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Introduction 1-1

INTRODUCTION
-

INTRODUCING MANDARIN M3

Thank you for your interest in the Mandarin M3 Library Automation System. We
have prepared this tutorial to give you a tour of M3.

After you have imported bibliographic and patron records into M3, you can use
this guide to familiarize yourself with M3, to conduct training, etc. This guide is
not intended to replace our Users Guide as it only briefly touches on many of M3’s
capabilities.

If you prefer to use Mandarin’s sample record database instead of importing your
own records, we offer a version of the M3 Server that includes sample patrons and
bibliographic items. This version of M3 Server is available through the same link
as the free M3 download on the Mandarin Web site.

Note: ReportTool is available This tutorial will walk you through all M3 modules
(except ReportTool):

*  Windows OPAC (Online Public Access Catalog)
*  Circulation

* (Cataloging

*  Group Editor

¢ Inventory

While you're using M3, please contact Mandarin Customer Service if you have
questions about M3 and its many features, or if you would like to purchase a
Service & Update Agreement. Our toll-free number is 1-800-426-7477.

On-Screen Help

Note: To start the Help in the  An on-screen users guide is available in each module to aid users. To start the Help

OPAC module, click the Help  in most modules, click Help Topics on the Help menu to display the topics for the
button, in the Group Editor current module.

module, click the question
mark (?) button. M3 Tutorial Conventions

This tutorial is not intended to replace our Users Guide or on-site training as it
only briefly touches on many of M3’s capabilities.

Throughout this guide, you will encounter a variety of instructions to follow as
part of the tutorial. These instructions are designed to help you gain a better
understanding of M3’s features and functions. To set them apart, they display with
a [l preceding the instruction. For example:

[] On the File menu, click Print.

In many cases, there are several ways to perform a function or command. For this
tutorial, we have generally chosen to present just one of the options.

© Mandarin Library Automation, Inc. M3 Tutorial
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NOTES
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M3 Windows OPAC 2-1

M3 WINDOWS OPAC

With the Windows-based OPAC module, you can:

Note: This tutorial may not .
explain all features available
in the OPAC.

Conduct Standard, Enhanced, and Visual Catalog searches of your
library’s holdings

Select different interface languages

Determine item availability and location

Work with search results in brief and expanded record formats
View book cover images

View and link to “See” and “See also” cross-references with the optional
Authority Control module

Print records or save records to file

Add records to the Bookbag; print or save records in the Bookbag
Use Shelf Browse to locate records

Review your search session history and return to prior searches

Allow patrons to view their transaction history and personal information
with the My Account tab

Enter or scan barcodes into the Bookbag to create a list of items
Use the Bulletin Board to deliver information to patrons
Customize the appearance of the OPAC with your library name

Customize the Visual Catalog interface

STARTING THE OPAC
] Open the Mandarin M3 folder on your desktop, then double-click the OPAC

icon. This displays the main OPAC window (Figure 2.1) with Standard
Search selected.

© Mandarin Library Automation, Inc. M3 Tutorial




2-2 M3 Windows OPAC

FIGURE 2.1

The header can be custom- —— !‘ *1'4 Mandarin lerary IC—

ized to display the name of
your library or institution.

M3 Tutorial

| Bulletinn Board
b 1

Standard Search
Languages

Subject

OR Title

Browse Standard

Enhanced
AMD Author

Erowse Visual

g
Clear mandarin
LIBRARY AUTOMATION

Language Options

Patrons can change the interface language of the OPAC at any time; this does not
change the language of the information in the MARC records. Patrons may choose
from English (default), French, Spanish, German, and Italian.

(] Click Languages. This displays the Languages dialog box with the list of
language choices.

Bulletin Board Feature

The Bulletin Board feature links to a local HTML file or a Web page. Use this fea-
ture to link to customized information, the library home page, or a page of public
service announcements.

[] Click Bulletin Board. This displays a blank bulletin board.

To configure your bulletin board, click the Start button, select Programs,
select Mandarin M3, select Utilities, and then click Setup Bulletin Board.
Follow the prompts.

© Mandarin Library Automation, Inc.
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STANDARD SEARCH

Tip: To ensure a successful Standard Search allows patrons to easily search your catalog with the familiar
search, M3 automatically Subject, Title, or Author fields. A patron can enter a search term in the keyword box
searches as follows: or click Browse to view a list of all data currently contained in the corresponding
* The Subject field searches  record index. M3 can be configured to search more or fewer fields of the MARC
all Subject and Summary record or to default to different record indexes at the librarian’s discretion.

fields of the MARC Record.

* The Title field searches Search Examp|e 1

Title, Added Title, Contents,

und Notes fields of the MARC [] Inthe Subject keyword box, type a keyword, then click Search. This displays

the Search Results list (Figure 2.2).

Record.

o The Author field searches * A media type icon displays next to the call number of each record.

Author, Added Author, and Media type icons in this results list include book, music, video, and

Responsibility Statement of Web site. Scroll through the search results list to view titles.

the MARC Record. *  When the mouse points to the media type icon, the icon type displays.
(It may take a moment for the text to display.)

* A green box to the left of the record indicates that the item is avail-
able; a red box indicates that the item is not available. Clicking this
box tags the record for functions such as printing or adding to the
Bookbag.

FIGURE 2.2
Bulletin Board
Search Results For: folk music
Cross-Reference box See also - Ballads Rl
. . See also - Folk dance music
(not in free version) See also - Folk songs Add To Bookbay
Print
Tips: Lifton, Sarah. Tag
® Click Sort to sort by ll % ITohnt; Ii:lrzner's guide to folk music / Sarah
Liftan. -- Mew York : Facts on File, 1983, Sort
Author, Call Number, Call
Number by Prefiz, Copy- Save
right Date, or Title. 7817
* Active Web links can be El m ouT Qutlaws & outcasts / [compiled by Jerry
. G Silverman ; introduction by Kenneth B
enabled in the OPAC by Clark]. - Mew York : Chelsea House
67’&t€ﬂﬂg a Web address and fnLLI.ilif)hem' 1985, - (Traditional Black Record Details

optional description in the
bibliographic record.

[

UBR%\'"‘.‘RUTOaM['I'IfON
0 recordis) tagged Record 1 af12 Fant Size I'IU -

Note: For more information  If you add the optional Authority Control module to your M3 system, “See” and

on the Authority Control “See also” cross-references will display in the Cross-Reference box (shown in
module, see “Authority Figure 2.2). You will be able to view records associated with a cross-reference by
Control” on page §-3. clicking the “See also” term.

© Mandarin Library Automation, Inc. M3 Tutorial
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Tip: Use the truncation
asterisk (*), wildcard ques-
tion mark (?), and phrase
quotation marks (“ ") with
your keywords.

Examples:

* Farm* finds farms,
Jarmer, farmers, farming,
and so on.

* Wom?n finds woman and
women.

* “African American” only
looks for the keywords when
they appear next to each
other. This eliminates false
results in which the words are
listed separately.

FIGURE 2.3

M3 Tutorial

Search Example 2

[
[

[

Click the Search tab, and then click Clear.

In the Title keyword box, type a title, and then click Search. This displays
the Search Results list.

Select a record, then click Record Details. This displays detailed informa-
tion about the selected title.

Search Example 3

[

[
[
[

[]
[

Click the Search tab, and then click Clear.
In the Subject keyword box, type a keyword, and then click Search.
Click the Search tab.

Click the Browse button next to the Subject keyword box to display a list of
subject headings (Figure 2.3). This list allows you to narrow your search
to a specific area of interest.

Subject -- LITERATURE [x]

BEIEEE Mandarin Library - single sit =

LITERATURE

LITERATURE AMD FOLKLORE--ENGLAND--HISTORY--16TH CEMTURY.
LITERATURE AMD FOLKLORE--EMGLAMD--HISTORY--17TH CEMTURY.
LITERATURE AMD SOCIETY--EMGLAMD--HISTORY--TO 1400,
LITERATURE--ANECDOTES

LITERATURE--BIO-BIBELIOGRAPHY.

LITERATURE--BLACK AUTHORS--HISTORY AND CRITICISM.
LITERATURE--COLLECTIONS

LITERATURE, COMPARATIVE--CLASSICAL AMD MODERMN

LITERATURE, COMPARATIVE--ENGLISH AMD ITALIARN.
LITERATURE, COMPARATIVE--MODERM AND CLASSICAL
LITERATURE--DICTIONARIES.

LITERATURE--HISTORY AND CRITICISM
LITERATURE--HISTORY AND CRITICISM--THEORY, ETC
LITERATURE--INDEXES.

LITERATURE

OK Cancel

Select a subject heading in the list, and then click OK. The selected term
appears in the Subject keyword box.

Click Search to view the Search Results list for this subject.

Search Example 5

[

Click the Search tab, and then click Clear.

A patron can search the Author field by entering a name in any order: for example,
Steinbeck, John or John Steinbeck or just Steinbeck.

[] In the Author keyword box, type any form of an author’s name and then

click Search. This displays the Search Results list. By default, the records
display in bibliographic record format.

© Mandarin Library Automation, Inc.
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Tip: Record Format allows [] To view other record format display options, click Record Format.
patrons to choose the display
Jformat that best suits their
needs. Standard options OR
include Bibliographic, List,
Full MARC, Catalog Card,

Select a different format to view, and then click OK.

Click Cancel to close the Record Format dialog box.

Brief Labeled, Expanded [] To view record details, select a record and then click Record Details. This
Labeled, and Compressed displays detailed information about the selected title and lists all copies
List. owned by the library, as shown in Figure 2.4.

FIGURE 2.4

WMandarin Library

Search Results Record Details
Record Format

Lacation Call Mumber Barcode Status Due Date Add To Bookbag
MLA FIC STE BE4443 Available
Tip:ShelfBrowse allowsyou MLA FIC 5TE B44434 Available Print
to quickly find records with a Heralinia
o Call #: FIC STE
call number similar to that of El A sumor: Steinbeck, John, 1902-1968
a selected record. This feature Title: The wayward bus / [by] John
Steinbeck.
creates a virtual electronic Publisher: Mews York : - The Viking Press, -
. 1947.
Sheéfa’nd simulates a patron Description: Sp, L, 3312021 cm.
b?"OU)SZ'ﬂg the shelves and Geoy. Subj.: California - Fiction.

discovering books/items that
may not be discovered any
other way.

Begin Shelf Browse

mandarin

LIBRARY AUTOMATION
Bdck To Record List Record 1 of14

[1 When finished reviewing the record details, click Back To Record List.

USING THE BOOKBAG

To create a reading list or bibliography, click the green/red check box to tag indi-
vidual records in the Search Results list. (Green indicates the item is available; red
indicates unavailable.)

] Tag at least three records.
[] Click Add to Bookbag, and then click Add Tagged.
[1 Click the Bookbag tab to view the records you added.

From here, you can print or save the list. You can also add records to the list by
scanning or entering barcodes, but this feature is not enabled by default; refer to
the M3 Users Guide for instructions on enabling this feature.

© Mandarin Library Automation, Inc. M3 Tutorial
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ENHANCED SEARCH

Tip: If a patron is not sure
what index to search, the
Enhanced Search index list
includes the Anywhere
option. This option searches
Jfor the entered term
anywhere in the MARC
record.

FIGURE 2.5

Keyword box

Boolean operator list

Index list

Enhanced Search allows the user to type a search query into one or more of three
keyword boxes. To select different record indexes or Boolean operators, click the
corresponding arrow button, and then select from the list. (You can also use the
Browse button to enter a search term, as explained in “Search Example 3” on
page 2-4.)

Search Example

[] Click the Search tab, and then click Enhanced. This displays the Enhanced
Search window (Figure 2.5).

In the first keyword box (under Subject), type shipwreck.
In the Boolean operator list below, select OR.

In the second index list, select Subject, then type treasure in the second key-
word box.

In the second Boolean operator list, select NOT.

O OO

In the third index list, select Subject, then type titanic in the third keyword
box (shown in Figure 2.5).

Il 43 OPAC

Eulleting Boznd

Enhanced Search

|5ubject -

Browse shipwreck

Languages

Browse Ireasure Standard

Tip: The index lists can be
customized to display
different indexes.

Tip: Click History to view a
list of your Enhanced Search
queries during this session.

M3 Tutorial

[ I ET Enhanced

titanic| Visual

— mandarin

[] Click Search. If matches are found, the Search Results list displays. Your
options are the same as those described in “Standard Search” beginning
on page 2-3.

© Mandarin Library Automation, Inc.




M3 Windows OPAC 2-7

VISUAL CATALOG SEARCH

Visual Catalog Search combines library-definable queries that are organized into
a hierarchy of topics and subtopics utilizing graphics and text. This easily config-
urable graphical interface offers the following benefits:

* Helps younger patrons quickly find library materials via visual cues, such
as Animals or Countries & Cultures

* Creates databases for special groups, faculty, and students, such as “Home
Schoolers” or “Rotary Club”

”

*  Queries special collections, such as “New Books,
Collection”

e-Books,” or “Video

¢ Launches software applications, such as WordPad
* Launches CD-ROM applications, such as an encyclopedia

* Launches URLs (MARC field 856), such as “Featured Web Sites of the
Week”

To perform a Visual Search:
[] Click the Search tab, and then click Visual.

[] Click each of the eight buttons featured in the Visual Catalog interface and
tour on your own.

FIGURE 2.6

Tips: . .
* M3 includes over 75 colorful ‘ l M andarl n leral’y
graphics for use in the Visual 7L

Catalog. Additional graphics
can be used from sources on
the Internet or your own files.
* Topic, query, and launcher Languages
buttons look alike. What they
do when selected differenti-
ates them. A topic button

opens a SUb-menu' A query Countries & . Holiays

button returns search resullts. Cultures

Standard
A launcher button opens an i
application or a Web page. Ukt Enhanced

* Two navigation buttons
Sfunction as follows: Back 4 ]
returns to the previous menu Stience & Staries

Technology

level, Start Qver returns to

the first menu level.

Visual

z
S mandarin
STETLLAVET LIBRARY AUTOMATION
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2-8 M3 Windows OPAC

DATABASES TAB

M3 can be configured to host the collections of a single library or the collections
of many libraries either as a Classic Merged Union Catalog or Virtual Union Cat-
alog. The system can be configured to search the local collection first and, if the
desired record is not found, to then search other collections.

A patron can choose which collections to search by clicking the Databases tab.

[] Click the Databases tab to review layout.

MY ACCOUNT TAB

This feature allows patrons to view their own open and closed transactions as well
as their personal information on file with the library. This tab is not enabled by
default; refer to the M3 Users Guide for instructions on enabling this feature.

[] Click the My Account tab. This displays the My Login dialog box.

[] In the Patron Barcode box, type a patron barcode that exists in the system.
(If you are using Mandarin’s sample record database, type P2.)

[] Inthe Password box, type the patron’s password, then click OK. (If you are
using Mandarin’s sample record database, type demo.) This displays Open
Transactions with any current, or open, transactions that the library has on
file for the patron. The Current button is now active.

[] Click Historical to view closed or historical transactions.

You can also view patron contact information and a patron photo (if there is one
on file), but this feature is not enabled by default; refer to the M3 Users Guide for
instructions on enabling this feature. After enabling, a My Info button will appear
in this window.

M3 Tutorial © Mandarin Library Automation, Inc.
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M3 CIRCULATION

With the Circulation module, you can:

Note: This tutorial may not .
explain all features available
in Circulation.

Conduct loans, returns, reserves, holds, bookings, renewals, and fine pro-
cessing

Select different interface languages
View patron and item status
Add, edit, and search for patron and item records

Add book cover images and patron photos to records so they can be
viewed in Circulation and OPAC

Temporarily change the system date

Set up one or more circulation schedules

Add and delete patron and item messages

Attach, edit, and detach messages to patron and item records

Enable self checkout, self return, and quick return

Send e-mail notifications to patrons who owe a fine or have overdue items.

Send automatic e-mail notifications to patrons when items they reserved
are available

Track in-house usage
Run transactions reports
Upload transactions from portable scanners

Print receipts

STARTING CIRCULATION

[
[

Open the Mandarin M3 folder on your desktop, then double-click the Cir-
culation icon. This displays the Login dialog box.

In the Login Name box, type admin.

In the Password box, type boca raton, and then click OK. This displays the
main Circulation window (Figure 3.1).

© Mandarin Library Automation, Inc. M3 Tutorial




3-2 M3 Circulation

FIGURE 3.1

Circulation menu bar —— ¥

Circulation toolbar ——»

Shortcut toolbar ————— A|A|A[R]2] %] &|¢|e [4]e[¢ 6] = [ 2[4 B|F| [z o|=|

(L{|M3 Circulation -{M3 Workstation}

~=1ol]

File Mode Patron Item Tools  Settings Help

MANDARIN M3™
Status

Return Renew Reserve

CIRCULATION

Barcode box

Patron pane

Patron:
P5

ltem:
B3

Call Na.
Title:
Authar:
Publisher:

[Barcoi-Jummg

FICOSE

Adaline Falling Star /
Ozborme, Mary Pope

Rastell. Gayle
0-b Roosevelt Gardens Apt. Schalastic Press,

o

Item pane

Transactions pane ————»

Status bar

»
»

i eET-

2000.
wi. 170p.
18 Nov 2003

Date:

B31-343 Pages:

Diate Due:

Current Statistics:
Loars: 2
Holds: ]

Current Statistics:

= |

il

Created | Due |
Abigail takes the wheel / Overdue Loan 17 Jun 2002 01 Jul 2002
Adaline Falling Star / 04 Moy 2003 18 Moy 2003

ZI_I Patron Transactions:

I Barcode| Call MumberD ate and Time | Item Tranzaction
B43356 FIC &Y! 17 Jun 2002

B3 FIC OSE 04 Now 2003

P

Laan

Ready |Loan | Mandarin Library - si [admin [Now 04, 2003 [03:47 PM

4

Circulation menu bar — Contains File, Mode, Patron, Item, Tools, Settings,
and Help menus.

Circulation toolbar — Contains Loan (green), Return (red), Renew (blue),
Reserve (yellow), and Status (purple) functions.

[]

Click each of these buttons to observe the color change with each
function.

Shortcut toolbar — Contains buttons for commonly-used functions, such as
adding an item or patron, accessing circulation options and the schedule,
and changing the interface language.

[] Rest your mouse pointer on each toolbar button for a moment to view
a tooltip that explains the function of each button. To turn the
shortcut toolbar on or off for the current session, press CTRL+T.

Barcode box — Allows you to type or scan a patron or item barcode, type a
patron or author’s last name, or type an item’s title to access the matching
record.

Images can be added to patron and bibliographic records. Patron and item images

will

M3 Tutorial

display in the Circulation and OPAC modules.
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CONDUCTING TRANSACTIONS

Tip: If a patron has a fine, a
warning appears. You can:

* Click Override to ignore the
message and continue with
the transaction.

* Click Payment to go to the
Payment dialog box.

* Click Cancel to stop the
tramsaction.

Tip: There are several
methods for returning items:
* Single Return — Returning
a single item from a patron.
* Multiple Return —
Returning multiple items
Jfrom one patron.

* Return All — Returning all
items listed.

* Quick Return — Scanning
i bookdrop returns without
patrons present.

* In-House Circulation
Return — Returning items left
on tables and desks after in-
library use.

© Mandarin Library Automation, Inc.

All circulation transactions are accessed from the main Circulation window. You
can view patron and item status, loan items, return items, renew items, reserve
and hold items, book equipment and rooms, attach patron and item messages,
process fine payments, forgive fines, and record patron claims of lost, previously
paid, never had, and previously returned. Many of these procedures are covered
in the following sections.

Loaning Items
There are three ways to access the loan function:

*  On the toolbar, click Loan.
*  On the Mode menu, click Loan.
* Press Fb.

Loan Example
[] On the toolbar, click Loan.

[] In the Barcode box, type a barcode or patron name, and then press ENTER.

This displays information for the patron in the Patron pane. The Patron
pane can be customized to display any information that is stored in the
patron record.

[] In the Barcode box, type an item barcode, and then press ENTER to check
out the first item.

[] Type another barcode and press ENTER to check out a second item.
Returning Items

Returning a Single Item
[] On the toolbar, click Return.

[] In the Barcode box, type the barcode of the item being returned, and then
press ENTER. This returns the item.

Returning Multiple Items for the Same Patron
[] On the toolbar, click Loan to reset the screen.

In the Barcode box, type the patron’s barcode, and then press ENTER.

[

[J In the Transactions pane, select the check boxes next to the items being
returned.

[

Right-click in the Transactions pane to access a transaction menu (shown
in Figure 3.2).

M3 Tutorial
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FIGURE 3 -2 (M3 Circulation -{M3 Workstation) i =lol x|

File Mode Patron Item Tools Settings Help

Return Renew Reserve  Status

MANDARIN M3™
CIRCULATION

Alalald|ia olele ¢ lele|e] 5| 2]e BB [z o=

[P1 =] |Mtem:
Patron:
P1 B
Meller.George
1037 Goff Design Mode
Miami FL 25115 feca_ll
TEE-4321 = iegew
’ Renew all
Current Statistics: Return
Transaction menu :17;: E - > Ziti;r:d&:etumed
Claimed Mever Had
x| Patron Transactions: Canicel RESEIVEE."HDH
1. Cancel Booking
# | Barcode| Call MumberD ate and Time Lost n| Created [ue
Transactions ane v B2 B23.6 SAG 04 Moy 2003 Da;naggd 04 Mov 2003 18 Nov 2003
p v |B3 REF GRO 04 Moy 2003 Change Date 04 Mov 2003 05 Noy 2003
Print
Ready |Laan | Mandarin Library - sit [admin Mo 04, 2003 o349 Pm
[] Click Return. This batch-returns all checked items.
NOTE: You can also return all loaned items by clicking Return All on the
transaction menu; you do not need to select the check boxes next to the
items.
Attaching a Message to a Patron Record
[] In the Barcode box, type a patron barcode, and then press ENTER.
[1 On the Patron menu, click Messages.
This displays a list of any messages in the system. You can select a mes-
sage from the list or add a new message for this patron.
[] Click New. Type a message, click OK, and then click Accept.
[] In the Block Type list (click the arrow to view the list), select Information as
the block type, and then click Accept.
This message will appear the next time this patron’s barcode is entered.
Message Block Types in M3
Information block — You can bypass the Nudge block — On first occurrence, you must
message by clicking anywhere on the Circula- | select an option in order to proceed. Any time
tion window (the least intrusive block type). this message appears again, it will act as an
information block.
Blocking block — You must select an option in | Privilege block —You must type a password
order to proceed. to bypass the message (the most intrusive
block type).
M3 Tutorial © Mandarin Library Automation, Inc.
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Booking an Item

Use the Booking feature to reserve an item such as a conference room, a piece of
equipment, or group of videos, for a future day and/or time. You can book an item
for a single day, a range of days, or for specific days.

[J On the toolbar, click Loan.
[] In the Barcode box, type a patron’s barcode, and then press ENTER.
[] On the Mode menu, click Booking.
[] In the Barcode box, type the barcode of an equipment item that exists in
the system, and then press ENTER. This displays the Booking dialog box
(Figure 3.3).
FIGURE 3.3 X
I Movember I 2003 I December I 2003
Sun | Mon | Tue | Wed| Thu| Fr | Sat Sun | Mon | Tue | Wed| Thu| Fr | Sat
Tip: Click Hourly to display ! L A A
y 2 3 4 5 5 7 8 7 g 9 10 1 12 13
the current day’s agenda.
. N 9 10 ikl 12 13 | 15 14 15 16 17 18 19 20
Click Daily to return the
16 7 14 19 21 22 21 22 23 24 25 26 27
calendar to a two-month 23 24 25 26 r 28 29 28 29 il il
view. v Current Date |
A ] r
~ Legend
Barcode Marme Bosking - M -
I I Loanl_

[] Click the first day you want the item and drag the mouse to the last day
you want the item. Click Add, and then click OK.

OR

Click Hourly, then click the first hour you want the item and drag the mouse
to the last hour you want the item. Click Add, and then click OK.

L] To exit Booking mode, click Loan on the toolbar.

Locating a Patron
[] Clear the Circulation window by pressing ESC.

[] In the Barcode box, type a patron’s last name. This displays the Select Bar-
code box, which lists all matches for this name.

[] Select a patron and click OK. This displays the patron information in the
Patron pane of the Circulation window.
Locating and Loaning an Item

[] With a patron displayed in the Patron pane, type an item’s title in the Bar-
code box, and then press ENTER.

This displays the bib and holding information in the Item pane of the Cir-
culation window and loans the item to the patron.
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Setting Up the Library Calendar

[] On the Tools menu, click Schedule. This displays the Circulation Schedule
dialog box.

[] Click each tab and review the contents.
*  General tab — Establishes loan period rules.

*  Schedule tab — (Shown in Figure 3.4) Establishes the calendar period
and the library’s opening and closing hour for each day of the week.
Create multiple calendar periods to apply to different times of the
year.

* Holidays & Exceptions tab — Allows you to eliminate or add irregular
dates. Identify days when library is closed because of holidays, and so
on.

*  Global Recalls tab — Allows you to specify the date when all items have
to be back in the library.

FIGURE 3.4 zl

General Schedule | Huolidays & Exceptionsl Global Hecal\sl

Circulation Hours =
Period 1 of 3
Man [open =||[ 700 &M =1 |[ #00PM =
Tue |Open j 700 AM = || 400PM =

0 ~||[ 700 a0 = |[ 200 Pt =
From: [0a/257200=] | /=4 1 2P=n o = =

Thu [0 ~|\[ 700am =3 |[ o0Pu =
Ta: |nsmx2o[ v[ pen —I I = E=

Fri |Open 3 I 2:00AM = || 200PM =
Sat | Closed 3
Sun | Closed 3 =
Add | Remove |
ak I Lancel |

[] When finished, click Cancel to close this dialog box.
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Transaction Report Utility

M3 provides basic transaction reports to monitor your library status and activity.
[1 On the Mode menu, click Library Transactions.

In Figure 3.5, notice the All Transactions header in the Transactions pane.

FIGURE 3.5 [l{ M3 Circulation -(M3 Workstation) _[Ex]

File Mode Patron [temn Tools Settngs Help

MANDARIN M3™
CIRCULATION

Loan Return  Renew Reserve Status

| | |
Patron:
Header -?AII Transactions:
' Barcodq Patran | Barcodq Item Tranzaction | Created Cue -
1 F8 Minter, Steven Bd43495 Phatographers 7 Owerdue Loan 19 Apr 2002 03 May 2002 i
T . 2 |P10 Mintz, Jozeph B43501 Sticks / Ovwerdue Loan 19 Apr 2002 03 May 2002
ransactlons pa’ne 3 | P11 Davinel, Jarel B43508 The right to bear ams / Owerdue Loan 19 &pr 2002 03 May 2002
4 P12 Mintz, Quentin E435812 Antaictica / Civerdue Loan 19 Apr 2002 03 May 2002
5 |F13 Mintz, T ahirah E43519 Understanding the adventures of Hucklebemy Finn ¢ Dverdue Loan 19 Apr 2002 03 May 2002 -
Ready. |Library Transactions  [Mandarin Library - single |dema [Jul 26, 2002 [11:20 &AM

Tip: To resize the bottom pane
to allow for easier viewing,
drag “up” the bar at the top of
the Transactions pane.

Right-click in the Transactions pane to open a shortcut menu with a list of
report choices.

Click Select Transactions. This displays the Select Transactions dialog box.

Under Overdue Loans, click the second option and type 30 in the days or

[]
[
[1 Under Transaction Type, click Overdue Loans.
[]
more box.

[]

Click OK.

Notice the header in the Transactions pane has changed.
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M3 CATALOGING

OVERVIEW

With the Cataloging module, you can:

Note: This tutorial may not * Add, edit, delete, and search for MARC records
explain all features available

in Cataloging. ¢ Use the find and replace utility to modify records

* Import and export records, including pictures

STARTING CATALOGING

] Open the Mandarin M3 folder on your desktop, then double-click the
Cataloging icon. This displays the Login dialog box.

[] In the Login Name box, type admin.

[] In the Password box, type boca raton, and then click OK. This displays the
main Cataloging window (Figure 4.1).

EDITING AN EXISTING RECORD

On the Edit menu, click Search. This displays the Search dialog box.
In the Search For list, select Bibliographic.
In the first index list, change Subject to Title.

(N N O I

In the first keyword box, type the title of an item that exists in your system,
and then click Search. This updates the main Cataloging window with the
records matching your search (Figure 4.1).
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FIGURE 4.1

Bibliographic records
pane

Holding records pane

Tips:

* You can sort information by
any field in the pane by
clicking the field’s column
heading.

* The Holding records pane
displays all copies linked to
the bibliographic record
selected in the upper pane.

FIGURE 4.2

Tip: Once you have clicked a
MARC field to activate the
record pane, you can go to
the end of a record by
pressing CTRL+END. You
can also go to the beginning
of a record by pressing
CTRLA+-HOME.

M3 Tutorial

B M3 Cataloging |- (O] x|
File Edt View Help
MANDARIN M 3
CATALOGING [/
Title Femainder OF Title Athar Publizher Publication 0ate
1 [ For whaorn the bell tolls / Hemingway, Ernest. Scribner, <1940,
2 |[7] Emest Hemingway's For wham the bel tolls / Auer, Jim. Barron's Educational Seri c1386.
—
Call Mumber Prefix Clazsification Part Itern Part Location Barcode On Loan
1 FIC HEM MLA B15460
e
| Mandarin Library - sin |2 Bibliographic |1 Holdings 4

[] Double-click the first bibliographic record in the Bibliographic records
pane. This displays the Bibliographic-Cataloging window with the selected
record in full MARC format (Figure 4.2). The record can now be edited.

g'Bihlinglaphic 0000020072 - M3 Cataloging

File “iew Help

| = )
LOR - =1 [~ Alter Saving...
0o 0000020072 * Close ﬂ
005 Z0020603121913.0 " Duplicate | ICarce |
0og 7A0312:1340  ryu 00011 eng C New 5 Walidate |
" Create Holding
i} a| 79106030 /4983
040 alDLC First |
clpLc [ Overide Autharity o |
d[DLC M
d (Aol ™ Mark for Deletion
d[oLc Last |
L ajEse b ‘Walidation errars I
a0 B 0 | He7s 00B/32: Code 'T'is Obsalete.
b [Fo 15400 260-01: Ind 1=0iz Obsolete.
a|PS3E5ESY
082 |0 |+|0 |+ ]af313/542
100 (1 | = a [Hemingway, Emest.
(@0000078355
245 (1 j 0 [+ | a[For whom the bell tolls /
¢ [Emest Hemingway.
F[0 ] a[New Yark:
h S rribiner LI
Leader

T

H Right-click any field or subfield to access a context-sensitive menu for

editing. In the menu, click Toggle P
MARC numeric tags to text fields.

rompts to switch the display of the
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Note: For more information [] The Override Authority check box is available if you have purchased the

on the Authority Control optional Authority Control module. With this module, a window automati-
module, see “Authority cally appears when you select a field containing a name, subject, or series
Control” on page 8-3. heading. This window displays all headings in your authority file valid for

use in the selected field. You select the desired heading, and the heading
is then added to the bibliographic record and a link is created to the
authority record. Authorized users can edit an authority controlled biblio-
graphic field directly by selecting the Override Authority check box, then
typing the new text in the field.

] Any errors or cataloging inconsistencies in the record appear in the Validation
errors box on the right. To view information explaining each error, click the
plus (+) sign to the left of the error.

[] Click Cancel to close the Bibliographic-Cataloging window.

CREATING A DUPLICATE OF AN EXISTING HOLDING RECORD

[] In the main Cataloging window, double-click the holding record in the
Holding records pane (lower pane).

Under After saving, click Duplicate. This creates a new holding record for
an additional copy of this book.

[

[] Click Save. This displays a new Holding-Cataloging window containing the
duplicate holding record.

[]

In the lower pane, scroll to 852#p (barcode) and type a barcode in the
field at right (as shown in Figure 4.3).

FIGURE 4.3 —ioix
File Wiew Help
LDR, I cam i lj Save |
ool 0000020072
oos 20020603121913.0 &I
oog 7909121940 nyu 00011 eng
010 a| 79106030 //r983 — After Saving...
040 afbLC = Close
c DL {+ Duplicate
dpLc | | € NewBib

‘ = Mew Holding

™ Mark for Deletion

I la]
852|1 - - | afMLa
J - [T Generate Holdings

h|FIC Guantity
i [HEM BC Prefix Start +
®[cl I I I_
g|15.00
n H LI Frex. | [dext |

Lacation: Barcode First | LLast |

Example: 1100064014 ‘

[ Y

[] Click Save.
[] Click Cancel to close the Holding-Cataloging window.
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The main Cataloging window displays the newly created holding record in the
Holding records pane beneath the original holding record.

CREATING A NEW BIBLIOGRAPHIC RECORD

[] On the File menu, select New, and then click Bibliographic Record. This dis-
plays the Templates window with the list of cataloging templates included
with M3 (Figure 4.4). The templates can be used in their current form or

customized.
FIGURE 4.4
[MOME] -
AUDIOCASSLONG
AUDIOCASS-SHORT
BOQE-LONG
BOOK-GUICK
BODK-SHORT
COROM-LOMG
COROM-SHORT
EQUIPMENT
IMTERMET
KIT-LONG LI
Ok, I Cancel |

[] Select a template, then click OK. This displays the Bibliographic-Cata-
loging window.

[] Type entries in the blank fields and subfields for the bibliographic record
as desired.

[] Click Save. This displays the Holding-Cataloging window with the newly
created bibliographic record in the top pane and the associated holding
record in the bottom pane.

[] Type entries in the blank fields and subfields for the holding record.
[] Click Save.

The bibliographic and holding records have been created. You can now search for
this title in the OPAC.

IMPORTING RECORDS

M3 Cataloging imports bibliographic and patron records in MARC, delimited, and
fixed-width formats, and authority records in MARC format. To import biblio-
graphic records, for example, the user:

Selects the records, fields, and subfields to import
Specifies how fields are displayed
Checks for duplicate records

Generates holding records

A

Updates barcodes

The import feature is not fully documented in this tutorial; however, Figure 4.5
and Figure 4.6 show samples of the Step 1 and Step 2 windows in the import pro-
cess.
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FIGURE 4.5

Pleaze choaose the data type that best describes pour data and the range of records to be imported

Original D ata Type
o
" Delimited - Characters such as commas or tabs separate each figld.

" Fixed width - Fields are aligned in columns with spaces between each field.

Start impart at raw; I'I Stop impart at raw; I“2

r— Presiew of file
Row # | Record =
1 Across the river and into the trees /
H Across the river and into the trees /
3 At the Hewmingways
4 Big two-hearted river
5 Eroken drum /
[ 1st land entry hook of Wayne County, IN /
7 2 to 22 days around the Great Lakes
g 3 crucial cquestions about spiritual warfare / _ILI
| »

< Back I Hext » I Cancel | Help |

FIGURE 4.6

Please select ar define the field mapping configuration ta be used during this impart

Field Field Data Action |Map To | Occ. # lf’
|+ | 005 19981 210083153.0 Keep > | 005 -1
|+ |o07 Keep - | 007 -1
" |+ |oo8 98061 2r19981950nyu 000 1 en___|Keep ¥ (008 ¥ |1
[ |0 \
| L_a [og159867 Keep *|010a *|1
~|~ 020 \
= ':a 0684844648 Keep | *|020a *|1
v c Keep (020 |1
v |020 = Field not in current record ==
V| L_a Keep (0202 *|2
| |024 ** Field not in current record == ‘
M| L_a Keep |v|024a ¥|1 =l

LILILIL'I "Field 4 apping Configurationﬂ

1 of 42 imported record(s)

< Back I Mest » I Cancel

© Mandarin Library Automation, Inc. M3 Tutorial




-
4-6 M3 Cataloging

NOTES

M3 Tutorial © Mandarin Library Automation, Inc.




OVERVIEW

Note: This demonstration
guide may not explain all
Seatures available in Group

Editor.

STARTING GROUP
[]

FIGURE 5.1

M3 Group Editor 5-1

M3 GROUP EDITOR

M3 Group Editor enables the librarian to create, customize, and modify the group
permissions required to gain access to M3 functions. Using an elaborate, hierar-
chical security scheme, librarians are able to assign levels of access for Cata-

loging, Circulation, OPAC, and database maintenance features.

There are three types of groups: Patron, Item, and Special Reserve. When dis-
playing a group listing, a group type icon appears to the left of each group:

[]

a head signifies a patron group

a book signifies an item group

eyeglasses signify a special reserve group

EDITOR

Open the Mandarin M3 folder on your desktop, then double-click the Group
Editor icon. This displays the Login dialog box.

In the Login Name box, type admin.

In the Password box, type boca raton, and then click OK. This displays the
main Group Editor window (Figure 5.1).

#4M3 Group Editor

—Dizplay: —|AII Groups ﬂ

Administrators

Description

Databaze Set:—l tandarin Library - single : = l‘

Have all rights and no blocks

Faculty

Library Staff - Lewvel 1
Library Staff - Lewvel 2
Patraris

Students

Volunteers

AudioVizual Collection
Civil ‘War Collection

E quipment

General Collection
Reference - Mon-circulating
Feference Collection
Dizplay Caze - Main Lobby
Local Rotary Club

L L L L Ll lelelelele

Mr. Jones' English Literature Class

Instructars
Professional Library Staff
Library &szigtants

General Public

Library “olunteers

Special collection of books available to college studer

Change "D atabaze Set” to Equipment [top right]
Encyclopedias, Dictionaries, Atlases
Black History Manth

Small Business Discuzsion Group

Senior Paper - Shakespeare

s B3

[

Edit

£

Delete

Diuplicate

s

Exit

Logged in az a member of Adminiztrators
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CREATING A NEW GROUP

For this example, we will create a new special reserve group.
[] Inthe main Group Editor window, click New. This displays the New Group
dialog box (Figure 5.2).

FIGURE 5.2

Select the type of graup ta create:

" New Patron Group

= Mew ltem Group

[] Click New Special Reserve Group, and then click OK.

This places a New Special Reserve Group in the Group Editor window
(Figure 5.3).

FIGURE 5.3 M3 Group Editor 1]

— Dizplay: —|A\| Groups - D atabase Set:—l Mandarin Library - single : =15

Name Description

Administrators

Oﬁ

Have all ights and no blocks

?
Edit |

™ Faculy Instructars

@ Library Staff - Lewel 1 Professional Library Staff

@ Library Staff - Lewel 2 Libramy Assistants

™ Patons General Public

™ Students

@ Wolunteers Library "olunteers

B Audio/Visual Collection E
e Civil war Collection Special collection of books available to college studer unlicals

e E quipment Change '"Database Set” ta Equipment [top right) M

@  General Collection

e Reference - Mon-circulating Encyclopedias, Dictionaries, Atlases

e Reference Collection

&y Display Case - Main Lobby Black History Month

&y Local Rotay Club Small Business Discussion Group

&y M Jones' English Literature Class Senior Paper - Shakespeare

&y Mew Special Resarve Groupl

Exit
Logged in a3 a member of Administrators
[] Select the New Special Reserve Group, then click Edit.
This displays the Special Reserve Group window. Here, you can customize
this group’s patron privileges and item parameters.
[ Click the General tab.
[1 In the Name box, type Computer Awareness Program.
[] Inthe Description box, type Sponsored by FBLA Club.
[] Under Reserve Group Expiration, click Expires, and then select a date.
[] Under Created by Patron Group, leave the entry as Administrators.
[] Under Circulation Access Available to, click All Patrons.
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FIGURE 5.4

General | Item Members I Circ Periods I Clire: Limitsl Patron Members I Group Accessl

Mame: IComputer Awareness Program

Description:  |Sponzored by FBLA Club

— Reserve Group Expirgtion. ———————————————————— Created by Patron Group:
" No Expiration —
. IAdmlnlstrators hd
& Expies: 122004 7|

— Circulation Access Available to:
& Al Patrons

 Only patrons that are members of this group

QK I Cancel Apply

Click the Item Members tab.

A message appears indicating that there are no records found. Click OK.

(N B I

In the Display list (under the tab names), select Search.

This displays the Search dialog box. You can now add item members to the
group just created by searching for items.

[] In the first keyword box, type computer®, and then click Search.

[] Select the check box next to each item you want to add to the group, and
then click Add.

[] Inthe Display list, select Items in Current Group Only.

The list refreshes to display only the items you selected and added to the
group (Figure 5.5).
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FIGURE 5 . 5 « « Computer Awareness Program | x|
General Item Members | Circ Periodsl Circ Limitsl Pation Membersl Group Accessl
 Digplay: — - |
Call # Barcode Group Special Reserve Grou
| J 004 APE B43633 General Collection  Computer Awareness Program
= J 004 GRA B43723 General Collection  Computer Awareness Pragram
C JBJOE B43846 General Collection  Computer Awareness Pragram
C FIC MIL B 43860 General Collection  Computer Awareness Pragram
L B10D0OM B43874 General Callection Computer Awareness Program
L TOE.FEDS B43927 General Callection Computer Awareness Program
| B29.250N- B43938 General Callection Computer Awareness Program
™| JFIC NEMW BE15 General Callection Computer Awareness Pragram
I~ | JFICPHI BE2S General Callection Computer Awareness Pragram
™| FICCLA B1002 General Callection Computer Awareness Pragram
4| | i
Mumber af holding records: 10
Eemove | Select All | Deselect All |
ak I Canicel | Al |

[] Click the Circ Periods tab (Figure 5.6) and establish circulation time frames
and fine amounts in the boxes provided. When finished, click Apply.

FIGURE 5.6

Generall Itern Members  Cire Periods | Circ: Limits I Patron Members I Group Access I

‘ b aximum R enewals: 1 _:I
i~ Default Units: —| D aily: ||
~LoanPetiod —————— |~ Renewal Period:
o Daily: 3 _:I o Daly: 1 =i
Hourly: | = Hourly: ooo =
- Grace Period: — Fines:

+ Daily: I‘I 3: « Daly: $1.00 Mawimum Fines: |$ 30.00
Hourly: I 0:00 j‘ Houwrly:  |$0.00

ak I Cancel Apply
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Click the Circ Limits tab (Figure 5.7) and establish the circulation quantity
limits. Select a limit type check box, then establish the limit in the corre-
sponding box.

» « Computer Awareness Program [ x|
Genarall Item Members I Circ Periods ~ Cire: Limits | Patron Members I Group Access I
¥ Loan Limit m m
0k I Cancel | Apply |

When finished, click Apply, and then click OK. This displays the main
Group Editor window with the new group listed.

To review the Computer Awareness Program group and its attributes,
select the group, and then click Edit.

VIEWING GROUP INFORMATION

Tip: Use the Item Group
Overrides tab to grant a
patron group rights to over-
ride specific circulation limits
connected to item groups. For
example, if the item group
“General Collection” has a
loan period of 14 days, the
“Volunteers” patron group
could be given a loan period
of 21 days.

© Mandarin Library Automation, Inc.

Patron Groups
To review the privileges and parameters of a patron group:

[]
[]

In the main Group Editor window, select a patron group. (If you don’t have
any patron groups, create one now before proceeding.)

Click Edit. This displays the Patron Group window.
Click each tab and review the contents.

NOTE: When the check box corresponding to a feature or limit is selected,
the feature or limit is enabled. In this example, the patron group is com-
prised of Library Assistants. Therefore, you will notice that the members
of this group have more privileges than general patrons/students and
fewer privileges than the professional library staff.

When finished, click Cancel to return to the main Group Editor window.
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Tip: The Members tab lists
items assigned to the item
group. New items may be
added or removed when
necessary. ltems assigned to

this group adhere to the circu-

lation parameters established
in the Circ Periods tab.

M3 Tutorial

[tem Groups
To review the parameters of an item group:

[
[

[

In the main Group Editor window, select an item group. (If you don’t have
any item groups, create one now before proceeding.)

Click Edit. This displays the Item Group window.
Click each tab and review the contents.

NOTE: When the check box corresponding to a feature or limit is selected,
the feature or limit is enabled.

When finished, click Cancel to return to the main Group Editor window.

Special Reserve Groups
To review the privileges and parameters of a special reserve group:

[]

[

In the main Group Editor window, select a special reserve group. (If you
don’t have any special reserve groups, create one now before pro-
ceeding.).

Click Edit. This displays the Special Reserve Group window.
Click each tab and review the contents.

NOTE: When the check box corresponding to a feature or limit is selected,
the feature or limit is enabled. In this example, notice that the tabs Circ
Periods, Circ Limits, and Patron Members do not display any information.
The items in this special reserve group are being placed into a display case
in the lobby of the library; therefore, the items will not circulate.

When finished, click Cancel to return to the main Group Editor window.
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M3 INVENTORY

OVERVIEW

With the Inventory module, you can:

Note: This demonstration ¢ Conduct a full or partial inventory
guide may not explain all
Sfeatures available in nven-

tory. * Remove barcodes during the inventory process

* Enter additional barcodes after the barcode records have been uploaded

* Print and save inventory results

¢ Export a barcode list of inventory results

Conducting an inventory with M3 requires a few basic steps:
1. Scan items to be inventoried

2. Upload the results into the Inventory module

3. Set range limits (partial inventory only)
4

Perform the “Do Inventory” procedure

STARTING INVENTORY

[ Open the Mandarin M3 folder on your desktop, then double-click the Inven-
tory icon. This displays the Login dialog box.

[] Inthe Login Name box, type admin.

[] In the Password box, type boca raton, and then click OK. This displays the
Select Inventory Session window.

CONDUCTING AN INVENTORY

This basic example assumes that you have scanned and uploaded barcodes into
M3, and then saved the barcode file. For instructions, refer to the M3 Users Guide.

[] In the Select Inventory Session window, click Create New Session. This dis-
plays the main Inventory window (Figure 6.1).
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FIGURE 6.1 72 M3 Inventory - Begun on: 06/28/2002 at: 02:54 PM

File

Action Wiew Help

MANDARIN M3™

INVENTORY

Barcode pane —————

(- Out-of-Sequence ltems(1] Barcode | call Mumber [ Title Location Call Nurnber | Title
[+ Cazz.bc(155)

Inventory pane

[
[

-Newly._. |Miss... ]Invali... Mispla... | Loaned... Mo Bar... ]Dup\ic... IOutof... ]Stat\s.. ]
0 Recordls] MUM -

In the File menu, click Add Barcode File. Navigate to your saved barcode file
and click Open.

In the Barcode pane, click the plus (+) sign next to the barcode file name.
This displays the list of barcodes in the file.

To review Inventory set-up, click Inventory Options on the Action menu.

This displays the Inventory Options window (Figure 6.2).

FIGURE 6.2

M3 Tutorial

Inventory Options

Inztitution M ame: IMandann Library / Boca Raton, FL

Databaze Set: IMandarin Library - single site, 45K titles [AETI\uj

Earcode Patterns:
Pattem | bin | [GER | Leading...l Trailing ... |

Mew Pattern | Maodify Pattern | Delete Pattern |

Call Mumber Ranges:

Prefix | Clazszification | Clazzification |
CASS 500 500
Mew Fange | Madify Range | Delete Range |

[T Barcodes are case-sensilive

¥ Check call number sequence

Save I Cancel |
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In this window, you can:

* Configure the Inventory module to recognize a specific pattern of
characters, a certain barcode length, or both

* Indicate a partial inventory by entering the range of call numbers
(classification parts) and selecting a call number prefix

[] When finished in this window, click Save.
[] On the Action menu, click Do Inventory to run the Inventory procedure.

When finished, a dialog box displays with a summary of the inventory results
(Figure 6.3).

FIGURE 6.3

Running the Inventary praduced:
3 Mewly Found ltems,
5 Migsing [tems,
2 Irevalid Items,
0 Misplaced ltems,
4 Loaned Shelved [tems,
1 Mo Barcode ltems,
0 Duplicate Barcode [tems,
3 0ut of Range(s) ltems.

[] Click OK to close the dialog box and return to the main Inventory window.

M3 places the appropriate information in each of the nine tabs in the Inventory
pane.

*  Newly Found - Lists items present in this barcode upload, but previously
flagged as missing.

*  Missing — Lists all items missing from this barcode upload.

* Invalid Barcodes — Lists items that do not belong in the collection or have
the wrong barcode length.

*  Misplaced - Lists items that are in the wrong shelf position.

*  Loaned Shelved — Lists items that have an availability status of loaned, but
are actually on the shelf.

* No Barcode — Lists items that have no barcode on file in the catalog.
*  Duplicate Barcode — Lists items that have duplicate barcodes.

*  Out of Range(s) — Lists items that are not in the inventory call number
range, but are in the barcode upload in shelflist order.

*  Statistics — Displays a summary of the current inventory results, as well as
statistics regarding this inventory.

[] Click each of the tabs in the Inventory pane to view the Inventory results.

Now that all the results are compiled, the reports needed to reconcile the Inven-
tory can be printed from within each tab by clicking Print [List Type] List on the File
menu.
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M3 REPORTTOOL

OVERVIEW
With the ReportTool module, you can:

* (Create and run new reports

* Access and run preloaded reports

*  (Customize your library name on a preloaded report
*  Print reports or download reports to diskette

The ReportTool module is a flexible and powerful Windows report generator. More
than 900 library-related reports for school, public, academic, and special libraries
are offered. You can run these preloaded reports in their current form, customize
the preloaded reports, or create new reports.

ReportTool is not available with the free version of M3. It is only available with
purchase of the Mandarin M3 Service & Update Agreement. For more information
or to purchase a Service & Update Agreement, contact Mandarin Customer Ser-
vice at (800) 426-7477.
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OPTIONAL MODULES

OVERVIEW

Several optional modules are available for use with M3. For more information or
to purchase any of these modules, contact Mandarin Customer Service.
* M3 Web OPAC

e Serials & Acquisitions

* BookWhere V4 and BookWhere Online

e ZServer

* MARC Magician

¢ Syndetic Solutions

* Authority Control

* Pocket Module

e SIF Agent

¢ Textbook Module

M3 WEeB OPAC

The M3 Web OPAC™ (Online Public Access Catalog) allows patrons to search your
library collection from any computer with a Web browser. It offers the same Stan-
dard, Enhanced, and Visual search methods found in the Windows OPAC, but
includes many important enhancements.

A dedicated Internet connection (or static IP address) and home page with a link
to the Web OPAC or Web server address are required to use the Web OPAC.

To use a demonstration version of the Web OPAC:

1. Go to http://www.mlasolutions.com/products/webopac.htm.

2. In the center of the page, click the link for the demo version of the Web
OPAC. This launches the Web OPAC.

SERIALS AND ACQUISITIONS

Serials and Acquisitions is a tracking and purchasing application that automates
serials receiving, routing, claims, and reports, as well as the acquisitions needs of
today’s libraries. With this application, you can track a serial through a 10-year
subscription or publication period. Fast, automated purchasing methods take the
place of time-consuming manual purchasing and receiving procedures. Automatic
fund calculation and entry replace error-prone manual accounting. Automated
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purchase orders, records, and reports eliminate inconvenient paper files. Serials
and Acquisitions is integrated with M3, which allows you to maintain bibliographic
and holding records for serials and other items, as well as add items from your M3
database to purchase orders.

BOOKWHERE (Z39.50 CLIENT)

BookWhere™ V4, by Web Clarity Software, is an optional module offered by Man-
darin and is integrated into the M3 Cataloging module. This Z39.50 client software
enables customers to search a variety of databases via the Internet, including
public, academic, and state libraries worldwide. When paired with M3, you can
seamlessly import these records into your M3 database.

BookWhere V4 incorporates the following features:

* Fast, direct, and simultaneous access to remote databases
*  Built-in lists of hundreds of databases

¢ Ability to export MARC records

*  Support for multiple languages

*  Support for Electronic Location field 856

BOOKWHERE ONLINE

BookWhere Online duplicates the power of Windows-based BookWhere V4
through a standard Web browser. This allows catalogers to access powerful Z39.50
search capabilities from any Internet connected computer, regardless of operating
system. With BookWhere Online, you can simultaneously search up to 10 data-
bases selected from hundreds of library catalogs and related databases. Once a
search is completed, BookWhere Online supports record exporting in a variety of
MARC formats as well as the majority of popular citation management packages
in use today.

BookWhere Online is offered through a low-cost annual subscription, allowing
budget conscious individuals and organizations to tap into this powerful service
that can further reduce cataloging overhead costs.

ZSERVER

The ZServer (Z39.50 server software) optional module allows anyone with
Internet access and Z39.50 client software to access your catalog. ZServer is
7.39.50 level three compliant.

Virtual Union Catalog

A virtual union catalog is an aggregation of individual databases containing cat-
alog collections. ZServer allows any library to be part of a virtual union catalog. A
virtual union catalog can be created by installing ZServer on all library automation
servers and commercially available Z39.50 client software on all client worksta-
tions. When a search is executed, results can be gathered from an individual col-
lection, selected collections, or all collections in the directory. Results are
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returned, as well as item locations. Performance will depend on the total number
of sites, circulation and patron workstations, and the communications infrastruc-
ture (T1 lines are recommended).

MARC MAGICIAN

MARC Magician®, by Information Transform, Inc., is an optional module offered
by Mandarin and is integrated into the M3 Cataloging module. MARC Magician
allows you to efficiently clean up and maintain your MARC collection while always
adhering to MARC standards. With this optional module, you can easily transfer
MARC records from M3 Cataloging to MARC Magician, edit the records utilizing
MARC Magician’s tools, and transfer them back to M3 Cataloging.

MARC Magician automatically corrects dozens of MARC errors when you import
records and provides a powerful array of time-saving global editing commands,
which allow you to make global changes to both your bibliographic and holdings
data. In addition, you can further customize the program with Active Error
Checking™, a one-of-a-kind feature that lets you define the types of errors and
omissions in your data you want the program to notify you about.

SYNDETIC SOLUTIONS

Syndetic Solutions is a provider of specialized, quality bibliographic data designed
to enhance the patron’s search by presenting a wealth of information about the
titles retrieved. Acting as a centralized collection and distribution center for “con-
tent data” for books currently in print, Syndetics serves both booksellers and pub-
lishers alike by consolidating and standardizing data formats, and by providing the
most cost efficient method of both gathering and disseminating the data for the
widest audiences possible.

Mandarin offers a subscription to Syndetic Solutions, which allows your patrons
to view cover images as well as summaries, reviews, and other content data for
items in your collection through a link in the M3 Windows OPAC and M3 Web
OPAC. Tt also provides thousands of cover images that you can display alongside
the items in the M3 Windows OPAC, M3 Web OPAC, and Circulation modules.

AUTHORITY CONTROL

Authority Control integrates into the Cataloging module to provide authorized,
consistent Name, Subject, and Uniform Title/Series headings for use in biblio-
graphic records. With Authority Control, you can:

* Add, edit, delete, and search for authority headings and their MARC
records

* Browse, select, and insert authority headings while cataloging biblio-
graphic records

* Display “See” and “See also” cross-references in the OPAC

* Import, export, and transparently link to a real time, Library of Congress
Authority File database containing over 5 million headings (offered as an
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annual subscription and not included as part of the Authority Control
module)

This module adheres to the Library of Congress MARC 21 Authority Standard. It
is easy to use, enabling librarians to create consistent bibliographic records by
eliminating common errors such as duplication and inconsistent entry points.

Library of Congress Authority Database Hosted by
Mandarin Library Automation

Mandarin Library Automation offers access to an online Library of Congress (LC)
authority database. Mandarin libraries using this option are able to import and
immediately utilize this data as headings are added, or as existing records are mod-
ified. The process is seamless and automatically corrects headings in bibliographic
records without staff intervention. This real-time LC database provides over 5 mil-
lion subject and name headings. Mandarin libraries can subscribe to the authority
database on an annual basis.

Authority Record Processing Service

When there is consistency in the forms of headings for personal, corporate, and
place names, subjects, and uniform and series titles, patrons will easily locate
materials in your catalog. Mandarin offers an authority record processing service
through a third-party vendor that updates your library collection with the most
current Library of Congress name and subject headings.

Processing your bibliographic records will verify and update the headings in each
bibliographic record with the current authorized LC heading, providing you with
a complete authority record for that heading. The end result will be complete, up-
to-date authority and bibliographic tables, ready for import into your M3 system.
These records will be accessible through your Cataloging module’s authority and
bibliographic record databases. Applicable “See from” and “See also from” terms
will be present in these authority records, enabling your OPAC to immediately dis-
play “See” and “See also” cross-references.

POCKET MODULE

The Pocket Module™ delivers convenience and functionality by enabling librarians
to conduct circulation and inventory functions while moving throughout the
library. The Pocket Module harnesses the power of the Palm OS® and the Symbol®
scanner, helping librarians easily manage data. Using the Pocket Module is as
simple as scanning barcodes, uploading them to a computer using the HotSync®
application, then importing the barcodes into M3 Circulation or M3 Inventory.

The Pocket Module is offered with the Symbol SPT 1550 or SPT 1800, which fea-
ture integrated scan engines and conveniently placed scan triggers, enabling fast,
efficient, and accurate data capture. Either model loaded with the Pocket Module
adds versatility and flexibility to your circulation and inventory functions.
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SIF AGENT

The SIF Agent is an optional module that communicates with your other SIF-com-
pliant instructional and administrative software, automatically updating student
information in M3. For example, changing a student’s phone number in one SIF-
compliant application will also update that number in your M3 system. Likewise,
your M3 student data can be accessed by other applications; this could be useful
for school administrators if, for example, end-of-year report cards are typically not
released to students who have outstanding library loans or fines.

The SIF Agent helps you manage information more efficiently. By allowing student
data to be entered once into one application, it saves time and decreases errors.
It also enables you to create powerful reports by accessing data from different
applications. You can configure which applications you want to have communica-
tion privileges with M3.

Schools Interoperability Framework (SIF) is a non-profit membership organiza-
tion comprised of over 100 software vendors, school districts, state departments
of education and other organizations active in primary and secondary (K-12) mar-
kets, who have come together to create a set of rules and definitions to enable soft-
ware programs from different companies to share information. The goal of SIF is
to make it possible for school administrators, teachers and other school personnel
to have secure, appropriate access to the most current and accurate data avail-
able.

TEXTBOOK MODULE

The Textbook Module allows you to store and manage your textbooks. Textbook
information such as title, author, and all publication information can be entered as
a bibliographic record. Any number of copies can be added, and multiple copies
can be added at once. Barcodes can be attached to each textbook and scanned
when textbooks are loaned or returned from students or staff. Inventory provides
another method for recording missing textbooks that are kept in storage rooms.
The system allows the school to determine loan periods that can be assigned by
semester, day, week, month, year, or hour. In addition, reports can be generated by
homeroom, student, teacher, subject, and so on. Lists of items not returned can be
produced for teaching staff.
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MANDARIN M3 SUPPORT

These benefits and services are included with the purchase of an Annual Service
& Update Agreement.

Technical Support

Mandarin’s technical support team is available via modem, fax, e-mail, and toll-
free telephone support 24 hours a day, seven days a week, 365 days a year.

Software Updates

Mandarin M3 software updates are distributed on CD or via the Mandarin Web
site. Updates to the M3 software are released approximately twice a year.

Mandarin E-mail Discussion List Membership

Mandarin hosts an e-mail discussion list exclusively for Mandarin customers. This
independent group allows customers to discuss M3 software and share tips and
ideas. Special announcements regarding Mandarin products are also posted to the
list.

Mandarin Newsletter

Impressions, Mandarin’s customer newsletter, is periodically mailed to all Man-
darin customers. The newsletter is used to communicate new Mandarin develop-
ments, user tips, and other library news.
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