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Millennium Create List 
The Millennium Create List mode on iiisy2 server can be used to generate item reports such as, shelf list reports and weeding reports.  Review files 1-50 are available for use by library staff that complete the training offered by the eiNetwork.  Create Lists can be run on fixed and variable length fields from item, bib, check-in, order, and/or Invoice records.  The training and documentation will focus on item reports only. 

Please refer to the Service Level Agreement for Millennium Create List for a detailed Terms of Use.
Logging into Millennium on iiisy2:

· Select the Start button ( Programs ( Millennium Create List ( Millennium Create List –iiisy2
· Enter the Username and Password provided at training.
· Enter personal Initials and Password provided at training.
· The following screen will display upon login.
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Toolbar buttons:
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Append –Allows you to add more records to an existing review file.
Dedupe –Allows you to remove duplicate records from a review file.
Copy – Allows you to copy an existing review file to an empty review file.
Empty –Allows you to delete or empty a review file.
Rename – Allows you to rename an existing review file.
Own –Allows you to take ownership of a review file.  (Do not use)
Release – Allows you to release ownership on a file.  (Do not use)
Resume – Allows you to resume a review file that was previously suspended.
Stop –Allows you to stop a review file that is in progress.
Suspend – Allows to you suspend a review file that is in progress.
Review File buttons:
[image: image1.png]nnium Administr:

iNetwork ~=lolx|

Fle Edt View Go Tools Admin Help
7 Gl
& i I

Create Lists Functions

o o & o 6o
Bl | rsamiseae
| e e e o e |
Create Lists. File Name Current Records | _Max Records | Type Status Initials |_Created [dateftime]
iy o 000 oty
2 oy 0 000 ety
3 |Empty o 11000 lempty ]
4 ooavtorms fypo-27 oo 91 o I complete v 04232006 /212601
5oty 0 o0 T
o o o0 ooty
7oty o o0 ooty
oty o o0 ooty
ooty o o0 ooty
10 oty o o0 ooty
11ty o o0 ooty
12 oty o o0 ooty
15ty o o0 ooty
T o {000 ooty
15 oty o 5000 ooty
15 fompty o 5000 ooty
17 oty o 5000 ooty
1oty o 5000 ooty
19 oty o 5000 ooty
20 ety o 5000 ooy 2
[






All – Allows you to sort review files by status: Complete, In Progress,  and Empty.
Search Records –Allows you to begin a search on an empty review file.
Sort Records –Allows you to sort records in a review file by  fixed or variable length field(s).
List Records – Allows you to list records with various fixed and variable length fields for printing.
Export Records –Allows you to export records with various fixed and variable length fields to an excel file.
Show Records – Allows you to view records in your review file.

Show Info – Allows you to view search criteria of a review file.
Review File Columns:
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File – Number of review file.
Name – Name given to review file.  Empty will display when the list is not being used.
Current Records – Number of records searched and contained in the review file.
Max Records – Number of maximum records allowed in the review file.
Type – Record type contained in review file: i Item, b Bib, c Check-in, cc Checkin and Card, o Order, n Invoice.
Status – Current status of a review file: Empty, In Progress, and Complete.
Initials – Initials of person that generated the review file.
Created [Date/Time] – Date and time the review file was created.
Creating a Review File:
1. Select the Create List mode if not currently selected.
2. Select an empty review file by selecting/highlighting the empty row.  
NOTE: Select a review file that has the appropriate amount of Max records.

3. Select the Search Records button from the Review file buttons.

NOTE: If you chose a review file that is not empty, the system warns you with a message that you are about to overwrite the existing file.  Select No to return to the list of review files.
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4. The Boolean Search window displays:
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5. Enter a title for the review file in the Review file Name box.  The title may be up to 50 characters in length.
6. Select the record type from the drop down options in the Store Record Type box.
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7. Select Range, Review file, or Index.

· Range -Allows you to search a specific range of records or the entire range of records.  The entire record range is the default.
· Review file - Allows you to perform a search based on records in a specific review file that you designate.
· Index - Allows you to perform a search using a Millennium index.

Search criteria table:
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8. Enter the Type of record to search. 
 NOTE: The record types offered will depend on the type of record you selected in the Store Record Type box.
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9. Enter the Field to search on.  In the blank Field box, double click to view a list of the fixed and variable length fields.  Select your desired field and choose OK. 
NOTE on Date Fields:

If you want to search for records with contain blank date field, choose the Equal to condition do not enter anything in the Value A box.

Item Fields:
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10. Select a Condition.  In the blank Condition box, double click to view a list of all the Boolean search conditions.

Conditions:
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11. Enter a value in the Value A box.  You may double click in the Value A cell to view the options for the fixed field you selected.
12. Enter a value in the Value B box, if necessary.  
NOTE: If you choose the “between” or “not within” condition, you must enter a second value in the Value B box.

13. Your search criteria will display in the white box.
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13. Select the Search button or specify additional search terms.  A Search box will display asking you if you are ready to begin the search.  Select the Yes button to begin the search.
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14. The Status will change from empty to In progress and the Current Record box will display the number of records retrieved for your search.
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Specifying Additional Search terms:
You may specify numerous fields to search on.
· Specify your search terms for the first term.

· Select the Append Line button to add a search term after the selected term.  Choose the Insert Line button to add a search term before the selected term.

· In the Operator cell of the new search term, select AND or OR.

· Specify the additional search terms.

· Select the Search button when all terms are specified.

Example of additional search criteria:
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Grouping Search Terms:
You can create hierarchies of search criteria by grouping search terms.  Once you specify 3 or more rows of search terms: 
· Select the rows to group together by highlighting multiple rows.  You must select at least 2 rows to create a group.

· Select the Group button. Parentheses will be placed around the search terms selected.
Ungrouping Search Terms: 

· Select the grouped rows.

· Select the Ungroup button.  The parentheses will be removed.
Example of grouping search criteria:
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Deleting Search Terms:
· Select the row or rows of the term(s) to remove.
· Select the Delete button to remove the selected rows.  Or select the Clear All button to remove all search terms.
View the Records in a Review File:
· Select the row of the review file you want to view.

· Select the Show Records Button from the Review File buttons.

· The list of records will display by record number and title.

· You may view individual records by double clicking on the record to view.
Sorting Records in a Review File:

· Select the row of the review file you want to sort.

· Select the Sort Records button from the Review File buttons.

· In the Sorting Fields dialog box, select the Append button to create your first sort criteria.

· Double-click in the Type cell and select a record type from the pop-up window.

· Double-click in the Field cell and select a field from the pop-up window.

· You may specify additional sort criteria.

· When you have finished selecting the sort criteria, select the Sort/Save button.
· Millennium will begin sorting the records in the review file.

· While the review file is being sorted, the status in the Status column will display as “sorting” and the button located at the top of the review files tab will be disabled.  

· When the sort is completed, the status in the Status column will display as “complete” and the buttons will be enabled.

Emptying a Review File:
· Select the row of the review file you want to empty.

· Select the Empty Button from the Toolbar.

· You will be prompted to confirm that you wish to empty the review file.

· The review file is emptied and the row is cleared of all information.
Removing Individual Records from a Review File:

· Select the row of the review file you want to remove records from.

· Select the Show Records button from the Review File Buttons.

· Select the records in the review file you wish to remove.

· Select the Remove button from the Review File buttons.

Removing Duplicate records in a Review File:

· Select the row of the review file you want to remove duplicate records from.

· Select the Dedup button from the Review File Buttons.

Renaming a Review File:

· Select the row of the review file you want to rename.

· Select the Rename button from the Toolbar.

· A box appears in which you can enter the new name you wish to give the review file.

· Enter the new name and select the OK button.
Copying a Review File:

· Select an empty review file where you wish to copy an existing review file.

· Select the Copy button from the Toolbar.
· A list of existing review files will display.  The list is ordered by review file number.

· Select the review file name you wish to copy that displays in the Select File to Copy From dialog box and select the OK button.

· The review file is copied to the empty review file you selected.  The new review file will have the same name plus today’s date, initials, and date created as the original review file.  You can rename the review file.
· You should empty the review file you no longer need.

View Review File Search Criteria:

· Select the row of the review file that you want to view the search criteria for.

· Select the Show Info button from the Review File buttons.

· The search criteria will display:
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Listing Records in a Review File:

You may list and print selected fields from the records contained in a review file:

1. Select the row of the review file you want to list.

2. Select the List Records button from the Review File buttons.

3. The List Format dialog box will display:
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4.  Select the Type of record by double clicking in the Type cell and selecting a record type from the pop-up window.
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5. Select the Field by double clicking in the Field cell and selecting a field from the pop-up window.

6. Select the Append button to add another field to be listed below the highlighted line.   Or select the Insert button to add another field to be listed above the highlighted line.
7. Add a page heading if desired and adjust other formatting options as desired.
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Page heading -Enter the heading or title you want to display on the report. 

Starting record -Enter the record number on which to begin reporting. 

Ending record -Enter the record number on which to finish reporting. 

Number of blank lines between records -Enter the number of blank lines to leave between each record. 

Number the records in the list -Select this check box to insert a number before each record in the printed list. 

Display meanings of fixed-length fields instead of codes -Select this check box to display the meaning of fixed-length fields. 
Display each variable-length field on a new line -Select this check box to display each variable-length field on a separate line. 
Print labels for variable-length fields -Select this check box to display field labels for all variable-length fields. If you do not select this check box, only the values of the variable-length fields will be listed. 

If listing bibliographic title, print it in uppercase -If you choose to list the record title from the bibliographic record, select this check box to have the title display in uppercase letters. If you do not select this check box, the title will be displayed as it appears in the bibliographic record. 

8.  Select the OK button.

9. Select your printing option and the OK button:
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10.  You records will be listed and sent to your local printer or to your email address.
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Example of List records printed or emailed:


[image: image22]
Exporting Records in a Review File:

You may export selected fields from the records contained in a review file to further format in an excel file:

1. Select the row of the review file you want to list.

2. Select the Export Records button from the Review File buttons.

3. The Export Format dialog box will display:
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4.  Select the Type of record by double clicking in the Type cell and selecting a record type from the pop-up window.

5. Select the Field by double clicking in the Field cell and selecting a field from the pop-up window.

6. Select the Append button to add another field to be listed below the highlighted line.   Or select the Insert button to add another field to be listed above the highlighted line.

7. Select the Field delimiter and choose to the ASCII character you prefer.  Select the OK button.
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8.  Navigate to the location where you wish to export the file to by selecting the Browse button.
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9. Select a name for the file and save the file as a .txt extension.

10. Select the Save button.
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11.  Select the OK button.

12. Open Excel and navigate to the location where you exported the file.
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13.  Select your file and choose the Open button.
14.  The Excel Text Import Wizard will display and take you through 3 steps.
15.  In Step 1, select the Delimited option and choose the Next button.
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16.  In Step 2, select the Delimiter(s) you choose when exporting the file.  Select the Next button:
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17. In Step 3, select the Finish button:
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18. Excel will display the fields you selected to export from your review file.  You many need to make adjustments to the file depending on your intended use.
Example Export reports to Excel:
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5 Microsoft Excel - seav items
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1 [LOCAIBARCODE  TITLE CALLZ  ITYPE STATUS =
Gaing places. Volcanoes & rainforests [vidsorecording] / a VC 9866
2 |seav 3187300054940 Thirieen/WNET production VOL1998 | 27 !
3 |seav | 31873000635360 Vanity fair ideorecording] / a BEC/AE Netwark co-production. VC VAN 7w
4 |seav | 31873000535568 Vanity fair [videcrecording] / a BEC/ARE Network co-production. VC VAN 7w
5 |ceav | 31873000635352 Vanity fair [ideorecording] / a BEC/ARE Network co-production. VC VAN 7w
6 |seav 3187300635345 Vanity fair [videorecording] / a BEC/ARE Network co-production. VC VAN 7w
7 |seav | 31873000835105 Vanity fair [videorecording] / a BEC/ARE Network co-production. VC VAN 7w
8 |seav 3187300835220 Vanity fair [ideorecording] / a BEC/ARE Network co-production. VG VAN 7w
Singin'in the rain videorecording] / Loew's Incarparated ; Metro-
Goldwyn-Mayer, Inc. ; produced by Arthur Freed ; directed by
Gene Kelly and Stanley Danen ; screenplay and stary by Betty
9 |seav 3173000550114 Comden and Adolph Green Ve SN b4 -
Bud Abbot & Lou Costello meet Frankenstein [videarecording] /
10 seav | 3167300650392 UniversakIntemational VC ABB z -
Manhaitan murder mystery [videorecording]/ Trstar Pictures; -
M\ seay items 4-24-06 7 T ﬂr‘
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Changing your password for your Millennium iiisy2 Initials
NOTE: You must change your password in Telnet.

Log into Telnet on iiisy2:

1. Select the Start button ( Programs ( Millennium Create List ( Telnet –iiisy2
2. Enter the Login: eitel and Password: tel 
3. Select M > MANAGEMENT information
4. Select I > INFORMATION about the system
5. Select P > Change your PASSWORD

6. You will need to enter in their old initials and password and supply their new password and confirm.

Please key your initials : -------

Please key your password : ----------

Please key your NEW password : ----------

Re-enter new password : ----------

Password changed

Press <SPACE> to continue

7. Select Q > QUIT until you return back to the main menu

8. Select  X > DISCONNECT from Telnet iiisy2

seav items with itype 27





1. LOCATION = Sewickley Audiovisual. 


TITLE = GOING PLACES. VOLCANOES & RAINFORESTS [VIDEORECORDING] / A THIRTEEN/WNET


PRODUCTION.


BARCODE = 31873000549405. 


CALL # = VC 986.6 VOL 1998. 


I TYPE = Video. 





2. LOCATION = Sewickley Audiovisual. 


TITLE = VANITY FAIR [VIDEORECORDING] / A BBC/A&E NETWORK CO-PRODUCTION.


BARCODE = 31873000635360. 


CALL # = VC VAN. 


I TYPE = Video. 





3. LOCATION = Sewickley Audiovisual. 


TITLE = VANITY FAIR [VIDEORECORDING] / A BBC/A&E NETWORK CO-PRODUCTION.


BARCODE = 31873000635568. 


CALL # = VC VAN. 


I TYPE = Video.
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