ABLE"™

Advanced Bindery Library Exchange

Reference Guide

Volume 2
Library User Guide

Prepared by

Paul Parisi —- ACME Bookbinding
John Petraglia — Programming Concepts, Inc.

Version 0.1
June 5, 2000

ABLE™ Partnership




ABLE 6 Reference Guide Page 2
Library User Guide

Copyright by ABLE™ Partnership

This reference guide is copyrighted and all rights are reserved. This document may not, in whole or in
part, be copied, photocopied, reproduced translated, reduced to any electronic medium or machine
readable form without prior consent, in writing, from the ABLE™ Partnership.

The information in this document is subject to change without notice. The ABLE™ Partnership assumes
no responsibility for errors that may appear in this document.

For more information visit the ABLE™ web site: http://www.programmingconcepts.com/able/

Or contact,

ABLE™ Partnership
c/o Paul Parisi
ACME Bookbinding
100 Cambridge Street
Charlestown, MA 02129
(800) 242-1821

For technical support contact:

Programming Concepts, Inc.

web site:  http://www.programmingconcepts.com/able/
e-mail: able_support@programmingconcepts.com
telephone:  631-563-3800 x230
fax: 631-563-3898
ABLE™ Partnership
Acme Bookbinding

Information Conservation, Inc.
Kater-Crafts Bookbinders
Lehmann Bookbinding
Mekatronics Inc.

National Library Binding of Georgia
Ocker & Trapp Library Bindery Inc.
Programming Concepts, Inc.

ABLE™ js a trademark of Mekatronics, Inc. / Bendror International Inc. 1987-2000




ABLE 6 Reference Guide Page 3
Library User Guide

Table of Contents

1. Introduction 8
2. Basic ABLE™ Concepts and Terminology 8
2.1 OVEIVIEW weevvieiiieee ettt e e e e ettt e e e e e e et e e e e e eeeaaareeeeeesaantaaaeeeeeeseaasaaeeeeeeseeasstaseeeeesesnssaseeeeeessanaanees 9
2.2 Definitions & TerMINOLOZY ......cerutiiiiiiiieeiiet ettt ettt ettt sb e b et e et e s aeeseeesbe et e eateeaeesbeesaeenbeenneas 10
ALT, CTL, AND SHIET ..ottt et e e e ettt e e e e e e et e e e e e e e e e et e e e e e et aeaeeeeeeeeataeeeeeeeesenaaaneeeens 10
EIMBOSS . ..ot e et ean 10
CASE INSENSITIVE ...ttt e e e e e e e e e e e et e e e et e e e e e e e e eate e e e e e e e eeaneeeeenaeeeeseaseeeaanes 11
CATEGORY CODES ...ttt e e e e e e e oo e e e e e e e e e e e e e et e e e eeate e e e enteeeeeaseeeaenes 11

(0 07NN O 0) 5) 21 SRRSO 11
(010) 50) 33 ©{6] 5) 51 NSRRI 11

3 0) 8§ PR 11
LEAF ATTACHMENT .....ovoiiiiitiee oot ee e oo e e et e e et e e e e e e e et e e e et e e e e e e e et e e eenaeeeeeaneeesenseeeean 11

) S ) DTSR 11
IMENU BARS ... e e e et e e e e e e ean 12
PLACEMENT CODES........ooiiiitiiee oot e e e e e e e et e e et e e et e e et e e e e e e e e e e e et e e e eaneeeeenaneeean 13
PROMPTS (DEFINED) .....cuutiiiiiieiiieeiiteeteesiteesteeeeteessseessseessseessseesssaeasseesssaessseessseeasseesssaeasseesssasssseessseensseessseesnseens 13
PRINT CODES.......ntiiii ettt e e et e e e e e e e e et e e et e e e e e e e et e e e et e e e eeaaeeeeenaneeean 13
SPACING CODES .....uutiieeittee et e e e e et e e e e e e e e e e e e e et e e e et e e e et e e e e eaa e e e e eaeeeeeaaeeeeennaeeeennens 13
TEXT FITTING RULES. ......oo it et e e e e e e e et e e e e e e enaeeeean 14
2.3 SPECIAL CATACLEIS .....eeeivieeiieeiieeieeeie e et e et e ste e ettt esteestteessbeesseeesseeesseeesseenseeassaeanseeanseesnseeanssesnseeansessnsesenseennen 14
HARD HYPHEN ..o e e e e e e e e e e e e e e e e et e e et e e e e e e e enaaeeean 14
LINE BREAK CODE .......uuiiiiitiiee oo et e e e e e e e e e et e e e e e e e et e e et e e e eaneeeeenaneeean 15
REQUIRED SPACE CODE ......uuuiiiiiiie ettt e et e e e e ettt e e e e e ettt e e e e e e et aaaeeeeeesesaanneeeens 15
SOFT HYPHEN CODE........uuiiiiitiie oot e e e e e et e e e e e e e e e e et e e e et e e e e aae e e e eateeeeeaneas 16
VERTICAL LINE BREAK ......oouiiiiiiiii et e e e e e e e e e e e et e e e e e e e eaaeeeean 16

A 10) o) @) SN 0] ) SRR 17
WIDE WIDTH CODE ... ..uoiiiiiiiee oo e e e e e e e e e e et e e e e e e e e e e et e e e eaneeeeenaneeean 18
2.4 Entering and Editing TeXt FICLAS......coouiiiiiiiiieiieie ettt sttt 18
CAPITAL LETTERS ...t et e e e e e e e e e e e e e e e e et e e e e et e e e eareeeaanes 18
TYPING IN ABLE ™. oottt e e et e e 19
“OVERSTRIKE” MODE .......coiutiiiiiie et e et e e e e e ettt e e e e e e ettt e e e e e e ettt e e e e e e e e eeaaaaeeeens 19
CINSERT” IMODE......uuiiiiiee oot e e ettt e e e e ettt e e e e e e ettt e e e e e e e ettt e e e e e e e e e eenaaaeeeens 19
ERASING/DELETING.........oeeiiiuiiee e et e e e e e et e e e e e e e e e e e e eaaeeeeenaeeean 19
EDITING FIELDS ..o ettt e et e e e e e et e e e e e e e aaaeeens 20
SCRIPT L. ettt ettt e e e ettt e e e e e e ettt e e e e e e e e e et taee e e e e eeeiaaes 20
TAB & SHIFT TAB ..o et e et e ettt e e e e ettt e e e e e e eaaaeeens 20
(0701, 1701 S SRRSO PRRRORURRY 20
CUT, COPY & PASTE ....oiiiiiiiiieiiii ettt ettt e ettt e e et e e e et e e e e ebs e e e eaaaeeeetseeeettseeessnbeeessssaeeenssseeeenes 20
DEFAULT VALUES ..ottt e ettt e e e e et e e e e e e ettt e e e e e e e ettt e e e e e e e e eeaaanaeeens 21
2.5 Lettering Control FICIAS ......ccuiiiiiiiieiiee ettt ettt ettt st e s ae e e st enseenbeensessaesseensaenseas 21
2.5.1 SPECIAL INSTRUCTIONS FOR CALL NUMBER PLACEMENT ..............ooiiiiiiiieeeeeeeeeeeeieeeeeee e 21
2.5.2 AUTOMATIC LETTERING CONTROL CODES FORABLE ™..........oooiioee e 24
2.5.3 LETTERING CONTROL CODES FOR VERTICAL TITLES............cceeeeeeeeeeeeeeee et 26
2.6 Screen Navigation FUNCHIONS..........oiiiiiiiiiieiie ettt et st s e bttt seeesaee b eneas 30
2.6.1 ADD ITEM .........ceoeeeeeeeeeeeeee e e ean 32
2.6.2 ADD FORMAT ..........cooeeeeeeeeeee e e e e e e eaee s 32

2.60.3 ADD TITLE ... ettt e ettt e e e et e e e e e e ettt e e e e e e e aaaeees 32




ABLE 6 Reference Guide Page 4
Library User Guide

2.0.4 UPDATE .....ceee ettt et ettt et et et e e et e e e e et e a et ht e ab et e et et e et e etee et s 33
200.5 CLEAR. ..o ittt et ettt ettt at et ea bt et e bt e ettt eeateeeteeentee s 33
2.0.0 REMOVE. .......utiiit ettt ettt ettt o e et e 1ot e e et e e et e e et e e ot e e et e e e e bt e e ab e e sebeeeab e e enbeeeabeeenbeeenteean 33
2.0.7 o (INEXT) .ttt ettt ettt a ettt e et ekt e et et e s e a et e h ekt eh ekt R e aeen b et be et e e st st et 34
2.0.8 = (PREVIOUS) ...ttt ettt bttt ettt sttt sttt 34
2.0.9 GROUP SEARCH ......eotuieiieeet ettt et ettt ettt e et e e et e et e e et e e et e s et e e eab e e s et e e sabeesnbeeenbeesnbeesnneean 34
2.6.10 VARIABLE (RIGHT MOUSE BUTTON) ........cccuiiiuiiiiiiiiiiiiiiit ettt 35
2.6.11 COMMENT (RIGHT MOUSE BUTTON).........cctttiieiiniisie sttt sttt 36
2.6.12 SUBSCRIPT AND SUPERSCRIPT (RIGHT MOUSE BUTTON)........cccccoitiiiiiiiiiiiiiiiniiiniet et 36
2.7 RELIIEVAL KV S ... eiiiiiieiieit ettt ettt et e et et e et e s e eatessaesse et e enseenseenseenseensennsanseeseensenn 36
B B B U 0, ¢ i 3 S P PP UUPRRP 37
2.1.2 CALL NUMBER KEY .....oiiiiieit ettt ettt ettt et e st e et e e bt e et e snbeeentee s 38
2.1.3 PRIVATE ID KEY ...ooiiiiiieeet ettt ettt et ettt et e st e et e et e et e snbeesnbeean 40
2,14 ISSN/ISBN KEY ..ottt ettt ettt ettt be st ekttt et eae s essene s s ense s 40
2015 TITLE ID KEY.....ooiiiiiiie ettt et ettt ettt et et e et e et eset e st e st e eenbeesnbeeenneean 40
2.1.60 FORMATID KEY ...oooiiiiiiiieet ettt ettt et ettt e et s et e et e et e et e snbeeenbee s 40
2017 ITEM KEY ..ottt ettt ettt et e e et e e e et e e h e e et e s et e e et e e et et e et e et e enteeentee s 40
2.8 TSI ACCESS c.vveeuiteeuiteette ettt ettt ettt ettt b e ettt e bt e ettt s bt e e abee s bt esabeesabeesab e e s ab e e e ab e e sabeeea bt e sabeeeabee e bt e eabeeebee e beeenneeenne 41
. Getting Started 42
3.1 HOW to Start ABLET™ ...ttt ettt et et e s et e st e e st b e e sabeesabeesabeesateesabeenateesaseenane 42
3.2 HOW 10 LOZ OUL. ittt ettt ettt et ettt e bt e bt e e bt e e s bt e e bt e e sabeesabeesabeesabeesnbeesabeesseennne 42
3.3 How to Navigate Between ABLE™ SCIEENS .......cccutiiiiiiiriieiiiieiie sttt ettt et et e e e e eae 43
3.5 HOW L0 GO HEIP ceevieiieeiie ettt ettt e st e e st e e s sae e st eessae e sbeessbaesssaeanseesnsaeanseesnseesnseennns 43
BT B 00 A I 1 < PR 43
3.5.2 INDEX & CONTENTS HELP SERVICES .......cceteitait ettt ettt 44
3.5.3 HEID BUIOMS ..ottt ettt ettt b e s bttt e ht e bt bttt e b e e bt bttt b et e hb e bt et e be e 45
3.6 HOW to Purge the Database .........coceiiiiiiiiiiiiieeieee ettt sttt ettt st e st beesbtesbeeneeeeeenteeas 45
. Title Composition 46
4.1 How to Retrieve a Title or Format RECOTd ..........cooieriiiiiiiiiiieietee et 46
4.2 How to Retrieve an Item from @ LOt.........cccveriiiiieiiiiie ettt et e e sneenseensees 48
2.1 SELECT LOT ..ottt et et ettt ettt ettt ekt ettt et ettt et e et e et e et e enbeeetbeenneeees 48
4.2.2 RETRIEVE ITEM .....oocuiiiiiieie ettt ettt ettt et ettt et et ettt ettt e e et e et e et e enbeeenteeenaeees 48
4.3 How to Remove an Item from @ Lot .......ccccveiiieiiiiiiiiie ettt e e e s neas 48
4.4 How to Enter Special Collation INStIUCIONS ..........ceerieriieiiieieeiesiieie e ete sttt ae et e st eteeneesseesseenseenseas 49
4.5 HOW t0 VIEW @ COVET TMAZE ....eovvieeiieiieiieiietieie ettt ettt et et e st e estessaesseesseeseensesnsesnsesseesseenseensenn 51
4.6 HOW 10 CHECK TEXE Fit ..eiiiiieiiieiiiiieieeieeiestte ettt sttt ettt e st et e st e esseesseenaesseesseenseensesnsesssenssensaensens 53
4.7 HOW 10 Create @ TItIe ....eevieiiieiieieiieie ettt et et e st et e et esntessaesseeseenseenseensesssennnenseensens 53
4.8 How to Create a Title USINg @ FOIMAL.........coooiiiiiiiieiieit ettt esneesseennees 54
4.9 HOW t0 Change @ TItle......eoueiuieiieiieieeieeiet ettt ettt e et e et et e et e enbeestesseeaseenseeseenseensesnsesssanneenseensens 55
4.10 How to Remove @ Title RECOTA ... ...ccoieuiiiiieiieiieie ettt sttt e e s e sneenseenneas 55
411 How T0 Create @ FOIMAL.......ccueiiiiiiiiiiie ettt ettt ettt st sa e s bt e st ee s bt e sabeesbeesabeeenseeenne 56
412 HOW t0 Creat @ L0t ..coouiiiiiiieiieeiie ettt ettt st e st e s bt e st esabeesabeeebeesabeesbeesbaeenseeenns 57
4.13 HOW t0 REMOVE @ LOt....uiiiiiiiiiiiiii ettt ettt et e ettt e e bee s bt e sabeesbeesbaeenaeeenne 58
4.14 How to Create an Item Using a Title RECOTd .......c.coceeriieiiieiiiieieeee e 58
4.15 How to Create an Item UsSINg @ FOIMAL .........c.cccieiiiiiiiiiiiieriee ettt et e e nnees 59
4.16 How to Create an Item Without Using a Title or FOrmat ............cccocuevieiiiiiiienieeeceeeee e 59
4.17 How to Print a Binding SHP (UBS) .....cueeiiiieiieie ettt ettt s ssaesneesneesneenseenseas 60
4.18 How to Re-Print @ Binding SLP.......ccoecuieieiieiieie ettt ettt s e e saeenseensesnnesseesseenseensens 61
4.19 How to View Binding HiStOTY .........cciriirieitieieeie ettt ettt ettt et eteseaesaesseesseenseenaeeneesseesseenseensens 62
5.0 Bindery Transfer 63




ABLE 6 Reference Guide Page 5

Library User Guide

5.1 Selecting Bindery TranSTer.........ooiuieriiiiiieieeieiet ettt sttt et e et e sse et e enseenaessaesneesseenseenseensenns
5.2 ProdUCE DISKEILE ......vveeeeeeeee et ee e e e et e e e e e e et e e e eeaseeeeeaseeeenareeeeenaaeeeeenneeeeeareeeanns
5.3 RESTOTE DISKETLE .....ovvvieieeieiee ettt eeae e e e e e et e e e et e e e e e e eeareeeeeseeeeeenneeesennreeeeensneeeeenseeeeesreeeenns

6.0 Reports

6.1 RUNNING @ REPOTT....couiiiiiiiiieeet ettt ettt h ettt s bt e be et eat e emteeateebeesbtesbeenaeeneeenteens
7.0 Z-Link

7.1 Turning on the Z-LinK SEIVICE ......cceecuiiiiirieriieiieit ettt ste st et te et e st e bt esteesaessaesseesseessessaesseesseesseenseensenns
7.2 Searching fOT @ TIIE .....eeiuieieiieiieciett ettt ettt e st e bt et e e st e st eenseenseensessaesnsesseenseenseensenns
7.3 Library Catalog Internet Connection SEIUP .........ccveruierieriieriienierieeteeeeetestteteeteeetessaesseesseesesaesseenseenseensenns
7.4 Table Setup and MAINEENANCE .......c.eevvirierieriieiieteeteettesteeteetesteseeesseeseesseessesseesseenseensesssesseesseesseesseesseensenns
741 ADDING AINEW TABLE........cccutiiiteiiii ettt et ettt et ettt ettt e et et e e et e et e eabeessteesabeesnbeeenneens
7.4.2. EDITING A TABLE ........ooiuitiiiit ettt ettt ettt et et ettt e et e e et e et e e et e sabeesnteeenbeesnbeeennee s
7.4.3. CATALOG SYSTEM MAPPING ROWS ...c..voiiuieiiiaaiie ettt ettt ettt ettt e et etee e e s

8.0 A-Link

8.1 Turning on the A-LINK SEIVICE.......ccitiiiiiiiieiieiteee ettt ettt sb et et e ae b e bt e bt eneeenteeneeens
8.2 SearChing fOr @ THLLE .. .cccvieiiieeieeciie ettt ettt e st e ettt e sabe e tbeesaaeestae e sbeesseeensseensseesseensseenssaeses
8.3 Table Setup and MAINTENANCE ........ccccveerurierieeiiierieesteeeteesteesreestaeessreesseeessseeseeessseeseeessseeseeassseensseesssesnsees
8.3.1 ADDING A NEW TABLE........cccoeoiveeeiieeeiteeeeeeeeieeeetee e taeestteetaeeateetaeassaeetaeansaeessaeansaeassaeansaeessseensseensseensaeenes
8.3.2 EDITING A TABLE .....oooeuveeee et et ettt e tte et e et e et e et e et e e st e estaeessteestbeansaeassaeansaesssaeenseeensaeensaeenes
8.3.3  A-LINK MAPPING ROWS ....c.eeeiivieeeee ettt eeeee e sttt estee e st estteesiveeetteestbeesaseestbaesabeessbeessseessseensseessseesaseesssaennseenes

Appendix A - Bindery Specific

ALT FOMES .ttt et ettt et e et e s bt e e ab e e s bt e e a bt e e bt e ea bt e e bt e ea bt e e bt e e b et e bt e e beeebee e beeenaeeenne
A2 SPACING (PIECH) .eetieiieiieie ettt ettt e et e bt et e e st et e et e enbeesseesaeeseesseeseenseenseenseeseeeneenseensens
A3 CAEZOTY ettt ettt ettt ettt ettt ettt ettt bt e ettt e bt e e bt e e bt e ettt e bt e ea bt e e bt e ea bt e e bt e ea bt e s bt e eab et e bt e ebee e beeebeeenaeeenne
N I < USSP
A.5 Excluded TexXt KEY WOIAS ....c.cociiiiiiieiieieieee ettt ettt ettt st et aesse e seesesnseensesseenseensesseanseenseensens
ALD  FOTTNALS ....eouiiiiiiieiteee et ettt ettt et e rb e e bt e bt e ettt e bt e eabeeeab e e eab e e e bt e eabee e beeeabee e bt e ebeeebee e beeenneeenne
AT EXIEAS/SPECIALS ..e.vieiieiieii ettt ettt ettt e e et e st e s et et e enteenteeta et e et e et e enbeenae st e st enseenteenseeseeeneenseenrean
F N R T N N 72 Ted V1 0 1S3 1 USRS




ABLE 6 Reference Guide
Library User Guide

Release Notes

v0.1  Preliminary release for review.

Page 6




ABLE 6 Reference Guide Page 7
Library User Guide

Volumes

The ABLE™ Reference Guide is comprised of multiple volumes. The collection of volumes describes
the functional and operational characteristics of ABLE™. The volumes are:

Volume Reference Guide File Name
1 Introduction r6-intro.htm
2 Library User r6-library-user.htm
3 User Interface r6-user.htm
4 Title Composition r6-title.htm
6 Reports r6-report.htm
7 Bindery Control Services r6-control.doc
9 File Maintenance r6-maint.htm
10 Bindery Transfer r6-transfer.htm
13 Help r6-help.htm
15 Billing Statistics r6-bill.htm
16 Preventive Maintenance r6-pm.htm
20 Library Installation r6-linstall.htm
21 Bindery Installation r6-binstall.htm
22 E-Z Cut r6-ezcut.htm
23 FTP r6-ftp.htm
24 A-Link r6-alink.htm

25 Z-Link r6-zlink.htm
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1. Introduction

The Advanced Bindery Library Exchange (ABLE™) has been automating the library and bindery for
over 15 years. ABLE™ was developed by Mekatronics, Inc. ABLE™ 6 is the latest generation of
ABLE™., The Internet is the foundation upon which ABLE™ 6 is built. ABLE™ 6 was developed by
the ABLE™ 6 Partnership. The partnership consists of binders, Mekatronics, Inc. and Programming
Concepts, Inc. (PCI). PCl is the developer of ABLE™ 6.

ABLE™ provides cost savings, high reliability and a higher level of service than ever before available.
Advanced technology along with an innovative system design provides the library and bindery with a
sophisticated tool that is both easy to use and efficient in operation.

ABLE™ is a hardware/software product that provides both the bindery and the library with a means for
communicating binding/rebinding information quickly and accurately.

ABLE™ is comprised of two major systems: ABLE'"Library and ABLE'"Bindery. The bindery
customer (e.g. a library) uses the ABLE'"Library system and the bindery uses the ABLE"" Bindery
system. The two systems may be utilized independently or as a closely associated pair of systems.
Independent operation means that ABLE™ Library can be used by bindery customers independent of the
system used by the binders and that ABLE™ Bindery can be used by a bindery independent of the
account using ABLE™ Library.

When both the bindery customer and the bindery utilize ABLE"" systems, the systems are coordinated.
This means that the same database information (e.g. titles) would be in both the ABLE™ Library and
ABLE""Bindery systems. Database information is exchanged, via floppy diskettes or the Internet,
whenever a Lot (i.e. collection of volumes to be bound) is sent to the bindery and when the Lot is sent
back to the customer.

ABLE™ Library provides the bindery customer services for gathering and routing data describing books
and periodicals that are to be processed by the bindery. ABLE™ Library is equally effective when used
with periodicals or books. ABLE™ Bindery concentrates on eliminating redundant effort within the
binding operation and on tighter control of work in progress.

This User Guide

This Library User Guide is intended to introduce new ABLE™ users to the basic operations of ABLE™.
The common terms and concepts are introduced first followed by a system overview. The bulk of the
guide are “how to” instructions for the most common operations to get your job done.

ABLE™ has more comprehensive guides easily accessed using the online Help facilities. Simply select
Help on the menu line or a Help button if it is available on the screen you are using. Both methods will

provide detailed specifications so you can solve just about any problem you come across.

2. Basic ABLE™ Concepts and Terminology
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2.1 Overview

ABLE™ Library is used to prepare volumes for rebinding (called binding) by the libraries binder. The
system can maintains the master record (called titles) and a history of previous bindings for volumes. A
volume is a serial or monograph that may require binding. Serials (i.e. periodicals) usually have an
associated title record since they are most frequently sent for binding,.

The volumes requiring binding are collected into bundles called Lots. Each volume in a Lot is called an
item.

The process of placing items into a lot is called Title Composition. Your binder provides templates
(called formats) that will allow you to create Titles and Lot Items with maximum efficiency.

Each volume has an associated piece of paper inserted into it that contains binding instructions and its
associated Lot and Item Number. This paper is called the Universal Binding Slip or UBS. The UBS is
usually a printed multi-part form.

Once a Lot is prepared the next step is to send the electronic Lot file to the bindery. This is done by
either producing a diskette with the Lot information or sending the information over the Internet directly
to the bindery. This process is called the Bindery Transfer process.

The binder processes the Lot at the Bindery. The binder then updates the Lot information as changes are
made in the bindery to the data you sent. The binder may change the data due to data entry and text
composition problems. The Lot information is returned to you along with the bound volumes. You then
read the file into your ABLE™ Library system to update your ABLE™ database.

Printed reports may be produced for your records and for management to evaluate the binding process.
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Page 10

The following terminology is used in this guide and on the ABLE™ screens. Use Figure 2.2 to view the

Title Composition Screen.

J Advanced Bindery Library Exchange - Microsoft Internet Explorer

JEi\e Edit iew Favorites Tools Help
- . =+ QD WA E | B 5 .
Each eIy Stop Fefresh  Home Search Fawvorites  Histary Idail Print Edit Discuss
]Agdress |@ CAABLEYLIBRARY client,able. htm j @ Go “Links S1UACK &]HotSheet #]Infoseck &]Cithank @]ABLE B >
=
File Edit Setup Print Frocess Update Tools Window Help Title
| Add Itern s =i Add Title Upd Title History Callation Lat Clear |
Key | Title: Text x| |AcPHSC Account  |ABLE Binder  [MEK
— | — Lot ID Itemn
Tile D [o00008 Fnt Spc Pl | Level Format | Cover |BLACK  [¥| Print [wHIT =] 7
Callio 2 2 [C [|26 & ACTAPHYSIOLOGICASCANDINAVIA
Priv 1D
ISSN
Dent [PsvCH 4|
Coll CIRC
Categary |01 - serial LI 1 12 vV
Bind Freg |2 =]
2 1M1 M
Pub Freq LI 1 10 Y
Class 02 - standard =]
Fules c
Set of 3 5 CALL
Spine  |Z-0/48
Height |11-3/8
Vyidth |8 - 0/8 I
Leaf I_af— adhesive flat || S
Vol Stat
o ot Extras |N ‘ Instructions I
E

&1

’_’_@ Iy Computer

Figure 2.2 - Title Composition Screen

Alt, Ctl, and Shift

Keys on the PC keyboard used in conjunction with other keys.

Emboss

Example

Alt+F1 to hold down the Alt key and then press F1.

The process of printing on the cover material.
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Case Insensitive

Category Codes

Class Codes

Color Codes

Fonts

Leaf Attachment

Level

Page 11

You need not worry about what case to use. ABLE™ accepts upper or

lower case. ABLE™ may change the case after you enter it for certain
fields.

The Category code refers to the category of the work being processed.
Examples: periodicals, monographs.

The Class codes are used to indicate the binding class for the work. The
Class code can determine other binding parameters, such as Leaf
Attachment method. Examples: custom, economy.

Color codes are used to specify the cover color to be embossed.

The embosser fonts available have associated font codes and
characteristics (shape, height, width, .)

The bindery has different fonts to choose from. Example: Font 1 is 24
point. Point size refers to the height of the characters in a font.

The Leaf Attachment codes define the binding method used on the
volume. Codes assigned to designate Leaf Attachment are structured as
2 characters, as in AB. In this scheme,

A = Attachment and
B = Backing.

It is expected that the A code is either numeric digits or letters like O
(Oversew), S (Sidesew) and A (Adhesive). The second character must
be either an R (for rounded) or an F (for flat).

Examples AR Designates adhesive bound with a rounded
backing.
AF Designate adhesive bound with a flat backing.

Levels are the lettering positions used by the binder. The lowest or
bottom “Level” is “1”. Level “1” is closest to the shelf on an upright
volume. Levels of higher value (e.g.., 23) are higher on the spine of the
volume.
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Menu Bars
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Note Each level change (e.g., from 4 to 3) is equivalent to one
backslash “\” between words in the text field. Both the specific
level change and the backslash “\” instruct the bindery computer
to drop the title down one level or one stamping position.

Use the “Level Matching Chart” (numbered consecutively from 1 to 42)
to match the lettering of a previously bound volume. Place the bottom
edge of the “Level Matching Chart” even with the bottom edge of the
“sample” volume and choose the level number that comes closest to each
line of lettering. Type that number in the “Level” field adjacent to the
words you type for each line.

Use the “Standard Level Selection Chart” (numbered 14, 17, 20, 23, 26,
29, 32) to determine the level to use for new periodical titles and for sets
or series that must match each other. Place the bottom edge of the
“Standard Level Selection Chart” even with the bottom edge of the
volume to be bound and choose the highest level number panel within
which the top edge of the volume falls. If one of the horizontal lines
falls exactly even with the top edge of the volume, choose the level
number immediately above that line. The number. chosen will indicate
the level to use for the title of a volume of that size. If you place the
“Level Selection Chart” against this page, you should see “Level 26” as
the topmost panel that brackets the top of the page.

The Menu Bar is the long horizontal bar near the top of the computer
screen. It contains the ABLE™ options that are available on the
application screens. For example, “File”, “Edit”, and “Setup” are some
of the options available. Select an option on the Menu bar by clicking
on the name of the option with the mouse. More specific options
displayed in the list may be selected by again clicking on the name of
that option. If an option is followed by key descriptions (e.g., “Alt+B”),
those keys may be used to select the option without using the mouse (see
Alt, Ctl, and Shift, above).

In the following document, menu names and items are separated by
colons (e.g., File: Log Out represents the Log Out option as found in the
File menu).
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Placement codes specify how the text is to be arranged on the spine.
Examples: C for center, V for vertical.

Options Include:

Code Description

C Center on spine

L The longest line centered - all other lines are aligned left margin
[v3.2] with the longest lines. Note: sometimes used for call
numbers.

R The longest line centered - all other lines are aligned with the
longest lines right margin [v3.2]

1 margin (.25 inches) [v3.2]- - not valid for System 3

F Left justify on front

H Center justify on front [v4.1 - System 3 only]

B Right justify on back

A\ Vertical on spine (down spine) - multiple lines center on longest
line

3 Vertical on spine (second down spine vertical panel) - multiple
lines flush to top of first line

U Vertical on spine (up spine) [v4.1 - System 3 only]

6 Vertical on spine (second up spine vertical panel) [v4.1 -
System 3 only]

There are title text prompts that have special meaning to ABLE™ for
composition and billing requirements. These prompts are:

Titleor T Volume's Title
Call or C Volume's Call Number
Imp or I Volume's Imprint

In this document, to distinguish text prompts from plain text, the
convention used is to enclose the prompt in “Less Than” (“<”) and
“Greater Than” (“>") characters (e.g., Title could be represented as
<Title>).

The color codes for the foil used for embossing the characters on the
cover.

The spacing (pitch) between embossing levels. The actual height on the
spine where the embossing occurs is determined by multiplying the pitch
by the level.
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Text Fitting Rules
The text fitting rules determine how ABLE™ processes title text that
does not fit the spine as indicated.

2.3 Special Characters

Hard Hyphen
The Hard Hyphen character “-” is treated by ABLE™ just like any other
punctuation character. Hard hyphens will always print, and will adhere
to ABLE™’s text fitting rules. The use of a hard or soft hyphen (see
below) may cause very different results.

For example:

INTER-\NATIONAL\JOURNAL FOR\PHILOSOPHY\OF\RELIGION

would have a text key of “INNAJOFO”

and would be lettered as follows if vertical

INTER-NATIONAL JOURNAL FOR PHILOSOPHY OF RELIGION

Note Text keys are discussed in the Retrieval Keys section.

Hard hyphens should be used when the hyphen must print, regardless of
the orientation of the spine lettering. The letters/characters following a
hard hyphen should comprise a complete word or logical part of a title.
This is the case with hyphenated names.

Several examples of when hard hyphens should be used are as follows.

TITLE TEXT KEY
AMERICAN-\ARAB\AFFAIRS AMARAF
EIGHTEENTH-\CENTURY\FICTION EICEFI
LUSO-\BRAZILIAN\REVIEW LUBRRE
MERRILL-\PALMER\QUARTERLY MEPAQU
NUMBERS

1989 - 90

VOL. 1-2

P. 1-2894

NOS. 1-3
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Note Soft Hyphens “=" should NEVER be used with numbers.

The line break code is the character to use on the Title Composition
screen to force a new line. The backslash “\” character tells ABLE™ to
create a “line break” whenever the backslash “\” character appears. A
“line break” tells ABLE™ to drop the information following the
backslash “\” character down to the next lower line. Two backslash “\\”
characters tell ABLE™ to drop the information following the
backslashes “\\’ down two lines. The backslash “\” character is
equivalent to the “Return” key on a typewriter. It makes the lettered
information drop down one line to the next “Level” for lettering.

Note The backslash “\” character is intended for titles that will be
lettered horizontally or vertically. ABLE™ will convert all backslash “\”
characters into spaces if a title is lettered vertically. Double backslash
characters “\\” will be converted into a wide space. A title will be
lettered vertically if it uses a ‘vertical” font, uses a vertical placement, or
has a spine thickness too narrow to allow horizontal lettering.

The required space code is the character to use on the Title Composition
screen to force a space (blank) character to be embossed. The “+*
character tells ABLE™ that you wish to have a required space. ABLE™
normally compresses all contiguous spaces into just one space. If you
wish to have more than one contiguous space, you must type the
required space “+ “ character once for every required space that you
want to have separating typed information.

For example:
ABLE compresses Contiguous spaces.

will be lettered as

ABLE compresses contiguous spaces.

whereas
Required spaces are+++not compressed.

will be lettered as

Required spaces are not compressed.
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The soft hyphen code is the character to use on the Title Composition
screen to indicate a soft hyphen. Soft hyphens are replaced by real
hyphens if the title text is set horizontally and removed if the title text is
placed vertically.

The Soft Hyphen character “=* is used when a word that would not
normally be hyphenated must be broken up to fit on the spine of a
volume. A soft hyphen “=* will be lettered as a regular (hard) hyphen “-
” if the word is lettered horizontally. Soft hyphens “=*“ will be dropped
by ABLE™ if the hyphenated word is switched from horizontal to
vertical placement.

ABLE™ will disregard the part of the word following the soft hyphen
“=“ when computing the “Text” key. This is crucial if the Text key is to
be a user-friendly mechanism for retrieving titles from the database,
since users need not know if or how words are hyphenated in order to
determine their Text key.

For example:
INTER=\NATIONAL\JOURNAL FOR\PHILOSOPHY\OF\RELIGION

will be lettered with a hyphen if horizontal

INTER-
NATIONAL
JOURNAL FOR
PHILOSOPHY
OF
RELIGION

or without a hyphen if vertical

INTERNATIONAL JOURNAL FOR PHILOSOPHY OF RELIGION

Vertical Line Break

Note: In either case the Test “Key” will be “INJOFOPH”. Since
international is one word, which may be hyphenated for practical
reasons, the Text “key” disregards the “NA” in national and includes
only the “IN” from international.

The vertical line break code is the character to use on the Title
Composition screen to force a new vertical line when placing the text
vertically or when applying the vertical rule.
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The vertical line break character “|” is used to designate the end of one
line of vertical text and the beginning of the next vertical line. The
vertical line break character “|” is useful if you have already composed a
title on the ABLE™ screen and you wish to change the lettering format
without retyping the entire title.

“|”

For example:
HARD\TIMES,\HARD\MEN\\MAINE\AND\THE\RISH,\1830-1860

can be lettered as two vertical lines as follows:

HARD TIMES, HARD MEN
MAINE AND THE IRISH, 1830-1860

by adding a vertical line break (i.e., “|”) after “MEN”

HARD\TIMES,\HARD\MEN|MAINE\AND\THE\RISH,\1830-1860

The wide space code is the character to use on the Title Composition
screen to force a wide space character to be embossed. The wide space
character “ ” tells ABLE™ that you wish to have five required spaces
(by default; see Wide Width Code, below). This is referred to as “wide”
space. The wide space “ ” character is a time saving device that is
useful if you wish to have a number of spaces separate typed information
(e.g., Author, Title).

Note The wide space character should only be used when
composing vertical titles. It has no meaning if used with a horizontal
title. The preferred technique is to always use two backslashes “\\” to
separate word groups. This will give the desired result regardless of the
orientation of the spine lettering.

[T ]

Note Any title composed with a horizontal format but Iettered
vertically (for whatever reason) will have 2 or more consecutive
backslash “\\” characters converted into a wide space “ .

For example:

VERTICAL TITLE AUTHOR_PART 1

will be lettered as

VERTICAL TITLE AUTHOR PART1
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whereas
HORIZONTAL\TITLEWAUTHOR\PART 1

will be lettered as

HORIZONTAL
TITLE

AUTHOR

PART 1

or

VERTICAL TITLE AUTHOR PART1

All titles should be composed with the double backslash (\\) character to
indicate a break between different word groups. This will guarantee
proper formatting of the stamped title whether it is lettered horizontally
or vertically. Whereas a double backslash “\\” will automatically
convert into a wide space if the title is lettered vertically, the wide space
character “ ” will not convert to a double line break “\\” if the title is
lettered horizontally.

ABLE™’s lettering algorithm assumes that horizontal lettering is
preferable to vertical lettering and can automatically convert titles
composed in horizontal format to vertical format. There is no
mechanism to convert vertical titles into horizontal format.

The number of spaces that a wide space represents. By default this is 5
spaces.

Note Actual characters listed above to represent codes (e.g., “/” for the line break
character) are the defaults, yet ABLE™ may be configured to use different
characters to represent a particular codes.

2.4 Entering and Editing Text Fields

Capital Letters

Be sure to use capital letters when typing title information. Lower case
should only be used when you specifically want to have lower case
characters (e.g., in “Call” numbers). The bindery will print on your
bound volume exactly what you type on the ABLE™ terminal.
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“Overstrike” Mode

“Insert” Mode

Erasing/Deleting

Replacement

Backspace

Delete
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When typing title information it is necessary to put a backslash character
(\) after every word and a double backslash (\\) after every word group
that should stand alone (e.g., author, title, subtitle). DO NOT wrap
words from one line to the next. Hit the “Enter” key to move the cursor
to a new line if you need additional space.

When the cursor is thick block, this is called “overstrike” mode. When
you place the cursor on top of a character and type, the newly typed
character will overstrike or replace the old character.

Normally the cursor is in “Insert” mode. Each time you hit the “Insert”
key, the computer will switch cursor status (e.g., from “Overstrike”
mode to “Insert” mode). The cursor will be a thin vertical line when it is
in the “Insert” mode. When you place the cursor in front of a character
and type, the newly typed character will be inserted to the left of the
cursor. The “other” character will move to the right to make room for
the new character.

Note “Insert” mode is useful to correct typing errors. It lets you
“Insert”, or add information between words, without having to retype a
whole line.

There are several ways to erase information.

When in “Overstrike” mode, hitting a letter, number, or character key
will erase the letter, number or character that the cursor is sitting on.
Typing will replace the “old” letter, number or character with the “new”
character that you type. The cursor will be a wide block if you are in
“Overstrike” mode.

Hitting the “Backspace” key will erase information to the left of the
CUrsor.

Hitting the “Delete” key will the character that the cursor is sitting on (if
in “Overstike” mode) or in front of (if in “Insert” mode), and will pull
the character to the right of the cursor back to the left to fill the gap.
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Cut, Copy & Paste
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The following keys are used to edit a field:

Key Description
Home Move to first character of the first word on the text line.
End Move to last character in text line.
Backspace | Delete the character behind the cursor.
Delete Delete the character in front of the cursor.
Cursor Move left/right one character.
Left, Right

The script L is sometimes needed for call numbers and other lettering
situations.  Since IBM keyboards do not normally have a script L
character available, ABLE™ has seclected the left square bracket as a
substitute character to designate the script L. Every time you type a left
square bracket, ABLE™ will letter a script L on your bound volume. If
you wish to bracket spine lettering information, please use parentheses

“O,

Pressing the “Tab” key causes the cursor to move from one field to the
next (with one exception, explained below). If you hold the “Shift” key
down while pressing the “Tab” key, the cursor moves across fields
opposite from its normal direction (again see below for an exception).

In the case that the field is a multi-line text field, one can hold the
“Control” key down while pressing the “Tab” key to move to the next
field, or hold the “Control” and “Shift” keys down while pressing the
“Tab” key to move to the previous field.

There are two modes of screen operation: Compose and Compose+.
The Compose mode causes all of the screen fields to be cleared after a
Title has been added to the database. The Compose+ mode does not
clear the screen fields. A new Title can then be composed using the data
from the previous Title record.

The Compose mode is the default mode. The operator can change the
mode by changing Setup: User Parameters: Compose and Setup: User
Parameters: Compose+.

These services are the standard Windows Cut, Copy and Paste services.
Text may be Cut, Copy and Pasted within ABLE™ and between
ABLE™ and other programs supporting standard Cut, Copy and Paste.
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Using shortcut keys (standard Windows keys)

Alt X Cut
Alt C Copy
AltV Paste

Using Menu Bar services: Edit: Cut, Edit: Copy and Edit: Paste

There are many features for automatically entering field data.
features include:

Templates with predefined fields. Refer to the Format section.

The

There are default fields in the Account record that automatically causes

Title fields to be entered.

There are default fields for the Class selected that cause Title fields to be

entered. Refer to the Class section.

Refer to Figure 2.2 to view the Title Composition screen layout.

2.5.1 Special Instructions for Call number Placement

Center Placement Example

Fnt Spc Plc | Level Format | Cover |
2 2 [[C [|26 TITLE'
AUTHOR
2 C |5 CALL CENTER'PLACEMENT]
CALL'NUMBER
will be lettered as:
TITLE

AUTHOR
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CENTER
PLACEMENT
CALL
NUMBER
Left Placement Example
Fnt Spc Plc | Level Farmat | Cover |
2 2 [C 26 TITLEWSUBTITLE
2 L 5 CALL LEFT'PLACEMENT:"
CALL NUMBER
will be lettered as:
TITLE
SUBTITLE
LEFT
PLACEMENT
CALL
NUMBER
Front Placement Example
Fnt Spc Plc | Level Format | Cover |
2 2 [C 26 TITLEWSUBTITLE
2 F 5 CALL FRONT'PLACEMENT"
CALL'NUMBER

will be lettered as:
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TITLE

SUBTITLE

FRONT
PLACEMENT
CALL
NUMBER

Note Changing the “Placement” to “C”, “L” or “F” tells ABLE™ to center or
left justify the “Call” number panel on the spine, or to move it to the
front cover—flush left. Placement “F” (Front cover) is always left
justified and positioned at the far left side of the front cover.
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2.5.2 Automatic Lettering Control Codes for ABLE ™

Code

> <

(e

ABLE™ has several special “Rule” codes that are set as part of the “Library Data”
instructions of each title. These “Rule” codes tell ABLE™ how to modify the original
lettering control instructions provided by the format or the ABLE™ user so that the title,
variables (e.g., volume, months, year), call number, etc. will be appropriately lettered
given the size constraints (spine thickness and height) of the bound volume. This
includes changing the font style (regular to condensed), the font size (18 point to 14
point), and/or the placement (horizontal centered to vertical, or spine to front cover).
ABLE™ automatically adjusts these lettering control commands to suit each volume
bound.

Caution “Rule” codes are set by the bindery to comply with established library
preferences. “Rule” codes must NEVER be changed by the library

without permission from your binder.

Options include:

Rule Explanation

Condense Reduce font size from larger to smaller horizontal fonts (as
necessary).

Front Moves the Call number to the left side of the front cover, left

justified, and at the same level (e.g., “5”).

Imprint Moves the Imprint (i.e., <IMP> or <I>) to the left side of the
front cover, left justified, and at the same level (e.g., “2”)

Vertical Changes the placement and font of the title to vertical (when
necessary).
Switch Moves the Call number to the left side of the front cover, left

justified, and at the top. ABLE™ switches the level from
whatever was indicated to an appropriate level near the top of
the cover.

Title to Front Moves the title to the left side of the front cover, left justified,
and at the same level (e.g., “26”).

Vertical Place text vertically.
Title Area Vertical  Place only title text area vertically.
Text to Front Places the title text variable panel on the front cover.

Call Vertical Places the call variable panel vertical
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M Imprint Vertical Places the imprint variable panel vertical.

Note Rules allow ABLE™ to treat different “panels” of information to be lettered
(e.g., title, call number, imprint) according to established customer preferences.
Rules apply automatically, but only when necessary. If the title can be lettered
as originally composed, it will be.

Note Rules allow ABLE™ to use the largest, most legible type styles and word
arrangements possible for each volume. This feature saves the ABLE™ user
from having to make tedious, difficult decisions regarding the proper layout of
lettering information.

Note ABLE™’s rules are applied to “panels” of text that do not fit on the spine as

originally composed. Rules are applied in succession until the textfitting
problem is resolved. Rules of “C, P, F”’ would instruct ABLE™ to correct a
textfitting problem by first trying successively smaller (condensed) fonts, then (if
necessary) changing to a vertical font, and as a final remedy, moving the call
number to the lower left front cover.




ABLE 6 Reference Guide

Page 26
Library User Guide

2.5.3 Lettering Control Codes for Vertical Titles

When composing titles that will be lettered vertically, there are lettering control codes
that must be understood. Vertical titles can be lettered as one continuous vertical line,

two or more parallel vertical lines, or “panels” of vertical lettering that begin at different
“Level” positions on the spine of the bound volume.

Single Vertical Line Example

Fnt Spc Plc | level Format | Cover |
5 2 'V 26 SINGLE VERTICAL LINE

will be lettered as:

SINGLE VERTICAL LINE

Three Vertical Lines Example

Fnt Spc Plc | Level Faormat | Caver | |
5 2 [V [|]26 FIRST VERTICAL LINE - TITLE

26 SECOND VERTICAL LINE - SUBTITLE
26 THIRD VERTICAL LINE - AUTHOR

will be lettered as:

FIRST VERTICAL LINE - TITLE
SECOND VERTICAL LINE - SUBTITLE
THIRD VERTICAL LINE - AUTHOR

Note Unchanged “Level” (e.g., “26”) causes all vertical lines to center on the
longest vertical line
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Vertical Line Continuation Example

Frt Spc Plc | Level Format | Cover |
5 2 vV [26 SINGLE VERTICAL LINE
CONTINUATION

will be lettered as:

SINGLE VERTICAL LINE CONTINUATION

Note Absence of “Level” causes a vertical line continuation.

First Multiple Vertical Panel Example

Fnt Spc Plc | level Format | Cover | =]
5 2 VvV |26 VERTICAL

CONTINUATION
3 8 3 3 "3" MOVES "PANEL" TO LEVEL "8"

will be lettered as:

VERTICAL CONTINUATION “3” MOVES “PANEL” TO LEVEL “8”

Note “Placement” change from “V” to “3” causes a new panel.

Second Multiple Vertical Panel Example

Fnt Spc Plc | level Format | Cover |
5 2 NV |26 VERTICAL LINE
CONTINUATION

26 SECOND VERTICAL LINE
26 THIRD VERTICAL LINE
3 8 3 8 NEW VERTICAL "PANEL"
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will be lettered as:

VERTICAL LINE CONTINUATION
SECOND VERTICAL LINE NEW VERTICAL “PANEL”
THIRD VERTICAL LINE

Note Placement “V” causes vertical lines within a panel to center on the longest line,
whereas Placement “3” causes multiple vertical lines within a panel to be flush
to the top of the first vertical line.

Third Vertical Panel Example

Frt Spe Plc | Level Faormat | Cover |
5 2 3 26 VERTICAL LINE
CONTINUATION

26 SECOND VERTICAL LINE
26 THIRD VERTICAL LINE
Vo8 NEW VERTICAL "PANEL"

will be lettered as:

VERTICAL LINE CONTINUATION
SECOND VERTICAL LINE NEW VERTICAL “PANEL”
THIRD VERTICAL LINE

Three Vertical Panel Example

Frt Spc Plc | Level  Faormat | Cg
5 2 V 26 TOP PANEL #1

3 18 MIDDLE PANEL #2
\Y 6 BOTTOM PANEL #3

will be lettered as:

TOP PANEL #1 MIDDLE PANEL #2 BOTTOM PANEL #3
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Note Alternating the “V” and “3” “Placement” tells ABLE™ to create new
panels beginning at the designated “Level” positions (e.g., 26, 18, 6).

Note Values for Lettering Control such as “Fnt” (Font), “Spc” (Spacing), and
“Plc” (Placement) remain effective for all lines of text (until changed)

Note Talk to your binder if you are interested in knowing more about
ABLE™’s lettering instruction capabilities.
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2.6 Screen Navigation Functions

Important ABLE™ functions are executed using either the,

*  Menu Bar selections
* Action buttons (shortcuts to Menu Bar functions)
* Right mouse button for Text Field Functions

The Menu Bar and Action buttons are close to the top of the ABLE™ screen. The action buttons

provide a shortcut for the important ABLE™ functions. Each of the action buttons also have a menu
selection equivalent. The action buttons are easier to use.

Refer to Figure 2.6.1, 2.6.2 and 2.6.3 while reading about these important functions.

File Edit View Fevortes Tools Help ‘
« =5 0 Al a &G B | B S5 .
Bach R eip =il Stop Refresh  Home Search Faworites  History Mail Print Edit Discuss
Address [#] CABLE\LIBRARY clierthable i -] Poo HLinks £]UACM £]HotSheet &)infosesk €)Citibank &]ABLE B B
B
Menu Bar > File Edit Setup Print Frocess Update Tools Vindow Help Title:
and | addtem Ui AddTite  Upd Title Histoy  Collation Lot Clear |
. Key | Title: Text =|[acPHSC Account  |ABLE Binder |[MEK
Action Buttons = | S5 e e
Tile 1D |000008 Fnt Spc Pl |Level Format| Cover [BLACK. x| Print [WHIT = T
D 2 |2 |c || 26 & ACTAPHYSIOLOGICA'SCANDINAVIA
Priv 1D
1SSN
Dept PSYCH =
Call CIRC
Category |01 - serial :I 1 12 v
Bind Freq |2 LI
2 1M1 M
Pub Freg :I 1 10 Y
Class 02 - standard |
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Set of 3 CALL
Spine  [2-0/8
Height |11-3/8
Width [8- 08 |
Leaf |af - adhesive flat ;l =
Vst Extras |10 ‘ Instructions I
-
& [ [ 3 My Computer

Figure 2.6.1 - Title Composition Screen showing Menu Bar and Action Buttons
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A Advanced Bindery Library Exchange - Microsoft Internet Explorer [_[5]x]
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Figure 2.6.2 - Title Composition show Right Mouse Button Menu
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Figure 2.6.3 - Title Composition showing Menu Bar Functions
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2.6.1 Add Item

The Add Item function is used to add an “Item” (i.e., a volume or book) to a “Lot” (i.e., a bindery
shipment). Add Item causes ABLE™ to assign an “Item number” to the title and variable information
that is typed in by the ABLE™ user or pulled from the database and to display the message: “Item (###)
Added” in the lower left corner of the screen. Add Item adds the “Item” to the current “Lot” and
increases the item count for that “Lot”. (“Lot ID” and “Item” number are displayed in the upper right
corner of the screen).

Note Complete ALL information fields that should be part of an item (e.g., title,
author, and special instructions) before selecting Add Item.

Note The Add Item button can also cause the binding slip (UBS) to be printed.

Note ABLE™ will not allow you to add items to a lot if you are in the Format key. As
a general rule, you should never be in the Format Key when using ABLE™,

2.6.2 Add Format

The Add Format function used to add new Formats to ABLE™. For this function to work properly, the
“Key” must be set to “Format”. Complete all information fields that should be part of a new “Format”
before selecting Add Format.

Caution Formats are set up by the bindery for each class of binding offered. Formats
include important information needed by your binders computer system.
Consult with the bindery before attempting to create a new format.

2.6.3 Add Title

The Add Title function is used to add new titles to the database of titles stored on the computer’s hard
disk. The Add Title key causes ABLE™ to create a new Title ID number and to display the message:
“Title (###) Added” in the lower left corner of the screen.

Note Complete ALL information fields that should be part of a title (e.g., title, call number,
“Private ID”, and “Comments”), and delete ALL “Variable” prompts that do not apply to
a title before selecting Add Title.

Note Certain categories may be designated as “Create Title” categories. All items that have a
“Create Title” category that do not already have a Title ID number will automatically be
added to the database by ABLE™ when your diskette is produced. This feature is
designed to prevent titles from inadvertently not being added to the database. This
feature is meant to be a safety net for unintended user omissions and not to be used as a
routine method of adding titles to the database. ABLE™ will blindly add all items with a
“Create Title” category that do not have a Title ID number. ABLE™ does not check the
database to prevent two, three, or more identical titles from being created. Remember to
always select Add Title to add new titles that you have created.
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Note If creating a new title that you do not want to add to the permanent title database, make
sure that the “Category” for an item is not designated as a “Create Title” category.
ABLE™ will not add any title based on an item which does not have a “Create Title”
category. If you do not want to update the permanent title database, make sure that the
“Category” for an item is designated as a “No Update Title” category. ABLE™ will not
update any title from which the item was based on which has a “No Update Title”
category.

2.6.4 Update

The Update function is used to change or update the information that is stored in the computer. Update
can be used to update an item, a format or a title. For Update to work properly, the “Key” must be set to
the correct sub-option in the “Key” field and the record that you wish to update should be called up and
modified before selecting Update. A message such as “Title Updated” is displayed in the lower left
corner of the screen.

Note ABLE™ will automatically update all titles (i.e., any item with a Title ID number) with
all changes made to the last item processed. The title database is updated each time you
restore a Lot from the ABLE™ diskette.

If processing a title that has a one-time change that you do not want to save to the permanent title
database, ensure the Category field in Library Data is not a “Create Title” and is a “No Update Title”
category. ABLE™ will not add or update any title based on an item with a “Create Title” category and
will not update any title based on an item with a “No Update Title” category.

2.6.5 Clear

The Clear function is used to clear the screen of information called from the database or typed in. It
returns the cursor to the selected “Key” field (e.g., text, item, etc.). Information that is manually typed in
is lost when the Clear function is selected, while information from the database is not affected.

2.6.6 Remove

The Remove function is used to permanently remove a record from the database. To remove a record
(e.g., title or item), the “Key” must be set to the correct option in the “Key” field and the record that you
wish to remove should be called up before Remove. Because this action is irreversible, ABLE™
displays a “Dialog Box” to give you a chance to reconsider before proceeding. If you decide to remove
the record, a message such as “Title Deleted” is displayed in the lower left corner of the screen.
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2.6.7 - (Next)

The - (NVext) function is used to call the next record from the database. For example, if the Key is set
to “Text”, selecting Next gives you the first record in the text file.

Selecting NVext again gives you the second title, and so forth. If you call up a specific record (in this case
a title), selecting Next gives you the one that comes immediately after it. Most records that are stored in
the database (e.g., Item, Text, Call number, Format, Lot, etc.) can be accessed with the Next function.

2.6.8 ~ (Previous)

The « (Previous) function is used to call the previous record from the database. For example, if the
Key is set to “Item” and you have called up a specific record (in this case “Item” number 22), selecting
Previous displays the item that comes immediately before it (i.e., “Item” number 21).  Selecting
Previous again gives “Item” number 20, and so forth. Most records that are stored in the database (e.g.,
Item, Text, Call number, Format, Lot, etc.) can be accessed with the Previous function.

2.6.9 Group Search

The Group Search function is used to call a group of records from the database. For example, if the Key
is set to text and you have typed “AB” in the “text” field, enabling “Enable List Search” in the “Setup:
User Parameters” menu causes ABLE™ to display all records in the text file that begin with “AB”. This
is an open-ended Group Search. ABLE™ searches for and displays all titles that have AB as the text key
for the first word of the title. These titles can be one, two, or more words and will all begin with the
letters “AB”. The same logic applies to text key group searches of four, six, or eight characters.
(Remember that ABLE™ needs at least two characters to define a word.)

ABLE™ also has a limited Group Search. If the “required space character” is specified after the group
search text key, ABLE™ will search only for a limited group of titles. For example (if “+” is the required
space character), if you type “AB+” in the text field and enable the “Enable List Search” function,
ABLE™ will search the database and display (in alphabetical order) only those titles that are one word
and begin with the letters AB.

Note There are several ways to move through a list of titles to the one you wish to select. The
“Down arrow” moves the selection down (in this case the selection is highlighted in blue); the
“Up arrow” moves the selection up; the “Page Down” key moves the selection down one page at
a time; the “Page Up” key moves the selection up one page at a time; the “End” key moves the
cursor to the end of the list; and the “Home” key moves the cursor to the beginning.

Once you have placed the cursor on the desired title, hit the “Enter” key to select it. This will clear the
“Group Search” screen and display the title you have chosen. If you do not see the title that you want to
select, it is not in the database under the “Text-key” you have chosen (i.e., “AB”). Choose the “Cancel”
button to clear the “Group Search” screen.
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If no titles begin with the letters “AB”, the message “Title not found” will be displayed. If only one title
begins with the letters “AB”, that title will be displayed and the “Group Search” screen will not appear.

Note If you cannot find a title that you think is in the database, use a simpler selection key
(e.g., “A”).

2.6.10 Variable (Right Mouse Button)

The Variable function creates prompts for the ABLE™ user. These prompts (e.g., <V> for volume, <M>
for months, <Y> for year, and <CALL> are reminders that information needs to be typed in to duplicate
the information used on previously bound volumes. Recall that variable prompts are denoted here by
surrounding them between the “Less Than” (“<”) and the “Greater Than” (‘“>") character. In ABLE™,
variables appear in blue.

Variable Normal

Each time the “Tab” key is pressed, the cursor moves to the next “Variable” prompt. The “Tab” feature
makes data entry of variable information quick and easy.

Note  All variable prompts print on the ABLE™ binding slip and on the “Lot-Item” report, but
will not be lettered on the spine of the bound volume. If, for example, you have <P.> 1-
2086, “1-1086” will be lettered on the spine of the volume, but “P.” will not. If you
wish the P. to be lettered, you must have something like <P.>P. 1-2086.

Conversely, ALL information typed onto the ABLE™ “Text” screen is lettered on the
spine of the bound volume unless it is a “Variable” prompt. If, for example, the screen
shows “<P.>P.”, and you decide that this volume does not require page numbers because
it is complete in one volume, you MUST erase the “P.” (following the variable prompt)
or is will be lettered on your bound volume.

Note The “Formats” that the binder has installed with ABLE™ automatically give any new
title an array of “Variable” prompts (e.g., <Ser>, <V>, <M>, <Y>). You should delete
any ‘“Variable” prompts that do not apply to the title you are adding to the database (e.g.,
<Ser>, <M>), and should add missing “Variable” prompts that are needed (e.g., <Abst>).
Every title in the database should include all of the “Variable” prompts needed for that
title.

There are two ways to add a new “Variable” prompt.

Method one is to type the “Variable” prompt, select the prompt, and then right-click the mouse. From the
list, choose “Variable.” The prompt should change to a blue color to indicate it is a “Variable” prompt.

Method two is to right-click the mouse, choose “Variable”, and then type the “Variable” prompt (the text
should appear blue to indicate it is a “Variable” prompt). When finished typing the variable prompt,
again click the right-mouse button, and choose “Normal” (any text hereafter should appear black to
indicate normal text).
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2.6.11 Comment (Right Mouse Button)

The Comment function allows the ABLE™ user to leave useful messages on the ABLE™ screen which
will not print on the binding slip or be lettered on the bound volume. “Comments” appear pink and
italicized. In this document, comments are indicated by surrounding them between “Right-Facing Curly
Brace” (“{“) and “Left-Facing Curly Brace” (“}”); e.g., “{This is a comment}”.

Commernt

Any information needed to process a title for binding can and should be included in a “Comment”.
Information which has typically been written on 3" by 5" cards and kept in a file at the library can be
stored on the ABLE™ screen. “Comments” can, for example, remind the bindery preparation worker that
a volume should be bound every six issues, or that the index should be removed from the January issue
and be put at the end of the December issue.

To add a “Comment” press the right mouse button and select Comment. Then type the message that you
wish to display on the screen (e.g., “{Some volumes need a pocket for maps}”). Then press the right
mouse button again, and select Normal.

2.6.12 Subscript and Superscript (Right Mouse Button)

The Subscript and Superscript functions tells the binder’s computer that certain letters or characters
should be placed in a lower, or “subscript”, or higher, or “superscipt” position relative to other letters or
characters. Chemical formulas often include subscripts. ABLE™ shows the subscript and superscript
characters as they would appear on the spine.

Subseript & Supers crpt

2.7 Retrieval Keys
Record retrieval is the means of displaying an existing Title, Format or Lot Item record. The records
retrieved can then be edited (updated), deleted (removed), and used as a data for adding a new item to a

Lot.

Selection may be made based on any of the following retrieval keys:
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Title Keys
Text

Call Number
Private ID
ISSN/ISBN
Title ID

2.1.1 Text Key

Item Keys Format Key
Item Number Format ID
Text

Call Number

The Text key selection allows retrieval of:

Titles using the text of the Title file,
Lot Items from the Lot files,
Job Pieces from the Job files.

The first four words of the title, that are not excluded, are used to form the key.

The rules ABLE™ uses to automatically form a Text key are:

* The key is formed using the first two letters of the first four valid title words.

e The letters selected are alphanumeric (A to Z, 0 to 9, a to z). All others are

ignored.

e Any single character word is ignored.

*  Any word in the exclusion word list is ignored.

*  Soft hyphens are ignored.
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Examples

TITLE TEXT KEY
Abnormal Psychology of America ABPSAM
Abnormal Psychology ABPS
Life of a Poet LIPO
N. A. Indians IN
N-A Industries NAIN
N- A Industries IN
N - A Industries IN
Abnormal Psych= (level 25)

ology (level 24) ABPS

The word of is in the exclusion list and = is the soft hyphen for the examples.

2.1.2 Call Number Key
The Call key selection allows retrieval of the first 15 characters of the Call Number for:
Titles using the text of the Title file,

Lot Items from the Lot files,
Job Pieces from the Job files.

The Call Number is embedded in the title text. The Call Number prompt is a type of variable prompt
used to define the Call Number.

a. Select the level, placement and font needed for the Call Number.

b. Begin entering a variable prompt by right-clicking the mouse and choosing Variable.

c. Type Call, and then end entering the variable prompt by right-clicking the mouse and
choosing Normal.

d. Type the Call Number directly after the variable prompt.

An example is shown below.

CallR'\Z7164.C1506

The valid characters for the Call Number are alphanumerics, period and comma. All printable
characters can be used. Comments, defined by a Comment prompt, are excluded from the Call Number
key.

The system Call Number key creation rules are:




ABLE 6 Reference Guide
Library User Guide

Character Typed
A..7Za...z
[period]

[comma]

[space]

[required space]
[wide space]

[line break]

[soft hyphen]

Rule
A.Za.z
[period]
[commal]
Omitted
Omitted
Omitted
Omitted
[hard hyphen]
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Examples
Characters Typed Rule
<CALL>R\Z7164.C156 RZ7164.C156
<Call>W12\321\
<month>DEC W12321
<call>R\+\A123.W21 R+A123.W21

2.1.3 Private ID Key

The Private ID key is an accommodation to the needs of interfacing more than one title numbering
scheme within the library. The Private ID field allows the library to specify a key that may be used by
some other system, such as NOTIS and GEAC.

The valid characters for the Private ID are alphanumeric and special characters that can be printed.

2.1.4 ISSN/ISBN Key

The ISSN/ISBN key allows the retrieval of titles by the standard serial or book number. This key field
may also be used to contain Private ID values if so desired by the library.

The valid characters for the ISSN/ISBN are alphanumeric and special characters that can be printed.

2.1.5 Title ID Key

The Title ID key allows retrieval of titles by the identifier assigned by the ABLE™ Library system.
This key (or RUB number) is unique throughout all titles for a library account.

2.1.6 Format ID Key
The Format ID key allows retrieval of Format records for editing, creating and deleting of the formats.

The valid characters for the Format ID are alphanumeric.

2.1.7 Item Key

The Item Number key allows an item in a Lot Item file to be updated, removed and added as a new Lot
Item record.
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2.8 User Access

ABLE™ provides the following levels of user access to services:

Administrator (Manager)
Supervisor
Basic

Table 1 provides an overview of the services for each of the access levels.
Maintenance volume for details. Note that services that are not allowed for a specific user appear in

gray on the ABLE"" screens.

Table 1 - Access Levels and Services
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Refer to the File

Service Administrator Supervisor Basic

Add Update Users Yes No No
Update Own Password Yes Yes Yes
Standalone Utilities Yes No No
File Maintenance — all services Yes No No

- read only Yes Yes No
Override User Warning Yes Yes No
Title Composition Yes Yes Yes
Setup System Parameters Yes Yes No
Bindery Transfer Yes Yes Yes
Reports Yes Yes Yes
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3. Getting Started

This section describes basic operations for using ABLE™ effectively. Refer to Figure 2.2 and Figure
2.6.1 while you read this section.

The human interface to ABLE™ is the same interface as from any program executed from a web browser
such as Internet Explorer. Therefore, anyone familiar with Internet access and typical Windows
programs can easily adapt to ABLE™.
3.1 How to Start ABLE™
The steps for starting ABLE™ are:
a. Power on your computer and login if necessary.
Note  The startup procedure will check the hard disk of your computer for damaged files.
If the computer displays any messages that include the words “truncated files” or
“bad chains”, please call your System Administrator immediately.
b. The Windows screen is displayed. Select the ABLE™ icon on the main screen.
c. The ABLE™ Login screen with the copyright notice is displayed.
d. Login: Enter your Account ID, User ID, and Password. (The Account ID is

assigned by your bindery)

Figure 3.1 shows the Logon Screen.

Ble Ed Yww Fgeoses Tooh Hep =2
i * 9 3 o - e e FINTE LR
Sop Fltre

B . (=
o Home | Seach Fmomes rieor Wl Pee  Ede Drecuts
AKRRI [0 A5\ RARY\ et et =] @60 Lebn @ILACM ElHotShest @lioresk ElCabork E1ABLEE

ABLE™ Library 6.1

Copyright ©1255 - 2000 ARLE Parvershe
Figtes Resened

] Appie rimvad 3 My Compusst

Figure 3.1 - Login Screen
3.2 How to Log Out
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You may Log out of ABLE™ by selecting the File: Log Out service from the menu bar.

Note: If the user takes too long to select the next operation, the user will be requested to log in

again. This will prevent unauthorized use when the user walks away from their
workstation.

3.3 How to Navigate Between ABLE™ Screens

You navigate from screen to screen using the Window menu bar selection. The Windows selection lists
the programs available. Simply select the program you wish to use. Refer to Figure 3.3.

A Advanced Bindery Library Exchange - Microsoft Internet Explorer [_[=]x]
Eile Edit Yiew Favorites Tools Help ‘
« .+ .09 A @B M 3 B 3 .
Eimch Fanwvarsd Stop Refresh  Home Search Favorites  History il Print Edit Discuss
Agdreaal@ CAABLEVLBRARYclignt,able.htm j & Go HLmks &]LIACM &)HoiShest &]Infosesk &]Cithank &]ABLE 6 &
|
File Edit Setup Print Frocess Update Tools i Help Title
‘ Addlern  Updl e Add Tige  Upe Lot AlteL Lot Clear ‘
Histary Aty b
Key | Title: Text =] [acPHsC Collation A |ABLE Binder  [MEK.
— | = | Title Item
Bindery Transfer Al+B ]
Title D |000008 Fnt  Spc Reparts AP Cover |BLACK  |v| Print [WHIT =]
CalliD 2 2 | LotSiws Al STOLOGICA'SCANDINAVIA
Priv 10 Catalog System Alt+Z ‘ Pl‘Ogl‘am
ISSN EovERIMENE Alt] .
Dept PSYCH = File Maintenance J SeleCtlon leenu
Call CIRC
Category |01 - serial ;l 1 12 v
Binl Freg |2 =l
2 1M1 ™
Pub Freg =l 1 10 Y
Class |02 - standard ;l
Rules C 5
Set of 3 CALL
Spine  |2- 0/
Height |11-3/8
Width |8 - 078 _
Leaf [af— adhesive flat ;l =
Vol Stat
o Extras |N Instructions |
-]
a | ’_@ My Computer

Figure 3.3 - Windows Menu Selections
3.5 How to Get Help
ABLE™ has extensive on-line help facilities. There are the following services:
e Tool Tips

* Index & Contents Help Services
e Help Buttons

3.5.1 Tool Tips
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When the cursor is moved onto a screen field label or action button, an explanation of the field/button is
displayed. This is referred to as a Tool Tip. Using the Tool Tips is an easy way to understand every
field and button on the ABLE™ screens.

3.5.2 Index & Contents Help Services

Comprehensive online is available using this standard “Windows-like” help facility. Help is invoked by
selecting the Help menu bar selection. The Help menu selection provides,

Index

Screen Help
Title
Collation
History
Lot or Job
Lot Status or Job Status
Bindery Transfer
Reports
A-Link
Z-Link
File Maintenance
Billing Statistics
Preventive Maintenance
FTP

About ABLE

Index

The index selection causes a new window to be opened with an alphabetized list of help topics.
Selecting a help topic causes the associated help text to be displayed. The help text is a reference
(i.e., hyperlink) to a section in an ABLE™ reference document The user can then page up and
down the document and utilize the hyperlink capabilities within the document.

Screen Help

Each major ABLE™ screen has an entry in this menu selection. The help text display is identical
to the Index help text described above.
About ABLE

This menu selection provides the ABLE™ version number and miscellaneous ABLE™
information.




ABLE 6 Reference Guide Page 45
Library User Guide

3.5.3 Help Buttons

There are a few screens that have help buttons as a convenience for referencing help. The help text
display is identical to the Index help text described above.

3.6 How to Purge the Database

The Purge screen (see Figure 3.6) allows you to remove information no longer needed from the system.

~Purge Statistic

Account ID Lots deleted I lterns deleted

Histary records deleted |
Billing records deleted I
Deleted Title recards deleted I

Purge | Cancel |

Figure 3.6 - Purge Screen
Select Purge to start the purge process.

Note It is imperative that you check the system date before beginning the purge routine.
An incorrect system date (caused by a dead battery in your computer or an operator
error) can inadvertently cause current information to be purged from the database.
PLEASE BE VERY CAREFUL when running the Purge routine.
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4. Title Composition

4.1 How to Retrieve a Title or Format Record
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a. Select the Key field (Figure 4.1.1) to view the pull down menu with key choices. Select the
key you want to use.

Retrieval Key
Selection

|3 Advanced Bindery Library Exchange - Microsoft Internet Explorer [_[571x]
File Edit View Fevortes Tools Help ‘ﬁ
€ . = D a @ | B 3
Elziels elizie] Stop  Refresh Home | Search Favorites History Mail Frint Edit Discuss
Agdressl@ CAABLESLIBRARY client|able him | G Hunks S1LACM  @1HotShest @linfoseek &) Cibank #1ABLE 6
-
File Edit Setup Print ~rocesc Update Tools Window Help Title
| Agdiem  Updem AddTile  UpdTe  History  Collaton Lot Clear |
ey [ Title: Text =] [AcPHSC Account  [ABLE Binder [MEK
—> Lot 1D Itern
Title: Call =
it Eg: :‘;“‘SE Fnt Spe Plc [Level Farmat] Cover |[BLACK =] Print [WHIT =] 7
Calrye isswisen || |2 [2 IC |||26 | ACTAPHYSIOLOGICA'SCANDINAVIA
Prv ot itern
ISSILot Text
DepLot: Call ﬂ
CollFormat. Format 1D —
Category |01 - serial ﬂ 1 12 v
Bind Freg |2 |
2 " ]
Pub Freg j 1 10 Y
Class 02 - standard ;I
Rules C
Setof 3 5 CALL
Spine  |2-0/8
Height |11-3/8
Width |8-0/8 =
Leaf af - adhesive flat ;I -
vl Extras |N Instructions: |
I
8] [ |3 My Computer

Figure 4.1.1 - Title Composition: Retrieval Key Selection

b. The cursor automatically moves to the adjacent key entry field.

c. Type the identification for the record you want to display.

Example

Type JOMEST for the text key for the Journal of Medieval Studies.

d. Press Enter or TAB to display the record.
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Partial Identification:

Multiple Accounts
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You may type a partial record identification. If there are multiple
records matching the partial identification and “Enable List Search” is
selected (in the “Setup: User Parameters” menu), the entries are
displayed. If “Enable List Search” is not selected, the first matching
record is retrieved. The rules for partial matching of records are as
follows:

The [required space] character can be used if a trailing space is to be
part of the retrieval key. For example, CO[required space] causes
fewer titles to be retrieved than CO.

If multiple records are found, they are listed (Figure 4.1.2). Select the
one you are looking for and select OK.

Search Results
Title Text Dept  Collection Key
AMERICAN ANTIQUARIA LN L5 A CER
AMERICAN ECONOMIC ASSOCIATION PAPERS AND PROCEEDIN ECON — REF AMECASEA
AMERICAN JOURNAL OF PHYSIOLOGY PSYCH CIRC  AMJIOPH
Ok Cancel

Figure 4.1.2 - Title Composition: Search Results

The Account must be selected before you can retrieve a Title record.
Your ABLE™ system will probably have only one account for your
library. Check with your system administrator if this is the case, then
your binder has already selected the account to use. If there are
multiple accounts then you should select the account by entering
entering the Account ID in the “Account” field on the title
composition screen, and pressing Tab or Enter.
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4.2 How to Retrieve an Item from a Lot
To retrieve an Item record you must first select the Lot with the item record.
4.2.1 Select Lot
a. Select Window: Lot or Alt L or the Lot action button to display the Lot screen (Figure 4.2).

Lot [ x|

~Account Info
Account 1D | BIsES |Ab|e Test Account

Binder ID MEK. Mekatronics Testfecaunt
I I Account description. }—
Title Count I Last Title |0

~Lot Statistics
Enter the

Lot ID. > LotD | Last Iterm 1D I
Lot Status | Iterm Count Ii

~Lot Informatian

tems————— Cartons
Date Expected |

Sent | Sent | Truck Route |
Returned I Returned I Shipping Diay |

— | — | Al | Close | Cancel | Help |

Figure 4.2 - Lot Screen
b. Type the Lot ID of the Lot.
c. Press Enter or Tab.

d. Select Close to close the Lot screen..

4.2.2 Retrieve Item

a. Select the Key field (Figure 4.1.1) to view the pull down menu with key choices. Select the
Lot: Item key. The cursor automatically moves to the adjacent key entry field.

b. Type the identification for the record you want to display. Press Enter or TAB to display
the record. The record is displayed.

4.3 How to Remove an Item from a Lot
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Select the Lot using Window: Lot or Alt L or the Lot action button. Enter the Lot ID of the
Lot you want to remove an item from. Select Close to select the Lot and to remove the

a.

screen.
b. Select the Key field to view the pull down menu with key choices.

The cursor automatically moves to the adjacent key entry field.

C.
d. Type the identification for the record you want to display.

Select Update: Item: Remove Item or Alt R to remove the Item record.

e.
f.  You are asked if you wan to continue the operation. Select Yes.

4.4 How to Enter Special Collation Instructions
The Collate screen is a screen displaying collating parameters for the current record displayed.

Select Window: Collate or Alt C or the Collation action button to display the Collation

a.
screen (Figure 4.4).

b. Type data as you would on any screen.

Select the Apply button to update the information.

C.
Collation
~Trim f Amaount
Top Bottorm Front
| 2-Default (2116 inches) =] | 2-Default (216 inches) (=] |4-Oversize =
Title Page | Front ;l Index | Back LI
Cantents | Front d Ads [Unpaged Ads In =]
Front In =] Back | Out =
~Extras [ Special
Minutes Code - Cperation Source
i - Pretrim | Manual Entry
sh - Stgbfor baicke | Manual Entry
Delete Row
< Right Mouse
Button Display
Aaply | Close | Cancel | i Help I
Figure 4.4 - Collation Screen
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The Trim/Amount fields specify how much top, bottom and front of the volume is to be trimmed.

codes are:
Code Description
0 No trim
1 Shave trim
2 Regular trim
4 Oversize trim

The collation instructions are:

Field Definition
Index F=Front
B=Back

N=Not Present

Title Page F=Front
B=Back
N=Not Present

Contents F=Front
B=Back
N=Not Present

Front

I=Bind In

0O=0ut (i.e., remove)

F=First front only
Back

I=Bind In

0O=0ut (i.e., remove)
Ads

[=unpaged ads in
O=unpaged ads out
A=All ads out
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Amount
0

1/16 inch
2/16 iIlCh
4/16 inch

Options & Example

The

“Paper Front Covers”

Only the first front cover should be bound.

“Paper Back Covers”

Advertisements

Instructions for an item can be entered by choosing the Instructions button on the title composition
screen. This is a free field for you to type any special instructions (Figure 4.4.1).
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Instructions [<]

Bindery | Library|

~Bindery

~Termporary

Apply | “Cioze | Cancel | Help |

Figure 4.4.1 - Instructions

Extras/Specials define additional instructions (Tattle Tape, Flush Bottom, etc.) for the binder. Your
binder has defined the valid codes.

a. Move the cursor to one of the Extras/Specials code fields.

b. Enter the code you desire. The operation description is automatically displayed.

Minutes Field

Disregard the Minutes field. It is only used by the binder.

To create a New Extras/Specials Entry: Move the cursor to one of the rows in the table and select the
right mouse button. A menu of New Row and Delete Row is displayed. Select New Row. See Figure
44.

To delete an Extras/Specials Entry: Move the cursor to one the row in the table you want to delete.
Select the right mouse button. A menu of New Row and Delete Row is displayed. Select Delete Row.

See Figure 4.4.
Note: Your Account may have a predefined set of up to four Extras/Specials. These instructions to the

binder are the default values for every Item created for this account. These instructions are added to the
list of Extras/Specials on the Collate screen every time that screen is cleared.

4.5 How to View a Cover Image

A Cover Image is used to view the title text to check spelling and the general accuracy of the text and
prompts. It is used to view the actual cover text.
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Before a Cover Image is displayed, ABLE™ attempts to text fit the text. The text is displayed if it text
fits or not. If it fails a message is displayed indicating the problem.

The font information [v3.2] displayed for each text segment are the defined font code and the resulting
font code (only if it is different than the defined font code). The defined font is the font assigned to the

panel. The resulting font number is the font the system selects based on the text fitting rules.

a. Select Window: Cover Image or Alt I to display the Collation screen (Figure 4.5).

{ TBD — Cover Image Screen }

Figure 4.5 - Cover Image (TBD)
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4.6 How to Check Text Fit

Checking the fit of the text on the cover is call Text Fitting. Text fitting of the text can be accomplished
just as your binder would do it during the processing of the volume. You can determine if there is going
to be a fitting problem and take appropriate action to correct the problem.

There must be spine, width, and height measurements and an Embosser Type defined. You can
approximate the dimensions to obtain a reasonable text fit. The Embosser Type is set by your binder in
the Binder record (Refer to File Maintenance).

a. Select Window: Text Fit or Alt TI to perform a Text Fit.

b. If'there is a problem you should view the Cover Image.

4.7 How to Create a Title

A Title record is created and saved in the database using the Title Composition screen as follows:
a. Select the Clear action button to remove the data on the screen.
b. Be sure that the key selection is one of the Title Text Keys.
c. Fill in the fields and text for the new Title.

c. Select Update: Title: Add Title or Alt T or the Add Title action button to save the new Title
record.

d. A confirmation dialog box is displayed. Type Yes if you want to save the Title.

Compose+ and Formats

If you are entering many Titles with similar characteristics you should
consider using Compose+ and Formats. Refer to Compose+ and Using
Formats.
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The library related fields on the Title Composition screen are:

Field Possible Use

Title ID Binder’s field

Private ID Notis Number (alternate “Key”)
ISSN/ISBN ISSN or Faxon Number

Department Location of volume (e.g., Math)
Collection Fund Account (e.g., Smith Fund)
Category Binder’s Field

Bind Freq. How often (e.g., “3” for 3 times per year)
Pub. Freq. How often (e.g., “12” for monthly)
Class Binder’s field

Rules Binder’s field

Set of Number of identical copies to be bound

Binding Data is used to give instructions that should become part of the constant information of a title.
In most cases, the library leaves these fields blank and the bindery is responsible for making these
decisions. If the library does wish to give instructions, these fields are available.

Field Use Example

Spine Thickness of the Spine Inches - 1/16’s
Height Height of the Volume Inches - 1/8’s
Width Width of the Volume Inches - 1/8’s

Leaf How pages (leaves) will be held into AF (Adhesive Bind)
Attachment the bound volume.

Method

4.8 How to Create a Title using a Format

Periodical, monographs and other titles are formatted according to library conventions. These rules
include type style and size (font), spacing between lines (pitch), placement, levels, cover material and
print (foil) color, department, collection and other attributes.

To ease the burden of repetitive entry ABLE™ provides the format service. A format is a template used
when creating Title records and Item records. Formats are identified with a name called the Format ID.
Formats can be created, edited, and deleted.

Formats reduce the amount of repetitive information that must be typed in by the library. Each class of
binding has a Format code. Using the Format code causes both constant information (e.g., print color,
leaf attachment, category) and variable prompts to appear on the screen. The Format code automatically
includes the constant information that is relevant for each class of binding offered by the bindery. The
library must fill in the appropriate “Variable” fields (e.g., volume, months and year).
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Unlike old periodical titles, which are stored in the database; books, paperbacks and new periodical titles
are not in the database. Formats streamline the data entry process required for these volumes. If, for
example, you always use author, degree and year on the spines of thesis binding, the thesis Format can
include those Variable prompts. If you always want your new periodical titles to have white print on the
spine, the periodical Formats can include white print.

Your binder provides a basic set of formats. You may define your own as long as the parameters entered
conform to your binder's specifications.

a. Select the Clear action button to remove the data on the screen.
b. Be sure that the key selection is one of the Title Text Keys.

c. Move the cursor to the Format Field and type the name of the format to use and type the
Enter or Tab key.

c. Fill in the fields and text for the new Title.

c. Select Update: Title: Add Title or Alt T or the Add Title action button to save the new Title
record.

d. A confirmation dialog box is displayed. Type Yes if you want to save the Title.

4.9 How to Change a Title
A Title record may be modified at any time.
a. Retrieve the Title record as provided in a previous section.
b. Modify the fields by moving to the fields and typing over the current data.
c. To update the title select either Update: Title: Update Title or Alt U or the Upd Title action
button.
4.10 How to Remove a Title Record
A Title record may be deleted from the database.
a. Retrieve the Title record as provided in a previous section.
b. To remove the title select either Update: Title: Remove Title or Alt R .

c. A window is displayed asking you to confirm the deletion of the title. Select Yes to remove
the title.
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4.11 How To Create a Format
A format is created in a similar manner as a Title record.
a. Select the Clear action button to remove the data on the screen.
b. Be sure that the key selection is Format.

c. Enter the format name. You will be asked to confirm adding a Format. Enter Yes to
continue the process of adding a format.

d. Fill in the fields and text for the new Format.
e. Select Update: Format : Add Format or Alt M to save the new Format record.

f. A confirmation dialog box is displayed. Type Yes if you want to save the Format.
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4.12 How to Create a Lot

Before a Lot can be processed you must define the Lot characteristics. Refer to Figure 4.12.

a. The Lot screen is used to create a Lot. Select Windows : Lot or Alt L or the Lot action button
to display the Lot window. Refer to Figure 4.12.

Lot
~Account Info

Account 1D |ABLE [Able Test Account

Binder ID |MEK |Mekatr0nics Test Account

Title Count |92 Last Title ID 0

Lot Statistic

Lot 1d Field > LotD  [TEST! LastbemiD [
Lot Status | [tem Count l—
Lot Infarmation
It Carton
= anen Date Expected l—

Sent ID Sent I Truck Route I
Returned | Returned I Shipping Day l—

e P Apply | Close | Cancel | Help |

Figure 4.12 - Lot Screen

b. Check to make sure that the Account ID and Binder ID are correct.

c. Type the Lot ID of the new Lot in the Lot ID field and the select Enter.

Note

New “Lot ID’s” must be unique. The Bindery recommends that you use the date that
the “Lot” was created (e.g., 102191 - - month, day, year). Hyphens are allowed. The
bindery strongly recommends that you do not use any punctuation or spaces between
characters.

You may differentiate between lots for periodicals, lots for monographs, and lots for
theses (for example) as follows: 102191P (for periodicals), 102191M (for monographs),
and 102191T (for theses). This routine is useful if you expect to send more than one
ABLE™ lot per shipment to the bindery or if you need to have separate packing lists
(Lot-Item reports) for different types of binding. This convention is particularly useful if
you have more than one ABLE™ computer and you do not have a networked system.
Remember that ABLE™ requires unique Lot ID’s for all lots (otherwise one lot will
overwrite an identically named lot).
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d. A confirmation dialog box is displayed. Select Yes to create the Lot. The computer will
create a new “Lot” and set the “Item” count to zero.

e. Type in the Date Expected for this lot. The date expected prints in the upper right hand

corner of the binding slip. The Truck Route and Shipping Day fields are used by the
bindery and do not need to be filled in.

4.13 How to Remove a Lot

A Lot cannot be removed using the Lot screen. The Purge function must be used. Refer to File
Maintenance.

4.14 How to Create an Item Using a Title Record

Your Title database is used to efficiently create Items for binding. The more accurate your database the
easier it will be to create Items for a Lot.

a. Select the Lot you want to process. Refer to How to Select a Lot.

b. Retrieve a Title you want to use to compose the Item. Refer to How to Retrieve a Title or
Format Record.

¢. Place the cursor in the Title Text area in order to fill in the data for the variables and create
an Item.

d. Tab to each variable and type the data indicated.

e. Select Add Item or Alt I to Add the Item to the Lot. ABLE™ displays the Item Number
assigned on the lower left part of the screen.
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4.15 How to Create an Item Using a Format

A Title record need not be used to create an Item, especially if there is no Title record for the volume you
want to process! You can use a Format or just fill in a Title screen.

a. Select the Lot you want to process. Refer to How to Select a Lot.

b. Use the Clear action button to remove the data from the current screen.
c. Tab to the Format ID field and type the Format name you want to use.
d. Type the fields you need to create the Item.

e. Select Add Item to create the Item.

4.16 How to Create an Item Without Using a Title or Format

A Title record need not be used to create an Item, especially if there is no Title record or Format for the
volume you want to process. You can fill in a Title screen and add the Item.

a. Select the Lot you want to process. Refer to How to Select a Lot.

b. Use the Clear action button to remove the data from the current screen.
c. Type the fields you need to create the Item.

d. Select Add Item to create the Item.
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4.17 How to Print a Binding Slip (UBS)

Binding slips, called Universal Binding Slips (UBS), are used to identify each volume. ABLE™ provides
two methods for printing binding slips:

»  After adding each Item to the Lot.

»  After adding all the Items to the Lot. (Refer to the Reports section.)

The binding slip printing functions provided by the Title Composition screen are summarized as follows:

Print Options Description

Align UBS Adjust the form in the printer.

Reprint UBS Print another binding slip.

Auto UBS Turn printing on and off.

Use UBS Form Select pre-printed forms or standard paper.

UBS Copies... Selects the number of copies of the UBS to print on plain paper.

You can access these services using the Print Menu Bar selection. Refer to Figure 4.17.

A Advanced Bindery Library Exchange - Microsoft Internet Explorer [_[5]x]
J File Edit ¥iew Fgvortes Tools Help ‘
« = @ D@ @ e B g .
Eack Fanward Stop Refresh Home Search Fawvorites  Histony il Print Edit Discuss
Address [B] C:\ABLE\LIBRAR Y clientiable him | @co HLmks FILACM &]HotSheet @linfoseek &]Citbank &1ABLE |
|
File Edit Setup Im! Frocess Update Tools Window Help Title
Add ltem Align UBS le Upd Title History Collation Lat Clear ‘
Reprint UBS
Key | Titlle: Text Autpm UBS Account  |ABLE Binder  |MEK
—t‘_ Use UBS Farms || LetID fterm
. . . Lt UBS Copies =
Blndlng Sllp |_—1||miten [ooooom Fit Spc Ple [Level Farmeat| Cover |[BLACK. =] Frint [wHT =] 7
. O Call D > b o . \ S FICANS 71
Pl’lllt Optlons o 2 2 Cc 26 ACTA'PHYSIOLOGICA'SCANDINAVIA
ISSN
Dept [PsvCH =
Call CIRC
Category |01 - serial j 1 12 Vv
Bind Freq | 2 ;l > 11 M
Pub Freg ;l 1 10 v
Class |02 - standard =|
Rules C 5
Set of 3 CALL
Spine  [2-0/8
Height [11-3/8
VWidth 8- 0/8 L=
Leaf af - adhesive flat LI =
Vol Stat Extras |1 Instructions |
[-|
@] [ (3 My Computer

Figure 4.17 — Title Composition : UBS Print Services
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Setup to Print Binding Slips After Adding an Item:
a. Select Print to display the print options. Select Align UBS to adjust the form in the printer.

b. Select Print to display the print options. Select Auto UBS to check automatic binding slip
printing (after adding an item).

Note: If Auto UBS is already checked then do not check since automatic binding slip
printing is already turned on.

c. Select Print to display the print options. Select Use UBS Forms if you are using pre-printed

binding slips. If Use UBS Forms is already checked off then do not select it. If you are
using plain 8.5" by 11" paper then do not check off Use UBS Forms.

4.18 How to Re-Print a Binding Slip
If you need another binding slip for the Item on display the Reprint function is used.

a. Retrieve the Item if it is not already on display. Refer to How to Retrieve an Item.

b. Select Print to display the print options. Select Reprint UBS to print another binding slip.
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4.19 How to View Binding History

ABLE™ saves title binding history information. ABLE™ displays all of the available history. The
History screen is a screen displayed over the Title Composition screen that contains the historical
information.

a. Retrieve the title for the history you want to view. Refer to the Title Retrieval section.

b. Select Alt Y or Windows: History or the History action button to view the History screen.
Refer to Figure 4.19.

History
Title ID Iﬂm Account D [ABLE Binder ID [MEK Last Lot [RTSD-818

Expected ISDDH Operator D0 |4 Emw]ID code of the binder to whom the item was sent PD
~Binding

Date Wariahle Femark

12-Aug-1588 ol MJAN-JUNE Y2 1988

26-Jul-1988 W1 MLJAN-JUNE Y1988

26-Jul-1988 Wl MJAN-JUNE 21988

Close Help |

Figure 4.19 - History Screen

The history menu selection displays history information for the displayed Title record. History
information includes the following fields:

Title ID The Title ID for the history data

Account ID The Account for the Title.

Binder ID Binder ID of the Binder

Last Lot The last Lot the Title was part of

Expected The date the Item is expected back from the bindery.

Operator ID The library Operator ID responsible for the transferring
the Lot to the Bindery

Entry The date the Title record was created.
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Update The date the Title record was modified.
History Entries History entries are scrolled when there is not enough
room to display the complete set of entries.
Date The date the history information was recorded.
Variable Name/variable data used in the binding process
Remark

5.0 Bindery Transfer

The Bindery Transfer program is used to transfer Lot data between the library and bindery using either,
* Diskette
e File (local or network)
e Internet

5.1 Selecting Bindery Transfer

a. Select Alt B or Windows: Bindery Transfer to display the Bindery Transfer screen. Refer to

Figure 5.0.
‘A Advanced Bindery Library Exchange - Microsoft Internet Explorer [_[=]x]
Eile Edit iew Favortes Tools Help ‘
« .+ 9 @ B 9 B .
Bk Farwerd Stop Refresh  Home Search Faworites  Histary Il Print Edit Discuss
Agdress [&] CA\ABLE\LIBRARYAClientiable him | @ca HLinks Z]LACM @]HotSheet &)infoseek €] Ciibank &]ABLE 6 =)
|
File Edit Setup ~rit Process Update Tools Window Help Bindery Transfer
Receive From Bindery ClearTransfer To Bindery Transfer To Bindery Clear
Drive/Destinatian Select Transfer
Clhtermes
Account D Binder 1D Lot D Lot Status 4 Method
W & |Local Browse
i Transfer Statistic:
Account D | LotID | Department | ltemns | Category - Oty | Class - Oty |
Close | Help |
|
&1 Dane [ ] [ 3y Camputer

Figure 5.0 — Bindery Transfer Screen
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There are two modes of operation:

* Transfer to Bindery (Produce)

* Receive From Bindery (Restore)

5.2 Produce Diskette

a. Select the transfer mode using the Drive Destination area on the screen. Refer to Figure 5.0.

b. Select the Lot to be transferred. Refer to How to Select a Lot.

Select Clear/Transfer to Bindery to first clear the unwanted Lot files. For subsequent Lots
on the same media, select Transfer to Bindery to start the process.

The selected Lot is copied to the diskette or Internet transfer area.

5.3 Restore Diskette
b. Select the transfer mode using the Drive Destination area on the screen. Refer to Figure 5.0.

c. Select Receive From Bindery. The Lots are then read into the system and the title database

is updated as needed.
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6.0 Reports

The reporting program provides comprehensive means for selecting and printing the data contained in the
ABLE™ system.
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6.1 Running a Report

Page 66

a. Alt P or Window: Reports to select the Report window. Refer to Figure 6.1.

Reports

Report Type

Soart Criteria

Mext.

Title Brief ‘l

Title Histary
Title Slips

-

Title ID
Text

Call Number

Private 10

|»

A

Cancel Help

Figure 6.1 — Report Screen

b. Select the report by selecting the Report Type and Sort Criteria.

Each report type has

different Sort Criteria. Select the Next... button. The screen in Figure 6.2 is displayed.

Report Type itle Full Sort Criteria ITitIe (B

Department |
Collection |

Shart it |
=] g jil= |

el gl l_;l
e |

[y Fapes Mo Ll
Erift: REepEn Yesll

Imelidetarakles | ves Ll
] i I

Account [0 IABLE

EmEr( I
Lot D |
(Lot ShEtLE ;l

[EErm) ShatilE ;l

[ ErimiEn |

Tao Screen | Ta File |

Cancel |

Help |

Figure 6.2 - Second Print Screen

c. Select the necessary parameters for the report you selected.

d. Select where printing is to be done: To Printer, To Screen, To File.
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7.0 Z-Link

The ABLE™ Catalog System interface, called Z-Link, provides search and retrieval access to Internet-
based library catalogs, specifically designed to support bindery preparation software. Hundreds of
libraries around the world provide an open standards-based interface to their library catalogs using the
ANSI/NISO Z39.50 protocol.

7.1 Turning on the Z-Link Service

a. The Catalog System interface is turned on and off using the Setup: User Parameters:
Enable Z-Link parameter.

b. Choose an active catalog system-mapping table in Setup: User Parameters: Z-Link Table.
The table provides a translation to map between the MARC fields returned by the Catalog
System and ABLE™. If no table is active, no translation is used.

c. The creation and definition of the mapping tables is accessible by the menu item Window:
File Maintenance: Z-Link Mapping. Refer to Table Setup and Maintenance.

d. Display a Format or existing ABLE"™ record (either Title, Item or Piece).

7.2 Searching for a Title

a. Select Alt Z or Window: Z-Link. Refer to Figure 7.1.

: ZLink M[=] E3

File Database Help

Select the Active :

Catalog System —» Database; |Disconnected =l

|

Search Criteria [———» [#uthar =
[Abstract =l

Searu:hl ] s | Clear | Cancel |

| Feady

Figure 7.1 — Catalog System (Z-Link) Screen
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Note: The Catalog System requires an already established Internet connection in order to
connect to a Z39.50 server; attempting to connect to a database will not automatically
attempt to establish this connection. See Library Catalog Internet Connection Setup.

b. Fill-in retrieval form. Search criteria can be entered in up to three fields, each of which can
query using any search term. The AND Boolean operation is implicitly employed when
querying over multiple-field queries (the OR, NOT, etc., Boolean operations are not
available).

c. Select the Search button to start the search.

d. The desired catalog record is displayed. Note: When multiple records match the criteria,
either select the record desired or reenter the selection criteria.

e. Select Import to populate the Title Composition screen. The Catalog System retrieval
window is closed upon selecting Import.

f.  Use standard ABLE™ services to save the record.

7.3 Library Catalog Internet Connection Setup

Library Catalog Internet connection setup needs to be completed before using Z-Link. This
information is obtained from the Library Catalog Administrator.

a. Select Alt Z or Window: Z-Link.

b. Select Database : Add from the Z-Link Search Screen. Refer to Figure 7.2.

Add New Database

Enter Database Information

Pretty Name:

Host: localhost
Fort 210
Database: wxdefault
Wax Records: ]

[0]28 | Cancel |

Figure 7.2 - Library Catalog Internet Connection Setup Screen
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The fields definitions are as follows:

Pretty Name A description of the Host System; e.g. Library of Congress.
Host Name The Library Catalog System Server to attach to.

Database The name of the specific Catalog System to attach to.

Host The IP address to use to connect to the Catalog System.
Port The port to connect to for the Host listed above.

Max Records The maximum number of records to retrieve.

c. Select OK to save the information.
d. Select the Z-Link Screen: Alt Z or Window: Z-Link.
e. Select the Database field list box option and select the Catalog System to use. Refer to
Figure 7.1.
7.4 Table Setup and Maintenance
Z-Link Mapping Tables are used to associate MARC fields with ABLE™ fields/variables.
Multiple Mapping Tables may be defined. Users may select a particular table to use through the
Setup: User Parameters: Z-Link Table menu option.
The ABLE'™ Z-Link sctup screen allows easy customization of the association between
ABLE"" variable prompts, ABLE"" fields, and MARC fields. MARC subfields can be used to
create a custom display of the MARC information.
The Marc fields are mapped to ABLE"™ for the following fields:
e ABLE"" screen fields such as ISSN/ISBN, Publication Frequency.
e ABLE"" variable prompts such as Title, Author, Imprint, Call Number.

Variable prompts are defined as needed for mapping MARC record fields.

a. Select Window : File Maintenance : Z-Link Mapping. Refer to Figure 7.3.
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~Table
MName [tableE Ll
ABLE Field MARC Field Editing Truncation Uppercase Suhstitution

ISSNASEN > |[0225 Append | ¥ | Mone | O Forward Slash () = | =
Private ID ¥ |[032a]-[032h] Replace [ ¥]- | (| Mane |
Publication Freq | |[310a]
Diepartment > |[040a] Mane LI [l Mane LI
Collection > |[650x] Replace || Period () | [l Mane |
titlE ¥ |[245a] Insert | Period () = (| Dallar Sign ($) |7
C ¥ |[050a][050k] Append > | Period () | O MNone |
li ¥ | [260a] Replace | Mone | v Forward Slash () L:l

Delete Table | Al | { Close | Save As Cancel | Help |

Figure 7.3 — Catalog System Mapping Screen

7.4.1 Adding a New Table

If a table has not been previously defined, begin by entering a name in the Name field. You may use up
to 30 alphanumeric characters, including the underscore character.

One row will appear in the table and will contain a drop-down list of standard ABLE™ fields:
ISSN/ISBN, Private ID, Publication Frequency, Department, Collection.

You will want to add rows to the table in order to map MARC fields to ABLE™ variables. To do so,
right-click anywhere on the existing row and select "New Row". To complete the row, see the section
entitled "Catalog System Mapping Rows".

When all rows are complete, click on the "Apply" button to save the table.

7.4.2. Editing a Table
Select the table you wish to edit by selecting it from the Name drop-down list.

To modify an existing row, place the cursor in the field(s) you wish to change and enter the appropriate
information. If necessary, see the section entitled Catalog System Mapping Rows.

To add a row, right-click anywhere on the existing row and select "New Row". Populate the new row
fields.

When you have finished editing the table, click the "Apply" button to save the changes.
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7.4.3. Catalog System Mapping Rows

ABLE (max 20 characters)
Enter the variable name, such as Title.
The case is not important however the spelling must match exactly.
(It is preferable to Title and Call as names when those variables are used.)

MARC (max 30 characters)
Enter the identifiers for the MARC field(s) here. This is entered inside square brackets. One or

more MARC fields may be associated with an ABLE™ variable. Use a leading zero, if
necessary, to ensure a 3-digit MARC field number.

For example, [050a][050b] will return subfields a and b from the LC call number in the MARC
record. You may also concatenate subfields with spaces, periods, dashes, colons and semi-colons
which will be incorporated into the ABLE™ record on import.

Editing
The editing field determines how imported data will be placed in the ABLE™ record:

If left empty, MARC data will be added only if the field is empty
"Append" will apply data to the end of exiting data, if any.

"Insert" will apply data in front of existing data, if any.

"Replace" will replace any existing data with the imported MARC data.

Truncation
The truncation field is used to specify how much of a MARC field is imported into the ABLE™
record. For example, if an author appears as "Smith, John" in the MARC record but you only
want to see "Smith" in ABLE™, select a comma (,) as the truncation character.
You may choose a truncation character from the drop-down list or you may enter a character of
your choice.

Uppercase
Click the checkbox in this field if you want the imported data to be converted to upper case.

Substitution
Space characters in the MARC data will be replaced by the character you have specified in this
field.

For example, if the MARC data is seen as LITTLE RED RIDING HOOD but you would like
LITTLE\RED\RIDING\HOOD to appear in the ABLE™ record, specify a backslash (\) in the
substitution field.

You may choose a substitution field from the drop-down list or you may enter a character of your
choice.
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8.0 A-Link

The ABLE™ Import service provides an easy, industry standard, mechanism for importing AVIAC titles
into ABLE™.

The Import Service operation is similar to Z-Link. Instead of a Z-Link screen, an A-Link screen is
displayed.

Volumes are retrieved from the import file one at a time. As they are retrieved they are considered
processed. The count of items processed is displayed.

The bar code scanning of the Library Bar Code, Call Number or ISBN/ISSN is also supported. The
Library Bar Code may be saved in the ABLE™ Private ID field.

8.1 Turning on the A-Link Service

a. The A-Liink System interface is turned on and off using the Setup: User Parameters:
Enable A-Link parameter.

b. Choose an active A-Link Mapping Table in Setup: User Parameters: A-Link Table.
The table provides a translation to map between the A-Link file fields and ABLE™. If
no table is active, no translation is used.

c. The creation and definition of the mapping tables is accessible by the menu item
Window: File Maintenance: A-Link Mapping. Refer to Zable Setup and
Maintenance.

d. Display a Format or existing ABLE"" record (either Title, Item or Piece).

8.2 Searching for a Title

a. Select Alt-Shift-Z or Window: A-Link. Refer to Figure 8.1.
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Select the File —>

Search Criteria —————»

Page 73

1 A-Link [-[O] ]
~File Source
[Anaviac b Browse...
~Selection Criteria
[155MISEN =|[1-58592-116- Select | Maximum Records
~AVIAC Data
[ Record 2 of 10
Title ID (Library) | 000001 Year| 1991
Title D (Bincery) | 10 Page Numbers|1 p
Library Bar Code | 0000123456788 Abstract Numbers|i p
\SSNHSBNI 1-56592-118-A Call Numberl Call A1
Title[ Book Title 1 Lot ID[001
Sub-Title [Subk-Title 1 Date Sent[01-Jan-1931
Author| A, Author Date Expected| 02-Jan-19591
Series|A Series Date Returned | 03-Jan-1881
Yolume | val. 1 Department| DEPTA
NurﬂberlND 1 CDHEEUDnlCD\H

MDnthsIJanuary

| =

! |Import I

Close | Help |

Figure 8.1 —A-Link Screen

b. Select the file to process by filling in the File Source field. There is a Browse... Button
allowing the user to find the desired file using a standard file choice dialog box.

C.

Search criteria is then entered. A pull-down list of available selection criteria to use,

Note:

offering:

Title ID (Library)
Title ID (Bindery)
Library Bar Code
ISSN/ISBN

Title

Call Number

The Next and Previous buttons will retrieve the next available volume according
to the selection criteria used at the time the Select button was chosen.

Select the Select button to retrieve the matching records. If there are more that one matching
records select the one desired using the — and - buttons (to limit the number of records

retrieved, enter a number in the Maximum Records field before choosing Select).

Select Import to populate the Title Composition screen. The A-Link retrieval window is
closed upon selecting Import.

Use standard ABLE™ services to save the record.
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8.3 Table Setup and Maintenance
A-Link Mapping Tables are used to associate A-Link file fields with ABLE™ fields/variables.
Multiple Mapping Tables may be defined. Users may select a particular table to use through the

Setup: User Parameters: A-Link Table menu option.

The ABLE'™ A-Link setup screen allows easy customization of the association between
ABLE"" variable prompts, ABLE"" fields, and A-Link file fields.

a. Select Window : File Maintenance : A-Link Mapping. Refer to Figure 8.3.

~Table
MName [table1 j
ABLE Field AWIAC Field Editing Truncation ppercase Substitution

Author ™| Author | Append > | Period () | [l Caolan () |
ISSNASEN X ISSNASEN 7| Replace | x| MNone | [ Forward Slash (/] | 7]
Private 10 ™| Library Bar Code | Append > | Space () | (| Mane |
Department ™| Department | - | [l Mane |
Collection ¥ | Callection ¥ | Replace =] Period (] | W Mone |
T x| Title | | Mone | [l Back Slash (4 |
IcAlL | Call Mumber ¥| Replace | >| Space () | (| Mane |
IMP ¥ | Page Numbers | Inzert ¥ | Maone | [ Mone |

Delete Tahle | el | Cancel | Help |

Figure 8.3 - A-Link Mapping Table
8.3.1 Adding a New Table

If a table has not been previously defined, begin by entering a name in the Name field. You may use up
to 30 alphanumeric characters including the underscore character.

One row will appear in the table and will contain a drop-down list of standard ABLE™ fields:
ISSN/ISBN, Private ID, Department, Collection.

You will want to add rows to the table in order to map AVIAC fields to ABLE™ variables. To do so,
right-click anywhere on the existing row and select "New Row". To complete the row, see the section
entitled A-Link Mapping Rows.

When all rows are complete, click on the "Apply" button to save the table.
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8.3.2 Editing a Table
Select the table you wish to edit by selecting it from the Name drop-down list.

To modify an existing row, place the cursor in the field(s) you wish to change and enter the appropriate
information. If necessary, see the section entitled A-Link Mapping Rows.

To add a row, right-click anywhere on the existing row and select "New Row". Populate the new row
fields.

When you have finished editing the table, click the "Apply" button to save the changes.

8.3.3 A-Link Mapping Rows

ABLE (max 20 characters)
Enter the variable name, such as Title. The case is not important however the spelling must
match exactly. (It is preferable to Title and Call as names when those variables are used.)

AVIAC
The AVIAC field is used to specify an AVIAC field. Choose from the list of available fields. For
example, "Library Bar Code" corresponds to the library bar code as found in an AVIAC record,
while "Title" refers to the title as found in an AVIAC record.

Editing
The editing field determines how imported data will be placed in the ABLE™ record:

If left empty, MARC data will be added only if the field is empty
"Append" will apply data to the end of exiting data, if any.
"Insert" will apply data in front of existing data, if any.
"Replace" will replace any existing data with the imported AVIAC data.
Truncation
The truncation field is used to specify how much of a AVIAC field is imported into the ABLE™
record. For example, if an author appears as "Smith, John" in the AVIAC record but you only
want to see "Smith" in ABLE™, select a comma (,) as the truncation character.
You may choose a truncation character from the drop-down list or you may enter a character of

your choice.

Uppercase
Click the checkbox in this field if you want the imported data to be converted to upper case.

Substitution
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Space characters in the AVIAC data will be replaced by the character you have specified in this
field.

For example, if the AVIAC data is seen as LITTLE RED RIDING HOOD but you would like
LITTLE\RED\RIDING\HOOD to appear in the ABLE™ record, specify a backslash (\) in the
substitution field.

You may choose a substitution field from the drop-down list or you may enter a character of your
choice.
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Appendix A - Bindery Specific

This section includes the unique rules, parameters and directions for each ABLE™ Bindery.

A.1 Fonts
Font Size Style Description Use

1 24 point | Horizontal | Numbers Volume and year

2 18 point | Horizontal | Upper Case Alphanumeric | Title information

3 18 point | Horizontal | Upper & Lower | Condensed - narrower
Alphanumeric than those of Font 2

4 14 point | Horizontal | Upper Case Alphanumeric | Condensed

5 18 point Vertical Upper & Lower | Condensed
Alphanumeric

6 14 point Vertical Upper Case Alphanumeric

A.2 Spacing (Pitch)

Pitch (Spacing) is the amount of space that separates each level of lettering.

Spacing Size Description
2 2 picas | Standard

A.3 Category

Category Description
99 Don’t Save - ABLE™ will not add or update any
title with this category.
60 Correction-Charge - ABLE™ will not add or

update any title with this category. (Library Error)

61 Correction-No Charge - ABLE™ will not add or
update any title with this category. (Bindery Error)
81 Insert - Tip in (to add missing/)

82 Insert - Rebinds damaged pages
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A.4 Level

Use the Level Matching Chart (numbered consecutively from 1 to 42) to match the lettering of
a previously bound volume. Place the bottom edge of the Level Matching Chart even with the
bottom edge of the “sample” volume and choose the level number that comes closest to each
line of lettering. Type that number in the “Level” field adjacent to the words you type for each
line.

Use the Standard Level Selection Chart (numbered 14, 17, 20, 23, 26, 29, 32) to determine the
level to use for new periodical titles and for sets or series that must match each other. Place the
bottom edge of the Standard Level Selection Chart even with the bottom edge of the volume to
be bound and choose the highest level number panel within which the top edge of the volume
falls. If one of the horizontal lines falls exactly even with the top edge of the volume, choose
the level number immediately above that line. The number chosen indicates the level to use for
the title of a volume of that size. If you place the Level Selection Chart against this page, you
should see “Level 26” as the topmost panel that brackets the top of the page.

A.5 Excluded Text Key Words

Excluded Words never are part of the Text key of a Title.

Excluded Word
Any single letter or character
(e.g., “a")
an
and
la
le
les
of
the
A.6 Formats
Format Code Category Class
01 Periodical Custom
02 Periodical Standard
03 Periodical Budget
04 Periodical Lumbind
05 Book /Paperback Adhesive Bind
08 Book/Paperback Sewing Option
09 Paperback Acmebind
10 Paperback Norcloth
11 Paperback Norlam
12 Pamphlet Clear-Vu
14 Thesis Library
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15 Thesis Personal
17 Phase Box Regular
17LF Phase Box Regular (Tan Lignin-Free)
18 Phase Box Deluxe (Buckram Cover)
18LF Phase Box Deluxe (Tan Lignin-Free)
19 Enclosure Double Tray Box
20 Enclosure Pocket-Book
21 Enclosure Portfolio
22 Photocopy Flat
23 Photocopy Folded
24 Petrim Only (uncut signatures)
27 Newspaper Up to 14 inches tall
28 Newspaper Tabloid
29 Newspaper Standard
32 Sample
45 Textbook
55 Reprint Collected Papers
60 Correction Charge (Library Error)
61 Correction No Charge (Bindery Error)
81 Insert Pages Tip in
82 Insert Pages Rebind
95 Legal Bible Control Volume
97 No Title No Cloth
98 Front Cover Title
99 Don’t Save
cr Cloth Parts Music
MP Music Parts
PP Paper Parts Music
UP Uncovered Parts Music
A.7 Extras/Specials
Code Description Code Description
AA All Ads Out ocC Use Original Cover
AT Additional Time P Pretrim
BE Binding Slip Error P3 Pocket-3 1/2” Diskette
(Customer)
BS Fill Out Binding Slip P5 Pocket-51/4" Diskette
coO Covers Out PC Pocket-Cloth
EC Extended Cover (Tabs) PK Pocket-Cassette
F Folds PL Pocket-Legal (Slot Style)
FB Flush Bottom PM Pocket-Music
FT Front Cover Title PO Pocket-Oversize
G Greek Title PV Pocket-Video

79
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HL Hand Stamp Lettering PT Paper Tube (FOB)
I0 Index Out RL Rolled Lines
LF Tan Lignin Free (TLF-phase R1 1-Week Rush
box)
MI Multiple Issues (Books) R2 2-Week Rush
ML Match Lettering SE Stubbing-Extra
MB Mount Back Cover SH Stubbing-Height
MF Mount Front Cover SR Stubbing-Regular
MS Mount Spine SW Special Work
MP Parts-Music - cloth S Sponge
covered)
cr Parts-Cloth - Music TI TattleTape Installed
PP Parts-Paper - Music TL Legal Bible over 2” thick
UP Parts-Uncovered - Music
A.8 Leaf Attachments
Code Description Flat / Spine
Round
RF Retain sewing Flat Y
RR Retain sewing Round Y
HF Hand sew Flat Y
CF Center sew Flat Y
AF Adhesive bind Flat Y
AR Adhesive bind Round Y
OF Oversew Flat Y
OR Oversew Round Y




