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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.
e Perform recurring maintenance tasks.

e  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.

e Understand, create, and schedule reports.

» Create a Booklist and WWW destinations.
» Create links to various Z39.50 servers.

» Install, configure, run, and load Standalone.
e 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?

e System Administrators

Prerequisite

» Essential Unicorn Skills training

» Essential Admin training

I
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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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Introduction

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:

Policies

January 2003

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.

Creating Logins
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Day 2

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

e Operator Policy

e Environment Policy

» Station Policy

e Barcode Policy
User Configuration

* Profile Policy

» Category Policy
General Configuration

* Library Policy

* Location Policy

» Search Library Policy

e Library Group Policy
Circulation Configuration

e Item Type Policy

» Bill Reason Policy

» Billing Structure Policy

» Loan Period Policy

* Rule Policy

*  Map Policy

e 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

e Importing MARC records.

» Loading bibliographic records.

» Loading users.

January 2003 5



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:

e Finish
¢ Next
e 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

B ]
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System Administration Basics

WorkFlows Configuration Screen

The WorkFlows Configuration screen displays upon activating
WorkFlows.

Complete the IP
address with an IP

address or a domain —»
name.

Select this box to display
the Configuration window
startup. This optionis  —p
helpful when more than one
Unicorn server is available.

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.

I
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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.

8 January 2003



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.

January 2003 9
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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

10 January 2003



WorkFlows Navigation

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

e PressFl1.
e 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:

I
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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.

I
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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.

B ]
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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.

Button >
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.

I
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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:

Glossary—»
Additional__|
Information
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.

January 2003

15



Basic Admin (UNIX) Training Guide

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.

* Atoolbar is available for each Unicorn module.

e 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.

e 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.

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.

» Todisplay the wizard properties screen, place the pointer
over the applicable wizard and right click. Select
Properties.

Tabs:
Behavior, Defaults, Helpers —»

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.

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

B ]
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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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Helpers with configurable
properties >

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.
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Helper’s Property
window ——p

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.
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Next Step behavior options S

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. Selectthe LOAD_PROPERTY wizard.
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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.
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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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.

26 January 2003



Essential Unicorn Administration

Halting Unicorn

What does it mean to Halt Unicorn?

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

e 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. Ata 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.

e 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.

e 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.

e 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.

e 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.
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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.

|
36 January 2003



Essential Unicorn Administration

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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e 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 atape 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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e Unicorn servers must be halted during Full Unicorn
System backups.

* Itis 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 | 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 Makes a backup of alog of  Run daily at 00:10.
Files all transactions that have Must run after midnight.

changed databases in the

current months.

Appropriate tape must be in

tape drive when report runs.

dailybackup
Admin Statistics Log Extracts circulation Run daily at 00:15.
transactions from history Works with consolidated history
log and builds statistics logs. Must run after Backup Daily
statlog transactions. files
User Update User Flags overdue items. Run daily at 00:20. Must run
Delinquency Evaluates users and edits after materials become due,
Status their status in accordance usually 23:59.
with library policies.
Updates estimated fines in
setdeling charge records.
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Group Report Name

Description Scheduling Considerations

Text Add, Delete,

Update
Databases

adutext

Authority  Correct
Authority
Thesauri*

correctthesauri

Text Reorganize

Text Dictionary

reorgtext

Authority  Reorganize
Thesauri
Dictionary*

reorgthesauri

Admin Consolidate
Daily Logs

Updates the keyword and Run daily at 02:00.
browse indexes for

bibliographic data. Plays a

role in authority control.

Balances authority thesauri. Run at 02:05.

Reorganizes keyword Run weekly (minimum).
indexes to make them Schedule to run weekly on
smaller and more efficient. ~ Saturday at 02:30.
Reorganizes authority Run weekly (minimum).
thesauri to make them Schedule to run weekly on

smaller and more efficient. ~ Sunday at 02:30.

Changes multiple daily log ~ Run monthly on the 2™ at 1:00.
files into single monthly log
files and compresses them.

* 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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Note the
Status >
column

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.
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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.

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.

Boot the host machine.
Start the http server.
From Unicornadmin, initialize all.

N o g &

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.

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

...Halt completed...

Note: IBM AlX 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. Atthe console, login as root.
2. Type the following command and press Enter.
lusr/shin/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 AlX 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 AlX 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.

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 atelnet application to connect to your host
machine. Login as admin.

2. From the Utility Selection menu select
wwwmanager.

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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Weekly

7. Report any errors to the Sirsi helpdesk.

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/MarcIimport/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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Monthly

admin:1:201:205::/s/admin:/bin/ksh
/sladmin 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. Inthis 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 AlX, disk space can be checked
from Unicorn Utilities. Select Computeradmin/disk space/file
system)

AIXIDECK AIPNa.......ciiiiiiiii e df
SCO e df -v
HP s bdf
SUN e df -k

Remove old logs

The log files are retained on the server under
/sisirsi/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

e 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

e Complete a full system backup.

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

* Remove unneeded finished reports.

e 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)
e 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)
o 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.

e Operating system.
» Exact error messages, including case of letters.

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

» Ifrelated to a Unicorn report, supply the name of the
report and a copy of the report log. You may fax report
logs.

e  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.

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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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
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.

8.

9.

10.
11.

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.

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

Select the appropriate Access Type option button.

e 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 MyL.ink. 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.

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.

Click Save Changes.

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”. Ata 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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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 e Station

e 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 1D 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,
S0 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.
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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. 239.50
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.
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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

Type

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

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, asin 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 PUBLICS.
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

WY SE30 or VT100.
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Library

Location

Port

Terminal

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.

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

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

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.
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.”

Namelist ———p
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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 [-]Jor[ _1].
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

]
80 January 2003



Access Control Configuration

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

I
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Overview

The User Configuration policy group contains policies used to:
e Gather statistics.

e 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 O -
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 hames
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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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.
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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[-]Jor[ _1].

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.
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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 | 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.

e 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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e 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.
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*  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.
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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.

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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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 e Loan period

* Map * Payment Type

e Item Type * Hold Reason

e Hold Map
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ltem 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. ltem
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.
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.
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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OVERDUE policy
fields that can be

modified. >

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
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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.

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

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

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

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.

Select the Circulation Configuration wizard on
the Config toolbar.

Click the Billing Structure policy.
Click New.

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

Enter 50 Cent Overdue fine for the Description.
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.

Click the Insert After helper

e
f.  Enter $1.00 for the Overdue fee.
g. Click the Daily option button.

h. Click Save Changes.

to add a new line.

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.

Click the Loan Period policy.
Click New.
Enter 14DAYS for the loan period Name.
Enter the Description, 14-Day Loan Period.

o 0 A~ w b

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

~

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.
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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
[-Jor[_]

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 Iltem 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 | 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
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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.

o M w DN

10.

Select the Circulation Configuration wizard on
the Config toolbar.

Click the Rule policy.
Click New.
Enter 14DAY50 for the loan period Name.

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

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

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

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

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

Enter 4 in the Maximum Charges field. This is the
maximum number of items that a user can have charged
at one time.

January 2003

115



Basic Admin (UNIX) Training Guide

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.
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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
e Cancelled
» Expired

* Rsv_cancel

Note The delivered Hold Reason policies should not be renamed
or removed.
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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 e Language
* Review Status » Catalog Format
* MARC Holdings e Item Type

» Bibliographic Map » Search Database
e EntryID
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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 [-]Jor [ _1].

Description

Sort Rule

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

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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e 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.

e 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).

e EXP_NUM - This Expand N