2312 .N37 96-97 PT. 2

When calculating the position in which to insert |z, if
a Classification policy that includes preceding years
is used, |z will be inserted as follows:

PN2132 .N37 |z96-97 PT. 2

If a Classification policy that does not include
preceding years is used, |z will be inserted as
follows.

PN2132 .N37 96-97 |zPT. 2

Leading Text

The Leading Text and Substitute Text fields are used
in combination to create a user-defined call number,
rather than the item’s actual call number, for public
display. For instance, you would like the term
“Periodical,” to display in the OPAC rather than call
numbers for your periodical collection.

Use the Leading Text field to specify the leading
characters that the text string will replace. You may
specify 1-40 leading characters. Typically, the
leading characters are XX, unless the library has
specified otherwise.

Note  This field is case-sensitive. If you specify xx, but the call
numbers begin with XX, the text will not be substituted.
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Substitute Text

Use in combination with the Leading Text field to
create a user-defined call number for public display,
rather than the item’s actual call number.

Use this field to specify the replacement string for
the leading text. The substitute text can be from 1-40
characters in length. If the replacement string
consists of only a single blank, no replacement text
is supplied; in effect, this suppresses the display of
the leading text altogether.

Strip AUTO Number

This field specifies whether the numeric portion of
an auto-generated call number will be stripped. If a
call number begins with the characters XX, the
numeric portion of the call number that displays
after the XX can be suppressed.

For example, Use of Substitution

A library could create a Classification policy for
unclassified periodicals that uses display substitution
to suppress automatically generated call numbers
from public display. Instead, a different call number
would display. The call number of an existing
periodical record is as follows:

XX(12365.2)

Using a separate call number for public display, the
XX could be replaced with a text string.

PERIODICAL STACKS(12365.2)

By stripping the automatically generated portion of
the call number, the following call number would
display to the public:

PERIODICAL STACKS



Basic Admin (UNIX) Training Guide

128 January 2003

To Add a New Classification

If the library has a vertical file or some other collection of
materials that should be cataloged and all items should have the
call number of Vertical file, create a new Classification policy.
This way the records will contain a Unicorn auto-generated call
number, and the public will see the substitution text of “Vertical
file” where the call number would usually display.

1. Click the Cataloging Configuration wizard  on
the Config toolbar.

2. Click Classification.

3. Highlight the Auto classification and click Copy.

4. Enter the new policy name. For example:

VFILE

5. Click OK.

6. Enter the Description. For example,

Call number for Vertical file

7. Do not modify Display.

8. Add XX to the Leading text field.

9. Add Vertical File to the Substitute text field.

10. Select the Yes option button for Strip AUTO number.

11. Click Save Changes.

The policy changes will take effect after you stop and start the
Unicorn services.
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Holding Code Policy
Use the Holding Code policy when loading bibliographic records
into Unicorn via the record loading reports. A Holding Code in a
bibliographic record is a short code that represents copy-level
information, such as Item Type and Location. Unicorn uses the
Holding Code policy to provide required copy-level information
at the time that the record is loaded. Acquisitions and serials also
use a holding code.

Item Category 1 and 2 Policies
This optional Cataloging category field denotes a copy’s special
characteristics for collection management and statistical analysis.
The library determines the general purpose of this field, which
policy names are allowed, and defines the screen label for this
policy through screen configuration files. Item categories are
used as selection criteria in reports for generating detailed
statistical breakdowns by library-defined characteristics.
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Language Policy
The Language policy allows the library to establish synonyms
for searching the catalog by language using the lookup options
Language field. The Language policy establishes which 3-letter
codes (used in USMARC records) are equivalent to which
spelled out language names. In this way, users may search by
language without having to know the three-letter language code
used in the MARC catalog record.

This policy also sets a default language for those records that do
not contain a language code.
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OPAC Manager

Overview

The OPAC Manager is a Unicorn tool for designing, customizing,
and managing public access screens and options. This includes
configuring reference databases and applications available
through the Information Gateway, as well as creating customized
searches for library patrons.

Gateways and Gateway Elements

Network

The Network configuration declares the presence of a domain
name server so a networked destination can use a name rather
than an IP address.

Gateway

A Gateway is a named “set” of individually configured choices
(or elements), arranged in a hierarchical tree structure, and then
assigned to a group of users to establish how they will view the
public access screens. The Gateway (assigned through the user’s
Environment policy) defines choices available to the user, such as
the types of catalog searches users may perform or what
connections users can make through the Information Gateway
and how the connections are made.

 Caution Sirsi delivers a predefined Gateway named Unicorn.
This Gateway should not be modified since updates to the
Unicorn software may overwrite any changes a user makes to the
Unicorn Gateway. Instead of modifying the Unicorn Gateway,
use the Duplicate operation to copy the Unicorn Gateway and
then modify the newly created Gateway, or, make modifications
to other gateways, such as IBISTRO, or ILINK.

Note  If you duplicate the gateway to make modifications and
have all users use the new duplicate gateway, modify the
necessary environment policies to point to the new gateway.
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The diagram below illustrates Group Elements and Destinations.
The boxes in the diagram represent Group Elements, and the text
below the boxes represents Destination examples.

The following graphic depicts the iBistro Gateway through the
Destination Elements as they appear in WorkFlows.
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Creating WWW Destinations
The Knowledge Portal Button in iBistro or WebCat links library
users to Z39.50 destinations and destinations on the World Wide
Web (WWW). Creating additional WWW addresses allows
library users to link with numerous URLs from the OPAC.

To set a direct link to Sirsi’s homepage in iBistro
or WebCat using the Knowledge Portal Button

1. Click the OPAC Configuration wizard . Click OK
when the properties window displays.

2. Select the Gateway policy from the Select a Policy
window.

3. Highlight the gateway to modify and click Modify.
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4. Click the Root Element tab.

5. Highlight the applicable Root element and click Modify.

6. Click the Gateway Elements tab, highlight Knowledge
Portal, and then click Modify.

7. Click the Gateway Elements tab, highlight WWW, and
then click Modify.
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8. Click the Gateway Elements tab and then click Create.

9. Click World Wide Web from the list of element types.
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10. Enter Sirsi in the Name field. The name must be unique
and cannot contain any spaces.

11. Enter Sirsi Corporation in the Description field. This
field provides a description of how your library may use
the element.

12. Click the WWW in Use check box. This checkbox
specifies whether the element will access the World Wide
Web. If disabled, the WWW Information tab will not
display.

13. Select EXTEND_PUB from the User Hierarchy Level
list. This identifies which users can access this gateway
element, based on the User Access policy. Users must
have a user hierarchical level equal to or higher than this
attribute’s value.

For example, users with a user access of STAFF can
access STAFF elements. Users with a user access of
STAFF or PUBLIC may access PUBLIC elements. If a
login has a user access lower than the element, then that
element will not display to that user.

14. Select Available from the Element Status list.

•  Available - the Gateway element is active.

•  Hidden but Available - the Gateway element is
usable but does not display with the other elements in
the same group. This element may display when
referenced from another group, or this element may
contain elements used by custom buttons.

•  Not Available - the Gateway element is inactive.
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15. Select the applicable Icon Name from the list. Specifies
the image that graphically represents this Gateway
element. This image is not a hyper-link.

16. Click the No option button for Display Instructions.
Specifies whether to display the information in the
Instructions file. If turned on, the instruction page
displays before accessing this element. Use to display
information about an element before access, such as
copyright information or usage instructions.

17. The Instructions field contains the name of the text file
of instructions. Stored in the /Unicorn/Gateway
directory, this text file can contain searching examples
and instructions, an abstract of database contents,
copyright statements, usage disclaimers and/or usage
restrictions. Use the Select Instruction File gadget to
modify the contents of this text file using a text file
editor, such as WordPad.

Note  All delivered instruction files begin with an “S,” all custom
instruction files should begin with a “C.”

18. Type the applicable Heading specifying the screen title.
If the element is a group element, the heading displays
above the list of group or destination. If the element is a
destination element, this heading displays at the top of
the screen. Must be between 1-80 characters.
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19. Click the applicable checkboxes for Available Clients
for Access. This allows you to limit which clients can
access the current element. This element can be used by
the WebCat (and iBistro), WorkFlows, or InfoVIEW
client, or any combination of the three. Certain element
types only work with certain clients; for example, WWW
type Gateway elements only work in WebCat and iBistro
so it is best to limit access to the WebCat client.

20. Click the Destination tab, and enter the URL.

21. Click OK, and then continue clicking OK until you
return to the list of Gateway policies.

Z39.50 Destinations
Patrons and staff use the Z39.50 in the library to search external
reference databases on locally mounted servers, and to search
collections in other libraries or organizations that provide
accessible information in Z39.50 compliant format. Use the
OPAC’s Knowledge Portals or the Search Source wizards in
WorkFlows to launch the Z39.50 client.

To create Z39.50 destinations, or modify connection information
changes, refer to the following Frequently Asked Questions. Find
these questions and others at the Sirsi Web site,
http://www.sirsi.com under Customer Support or in the
Workflows Online Help. Remember that access to the customer
support section of the web page requires a password.

To Modify a Z39.50 Gateway Element

1. Open the Config toolbar.

2. Click the OPAC Configuration wizard .

3. From the Select a Policy window, click Gateway.

4. From the Display Policy List for Gateway window,
highlight Gateway name and click Modify.
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5. In the Display Gateway Policy window, click the Root
Element tab.

6. Highlight the Root element and click Modify.

7. In the Display Gateway Name and Element window,
select the Gateway Elements tab.

8. Highlight the Knowledge Portal
(KNOWLEDGE_PORTAL) element and click Modify.

9. In the Unicorn KNOWLEDGE_PORTAL window, click
the Gateway Elements tab.

10. Highlight the Z39.50 element and click Modify.

11. In the Display Gateway Name and Element window,
click the Gateway Elements tab.

12. From the list of displayed elements, highlight the desired
destination element and click Modify.
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13. Make desired modifications in the Basic, Destination,
Search Field, and/or WWW Information tabs. Continue
clicking OK until the change is complete.

To configure the Z39.50 destination for OCLC
World-Cat

1. Follow steps 1-12 above for modifying a Z39.50 gateway
element and enter or select the following values.

Basic Tab

2. Name - OCLC

3. Description - OCLC WorldCat

4. WWW in Use - Select check box

5. User Hierarchy Level - EXTEND_PUB
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6. Element Status - Available

7. Icon Name - TREE

8. Display Instructions - No

9. Available Clients for Access - Webcat, Workflow,
Infoview

Destination Tab

1. Number of Simultaneous Users - 0

2. Timeout - 0

3. Session Limit - 0

4. Domain Name - zcat.oclc.org - if you access the server
via the Internet or OCLC Dial TCP/IP communications.
zcat.depid.oclc.org - if you access the server via OCLC
Dedicated TCP/IP communications.

5. Port - 210

6. Database Name - OLUCWorldCat

7. Format - BIBMARC

8. Result Set Naming - No

9. Sorting - No

10. Browsing - Yes

11. Cross References - No
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12. Intermediate Results - No

13. Presentation Type - Search icons

14. Z3950 Search Mapping - OCLC

15. Rank for Holdings - 0

16. Z3950 Operation - Search

17. Authentication Needed - Yes

18. Authorization String - None

19. Z39.50 Protocol - USMARC

20. Post Holdings - Yes

Search Field Tab

1. Name 1 - AUTHOR

2. Search key 1-4 - Blank

3. Operator 1-4 - AND

4. Name 2 - TITLE

5. Name 3 - SUBJECT

6. Name 4 - GENERAL
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WWW Information Tab

1. Display Introduction - No

2. Display Paragraph - None

3. Paragraph - Sdescurl.par

4. Display Sentence - No

5. Sentence - OCLC WorldCat Demo

6. Display Footer - No

To Configure the Z39.50 destination for Library of
Congress

1. To set up the Z39.50 destination for LC, follow steps 1-
12 above for modifying a Z39.50 gateway element and
enter or select the following values:

Basic Tab
2. Name - NEWLC

3. Description - Library of Congress Voyager Server

4. WWW in Use - Yes

5. User Hierarchy Level - PUBLIC

6. Element Status - AVAILABLE

7. Icon Name - KEYWORD

8. Display Instructions - Yes

9. Instruction - Smicro.dis

10. Available Clients for Access - Webcat, Workflow,
Infoview



Basic Admin (UNIX) Training Guide

144 January 2003

Destination Tab

1. Number of Simultaneous Users - Unlimited

2. Timeout - Unlimited

3. Session Limit - Unlimited

4. Domain Name - z3950.loc.gov

5. Port - 7090

6. Database Name - VOYAGER

7. Format - BIBMARC

8. Result Set Naming - No

9. Sorting - No

10. Browsing - No

11. Cross References - No

12. Intermediate Results - No

13. Presentation Type - Labeled Fields

14. Z3950 Search Mapping - NEWLC

15. Rank for Holdings - None

16. Z3950 Operation - Search

17. Authentication Needed - No

18. Authorization String - None

19. Z39.50 Protocol - USMARC

20. Lookup Holdings - None

21. Uniscript - None

WWW Information Tab

1. Display Introduction - No

2. Display Paragraph - None

3. Paragraph - Sdescurl.par

4. Display Sentence - No

5. Sentence - Library of Congress Books

6. Display Footer - No
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Search Field Tab

1. Name 1 - LCCN

2. Search key 1-8 - Blank

3. Operator 1-8 - AND

4. Name 2 - ISBN

5. Name 3 - ISSN

6. Name 4 - TITLE

7. Name 5 - AUTHOR

8. Name 6 - ANYWHERE

9. Name 7 - DATE

10. Name 8 - MUSIC_NO

What information do I need from sites in order to
make Z39.50 connections to their servers

If you wish to set up additional Z39.50 connections, obtain the
following information from the site to which you will be
connecting.

•  IP Address (###.###.##.##)

•  Domain Name (XXXXX.XXXXXXX.XXX)

•  Port Number (###)

•  Database Name (XXXX)

•  Authentication Needed (Y/N)

•  Authorization String (XXXXXXXXX)
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Creating Booklists

Overview
Post special catalog lists to the OPAC by linking standard
catalog records to Information Desk policies.

Posting Catalog Records
The format policies and the Information Desk policies link
records to booklists choice in the OPAC. Refer to the following
procedure to set the Information Desk policy and the OPAC
Configuration.

Information Desk Policy

First, you must create an Information Desk Policy, then you can
provide the name and description of how records linked with the
Information Desk policy are used.

To Create an Information Desk Policy

1. Open the Config toolbar.

2. Click the Public Access wizard .

3. Click the Information Desk policy.

4. Click New.

5. Type the Name (1-9 characters) for the new policy.

6. Enter a policy Description.
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7. Halt and run the Unicorn Workstation Server. For more
information on this subject, see “Halting Unicorn,” on
page 27.

OPAC Configuration

The OPAC configuration defines the choices that display as
booklists in the OPAC. These choices are gateway elements.
Each element has a Heading attribute, which specifies the screen
title. This element should be a Bulletin type of Gateway element.

To Set a Bulletin type of Gateway Element

Place the Bulletin under Library Info in the OPAC.

1. Click the OPAC Configuration wizard .

2. Click the Gateway policy.

3. Highlight a Gateway, and then click Display.

4. Click the Root Element tab, the Root Element, and
then Display.

5. Select the Gateway Elements tab to display the Library
Info (LIB_INFO) group element.

6. Highlight Library Info, and then click Modify.

7. Click the Gateway Elements tab to display the
destinations contained with the Library Info group
element.

8. Click Create to display the Display Gateway element
Type window. Click the Bulletin type.



Creating Booklists

January 2003 149

9. Select a User Hierarchy Level from the list.

10. Select Available from the Element Status list. If
Unavailable is selected, the Element Status will not
display.

11. In the Heading field in the Basic tab, enter the text that
you want to display on the Information Desk Choices
screens in the OPAC, such as Caldecott Award Winners.
This specifies the screen title.

12. Enter additional values in the Basic tab as needed.

13. Click the Destination tab, which displays the Bulletin
Destination attribute.

14. Use the Display Policy List gadget to select an
Information Desk policy, in this case Caldecott
(CALD). Click OK.



Basic Admin (UNIX) Training Guide

150 January 2003

Assign the Bibliographic Records

A catalog list is a list of items from the online catalog that make
up a specialized bibliography. These items are posted under a
gateway element heading. The Information Desk policy is used
to group related records and to associate these records with an
Information Desk heading. Selecting a heading in the OPAC
displays posted records.

Any item may be placed on more than one catalog list, and the
entry Type tag may contain multiple Information Desk policy
names.

To Create a Catalog List

1. Click the Item Search and Display wizard . Select
items for the special catalog list, such as books that won
the Caldecott Award.

2. Open the Cataloging toolbar.

3. Click the Title Maintenance group icon .

4. Click the Maintain Existing Titles wizard .

5. Edit each item in the catalog list by inserting a blank
entry field under Bibliographic Info in the Bib tab.
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6. Assign the Entry ID 598 to this entry field and enter the
Information Desk policy name, such as CALD
(Caldecott), in the field.

Note  Every title record posted as an Information Desk choice
must contain a 598 entry field linking the record to a specified
policy name.

7. Click OK, and then Close.

8. Run the Add, Delete, Update Databases Report, this
searches for the Information Desk policy name (598) and
indexes the entry type tag in the Unicorn catalog.

Use the Before or After
helper to add the blank

entry field.
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Using Reports with Catalog Lists
You may use the following reports with catalog lists:

•  Add Items to Item List - links several catalog records
with an Information Desk policy.

•  Print Bulletins - provides a printed list of all catalog
records matching the selected Information Desk policy
name.

•  Remove Bulletins-removes bulletins and catalog items
from the list.

•  Remove Items From Item List - removes links between
catalog records and an Information Desk policy.

To create a list of acquired material using the Add
Items to Item List report

1. Open the Reports toolbar.

2. Click the Setup and Schedule New Reports wizard

.

3. Select OK to save properties.

4. Using the Select Tab helper , select the Info Desk
tab, which will display the list of tabs or select by using
the Advance tab [>>>].
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5. Highlight the Add Item to Item List Report and click
Schedule.

6. When the Create additemlist screen displays, click the
Selection Criteria tab.

7. Select the appropriate Information Desk policy from
the list.

8. Select the Item Type option button.

9. Scroll to the title selection and select the gadget next to
the date created field.

10. Click the Date depends on the report run date helper

.

11. Using the helper set the range to 1 month before and 0
months after. Click OK.
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12. Click Schedule.
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13. Schedule to run as frequently as the new book list should
be refreshed. Results will display after the Add Delete
Update Databases report runs.

Frequently Asked Questions

If I create a new booklist link today and I catalog
50 new books next week, will they automatically
be added to the new booklist?

Yes, providing recommended Unicorn maintenance procedures
are performed involving database updates. When an Information
Desk choice is selected, such as “New Booklist,” Unicorn
searches the catalog for memo and bibliographic records
containing the same Information Desk policy name as the one
associated with the Information Desk selection.
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Reports

Overview
Using the reports provided in Unicorn WorkFlows can improve
library operations. The tasks listed below are just a few of the
ways reports can simplify library functions.

•  Reports track statistical and management information by
counting various staff processes to measure productivity
while identifying items that are likely candidates for
weeding, or tracking fund information for budgeting.

•  Reports streamline daily library processes by creating
bibliographies, sending overdue notices to users,
comparing the catalog shelflist to the items on the shelf,
or generating vendor claim lists or orders.

•  Reports perform housekeeping tasks on the Unicorn
system by updating the catalog indexes, changing the
status of groups of users, or removing users or items in
batches when necessary.

Unicorn categorizes reports into general groups, with specific
report types within each group. Many reports may be used as is,
but the power of Unicorn reports is the ability to customize a
basic report to meet specific needs.

You may schedule reports to run immediately, periodically, or
save as a report template to run later. You may print, e-mail, or
view reports and save as a text file, usually in WordPad.

Note  Reports scheduled using the Report Utilities in previous
versions of Unicorn can be converted to run in the graphical version
of Unicorn reports by using the Convert Report wizard on the
Reports toolbar. For a description of the Reports toolbar, refer to
“The Reports Toolbar” on page 44.

Setting up the Temp Directory

A machine with WorkFlows installed needs a “temp” folder,
usually C:\temp, to view and/or print finished.

1. Select Start, Programs, then Windows Explorer.

2. Locate and select the C directory.

3. From the menu, click File, New, and then Folder.
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4. Name the new folder Temp.

Report Types

Unicorn reports fall into one of the following categories.

Count

Count type reports answer the question, “How many meet these
criteria?” Examples of this type of report include:

•  Count Bills

•  Count Charges

•  Count Items

Import/Export

Import/export type reports ease the introduction of new or
updated information to the Unicorn system or the extraction of
Unicorn information for use by an external system. Examples of
this type of report include:

•  Load Bibliographic Records

•  Load Authority Records

Label

Label type reports produce information in a format conducive to
printing labels. Examples of this type of report include:

•  Vendor Address Labels

•  Added Item Labels

List

List type reports answer the question, “Which ones meet these
criteria?” It is one of the most customizable types of report at its
most basic state, but many reports are based on a list report with
selections and formatting decisions already made. Examples of
the list type of report include:

•  List Users

•  List Items

•  List Order Line Items
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Maintenance

A maintenance report makes changes to existing information in
the Unicorn system. Examples of this type of report are the
rollover series in the Acquisition group, the Add, Delete, Update
Databases report, and the Reorganize and Rebuild reports.

Notice

Notice type reports answer the question, “Who needs what
information sent to them?” It selects the users or vendors to
receive the notice, and can be e-mailed directly to users and/or
have address labels printed. Examples of this type of report
include:

•  Vendor Acquisition Claims

•  User Announcement

•  Overdue

Remove

Remove type reports permanently remove information from the
Unicorn system. Caution is advised when running these report
types; in many cases these reports are password protected.
Examples of the remove type include:

•  Remove Users

•  Remove Bills

Statistics

Statistics type reports produce tables of statistical information
from the Unicorn system. Examples of the statistics type include:

•  Average Price of Books

•  Current User Statistics
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Report Wizard Properties
All Report wizards—Setup and Schedule New Reports, Display
Scheduled Reports, and Display Finished Reports—display the
same properties page. Unicorn retains modifications made to the
properties for all wizards for the duration of the workstation
session.
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To Complete Reports Properties

1. Select the desired option button for Display Property
Page, either Always, or Never.

2. Under Windows Applications, use the gadget to select
the program and path to use for the Application to View
Reports. This is the program to use when viewing
templates, scheduled reports, and finished reports.

Note  If the program is not installed in the C:\Windows
directory, the full path of the executable file must be included.

3. Use the gadget to select the program and path to use for
the Application to Print Reports. This is the program
to print finished reports with the PC Print option. The
report displays in the document window, and can
automatically be printed to a default printer using the /p
command in the path.

4. Under Format Options, select the Display Format
Page option if desired. This option applies to finished
reports only.

•  If multiple character sets are printed, the work is sent
to a printer other than the default, or if reports are
printed on a nonstandard page size, selecting the
option displays the format page. The format page
includes the character set used, the page length,
width, and the top and bottom margins.

•  Selecting this option displays the Change Format
button on the Schedule step of a report, which then
displays the format page. However, a user or printer
value must be entered into the To field for e-mailing
or printing, and the Format buttons must also be
selected for the format page to display.

•  If no value is entered into either of these fields, and
the Change Format Button is selected, a message
that there is no format to change displays. If the
Display Format Page is selected for finished reports,
the format page displays before displaying a finished
report.

5. Select the Format Report check box to invoke default
formatting specific to each report, e.g., headers, spacing.
In some cases, it may be beneficial to display a report
unformatted, then format it using word processing
software.
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Note  The option is available to change the setting for Format
Finished Report before viewing, e-mailing, or printing the report.

You may modify the number of lines on the page, the
number of characters in each line, and the line size of the
top and bottom margins for default settings.

6. Verify DEFAULT is the appropriate value in the
Character Set Table list. This defines the character set
used to translate formatted reports. Only formatted
reports use this character set. The default value, which is
DEFAULT, is appropriate for most systems except
Chinese.

7. Modify the following as necessary:

•  Page Length - number of lines on the page.

•  Page Width - number of characters in each line.

•  Top/Bottom Margin - line size of the top and
bottom margins.

If the Display Format Page property is selected, you
have the option to modify these values when scheduling
or viewing the report.

8. If applicable, select the Send Notices Automatically
check box. This applies to notice type reports only. You
must define e-mail addresses in the appropriate field of
the user record for notices to send automatically.

If notices are sent automatically, it may be best to
separate e-mail and non-e-mail recipients to prevent
sending duplicate paper notices, particularly if the Count
as Notice Sent option is used to keep track of the notices
each user receives.

9. Choose from the following Recipients options:

•  All

•  Only Those with E-mail Addresses

•  Only Those without E-mail Addresses

10. Select the Log check box to include the “log” when
distributing printed or e-mailed report results. The log is
a detailed description of the formatting options used, and
of how selection criteria affected the results.

Some reports are wholly contained within the log and an
attempt to distribute a log only report as results will send
a header-only message to the e-mail recipient or an
illegible message to the printer. The log is always
available from the finished list.
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11. Select the Result check box to include the “results”
when distributing printed or e-mailed report results. The
results include the primary text of the report.

Note:  These Log and Result settings carry over to the selections
when working with finished reports. An option is available to change
the setting for Log and Result before viewing, e-mailing, or printing
the report.

12. Select the Notify Owner When Report is Finished
check box to send a brief e-mail to the owner of the
report after it is complete, and available for viewing
from the Finished list, or has been printed or e-mailed.
The e-mail address that appears in the From field of the
e-mail is the login or e-mail address of the user who last
ran the report server.

Scheduling New Reports

Templates

When the Setup and Schedule New Reports wizard is used, the
Templates tab displays a list of reports based on generic reports
delivered by Sirsi that were modified and/or saved as templates
by members of the library staff. If there are no report templates
saved, the tab does not display.

Save a report as a template under the following circumstances:

•  If you might run this report one or more times in the
future, but you do not want it to run automatically at a
specified date and time.

•  If you want to run a series of very similar reports
changing only one or two selections or output options at
a time.

Once you save the template, you may schedule a new report,
display scheduled reports, or close the wizard. The Save As
Template button places the report that you have created into the
Templates tab of the Setup and Schedule New Reports wizard.

Note  The Templates tab displays on top when scheduling a new
report. If there are no report templates saved, the tab does not
display.
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To Save a Report as a Template

1. Click the Setup and Schedule New Reports wizard

.

2. Select a report to be scheduled that is most like the
report you desire.

3. Adjust the report as necessary.

4. Click Save As Template located at the bottom of the
screen.

Basic Information Tab

Highlight a report from any group, then click Schedule to view
Basic information for that report.  All reports have the same
Basic Information tab. Some fields have default information, but
you may modify as applicable.

Report Name
This name displays in the finished or scheduled
report lists. It is also the name displayed in the new
report or template list, if left unchanged.

Description

This field describes the report results. The default
value describes the report if run without making any
changes to the selections or output options.

Title

The title entered here displays on the first line of
each formatted page of the printed report, followed
by the date and time of the report.
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Footer

When used, this field displays on the last line of
each formatted page of the printed report. It can be
used to record a date or range of dates that a report
covers. Footers are optional.

Note: It is helpful to modify the information in this tab if in a multi-
library setting where multiple staff members are running the same
types of reports. For example, two branches run the List
Bibliography report on a regular basis but set their reports up
differently for their respective libraries, modifying the Basic
Information makes it easier to distinguish the reports from one
another.

Selection Criteria Tab

Making selections in this tab limits the amount of data output for
this report. The List Bibliography report is used to output
information about bibliographic records in the catalog.

Before any selections are made in the Selection Criteria tab, the
report is set up to list every bibliographic record in the catalog.
Since that is impractical output, select to output a subset of all
bibliographic records. For example, the output can contain all
records that have the word Halloween in the 650 tag of the
bibliographic record.

Sorting Criteria Tab

The options for sorting report output vary report to report. The
following are options for the List Bibliography report:

•  Author/title

•  Call number

•  Title/author

Output Options Tab

Based on available output options, the appearance and content of
Unicorn reports can vary significantly. Use selections along with
output options to design a custom report to meet library needs.

Options in this phase of the report influence what information is
included in the printed report results and in what format. Most
report results default to include very general information, which
you may expand by making additional selections in the Output
Options screen area.
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Report Samples

Count Report

Many Unicorn reports generate both a log and a result section in
the output. Count reports only generate a report log, which
contains a number of what was counted based on the report. For
example, the Count Item Titles report counts the number of title
records that match the report criteria. The output report follows.

Report Log for Count of all Titles
Report titlecnt scheduled as Count Item Titles
Count of all titles.

UNICORN catalog selection v2001 started on Friday, August 10, 2001, 2:46 PM

The catalog file will be read sequentially by primary key.
The catalog key will be written to standard output.
The year of publication will be written to standard output.
Catalog records will be selected if they are NOT review records.
13342 catalog record(s) considered.
11810 catalog record(s) selected.
UNICORN catalog selection finished on Friday, August 10, 2001, 2:46 PM
UNICORN catacnt selection v2001 started on Friday, August 10, 2001, 2:46 PM
Catalog key will be read from standard input
The catalog key will be written to standard output
String from standard input will be written to standard output
25 catacnt record(s) considered.
25 catacnt record(s) selected.
UNICORN catacnt selection finished on Friday, August 10, 2001, 2:46 PM
UNICORN call number selection v2001 started on Friday, August 10,2001, 2:46 PM
The catalog key will be read from standard input.
The calnum primary key will be written to standard output.
The string from standard input will be written to standard output.
31 callnum record(s) considered.
31 callnum record(s) selected.
UNICORN call number selection finished on Friday, August 10, 2001, 2:46 PM
UNICORN item selection v2001 started on Friday, August 10, 2001, 2:46 PM
The callnum key will be read from standard input.
The item key will be written to standard output.
The catalog key will be written to standard output.
The string from standard input will be written to standard output.
1 bad item record(s) encountered.
30 item record(s) considered.
30 item record(s) selected.
UNICORN item selection finished on Friday, August 10, 2001, 2:46 PM
UNICORN itemacnt selection v2001 started on Friday, August 10, 2001, 2:46 PM
Item keys will be read from standard input
String from standard input will be written to standard output
30 itemacnt record(s) considered.
30 itemacnt record(s) selected.
UNICORN itemacnt selection finished on Friday, August 10, 2001, 2:46 PM
Duplicate titles are not counted.
Count of all Titles
Produced on Fri Aug 10 14:46:14 2001
Number of Selected Titles: 24
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To run the Count Titles Report

To count the number of title records in a library catalog that are
VM format records, refer to the following steps:

1. Change toolbars to the Reports toolbar.

2. Click the Setup and Schedule New Reports wizard

.

3. Verify that the information in the Properties window is
correct. Select OK.

4. Select the Bibliographic tab by selecting the Select Tab
helper, selecting Bibliographic, then OK. You may also
use the Advance tab [>>>] to select.

5. Highlight the Count Titles report from the list and click
Schedule.

6. Change the Basic Information tab information to reflect
the Name of the report. This type of report can be called
“VM Format Record Count.”

7. Click the Selection Criteria tab.

8. Select the Format gadget. Verify that the Contains
option button is selected, and click VM from the list to
add under List selected.

9. Click OK.

10. Click Schedule. To run the report once, accept the
default and click OK.
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List Report

Unicorn List reports generate both a log and a result. The log
contains the number of what is listed in the result. The result
contains the list of items, or users, etc. For example, the List
Titles report lists titles that match the report criteria.

Sample Report Log for Title List

Report Log for Title List
Report catlist scheduled as List Titles
A shelflist printout of all titles.

UNICORN catalog selection v2001 started on Thursday, September 19, 2002, 9:33 AM
The catalog file will be read sequentially by primary key.
The catalog key will be written to standard output.
The author key will be written to standard output.
The title key will be written to standard output.
Catalog records will be selected if format is not EQUIP, DUBLINCORE, MEMO,

ROOM, or SELECT.
Catalog records will be selected if the date created is not earlier than

8/1/2002 and not later than 9/30/2002.
Catalog records will be selected if they are NOT review records.
8757 catalog record(s) considered.
122 catalog record(s) selected.

UNICORN catalog selection finished on Thursday, September 19, 2002, 9:33 AM
Sort: sorting by TITLE, AUTHOR
UNICORN item printing v2001 started on Thursday, September 19, 2002, 9:33 AM
The catalog key will be read from standard input.
The output will be a catalog level shelflist.
The brief information will be written to standard output.

Entry IDs:FULL
Descriptive labels will precede catalog data.
Subfield codes will not appear in output.
The output will contain both visible and shadowed call and item detail.
The report title option will be used.
122 catalog record(s) printed.
0 catacnt record(s) printed.
0 call number record(s) printed.
0 item record(s) printed.
0 itemacnt record(s) printed.

UNICORN item printing finished on Thursday, September 19, 2002, 9:33 AM
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Sample Title List Report

Title List
Produced Thursday, September 19, 2002 at 9:33 AM

1994
Title: 2 stupid dogs. Bathroom humor / directed by Tony Craig.
Publication info: 1994.
Physical descrip: 1 videocassette of 1 (24 min.) : sd., col. ; 3/4 in.

viewing copy.
Held by: ROCKEFELLR DEWEY_LIB
Added author: Copyright Collection (Library of Congress) DLC
Added title: Bathroom humor.
Added title: Two stupid dogs. Bathroom humor.

1999
Title: 7th heaven. All dogs go to heaven / directed by Paul Snider.
Publication info: 1999.
Physical descrip: 1 videocassette of 1 : sd., col. ; 3/4 in. viewing copy.
Held by: ROCKEFELLR
Added author: Copyright Collection (Library of Congress) DLC

Title: 20th century church music. [Sound recording]
Publication info: [n.p.] Argo ZRG 5340. [1963]
Physical descrip: p. 2 s. 12 in. 33 1/3 rpm. stereophonic.
Contents: Britten, B. Festival Te Deum.--Bairstow, E. Let all mortal flessh

keep silence.--Howells, H. Like as the hart.--Vaughn
Williams, R. Lord, thou has been our refuge.--Britten,
B. Jubilate Deo.--Walton, W. A litany.--Ireland, J.
Greater love hath no man.--Orr, R. They that put their
trust in the Lord.--Britten, B. A hymn to the Virgin.--
Tippett, M. Magnificat and Nunc dimittis.

Held by: ROCKEFELLR CARNEGIE
Subject term: Choruses, Sacred.
Subject term: Anthems.
Subject term: Music, English. [from old catalog]
Added author: Britten, Benjamin, 1913- Works, vocal. Selections.

Sound recording. 1963. [from old catalog]
Added author: Runnett, Brian. [from old catalog]
Added author: Guest, George Howell, 1924- [from old catalog]
Added author: Cambridge. University. St. John's College. Choir.

[from old catalog]

1982
Personal Author: Isenberg, Barbara.
Title: The Adventures of Albert, the running bear / by Barbara Isenberg

and Susan Wolf ; illustrated by Dick Gackenbach.
Publication info: New York : Clarion Books, c1982.
Physical descrip: 32 p. : col. ill. ; 29 cm.
Summary: Following his escape from the zoo, Albert Bear

encounters a series of mishaps and finally finds
himself running in a marathon.

Held by: ROCKEFELLR
Subject term: Track athletics--Fiction. Sears
Subject term: Bears--Fiction.
Added author: Gackenbach, Dick,
Added author: Wolf, Susan.
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To Set up the List Titles Report

To select the number of title records in a library catalog that are
VM format records and output a list of those records.

1. Change toolbars to the Reports toolbar.

2. Click the Setup and Schedule New Reports wizard.

3. Verify that the information in the Properties window is
correct and click on OK.

4. Select the Bibliographic tab by selecting the Select Tab
helper, selecting Bibliographic, then OK. You may also
use the Advance tab [>>>] to select.

5. Highlight the List Titles report and click Schedule.

6. Change the Basic Information tab information to reflect
the Name of the report. This type of report can be called
“VM Format Record List.”

7. Click the Selection Criteria tab.

8. Select the Format gadget. Verify that the Contains
option button is selected, and click VM from the list to
add under List selected.

9. Click OK.

10. Because this report outputs a list, two additional tabs are
necessary. The first is the Sorting Criteria tab. Choose
the sort for the output from title/author or call number.

11. Click the Output Options tab to configure the list
output. To explore the choices presented on the Output
Options tab, select the yellow question mark (Context
Help Wizard) and then select the hot link for Print Item
under Output Options.

12. After deciding output, click Schedule. To run the report
once, accept the defaults on the Schedule window, which
have the report set to run ASAP, and click OK.
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Transaction Statistics Report

The Transaction Statistics report selects statistical and
demographic information about item and user transactions in
tabular format. The most popular use for this report is to report
on the number of items circulated within a period. This report is
in the Administration Reports group.

Useful selection options in the Transaction Statistics Report
include:

Transaction Date Range

The transaction date range determines the period queried to
produce the report output. You may choose to set up a
Transaction Statistics report that runs the first of every month
and covers the previous month’s transactions. For instance, the
report runs May 1, for transactions that took place April 1-30. In
order to gather statistics for the previous month, the transaction
date range must be set with a starting date of 1 month before the
report run date and an ending date of 1 month before the report
run date.

Date Range Gadget
Among the many useful helpers and gadgets the report module
offers is the Date Range gadget. The Date Range gadget allows
you to select a date based on a fixed or sliding date range for the
selection.

The first option is the fixed date, meaning that the date or date
range is based on a specific date. This option is used most often,
particularly in reports that are scheduled ASAP or saved as a
templates.

Depends on the Report
Run Date helper
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Use the Depends on the Report Run Date helper to select a
sliding date.

 

The sliding date depends on the report run date. It is useful for
reports scheduled to run periodically. This helper allows the
report to select a date range based on the date the report runs.
Consequently, a scheduled report that may run monthly pulls
data for the previous month’s activity without having to make
changes to the report’s selection criteria.

Next

1 month before

1 month before
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Commands

The commands you select depend on the type of transaction you
wish to count. To count the previous month’s checkouts and
renewals, use the gadget in the Command field to select Charge
Item Part B, Renew Item, and Renew User Part B. To include the
number of in-house uses, select the Use Item command.

Note  For additional information regarding Commands, see the
Workflows online help topic for the Transaction Statistics
report.

Library in Transaction Selection
Use if a library in a multi-library system wants
report results to reflect only transactions that took
place at their library.

Output Options Tab

The Output Options tab allows you to select how the transactions
are presented within a column/row format. A helpful
presentation is a column/row breakdown by Item Type and User
Profile. To ensure that all transactions are counted in the output,
schedule any Transaction Statistics reports to run after running
the daily maintenance reports and backups.
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Sample Transactions Statistics report

UNICORN Statistics
Produced Tuesday, September 17, 2002 at 2:09 PM

Report for:
All Item types
User profiles ADULT, FACULTY, GRADSTNDT

Item type User profile
ADULT FACULTY GRADSTNDT TOTAL

AV 0 0 0 0
AV-EQUIP 0 0 0 0
BOOK 13 16 5 34
CD 0 0 0 0
CD-DVD 0 0 0 0
CHAIR 0 0 0 0
EQUIPMENT 0 0 0 0
ILL-BOOK 0 0 0 0
LAPTOP 0 0 0 0
MAGAZINE 0 2 0 2
MOVIE 0 0 0 0
NEWSPAPER 0 0 1 1
RECORDSKMB 0 0 0 0
ROOM 0 0 0 0
UNKNOWN 0 0 0 0
VIDEO 0 0 0 0

TOTAL 13 18 6 37
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Current User Statistics Report

This report can provide a wide range of information on all users
currently in the user database. Use the selection criteria to limit
the user records output. Use the Output Options to format the
results to select the column/row output. The default format of the
report is a total of users in each profile. This report is in the User
Group of reports.

Useful selection options in the Current User Statistics report
include:

Library
Use this for report results to reflect users associated
with a single library of a multi-library system.

Date Created
This selection is important when the report purpose
is to get new users created in the last month.

Last Activity Date

This selection narrows the output to users that had
circulation activity during the specified date range.

Output Options

Like the Transaction Statistics Report, this report
output is also in tabular format.
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Sample Current User Statistics Report

User Statistics
Produced Thursday, September 19, 2002 at 8:26 AM

Report for:
All User libraries
All User profiles

User profile User library
CARNEGIE DEWEY_LIB MORGAN ROCKEFELLR TOTAL

ADMIN 0 0 0 1 1
ASSOCIATE 0 0 16 0 16
CARNCIRC 1 0 0 0 1
CIRC 0 0 0 4 4
DEWEYCIRC 0 1 0 0 1
FACULTY 0 7 1 40 48
GRADSTNDT 0 0 0 20 20
ILL 1 1 1 1 4
INTRANSIT 1 1 1 1 4
LIBRARYUSE 0 0 0 1 1
LOST 0 0 0 1 1
LOSTCARD 0 0 0 1 1
MISSING 0 0 0 1 1
MORGANCIRC 0 0 1 0 1
PUBLIC 139 3 0 1 143
RESERVES 0 1 0 1 2
ROCKCIRC 0 0 0 1 1
SIRSI 0 0 0 1 1
STUDENT 0 37 0 69 106
TECH 1 1 1 2 5
WCARNEGIE 1 0 0 0 1
WDEWEY_LIB 0 1 0 0 1
WEBSERVER 0 0 0 1 1
WMORGAN 0 0 1 0 1
WROCKEFELL 0 0 0 1 1

TOTAL 144 53 22 148 367
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Circulation Mailer Report

Use this report to send overdue, bill, and hold pickup notices, or
any combination of the three (based on report selections).
Overdue items, items held for pickup, or bills display in a
compact, single-line list so that you may print many items on a
single mailer form. By default, only ACTIVE holds are selected.

In a circulation mailer form, notice text may print inside one or
more layers of a form with internal carbons. The user’s and the
library’s address display on the first visible layer of the notice
form. Optional notice text, a key to abbreviations and a list of
associated items display on the next layer. Use the Test Print of
Notice Mailer report to verify the mailer form alignment before
printing this report.

This report was designed to print on a particular commercial
mailer and Sirsi does not guarantee that it will print on any other.
Look in the Online Help for more information about the mailer
format.

Sample Circulation Mailer

Main Library
915 Monroe St.
Huntsville, AL
35801

1) Frida Kahlo (1910-1954) [video Hershon, Eila. 10/19/1998
(O)

2) Rethinking popular culture : c Mukerji, Chandra. 11/2/1998
(O)

3) Handbook of creativity / edite Torrance, E. Paul
(P)

4) National five digit zip code a United States Posta
(P)

The Library would like your
attention for the above listed O = Overdue
overdue items, bills owed, P = Pickup
Item
and/or requested items held B = Bills
Owed
for pickup.

Mr. John Dickson
Room 1230
Huntsville, AL 35801
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New Overdue Notice Report

Use this report to send daily or weekly overdue notices, notices
for very recently overdue items or items that became overdue
during a specified date range. The report differs from other
overdue notice reports because of this date range selection in the
Output Options.

The following option is available in the New Overdue Notice
Report:

Overdue

If Yes, the report includes overdue items only. If No,
all charged items, including those with a Date Due
that has not yet arrived, are included.

Charge Notice Output

The following Charge Notice output options are available in the
Output Options tab.

Count as Notice Sent
If Yes, the number of overdue notices sent
increments for each charge selected by the report.
Alternately, the number of recall notices sent can
increase if the Notice type selection, if available, is
set to Recall. The Count as Notice Sent selection
keeps track of the notices each user receives, so that
overdue and recall notices may be sent in the proper
order.

Library Address on Notice
If Yes, the library’s address as defined in the user
record for the library displays on the notice.

Salutation on Notice
If Yes, the salutation “Dear User Name:” precedes
the notice text, with the user name as defined in the
user’s record, in addition to the User name and
address that prints on all notices. If the user has a
Title defined in his user record, such as Mr. or Ms.,
this replaces the user’s first name in the salutation.

Group ID on Notice
When displayed, if Yes is selected, the group ID also
displays on the notice. The default value for this
field is No. In UnicornECOLE libraries, which use
the Group ID field as a Homeroom designation,
reports may be sorted by Group ID (Homeroom),
and distributed by the homeroom teacher.
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User ID on Notice

If Yes, the user ID also displays on the notice.

Message 1-5

The number of messages available and the default
notice text varies between reports. Use of the
Message fields depends on the number of notices
you send to users before taking more action. Each
message can be increasingly stern. By using the
Count as Notice Sent selection, if available, Unicorn
distinguishes between who last received their first,
second, or third notice, and automatically sends the
next notice in the series, all in a single report. Use
the Number Range and Notices gadget to make
changes to the users who will be selected based on
the number of notices they have received, and the
notice text that will be used.

Note  If charges are selected that do not match one of the
numbers of notices specified in the preceding selection, these
charges are not printed. The log reports that these charges were
selected but not printed.

Date
This option allows selection of variable dates of
overdues. The default selects overdue items that are
due on the day the report is run. Use the Date Range
gadget to make changes to the number of days
preceding the report run date, or to select a specific
date. This date selection is only available in the New
Overdue Notices report.

Closing Text
Your library can create the text files that may be
selected from the verify list.

Notice Type
If a charged item is recalled because another user
has placed a hold on it, you may prefer to increment
the number of recall notices that are sent, rather than
the number of overdue notices. The notice text
defaults may be the same as overdue notices if the
charged item is also overdue, but text is also
available for recall notices. This selection is relevant
only if Yes is also selected in the Count as Notice
Sent.
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Sample Overdue Notice Report

Thursday, September 19, 2002

Rockefeller University Library 0

Mr. Christopher O'Brian ID: CHRISO

Dear Mr.. O'Brian:
"1ST OVERDUE NOTICE"

The following Library materials are overdue. Please return them
as soon as possible.
Thank you.

1 call number:HD2341 .D68 ID:38674001050697
How to earn more money from your crafts / Merle E. Dowd.
Dowd, Merle E.
due:9/10/2002,10:30

Recommended Reports

Sirsi strongly recommends the list of essential reports provided
in Essential Administration to keep your Unicorn Library
Management System healthy and running optimally.

The following Circulation group reports are also recommended,
however, it is the system administrator’s choice to run them after
conferring with the library’s circulation staff.

Report Name Description Scheduling Considerations

Expire Holds Selects active holds with
expired hold dates and sets
the hold status to inactive
with a hold inactive reason of
expired.

Run after midnight.

Clean Holds
Shelf

Provides a list of items on the
holds shelf that have been
cancelled by staff or patron
and where to route them.

Run after midnight, after the
Expire Holds Report.

Purge Inactive
Holds

Selects inactive holds and
purges them from the system.

Notice for
Cancelled
Holds

Generates notices to send to
patrons letting them know
their hold has been cancelled.

Run after midnight, after the
Expire Holds Report.
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Unicorn Standalone

Overview
The purpose of Sirsi’s standalone product is to provide libraries
an automated way of logging transactions if the server is
unavailable. The Standalone utility transfers standalone data
saved to the hard drive of a PC to the server. The Loadstand
report applies the transaction files to the Unicorn database. You
must configure a workstation in advance to use as a standalone
workstation.

Install the Standalone Client

To Install the File

1. Login to WorkFlows at the administrative level.

2. From the menu, select Command, then All Wizards.

3. Select the UPDATE_STANDALONE wizard. This
wizard downloads the standalone client, necessary
screens to provide default information, and—if the
Update Delinquency Status reports were run with the
appropriate settings—a list of currently delinquent users.

4. Select all check boxes, including:

•  Update programs

•  Update screens

•  Update the list of user status

5. Select the appropriate disk drive letter using the list.
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6. Click OK.

7. Enter the User ID of the workstation user, and click
OK.

For example, If your library policy name is MAIN, the
generic Circ login is probably MAINCIRC. If your
library policy name is DEWEY, the generic Circ login is
probably DEWEYCIRC.

8. A series of Download screen windows display, asking,
“Is the drive ready?” Each time you see one of these
windows, click Yes.

9. When the download is complete, the following
confirmation window displays. Click OK to close the
window.
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10. The Update Standalone Utility: Main window
displays. Click Cancel to close this window.

11. Open Windows Explorer to access the C drive.

a. To open Windows Explorer, click Start, then
Programs. You should see Windows Explorer listed.
If you are using Windows 2000, click Start,
Programs, and Accessories.

b. Click Windows Explorer.

12. Locate, and click drive C on the left side of the screen.

13. The upd_ws.exe file will be in the list of files
displayed on the right. Double-click upd_ws.exe to
install the client. This opens an install shield similar to
the one used for WorkFlows.

Note  Verify this is upd_ws.exe, not upd_wf.exe.

14. Sirsi recommends that you answer Next to all questions
and accept the defaults. By default, this installs
Standalone into a Program Files/Sirsi/Standalone
folder. The install shield also creates a shortcut for
Standalone on your computer’s Desktop and under the
Start menu.

15. When the Standalone Client has successfully installed,
click Finish.
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Create a Standalone Configuration
Creating a configuration is part of the initial installation of
Standalone on a workstation. You do not need to repeat this step,
unless you need to change the configuration settings listed in
step 5 below.

To Configure the Workstation With a Barcode
Scanner

1. Open Windows Explorer to access the C drive.

2. Go to the Program Files/Sirsi/Standalone folder,
and double-click the file, pcconfig.exe.

To locate the Standalone folder
Open Windows Explorer. Click drive C on the left of the

screen.

The contents of drive C are listed on the right side of your
screen. Locate, and double-click Programs.

Locate, and double-click Sirsi, then Standalone.

Refer to these instructions any time this document asks
you to access the Program Files/Sirsi/Standalone
directory.

3. Select a workstation configuration command. At
installation, you should use Create by typing c and
pressing ENTER.

4. Specify the drive to use for maintaining the standalone
log file. Type c or other designated drive in the space
displayed. Press ENTER.
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5. Answer y to Does the workstation have a barcode
reader. This prompts a series of questions concerning
your barcode reader. Answer based on documentation
provided for your barcode reader. Questions are as
follows:

•  How is the reader connected to the workstation

•  Reader speed

•  Reader parity

•  Reader start character

•  Reader send character

•  How many characters are in the barcode

•  How many characters should be skipped

•  How many characters should be kept

•  Does the barcode have a check digit

•  Do you want to add a barcode

6. Answer the remaining questions by typing either y
(yes), or n (no) and pressing ENTER.

•  Does the workstation have a receipt printer?

Note  The use of a receipt printer with Standalone is not currently
implemented.

•  Will dates use the European format?

•  Do you want to save these modifications?

7. Type Exit or e to exit system and press ENTER.
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To Configure a Workstation Without a Barcode
Scanner

1. Follow steps 1-4 from “Configuring a workstation with a
barcode scanner.”

2. Answer n to Does the workstation have a barcode
reader.

3. Answer the remaining questions by typing either y (yes),
or n (no) and pressing ENTER.

•  Does the workstation have an OCR reader?

•  Does the workstation have a receipt printer?

Note  The use of a receipt printer with Standalone is not currently
implemented.

•  Will dates use the European format?

•  Do you want to save these modifications?

4. Type Exit or e to exit system and press ENTER.

To Download Screens

The screens necessary to run Standalone are stored in the
sdl.out file.

1. Access drive C. The sdl.out file is located in the list of
files on the C drive.

2. Copy and paste the sdl.out file to the directory folder
where standalone was installed. The default folder is:
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Program Files/Sirsi/Standalone

Update Delinquent User File
One option of the UPDATE_STANDALONE wizard is to
download a list of delinquent users to the local standalone
directory. This is an optional feature performed at the discretion
of your library.

By using patron delinquency information in the Standalone
Workstation client, staff can immediately determine whether to
charge an item to a patron.

An Output Options setting in the Update User Delinquency
Status Report (or the Update Select User Delinquency Status
Report) creates this list. Downloading the file provides the
standalone client and workstation operator information regarding
delinquent users while standalone is in use. This prevents some
transactions from failing when the standalone data log files are
loaded onto the Unicorn server.

The Update User Delinquency Status and the Update Select User
Delinquency Status reports include an output option called
“Generate List of Delinquent Users.” This option prompts the
user to choose whether to produce a file of delinquent users.

Update Delinquent User File

To promote efficiency of library operations, and keep the
delinquency file accurate, Sirsi recommends that you run
UPDATE_STANDALONE on a regular basis at each
workstation.

To Update the Delinquent User File

1. Log in to WorkFlows.

2. Select Command, then All Wizards from the menu.

3. Select the UPDATE_STANDALONE wizard.

4. Clear the Update Screens checkbox. The only check
box that should be selected is Update the List of User
Status. Select the appropriate drive for the update from
the list.

5. Click OK.
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6. Click Yes on the Download User Status List window.

7. A confirmation window displays, click OK to close the
message.

8. Click Cancel to close the Update Standalone Utility
window.

9. Open Windows Explorer and locate the C drive. The
dumpdate and delinq files will be in the list of files on
the C drive.

10. Copy these files to the directory folder where
standalone was installed (Program
Files/Sirsi/Standalone, pg. 183). These will replace old
dumpdate and delinq files.

Run the Standalone Client
The following conditions apply to the standalone workstation:

•  The workstation can only record activities based on the
commands that it can perform.

•  The standalone workstation must either have an item ID,
and/or a user ID.

•  The standalone workstation cannot search or display
information from the Unicorn database about items or
users, because the workstation is temporarily
disconnected from the host computer.
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•  The system administrator will copy data recorded by the
standalone workstation from the standalone hard drive to
the host computer. The host computer will then try to
perform each recorded transaction as if a library operator
were at a regular workstation. Errors result when an
activity recorded at a standalone workstation would have
been blocked or would otherwise fail when done in a
real Unicorn database.

To Run Standalone

1. Open the Standalone shortcut  on the PC’s
Desktop.

2. Press the Enter key when you see the Login command
line. The User Access and Library policy should now be
filled in. If not, contact the Sirsi helpdesk.

3. To make everything due on the same date, TAB to the
default due date field and type a date using the format
MM/DD/YYYY.

-OR-

Leave blank to calculate the due date at the time
standalone transactions are loaded. Press ENTER to
complete the login.
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4. Use the following keys or key combinations to perform
functions within the standalone client:

F5 Charge Item

F6 Discharge Item

F7 Renew Item

CTRL+E Return to the command line

5. To exit the standalone client, press CTRL+E to return
to the command line, type HALT, press the spacebar,
then press ENTER.
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Standalone Screen Examples

F5 - Charging Items in Standalone

F6 - Discharging Items in Standalone

F7 - Renewing Items in Standalone
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Upload Standalone Data to the Host
Computer

When the server is online, you need to upload standalone data
from each standalone workstation to the host computer. To
upload the recorded data from the standalone workstation to the
host computer, follow the steps below.

Before you begin

The Log file contains all of your standalone transactions.

1. Open the Util toolbar.

To Upload Data

1. Select the Standalone Upload Utility wizard .
The Standalone Utility: Main window displays.
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2. If applicable, select the library that created the Log file.

3. Using the gadget, select the Log file location for
uploading the data.

4. Click Load to upload data. Select Cancel to cancel the
procedure without uploading data.

The following prompt displays in the Standalone Utility
Confirmation step:
Is diskette ready?

5. Click Yes to confirm that the disk is ready. The
standalone data is uploaded.

Drop-down list
appears only for multi-
library systems. If you

are a single library,
your library name

should appear. If it
does not, contact the

Help desk.
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Moving Files into Unicorn Databases
To complete the processing of standalone data and to update the
Unicorn databases, use the Load Standalone Transactions
Report to take the transaction files and apply them to the
database.

The Load Standalone Transaction Report moves the
standalone transactions from the workstation to the Unicorn
Database.

This report will consolidate, concatenate, and sort the
transactions by date. The report includes both, failed transactions
and successful loads. The number of logs printed will be twice
the number of failed transactions because the report logs both the
request and response. If a corrupt file causes the Load
Standalone Transactions report to terminate, a warning message
is included in the report log.

Schedule the Load Standalone Transaction Report

The workstation server must be running to schedule and run this
report, or the report will fail. Do not halt the workstation server
until the report displays on the finished list.

To Schedule the Report

1. Open the Reports toolbar.

2. Select the Setup and Schedule New Reports wizard

. The default properties screen for new reports may
appear. If so, accept the defaults by clicking OK.

3. If the Load Standalone Transactions report is not
displayed in the Templates tab, click the Admin tab.
Select the Load Standalone Transaction report.
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4. Click Schedule. The Load Standalone Transaction
report does not require any selections to be made. Select
the Schedule button only to run the report.

5. Verify Basic Information and click Schedule.
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6. Select Scheduling and Distribution options. Accept the
defaults (or make desired edits) and click OK.

7. Review the confirmation window message, and click
Close.

To view the completed report

1. Click the Finished Reports wizard  (once again,
the default properties screen for new reports may appear.
If it does, accept the defaults by clicking on OK).

2. Highlight the Load Standalone Transactions Report on
the Finished Report list and click View.
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3. Accept the defaults and click OK.

The report will open in the word processing application
designated by your report properties. Failed transactions display
in the report. For more detailed information about this report,
consult the online help in Unicorn.

Note  Once transactions have been uploaded and files have been
moved into the Unicorn databases, you should remove the
standalone transaction log file from each workstation.



Unicorn Standalone

January 2003 197

Sample Log from a Load Standalone Transactions
Report

Report Log for Standalone Transactions Loaded
Report 'loadstand' scheduled as 'Load Standalone Transactions'
Load standalone transactions.
UNICORN application program interface server v2000 started on Wednesday, June 21,
2000, 4:32 PM

Transactions will be read from standard input.
Reply transactions will be written to standard output.
Error requests and responses will be logged in /r/sirsi/Unicorn/Standalone.
History logging of requests will be in /r/sirsi/Unicorn/Logs/Hist.
No system logging will be done.
1 transaction(s) read.
0 transaction(s) failed.

UNICORN app
4:32 PM
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Record Loading

Overview

The MarcImport Utility wizard  imports files of
bibliographic or authority records from disk, hard disk, or tape.
Once imported, you may list, view, or remove files.

Depending on the type of data selected, the MarcImport utility
wizard can perform import, copy, view, remove, and cancel
functions.

Importing MARC Records
Authority records may be in the same file as bibliographic
records —the MarcImport function separates the bibliographic
and authority records into files so each can be loaded separately.

As part of the import process, Unicorn first creates a file on the
server for bibliographic records in the following directory:

/Unicorn/MarcImport

Unicorn writes all bibliographic records to this file. Authority
records in the import file are written to the following file:

/Unicorn/MarcImport/Authtemp

The reports in the MARC Import report group load the file of
bibliographic records. The Load Authority Records report group
loads the file of authority records.

The MarcImport utility wizard works with any of the following
types of data.
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Import Sources

You may import bibliographic and authority records to Unicorn
from a variety of sources. USMARC format records may come
from a local CD ROM system or from a cataloging utility and be
saved to a disk or a computer hard disk. MARC records may also
be purchased from a bibliographic agency and sent to the library
on different media. As long as the bibliographic source is
outputting standard MARC records to tape or disk, these MARC
records can be loaded into a Unicorn database.

The MarcImport function transfers MARC records on media to
the Unicorn host computer. Once the records are on the host
computer, they may be loaded into the Unicorn database with the
appropriate holdings information.

Use the Import next step button to import a file of bibliographic,
bibliographic/authority, or authority records. Selecting a file with
the Import next step button displays the Import Bibliographic
Data window.

The Import Bibliographic Data window displays the following
file types:

Bibliofile
Use this selection for MARC records captured from
Bibliofile.

Biporig
Use this selection for MARC records captured from
the BIP CD-ROM, using a BIP software update
before April 1995.

Bip
Use this selection for MARC records captured from
the Books in Print CDROM, using a BIP software
update from April 1995 or later.
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Microlif

Use this selection if the MARC records are in old
Microlif delivery format. Select Other if the files
are new Microlif (see below). Library materials
vendors often supply Microlif records.

If you are unsure whether your vendor is supplying
old or new Microlif, contact your vendor, or use the
DOS [dir] command to list the files on the disk. If
the file name is IBM.FIL, the records are in old
Microlif format. New Microlif files usually are
named microlif.nnn with “n” representing a digit.

RLIN
Use this selection if the MARC records are from the
Research Libraries Information Network (RLIN).

Sirsi

Use this selection if the MARC records are from
your own library system or another Sirsi Unicorn
library’s database.

Other
Use this selection if the MARC records are from any
other source. This window also displays the file
source and allows you to specify a destination,
media, and drive.

Note  You may only import files from a PC using WorkFlows or
InfoVIEW for Windows/Macintosh/MS DOS.

When you import a file, you must specify a new file name for the
file on the host computer. The default import file name will vary
depending upon the file type imported. The imported file name
cannot be the same as it is on the disk or tape.

Remove

Click Remove to remove obsolete MarcImport files from the
host computer.

Bibliographic Data Backup

Unicorn creates bibliographic data backup files when a record
loading report, such as Bibload adds records to the catalog.

When using a batch record loading report, Unicorn writes a
backup copy of the records to the following directory on the
host:
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/Unicorn/MarcImport

Records are stored in one of two directories, depending on
whether the record was loaded successfully into the catalog or
review file, or it was not loaded due to errors.

Records loaded successfully in either the catalog or the review
file are stored in files in the following directory:

/Unicorn/MarcImport/Bibbackup

Records that failed to load are stored in files in the following
directory:

/Unicorn/MarcImport/Biberror

All MarcImport backup and error files use the following naming
convention. In this example, this file was the sixth file loaded on
January 18, 1996. See the table below for explanation.

2002092400101.nm

20020924 The first six digits represent the date of the
record load, using the YYMMDD format.

001 The next three digits represent the library
number from the policies.

01 The last two digits represent the session
number from the given date

.nm Extension used for new records loaded into the
catalog

.rm Extension used for review records loaded into
the review file

.err Extension used for error files which were not
loaded

All MarcImport backup files are saved as part of the daily
backup. If a disk should fail on the host computer, all of the
batch-loaded records will be on the daily backup. You may
easily reload the records when the system is operational.
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Selections for Loading Bib Records

The following selections may be available when loading
bibliographic records.

Note  For information about the interrelation of these fields, refer
to the WorkFlows Online Help.

Input File
The Input File selections refer to the raw data for
loading.

File to Load
The records for loading must already be imported
using the MarcImport utility. Use the list to select a
file to load.

File Format

Enable the MARC selection to import any files that
are MARC format. Enable the FLAT option to load
NASA or DROLS records.

Title Control Processing
The Title Control Processing selections update or
match Unicorn title identification information based
on the incoming record.
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Title Control Number Source for Incoming Items

The Title Control Number Source for Incoming
Items sets the number used as the title control
number in Unicorn. To determine whether an
incoming record matches a record already in the
Unicorn database, the title control keys of existing
records are matched against those of the incoming
record. The first title control key in the list of rules
to match is provisionally assigned to the incoming
record, and is then matched against existing title
control keys. If a match is found and the records are
being loaded to update, the incoming record will
replace the matching title control key record. If no
match is found, the incoming record is assigned the
second title control key in the list, and the match and
replace repeats.

This process continues until an existing title control
key matches a title control key in the rule list. If no
match is found, a new record is created and assigned
the first title control key rule named in the list, if the
records are being loaded to create.

Use the Title Control Key Rule gadget to select
control key rules.

Note  This match and load process guarantees that the original
assigned title control number is retained regardless of that
number’s place in the title control key rule hierarchy.

Title Control Number Matching Rule
The Title Control Number Matching Rule
determines how records loaded will relate to existing
records, in terms of creating new and updating
existing records. Use the Title Control Number
Matching Rule gadget to select a rule. For more
information, refer to WorkFlows Online Help.

Update Date Cataloged
Each record created or updated by the records loaded
display this date in the date cataloged field. Use the
Calendar gadget to select a date.
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Default Record Format

This is the format assigned to records lacking
enough information to for mapping to a format in
Unicorn. When a record is loaded, the format, such
as MARC or SERIAL, is mapped from the
bibliographic record’s leader codes as specified in
the Bibliographic Map policy. If the Bibliographic
Map policy is not defined for the leader codes,
Unicorn supplies a format based on the same leader
codes. If the leader codes used to determine the
record format are missing, the Default Record
Format is used. This field is required. Use the list to
select a record format.

Update Title Control Information from Title Information
Entry

Dates created, modified, and cataloged may be
specified for each record during the load process
using a title information entry such as the 948.
Alternately, dates created and modified may be set
to the date of the load itself and the date cataloged
may be set to a batch date set in the load report. Use
the Multiple Policies gadget to select a method of
assigning dates to the titles being loaded.

Bibliographic Record Processing
The Bibliographic Record Processing selections
update the actual bibliographic information in the
existing or incoming record based on your
specifications.

Update Bibliographic Record when Updating Records
It may be more efficient to create or update call
numbers and copies from loaded holdings statements
than to do it manually. Disable this option if no
changes are needed to the cataloging and only copy
information will be updated.

Update Publication Year

This selection updates the publication year in the
fixed field from the incoming record or entry type.
The publication year is updated when a record is
loaded; this value cannot be deselected.

Remove Entries Listed in the file “Junktag”

Certain entry IDs may not be used in completed
catalog records in your library. If Yes is selected,
those fields are automatically removed from
incoming records and cannot be restored. If No is
selected, all fields in the imported record will be
loaded.
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Note  The display of entries may be controlled through the
Format and Entry ID policies.

Remove Medical Subject Headings (MeSH)

If Yes is selected, Medical Subject Headings will not
be loaded. If No is selected, the Medical Subject
Headings will be loaded along with other headings
including Library of Congress Subject Headings.
The loader identifies a MeSH heading as any 6xx tag
with the second indicator set to 2.

Call Number and Copy Processing
The Call Number and Copy Processing selections
update the Unicorn call number and copy values.
These values are primarily determined by holding
entries such as the 949, and by how the call number
is selected.

Holdings Entry Preprocessing
Certain types of records require preprocessing.
Records that may require preprocessing include
those where you use the 049 tag in the MARC
record to construct holdings, new Microlif records
with holdings information in the 852 field, and old
Microlif records with holdings in a 9xx field. If you
use copy processing with a Sirsi holdings statement,
these preprocessing methods are not required. Use
the list to select a preprocessing method other than
NONE.

Note  When preprocessing is selected a Call Number Load Rule
is automatically provided. If you change your preprocessing
value, Unicorn provides an additional Call Number Load Rule.

Copy Processing

Copies may be created automatically during the load
process using a holding code entry such as the 949,
or they may be created or modified manually after
the load. Use the Multiple Policies gadget to select a
copy processing method.

Call Number Load Rules
The rules selected in this field determine how the
Unicorn call number will be created from the
bibliographic record, and what classification scheme
is being used. Use the Call Number Load Rule
gadget to select a rule or list of rules.
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Default Holding Code

All of the records loaded by the report will use the
library and location information defined by the
selected holding code. If your library loads records
using holdings statements in the copy processing
section, the default holding code will only be used if
there is not a valid holding code in the subfield h of
the holding statement. Use the verify list to select a
holding code.

Create/Update Price from Holdings Statement, 020 Subfield c
Each item has a Price field at the copy level that may
be updated from subfield p of the Sirsi holdings
statement, or from subfield c of the 020 tag. Clear
this option to retain the price in existing copy
records.

Update AUTO-Assigned Call Numbers
Records created “on the fly” often have an
automatically generated call number. Enable this
option to replace any AUTO call numbers in
matched records with the incoming call number.

Error Records
The Error Records selections refer to processing
records that cannot be loaded. Records that were
rejected from the load are saved to a file on the
server which may later be approved, then loaded
using the Reload Bibliographic Records report. The
titles that do not load will print in error in the report
log and the MARC records will be stored in files in
the /Unicorn/MarcImport/Biberror directory.

Default Review Status

All records loaded for review will have the
designated review status. Use the list to select a
default review status.

Library
All titles in the report that are loaded for review will
be assigned a review status for the specified library.
Use the list to select a library.



Record Loading

January 2003 207

Frequently Asked Questions

I load records from the same source every time.
How can I save this report so I don’t have to set it
up every time?

Set up the Load Bibliographic Records report as a template. If
several sources are used, create a unique name for each report.

Loading Users
User records are required to access Unicorn. Create user records
by filling out an online template, or loaded in batch from
machine-readable data files in a specific format. User records
represent not only patrons, but also the library. The library’s
departments and staff members are entered into Unicorn as users
with privileges defined for each type of user.

A user record is required in the following circumstances.

•  Unicorn access

•  Academic Reserves

•  Accountability

•  In Acquisitions to receive an item ordered at a user’s
request, and to deliver (distribute) the item to the user.

•  Circulation

•  For Enhanced Researchers Access —to establish
“ownership” database link files, search queries, and sets.

•  Materials Booking

•  In the Request Module to allow response from the
library to be sent to the user.

•  In Serials Control to place a user on a routing list to see
most current issues of journals, or to create a routing list
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Load Users Report

The Load Users Report loads user records from a flat ASCII text
file into the Unicorn user database creating either new or
updating existing users. The report is in the Administration
group of Reports.

To import user record data into the user database

1. Prepare the input records according to Unicorn’s
requirements.

Note  For more information about formatting ASCII text user
records for importing refer to the Record Formatting Manual
available under Documentation on the Customer Support section
of http://www.sirsi.com.

2. Transfer the file containing the user record data from
your PC disk to the Unicorn/Xfer directory of your
server using an ftp application.

3. Run the Load Users report to create or update the
Unicorn user records.
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Action Items Summary

Security Issues
•  Remove the override operator TRAINDAY.

•  Change name of delivered override operator, SUPER
and distribute as needed.

•  Create new operator overrides as needed and distribute
as needed.

•  Change PIN numbers for delivered logins.

•  Change passwords for sirsi and admin. Notify local
admin users of new admin password. Notify Sirsi of new
sirsi password.

•  Sites holding systems support agreement, change root
password. Notify Sirsi of new root password.

•  Restrict access to wizards for given users as needed.

General Issues
•  Enter library address(es) in library user record(s).

•  Create new user access policies and logins as needed.

•  Assign responsibility for tasks on administrative
checklist.

•  Ensure that preferences are set properly for WorkFlows
workstations.

•  Ensure that properties are set properly for wizards.

•  Make a plan to make documentation available to staff.

•  Select a system administrator backup.

•  Determine chain of command for calling Sirsi Helpdesk.

Public Access Issues
•  Enter home page in gateway policy used by the OPAC.

•  Review request list available through the OPAC.

•  Make a plan for reviewing requests.
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Circulation Issues
•  Install and configure Standalone.

•  Set up needed circulation notices.

Cataloging Issues
•  Create Z39.50 destinations as needed for SmartPORT.

•  Create additional holding codes if necessary.

Record Loading Issues
•  Create load bibliographic records templates for each

source of bibliographic records.
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Appendix A - Installing and
Updating WorkFlows

System Recommendations
The recommendations for Sirsi’s WorkFlows client using
Windows95/98/NT/2000 Professional, Windows XP or
Windows ME are:

•  IBM-compatible Pentium PC

•  1.4 GHz or faster (200 MHz minimum)

•  Sufficient memory for your operating system

� For Windows95/98, 32 MB RAM (16 MB RAM
minimum)

� Windows NT, 64MB RAM

� Windows 2000 Professional or Windows XP,256
MB RAM (128 MB RAM minimum)

� Windows ME, 128 MB RAM (64 MB RAM
minimum)

•  50 MB disk space

•  10/100 Network card or faster

•  If a receipt printer is to be used, either parallel port
(LPT1-LPT3) or serial port (COM1-COM4) must be
different from host attachment port

WorkFlows Initial Installation
1. On the initial window labeled WorkFlows Client-

Welcome, click Finish. The install shield will perform
unpacking and setup steps.

2. The Welcome window advises you to close other
Windows applications running on the PC. Click Next to
continue installation.

3. The Software License Agreement window advises you
of Sirsi’s WorkFlows End User License Agreement.
Select Yes to accept the terms.
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4. The WorkFlows Destination window asks you to choose
a destination folder for WorkFlows files. Make your
choice and click Next.

5. The Select Components window asks whether to Create
a Folder in Start Menu and/or Create a Shortcut on
Desktop. Make your choice and click Next.

6. The Select Folder Name window asks you to choose a
folder name for Shortcut icons. Make your choice and
click Next. Files will be copied to the WorkFlows
folder.

7. After the files are copied, the Setup Complete window
will inform you that the WorkFlows client was
successfully installed. Click Finish to complete the
setup.

UPDATE Wizard
Running the update wizard ensures that the WorkFlows software
on your PC is synchronized with the Unicorn software on your
host machine. Run the Update wizard after:

•  The initial installation from the WorkFlows CD.

•  Software upgrades to Unicorn on the host machine.

1. From the menu, select Command, then My Wizards. A
window with a list of wizards will display.

2. Select UPDATE.

•  The install shield that initially installed WorkFlows
from a CD will update the programs using
information from the host machine.

•  To update the software, select affirmative answers to
the questions presented.

3. Click Install Now to close WorkFlows.
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Appendix B - Wizard Button Names

Overview
Use this guide to identify Button placement in Toolbar
customization.

•  Toolbar names are arranged alphabetically on the left.

•  The Balloon Name lists the corresponding Wizards in
the order they appear on the Toolbar.

•  The Balloon Names are followed by the Wizard Names
given in the Add/Delete buttons, or Add Wizard Button,
window.

•  Icons for the buttons are found in the directory:

C:\Program Files\Sirsi\Workflows\Images\Tools

•  [*] Denotes a Button Group name.

Toolbar Balloon Name Wizard Name Icon

*User Lookup & Information See CIRC Toolbar
Create Accountability CREATE ACCOUNTABILITY 0actcre

Display1 Accountability
DISPLAY1
ACCOUNTABILITY 0actd1

Edit Accountability EDIT ACCOUNTABILITY 0acted

ACNTCMD
(Accountability)

Remove Accountability
REMOVE
ACCOUNTABILITY 0actrem

Session Settings ACQSESSION 0wizset

*Fund Information &
Maintenance Funds 0fnd
Review All Funds FUNDREVIEWALL 0fndall
Review Available Funds FUNDREVIEWAVAILABLE 0fndrvw
Display Fund (All Cycles) FUNDDISPLAYCYCLEALL 0fndd1
Display Fund (Specific Cycle) FUNDDISPLAYCYCLESPECIFIC 0fndd2
Create Fund FUNDCREATE 0fndcre
Duplicate Fund FUNDDUPLICATE 0fnddup
Modify Fund FUNDMODIFY 0fnded

ACQ
(Acquisitions)

Add Fund Cycle FUNDCREATECYCLE 0fndyear
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Adjust Fund Budget FUNDADJUST 0fndadj
Rollover Fund FUNDROLLOVER 0fndroll
Remove Fund FUNDREMOVE 0fndrem

*Vendor Information &
Maintenance Vendors 0ven
Display1 Vendor DISPLAY1 VENDOR 0vend1
Display2 Vendor DISPLAY2 VENDOR 0vend2
Create Vendor CREATE VENDOR 0vencre
Duplicate Vendor DUPLICATE VENDOR 0vendup
Edit Vendor EDIT VENDOR 0vened
Remove Vendor REMOVE VENDOR 0venrem

*Order Information &
Maintenance Orders 0ord
Search Source SEARCH SOURCE 0sorsea
Display An Order ORDERDISP 0orddisp
Display2 Order DISPLAY2 ORDER 0ordd2
Create Basic Order ORDERCREATEFIRM 0ordfirm
Create Dated Order ORDERCREATEDATED 0orddatd

Create Recurring Order
ORDERCREATERECURRI
NG 0ordrcur

Edit Order EDIT ORDER 0orded
Receive Order RECEIVE ORDER 0ordrcv
Work Slip- Link Order Line
Holdings to Titles LOAD ORDER 0linkorder
Duplicate Order DUPLICATE ORDER 0orddup
Remove Order REMOVE ORDER 0ordrem

*Invoice Information &
Maintenance Invoices 0inv
Display1 Order DISPLAY1 ORDER 0ordd1
Display2 Order DISPLAY2 ORDER 0ordd2
Display1 Invoice DISPLAY1 INVOICE 0invd1
Create Invoice CREATE INVOICE 0invd2
Edit Invoice EDIT INVOICE 0inved
Pay Invoice PAY INVOICE 0invpay
Remove Invoice REMOVE INVOICE 0invrem

*Fund Information &
Maintenance Funds 0fnd
Display1 Fund DISPLAY1 FUND 0fndd1

ACQCMD
(Acquisitions)

Display2 Fund DISPLAY2 FUND 0fndd2
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Create Fund CREATE FUND 0fndcre
Duplicate Fund DUPLICATE FUND 0fnddup
Edit Fund EDIT FUND 0fnded
Remove Fund REMOVE FUND 0fndrem

*Vendor Information &
Maintenance Vendors 0ven
Display1 Vendor DISPLAY1 VENDOR 0vend1
Display2 Vendor DISPLAY2 VENDOR 0vend2
Create Vendor CREATE VENDOR 0vencre
Duplicate Vendor DUPLICATE VENDOR 0vendup
Edit Vendor EDIT VENDOR 0vened
Remove Vendor REMOVE VENDOR 0venrem

*Order Information &
Maintenance Orders 0ord
Display1 Order DISPLAY1 ORDER 0ordd1
Display2 Order DISPLAY2 ORDER 0ordd2
Create Order CREATE ORDER 0ordcre
Duplicate Order DUPLICATE ORDER 0orddup
Edit Order EDIT ORDER 0orded
Remove Order REMOVE ORDER 0ordrem
Receive Order RECEIVE ORDER 0ordrcv
Work Slip-Link Order Line
Holdings to Titles LOAD ORDER 0linkorder
Display1 Fund DISPLAY1 FUND 0fndd1
Display1 Vendor DISPLAY1 VENDOR 0vend1

*Invoice Information &
Maintenance Invoices 0inv
Display1 Invoice DISPLAY1 INVOICE 0invd1
Create Invoice CREATE INVOICE 0invd2
Edit Invoice EDIT INVOICE 0inved
Pay Invoice PAY INVOICE 0invpay
Remove Invoice REMOVE INVOICE 0invrem
Display1 Order DISPLAY1 ORDER 0ordd1
Display2 Order DISPLAY2 ORDER 0ordd2
User Display USERDISP 0usrd2
Add Title TITLEADD 0titcre
Search Source SEARCH SOURCE 0sorsea

BOOKING Charge Booking CHARGE BOOKING 0bnkchg
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Discharge Booking DISCHARGE BOOKING 0bnkdsc
Create Booking BOOKINGCREATE 0bkncre
Modify Booking BOOKINGEDIT 0bkned
Display User Bookings BOOKINGDISPUSER 0bkndspu
Display Item Bookings BOOKINGDISPITEM 0bkndspi
User Display USERDISP 0usrd2
Remove User Bookings BOOKINGREMVUSER 0bknrmvu
Remove Item Bookings BOOKINGREMVITEM 0bknrmvi

*Title Maintenance TitleMaint 0tit
Add Title TITLEADD 0titcre
Maintain Existing  Titles TITLEEDIT 0tited
Duplicate Existing Titles TITLEDUP 0titdup
Remove Title, Call Numbers or
Copies ITEMREMOVE 0itmrem

* Volume and Call Number
Maintenance CallMaint 0cal
Add Volumes and Call Numbers CALLADD 0calcre
Edit Existing Volumes and Call
Numbers CALLEDIT 0caled

*Copy Maintenance CopyMaint 0itm
Add Copies COPYADD 0addcp
Edit Copies COPYEDIT 0itmed
Edit Copies Globally COPYEDITGLOBAL 0itmged

*Authority Maintenance AuthMaint 0aut
Display Authority AUTHDISP 0autd1
Add Authority AUTHCREATE 0autcre
Duplicate Authority Record AUTHDUP 0autdup
Edit Existing Authority Records AUTHEDIT 0auted
Remove Authority Record AUTHREMOVE 0autrem

*Special Cataloging Functions Special 0spcirc
Bound-With BOUNDWITH 0bndwith
Cataloging Review File TITLEREVIEW 0catreview
Transfer Title, Call Numbers, or
Copies ITEMTRANSFER 0itmxfr
Work Slip-Link Order Line
Holdings to Titles LOAD ORDER 0linkorder

CAT
(Cataloging)

Search Source SEARCH SOURCE 0sorsea
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Checkout CHECKOUT 0chout
Discharge/Checkin DISCHARGING 0dischg
Renew User Charges RENEWUSER 0renewus
Renew Single Item RENEWITEM 0renwitm
Bill a User BILLING A USER 0billusr
Pay Bill PAYING BILLS 0paybill

*User Information &
Maintenance UserMaint 0usr
User Display USERDISP 0usrd2
New User Registration USERREG 0regnusr
Modify User USERMODIFY 0usrmod
Copy User USERCOPY 0usrcop
Confirm Address USERADDRESS 0conaddr
Renew Privilege USERPRIVILEGE 0renpriv
Send User Message USERMSG 0usrmsg
Remove User USERREMOVE 0remusr

*Item Information &
Maintenance ItemMaint 0itm
Add Copies COPYADD 0addcp
Add Brief Title TITLEBRADD 0addnew
Change Item Barcode ITEMCID 0bcode
Mark Item Missing ITEMMISSING 0itmmis
Mark Item Lost ITEMLOST 0itmlst
Remove Title, Call Number or
Copies ITEMREMOVE 0itmrem

*Holds Information &
Maintenance HoldMaint 0hld
Place Hold HOLDPLACE 0hldplc
Display User Holds HOLDDISPU 0hldusrd
Modify User Holds HOLDMODI 0hldusrm
Remove User Hold HOLDREMVU 0hldusrr
Display Item Holds HOLDDISPI 0hlditmd
Modify Item Holds HOLDMODI 0hlditmm
Remove Item Hold HOLDREMVI 0hlditmr
Trap Holds HOLDTRAP 0hldtrap

*Special Circulation Functions SpecFunc 0spcirc
User Claims Returned USERCLAIMSRET 0usrclm
User Lost Card USERLOSTCARD 0usrlst

CIRC
(Circulation)

Modify Due Dates USERCHARGES 0chdue
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Mark Item Used ITEMUSE 0itmuse
Inventory Item ITEMINV 0itminv
Ephemeral EPHEMERAL 0ephem
Checkin Bookdrop Items DISCBKDROP 0bkdrop

*Manage In Transit Items TRANSIT 0transit
What’s In Transit LIBRSTATUS 0intrans
Receive Items In Transit UNTRANSIT 0transit

Global Configuration CFG_GLOBAL 0globalconfig
Accountability Configuration CFG_ACNT 0act
Acquisition Configuration CFG_ ACQ 0ord
Hyperion Configuration CFG_ARCHIVE 0hypercfg3
Authority Configuration CFG_AUTH 0aut
Booking Configuration CFG_BOOK 0bkn
Cataloging Configuration CFG_CAT 0itm
Circulation Configuration CFG_CIRC 0circ
General Configuration CFG_GEN 0solids
Public Access Configuration CFG_PUB 0pubacc
Request Configuration CFG_REQ 0req
Reserve Configuration CFG_RSV 0rsv
User Configuration CFG_USER 0usr
Access Control Configuration CFG_ACCS 0accctrl
Module Configuration CFG_MODULE 0modconf
Serial Control Configuration CFG_SERCTL 0ctl
Serial Patterns Configuration CFG_SERIAL 0patpol
OPAC Configuration CFG_OPAC 0opacman
Webcat Configuration CFG_WEBCAT 0webconf

CONFIG
(Configuration)

ILL Configuration CFG_ILL 0ill

Create Request REQUESTCREATE 0reqcre
Modify Request REQUESTMODIFY 0reqed
Display Request REQUESTDISPLAY 0reqd1
Remove Request REQUESTREMOVE 0reqrem
Review ILL Request ILLREQUESTREVIEW 0ill
Search Source SEARCH SOURCE 0sorsea
Add Brief Title TITLEBRADD 0addnew
Bill a User BILLING A USER 0billusr
Checkout CHECKOUT 0chout

ILL
(Interlibrary
Loan)

Discharge/Checkin DISCHARGING 0dischg
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*User Information and
Maintenance see CIRC Toolbar

Search Interest ORCHSRCHINT 0intsea

*Outreach Information &
Maintenance Outreach 0outr
Create Outreach Information ORCHINFOCREATE 0outrcre
Display Outreach Information ORCHINFODISPLAY 0outrdisp
Modify Outreach Information ORCHINFOMODIFY 0outred
Remove Outreach Information ORCHINFOREMOVE 0outrrem

*Interest Information &
Maintenance Interest 0intrst
Create Interest ORCHINTCREATE 0intcre
Display Interest ORCHINTDISPLAY 0intdis
Modify Interest ORCHINTMODIFY 0inted
Remove Interest ORCHINTREMOVE 0intrem

*History Information &
Maintenance History 0hist
Create History ORCHHISTCREATE 0histcre
Display History ORCHHISTDISPLAY 0histdisp
Modify History ORCHHISTMODIFY 0histed
Remove History ORCHHISTREMOVE 0histrem

*Template Information &
Maintenance Template 0inttemp
Create Template O RCHTEMPCREATE 0tempcre
Display Template ORCHTEMPDISPLAY 0tempdis
Modify Template ORCHTEMPMODIFY temped
Remove Template ORCHTEMPREMOVE 0temprem
Checkout CHECKOUT 0chout
Discharge/Checkin DISCHARGING 0dischg

ORCH
(Outreach)

*User Information & Maintenance See CIRC Toolbar

Convert Reports CONVERT_REPORTS 0cnvrept
Schedule New Reports NEW_REPORTS 0schnew
Scheduled Reports SCHED_REPORTS 0schrept

REPORTS

Finished Reports FINISHED_REPORTS finrept

REQUEST
(Requests)

Display Request REQUESTDISPLAY 0reqd1
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Create Request REQUESTCREATE 0reqcre
Duplicate Request REQUESTDUPLICATE 0reqdup
Modify Request REQUESTMODIFY 0reqed
Remove Request REQUESTREMOVE 0reqrem

Session Settings RESVSESSION 0wizset
Checkout CHECKOUT 0chout
Discharge/Checkin DISCHARGING 0dischg
Renew Reserve RESRENEW 0rsvrnw
Receive Reserve RESVRECEIVE 0rsvrcv

*Reserve Information &
Maintenance Reserves 0rsv
Create Reserve RESVCREATE 0rsvcre
Add/Remove Individual Reserve RESVINDIV 0rsvic
Modify Reserve RESVMODIFY 0rsved
Remove Reserve RESVREMOVE 0rsvrem

*Course Information &
Maintenance Courses 0cor
Display Course COURSEDISPLAY 0cord1
Create Course COURSECREATE 0corcre
Duplicate Course COURSEDUPLICATE 0cordup
Modify Course COURSEMODIFY 0cored
Remove Course COURSEREMOVE 0correm

*User Lookup & Information See CIRC Toolbar

*Item Information & Creation See CIRC & CAT Toolbars

RESV
(Academic
Reserves)

Display Reserve RESVDISPLAY 0rsvd1

Check In Issues of a Serial CHECKINRECV 0itmrcv
Display Serial Control CONTROLDISP 0ctld2
Create a Serial Control CONTROLNEW 0ctlcre
Modify a Serial Control CONTROLEDIT 0ctled
Remove a Serial Control CONTROLREMV 0ctlrem

SERIALS

*Vendor Information and
Maintenance See ACQ Toolbar

Standalone Upload Utility STANDALONE 0standup
Scanner Transfer Utility TRANSFER 0scanup

UTIL
(Utilities)

MarcImport Utility MARCIMPORT 0marcimp
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EDI Manager EDI_MANAGER 0edi
MarcExport Utility MARCEXPORT 0marcexp
Download Patrons’ Photos UPDATE_PHOTOS 0updpic

All toolbars contain the following:

Item Search & Display ITEMDISPLAY 0itmd1
Check Item Status ITEMSTATUS 0checkstatus1
Search <Search>
Home <Home>
Print <Print>
Help <Help>
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Appendix C - Barcode Readers

Overview
Unicorn can do more sophisticated processing of scanned
barcodes when your barcode readers are programmed to send an
appropriate preamble and postamble.

A preamble signals the start of a barcode, and a postamble
signals the end. The postamble typically sends an automatic
return (as if you pressed ENTER).

With the preamble and postamble signaling the start and end of
barcode data, Unicorn is able to clear fields of stray characters.

Programming a Barcode Reader

To program a barcode reader’s Preamble and Postamble used by
WorkFlows default settings, refer to the following.

Welch Allyn

Go to http://www.sirsi.com, Customer Support for a link to the
scan sheet. Print the .pdf document and scan the barcodes in
sequence.

Other Barcode Readers

To program other brands of readers, refer to the documentation
for your scanner and follow these steps.

•  Scan the “Add prefix” or “Add preamble” barcode. Scan
the barcode labeled “All symbologies,” then scan the
hexadecimal values for <1><b><4><2>.

•  This sequence will program the scanner to use a
preamble of <esc><B>.

•  Scan the “Add suffix” or “Add postamble” barcode.
Scan the barcode labeled “All symbologies,” then scan
the hexadecimal values for <1><b><4><4>.

•  This sequence will program the scanner to use a
postamble of <esc><D>.
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Testing the Programming of Your Barcode Reader

You can conduct a simple test from a DOS prompt to determine
whether your barcode scanner sends a preamble and postamble.

•  At the machine where the reader is installed, open a
DOS window.

•  Scan a barcode.

•  A scan of a barcode from a reader programmed to send a
preamble of ESC B and a postamble of ESC D will
produce a display that looks like the following example.

C:\WINDOWS\DESKTOP>\
B50613010022308\
D

•  A scan of a barcode from a reader programmed to send
no preamble or postamble will produce a display that
looks like the following.

C:\WINDOWS\DESKTOP>50613010022308

Using a Different Preamble and Postamble

As noted above, many customers who are using barcode readers
have the Escape (ESC) character configured as part of the
preamble and postamble. In WorkFlows, there is a Preference
option that allows the use of ESC for Closing Windows. If that
feature is enabled, scanning a barcode will cause the active
window to close before the barcode can be read.

If a workstation has a barcode reader that sends an ESC as part
of the preamble and /or postamble and you enable the feature to
use ESC for Closing Windows, go to http://www.sirsi.com,
Customer Support. Find the link for Setting New Preambles and
Postambles for Barcode Readers under Documentation,
Frequently Asked Questions, and then Administration.

Troubleshooting Tip

If your barcode scan includes extraneous characters (usually a B
at the beginning and a D at the end), verify that your CAPS
LOCK is off. Keyboard wedge barcode readers must be used
with your keyboard caps lock off.
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Appendix D – Automate
Halt/Run

Automatic Server Halt/Run Script
The auto_haltrun script allows you to halt, initialize, and run
Unicorn systems from the Unix command line, or automatically
via the Unix cron facility. The auto_haltrun script may also be
used to provide basic system status information.

Note: Warning! Use of the auto_haltrun script should be
restricted to very experienced system administrators who
are familiar with the Unix operating system.

Command Line Usage
The auto_haltrun script is run from the Unix command line. The
structure of the command is as follows, where only one of these
options is used at a time.

auto_haltrun {cycle|halt|init|run|status} [force]

Auto_haltrun Cycle

When “cycle” is specified, auto_haltrun attempts to halt,
initialize, run, and provide status, in that sequence. It does this
using standard administration tools which have been altered to
operate without requiring user intervention.

Auto_haltrun Halt

When “halt” is specified, or during the “halt” phase of a “cycle,”
auto_haltrun checks the state of the system for the following
conditions.

•  Users logged in

•  Running reports

If either of these conditions is found to be true, the system is not
halted.
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Auto_haltrun Init

When “init” is specified, or during the “init” phase of a “cycle,”
auto_haltrun checks the state of the system for the following
conditions.

•  Servers running

•  Users logged in

•  Running reports

If any of these conditions is found to be true, initialization is not
performed.

Auto_haltrun Run

When “run” is specified, or during the “run” phase of a “cycle,”
auto_haltrun checks the state of the system to see if there are any
servers running, auto_haltrun also prints an informational
message and continues, running any halted servers.

Status

A “status” phase is always performed by auto_haltrun to report
the final state of the system after all other phases have been
attempted.  The status argument only reports, and never changes
the state of the running system.

Note: The auto_haltrun script cannot be run as the root
user, and should always be run from the sirsi user account.

Force Option

If the force option is specified, the halt, initialize, run, and cycle
operations will be performed regardless of whether users are
logged in or reports are running. If the force option is used, a
message displays to warn that no checking will be done before
action is taken.

Execution Restrictions
Like many system utilities, only one instance of auto_haltrun
may be running at a time. If a second copy of auto_haltrun is
invoked from another station or by another system user,
auto_haltrun displays the following message and terminates.

**ERROR--auto_haltrun is currently running
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The auto_haltrun script will also check whether there is a
backup in progress or if log files are being copied to tape. If so,
auto_haltrun terminates with an error message. For customers
who do not use SIRSI’s backup utilities, a custom halt/run script
may be used to detect the existence of any running non-SIRSI
backup facilities. A customer should have SIRSI API training
before attempting to use a custom halt/run script.

Automatic Operation through the Cron
Facility

The auto_haltrun script may be automated to run through the
Unix cron facility.

Note: Before setting up any jobs with the cron facility, it may
be necessary to ask your Unix system administrator for
access. This mechanism differs from system to system.

Since administration of the crontab file entries differs depending
on the particular Unix implementation you are running,
implementation- independent examples will be presented here.

Consult the system administration documentation pertinent to the
implementation of Unix at your site for more specific details.

When setting up auto_haltrun to be executed automatically via
cron, it is necessary to use a wrapper script to set up the proper
environment, and then run the auto_haltrun facility itself. The
wrapper script must be placed in the /Unicorn/Bincustom
directory.

Simple Auto_haltrun Wrapper Script

A simple auto_haltrun wrapper script placed in /Bincustom
follows.

#Copyright (c) 2001,** Sirsi Corporation

#

# sample auto_haltrun wrapper script

hr_command="$1"

#

# Change the location of this output file as

#needed.

# Leave the ".$$" so that a unique file is created

#with the extension of its process id.

#

outputfile=/tmp/haltrun.$$
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#

# Note that the line below dots in the environ file

#form a specific path. This is necessary because at

#this point in processing, the PATH env

# variable has not been set up yet, therefore it is

#not possible to run `getpathname` in order to get

#the location of the Config directory.

# Dotting in the environ file and exporting the

#variables sets up enough of a Unicorn environment

#to use the tools and to have access to UPATH

# entries and Unicorn tools.

#

# Be sure to alter this fixed path to point to the

#environ file on your system.

#

. /s/sirsi/Unicorn/Config/environ

# <==change this

#as needed for your site

export PATH BRSConfig UPATH WINDIR TERMINFO TERMCAP

TZ

customdir=`getpathname custom`

distlist="${customdir}/haltrun_dist"

auto_haltrun "${hr_command}" 2>&1 > ${outputfile}

if [ -s ${distlist} ]

then

mail `cat ${distlist}` < ${outputfile}

else

mail sirsi < ${outputfile}

fi

rm -f ${outputfile}

This script sets up the necessary environment by dotting in the
/Unicorn/Config/environ file and exporting critical environment
variables, runs the specified auto_haltrun command and redirects
the output to a file. The output file is then mailed to all users
found in the list file /Unicorn/Custom/haltrun_dist.

A sample /Unicorn/Custom/haltrun_dist file contains e-mail
addresses, one per line, and might resemble the following.

sirsi

john@unc.edu

webmaster@bigsite.com
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Crontab Entry to Cycle the System

A sample crontab entry may be created to cycle the system at
1:00 every morning. Check your Unix documentation for the
exact format of crontab entries as they differ from system to
system. Note that a fixed path must be used to invoke the
haltrun_wrap script, as the command `getpathname bincustom`
cannot be used here since the Unicorn environment has not been
properly set up at this point.

# mins hrs day month weekday commands ...

0 1 * * * /s/sirsi/Unicorn/Bincustom/haltrun_wrap
cycle

2>&1

Cron works in such a way that the user account that set up the
entry will receive an email containing the stdout output of the
job, and another email of the stderr output of the job. In the
scheme outlined above, the haltrun_wrap script does a direct
mailing to the user accounts contained in the
/Unicorn/Custom/haltrun_dist file. There will also be another e-
mail produced by cron which will contain any errors encountered
while trying to run the /Unicorn/Bincustom/ haltrun_wrap script
itself. This may be suppressed if desired, by directing all output
to /dev/null. It is recommended that this change be delayed until
after a lengthy period of successful automatic halt/init/runs by
the auto_haltrun facility to insure that all potential problems
have been resolved with timing of jobs at your site.

A sample crontab entry that ignores its output completely
follows.

# mins hrs day month weekday commands ...

0 1 * * * /s/sirsi/Unicorn/Bincustom/haltrun_wrap
cycle

2>&1 >/dev/null

Note: Special care should be used when setting up an
automatic halt, initialize, and run, since this must happen in
harmony with scheduled reports, system backups, and
other periodic system events.

Sample Output

The auto_haltrun script has been run with the following option.
auto_haltrun status

The script returns the following output.
UNICORN Auto Halt/Run Utility started on Wed Feb 3

15:39:25 CST 1999**

running as user "sirsi" on machine "libserver"
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Parameters given: status

============= STATUS MESSAGE==============

UNICORN Netserver XX.X.X.X is RUNNING.

*** UNICORN Report Server XX.X.X.X is RUNNING.

There are 0 report(s) running.

No NAMED/PORT stations are in use.

No apiserver stations are in use.

No bserver stations are in use.

User ID How Many Logged In

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

CIRC 1

TECHSERV 1

SIRSI 1

PUBLIC 1

There are 4 user(s) logged in.

No utilities are in use.

*** UNICORN Workstation server XX.X.X.X is RUNNING.

*** UNICORN Workstation socket server XX.X.X.X is

RUNNING.

UNICORN Webcat server XX.X.X.X is HALTED.

*** UNICORN Z39.50 server is RUNNING.

UNICORN Auto Halt/Run Utility finished on Wed Feb 3

15:39:42 CST 1999**

Cycle Option

The auto_haltrun script has been run with the following option.
auto_haltrun cycle

The script returns the following output.
UNICORN Auto Halt/Run Utility started on Wed Feb 3

16:38:02 CST 1999

running as user "sirsi" on machine "hp"

Parameters given: cycle

===============CUSTOM MESSAGE=============

this is the custom haltrun script

================== HALT MESSAGE===========

Netserver is now HALTED.

UNICORN report server is now HALTED.

UNICORN Workstation server is now HALTED.

UNICORN Workstation socket server is now HALTED.

Z39.50 server is already HALTED.

===========INITIALIZATION MESAGE==========

Netserver initialized.
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UNICORN report server initialized.

Invalid STAT.

No users are logged in.

No utilities are in use.

UNICORN Workstation server initialized.

=============== RUN MESSAGES============

Netserver is now RUNNING.

UNICORN report server is now RUNNING.

UNICORN Workstation server is now RUNNING.

UNICORN Workstation socket server is now RUNNING.

Z39.50 server is now RUNNING.

=============STATUS MESSAGES=============

Netserver XX.X.X.X is RUNNING.

*** UNICORN report server XX.X.X.X is RUNNING.

There are 0 report(s) running.

No NAMED/PORT stations are in use.

No apiserver stations are in use.

No bserver stations are in use.

No users are logged in.

No utilities are in use.

*** UNICORN Workstation server XX.X.X.X is RUNNING.

*** UNICORN Workstation socket server XX.X.X.X is

RUNNING.

*** Z39.50 server is RUNNING.

UNICORN Auto Halt/Run Utility finished on Wed Feb 3

16:39:12 CST 1999

Serveradmin Log File
A log file, serveradmin, tracks automated halt, initialize, and run
activities. This log may be viewed via the Logs utility.

Sample Serveradmin Log

Sample log content is included below.
19990204125723 UNICORN Workstation server -- STATUS

requested (interactive)

19990204125730 UNICORN Z39.50 server -- STATUS

requested (interactive)

19990204130411 UNICORN gatewayrpt -- STATUS requested

(automated)

19990204130411 UNICORN Netserver -- STATUS requested

(automated)
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19990204130412 UNICORN Report Server -- STATUS

requested (automated)

19990204130412 UNICORN stationlock -- STATUS requested

(automated)

19990204130413 UNICORN userlock -- STATUS requested

(automated)

19990204130414 UNICORN utilitylock -- STATUS requested

(automated)

19990204130415 UNICORN Workstation server -- STATUS

requested (automated)

19990204130416 UNICORN Webcat server -- STATUS

requested (automated)

19990204130416 UNICORN Z39.50 server -- STATUS

requested (automated)
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Appendix E - Schedule a Report

Overview
The steps below guide you through scheduling the Update User
Delinquency Status report. Schedule other required maintenance
reports in a similar fashion. When scheduling other reports, refer
to “Required Maintenance Reports,” on page 43.

To Schedule a Maintenance Report

1. Open the Reports toolbar.

2. Click the Setup and Schedule New Reports wizard

.

3. If the Schedule New Reports properties page opens,
click OK to accept defaults. Tabs representing report
groups will display.

4. Click the Select Tab helper  to display a list of
available tabs.
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5. Select User and click OK. The tab containing the
User group of reports displays.

6. Under Report Name, select Update User Delinquency
Status, and click Schedule. The Create setdelinq
window opens.

7. Click Schedule to open the Schedule Setdelinq
window.
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8. Click Daily to schedule the report to run daily.

9. Click the corresponding gadget for the Date and Time
of First Run to display the calendar gadget.

10. Modify the time, and if desired, the date of the first run.
Click OK to close the calendar and fill the Date and
Time of First Run box.
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11. Click OK. The Schedule Confirm window confirms the
scheduled report.

Confirmation
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