Here are the questions available for Update Client.  An explanation of the information for each question is listed further below:

Update, Client

02) Salutation? 

03) Position/Title? 

04) Surname? 

05) First name? 

06) School/Organization #? 

07) Organization name? 

08) Department? 

09) Street address? 

10) City? 

11) Country? 

12) Prov / State? 

13) Postal / Zip code? 

14) Main Phone #? 

15) Fax or alternate phone #? 

16) Language <EN>? 

17) Sales representative? 

18) Barcode number? 

19) Restriction group <N>? 

20) Delinquent status <A>? 

21) Audience type? 

22) Ship/Return mode? 

23) District? 

24) Ship/Return time? 

25) Length of show period? 

26) Delivery drop point?                              Note This is what appears now for some – not sure about the 

second  26)   -Juanita
26) Override Ship-to address #? 
27) Invoice format? 

28) Holiday #? 

29) Maximum bookings allowed? 

30) Special purchasing control <N>? 

31) Special confirmation control <OS>? 

32) Discount Group <N>? 

33) Taxes payable <N>? 

34) City/County tax zone? 

35) Sequence within route <0>? 

36) Media available to client <ALL>? 

37) Office responsible <H>? 

38) Client expiry date <date>? 

39) Mailout status? 

40) Redirect mail to ##? 

40) Copy mail to ##? 

41) E-mail address? 

42) Mail documents via <P>? 

43) Geographic area? 

44) Position type? 

45) Category? 

46) Password status? 

47) Social Security Number? 

48) Barcode? 

49) Staff login username? 

50) Client policy group? 

Data expected for each:

02) Salutation? 

Enter the client's salutation (CTITLE). See abbreviations in CTITLE table 22 (e.g. Mr - Mister) and CTITLE Titles for Client (Table 22) for table setup. If entering First Name, Surname, be sure to enter the person's title to allow for proper formatting of personalized letters (e.g. so Dear Mr Smith prints rather than Dear Smith). 
03) Position/Title? 

Enter the job function or designated staff position of the client (CPOSITION), if applicable. (e.g. Teacher, Director, Secretary) 
04) Surname? 

Enter the client's last name (CSURNAME). 
05) First name? 

Enter the client's first name and/or initials (CFIRSTN). 

For questions 2, 4 and 5, the combined length cannot be greater than 33 characters so the information will fit on shipping documents and confirmation notices. 
06) School/Organization #? 

Enter the organization number or school number to which the client belongs (CORGTYPE, CSCHOOLNO). Specify L to invoke Display-Lookup on client. Once the desired school or organization is found, use S# option to select the school or organization code. See Lookup for further details. 

The school/organization client entry L### (where ### is the code) must exist. Normally this question is used only by libraries circulating to schools. When creating L### client codes, this question is not asked. 

If set, various fields are automatically set using information from the school/organization's record and the prompts are withdrawn or minused. See Teachers: in Special Client Type Overview for details. 

If set to zero (i.e.an individual client's association with the school/organization is removed), the fields that are automatically set for the client from the school/organization client record are cleared: 

[ Clearing 07)Organization name 23)District 35)Sequence ]

[          43)Geographic area 45)Category ]

[          22)Ship/Return mode  37)Office responsible ]

[          08)Dept 09)Street 10)City 11)Country ]

[          12)Prov/State 13)Postal/Zip code ]
07) Organization name? 

Enter the client's organization, school, club name, etc. (CORG, CSCHOOL). Where more than one client is associated with the same organization, (e.g. faculty associated with the same college) enter the organization name in the same manner to maintain alphabetical accuracy when reports of clients by organization are generated. 

University rental libraries should enter their internal clients in the form of department, university (e.g. Physics Department, I.U.). The university name (and the word department) is at the end of line to allow the fewest characters to be keyed into Display-Lookup. The university name is abbreviated to maximize displays that print organization and department in a fixed space. 
08) Department? 

Enter the client's department or suite address (CSUITE). Constant information should be placed at the end of this field (e.g. Physics Dept. or Physics, Dept of rather than Dept of Physics) to have short displays print the most important information. 
09) Street address? 

Enter the client's street address including apartment number (CSTREET). Abbreviations acceptable to the Postal Service (St, Ave, Rd, Blvd, Apt, RR#, etc.) should be used as they reduce the amount of initial typing and the printing time of shipping documents and confirmation notices. 
10) City? 

Enter the client's city, or town (CCITY). 
11) Country? 

Enter the country (CCOUNTRY). See abbreviations in CCOUNTRY table 28 (e.g.  Can. - Canada) and CCOUNTRY Country for Client Addresses (Table 28) for table setup. This field is being phased in; therefore it is not printing on documents and labels. 
12) Prov / State? 

Enter the province or state (CPROV/CSTATE). See abbreviations in CPROV table 18 (e.g. NS - Nova Scotia, ID Idaho) and CPROV Provinces/States (Table 18) for table setup. If modifying the province or state, and tax rates differ, the 1BACKORD and 1/RAVAILAMT fields must be updated (see section Correction After Table Change in Medianet Sales Reference for the steps required to update these fields). 
13) Postal / Zip code? 

Enter the postal or zip code (CPOSTAL/CZIP), without any blank space (i.e. K1J 7W2 is entered as K1J7W2). Form generation routines include a blank space between the third and fourth character of the 6 character postal code and a dash between the fifth and sixth character of a zip code. The U.S. zip code has been revised from 5 to 9 characters. To assist adding the extra characters to the zip code, a special feature of appended characters may be used by specifying a plus sign and the characters to be added (e.g.  +1265 updates zip code 41032 to 410321265). 
14) Main Phone #? 

Enter the main phone number (CPHONE) for contacting this client in the format of (###)###-####x#### 

· Include the area code within round brackets ((###)) if a call to this client is long-distance from the media centre, even if the client has the same area code as the media centre. For sites with the electronic distribution of client notices feature implemented, specifying an area code identifies this client as requiring long-distance fax processing. 

· Exclude the area code and brackets if a call to this client is within the media centre's local calling range. 

· The dash is optional. 

· Optionally include x and a telephone extension, if applicable. 

Valid response formats include 422-1973x1234, 4221973X4321, (902)422-1973 and foreign numbers like (19)42-9121. A default phone number from the organization client record is offered if the client has an organization set at 06)School/Organization #?. The response entered here is the phone number which normally appears in reports and displays. All display routines pad the number with a dash for easier viewing. 
15) Fax or alternate phone #? 

Optionally enter either a fax number, or an alternate phone number (CPHHOME), such as a home number for the client. Use the same format as 14)Main phone #? (e.g.422-1973), except that the area code portion is only required if it differs from the area code of the 14)Main phone #? and an extension is not supported. Fax numbers entered here can be used by the electronic distribution of notices facility (See Electronic Distribution of Confirmations/Late Notices and 42)Mail documents via, described below). 
16) Language <EN>? 

Enter the client's native language (e.g. EN for English or FR for French CLANGPRIM). This table must be the same for all Medianetusers because it is used to determine the language printed on client notices (e.g.confirmations, late notices etc.). Currently, all languages except French are output in English. 
17) Sales representative? 

Enter the sales representative (CSALERP) assigned to this client. See abbreviations in OSALERP table 43 (e.g.  JD - John Doe) and OSALERP Sales Representatives (Table 43) for table setup. This sales representative will be used as the default sales representative for any bookings made by this client. 
18) Barcode number? 

Enter or wand in the client barcode number. The last n characters will be stored, where n is defined for the office (0USECBARCD). This barcode number may be used to identify the client in Book. Controlled via network parameter (20/14), this prompt is offered for sites with numeric barcodes up to 9 unique characters in length (after ignorning any constant prefix). See 48)Barcode? (below) to enter longer client barcodes. 
19) Restriction group <N>? 

Enter the abbreviation of any special restriction groups to which this client belongs (CRESTRICT). See Title/Client Restriction Groups for further details. See abbreviations in CRESTRICT table 36 (e.g. N - Normal) and CRESTRICT Client Restriction (Table 36) for table setup. 
20) Delinquent status <A>? 

Enter the delinquent status abbreviation (CDSTATUS). Note that the priviledges of delinquent clients are limited by Medianetdepending on their status. Valid responses are: 

	A  
	Active. 

	D  
	Delinquent. Bookings may be entered, but no further shipping is done to this client due to late returns or non-payments. 

	H  
	Hold. Bookings may be entered, but no further shipping is done for the following reasons rather than late returns or non-payments: 

· Clients ask for titles not to be sent until they call again. 

· Some confusion may exist as to who should receive titles for an organization. The client does not wish the orders to be cancelled as the confusion is to be straightened out shortly. 

	W  
	Withdrawn. No booking or shipping allowed. This client code should no longer be used. It is kept on file so reports from past booking, shipping, and invoicing transaction files can still be accurately generated by audience type, province, etc. When a code is withdrawn due to double entry, a field such as organization has use ##### added to it to redirect the operator (see Notes at the end of this section). 

	P  
	Permanent banishment. No booking or shipping allowed due to priviledges being revoked. 

	T  
	Total booking and shipping ban for lates. No booking or shipping allowed due to priviledges being revoked for excessive lates. Sites may optionally have this setting automatically applied and removed according to the client's number and degree of late bookings, see Automatic Delinquent Client Status Maintenance for details. 

	B  
	Booking ban for lates. No booking allowed due to priviledges being revoked for excessive lates. Shipment of previously booked items is not denied. Sites may optionally have this setting automatically applied and removed according to the client's number and degree of late bookings, see Automatic Delinquent Client Status Maintenance for details. 

	S  
	Shipping ban for lates. No shipments allowed due to priviledges being revoked for excessive lates. Bookings may be entered Sites may optionally have this setting automatically applied and removed according to the client's number and degree of late bookings, see Automatic Delinquent Client Status Maintenance for details). 


Clients with a status other than Active are: 

· eligible for shipments, regardless of deliquent status, if the booking's to delivery mode is set up to always allow shipments via CDEFMODEE/S10. 

· highlighted in Book 

· prevented from having loan, rental, sales and preview orders shipped unless the enforcement is selectively suppressed as described in CDEFMODEE Delivery Modes Extended (Table 211). 

· prevented from having special billing items shipped/invoiced, except credit notes, which may improve their situation. 

· may have their status automatically changed by Medianet modules (see Automatic Delinquent Client Status Maintenance). 

Modifying a client's Delinquent Status may be restricted to certain users via database parameter (87/1-3). 
21) Audience type? 

Enter the abbreviation code describing the type of audience (CAUDTYP) which normally views the titles booked by the client. See abbreviations in CAUDTYP table 26 (e.g. AD - Adult Continuing Education). University libraries use this field to designate a client as being internal or external to the university. See CAUDTYP Client/Audience Type (Table 26) and CAUDTYPC Audience Type Control Information (Table 30) for details. 
22) Ship/Return mode? 

Enter the delivery mode abbreviation indicating the ship and return delivery mode and day (CDEFMODE or CDEFMODEF). If the return mode /day differs from the ship mode/day, specify a slash (/) followed by the return mode abbreviation. See abbreviations in CDEFMODE table 27 (e.g.  DM - Delivery/Monday) and CDEFMODE Delivery Modes (Table 27) for table setup. The modes entered are used by Book as the default delivery modes. If not specified, Book will set these transit modes to those entered on the first non-checkout mode booking. 
23) District? 

Enter the district abbreviation (CDIST) in which the client is located. See abbreviations in CDIST table 25 (e.g. 010 - Glendale) and CDIST Districts (Table 25) for table setup. Some reports are set up to sort in district order. 
24) Ship/Return time? 

Enter the number of days normally allowed for transit of materials to and from the client (CDEFTRAN). If the return length differs from the ship length (CDEFRTRAN), specify a slash (/) followed by the return length (e.g. 3/4). The transit delays entered are used as the default transit delay in Book (see Transit times for details on how transit lengths are used). If not specified, Book will set these transit lengths to those entered on the first non-checkout mode booking. Points to consider are: 

· Some delivery modes are in working days, rather than calendar days, as determined by the delivery mode table. 

· Whether there are any internal delays, such as the time of day that prints are taken to the post office. 
25) Length of show period? 

Enter the number of days normally allocated for this client's show period (CDEFLEN), if different from your standard. The length entered is used as the default length of show period in Book. The maximum allowable value is 255 days. A carriage return (effectively typing a 0) is recommended as a response for all standard clients so the default length of booking will automatically vary with the selected booking group within Book. 
26) Delivery drop point? 

Enter the drop centre code (CDROP) (e.g.D102). Whether this or the next question is asked is controlled by network parameter (70/47). Materials booked by this client will be shipped to the specified drop centre for later distribution to individual schools/organizations. See Special Client Type Overview for instructions for creating and using drop centres. 

Specify L to invoke Display-Lookup on client to find the desired drop point client code. Once the desired code is found, use S# option to select it. See Lookup for further details. 

Shipping labels for clients with a drop point are generated by PLabel with the number and name of the delivery drop point at the top of the label in addition to the address of the individual client. Packing slips also include the drop point address. 
26) Override Ship-to address #? 

Enter the override ship code for the address to which this client's booked materials are to be shipped (CDROP) (e.g.3 for override ship code C102S3). Whether this or the previous question is asked is controlled by network parameter (70/47). See Special Client Type Overview for instructions for creating and using override ship clients. 

Enter ? to get a list of valid override ship to codes for this client. 
27) Invoice format? 

Enter the rental invoice control format for the client (CINVFMT). See abbreviations in CINVFMT table 23 (e.g. JP - journal voucher per purchase order) and CINVFMT Invoice Formats (Table 23) for table setup. This question is only posed for Bill to clients. Invoice format controls features such as: 

· Journal Voucher (JV) or invoice format. 

· One invoice/JV per PO or per client. When in doubt, use this setting as clients who request consolidated invoices can easily be changed. 

· Billing done on shipment, booking. The default is upon return. 

· Whether special forms are required and printed on the bottom of the invoice. 
28) Holiday #? 

Enter the number of the controlling holiday specifications for the client (CHOLIDAY). The holidays specified for a delivery mode may be set up to override the client's holidays (useful when client is receiving and performing the showing in a location other than the regular client site). See Overview Two for further information on holiday processing. 
29) Maximum bookings allowed? 

Enter the maximum number of bookings (CBKMAX) which can be at a client site at one time (zero is unlimited). The last day is not counted so the client can return and pickup on the same day. Activating this feature slows Book as it must read all existing bookings for a client to do the check. 
30) Special purchasing control <N>? 

Enter the purchasing authority control (CPURCNT). Valid responses are: 

	N  
	No special control 

	P  
	PO required. Book enforces this requirement; chargeable orders may only be completed if a purchase order is specified during booking. (Hint: To handle the case where the PO will be provided later, have bookings completed by entering TBA at 10)Purchase order. Have Customer Support implement a daily report selecting OPO=TBA to ensure follow-up. This report could even validate that internal purchase orders are in the correct format.) 

	O  
	On file PO. Enter the PO in remarks as described below. 

	OP  
	On file and required. Enter the PO in remarks as described below. Book enforces this requirement as per P (PO required) described above. 

	S  
	Signature required 


If purchasing control is specified as O (On file PO) or OP (On file and required), use the Remarks option (see below) to record the client's purchase order number in the format of: PO:text END:yy/mm/dd (where Text is the purchase order number (without any commas or periods) and END is specified when there is an end date on the standing purchase order). Standard use of this format simplifies taking advantage of a possible future enhancement of having Book automatically extract the purchase order from the remarks and offer it as the default purchase order response. 
31) Special confirmation control <OS>? 

Enter the confirmation control (CCONFCNT). This question is only applicable to databases using billing and shipping codes using blank forms or Minnesota format confirmations. Valid responses are: 

	OS  
	Confirm only to shipping address 

	BS  
	Confirm to billing and shipping 

	AS  
	Confirm to alternate address (the code of the alternate address is the billing code, plus A1) and shipping 

	OB  
	Confirm only to billing 

	OA  
	Confirm only to alternate (A1) 


32) Discount Group <N>? 

Enter the discount group (CDSCNTGRP) to which this client belongs for rental/sale orders. This controls the default discount offered in Book. This question is only asked for Bill to clients as all Ship to addresses receive the discount of their Bill to address. See abbreviations in CDSCNTGRP table 33 (e.g. N - No discount, I - Internal). (Hint: For clients who are eligible for more than one discount group depending on the intended use of the material (e.g.both classroom and Department Administration use) create two client codes for the same individual and include information to distinguish between the intended uses in the response to 07)Organization name? above.) 
33) Taxes payable <N>? 

Enter which taxes this client must pay (CTAX). This question is only asked for Bill to clients. 

For Canadian databases, the valid responses are: 

	N  
	None 

	P  
	Provincial tax 

	G  
	Goods and Service tax 

	A  
	PST and GST 


For American databases the valid responses are: 

	N  
	None 

	S  
	State tax 

	C  
	City tax 

	B  
	CST and SST 


Once the maintenance of total uninvoiced value of backorders and the amount available for allocation have been fully implemented then after modifying the taxes to be charged to a client, the 1BACKORD and 1/RAVAILAMT fields must be updated (see section Correction After Table Change in Medianet Sales Reference for the steps required to update these fields). 
34) City/County tax zone? 

Enter the tax zone for (CTAXZONE) for this client. See abbreviations in CTAXZONE table 119 and CTAXZONE City, Country, Province/State Tax Zone (Table 119) for table setup. This question is mandatory if a client is set to have city tax charged. The tax zone is validated against the province/state table to ensure the two entries correspond. 
35) Sequence within route <0>? 

Enter the sequence within their shipment method (route) of the stop for this client (CSEQ). This is a number between 0 and 255. This is typically used when the shipment method is a delivery truck that follows a predefined route. This field allows delivery/pickup reports and shipping documents to be generated in the same sequence as the clients are located on the route. All clients serviced by the same stop are assigned the same sequence number. For example, all clients served on the first stop are assigned sequence number 1, those served on stop 2 are assigned number 2, etc. Enter 0 for clients using transit methods for which the sequence is not applicable. Depending on which packing slip format and sorts are desired, certain reports may require enhancements before sorting by sequence may be performed. 

The sequence numbers assigned for campus clients should correspond to the delivery sequence numbers of buildings (short label of 9BUILDING table). See 9BUILDING Building (Table 271) for more information. 
36) Media available to client <ALL>? 

Enter the medium available to the client. (CMEDIUM). See abbreviations in (CMEDIUM) table 31 and CMEDIUM Media Available to the Client (Table 31) for table setup. This is not asked for teachers as the setting on the school is used. 
37) Office responsible <H>? 

Enter the office responsible for this client (COFFICE). See abbreviations in COFFICE table 50. This question is normally suppressed and automatically set to your office. It is typically only accessed and set for specific conditions: 

· If telemarketing groups based in one city receive calls from clients in different cities, it is the telemarketing group that enters the new client, and they must specify which office will be responsible for the client. 

· When a client moves; then only the client's new address and the new office responsible have to be updated. 

· Book uses this field as the office from which to retrieve a number of parameters for remote borrowers (e.g.priority of offices to book against). It must be set for remote borrowers of networks that maintain some of the same inventory in multiple offices so that the appropriate office's inventory will be checked first, and that office's delivery and transit times are applied. 
38) Client expiry date <date>? 

Enter the date on which the client's membership in the library expires (CEXPIRY). The default is a day before the current date so that all new clients are initialized as expired. A membership must be sold in order that this date be revised. 

· Book prints this date and warns when bookings are made past the date. 

· Shipments to the client cannot occur until the date is revised. 

· Confirmations print the date. 

See Library Membership System for details on a Library membership system. Database parameter 87/1-3 controls the security group and level required to modify a clients expiry date. If this database parameter is not set then there is no restriction on the access to this question. 
39) Mailout status? 

Enter the client's mailout status (CMAIL). See abbreviations in CMAIL table 32 (e.g. YM Yes-mail to this client, NAN No-redirect to mailout address) and CMAIL Mailout Status for Client (Table 32) for table setup. 
40) Redirect mail to ##? 

Enter the shipping address portion of the client code (usually last two characters) for the address to which mailout materials intended for this client are to be redirected (CREMAIL). This question is only asked if the mailout status is eligible for redirecting mail (CMAIL Table 32 S/1=1). See CMAIL Mailout Status for Client (Table 32) for details. 
40) Copy mail to ##? 

Enter the shipping address portion of the client code (usually last two characters) for the address that is to receive a copy of mailout materials intended for this client (CREMAIL). This question is only asked if the mailout status is eligible for copying mail (CMAIL Table 32 S/1=2 or 4). See CMAIL Mailout Status for Client (Table 32) for details. 
41) E-mail address? 

Enter the client's e-mail address (CEMAIL). This may optionally be used to enable the client to receive confirmation and late notices via electronic mail (see Electronic Distribution of Confirmations/Late Notices). 

Guidelines for input: 

· The address may not contain: 

· quotation marks as the first or last character 

· embedded blank spaces 

· the mail package prefix (e.g.MX%) 

· Dymaxionstrongly advises against assigning an e-mail alias because use of the address would then be dependent upon the e-mail package having the alias defined. 

· For addresses that exceed the CEMAIL field length, use the numeric form (i.e.IP number) instead; TELNET domain name (i.e.part after the @) will provide this number. 
42) Mail documents via <P>? 

Enter the method by which confirmations and late notices are to be distributed to this client (CMAILVIA). See Electronic Distribution of Confirmations/Late Notices. Valid choices are: 

	P  
	Paper. Client notices are generated for printing and distribution by library staff. Use this setting for all non-e-mail/fax supported clients. 

	E  
	E-mail that is web/html enabled. This represents the vast majority of mail readers. For those rare cases where plain text email is required, use T (see below). Client notices will be automatically distributed to the e-mail address specified at 41) above. Note that French clients may encounter problems printing accented characters in mail messages, depending on their mail package. Dymaxiontesting indicates that MS Outlook does support accented characters. 

	F  
	Fax. Fax support. Client notices may be automatically faxed to the number specified at 15) above. Fax is not supported for clients marked with a primary language of French. 

	T  
	Text only (plain, non-html) e-mail. Same as E except ensures e-mail is plain text only. 


43) Geographic area? 

Enter the geographic area (CAREA) of the client. See abbreviations in CAREA table 124 (e.g. 612 - Cleary) and CAREA Geographic Area (Table 124) for table setup. For example, a site that services more than 255 districts (the maximum for 23)District), may use this field as an alternative. 
44) Position type? 

Enter the position type (CPOSTYPE) of the client. See abbreviations in CPOSTYPE table 125 (e.g. MAT - Mathematics) and CPOSTYPE Position Type (Table 125) for table setup. It is often used to provide authority controlled categorization of client positions entered at 03)Position/Title, thus is useful for reports. For example, clients with a position/title of teacher may be recorded with a more detailed coding in position type of Mathematics or Physics. Alternatively, clients with a position of Director of AVS, MediaCenter Supervisor, etc., can all be assigned a position type of Head of AVS. 
45) Category? 

Enter the client's category (CCATEGORY). See abbreviations in CCATEGORY table 126 (e.g. V - Visually Handicapped) and CCATEGORY Category (Table 126) for table setup. 
46) Password status? 

Enter the password status by which remote access by this client is to be determined (CENCPWD). Choices are: 

	A  
	Authorize client to login. Indicates client meets your site's remote access eligibility criteria (e.g.has paid a fee, signed an agreement, etc.). The client's initial password will be one of the following, depending on your site's policy: 

· a specific constant password that is used by all authorized clients, if set in [pr,2]WEBAP.LCL; otherwise, 

· the client's phone number (or their school's phone number if they do not have one) so you must ensure the client/school has the phone number field set. When they first login they enter the phone number with no area code, and the dash is optional. 

The first time the client logs in they will be immediately asked to enter their personal password, which must be different than the initial password. This approach eliminates having to enter unique passwords and generate custom letters telling clients of their password. There is a procedure available to Customer Support called WebAth which allows large groups of clients to be globally authorized. 

	S  
	Set new password. Same as A, except the client's personal password is set here rather than during the client's first remote login. Password initialization dialogue proceeds as follows:

New password?
Enter: 

xxxxxx  

a password of 4 to 16 characters. It may contain alphabetic and/or numeric characters. An alphabetic password is entered into Medianet's touch-tone module by pressing the equivalent numeric key. 



	W  
	Withdraw password. Withdraws access privileges by invalidating the client's established password. A rarely used feature of Medianetis that all clients are assumed to the authorized (i.e. the Web's security group in DBUSER.SPC contains an =PI); for these sites, W has no impact, and 20)Delinquent status? must be set instead. 

	R  
	The client is registered with a password now. When offered as the default, press [Enter]to leave the client registered (i.e.there is no reason to enter R because R just flags the client as registered with a password). 


47) Social Security Number? 

Enter the client's digit social security number without dashes (e.g.123456789). 

48) Barcode? 

Enter or wand in the client barcode number. This barcode number may be used to identify the client in Book. Controlled via network parameter (20/14), this prompt is offered for sites that cannot use 18)Barcode number? (e.g.use alphabetic or require more than 9 digits to store unique barcode after ignoring any constant prefix). See 18)Barcode number? (above) to enter shorter client barcodes. 

49) Staff login username? 

For media centre staff, enter the individual's login username for the Medianetserver (CSTAFFLGN). Setting this field designates this client as staff (i.e.enables the features and functions restricted to staff). Note that if you set this field, you must also ensure the Booker Identification table (#69) uses the first 7 characters of the username as the staff member's abbreviation (see Your Staff: in Special Client Type Overview and OBOOKER Booker Identification Table (Table 69) for details.) 

50) Client policy group? 

Enter the client's policy group (CPOLICYGRP). See abbreviations in CPOLICYGRP table 421 (e.g.E - East delivery group) CPOLICYGRP Client Policy Group (Table 421) for table setup. This field is used to control the default booking settings (such as delivery method and showlength) offered as defaults by Book whenever the client books titles of a format that is designated with alternative booking rules. 

U-Client options: Clear, Enter, Display, question#, etc <Q>? 

Valid options are outlined in section On-Line of the DyADUs manual. Additional options or special options processing are as follows: 

E for Enter option: 

On creation of a new client Enter automatically sets: 

· The date of creation to the current date. 

On modification of a client Enter performs additional processing to identify and/or adjust previously confirmed bookings that may be affected by any changes. 

If a client changes from one organization to another (e.g.a teacher relocates to a different school) existing orders are checked for organization-dependent fields (e.g.to/from delivery modes, work days, delivery route). Similarly, the same checks are performed if a client's delivery mode is modified directly (i.e.at 22)Ship/return mode). Unfortunately, if the delivery method of a school is changed, only the orders directly booked to the school are automatically updated; bookings of teachers assigned to that school must be individually updated via Update-Client. Hint: You must still access each teacher individually, but starting out with a file of client codes and using K (key file) feature at 01)Client#? question makes this easy (Global Update License required). 

Change any unshipped orders from old to new delivery method? 

Asked if a delivery method is changed for the client and the client has associated bookings. Enter: 

	Y  
	to have the delivery method of the client's unshipped orders changed to the new delivery method 

	N  
	to retain existing delivery information 


 # of To delivery methods updated    ##

 # of From delivery methods updated  ##

The number of To and From delivery methods updated for In, Delayed and To be shipped orders is displayed. 

R for Remarks option: 

The Remarks option is available to store a profile or background on this client. See Remarks Editor in the Dyads Users' Manualfor further details. These remarks are displayed during Book and Display-Lookup (client general display). 

P for Purge option: 

Before purging a location organization (L###): 

· Ensure all references to that organization are first removed from the individual client codes. 

· Verify that all individual client codes have been adjusted by generating report RRC* in Usage Statistics format and selecting 
\CORGTYPE\=###% (where ### is the organization number). 

AR for Update-CAR option: 

Invokes Update-CAR for this client so that the receivable subledger can be created or modified. See section Update-CAR/CAPClient Subledger Information in the Accounts Receivable Accounts Payable Reference Manualfor details on this module. 

AP for Update-CAP option: 

Invokes Update-CAP for this client so that the payable subledger can be created or modified. 

I for Interest area option: Allows the link and unlink of interest areas to this client. See Interest Area Relationship Maintenance for details. 

Notes: 

· Occasionally the same client is given two codes by mistake. The recommendation for correcting this type of situation is the following: 

· Use the Transfer Document option of Procedure-Allocar to move all the outstanding A/R documents to the correct client (the code to be used as the official client code). 

· Set the status of the unused client to withdrawn (CSTATUS = W). 

· Add to the end of the unused client's organization name **usenew** (i.e. Change Fisheries and Oceans to be Fisheries and Oceans **use611234**) to indicate the client code to be used for this client. Do not add was or used to be to the front of the organization name, as this will cause alphabetical reports to sort on the w or u and not on the organization name. 

· Cancel any unshipped orders for the unused client and re-book them to the new client code. 

· Monitor the receivable information for the unused client for outstanding orders that will be invoiced so they can be transferred to the new client. 

· Investigate how the duplicate client entered the system and update user instructions so to avoid this situation in the future.

