BASIC STEPS FOR CREATING A LIST

To start, choose an empty file.


Then click on Search Records.
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[an searcn Records | [} sortRecords || ListRecoras || ExportRecords || snowRecoras |
File [Current Recor..] Max Records | Type | Status | Initials| Created [date/time]| |
[_1__|Music of Africa I3 5000 b complete _|iberg.. 12-20-2005 /1 |
2 [Music of Asia 52 5000 b complete [jbergi...12-20-2005 /1
3 overdue items by employees 104 5000 i complete [dkwan (12-13-2005 /1
4 |numbergs of overdue employees 60 5000 P complete |dkwan 12-13-2005 /1
5 |CAHS Reserves a2 5000 b complete laniosi 09-15-2005 /1
6 lemployees overdue 148 5000 P complete |dkwan 12-21-2005 /1
7__reserve letter 103 5000 r complete lomai _12-16-2005 /09:36'11
8 banner 219 5000 P complete |dkwan 09-08-2005/ 14:10'41
5 LIAD Statistics ] 5000 P complete _mpine...01-11-2006 /1
10_|Songbooks: rock, jazz, folk, musical... 104 5000 b complete | jbergi. . 09-28-2005 /1
11_jad in-house 118 5000 b complete _mmarsh|12-20-2005 /11
12_|Labels for batch printing for reat(10... 63 5000 i complete
13 |Music of Latin America 371 5000 b complete |jbergin. 09-21-2005 /1
14_rbr 822 5000 r complete [ciwan 12-14-2005 /1
15__|SEC-New Titles 28 5000 i complete Ibrown 10-12-2005 /1
16 _[Duplicate name 725 5000 P complete 12-15-2005 /1
17 _|date expired 4214 5000 P complete |dkwan (12-21-2005 /1
18 _[Bonnie's orders 23 5000 o complete ksagi... 11-17-2005/1
19_[Bib records from MARCIVE - 1% test... 1405 5000 b complete |sagin0r12-09-2005 /1
20 _|bare bibs 340 5000 b complete ksagi... 12-08-2005 /12:3012
21_[Books on Tape (Updated October 1... 89 5000 b complete |jim 10-11-2005/15:5601
22 _|employee expiration date 0 5000 P complete [dkwan (12-21-2005 /1
23_[Records in Vietnamese? 5000 b dkwan_[12-20-2005 / 1
24 ___ |
25 |JAD media 1418 5000 kgint... 01-09-2006 / 15:4023
26 _[Empty o 5000 empty
27_telecoursel 18 5000 P complete |dkwan 01-06-2006 /1
28 _[New Books at Rosenberg 608 5000 b complete 525in0r09-08-2005 /1
25 [Donated books newly added at Ros... 327 5000 b complete |#525in0r09-02-2005 /1
30_|JAD new acquisitions 105 5000 b complete |#52gin0r01-10-2006 /1
31_|anthropology 12 - Indians of North ... 88 5000 b complete | jberg...10-19-2005 /1
32 _[Empty o 5000 empty
33 [Empty ° 5000 empty
34_|CDROMS with Reference books 72 5000 b complete _Ksagi... 09-06-2005 /15:1848
[ [






1. Name your file.


2. Choose the type of 

records.

3. Start specifying your
 
search with the 
 
type box.  
  Double click if you don’t 

 
know what to put in.

  Has is the most often 

 
used condition for

 
searching text

You must put something

 
into:
Type

 

Field



Condition



Value A
When you’ve entered your 

     strategy, click Search.
[image: image2.png]Review File Name: [Empty

Store Record Type: | BIBLIOGRAPHIC b
Range ~ start [b10000008 stop [b11432640

[Te..] Operator Type Field | Condition| Value A | Value B |
(I — =]

Insert Line

Append Line

Delete

5| ctearan

‘ Search H Use Existing Search H Retrieve Saved Query H save || saveas






Click on Sort Records to put the entries in order, 

Then click on Export Records to export as Word or Excel

 
before you export them.
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\= File Name Max Records Status | Initials | Created [datejtime]| |
camog || _1__|Music of Africa I3 5000 b complete _|iberg.. 12-20-2005 /1 |
2 [Music of Asia 52 5000 b complete [jbergi...12-20-2005 /1
B 3 overdue items by employees 104 5000 i complete [dkwan (12-13-2005 /1
4 |numbergs of overdue employees 60 5000 P complete |dkwan 12-13-2005 /1
Sicbal Upeste ||__B__|CAHS Reserves a2 5000 b complete laniosi 09-15-2005 /1
6 lemployees overdue 148 5000 P complete |dkwan 12-21-2005 /1
‘,F 7__reserve letter 103 5000 r complete lomai _12-16-2005 /09:36'11
8 banner 219 5000 P complete |dkwan 09-08-2005/ 14:10'41
Rapid Updste 5 LIAD Statistics ] 5000 P complete _mpine...01-11-2006 /1
10_|Songbooks: rock, jazz, folk, musical... 104 5000 b complete | jbergi. . 09-28-2005 /1
> 11_jad in-house 118 5000 b complete _mmarsh|12-20-2005 /11
12_|Labels for batch printing for reat(10... 63 5000 i complete
Creste ists 13 |Music of Latin America 371 5000 b complete |jbergin. 09-21-2005 /1
14_rbr 822 5000 r complete [ciwan 12-14-2005 /1
= 15__|SEC-New Titles 28 5000 i complete Ibrown 10-12-2005 /1
16 _[Duplicate name 725 5000 P complete 12-15-2005 /1
Delete fem= || 17 |date expired 4214 5000 b complete |dkwan 12-21-2005 /1
18 23 5000 o complete ksagi..
\g 19 [Bib records from MARCIVE - 1% test... 1405 5000 b complete |#5agin0r12-09-2005 /1
20 _|bare bibs 340 5000 b complete ksagi... 12-08-2005 /12:3012
Headings Rpts 21__|Books on Tape (Updated October 1... 89 5000 b complete jiim 10-11-2005 / 15:56'01
22 _|employee expiration date 3720 5000 P complete [dkwan (12-21-2005 /1
g 23_[Records in Vietnamese? ) 5000 b complete |dkwan (12-20-2005 /1
ot 24 [Empty o 5000 empty
sties. 25 _|JAD media 1418 5000 i complete kgint... 01-09-2006 / 15:4023
= 26 _[Empty o 5000 empty
\L: 27_telecoursel 18 5000 P complete |dkwan 01-06-2006 /1
Rt cester || —2B__INew Books at Rosenberg 608 5000 b complete 525in0r09-08-2005 /1
25 [Donated books newly added at Ros... 327 5000 b complete |#525in0r09-02-2005 /1
30_|JAD new acquisitions 105 5000 b complete |#52gin0r01-10-2006 /1
31_|anthropology 12 - Indians of North ... 88 5000 b complete | jberg...10-19-2005 /1
oats Excrange || _32_[EMPEY [ 5000 empty
33 [Empty ° 5000 empty
34_|CDROMS with Reference books 72 5000 b complete _Ksagi... 09-06-2005 /15:1848





There is no automatic sorting of records.

You need to specify which field to sort on first.

If there might be several records with the same content 

          for that field, then specify a second field, etc.
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For Export also, you need to specify every type of information 
          which you want included, there is no default set of data.

The pipe field delimiter shown here is good for creating an 

          Excel document
To finish the transfer, we recommend three steps:

          1) Export your list as a text file (.txt)

          2) Start-up the Excel software

          3) Open the document from within Excel
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