7.15

WEB OPAC

The V-LIB Web OPAC (Online Public Access Catalogue) brings information on the
services provided and materials held by the library to the library users. Library users
can benefit from the OPAC as it can lead them to many related materials that might
be of interest to them, enable them to enlarge or narrow their searches and to save
useful search hits for retrieval at any time. In addition, library members will be able
to view information on their own loan activities, make reservations, bookings and
renew their loans.

The OPAC menu may look similar to the screen below.

Online Public Access Catalogue
Please select the following:

Search
Search for keywords in Title, Subjects,
Authars, Series, and mare..

Browse
Browse the database by Call Mumber,
Publishing Year...

Authority List

List out the Subjects, Authors, and Series
available

New Books List

See the newly added books and other
materials.

Loan Activities

Keep track of your loan activities and check
the due dates.

' Motices

See the notice board.

Treasure Chest
List your bookmarked titles.

The sections included are :
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Doing a Simple Search

Doing an Advanced Search

Managing Search Results

7.18.1 Handling Results on the Hits List screen

7.18.2 Handling the Catalogue Detail Record
A) Making a Reservation / Booking
B) Serial Catalogue Detail

Using Browse

Using the Authority List

New Book Lists

Loan Activities and Loan Renewal

Notices

Member Logoff



7.16

DOING A SIMPLE SEARCH

On the OPAC menu, select Search. The Search screen enables library users to do a
keyword search across the title, subject and author fields.

Search

Searchq il{eywnrds in Title, Subjects,
Authors, Series, and more. .

For example, search for any title with child* or it’s derivatives (children, childish,
child’s, etc) in its title or subject fields by doing a truncated search.

Search Database

Input Keywords :

[ehilas

_ Search i A{lvance_}

Click Search or hit Enter.

You are searching/browsing : child®
Your search has : 25 hits

Sort by : Title Author Call Mo, Year Published

Lirnit by |Date from to [2003
@ Add to my treasure chest

1.0 haterial Type : Aricles
@ j|CallNo
Author s Waterford Institute.
Title : Busty & Rosy read with me : the multimedia introduction to reading.

Publication : Sandy, Utah ; Waterford Institute, c2000

Library users may see a screen similar to the one above.

For details on managing search results, refer to Section 7.18.



7.17  DOING AN ADVANCED SEARCH

Search Database

Input Keywaords in Title, Subject, Author:

Search— ) A(h%ea

On the Search Database menu, select Advance.

Search Database

Select the Search Criteria and Input Keywords.

IKeywords in Title, Subject, Author;l ||
& And ©0r C Mot
IKeywords in Title, Subject, ﬁ.uthorjl
& And ©0r O Not
lKeywords in Title, Subject, Author:“

Limit by: Publication Year Froml To IZUU3

Select the Information Type you like to search.
W Al
[T Books 7 Corparate Announcements [~ Prospectuses/Circulars [ Serials & Joumnals
[T Annual Reports T CD-ROM Serials
Search—3| Helo—3

This search screen enables library users to select various search options before doing
the search.

Limiting Search Criteria

The default for Search Criteria is a search by Keywords which appear in Title,
Subject or Author fields. This gives library users a wide search and may result in
many hits.

Library users may change the search criteria to search by just one field, by clicking on
the pull-down menu button. Select from a list of search criteria.

Select the Search Criteria and Input Keywords.
Pull dm&n menu

Feywords in Title, Subject, J‘LuthDZjl
-

Keywords in 3Subject
Keywords in Author I_
Keywords in 3Series

Keywords in Publisher
Keywords in Notes I_
Keywords in Contents
Keywords in Swonary
Keywords in Free Text

RID
Call No. &




Library users may key in a search term and click Search or hit Enter to begin a
search.

Doing a Boolean Search

On the Advanced Search screen, library users may either key in search terms on just
the first line or use more than one line and do a boolean search using either the
“And”, “Or” or “Not” boolean operators.

Select the Search Criteria and Input Keywords.

|Keywords in Title =] |chilas
& And € Or € Mat
IKeywords in Author j Imnuntford

& And © Or Mot
!Ke?words in Title, Subject, Authorjl

In the example above, a library user may narrow the search for a title with “child*”
by combining the search with the author “Mountford”. Click Search or hit Enter.

The library user may get just one hit where previously a search for “child*” gave 25.

You are searching/browsing : child*
Your search has : 1 hits

Sort by : Title Author Call Mo. Year Published

Limit by |Date from ta [2003
a Add to my treasure chest

1.0 Material Type : Books

45| Call No, S MOU
Athar - Mountfard, Charles P
Title . Dreamtime stories for children.
Fublication  : London : Rigby Pub., 2003.
Editian 2 2nd ed.
Image 1D e

A library member may also widen his search by using the “Or” boolean operator for
instance

Select the Search Criteria and Input Kevwords.
Click to change boolean operator
1

IKe?words in Title j Ichild*
© And{ ™ Or] € Nat
IKeywards in Subject j Ipsy*

& and © Or € Nat
lKewards in Title, Zubject, Authorjl

The example above will give hits where the titles contain child* as well as titles
whose subject headings contain “psy™*”’.



The “Not” boolean operator enables the library user to omit titles containing a
specified search term

Select the Search Criteria and Input Keywords.
Using the Hot boolean operator

Eeywords in Sdbject j IDSY*
CoAand © Or § Nat

& and € Or © Mot

IKeywords in Title, Subject, Author;”

In the example above, a library user will get hits of any titles with the subject heading
beginning “psy*” as long as those titles do not have “child*” in their title, subject or
author fields.

You are searching/browsing : psy™
Your search has : 7 hits

Sort by : Title Author Call Mo. Year Published

Limit by |Date from to [2003
“ Add to my treasure chest

1.0 Material Type : Books
: ‘, } Call Ma. - RC489.P72 WAl
Authar Maughan, Susan C.
Title . The talking cure : the science behind psychotherapy
Fublication @ Mew York : Henry Holt, 1998,
Edition 15t Owl Books ed.
Image 1D

For details on managing search results, refer to Section 7.18.



Using Limit By

On the Advanced Search screen, library users may also limit the search by selecting

a range of publication years (or any other field that the library has defined as a “Limit
by” field).

Select the Search Criteria and Input Keywords.

[Keywords in Title, Subject, Auchor »|[enilar
& And © Or © Mat

|Keywc\rds in Title, Subject, Authorjl

& And © Or O Mot

IKeywords in Title, Subject, Author:“

-

Eimit by: Publication Year From [2000 To |2C"33 f——Input year range

Click Search or hit Enter to begin the search.

Selecting Information Type

On the Advanced Search screen, the default is to search by all the information types
or categories of materials catalogued by the library. A library user may limit the

search to just one or a few types by clicking the radio buttons against each
information type.

Select the Information Type you like to search.

I~ Al

[T Corporate Announcements [ Prospectuses/Circulars F Serials &Juurnals]
™ Annual Hepur‘[s(_i7 CO-ROM Serials]

Search . Help

Enter the search term and click Search or hit Enter to begin the search.



7.18 MANAGING SEARCH RESULTS

When a library user has made a search he will get the hits list screen.

You are searching/browsing : child*
Your search has : 23 hits

Sort by : Title Author Call Ma. Year Published

Limit by | Date frorm | to [2003
@ Add to my treasure chest

1.0 Material Type : Aricles
4 5| Call Mo
Author CWaterford Institute.
Title  Busty & Rosy read with me : the multimedia introduction to reading.

Publication  : Sandy, Utah : WWaterford Institute, 2000

The sub-sections included are:
7.18.1 Handling Results on the Hits List screen
7.18.2 Handling the Catalogue Detail Record

7.18.1 HANDLING RESULTS ON THE HITS LIST SCREEN

Using Sort By

To make it easier to locate a record, library users may sort by Title, Author, Call no.
or Publication Year. Click on any one “Sort by” option and the search results will
be rearranged and displayed either alphabetically by title/author, numerically by
publication year or alpha numerically by call number.

Using Limit By

Another way to make it easier to find one record in a long list of hits is to use the
Limit by option.

Sort by Title Authar Call Ma. Year Publizshed

Date frarm [2000] to [2003

Enter a publication year range and click Limit by or hit Enter. This will reduce the
hits to titles published in the selected date range.



Using Go To

If the hits list is long and covers more than one screen, library users may jump to any
screen by clicking on the screen number displayed at the Go to prompt. The hits list
screen displays 25 titles per screen.

Limit by | pate from | to |2003

[@ Add to my treasure chest ]

In the example above, there is a second screen that a library user may view. Click 2 to
jump to it.

Using the Treasure Chest

The Add to Treasure Chest option enables a library member to save selected or all
search hits over an indefinite period of time. Each time a library member makes a
search he may add more hits to the Treasure Chest.

On the hits list screen, as in the screen above, the library member may mark titles that
he wishes to save and then click Add to My Treasure Chest.

Patron Logon

Please logon to proceed.

Patron ID |

Password |

logon J  Help 3

Click Here to Change Your Password

Enter the ID and password, if any and click Logon or hit Enter. The titles selected
from the hits list screen will appear in the My Treasure Chest screen.

My Treasure Chest

@ Print All T Empty My Treasure Chest | Submit }

" Remove Marked Entries | Submit )

Mark checkbox to select title.  Patron Logoff Please log off befare you go.

i
Books| Call Mo, @ MOU

Author  Mountford, Charles P.
Title : Drearntime stories for children.

r

Each time library members add more titles to the Treasure Chest, they will be
appended to the ones already in the Treasure Chest.



Printing from the Treasure Chest

Library members may print the titles in the Treasure Chest by marking Print All and
clicking Submit.

M Y Treasure Chest ciickto print ail titles listed

& Print All| T Empty My Treasure Chest @

-

T Remove Marked Entries ' Submit )

Follow the screen instructions in order to print.

In My Treasure Chest - Printer friendly page

To print :
1. Goto FILE and click PRINT, or

2. Right click and choose PRINT.

Saving Treasure Chest Titles

To save/copy the titles in the Treasure Chest, click Print All, close the “In My
Treasure Chest — Printer Friendly Page” and on the screen below, highlight or
mark the titles and right click on the mouse (press the right mouse button).

In My Treasure Chest

1 rQL: Mountford, Charles P.
Books)Dreamtime stories for children.
Londan : Rigby Pub., 2003.

2 © Smart, Alan.

Books)Einancialization and the role of real estate in Hong Kong's regirme of
accumulation /£ Alan Sroart, Jarmes Lee.

[Warcester, Mass. © Clark University], c2003.

3 - Hunt, Roderick.
Books|The Oxford Christmas book for children £ [edited by] Roderick Hunt.
Cixford ; Mew York : Oxford University Press, 1981 (1982 printing)

A Windows menu will appear. Click Copy. The highlighted titles will be copied as a
text file. Open Notepad or any other word processing program and Paste the text file
into a new document.



Deleting Titles from the Treasure Chest

To remove titles from the Treasure Chest, the library member may either mark some
of the titles to delete or select the Empty My Treasure Chest option.

To delete selected titles, click the radio buttons next to each title, select
Remove Marked Entries and click Submit.

My Treasure Chest

 Print All  Empty My Treasure Chest SM_}

(5' Remove Marked Entries | Submit }]

Mark checkbox to select title. Patron Logoff Please log

1
Books| Call Mo, MOU

Author ; Mountford, Charles P.

] Title . Drearntime stories for children.
W = Mark title to delete

To delete all titles in the Treasure Chest, there is no need to mark them. Select Empty
My Treasure Chest and click Submit.

My Treasure Chest

 Print All E' Empty My Treasure Chest ' MJ
© Remove Marked Entries | Submit—)




7.18.2 HANDLING THE CATALOGUE DETAIL RECORD

From the hits list screen a library user may select a title.

Book or Monograph Catalogue Detail Display

Click on the title to go to the Catalogue Detail screen in order to view the full record.

Catalogue Detail

===

Books

[SBM 07270183574

Author  Mountford, Charles P.

Title Drearntime stories for children.

Edition Z2nd ed.

Imprint  |London : Righy Pub., 2003

Collation B4 p.
Subject |Juvenile literature.
Call Mo, [MOU
Library has 3 copies of this title.
Location! Call No.J
Volume ltem No | Status .
Collection |Suffix
[Reserved 1 tirmels]] BO0107 On Loan (Due 7/02/2004) MOU
Resemwe?
BOO108 On Pickup Shelf el
Resere?
BOO1740 | Availahle Mou
Book it?

; Faefrash_) Click to see updated page

Clicking on :

* Call No, Author, Subject
or Series in the catalogue
record

* Reserve? / Book it?
Under the Status column

* Refresh

Gives a Related Search to titles that contain the same
Call No, Author, Subject or Series.

Gives library member the option to Reserve the title
or Book the item (if this option is activated by the
library staff).

Gives the same screen which has been updated (for
e.g. to reflect the change in item status if the item
has just been Booked.)



-mh.) Click to see updated page

Please click here to input vour comments for this publication

Display MARC Record

Add to Treasure Chest

Fesult List
Clicking on :

* Please click here to input Gives library member a screen at which he may key
your comments for this in his logon ID and comments/reviews of the title.
publication This option is activated by a switch. Consult VTEC.
Display MARC record : Gives the MARC record display.

Add to Treasure Chest : Gives library member a screen at which he may key

in his logon ID and adds the current title to the
Treasure Chest. For more details on the Treasure
Chest, refer to Section 7.18.1 under Using the
Treasure Chest.

* Result list : Returns to the previous hits list screen.

= ==
* The arrow buttons : Jumps to the Next or back to the Previous title’s

Catalogue Detail screen.

Sub-sections included below are :
A) Making a Reservation / Booking
B) Serial Catalogue Detail



A)

MAKING A RESERVATION / BOOKING

When a library member clicks Reserve? or Book it? he will be given the screens
similar to the ones below.

Advance Booking Logon Reserve Title

You are going to book the following title - You are going to reserve the following title -
Title Dream homes and gardens. Title  Dreamtime stories for children.
lzzue Vol. 12, no. 1 lzsue

ltem S100001 Yolume

Please logon to complete hooking. Please logon to complete reservation.
Patron ID | Patron ID |

Password | Password |

oot v _Resene ) Heb )

A library member may key in his member ID and Password if any and click Reserve
/ Submit to Reserve or Book. A system message will appear.

System Message

The itemn is now booked/reserved for you. Please contact the library if you do not receive the confirmation
notice within & warking days. Thank you.

Display Catalogue Record

The library member may click Display Catalogue Record and then click the Refresh
button to see the status of the Reserved or Booked item.

Library has 2 copies of this title.

Issue ID Issue Date | Receipt Date Item No f Call No. Status / Volume f Location
Vol 12, [11/02/2003 | 15/02/2003 5100010 Available Book it?

no. 2 DRE

Yol 12, [11/01/2003 | 15/01/2003 5100001 Booked Reserve?

no. 1 DRE

[Resered

1 tirne(s]]

-ﬂ") Click to see updated page

The library member can check whether the Reserved or Booked item is ready for
collection by viewing his Loan Activities in OPAC. See Section 7.2.2 for details.



B) SERIAL CATALOGUE DETAIL

If the library user selected a magazine or serial title and view the Catalogue Detail
screen, he will see a screen similar to this.

IZSM 461255870

Title Dreamn hames and gardens.

Corp. Mame |Dream Universe Enterprises.
Frequency |Manthly.
Call Ma. DRE

Library has 2 copies of this title,

Issue ID | Issue Date Receipt Date |ltem No f Call No. | Status / Volume / Location
Vol 12, [11/02/2003 | 1540242003 5100010 Available Book it?

no, 2 DRE

Wol 12, [11/01/2003 | 1540142003 5100001 Booked Resere?

no. 1 DRE

[Reserved

1 time(s)]

-M Click to see updated page

The main difference in the Catalogue Detail display for serials is the Issue ID
information that appears below the title.

-mh.) Click to see updated page

Please click here to input vour comments for this publication

Display MARC Record

Add to Treasure Chest

Fesult List
Clicking on :

* Please click here to input :  Gives library member a screen at which he may key
your comments for this in his logon ID and comments/reviews of the title.
publication This option is activated by a switch. Consult VTEC.
Display MARC record : Gives the MARC record display.

Add to Treasure Chest . Gives library member a screen at which he may key

in his logon ID and adds the current title to the
Treasure Chest. For more details on the Treasure
Chest, refer to Section 7.18.1 under Using the
Treasure Chest.

* Result list :  Returns to the previous hits list screen.



7.19  USING BROWSE

Click the Browse option on the Search menu.

Browse Database

Input the no. to start from and then click [Search] to browse.

Browse [Books by Call No. |

Start frnml

This screen will enable library users to list titles in the library database by call
number and other fields that have been defined as “browse” fields.

Click on the pull down arrow to see what other fields library users may browse by.

Browse CD-RON Serials by Call No. ﬂe
Books by ISEBN 1=
Audio-wisual Materials by Call No.
Audio-wisual Materials by AV Code
Search ’Cm:pc\rate Innouncements by Call MNo.
h Documents by Call No.
Frospectuses/Circulars by Call No.
Wehsites by Call No.

Periodicals by Call No.

Periodicals by ISSN

Annual Beports by Call No.

Annual Reporcs by ISSN -

Start from

Click on one of the browse options to select it and then key in the browse criteria. For
example, library users may browse Books of call numbers starting from “200” by
keying in “200” under Start from.

Input the no. to start from and then click [Search] to browse.

Browse |Books by Call No. =]

Start from [200
_Search )| Help )

Click Search or hit Enter. The hits list screen will appear.

You are searching/browsing : 200
Your search has : 50 hits

Sart by : Title Author Call Mo, Year Published

Limit by | pate from I to I2003

Goto2
a Add to my treasure chest
1 Iaterial Type : Books
_ @ j[Callto 200.89 LEW
Author :Lewis, C. 5.
Title : Shadowlands
Publication

For details on handling search results on the hits list screen, refer to Section 7.18



7.20  USING THE AUTHORITY LIST

The authority list option enables the Web OPAC user to browse and search for titles
by the author’s surname, by subject heading or by series title. These three fields in
catalogue records are known as authority fields or authority headings.

The Authority List option will give the user the screen below.

Authority List

Input the Subject/Author/Series to start from and then click [Search] to browse.

Browse ISubjec:t vl

Start from ||

_ Search

The user may click the Browse pull down menu to select the authority heading by
which he would like to browse

Authority List

Input the Subject/Author/Series to start from and then click [Search] to browse.

Browse ISu.bject vl

Start from

Click on the authority you want and then input the search term to Start from at the

prompt. If you leave this prompt blank, the program will start the browsing from the
first authority alphabetically.

Browse I Subject vI

Start from |chi

chi*
chile*

- Search ;china




Click Search or hit Enter to start the browse.

Subiject List

You are browsing Subject starting with : chi

Chicago (United States) - Description - Guide books

Chichester, Francis, Sir, 1901-1972

Child

Child abuse

Child behavior disorders
Child care

Child care - Juvenile literature

Click on any one of the authorities listed to obtain a list of titles with that authority
heading.

You are SEARCHING : |[CHILD CARE Search Again

Your search has a total of : 2 hits

Sort by ;- Title Authar Call Ma. Year Published

Limit by |Date frorm to [2004

Iaterial Type : Books

m Put into my treasure chest
r
’ } Call Ma. DBADZE RAY

1

Authar - Rayner, Claire
Title - Baby and young child care ; A practical guide
0-5 years

Publication : Berkshire : Purnell, 1981



7.21  NEW BOOK LISTS

%% HNew Books
List

The library may display one or several lists of materials such new arrivals lists,
subject or topical lists, lists of recommended reading, etc. These lists can be generated
and saved as a htm file and can automatically be updated to the OPAC New Books
List/s option.

GOLF HISTORY JUVENILE LITERATURE

Title : The composite guide to golf £ Mary E. Hull.
Fublisher : Philadelphia : Chelsea House, c19598.

Surmrnary : Traces the story of golf, from its beginnings, to its first
stars and Summary : championship games, to the notable players of
today.

GOLF JUVENILE LITERATURE

Title : Golf £ by Christin Ditchfield.
Fublisher : Danbury, Conn. : Children's Press, c2003.

Surmrmary : Examines the history, basic rules, terminology, and
major events of Summary : the sport of galf.

Another example :

Top 10 List

| 1 [winter S
‘ 2 [The Chinese at play : festivals, games and leisure [ edited by Anders Hansson with ‘ ag

Eonnie 5. McDougall and Frances Weightman.

| 3 |Winter celebrations. | B7
[ 4 |A beautiful mind, [ 42
| 5  [The national interest on international law and order £ R, James Woalsey, editor, | 33
| B |Hindu festivals through the year / Anita Ganeri. | 37
| 7 |Re|igi0us celebrations | 34
| 8 |Jewish festivals through the year\ by Anita Ganeri | 34
| 9 |0f cabbages and kings : poems, songs and finger play for children. | 31
| 10 |The financial planner. | 29




7.22  LOAN ACTIVITIES AND LOAN RENEWAL

The Loan Activities option brings the library members to a logon screen.

Member Logon to Loan Activities

Please logon to proceed.

Member ID|

Password |

_ logen

Click Here to Change Your Password

The members should log in with their member ID and if required, with a password.

Loan Activities Logon

Loans and Reservation Activities

Name : Ahmad Said,

Logoff member Flease log off before you go.

|Loans
ltem No  Title Collection |Material Type / Due Date /
Renewal Location

140021 (B 448 WON Books 301242004
Journey mercies. 0

Eenew

2. Q2484 Books 234122004
Marketing for tourism £ J. Christopher 2

Renew Holloway.

/ﬁe

=

|Resematiuns;r Bookings

Date Title Ready Date / Item No /

Reserved Location Vol.

25/11/2004 Maotes an joy and peace.

Cancel

2711272004 The Balance of power in East Asia / by Michael |27/12/2004 00003

Cancel Leifer. HCQ Library

o

|Charges

|Date Incurred |Item No |Tit|e |Amuunt

271272004

@ AD013  |From cotton to T-shitt # by Robin Nelson. [10.00

|Memages from Resource Centre

|‘r’0uu left your files in the Library. Please collect them at the counter.

Circulation List
|1— Theory and science.
E Travel log.




Under :

Loans and Renewal :

Reservation /
Bookings :

Charges

Messages

Circulation list :

The library member will be able to view the titles that are
currently on loan to him, including titles that are overdue.
The figure “0” etc under the Material Type/Renewal column
refers to the number of times the title has been renewed.

Under the Item No. column, there is a Renew option. When
clicked, the item will be renewed.

Titles reserved or booked by the library member will be
displayed here. If an item is ready for collection, it will be

marked READY.

Library members may cancel pending reservations on their
own by clicking on the Cancel button. A system message
"Reservation is now cancelled!" will appear. Ready
reservation cancellation is not allowed, with the system
message "Reserved item is ready for collection. Please
contact library staff to cancel!" appearing.

Any fines or other charges that have been accumulated under
the member’s account. Charges may include lost or damaged
item charges, membership fees, etc.

Notes from the library staff to the library member will be
displayed here.

Titles that are routed or circulated to the member will be
listed here.

After viewing loan activities, library members need to click Logoff member so that
other library users accessing the same workstation immediately after them will not be
able to see the details of their loan activities.

e

Loan Activities Logon

Loans and Reservation Activities

Hame : Ahmad Said,

Logoff member  Please log off before you go.

There will be an automatic logoff or system time out after the workstation has not
been used for a few minutes.



7.23  NOTICES

L
%" Notices
e

The notices option will enable the library staff to display any announcements,
messages or notices meant for the general OPAC library users.

Notice Board

Library Opening Hours

Wlonday, Tharsday & Friday ;900 am - 6.00 pam
Tuesday & Wednesday ;000 am - 2.00 pim
Saturday : 9.00 am - 1.00 pm

7.24  MEMBER LOGOFF

On the Main Menu, there is an option called Member Logoff.

Member
Logoff

After viewing his loan activities or the treasure chest, library members should click
Member Logoff to ensure that other library users who access the same workstations
will not be able to view their loan activities, etc.

There will be an automatic logoff or system time out after the workstation has not
been used for a few minutes.
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