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Using Substitution Phrases in Millennium
Substitution phrases are designed to save typing when entering text in a variable field.    Instead of typing the entire phrase, you enter the code for the substitution phrases, and the full text of the that phrases is “substituted” for the code that you typed.  The substitution phrases can be any length.

Substitution phrases are set up for a particular record type (i.e. Bibliographic, Item, Order) and can be used only with that record type.   

Users can set up temporary substitution phrases that are in effect for the duration of the Millennium session only.   There are also permanent substitution phrases that are available system wide for all users that have permissions to edit records.    Both types of substitution phrases are used in the same way.  Up to 150 substitution phrases can be defined.   
Temporary substitution phrases use codes that start with a digit.   For permanent substitution phrases, the unique code used to identify the phrase may be up to 4 characters in length and may not start with a digit.

Entering Substitution Phrases in Variable Fields

When you create or edit a record, you can enter permanent or temporary substitution phrases in variable-length fields. You can also use multiple substitution phrases in a variable-length field.

To use a substitution phrase in a variable-length field, either:

· Put the cursor in the field where you want to insert the substitution phrase and right-click your mouse. From the popup menu, choose Substitution phrases. In the dialog that displays, select the phrase you want and choose Use. The phrase will be inserted at the cursor location.

· Put the cursor in the field where you want to insert the substitution phrase. Enter the %ID code of the phrase you want to use and press <Space>. Then move the cursor to the next or previous field and the code is replaced with the value of the phrase.  If you are using a template, the substitution phrase will appear when you click the Next button.   For example:


becomes:
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· Enter its %ID code in the data entry section of the Insert Field dialog and choose OK. For example:
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The value of the substitution phrase will replace the %ID code in the record.

	NOTE

	When you enter %ID codes in a multi-line field, such as the ADDRESS field, the %ID codes display while you move from line to line within the field. The substitution phrases are inserted when you leave the multi-line field.

Creating and Viewing Substitution Phrases

You can view permanent and temporary substitution phrases for variable-length fields and you can create temporary substitution phrases during a record editing session. A permanent substitution phrase is defined and saved for use in any subsequent session. A temporary substitution phrase is defined and used for the current session only.

Viewing Substitution Phrases

To view the existing substitution phrases while editing a record:

1. Right-click on a variable-length field, and choose Substitution phrases from the popup menu. The Substitution Phrases dialog opens:
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2. Choose one of the following radio buttons to view the substitution phrases for the record type you are editing:

Permanent
Displays permanent substitution phrases

Temporary
Displays temporary substitution phrases, usually in a different color

Both
Displays both permanent and temporary substitution phrases

3. Choose Quit to return to record editing or select one of the phrases and choose Use to insert the phrase into the record.

Creating Temporary Substitution Phrases

You can create a maximum of 20 temporary substitution phrases in a session. The temporary phrases will automatically be numbered, "%0," "%1," through .. To create temporary substitution phrases:

1. Right-click on a variable-length field in the record you are editing and select Substitution phrases from the popup menu.

2. In the Substitution Phrases dialog, select either the Temporary or the Both radio button.

3. Choose the Add button. A new line is added:
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4. Enter the value of the new temporary substitution phrase.

5. Choose Quit to return to record editing or Use to insert the selected phrase into the record.

Creating Permanent Substitution Phrases

Please contact the eiNetwork Support Center at helpdesk@einetwork.net to request a new substitution phrase or changes to existing substitution phrases.
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