Routing Procedures

October 14, 2000

Prepared by Debby Griffis, Periodicals Librarian

 Richland County Public Library, Columbia, SC

Maintaining routing records requires the use of several Horizon modules and Reportsmith.  It involves the following duties:

· Create routing lists for professional titles.

· Add names to routing lists.

· Delete names from routing lists.

· Edit the order of routing lists when required.

· Delete routing lists for inactive, dropped or deselected titles.

· Establish and maintain route priority codes.

· Update patron registration records to include Library Box Number and route priority code information.

· Set up new employees for routing (provide a list of Professional Titles Available for Routing and establish routing records).

· Remove employees from routing upon their departure.

· Circulate information about new professional titles as they become available for routing.

· Make changes in routing as requested by staff.

· Provide an annual opportunity for routing recipients to review their lists for possible changes.

Instructions for performing these duties are described in detail in the following pages.  Keystrokes for various functions are included in parentheses after mouse instructions.  This report is filed in the Routing folder, in the Periodicals Dept folder.  Also in the Routing folder are five routing lists (All Routed Recipients A, B, C, D, E) which include the names of all routed recipients arranged according to department, not priority code.  Use these lists for disseminating information to all recipients quickly and efficiently (such as the availability of a new professional title).  A copy of an outdated DEC Routing List is also included.  In addition there is a sample for offering a new available title (New Professional Title) and some samples of letters used in the past to offer new professional titles for routing.  Also there is a copy of the memo used for the 1999 routing update (Routing Update Oct. 1999 – note that this document has an inserted date in the heading, so it will display with today’s date!).  Finally, there is a copy of the routing selection form (Professional Periodicals for Routing) that should be given to all new employees.  This form is also used during the annual routing selections update.

Annual Routing Update

Once a year staff is requested to review their routing lists and return any changes they wish to make – either additions or deletions.  To do this, print each person’s current list of routed titles (Reportsmith report “Recipient Name and Routed Title List”).  Attach a selection form and include a cover letter with a return date and instructions.  This is a good time to alert staff to any new professional titles ordered for the following year.  This update is generally conducted in October and November so all changes can be input before January.

Departing Employees

There is no formal procedure for notifying Periodicals Dept. when a staff member departs.  If that person appeared on routing lists, they must be removed from those lists when they leave the system.  Simply having the name removed from the patron database does not currently remove their name from the routing lists to which they were attached.  It is up to us to remember to do this when staff members leave.

Records

All records of routing changes and updates are filed in the Procesing Records drawer of the lateral file cabinet.  There if a set of folders for each fiscal year, and records of  routing changes are filed in the Misc/URL folder.

Selection Form - Important Reminder!

For Horizon records and Reportsmith reports (which are generated from Horizon records), making a change one place changes that same information wherever it is used.  For instance, if the Library Box number is changed in the patron registration record, it will be changed in the print-out of the routing list and in the Reportsmith reports.  That is not the case however for any external reports or documents.  For instance, when a title is deleted from routing, it must be manually deleted from the selection form (Professional Titles for Routing).  The same for new titles – setting up routing in Horizon will not add the title to the selection form.  It is a good idea to check the selection form before giving it to a new employee and before sending it out with the annual routing update information to make sure all titles are current.

Horizon Routing Procedures (Serials Control)

Create a New Routing List

Search the title and send it to Serials Control.  At the Copy List screen, click on Routing (CTRL, r).  Make sure to select the Magazine (print) media type, if more than one media type is present.
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This brings up the Routing For Bib No. screen.
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Next click on New Route (CTRL, r).  This brings up the Edit Serials Route screen.
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Enter the route number.  To determine the route number, use the next available number on the Reportsmith report, “Routed Titles by Route Number.”  (See additional information about “Using Reportsmith” at end of Procedures)

Enter the Description – use the title of the periodical to be routed.  If more than one copy will be routed, distinguish by adding the copy number after the title (for example: - Copy 1).  The routing message is:  Please route to the next name within 24 hours.  The return message is:  Please return to the Periodicals Dept.
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After all information is entered, save and close the Edit Serial Routes screen.  The new numbered route will now appear on the Routing for Bib No. screen, and new borrowers may be added.

For multiple copies, try to keep lists balanced for number of recipients and so that borrowers at the top of the priority list are divided equally between the copies, even though this might not be the most efficient routing sequence.  Mr. Warren has requested that administrators and upper level supervisors receive routed items first.  I like to keep printouts of the routing lists for multiple copies, so when I need to add a new borrower I can determine which list is the shortest, and which list makes the most efficient route for that borrower, keeping in mind the priority list order.

Edit an Existing Routing List (add, cut or move a borrower)

Again, search the title and send it to Serials Control.  Select the appropriate media type (Magazine [print]).  Click on Routing (CTRL, r).  This opens the Routing for Bib No. screen, which displays all the routing lists attached to that title.  If more than one copy is routed, all lists will be viewable as long as the correct format is selected (for instance, only c.4 and c.5 of Library Journal are routed, but these are viewable even if c.1 is selected – you may select any print copy.  From the Routing for Bib No. screen borrowers may be added, cut or moved up or down the list

Add a Borrower

Click on New Borrower (CTRL, b).  This opens the Search screen.
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The default search is Borrower Last Name Alphabetical.  If you search by alphabetical last name Horizon will open a list of borrowers at the correct alphabetical range.  Enter the borrower’s last name and first name and click on OK (or ENTER).  
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Highlight the correct name from the alphabetical list, and click on OK (or ENTER).
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This automatically enters the name at the bottom of the routing list.

The Search for borrower includes all patrons registered in Horizon, so duplicate names are common and you must be careful to select the correct one when searching alphabetically.  It is easier to search by the Borrower Number, which is a direct hit search rather than a browse search.  Borrower numbers are listed in the reports generated by Reportsmith, and are also found on page 1 of the patron registration record.  (For more information about patron registration records, see “Using the Circulation Module.”)  To add a new name to a list using a borrower number, select that option on the Search screen and enter the borrower number, then click on OK (or ENTER).
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The patron belonging to that borrower number will automatically be added to the bottom of the routing list.  When creating a new list, prioritize the names before entering, so they can be entered in the correct order.  This eliminates having to move names around once the list is entered.

Cut a Borrower

To cut a borrower, click on the borrower’s name, and click on edit, then cut (ALT, e, then t).  This removes the borrower’s name from the routing list.

Move a Borrower

To move a borrower up or down on a routing list, click on the borrower’s name, then click on edit, and cut (ALT, e, then t).  Click on the name below the place where you want to insert the borrower.  Click on edit, then paste (ALT, e, then p).  If you want to move the borrower to the last position, cut the borrower and add the borrower back as a new borrower.

Print a Routing List
Routing lists can be printed from Serials Control.  Names will have their barcodes attached instead of Library Box Numbers.  The only way a routing list can be printed with Library Box numbers, is at checkin.  We do not like this feature, and have requested that epixtech fix this problem in a future release.

Delete a Routing List
To delete a complete routing list, in Serials Control display the Routing for Bib. No. screen.  Highlight the number and title of the routing list you wish to delete.  Click on File, delete (ALT, f, then d).  This removes all the borrowers from that list and deletes the list.  After the list is deleted, cross it off the “Routed Titles by Route Number” report (generated by Reportsmith).  That number may then be used again for the next new route.

Using the Circulation Module

Because Horizon routing lists derive their information from patron registration records, a Library Box number and Route Priority number must be attached to each borrower’s patron registration record.  To do this, first open the Circulation Module (at the Horizon Menu Manager, Main Menu choose Circulation Menu, then at the Circulation Menu choose Circulation).  This opens the module with Checkout and Checkin minimized at the bottom left of the screen.  Maximize Checkout (either double click on it; or left click on it and click on restore; or to maximize with keystrokes use ALT, o, then ENTER).

To edit a patron registration record, first find the borrower.  Click on Borrower on the menu bar, then Find Borrower (ALT, b, then f).  This brings up the same Search screen you saw when adding names to a routing list.  Find the borrower by either entering the borrower’s last and first names, or select borrower number (if known) and enter that.  Click on OK (or ENTER) and the borrower’s name will appear at the top of the Checkout screen.
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If the borrower has blocks charged against their name, you will hear a tone alarm and the Current Blocks screen will appear.
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In order to edit the patron registration record, click on CKO (CTRL, o).  If the patron’s blocks are greater than $5.00,  the “Maximum Exceeded!” screen will appear, with an arrow pointing to the reason involved.
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You must click on Override (CTRL, o) to get the patron to appear in the Checkout window (which is necessary before record can be edited).

Once correct borrower appears in the Checkout window, that person’s record may be edited for the necessary routing information.  To modify a patron registration record, click on Borrower, then Edit Borrower (ALT, b, then e).  This causes the Edit Borrower screen to appear.
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This screen identifies the patron as Library Board staff, which is sometimes helpful in distinguishing employees from other patrons with similar names!  Note that the Borrower Number is the first piece of information on this screen.

Page down to page 2 to find the blank for Library Box Number.  It is in the address blink.  Library Box Number should be entered as Box [number] – otherwise it will print on the routing list as just a number.
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Page down to page 4.  At the top of this page is the blank for the Route Priority number.
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The Library Box Number and the Route Priority Number must be filled in for the Horizon Routing List feature and the Reportsmith reports to function properly.  Once the patron registration record has been edited, save and close the Edit Borrower screen.

Reminder:  If a borrower’s Library Box number changes, this change must be made on their patron registration record in Circulation, or their box number will not print correctly on the routing slip.  Also, if a staff member changes positions, their priority code is likely to change also.  Any priority code changes must be entered in the borrower’s record.

If there are a lot of priority code changes, Bruce can run a program that reorders all the routing lists according to priority code.  It is usually quicker and easier to handle single changes of priority code manually.

Using Reportsmith

Start Reportsmith by opening the Reportsmith Viewer.  Our Reportsmith reports are found on the “I” drive, in the RCPL shared files, Reportsmith Reports folder, Periodicals folder.  Once you have chosen this path, the viewer should open at the Periodicals Reports.  The screen that appears when Reportsmith is opened is called the RS_Run Time screen.  Choose File, Open (ALT, f, then o), or click on the open file folder.  This displays the Open Report screen for Periodicals.
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To open one of the reports, double click on the report; or click on the report and on Open.  The Get Connection Data screen will appear.
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Type in periodicals for the User ID and serials for the password and click on OK (or ENTER).
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The report will now open.  Information cannot be changed on the report, as it is merely a report which draws data from Horizon records.  Reports can be printed using File, Print (ALT, f, then p).  Sometimes the bubble jet printer in the workroom truncates some lines, so I try to print these reports on the laser printer.

Ignore the two “In process” reports.  These are not used for routing.

The “Alphabetical List of Titles” lists all routed copies alphabetically, along with their route number.  This report is used for updating the list of Professional Titles Available for Routing.
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The “Alphabetical List of Recipients” lists alphabetically all employees who receive a routed title.  The list includes their Borrower Number and their route priority number.  This list is used for easy reference to borrower numbers when making changes to routing lists.
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The “Recipient Name and Routed Title List” produces a list of titles for each individual employee.  It will ask for the employee’s Borrower Number.
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This report is used when an employee wants to see what routed titles they are receiving.  It is also used for the annual review of routed titles, so employees can decide what they want to add or delete.
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The “Recipients by Priority Code” report is used to determine where a new person should be inserted on a routing list.  It is also used to determine what priority code to assign to a new employee or an employee who has changed positions.  Remember if someone moves up or down on the priority code list, any changes must also be made to the employee’s patron registration record.  Sometimes departures change the priority codes of remaining employees – this is especially true of the Information Services Dept.  I have tried to keep their priority numbers in basic line with their seniority in the department

[image: image22.png]Fle Edt View Window Help

[_[CIx]

[
et
)
o
13
I3
m
iis
ey
T8
s
Garns

Wamen C David
Ravingan Reen fen
Kan e biore
LINDER SARAH CLARK
WCCLENDON JULIET R
Srler irgns F

Brtan do

FELDER CHARLETTAP
Green Mty e
Heimburger Brce .
Fhckaey Louse Sader
Kite Frark

Eroun Riohard Cotum

Title

serl ute oty
1
2
I
2
1
1
i
1
o
2
i
)
1

Sovotm soiverer |

TPage Tol 1 [ToalRecods_5





The final report is “Routed Titles by Route Number.”  This report is used to assign route numbers to the copies routed.  If a serial is dropped from the routing list (becomes inactive, is dropped, or no longer chosen by any employees), its route number may be reused for a new title.  This system gives us a total number of copies routed at any given time.  Keep in mind that a total number of titles routed must be figured by eliminating multiple copies.
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I keep printed copies of these reports (except each individual’s routing list) to use for reference.  They should be reprinted periodically to keep them up to date, particularly after the annual review or after titles are added to or deleted from routing.
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