COBISS”

Co-operative Online Bibliographic System & Services

COBISS3 Basic Guidelines
V6.8-00

User Manual

Institute of Information Science, Maribor, Slovenia

IZUM"



© 1ZUM, 2016

COBISS, COMARC, COBIB, COLIB, 1ZUM are registered trademarks owned by public institution
IZUM.

Oracle and Java are registered trademarks owned by Oracle Corp. or its affiliated companies.

Other trademarks used are owned by their owners.

The manual includes all updates from the first printed version of the manual published in
February 1999 onwards. Its content corresponds with the COBISS3, V6.8-00 software,
and is also valid for all future software versions until it is either withdrawn, or another
electronic version is published.

© IZUM, content last updated: September 2016, Eng. Transl.: October 2016




CONTENTS

PREFACE ..ottt sttt e s ese et e e b e tesaesbe st et e e eneeneeneare s PREFACE-1
ABOUT THE MANUAL ..ottt ABOUT THE MANUAL-1
1 INTRODUGCTION . ..ottt sttt bbbttt sttt st et e e s e seene et e s benbenbe b eeneas 1-1
2 COBISS3 INSTALLATION ..ottt sttt eenes 2-1
2.1 SYSIEM FEQUITEIMENTS ......iitiiiie e cteeie sttt sttt e st e et s teese e be s e e saesbeesaesbeeteebesbeebestaeneeseas 2.1-1

2.2 User interface inStallation ..........c.cccoiiveiiieiiieie e 2.2-1

2.3 LOgiN @nd 10QOTT .......oiviieieiee s 2.3-1
2.3.1 Start using COBISS3 SOfIWAIE ........cceeiviiieieie ettt 2.3-1

2.3.2  Finish working with COBISS3 SOftWare ..........cccociiiiiiiiiec e 2.3-2

3 USER INTERFACE. ... oottt sttt bbbttt b bbb e enes 3-1
N R =1 (01 O T PP PP ORI 3.1-1
L1 THUE DAL ettt 3.1-3

TR 1Y/ T o 1U o USRS 3.1-3

3.1.2. 1 IMENU PIOPEITIES ...ttt sttt sttt sttt nne s 3.1-4

3.1.2.2 Selecting methods Within MENUS............cccoveiiiiiciiie e 3.14

3.1.2.3  CONEXE MBNUS.....ceitiiiiieiitesie ettt ettt sttt sb et e b e enneene e 3.1-5

3124 HEIP oot ere s 3.1-5

T8 00 T o To | o T SRS 3.1-6

314 MOAUIES BN CIASSES ....eeveriiiieeie ettt 3.1-6

3.1.4.1 SeleCtiNg @ ClASS ......ccveveieieiieiiec st 3.1-7

3.1.4.2 Opening and closing TOIAErS..........ccociiiriiiiiiece e 3.1-7

315 WOIKSPACE ....oiviciie ettt ettt et sttt s be e be e re e s resba e besbeetae st 3.1-8

3.1.5.1 LOAUING ODJECLS ....cuviviiiieieiieiisii ettt 3.1-8

3.1.5.2  SeleCtiNg ODJECTS. .....ccveviieieiieiieicsie sttt 3.1-9

3.1.5.3 RemoVving all ODJECES........coviiiieie e s 3.1-9

3.1.5.4 Removing selected ODJECES ........ovvieeiiiieisee e 3.1-10

3.1.5.5 Refreshing a list of ODJECTS .......cccvviiiiiiiic 3.1-10

3.1.6  Class attriDULES. .......i e e e 3.1-10

3.1.7  Related ODJECES. ... .o 3.1-10

3.1.7.1 ODJECE SEIECTION ......eenvieiieeieee e 3.1-11

TR T O 10 1= T F TS 3.1-11

3.1.8.1 HOW L0 USE 8 QUETY .ttt ettt ettt s neas 3.1-11

3.1.8.2 RENAMING @ QUETY ..ottt sttt st 3.1-12

3.1.8.3 DEIetiNg @ QUETY ...cveveeeieieiieeste sttt 3.1-12

TR0 B T ] 1 | ORS 3.1-12

3.1.9.1 Adding an object t0 SNOMCULS..........cceiiiieiieie e e 3.1-12

3.1.9.2 USING @ SNOMCUL......viviiiieieieis e 3.1-13

3.1.9.3 Renaming @ SNOMCUL.........ccoiieieieeeee e e 3.1-13

3.1.9.4 Deleting @ SNOIMCUL .......cceeiiiieie et e 3.1-13

3.1.9.5 Viewing object properties in the ShortCuts...........ccccvevevvveieiiicievciecen, 3.1-13

3.2 SEAICH WINTOW......c.uiiiniiiieiieiieiise ettt ettt b bbbttt se e 3.2-1

© 1ZUM, Sep. 2016, Eng. Transl.: Oct. 2016 CONTENTS-1



COBISS3 Basic Guidelines COBISS

K TR T = 1) o] SO TSP TSSOSO U TP PO URPRURPO 3.3-1
BiA VIBWET ..t b bbbt b bbbt r s 3.4-1
4 BASIC PROCEDURES ..ottt ettt 4-1
4.1 Creating an ODJECT ..o 4.1-1
4.2 Entering and editing ODJECT PIrOPEITIES .....vivveieiecicie st 4.2-1
4,21 ATIDULES ... 4.2-2
4.2.1.1 Entering the value into entry fields ... 4.2-2
4.2.1.2 Entering the attribute value into the windows for entering values.............. 4.2-2
4.2.1.3 Entering the attribute value into the windows for entering values of

repeatable attribDULES ... 4.2-3
4.2.1.4 Selecting the value from drop-down liStS.........ccccevvriiininineneieece 4.2-4
4.2.1.5 Selecting the value from code liStS........ccccevviiviicie i 4.2-5
4.2.1.5.1 Finding values inthe code list .........cccoceviiiiiiiiiiiie e 4.2-5
4.2.1.6 Selecting the value with CheckbDOXES...........ccoeviiiiiiiiiee 4.2-6
4.2.1.7 Selecting the value with radio bUttons............cccoce v, 4.2-6
4.2.2  ODbjJect relationSNiPS ...c.ccviiiiece e e e 4.2-7
4.2.2.1 Relationships With 0Ne ODJECT..........ccccviiiiiiiie e 4.2-7
4.2.2.1.1 Defining a relationship.........ccooviiiiiiineiseeeee 4.2-7

4.2.2.1.2 Defining a relationship using the icon for entering or deleting
A TelatioNSNIP ...cveccc 4.2-8

4.2.2.1.3 Deleting a relationship using the icon for entering or deleting
A TelationNShiP....ccvciicce 4.2-8
4.2.2.1.4 Viewing arelated ObJECt .........coveviiiiiiiiicece e 4.2-8
4.2.2.2 Relationships with more 0bJECtS..........cccoveiiiiiiiiiiee e 4.2-8
4.2.2.2.1 Defining a relationship.........ccoocveiiiiiiiiiiee e 4.2-8
4.2.2.2.2 Removing a relationship .........cccccccevveviiiiiicicseee e 4.2-9
4.2.2.2.3 Viewing a related ODJECT .........cocviiiiiiiic e 4.2-9
4.2.3  AQQregated ODJECTS .....ooiiiiiiiiiic e 4.2-9
4.2.3.1 Creating an aggregated ODJECT ........ccoeiviiieii i 4.2-10
4.2.3.1.1 Creating an aggregated object and editing its properties........... 4.2-10
4.2.3.1.2 Deleting an aggregated ODJeCt..........cocevviiiiiiiiiieecc 4.2-11
4.2.3.1.3 Viewing an aggregated ObJecCt..........ccocvvviviiieiieiiie e, 4.2-11
4.2.3.2 Creating more aggregated ODJECES ........ccvcvveiiieeieie e 4.2-11
4.2.3.2.1 Creating an aggregated ODJect..........ccccevviiiiiniiinceccs 4.2-11
4.2.3.2.2 Editing properties of an aggregated object ...........c.ccoceviiiiinins 4.2-12
4.2.3.2.3 Deleting an aggregated ODJeCt..........coovvviiiviiieie e, 4.2-12
4.2.3.2.4 Viewing an aggregated Object..........coovvviiiiiniiiniee 4.2-12
4.2.4  SAVING 8N ODJECT......uitiiiieiieieiesi ettt 4.2-12
R B T= . 1 (o ]| SRS RSPRSR 4.3-1
4.3.1 Searching in the SEarch WINAOW ..........ccocoiiiiiiriiiieie e 4.3-1
4.3.1.1 Selecting Search fieldS ..........ccovviiiiiiniie e 4.3-4
4.3.1.2 ENtering Sarch Parameters .........coceeverereerereeie e eieeie e 4.3-5
4.3.1.2.1 Entering search parameters using the code list .............ccoceen..e. 4.3-8
4.3.1.2.2 Deleting search parameters, entered using the code list ............. 4.3-8
4.3.1.2.3 EXPANG ..ot 4.3-8
e G TS T Y/ 1 o [0 1=] TSR 4.3-9
4.3.1.4 Selecting the hit list format ...........ccooiiiiiei e 4.3-9
4.3.2  SEArChING DY KEBY .....cviiiiiie e 4.3-10
4.3.3  Searching througN QUETTES .......cc.oiieiiieiie ittt st neas 4.3-10
4.3.4  Editing it HSt FOrMALS ......cooiiieei e e 4.3-11
CONTENTS-2 IZUM, Sep. 2016, Eng. Transl.: Oct. 2016



COBISS COBISS3 Basic Guidelines

4.3.4.1 Adding and changing hit list formats ...........ccccooeiiiiiinini e 4.3-11

4.3.4.2 Deleting hit list fOrmats..........cccceiiiiieiiiicic e 4.3-12

4.4 ViIieWiNg ODJECT PrOPEITIES ....uiiieiiitecie ettt s re et sre e e sre e e e nnas 4.4-1
4.5 Preparing and SENAING FBPOITS. .....c.uiiiiireriei ettt 4.5-1
A.5. 1 PIEVIBW ...ttt bbb 4.5-3
N B T o1 (1Y T PR 4.5-4
4.5.3 AddIiNg 8 AESTINATION .....ccuiiiiiiiitiieeieiee e 4.5-4
454 Editing @ deStINALION ........cciiiiiiiiiieieei e 4.5-5
455 Removing a deStiNatioN ........ccoeiiiiieiiieee s 4.5-5
45.6  AddING attACNMENTS ......oouiiiiiiieeie e 4.5-5
4.5.7 Removing attaChmeNTS ........ccooiiiiieieieiee e 4.5-6
4.5.8 Editing e-Mail CONTENTS.......ooiiiiiiiie s 4.5-6
4.5.9 Setting starting page NUMDEr iN @ FEPOIT.......cccoviiiiieieie e 4.5-6
4.5.10 Saving reports iN XML file.......ccooiiiiiiii e 4.5-7
4.5.11 Saving reports iNteXt fille........ccooiii i 4.5-7

4.6 Managing rEPOIT QUELES. ......ueieereiteetieiteeteeitesteeseetesteesestesseeseesteessesresteesesteeseestesssessesreessesss 4.6-1
4.6.1 Creating @ rePOIT QUEUE. .......ueiveeereeeseeteeieste sttt sttt ettt s b e e eseeneenen 4.6-2
4.6.1.1 Adding an object t0 repOrt QUEUE .........ccveveriirierieieieese st 4.6-2

4.6.2 Editing @ rEPOM QUEUE......ccueiueeieiteiie et sttt ste et te st e ste et sreen e reeneeenas 4.6-3
4.6.3 Deleting @ rePOIt QUEUE. .........eivieieeieieeieeiesie sttt 4.6-3
4.6.4  SeNding & rEPOIt QUEUE .......eveveeereiesieti ettt sttt sttt se ettt ss et e e e eneene s 4.6-3
4.6.5 Clearing a rePOrt QUEUE.........eeveiteiierieeeeiesteeteestesteesre s e e aestestaebesteeseesbesreesesraannesees 4.6-4

4.7 Editing 10Cal COUR TISTS......viiviiiieiiiiiecie et st sre et sre b e s ba e anas 4.7-1
4.7.1 Importing data from text file to local code list ...........ccoeveiiiiiiiiiiiiiececs 4.7-2
4.7.2 Exporting data from local code list in text file ... 4.7-2

4.8 EQITING JODS . .ccuiiiiiiiecie ettt b et b e e a b sre et e re e e anas 4.8-1
4.8.1  EQItING @ JOD .ot 4.8-1
4.8.2  DEIELING @ JOD ...t 4.8-1

B SETTINGS ...ttt bbbt b e b bbbt e st bbb s bt ettt et e e 5-1
5.1 Changing the FONL.........ccooiiiiiii et 5.1-1
5.2 Login to the [ending dePartMeNt..........ccoieiiieiiisir e 5.2-1
5.3 Defining USer deStINALIONS. ........ccciiiie it st r e re e e 5.3-1
5.3.1 Adding an e-mail @0AreSS ......ccuciieiiiiiieie sttt 5.3-2
5.3.2  AJUING @ PIINLET ...t 5.3-2
5.3.2.1 Defining details for selected printer..........ccocooeieiiiiiiniine e 5.3-2

5.3.3 Adding an e-mail address from your personal address book............cccccoeveiiiiininne 5.3-3
5.3.4  Editing @ deStINALION .....c.coiiiiiiiiiiiiieieeee e 5.3-3
5.3.4.1 E-Mail @ddreSSES......eeiviiireiiiiiiie et ste ettt 5.3-4

5.304.2 PIINTEIS .ottt 5.3-5

5.3.5 Removing @ deSTINALION ........ccciiiiiiiieii ettt s 5.3-5

5.4 Editing 10gical deStiNatioNS...........ooiiiiiiiiiiieiees et 54-1
5.5 Editing your personal addreSs DOOK...........ooi i e 55-1
5.5.1 Adding and editing e-mail a0ArESSES .........coviieiireee e 55-1

5.6 Sending MeSSages t0 OtNET USEIS.......cciiiiiiriiieieiisii sttt 5.6-1
5.7 Reading the 1ast SENt MESSAGE ........ccuiiiitiriiiiieieee b 57-1
5.8 NOUTYING The USEIS ..ottt sttt be e seeseeeeeneas 5.8-1
5.9 Preparing the COBISS/OPAC NOLITICALION .........coiiiieiiiiiie e 5.9-1
5.9.1 Preparing the notification in libraries with departments..............cccoccevvrveieiieciennene 5.9-2
5.3.4.1 Preparing the notification for the library asawhole................ccocerinrenee 5.9-3

5.3.4.2 Preparing the notification for individual library departments..................... 5.9-3

IZUM, Sep. 2016, Eng. Transl.: Oct. 2016 CONTENTS-3



COBISS3 Basic Guidelines COBISS

5.10 SENAING FBIMAIKS. ......cveititeeee ettt ene e 5.10-1
5.11 Refreshing the SEIINGS .....ecviiiiice ettt re e 5.11-1
5.12 VIBWING SEIVEL BITOIS ...viviivieeteiteeitestestaestesteestesteessestesaeestesteeseesbeeseesbesseesesteassesreateeneesaeeneenns 5.12-1
LIRS B N 1= VY0 ] S SSPR 5.13-1
5.14 Examination of personal data processing in accordance with PDPA (Personal Data
e 0] C=Tod (o] 17N ox RSP 5.14-1
5.14.1 Library members’ personal data processing by USETS .........ccccvrvverereerereermenenieennns 5.14-2
5.14.2 Library members’ personal data processing by selected user — summary data........ 5.14-3
5.14.3 Library member’s personal data processing by selected USer..........c.ccocervrvvivinnnnnn. 5.14-3
5.14.4 Personal data processing of the selected library member ............cc.ccooveiiiiiinnnn. 5.14-4
5.14.5 CONLIOl PrOCEAUIE ......eoviiiieiieiietesieet ettt 5.14-4
6 TIPS FOR DATA ENTRY oottt sttt ne bt benne s 6-1
TR A O - T 10 (- TS 6.1-1
6.1.1 ENtering all CRAraCters ........cccveiiiiiie st s 6.1-1
6.1.2 ENtering COBISS CharaClers .........ccccoviieieie ettt 6.1-1
6.2 TYPES OF UAIA. ... ecueeieeiieiieiite ettt bbb n et 6.2-1
B.2.1  DILES ..eeiiie ettt bbb e b e b et e e srb e raeenre e 6.2-1
6.2.2  Phone and FAX NUMDETS.......coiiiieieieiiise s 6.2-1
6.2.3  E-Mail AOUIESSES ....cvveieeeiieieiieeie st se sttt ste st ste s e besraeaesreeneeneas 6.2-2
6.2.4  DECIMAI VAIUBS.......cviiieiiiieiee ettt ste et te e e 6.2-2
6.2.5  AMOUNES OF MONBY ...ocviiiiiiiiicc e et s re e eas 6.2-2
B.2.6  PASSWOITS ...cuvevieiieiieiieieste sttt st ettt ettt sttt b et n e nenre s 6.2-2
Appendices
A BASIC INSTRUCTIONS ON USING THE WINDOWS ENVIRONMENT .......cccocevvirennnn A-1
ALL USING B MOUSE ....veitieieiteetie sttt ettt ettt e s te et st e e ae e beshe et e s beeseesbestaesbesbeaseestesaeesnestesnseseenres Al-1
A.2 Moving windows and adjusting WindOW SIZE ..........cccccivveieiiiiic i A2-1
F AN T Yo 0] |0 SRR A3-1
A.4 Selecting more 0bjects SIMUITANEOUSIY ..o s A.4-1
A5 MoVING and COPYING tEXE ..oviiuiiitiiieiieite ittt te e e s re et e e besae e b e besneesreens A5-1
B LIST OF SHORTCUTS FOR SOME PROCEDURES AND METHODS.........ccccocvivieinnnn. B-1
C LIST OF SOFTWARE POINTS FOR PERSONAL DATA PROCESSING (PDPA)............. C-1
C.1 Software points for COBISS3 software ModUles...........ccooeriiiiiiie i C.11
C.2 Software points for COBISS2 software ModUles. ..........ccooerviiiie i C.2-1
C.3 Data viewing format in lists of personal data proCessing..........ccccoveeerersieninienieseneseneeens C.3-1
C.4 Report on the examination of personal data Processing...........ceeevveeenieriiereniesie e C.4-1
(T IR0 1SS 2 A RSP SP GLOSSARY-1

CONTENTS-4 IZUM, Sep. 2016, Eng. Transl.: Oct. 2016



COBISS COBISS3 Basic Guidelines

The operator EMPTY specifies that the search results do not include any
records that contain the attribute by which you limited the selected search
field.

Example:

In the search window of the Field 996/997 class select operator EMPTY in
"Status (g)".

The search result are material units, which do not have a selected status.

Note:
& If you select the operator EMPTY for an individual search field, entry of
the search request into the entry field is disabled.

e NOT

The operator NOT specifies that the search results include objects that do
not contain the values you enter into the entry field for the selected search
field.

J Example:
In the search window of the Field 996/997 class select the additional
operator NOT in "Status (q)" and set the value to 9 — de-accessioned.

The search results contain material units, that are not de-accessioned.

e NOTEMPTY

The operator NOTEMPTY specifies that the search results include objects
that definitely include the attribute by which you limited the selected search
field.

Example:

In the search window of the Field 996/997 class select the additional
operator NOTEMPTY in "Accession number (f)".

The search results contain all accessioned material units.

Note:

>

If you select the operator NOTEMPTY for an individual search field, entry
of the search request into the entry field is disabled.

Note:

>

Logical operations are performed in a specifically defined sequence. When
logical operations are performed, the operators NOT, EMPTY and
NOTEMPTY are considered first, followed by the operator AND, and lastly, the
operator OR.

© 1ZUM, Sep. 2016, Eng. Transl.: Oct. 2016 4.3-7
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A

Procedure

Example:

In the search window of the Field 996/997 class set the first and second range
of accession numbers in "Accession number (f)" and select the additional
operator OR between the search fields. For the next search field set the "Status
(o)™, where you select the additional operator NOT and set the value to 9 — de-
accessioned. Between the search field for defining the second range of
accession numbers and the search field for defining the status select the logical
operator AND.

Accession number (f) From: 0000015To: 0999999 OR
Accession number (f) From: 1000000To: 1999999 AND
Status (q) NOT 9 - de-accessioned

The search results are material units, which are not de-accessioned and have a
defined accession number in one of the selected ranges.

4.3.1.2.1 Entering search parameters using the code list

1. Click L=l next to the entry field for search parameters.

2. To find and select the desired value in the list, point the mouse pointer to it
and click (see chapter 4.2.1.5.1).

You can select multiple values from the list (see appendix A.4); the logical
operator OR will be used after the search is launched (the result is the same
as if you choose two or more identical search fields).

3. Click the OK button.

Tip:

The quickest way to select a value from the code list is to point the mouse
pointer to the value and double-click.

Note:

In some cases, you can enter search parameters into entry fields, which are
displayed as a code list, but only, if it is a local code list, and if this option is

defined in the configuration file. In such a case, click ¥ next to the entry
field for search parameters, and then enter the desired value.

4.3.1.2.2 Deleting search parameters, entered using the code list

Procedure 1. Click|*next to the entry field for search parameters.
4.3.1.2.3 Expand
When entering search parameters, you can use the expand function. It is used
for searching by phrase, where you want to be certain that the phrase you
entered is correct.

4.3-8 © 1ZUM, Sep. 2016, Eng. Transl.: Oct. 2016
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Procedure

Procedure

1.

Enter the beginning of the search parameter into the entry field (e.g. the
beginning of a partner's name, address, particular coded data, etc.).

If you are not familiar with the beginning of the search term, you can leave
the entry field blank.

Click \E next to the entry field for search parameters.

The Expand window will open displaying a list of all terms starting with
the entered (or first) search term. The list is sorted alphabetically; if the
data is coded, the list is sorted by ascending code value. The number before
each term tells you how many times that term occurs in the database. To
move on to the next page of the list, click the Forward button, to move to
the previous page, click the Back button.

Find and select the desired value from the list.
You can do this in two ways:

o select the value with your mouse pointer and confirm it by clicking the
OK button

o select the value using the <up>, <down>, <PgUp> and <PgDn> keys,
and press the <Enter> key

The selected value will be transferred to the entry field.

Tip:
The quickest way to select a value from the list of values is to point the mouse
pointer to it and double-click.

4.3.1.3 Saving queries

You can save search terms within one search in the form of a query and use it
later. Queries are saved in the search window.

1.
2.

Enter the search terms (see chapter 4.3.1.2).
Click the Save query button.

The Query window will open.

Enter the name of the query.

Click the OK button.

The query will be added to the search window next to “Queries” and to the
browser in the part of the window containing queries.

4.3.1.4 Selecting the hit list format

In the search window, the hit list can be displayed in the default format or one
of the formats you have defined yourself (see chapter 4.3.4).

© 1ZUM, Sep. 2016, Eng. Transl.: Oct. 2016 4.3-9
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Procedure

Procedure

v

A

Procedure

1. Under "Hit list format", select the desired format. You can do this before or
after a search is performed.

The lastly selected hit list format will be saved and taken into account for the
next search (until it is changed).

4.3.2 Searching by key

The quickest way to search for an object within a selected class is to search by
key. You can search by key if you know the exact value of the attribute, which
uniformly identifies the object (object ID).

1. In the part of the window containing modules and classes, select the class.
2. Select the Class / Search by key method.

The window for entering the object key will open.

Tip:

The quickest way to open the window to enter the object key is to press
<F4> after you have selected a class.

Enter the data which uniformly identifies the object.
4. Click the OK button.

The object is loaded to the workspace.

Note:

If searching by key is not possible, the search window for the selected class will
open after you select the method Class / Search by key.

4.3.3  Searching through queries

1. Inthe part of the window containing modules and classes, select the class.
2. Inthe part of the window containing queries, select the query.
3. Select the Queries / Find method.

In the last hit list format you selected, the number of hits and the list of found
objects that correspond to the search parameters saved in the query will be
displayed. You can edit the list, view the objects or transfer them to the
workspace (see chapter 4.3.1, steps 8-12).

4.3-10
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Options

Procedure

Procedure

A

You can also activate a query by double-clicking the graphic symbol or the
name of the query in the part of the window containing queries.

A query can also be activated in the search window (see chapter 4.3.1, step 4).

4.3.4  Editing hit list formats

To display the hit list in the search window, you can define different hit list
formats for different classes.

1.
2.

In the part of the window containing modules and classes, select the class.
Select the Class / Hit list formats method.

The Editing hit list formats window will open with a list of formats that
were previously defined. In the beginning, the list is empty.

3. Add a new hit list format or edit the existing one (see chapter 4.3.4.1).

Delete the hit list format (see chapter 4.3.4.2).
Click the OK button.

Note:

As the hit list formats are bound to your username, each user must define the
selected format themselves and add it to the hit list format.

4.3.4.1 Adding and changing hit list formats

You can add new hit list formats or change already defined hit list formats in
the list of hit list formats, which were defined for the selected class.

The hit list formats are changed in the Editing hit list formats window.

1.

To add a new format, click the Add button. To change an already defined
format in the list, click on it to select it, and then click the Edit button.

The Hit list format window will open.
Under "Name", enter or change the name of the hit list format.
Define the hit list format attributes.

To add an attribute to the hit list format attributes, highlight it under
"Attributes”, and then click the Add button.

To remove an attribute from the hit list format attributes, highlight it under
"Hit list format attributes", and then click the Remove button.

Note:

Attributes defined by the user can be added to or removed from the hit list
format for the classes with records in MARC format. Editing attributes defined

© 1ZUM, Sep. 2016, Eng. Transl.: Oct. 2016 4.3-11
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by the user is described in the COBISS3/Cataloguing User Manual (see chapter
11.1.3).

4. If necessary, sort the hit list format attributes. You can move an attribute
one line up or down by selecting the desired attribute and then clicking the
Up or Down button.

5. Click the OK button.

4.3.4.2 Deleting hit list formats

Hit list formats can be deleted in the Editing hit list format window.

Procedure 1. Click on the desired hit list format in the list of defined formats. The name
of the selected format will become highlighted.

2. Click the Delete button.

The Confirm window will open with the question "Are you sure you want
to delete?"

3. Click the Yes button.
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4.8 EDITING JOBS

Procedure

Precondition

Procedure

In the COBISS3/Reports software module you can specify jobs that can be
performed later (even outside the library's opening hours). The procedure is
described in the COBISS3/Cataloguing User Manual (see appendix 1.1.2),
COBISS3/Acquisitions User Manual (see appendix B.1.2), the COBISS3/Serials
User Manual (see appendix B.1.2) the COBISS3/Holdings User Manual (see
appendix A.1.2), the COBISS3/Loan User Manual (see appendix A.1.1) and the
COBISS3/Interlibrary Loan User Manual (see appendix B.1.2).

For stored jobs which have not been performed yet you can re-set the date and
time of when they are performed as well as their frequency. All stored jobs can
also be deleted. The list of stored jobs is accessible from the Job editor
window you open in the browser.

1. Select the System / Job editor method.
The Job editor window will open, which shows the list of stored jobs.
Click a job name to select a job.

You can edit a job (see chapter 4.8.1).
You can delete a job (see chapter 4.8.2).

o &~ WD

To exit the Job editor window click the Exit button.

4.8.1 Editing a job

In saved jobs, which haven't been performed yet, you can reset the date and
time of when they are performed as well as their frequency.

The job does not have the status completed.

1. Inthe Job editor window, click on the job to highlight it.
2. Click the Edit button.
The Edit job window will open.

3. You can change the time and date of when the job will be performed as
well as its frequency.

4. Click the OK button.

4.8.2 Deleting a job

You can delete any job from the list of stored jobs.
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Procedure 1. Inthe Job editor window, click on the job to highlight it.
2. Click the Delete button.

The Delete job window will open with the question: "Do you want to
delete job?"

3. Click the Yes button.
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