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The document was created at the initiative of the school library working group. It is a short 

written instructions for COBISS Lib for basic procedures that are performed in libraries on 

a daily or very frequent basis, as reported by the work group. 
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1 COBISS Lib application 

1.1 Local code lists – finding, changing and adding data 

The content of code lists can be quickly checked within search windows in drop-down lists. 

 
 

You can edit them in the Settings and administration module in the Settings content set using 

the Local code lists procedure. 
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The content of the procedure for changing the content of local code lists is unchanged, and the 

subsequent steps are the same as in COBISS3. 

 

1.2 Adding a new school department and changing data 

A new school department (class/grade) is added in the local code list Class, class teacher (CODE 

310). Local code lists are accessible in the Settings and administration module in the Settings 

content set. 

 
 

The subsequent steps for entering a new code are the same in content as in COBISS3. 
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1.3 Creating shortcuts 

Shortcuts are set up and edited in the Settings and administration module in the Settings content 

set using the Setting shortcuts for performing procedures procedure. 

 
 

In the window that opens, use the Add button. 

 
 

Then select the procedure for which you want to add a shortcut button and enter the Shortcut 

label. 
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The new shortcut is added to the list of active shortcuts and can be used in the COBISS Lib main 

window. 

 
 

Instructions for setting up shortcut buttons: 4.1 Setting shortcuts for performing procedures. 

https://www.cobiss.net/help/en/generalC4/generalC4.html
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1.4 Meaning of shortcut buttons abbreviations 

Each librarian determines the abbreviations to be used for the shortcut buttons. You can check 

which abbreviation is used for a particular procedure in the shortcuts editor for procedures 

(described in the previous section). 

 

1.5 Creating shortcuts 

A shortcut is created by selecting the desired search result in the search window and performing 

the Add to Shortcuts procedure (star icon) This new shortcut is then accessible in the Shortcuts 

viewer (star icon in the top right). 
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1.6 Creating your own queries – "My queries" 

You can save queries in all the search windows you use. You do this by first entering the search 

query and then using the Save query button. 

 
 

A window will open for entering the query name. 
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The new query is then accessible in the drop-down list of saved queries for that search window. 

 

1.7 Control panel 

The control panel is the start window of the COBISS Lib program. It currently displays certain 

data about the contents of the database. It is intended for a quick review of the status of your 

database, as the data is only updated once a day. 

1.8 Meaning of the characters: =   ¬   *  Ø   

= → Not an operator. This is the default search by the attribute value entered in the search window. 

¬ → Operator NOT. You enter the value for the search attribute that you want to exclude from the 

search. An example of using this operator is when you want to exclude all de-accessioned material 

from the search. 
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* → Operator NOTEMPTY. You enter a value for a search attribute when you want to include 

all fields with any value entered for that attribute. An example of using this operator is searching 

for an entered note. When searching this way, the attribute value is not entered. 

 
 

Ø → Operator EMPTY. You enter the value for the search attribute when you want all results that 

have this attribute empty. An example of using this operator is when searching for fields 996/997 

without a price entered. When searching this way, the attribute value is not entered. 
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2 COBISS Lib/Holdings 

2.1 Searching for material in the COBISS system, 

downloading to the local database and entering 

holdings 

The procedure is unchanged in content compared to COBISS3. 

2.2 Entering invoice information and changing acquisition 

data 

You enter invoice information in the Field 996/997 editor with the Acquisition data button. 

 
 

The procedure of entering invoice data itself remains unchanged in subsequent steps compared to 

COBISS3. 

2.3 Procedure Multiply field 996/997 

The procedure is available in the Holdings module in the Field 996/997 search window. 
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The content of the procedure is unchanged, and the subsequent steps are the same as in COBISS3. 

2.4 Label printing for fields 996/997 

To print labels from COBISS Lib, the COBISS DGW service must be installed on the local 

computer. A IT technician will helps you with this. A document with instructions is available on 

our website: Installing the COBISS IO aplication. Once the service is installed and the logical 

destinations are properly organized, you can print labels directly from the Field 996/997 editor or 

from the Field 996/997 search window. 

 

https://bg.cobiss.net/en/recommended-equipment/
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2.5 De-accessioning material 

Field 996/997 is de-accessioned in the editor by entering status 9 – de-accessioned and notes (r). 

   
 

To quickly de-accession a larger number of fields, you can use the De-accession textbooks 

procedure in the Field 996/997 content set. In this procedure, the system note 

DE-ACCESSIONING and the status 9 – de-accessioned are entered, and the accession numbers 

for de-accessioning are simply read. 
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2.6 Searching for the field 996/997 and changing data 

There is no Search by key procedure in COBISS Lib. The fastest way to find the field 996/997 is 

to enter the accession number in the search bar. The quickest way to open the field editor is to 

double-click anywhere in the row of the found field (the row does not need to be highlighted or 

selected beforehand). 
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2.7 Number of fields 996/997 in the library for each title 

The fastest way to check the number of all fields 996/997 in your database is to use the Field 

996/997 search window. In one of the search rows, select the value Bibliographic record in the 

first drop-down list and Title in the second drop-down list and, after entering the desired title, 

perform the search. The search result is the number of units for this title (for all editions) in your 

library. 

 
 

 
 

If you want to exclude de-accessioned fields from the search, you use an advanced query. 
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2.8 Number of fields 996/997 in the local database (active 

units): 

The fastest and easiest way to check the number of fields in the local database is in the Field 

996/997 search window. Status (q) 9 – de-accessioned must be excluded and, if necessary, the 

search must be limited to sublocations (you exclude textbook fund material). 
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2.9 Search for fields 996/997 of a specific location or library 

unit 

All search windows work by searching the entire database for results that match the entered search 

query. If you want to limit this, you use the appropriate search attributes. Limit the search for fields 

996/997 to only a specific location using the Sublocation (d\l) attribute. 

2.10 Default holdings search without de-accessioned fields 

If you do not want de-accessioned fields 996/997 to appear in the search results in the search 

window, you can set a search filter for de-accessioned material. This will mean that the Material 

and Field 996/997 search windows will be marked by default to exclude de-accessioned material 

from the search. The filter is set in the Settings and administration module in the Settings content 

set using the Set search filter for de-accessioned material procedure. 
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2.11 Sorting search results by accession number 

If you want to sort by a specific attribute in the search window, specify this with Sort before 

performing the search. The search results will then be displayed in order according to the selected 

attribute. By default, it is sorted from smallest to largest value, but this can also be adjusted using 

the button (to the right of the selected attribute). 

 
 

3 COBISS Lib/Loan 

3.1 New member registration 

A new member is added in the Member content set using the New Object procedure (plus icon) 
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or within the Member search window with the same button (open the search window by clicking 

on Member in the image above). 

 
 

The editor that opens is identical in content to the one in COBISS3. 

3.2 Changing member data 

You search for and select the member in the search window. Open the editor by clicking on the 

pen icon or double-clicking. The editor is identical in content to the one in COBISS3 and data is 

changed in the same way. 
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3.3 Deleting a member from the database 

In the Member search window, search for and select a member or multiple members. Deletion is 

performed using the Delete member details procedure. The subsequent steps of this procedure 

are identical in content to those in COBISS3. 

  

3.4 Batch transfer of members to a higher class 

The Change class/grade procedure is selected in Loan in the Member content set. It is unchanged 

in content, the implementation itself is the same as in COBISS3. 
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3.5 Printing a membership card label 

The membership card label can be printed in the same way as in COBISS3 in the Editor 

 
 

or in the Member search window using the More method (three dots icon) and selecting Print 

selected objects. This way, you can also print labels for multiple members at once, for example, 

for the entire class. 
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3.6 Transferring the entire class to the workspace 

There is no workspace in COBISS Lib. Its role is taken over by the search window. Thus, 

transferring search results to the workspace is no longer necessary, because the procedures are 

performed directly in the search window with the buttons at the bottom of the page when a member 

(or several members) is selected. 

  

3.7 Book loan using a membership card 

The fastest way to loan using membership cards is with the Member / Membership card method 

using the shortcut button or the ALT + I key combination.  
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In the window that opens, simply scan the barcode or enter the card number (if you are not using 

a barcode reader) and that member's card will open. 
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After loaning the material and closing the Card window, the window for entering the membership 

number will open again, where you can enter the next member. 

3.8 Loaning books without using a membership card 

The procedure is carried out in the same way as in section 1. In the window that opens after using 

the Member/Card method, enter the member's surname and/or first name and the member's card 

will open. If you enter only the member's surname and there are multiple members with the same 

surname in the database, a search window will open where you can select the desired member. 
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3.9 Loan renewal (for one loaned copy or all copies) 

The procedure is performed in the Card window. First, select the unit or units for which you want 

to renew the loan the rental, and then use the Renew button. 

  
 

The quickest way to select all units is to check the box in the title bar. 
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3.10 Change of due date 

To set a desired return date, select the desired units and then select the Change flow button.  

  
 

In the window that opens, enter any date, select it from the calendar, or specify Loan period not 

specified. 
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3.11 Return of a loaned book, whether the user is known or 

unknown 

The fastest way to return is always with the Unavailable material / Return/Delete method using 

the shortcut button or the ALT + V key combination. You use this method in all cases, whether 

you know the member or not. 

Instructions for setting up shortcut buttons: 4.1 Setting shortcuts for performing procedures. 

 
 

In the window that opens, simply scan the barcode or enter the accession number (if you are not 

using a barcode reader) and the material is returned without opening the card. 

   
 

The member from whom we last returned the material is loaded into the Member search window. 

The window for entering the accession number opens again. 

https://www.cobiss.net/help/en/generalC4/generalC4.html#nastavitev-hitrih-gumbov-za-izvajanje-postopkov:~:text=4.1%20Nastavitev%20hitrih%20gumbov%20za%20izvajanje%20postopkov
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3.12 Checking if material is available or on loan 

There are several ways to check the loan status. If you have a book in front of you on the counter 

and you don't know whether it is on loan or available, you use the procedure Field 996/997 / 

Check. This method also allows you to use the shortcut or the ALT + G key combination. 

  
 

In the window that opens, enter or read the accession number and information about the holdings 

of this material and its possible loan status will be displayed. 
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The loan status of a copy can also be checked in the Catalogue. 

 

In the catalogue window, we can then search for material by various attributes, including accession 

number. The library can decide to make it visible in this window which member has the material 

on loan. If you have not chosen this option, you can use the View button. 
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3.13 How do you find out which member has a book on loan 

The quickest way to check this is to use the Field 996/997 / View procedure. This method also 

allows you to use the shortcut or the ALT + G key combination. 

   
 

In the window that opens, enter or scan the accession number and holdings data for this material 

and its possible loan status will be displayed. 
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3.14 Overdue notices (printing) 

Most school libraries completed the COBISS3/Loan (basic procedures) course when entering the 

COBISS system. This course does not give the library the privilege to create overdue notices and 

thus cannot create them unless it attends additional training. 

 

4 COBISS Lib/Reports 

4.1 Creating the report LOAN-MM-03: Members and loan 

period date about to expire 

When creating all types of reports in the Reports module, we recommend using the Favourite 

reports option. This will greatly speed up the work with reports in the library.  

You create reports in the Reports module in the Reports tab. 
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The report LOAN-MM-03: Members and loan period date about to expire can be found in Loan 

in the Members and Material group. 

 
 

After selecting the Create report button, the window for Enter parameters for report creation 

opens, which you enter accordingly depending on the data you want to obtain. This report is most 

often used at the end of the school year to create lists of students who still owe material and to 

forward these lists to class teachers. In this case, you must reasonably determine the Expiry 

period, which is usually from the beginning to the end of the school year. The due date can be 

adjusted according to the needs at a given time. 
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The report is created by class/year, so additional restriction by this attribute is not necessary if you 

want to create a list for all students at the school. If you want to exclude teachers/professors from 

the list, the easiest way to do this is by specifying a category (002 – primary school pupils or 003 

– secondary school pupils). 

 

4.2 Creating the report LOAN-MM-01: Members with 

entered material 

The report can be found in Loan in the Members and material group. It is created in the same 

way as described in the previous section, with the difference that it can be created for any members, 

as the search query is entered in two steps. In the first step, you define and select the members you 

want to include in the report in the search window. In the second step, you determine the conditions 

in connection with the material on loan. 
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4.3 Printing a list of material on loan for an individual 

member 

You prepare it in the same way as in section 4.2. with a lending form or report LOAN-MM-01: 

Members with entered material.  

In the report LOAN-MM-01: Members with entered material you must specify the Transaction 

department in the second window for entering input parameters for creating the report when 

creating such a list. 
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4.4 Printing a list of material on loan by class 

The procedure is described in section 4.1. Use the report LOAN-MM-03: Members and loan period 

date about to expire, which can be found in Loan in the Member and Material group. 

4.5 Printing a list of material on loan by location 

Prepare it in the same way as in section 4.2. In the report LOAN-MM-01: Members with entered 

material you must specify the Transaction department in the second window for entering input 

parameters for creating the report when creating such a list. 

 

4.6 Printing a list of overdue material for an individual 

member 

Prepare it in the same way as in section 4.2. In the report LOAN-MM-01: Members with entered 

material, which can be found in Loan in the Members and material group, specify a period in 

Date of loan or reservation older than today, from which you subtract the loan period, for 

example, from the beginning of the school year to a date 21 days before today's date. This way, 

the list will include all material for which loan period has already expired, if the library does not 

allow renewals. 
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4.7 Printing a list of overdue material for an individual 

member based on location 

Prepare it in the same way as in section 4.2. In the report LOAN-MM-01: Members with entered 

material, which can be found in Loan in the Members and material group, specify a period in 

Date of loan or reservation older than today, from which you subtract the loan period, for 

example, from the beginning of the school year to a date 21 days before today's date. This way, 

the list will include all material for which loan period has already expired, if the library does not 

allow renewals. You also specify the Transaction department and thereby limit the report based 

on location. 

 

4.8 Printing a list of overdue material by class 

Prepare it in the same way as in section 4.1. Use the report LOAN-MM-03: Members and loan 

period date about to expire, which can be found in Loan in the Member and Material group. In 

Expiry period, you specify a period older than today, for example, from the beginning of the 

school year to yesterday. This way, the list will include all material for which loan period has 

already expired. By default, all classes are included in such a list, unless otherwise specified in the 

input parameters window. 

4.9 Printing a list of overdue members by location 

The procedure is described in section 4.1. Use the report LOAN-MM-03: Members and loan period 

date about to expire, which can be found in Loan in the Member and Material group. In Expiry 

period, you specify a period older than today, for example, from the beginning of the school year 

to yesterday. This way, the list will include all material for which loan period has already expired. 

You also specify the Library department and thus limit the report based on location. 

4.10 H-L-01: Accession book 

The report H-L-01: Accession book can be found in Holdings in the Lists group. 
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The parameters for creating a report are specified in the Enter parameters for report creation 

window. The set of attributes in this window is fixed and unchangeable, so for example, you cannot 

exclude de-accessioned material. 

 
 

The created  report can be printed or viewed in PDF format in the Overview and sending of 

created report window. 
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4.11 H-L-01: Accession book (search window) 

The report H-L-01: Accession book (search window) can be found in Holdings in the Lists group. 

In this case, the search query for creating the report is specified using the Field 996/997 search 

window. This makes it very easy to precisely determine the units you are interested in, for example, 

by the acquisition type for the current school year at a specific sublocation. 

  
 

The created report does not differ in content from the report H-L-01: Accession book. 
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4.12 H-L-02: List of de-accessioned material 

The report H-L-02: List of de-accessioned material can be found in Holdings in the Lists group. 

You create it in the same way as described in section 4.10. The only difference is in the attributes 

used to define the extent. Status (q) and Status date (t) are required. You usually also specify the 

Sublocation (d\l) attribute to distinguish the library fund from the textbook fund. 

  
 

You also have a report available for preparing a list of de-accessioned material with a extent 

determination in the search window H-L-02: List of de-accessioned material (search window). 

The creation method is the same as described in section 4.11. Of course, you select and define the 

appropriate attributes by which you want to limit the search. Again, it makes sense to use at least 

the attributes Status (q) and Status date (t). 

4.13 Number of fields 996/997 (units) for the annual report 

Data on the number and value of units purchased in a certain time period is created using the report 

H-BD-B08: Holdings data recap. The report can be found in Holdings in the Business 

documents group. 
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The parameters for preparing the report are specified in the Field 996/997 search window. This 

makes it very easy to precisely determine the units you are interested in, for example, by the 

acquisition type for the current school year at a specific sublocation. 

  
 

You also enter a Comment in the title of the report so that you know what data it is about. 

  
 

The report lists the total value of the units, the number of titles and units, and the number of units 

in which the price is not entered. 
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4.14 Number of fields 996/997 (units) by location or by 

location and date of accessioning or acquisition type 

Postopek je enak, kot je opisano v točki 4.13. Spreminjamo samo Parametre za pripravo izpisa, 

ki jih določimo v iskalniku Polje 996/997. 

4.15 Število polj 996/997 (neodpisanih) v določenem 

časovnem obdobju na določeni lokaciji in njihova 

skupna vrednost 

Podatek o številu enot pridobimo na enak način, kot je opisano v točki 2.8. Spreminjamo samo 

poizvedbo, ki jo določimo v iskalniku Polje 996/997. 

Podatek o vrednosti teh enot najhitreje pridobimo z izpisom Z-PL-B08: Rekapitulacija podatkov 

o zalogi. Postopek je opisan v točki 4.13. 

4.16 Število vseh odpisanih polj 996/997 v knjižnici 

Število odpisanih enot najhitreje ugotovimo s pomočjo iskalnika Polje 996/997. Uporabimo atribut 

za iskanje Status (q) in izberemo vrednost 9 – odpisano.  
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4.17 Število odpisanih polj v določenem časovnem obdobju 

na določeni lokaciji in njihova skupna vrednost 

Podatek pridobimo enako, kot je opisano v točki 4.16., s tem da dodamo še iskalni atribut Datum 

inventariz. (o).  

Podatek o vrednosti teh enot najhitreje pridobimo z izpisom Z-PL-B08: Rekapitulacija podatkov 

o zalogi. Postopek je opisan v točki 4.13. 

 

 

 

 


