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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.

[ cosiss L - GEEEED p @ & - - O X
- 1 1)
= QL COBISSLib G0 i 9« S e ¢ o
& sys_alenkalm (&
" Control pane /997 =
I oo A;L,Ini Control panel  Field 996/997 [H
oo search
windows
€ | Acquisitions
@ Serials Field 996/997 ~ UDC open access (d\u) = v ~ p2e + F G
=1k Field 996/997 ~  Sublocation (d\l) 0- Sploéno ~g p2 =
Sorthy: Default ~ I 02 - Knjini¢arstvo queries v 8 B
& Holdings
1 - Filozofija
— ®  +100 [@ No.of hits: 25.758
— ] 159.9 - Psihologija
Cur.. Shelving | Call numb. Accession Dateofac. : § ailabilit Acquisitio.. 3 Sup
@ nterlibrary 2 - Verstvo
aan 1 2-Arrangeme  [K\uVT\aMAS 10 03-Nov-2017 limited acc  a-purchase  Ajc
o Settings and 2 2-Arrangeme  IK\WVT\aMAS w-2017 3- Druibene vede a-purch Aj
administration i
3 2- Arrangeme  IK\uVT\aMAS Nov-2017 37 - IzobraZevanje, Aje
- Zfolstve
&= Reports N . . - R
4 2-Arrangeme K aMAS v-2017 Aje
39 - Narodoslovje,
5 2-Arrangeme  IK\UVT\aMAS 03-Nov-2017 etnologija Aje
6 2- Arrangeme 1K\ 006 03-Nov-2017 5. Naravoslovne vede
7 2-Arrangeme 1K\ 07 03-Nov-2017 504 - Ekologija
8 2- Arrangeme  [K\ 03-Now- a- purchase
51 - Matematika
9 2-Arangeme 1K\ a- purchase
10 2-Amangeme IK\ 52 - Astronomija c-gift Ro
11 2- Arrangeme  IK\uM\aBOYN 10C 53 - Fizika a-purchase  Mi
12 2-Amangeme IK\M\GROSS, 54-Kemija a-pu Mi
13 2-Amangeme M a Av

You can edit them in the Settings and administration module in the Settings content set using
the Local code lists procedure.

B cosss o (IR
= L COBISSLib

2 a
2« oM e * o

& sys_alenkalm (%

&g - - o X

G O Krinica &

" 0 8
HL Home library se  Settings / se
Time parameters s

:
terlibrary
® can

I o8 Settings and
administration

&= Reports

=]

Partner +

Contact

User

coLs

Set search filter for de-accessioned material
Set up shortcuts for procedures
Profiles - view, edit

Me Messages

Send a message to all users
Read last message
Prepare COBISS+ notification

ities log
System properties
Server information
Show logged i
Set the login level

Connection with COBISS 10
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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.

Local code lists x

Local code lists
Format (CODE 81)

| Processing type - directing (CODE 82)
CODE 83
Sublocation (CODE 84)
UDC for statistics (CODE 85)
Shelving location (CODE 86)
UDC group (CODE 87)
Recipient (CODE 88)
UDC open access (CODE 89) i
CODE 90
Supplier (CODE 91) |
Financier (CODE 92)
CODE 93
Principal activity (ISBN/ISMN) — publishers (CODE 94)
Departments (CODE 301)

| Institutions, companies (CODE 303)

| Department of employment (CODE 306)
Code list of tax groups (CODE 307)
Code list of faculties (CODE 308)

[ Class, class teacher (CODE 310)
Mobile library stop (CODE 311)

Edit Close

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.

B cosissLis - D a & - - o %
= [ CcoBiss G o kriinica o offi@e 7 o

& sys_alenkalm

oo
oo

HL  Home library Me Messages
Time parameters
[ Sserials P Partner +
) Electronic e
resou ¢ Contact
B Holdings
U User
-
- .

€ cous

sa Settings /
Lo ists
51 "

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.

[& cosiss Lo - QD e
= tE, COBISSLib @/ o1 Knjiznica & 9 ¢ 91 e a - o0
& sys_alenkalm (%

8

¥ HL Home library se Settings se Server
windows
© Time parameters © Local code lists © Change passwords
€ Acquisitions © Queue editor © Refresh settings
© Job editor © Show server errors
@ Serials B Partner + © User settings © Show activities log
© User destinations © System properties
Elesiroriic 3 © Logical destinations © Server information
g resources © Personal address book © Show logged in system users
€ Contact © Set date for loan procedures © Set the login level
a Holdings : © Set search filter for de-accessioned fnaterial © Connection with COBISS 10 or COBISS DGW
i I © Set up Shortcuts for procedures ]
— U User T PTONNeS = View, ean
z Loan
5 ;
Interlibrary [
@ loan / & co.is Me Messages
a: Settings and © Send a message to all users
administration © Read last message

© Prepare COBISS Plus notification

6 Reports

In the window that opens, use the Add button.

Shortcuts editor for procedures *

List of active shortcuts to procedures

Shortcut desig. Procedure name

Then select the procedure for which you want to add a shortcut button and enter the Shortcut
label.
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Edit procedure x
Procedure name List of procedures
Unavailable material / Return/Delete Material / Download record from COBIB

Material / Catalogue
Procedure label

REﬂ Member / Card

Member / Enter visit

Field 996/997 / View

v Unavailable material / Return/Delete

Unavailable material / Return with restriction

Reservation processing location / Monitoring and
processing reservations of available material

Department / Transition to another department
Invoice / Settle debt for non-member

Cash register balance / Open the cash register
drawer

Unavailable equipment / Return/Delete

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

Shortcuts editor for procedures x

List of active shortcuts to procedures

Shortcut desig. Procedure name

RET Unavailable material / Return/Delete I

Add Edit Delete E

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

Shortcuts editor for procedures

ist of active shortcuts to procedures

Shortcut desig..  Procedure name

| RET Unavailable material / Return/Delete |

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).

(]
= t COBISS @D 01 Knjinica & 9 oA a o0
& sys_alenkalm =
I Active B RET
8o search
windows
trol par Field 996/997 [l
€ | Acquisitions
lectronic
= | ey Field 996/997 v COBISS.SHD v = o~ + & Q
| Holdings Field 996/997 v Sublocation (d\l) ~ = v ~ b =>
- Sortby: Default v Ik My queries v &« B
-
R |nteribrary w £ ® 4100 B No.of hits: 25758
o Settings and @ cur. shelingi. Call numb... Accession. Date of ac... Status (q) Status dat Availabilit Acquisitio. Supplier (2) Price (3
administration
@] 2-Amangeme IK\WVT\aMAS 1 03-Nov-2017 2017 1-limitedacc a-purchase  Ajda EUR1
o P J
& Reports 2 2-Amangeme IKw s 1 03-Nov-2017 a-purchase  Ajda
3 1 a-purchase  Ajda EUR1
4 s 1 a-purchase  Ajda
3 1 a-purchase  Ajda EUR1
6 1 a- purchase
7 1 a- purchase EUR 1
Copy from another field Delete field
Show field in the COMARC format Multiply field 996/997  Printlabels  Enter note for loan

Make up a set Show transactions
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1.6

Active
search
windows

Acquisitions

Serials

Electronic
resources

Holdings

Loan

Interlibrary
loan

Settings and
administration

Reports

B cosiss i (D
' = QL CoBISSLib

@ 01 Knjiznica &

a &

o [#] o' E®

x
g pe| Shortcuts
Contry
Q
Acces: b
Recerd &
Field 9 #l 996; IN=100000001; SG=IK\uVT\aMASTERL 5., M. \5Zakaj se bid
Field 9) 3
Sort by: queries
- itlo... +
1 rchase
] 3 rchase
] |18 rchase
] |8 rchase
J8 rchase
] 4 irchase
B rchase
Copy = v Select Show Rename Delete
Show field in the COMARC format Delete field 996, created in the acquisition procedure Multiply field 996/997 Print labels
Make up a set Show transactions

Supplier (2) +

Ajda
Ajda
Ajda
Ajda
Ajda

& sys_alenkalm (3

a X

0

Price (3
EUR 12
EUR 12
EURT:
EUR 12
EUR1:
EUR 1(
EUR ¢

Enter note for loan

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.

[ cosiss Lib - (D

oo
oo

a & -

-~

W

&

= Q| COBISSLib

Active
search
windows

Acquisitions
Serials

Electronic
resources

Holdings

Loan
Interlibrary
loan

Settings and
administration

£ &l -
1))
G0 Knjinica o 9 ol N o
RET
Control panel  Field 996/997 'H *
Accession number (f) or expert search or keywords g
NOT
Field 996/997 ~ UDC open access (dw) - v 51-Mate.. x X v bis
Field 996/997 ~ Sublocation (d\l) ~ = v K- Knjizn.. X X v 340
Sortby: Default ~ = My queries
@® +100 [l No.of hits: 18.515
Cur.. Shelvingi.. % Callnumb.. + Accession. + Dateofac. ¢ Status(qg) % Status dat.. ¢+ Availabilit.. ¢ Acquisitio

& sys_alenkalm (%

[w)

1 2-Arrangeme |K\uB2=20/9\: 100005446 11-Nov-2010 12-Sep-2018 e - old stock
E Reports 2 2- Arrangeme  |[K\uM\aSIVEC 100007225 07-Nov-2018 07-Nov-2018 c-gift

3 2-Arrangeme [K\uM\aSIVEC 100018553 28-May-2025 28-May-2025 c-gift

4 2- Arrangeme  IK\uM\aSIVEC 100018554 28-May-2025 28-May-2025 c - gift

5 2- Arrangeme IK\uM\aSIVEC 100018555 28-May-2025 28-May-2025 ¢ - gift

6 2 - Arrangeme  [K\uM\aSIVEC 100018556 28-May-2025 28-May-2025 c-gift

7 2- Arrangeme [K\uM\aSIVEC 100018557 28-May-2025 28-May-2025 c - gift

X

? 0

| S

A window will open for entering the query name.

6/40

© IZUM, 4. 6. 2025, POM-NA-SI-561, V1.0



POM COBISS Lib Instructions — selected procedures

Query x

Query name

Matematika - knjiznica

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

|2 cosiss Lo -G 7 & - - O x
- 1
= [L coBiss G 0 iiica & o v o'l@e 2 o
& sys_alenkalm @
Active
RET
gg search B RE
windows
Control panel  Field 996/997 [l *
€ Acquisitions
Serials Accession number (f) or expert search or keywords p}s (7] “
Electronic
[ Field 996/997 v UDCopenaccess(dw) ~ -~ v [S1-Mawe. x X v 3 + &
& Holdings Field 996/997 v Sublocation (d\I) v = v K-Knjizn_. x X v s =>
= | a0 Sortby: Default v 2 My queries vl e B
2 -
. Matematika
fiﬂ) ‘,j_l'u‘ Ibrary i knjiznica
Settings and Cur.  Shelving . Call numb... # Accession.. ¢ Dateof ac. Status (q) Statusdat.. + Availabilit.. + Acquisitio. Sup|
m administration
a Reports

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:= — * O

= -> 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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Control panel  Field 996/997 [ *

Accession number (f) or expert search or keywords 35 2] “

Field 996/997 v Status (q) v - v 9 - de-accessioned X X v 3 + 7 Q
Field 996/997 v Sublocation (d\I) ~ = v v 35 =>
Sort by: Default ~ 2 My queries v a4 R

I:I Cur.. Shelvingi.. ¢ Callnumb.. ¢ Accession.. ¢+ Dateofac.. ¢ Status(q) ¢ Status dat.. ¢ Availabilit.. ¢ Acquisitio.. ¢ Supplier (2) ¢

* = 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.

Control panel  Field 996/997 [H1 *

Accession number (f) or expert search or keywords / 3% (2] —

Field 996/997 ~  Notes (f) v~ I + #

Field 996/997 v Sublocation (d\I) v = v v p2¢ =>

Sort by: Default N My queries v & [
5

I:\ Cur.. Shelvingi.. ¢ Callnumb.. # Accession.. ¢+ Dateofac.. ¢+ Status(q) ¢ Status dat.. ¢ Availabilit.. ¢ Acquisitio.. ¢ Supplier (2) ¢

O - 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.

Control panel  Field 996/997 [HY *

Accession number (f) or expert search or keywords 3% (2] “

[ Fiela 096/997 v Price(3) ~ 0 - | + & Q
Field 996/997 v Sublocation (d\l) v = v v e =>
Sortby: Default v B My queries v o # [

e

\:\ Cur.. Shelvingi.. ¢ Callnumb.. ¢ Accession.. ¢ Dateofac.. ¢+ Status(q) 5 Status dat.. ¢ Availabilit.. ¢ Acquisitio.. ¢ Supplier (2) ¢
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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.

[E cosiss Lib - CEEEES L a & - — o X
= QL COBISSLib Field 996/997

1 - limited access - up to 7 days

-
oo
oo

Mmede »

03.11.2017

VT - velike tiskane crke

MASTERL $., M

Zakaj se

COMARC Define numbers Copy Print labels “ Cancel

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.

© IZUM, 4. 6. 2025, POM-NA-SI-561, V1.0 9/40
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& cosiss 1 - QD

Active
search
windows

€ Acquisitions

Loan

Interlibrary
loan

Settings and
administration

Reports

= QL COBISSLib

\Copy from another field

| Multiply field 996/997 I Print labels

Control panel  |Field 996/997 il *

-/01 Knjiznica g5a

Accession number (f) or expert search or keywords
Field 996/997 v COBISS.SIHD v = S
Field 996/997 v Sublocation (d\l) v v
Sortby: Default 2 153
V4 @ +100 v @ No. of hits: 26.415
Cur.. Shelvingi.. # Callnumb.. # Accession.. + Dateofac.. ¢
1 2-Arrangeme IK\uVT\aMAS 100000001 03-Nov-2017
2 2 - Arrangeme IK\uVT\aMAS 100000002 03-
3 2-Arrangeme IK\uVT\aMAS 100000003 03-Nov-2017
4 2-Arrangeme |K\uVT\aMAS 100000004
5 2-Arrangeme |K\uvT\aMAS 100000005 03-Nov-2017
6 2 - Arrangeme K\ V 100000006 03-Nov-2017
7 ) /100000007 02NA-9N1T

& -~ - 0 X

2 " ON S ?2 0

& sys_alenkalm @

| X
v =>
My queries v & R
Status (q) + Statusdat.. ¢ Availabilit.. % Acquisitio.. ¢+ Supplie

03-Nov-2017 a - purchase Ajda
03-Nov-2017 a-purchase Ajda
03-Nov-2017 a - purchase Ajda
03-Nov-2017 a-purchase  Ajda
03-Nov-2017 a- purchase Ajda
03-Nov-2017 a - purchase
N2 MALINTT -

Delete field

Show field in the COMARC format

Enter note for loan

Make up a set

Show transactions

The content of the procedure is unchanged, and the subsequent steps are the same as in COBISSS3.

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 10 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.

E cosiss Lib (D
= QL COBISSLib

Active
search
windows

Acquisitions
Serials

| Electronic
§ resources

Holdings

3 Loan

Interlibrary
loan

Settings and
administration

o
g Reports

Control panel | Field 996/997 [lil] *

G 07 Knjiznica 5

Field 996/997
100000001 /
Field 996/99' 11,12,cdfopgtudnr
Field 996/99 ~
OB
Sortby: Del 63
Binding indicator (1) *
Not defined
1 Shelving indicator (2) *
2 - Arrangement by subject
Copy identifier (c)
Sublocation (d\I)
Copy froma K - Knjiznica#01

Shalvina lnaatinn (A\i

v

o)

Duplicate (d/d)

Counter for accession No.

Knj

iznica

n number (f)

100000001

Date of accession. (0)

03.11.2017

ability level (p

1 - limited access - up to 7 days

Status (q)
COMARC Define numbers Copy Print labels “

&
w O

Cancel

- o
4 0

& sys_alenkalm @

? (

= Ly Q]
vy 8 B

Acquisitio.. + S

a-purchase £
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B cosiss Lib -(HD

= tL COBISSLib G o Kijinica %

1
2 2
3 2
4 2
5

6 2- Arrangeme  IK\u82=30\alV

Copy from another field

Show field in the

Show transactions

Active
99 Cearch 2IGE

windows

Acquisitions
@ seicl Accession number (f) or expert search or keywords
| = | R Field 996/997 ~  COBISS.SHD v = v
& Holdings Field 996/997 ~ Sublocation (d\l) ~ = v
- Sortby: Default ~ Bk
-
fy [ty w # @ +100 tr [H No.ofhits:25758
‘w Settings and @ cur. Shelvingi. ¢ Callnumb.. ¢ Accession.. ¢ Dateofac.. *

administration

2-Armangeme IKWVT\aMAS 100000001  03-Nov-2017

= Reports - Arrangeme  IKV AS 100000002 7

Multiply field 996/997 Enter nate for loan

a & =~ - o x
2% O &e ? 0

& sys_alenkalm

+ £ Q

My queries v 8 B

Status (g) ¢ Statusdat.. ¢ Availabilit.. ¢ Acquisitio.. % Sup
1-limited ace a - purchase

03-Nov-2017

-purchase  Ajc
purchase  Ajc

Ajc

a
a

a
a-purchase
a-purchase  Ajc
a

purchase
Delete field
RC format

Make up a set

2.5 De-accessioning material

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

@ cosiss i - GRS 2 g
w2
tL COB Field 996/997 x
K - KnjiZnica#01 ~
Status (q)
Active P
(u]n] Shelving location (d\i)
oo Sea.'j‘:h 9 - de-accessioned ~
windows -
. . Status date (1)
€ Acquisitiey Format (d\f) —
05.07.2024 i
=] serials ¥ )
Loan restriction (u)
Electroni Counter for running No
; resources -
— : Counter for loan numbers
= Holdings Running number (d\n)
. bz Loan No. (9)
. imbering (d\s)
ﬁ]) Interlibrary Numbering | ra
loan
@ Settings and N o Notes (n)
administratic UDC open access (d\u) P
B R + 61 - Medicina v
eports Notes (r)
Author or title (d\a)
DE ACCESSIONING g
ZITTLAU, J.
Acq. data
COMARC Define numbers Copy Print labels m Cancel

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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& cosss b - (D
= QL COBISSLib

L1

01 Knjiznica g

L2 & = - 0
2 v ol & * ¢

& sys_alenkalm @

Active
oo Ssearch
windows

€  Acquisitions
& serials
i s
. Loan

ﬂ Settings and
administration

B Reports

Interlibrary
loan

Mt

>}
>}
Qo
[+]
>}
>}
o

Hs

3

H | Field 996/997

>}
]
[+]
[+]
>}
>}
o
o
]

o

o

Material +

Download record from COBIB
Search for material without bibliographic record

N Recently received material

© Prepare notifications for requestors about received material

Serials check-in
Catalogue

COBISS Plus

View loans and de-acces:

Display of data about the| Status (a)
9 - de-accessioned

Notes (r)

Field 998
DE-ACCESSIONING

Accession number (f)
Change the following dat
Change call number
Show available numbers
De-accession the material
Prepare archive file for st

De-accessioning of textbooks

<20250529 sys_alenkalm>

lattern

Templates for adding fielTT6T99T

Enter transaction with material in reading room
View

Add/remove material for reading sets

Show log of changes in data
© De-accession textbooks
© Send from report queue

Prepare holdings data statistics

12

%) educational material entered +

© View list of educational material

% | Catalogue of confirmed textbooks +

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).

Active
search
windows

oo
oo

Acquisitions

Serials

O &

Electronic
resources

Holdings

Loan
Interlibrary
joan

Settings and
administration

P& &WMDO

Reports

[ cosiss b - (D
= L COBISSLib

& RET

Control panel

psl

@ 01 Knjiznica &

Field 296/907 ) *

a @ - - o x
2« ofl® e 2 o

& sys_alenkalm @

I 100000001 | —

Field 996/997 v COBISS.SHD
Field 996/997 ~ Sublocation (d\l)
Sortby: Default R

S @ v [ No.ofhits:1
Cur. Shelvingi.. % Callnumb.. $ Accession
1 2-Arrangeme |K\VT\aMAS 100000001

v =~ e + =&
v o= v 3 =
My queries v & B
Dateofac.. + Status(q) Status dat.. ¢+ Availabilit.. $ Acquisitio.. & Suppli
03-Nov-2017 03-Nov-2017  1-limited acc a - purchase

Copy from another field

AN

Double-click

Delete field

Show field in the COMARC format

Show transactions

Multiply field 996/997 Print labels

Enter note for loan Make up a set
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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.

@ cosisstib- QD L a g - - o x
= N 1
= QL COBISSLib G o1 <izrics > v S e » o
& sys_alenkalm )
Acti
I 88 s:allieh B3 RET
windows

fh

Control panel | Field 996/997 [H] *
Acquisitions

Serials Accession number (f) or expert search or keywords £ 2] “
Electronic . ) )
| resources Bibliographic record ™ Title v = v s + & Q
& | Holdings Field 996/997 Sublocation (d\I) v v v X =
—  Bibliographic record y = = -
= o 1 My queries # R
Interlib Field 998
fiy nterlibrary =
loan Limiting
'C"g Settings and L v oy e ¢ Accession.. + Dateofac.. + Status(q) ¢ Status dat.. ¢+ Availabilit.. ¢ Acquisitio.. + Suppl
administration
&= Reports
B cosiss i - GEEEED 2 & -~ - 0o x
— PN - L 1)
= QL COBISSLib G o riinica o > v« o'ffi@e 2 o
& sys_alenkalm |
oo Active Control panel Field 996/997 [H £
oo search
windows
Accession number () or expert search or keywords " 2] “
€ Acquisitions
Serials Bibliographic record ~ Title ~ = v b + = Q
Electronic Field 996/997 ~ Sublocation (d\l) v = ~ e =
m resources
= Sortby: Default ~ [EY My queries N & [E59)
=g Holdings
-— @ +100 [l INo. of hits: 23
- Loan
Cur. Shelvingi.. # Callnumb.. # Accession.. # Dateofac.. # Status(qg) * Status dat.. ¢+ Availabilit.. & Acquisitio.. + St
(m Interlibrary
v loan 1 2- Arrangeme  [K\iUG\uSU\Nal 100016855 11-Apr-2022 11-Apr-2022 c - gift [
,&»: Settings and 2 2 - Arrangeme IKNiUG\uSUNal 100016856 11-Apr-2022 11-Apr-2022 ¢ - gift R
administration
3 2- Arrangeme |K\iUG\uSU\al 100015418 11-Nov-2010 26-Mar-2020 e - old stock
& Reports 4 2-Arrangeme IK\UG\uSU\al 100015419 11-Nov-2010 26-Mar-2020 e-old stock
3 2- Arrangeme  IK\iUG\uSU\al 100003993 11-Nov-2010 02-Jul-2018 e - old stock
6 2- Arrangeme |K\UG\WSUAal 100015432 11-Nov-2010 26-Mar-2020 e-old stock
7 2- Arrangeme  IK\iUG\uSUNal 100015433 11-Nov-2010 26-Mar-2020 e - old stock
8 2- Arrangeme |K\iUG\uSU\al 100004870 11-Nov-2010 29-Aug-2018 e - old stock
9 2- Arrangeme |K\MUG\WWSU\a! 100015221 11-Nov-2010 20-Mar-2020 e - old stock

If you want to exclude de-accessioned fields from the search, you use an advanced query.
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2.8

[@ cosiss Lo - QEEED 2 &l - — ]
= R4 1
= Q| COBISSLib G 0 inica o 2 « o'W o -
& sys_alenkalm
oo Active Control panel  Field 996/997 [H *
oo search
windows
Accession number (f) or expert search or keywords prd e
€ Acquisitions
Serials Bibliographic record v~ Title v =~ LiliinBine1 bie
(| Electronic | Field 996/997 ~ Status (q) v - v 9 - de-accessioned X X v e
resources
5 Loan it a5
. =>
& Interlibrary
v loan
Sortby: Default z M
ﬁg Settings and y s e - y queries i w B
administration
. @ # |No. of hits: 19
&= Reports
Cur. Shelvingi.. % Callnumb.. # Accession.. + Dateofac.. ¢+ Status(q) Status dat.. 4 Availabilit. % Acquisitio
1 2- Arrangeme  IK\iUG\uSU\al 100016855 11-Apr-2022 11-Apr-2022 ¢ - gift
2 2 - Arrangeme  IK\NIUG\USUNal 100016856 11-Apr-2022 11-Apr-2022 ¢ - gift
3 2-Arrangeme  [K\iUG\uSU\al 100015418 11-Nov-2010 26-Mar-2020 e-old stoc
4 2-Arrangeme  IK\iUG\USU\al 100015419 11-Nov-2010 26-Mar-2020 e-old stoc

Number of fields 996/997
units):

in the local database (active

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).

Active
I EE search
windows
€ Acquisitions
Serials
m Electronic
resources
Holdings
g Loan
Interlibrary
r.y loan
ﬁ Settings and
administration
B Reports

@ cosiss Lib - (D
= L COBISSLib

@ o1 Knjiznica L

& RET

Control panel  Field 996/997 [H

x
Accession number (f) or expert search or keywords / =
Ld

pe\@..._mx
2« oM e ? o

& sys_alenkalm @

I Field 996/997 v  Status(q) v 4~ [o-deacces. x X v I % + & q
Field 996/997 ~ Sublocation (d\l) ~ = K- Knjifnic.. % X v o =
Sortby: Default ~ 1= My queries ~ -] R
®  +100 B [No. of hits: 17.752 /
Cur. Shelvingi.. ¢ Callnumb.. ¢ Accession.. ¢ Dateofac. ¢ Status(qg) + Status dat.. ¢ Availabilit. ¢ Acquisitio.. ¢ Suf
1 1- Arrangeme |K\uO\aOPPEM 100018145 03-Sep-2024 03-Sep-2024
2 2 - Arrangeme  |K\uO\aOPPEM 03-Sep-2024
3 2-Arrangeme |K\aSTEVENS! 100018168 27-Mar-2025 27-Mar-2025 a - purchase
4 2- Arrangeme  IK\u82=20/9\: 100005446 11-Nov-2010 12-Sep-2018 e-old stock
5 1 - Arrangeme IK\wuMvaMILCl 100003623 11-Nov-2010 e - old stock
6 2-Arrangeme |K\u82=20/4\: 100006094 11-Nov-2010 11-0ct-2018 e-old stock
7 2 - Arrangeme  [K\u82=20/4\: 100006095 11-Nov-2010 11-0ct-2018 e-old stock
8 2 - Arrangeme  |K\u82=20/4\: 100006096 11-Nov-2010 11-0ct-2018 e - old stock

14/40

© IZUM, 4. 6. 2025, POM-NA-SI-561, V1.0



POM COBISS Lib Instructions — selected procedures

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.

[ cosiss e - D £ @ & - - 0o x
— N ., B 1
= QL COBISSLib G 0 <niiinica 2 * oflEa 2 o
& sys_alenkalm (%
Active RET
Eg search =
windows
1 g [
Acquisitions .
£ cquisitions HL Home library se Settings Se Server
o © Time parameters © Local code lists © Change passwords
G I
Laii © Queue editor © Refresh settings
g Electronic © Job editor © Show server errors
- ~ag © User settings © Show activities log
resources P Partner +
© User destinations © System properties
& | Holdings 3 © Logical destinations I © server information
) © Personal address book © Show logged in system users
-— G Contact © Set date for loan procedures © Set the login level
= Loan | © Set search filter for de-accessioned material | © Connection with COBISS 10
4 © Set up shortcuts for procedures
m} Interlibrary U User © Profiles - view, edit
loan

l ﬁ: Settings and
administration cl| coLB

Me Messages

&=  Reports ) fsage to all users

Filter for de-accessioned material

Control panel | Field 996/997 | H x

Accession number (f) or expert search or keywords / b e “

Field 996/997 v Status (q) v - v 9-de-acc.. X X v e + & Q
Field 996/997 v Sublocation (d\I) v = v v b =>
Sortby: Default v |z My queries v R/
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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).

& cobiss b - [ ]

3

3.1

L & - - 0 X
= N o 1
= (| CoBISSLib 0 inica 2 v o e - o
& sys_alenkalm @
oo Active Control panel Field 996/997 | H L
po search —
windows
Accession number (f) or expert search or keywords (2] “
€ Acquisitions
Serials Field 996/997 ~ Status (q) ~ -~ v 9-deace.. X X v + ~ Q
(=] Electronic Field 996/997 v Sublocation (d\l) v = v K- Knjizni.. x X v >
resources
[Sort by:  Accession number (1 ~ | |2 My queries v 8 B
ﬁ Holdings
— & +100 [B No.of hits: 17.733
- Loan
Cur. Shelvingi.. # Callnumb.. % | Accession.. + | Dateofac.. ¢ Status(qg) * Status dat.. + Availabilit.. + Acquisitio.. + St
fi'l} Interlibrary
loan 1 2- Arrangeme IK\u59\aMAT] 010013476 11-Nov-2010 17-0ct-2019 e -old stock
ﬁg Settings and 2 2- Arrangeme  IK\u39\aBOG4 100000000 19-May-2020 19-May-2020 a-purchase A
administration
3 2- Arrangeme IK\uVT\aMAS] 100000001 03-Nov-2017 03-Nov-2017 a-purchase A
B Reports 4 2 - Arrangeme  IK\uVT\aMAS] 100000002 03-Nov-2017 03-Nov-2017 a - purchase A
5 2-Arrangeme  IK\uVT\aMAS| 100000003 | 03-Nov-2017 03-Nov-2017 a-purchase A
6 2- Arrangeme  [K\uVT\aMAS] 100000004 03-Nov-2017 03-Nov-2017 a-purchase A
7 2- Arrangeme IK\wVT\aMAS] 100000005 03-Nov-2017 03-Nov-2017 a- purchase A

COBISS Lib/Loan

New member registration

A new member is added in the Member content set using the New Object procedure (plus icon)

= Q[ COBISSLib

Active
oo Search
windows

€ Acquisitions

Serials

g Electronic
resources

B Holdings

-_—

=~ Loan

&y Interlibrary

51) loan

Settings and
administration

&

&= Reports

1

#B) Member | + |

OO0 000000000000

2

P Partner +

*New Object

Card

Notify member about a routing period expir
Send general notification

Show available numbers

Change class/grade

Delete inactive members

Delete selected inactive members
Cancel deletion of inactive members
Delete notes for inactive members
Enter visit

Impert e-documents

Update member details — export
Update member details — import
Send from report queue
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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).

= t COBISS I/ 01 Knizni

x
Control panel ~ Member [Mb

Membership card number or keywords

Member 4 Keywords ~

=

Member v Membership card numbe:

= ~ Far interval search, use the character "" (e,g, 1000:5000) bie
Sortby: Default A Y My queries

\\

®  +100 @ No.of hits: 305

\'7| Cur.. Members.. # Firstname 2 Surname % Dateof bi.. 4 Gender 2 Permanen.. 4 Municipali.. # Memberc...
g 1 0000013 ] female 002 - prima
1 2 oooooss [ female 002 - prima
O 3 0000083 ] male 002 - prima
[ 4 000002E I fomalo 0072 . nrima

ca e 2 % o

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.

— 1
= QL coBiss o coicnce 9« e 2 o0
& I
Active Control panel  Member [ *
oo
oo search
windows —_
€ | Acquisitions 2.
Serials Member v Membership card numbe: ~ + 4 (e
Electronic = v
- resources
= For interval search, use the character ™" (e,g, 1000:5000)
B | Holdings
Member v Membership card numbe: ~
= | oan
s 0d
~ For interval search, use the character " (e,g, 1000:5000)
{ﬁ) Interlibrary
loan Sortby: Default S EY My queries R - )
'ﬁ: Settings and / a
administration + @ = % B No.ofhits:1
Q Reports Cur.. Members.. & First name 4 Surname % Date of bi.. # Gender 2 Permanen.. # Municipali.. 4 Memberc.. 4 Guardian/.. + E-mailad.. 4 Guardi
1 0000013 _ female 002 - primary-:
3.
Overdue notices - overview Change of membership card number Delete member details Show routing details for the member Show transactions
Print label for membership card Lending form Archive of e-documents
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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 COBISSS3.

3.4 Batch transfer of members to

CL cosiss

o e 3

Membership card numbe:

Member Member category v
Member Keywords - = v
Sortby: Default -
+ @ + 100 + B No. of hits: 395
Members. First name 2 Sumame 2 Dateof bi.. & Gender &
oooncss el

Delete membe

Print label for membership card

+ £ Q
X v
x
My queries & B
Permanen.. +  Municipal Mermiber ¢ Guardian E-mal
002 - primary-
002 - primary-
002 - primary-

002 - primary
/ 002- primary

Show routing detalls for the member

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.

= {L coBIsS

R o <iimica

2w oM
& sys|

Active
search
windows

€ Acquisitions

Serials

[ Electronic
resources

& | Holdings

5 Loan |
Interlibrary

(il) loan

{’: Settings and
administration

&= Reports

1
MB| Member +
card

Notify member about a routing pericd expiry
ow available n
Change class/grade

Send general notification /
Delete inactve members

Delete selected inactive members

Cancel deletion of inactive members

Delete notes for inactive members

Enter visit

Import e-documents

Enter/update members details — school libraries
Update member details - export

Update member details — import

Send from report queue

P Partner +

3
Mt| Material +

Ccatalogue

COBISS+

View loans and de-accessioning from textbook fund

Display of data about the access to full text of the e-resource

H | Field 996/997

Enter transaction with material in reading raom
View

Add/remove material for reading sets
De-accession textbooks

Prepare holdings data statistics

Wl

Home library

Time parameters

Calendar

Loan type (pq table)

Electronic notification

Contact details and information for COBISS+
Restrictions on operations

Show loan parameters

Create lending forms and invoices
Expand username code list fo
Text for signature pad

Dp| Department
Card
9
Ms| Notification

Show undelivered e-notifications
Send special notification

[X

Overdue notices

Create overdue notices

Cancel creation of overdue notices
Send overdue notices

Create overdue notice forms

No' Counters

Rl Routing lists +
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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

Active
search
windows

oo
oo

m

Acquisitions

&

Serials

Electronic
resources

a

Holdings

Loan

Interlibrary
loan

@

Settings and
administration

D &

Reports

= Q[ COBISSLib

& Bib N Cat @ Card

Control panel ~ Member [

Membership card number or keywords S

Member
General ~ Schooling, employment
]2 —
x Membership card number
0000012

uperior partner

Member v Keyy
First name *
Member ~ Men
Andreja
Sortby:  Default «I .
Surname *
ad 151 1D S Test
Cur.. Members.. & Firstnam Date of birth
1 0000012 Andreja

Overdue notices - overview

Print label for membership card

female

Citizenship

\ Note Password

Change of membership card number

Lending form

Membership

Delete member details

Archive of e-documents

nfo

No. of copies on loan restr. (LOAN)

Renewal limit (LOAN)

Language of overd

domestic language

07.12.2015

E-notification

Show routing details for the member

f reservations restr. (LOAN)

Registration form

Show transactions

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.

= QL coBiss

Overdue notices - overview

Print label for membership card

I 07 Knjiznica oh

Active Control panel ~ Member M8 *
Bg search
windows
Membership card number or keywords
€ Acquisitions
Serials Member v Class/grade v =
| Electronic Member ~  Membership card numbe v =
resources
= Sortby: Default v B
&= | Holdings
= El + @ & @ Y B No.ofhis:15
- 00
Members. First name Surname Date of bi..
£y |merlibrary B
¥ loan 0000690
Settings and N 0000691
% administration
0000692
B Reports 0000693
0000694
Print selected
objects 0000695
0000696
4k oo00697
0000698
o 0000699

Change of membership card number

Lending form

SMENe 7 o
S —

v 2.b-2 brazred X X v " + 7 <
v For interval search, use the charact 20,1 1o
My queries v

Gender Permanen.. Municipali.. Member c.. Guardian/... E-mai

female 002 - primary-

female 002 - primary-

male 002 - primary-

female 002 - primary-

male 002 - primary-

female 002 - primary-

female 002 - primary-

male 002 - primary-

male 002 - primary-

male 002 - primary-

Delete member details

Archive of e-documents

Show routing details for the member

Show transactions
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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.

oo
oo

ad& »

£ & Mo

o

= [ coBiss

Cur. Members.. 3

1 0000060

Membership card numbe

v e

— 0 o: I

0000060

Membership card numbe.

B No. of hits: 1

Sumame : Dateofbi.. &+ Gender 3 Permanen.. 3 Municipall

2 « cffie » o

<IN -

+ &£ Q

" v 8 R
Memberc_ ¢ Guardian/- ¢ Emallad
014 -home in maria i

3.7

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

Book loan using a membership card

using the shortcut button or the ALT + I key combination.

P Partner +

M Material +
Catalogue

H| Field 996/997

— L1
= t COBISS I 01 0; I 2 v ol a 7 o
/ + I
EE . W Cat @H Dep
) '
€ NEl Member + HL Home library
& s n
I:l E
B Holdi
= Lo C
I
Ay 0
o "‘"I 5 B8) Department
8| e

M Notification

Nt| Overdue notices

&) Counters
12
Bl Routing lists +
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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.

N
= QL COBISSLib 0 iica 5 & o
po Active EBb WNCat | @cCard | i Mem @ View
po search
windows
€ 1 7
Acquisitions "
q . Member 4 HL Home library
E' Serials © Card © Time parameters
© Notify member about a routing period expiry © Calendar
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resources © show available numbers © Electronic notification
© Change class/grade © Contact details and information for COBISS+
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© Cancel deletion of inactive | hg forms and invoices
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o Settings and © Update memberdetails - |__
administration © Update member details - if
© Send from report queue
B Reports m Cancel
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P Partner + {8 Notification
g © Show undelivered e-notifications
© Send special notification
Mt| Material +
© Catalogue 1o
© COBISS+ [ overdue notices
© View loans and de-accessioning from textbook fund T g 5
© Display of data about the access to full text of the e-resource S0 }Je notices
© Cancel creation of overdue notices
4 © Send overdue notices
© Create overdue notice forms
) Field 996/997
© Enter transaction with material in reading room n
© View 8 counters
© Add/remove material for reading sets
© De-accession textbooks 1z
© Prepare holdings data statistics BBl Routing lists 4
= B namana B - _— s ARAER .
0000038 BRIGITA TEST, employees (01 Knjiznica) x
Outside loan IN/CN Confirm [ECNCIN [ IMaterial from all departments & BRIGITATEST s
(=)
< & Catalogue +a Department
' lig 1] Membershi. 0000038
' All material |Loan  Return
. Category: employees
c 3E){pired: 2/ Current overdue € B (e (Em
l N fine: 000 N Membership
%+ Expiry
l ] c. Material Other data Loan data m.VdnCirLoanEditor.r. Visit 19-May-2025
Medpredmetne in kurikularne povezave : prirc
B Status date: 24.06.2011 Privil NMF / NOC
I l m Rutar llc, Zora (editor); Pavli¢ Skerjanc, Katja (¢ Accession No.. 000012304 arus ate nvileges /
@ 5 Expiry:  08.07.2011
books | Slovenian | 2010 SG=K 371.3 Medpredmetne G 7
' C comiss siip: 251082496 Days of delay. 4185 Addresses
0Odklikni! Ustavimo spletno nasilje nad Zenska Status date:23.12.2019
4 L] 2 m books | Slovenian | 2019 Qéif:‘;gg;w:ﬂom““ EXpiry: 06.01.2020 £ Cashre.. EUR 0,00/ EUR
C  COBISS.SHD: 302781696 Days of delay:  1623d 0,00
' Sonce na Krasu
- 3 m Kosovel, Sre¢tko Accession No.: 000011147 Status date: 19.05.2025 Note
O ¢ Docke-fletion| Sovenian | 2004 SG=K P KOSOVEL SRECKO Sonce naKrasul ~ Expiry:  02.06.2025
COBISS.SHD: 128525312
E-notificati...
My library password
Transactions E-documen..
Qverdue no... Notifications
Routing lists Inventory
Close Interlibrary loan
i et A T [T
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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.

Search by key x

Membership card number/keywords:

tesq
A 2 1)
= (| COBISSLib I o nirica o x ofye » o
- I

gp Adtive NCat @MC @H & Dep
Do search -

windows
€ - 1 6 8

EUEIEETS HL Home library Se Settings Se Server
Serials © Time parameters © Local code lists © Change passwords

| Member x
=
= | :
- @ hid # No.ofhits:3
al a Cur.. Members.. First name Surname Date of bi.. Gender Permanen Municipali... Member c. Guardian/. E-mail ad. C
rﬁj : \:\ 1 1347469 Test Maj 006 - employe

2 1347468 Mateja Test 009 - farmers
-4 1 J 3 1347467 Test Jana 010 - housewi
a |

L]

22/40 © IZUM, 4. 6. 2025, POM-NA-SI-561, V1.0



POM COBISS Lib Instructions — selected procedures

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.

1347468 Mateja Test, farmers (01 Knjiznica) x
Outside loan ~ IN/CN m W COBISS+ [__|Material from all departments ‘ Mateja Test ¢
& Catalogue # Department

lrﬁ Membershi... 1347468
All material  Lo:
C:2 Current overdue fine: €0,00 & Lendingform 4 Expiry Category farmers
a C.. Material Other data Loan data m.VdnCirLoanEdi
Membership:
Postopki, naprave in materiali v kemijski indu
1 ﬁl Zakrajsek, Sreco Accession No 0w0000833p Status date:14.05.2025 Visit: 14-May-2025
c books | Slovenian | 1985 SG=K 54 ZAKRAJSEK SRECO Postopki, naprave|  EXPiry. 28.05.2025
COBISS SHD: 6687
Addresses:
Strego zaupno na Irskem
M 2 N Gradiénik, Branko Accession No.: 000000009 Status date: 14.05.2025
— c books - fiction | Slovenian | 2001 SG=K P GRADISNIK BRANKO Strogo zaupno | Expiry.  28.05.2025 #] Cash EUR 0,00/ EUR
COBISS.SHD: 114600192 ashre. 0,00
Note
E-notificati...
My library password

Transactions E-documen...
Qverdue no Notifications
Routing lists Inventory

Temporary note Permanentnote  Change date View renewals View Mark / unmark as lost
COMARC Close Interlibrary loan

The quickest way to select all units is to check the box in the title bar.

1347468 Mateja Test, farmers (01 Knjiznica) %
Outside loan ~ IN/CN m N COBISS+ [_JMaterial from all departments & Mateja Test ¢
& Catalogue aa Department
lfﬁ Membershi.. 1347468
All material
C:2 Current overdue fine: € 0,00 & Lending form % Expiry  Category farmers
Material Other data Loan data m.VdnCirLoanEdi )
Membership:
Postopki, naprave in materiali v kemijski indu
1 Nl Zakrajsek, Sreco Accession No.: 000008330 Status date:14.05.2025 Visit 14-May-2025
c books | Slovenian | 1985 SG=K 54 ZAKRAJSEK SRECO Postopki, naprave | Expiry: 28.05.2025
COBISS.SHD: 6687
Addresses:
Strogo zaupno na Irskem
2 ﬁ Gradisnik, Branko Accession No.. 000000009 Status date: 14.05.2025
c books - fiction | Slovenian | 2001 SG=K P GRADISNIK BRANKO Strogo zaupno | Expiry:  28.05.2025 # Cash EUR 0,00/ EUR
COBISS.SHID: 114600192 ashre.. 0,00
Note
E-notificati...
My library password
Transactions E-documen.
Overdue no. Notifications
Routing lists Inventory
Change date Mark / unmark as lost
COMARC Close Interlibrary loan
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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.

1347468 Mateja Test, farmers (01 Knjiznica)

x
Outside loan ~ | IN/CN Confirm JECWGEISS [ |Material from all departments & Mateja Test ¢
& Catalogue s Department

Iy Membershi... 1347468
Allmaterial ~ Loan
Renew C:2 Current overdue fine: €0,00 & Lending form & Expiry Category farmers
C. Material Other data Loan data m.VdnCirLoanEdi _
Membership:
Postopki, naprave in materiali v kemijski indu
1 ﬁ Zakrajsek, Sre¢o Accession No.. 000008330 Status date: 14.05.2025 Visit 14-May-2025

books | Slovenian | 1985
COBISS.SHD: 6687

Strogo zaupno na Irskem
2 N Gradisnik, Branko
c Books - fiction | Slovenian | 2001

COBISS.SHD: 114600192

COMARC Close

SG=K 54 ZAKRAJSEK SRECO Postopki, naprave |

Accession No.
SG=K P GRADISNIK BRANKO Strogo zaupno |

Expiry:  28.05.2025

Addresses:

000000009 Status date:14.05.2025

Expiry 28.05.2025 EUR 0,00/ EUR

# Cashre.. 0,00
Note

E-notificati...

My library password

Transactions E-documen...
Overdue no... Notifications
Routing lists Inventory

Mark / unmark as lost

Interlibrary loan

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

1347468 Mateja Test, farmers (01 Knjiznica) x
Outside loan ¥ | IN/CN Confirm [ONeC{ [ Material from all departments & MatejaTest P
& Catalogue & Department
rfﬁ 9 Membershi... 1347468
All material ~ Loan
Renew C:2 Current overdue fine: € 0,00 & Lendingform & Expiry Category: farmers
C.. Material Other data Loan data m.VdnCirLoanEdi Membership
Postopki, naprave in materiali v kemijski indu:
1 N Zakrojsek, S Visit 14-May-2025
¢ books]Sioven Due date x
COBISS.SHD: §
. Addresses:
Stre / Enter We cmh‘
2 N Gra
oool E EUR 0,00/ EUR
c ol I | £ Cashre... e
Note
E-notificati...
My library passwerd
Transactions E-documen...
QOverdue no.. Notifications.
Routing lists Inventory
Change date Mark / unmark as lost
COMARC Close Interlibrary loan
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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.

= QL COBISSLib ——— s s e ¢ o

W Cat @ MeC eH @ Rets & Dep

1
H | Fleld 996/997 HL.  Home library & Counters

oo
oo

Enter transaclion with malerial in reading room

& =

B Routing lists 4

Rt Routing

& I Equipment +

catalogue

i Unavailable equipment

Retum/Delete

D £ & e

P Partner 4 8 Equipment ransactions

M Materlal 4 available material & Equipment counters

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.

= QL coBssLs [ I 2« c'faillo ro

M ekt 996997 W Home Wrery W counters

B Routng e &

B Roveng

B Unavatsbie matensl i B rawmen +
|
Fetaatelrte L

© Deele suphed teymvirar

o | Search by key

Padledn a

IR Unsvasaole squpment

B tavomen vareactoss

W Equpment countery

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.
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- g
= [, COBISSL o b 20 Oyl ot 0 a:
' oo v o & @H =1 & R & D
oo windaws.
€ - PRy
| - |
= Meriber Kepwords
o, o Marrbar Mamership card nurmbe.
- Saftby Detas E oy
iy + @ s = * M
@ = B Ce. Memten. @ Fisteame s Sumame ¢ D ¢ Search by key " ¢ Gueedien_ § Emailed. ¢ Guedis. g Mobleph. 8 Mol
o a 1347468 Matga Test hherrsership card mumber eywords pers e—
il h 1} ! o 1l i 1 4 labal| Mp g fe
Asct

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.

- 2 1
= [| coBIss o oinice 9 o Siula 2 0 a
oo @Bk WCat @Cad WMem | @ View
oo
€ ’ 1
A W) Member + W r.e\?/ms) WL Home library W Counters
@ ser ey witn e
u - i) Routing lists 4
o8is
B fl Routing
1
= °
= .., @ i) Equipment +
Interlibr Text for signat Catalogue
&y
. 15
o | i Department ¥ Unavailable equipment
B N Return/Delete
2 18
® Partner + i i i Notification i Equipment transactions
) Reservation processing location o e e ot
3 ! g and pro S ex
W Material + le materia ) Equipment counters
i Overdue notices
cessioning from textbo
tthe access to fultext of the

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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I o1 ojiznica J

= [ COBISSLb

o v Sl e 2 0 ay

@B WCat @Cad W Mem

ch windows

Acquisitions

Memoer Il *

Accession number (f) or

Copy from another field

Field 996/997 8

keywords

© View

Delete field

Muttiply field 996,997 Frint |abels

Emter note for loan

Make up a set Show transactions

Fleld 536/537 ¥ COBESHD Insight into the library material status x & 1
Field 996/997 ~  Sublocation (d\) =
wthy:  Default > Lk TieSenes na Krssu My gueries
Ali=Kosavel, Srecko
PY=2004
L S o
L SRECKD Sonc K 16-M,
B cCu Shehingl ¢ Callumb 2 Acces e 1 LRE s Price(3}s  Fhysicall s Copglseti_ ¢ Bindegin
1 2-Arangeme  KN1\WP\GKD: 0000 EUR599 Mot defiry
el

Shaw fredd in the COMARC format

The loan status of a copy can also be checked in the Catalogue.

= L COBISSLib

R o> Usbenicii skiad 3 )

M| Member +

P Partner +

3
Mt Material +

© Catalogue

e-resource

© COBISS+
© View \aan%—access\omng from textbook
fund

© Display of data about the access to full text of the

H | Field 996/997

Lt Reservation processing location

© Monitoring and processing reservations of
available material

HL Home library

9
Ms| Notification
© show undelivered e-notifications
© Send special notification
10
Nt| Overdue notices

© Create overdue notices

© Cancel creation of overdue notices
© Send overdue notices

© Create overdue notice forms

Active =
Bib @ Card Mem View
EE search = L ©
windows V\
0 4 7 1"
€  Acquisitions

Serials © card © Enter transaction with material in reading room © Time parameters -
© Notify member about a routing period expiry o View © Calendar N
Flectionic © send general notification © Add/remove material for reading sets © Loan type (pq table) Al| Routing lists 4
L © Show available numbers & De-accession textbooks & Electronic notification -
© Change class/grade o Prepare holdings data statistics © Contact details and information for COBISS+
& | Holdings © Delete inactive members © Restrictions on operations Rt| Routing
© Delete selected inactive members 5 © show loan parameters
= . © Cancel deletion of inactive members B Unavailable material o Create \er\dm‘g»(um’vs'and invoices R L) )
4 © Delete notes for inactive members © Exp ame code list for re I'| Equipment +
© Enter visit © Return/Delete © Text for signature pad o
N :n\erhbrary © Import e-documents © Delete expired reservations © Catalogue
oan © Enter/update members details - school libraries © Material loan analysis 8
o Settings and © Update member details - export © Calculate a typical work week 5) Department I35
administration © Update member details — import © Caleulate material turnover Im| Unavailable equipment
© send from report queue © Retum with restriction o card o Retum/Delete
= Reports © Prepare |oan transactions statistics

17

No| Counters

It° Equipment transactions

in| Equipment counters

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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Y i i o
= QL COBISSLIb o e sv oo 2 0 ax
op Active @Bb §Cat @Cad fWMem @ View
oo Ssearch
windows
€ Catalogue x n
Acquisitio 88 counters
Serials sonce na krasu @ n 17
Routing lists 4
] Electronic .
resources  Field 996/997 ¥ Lending department v s v v 32 + & C .
for COBISS+
& Holdings [ Fleld 996/997 ~  Accessionnumber(fy ~ = ~ 000011147 o I [/ Routing
Field 996/997 v Sublocation (d\) v o= o~ v fee i
Loan reports a B0 Equipment +
@ Interlibrary Available My queries ~ o B © Catalogue
loan
Settings No. of hits: 1 5
S - 0. of hits:
S cciminisit} [ unavailable equipment
B cecon g Cu. Title: Author & Accession.. ¢ Callnumber ¢  Loan status / Issues & COBISSX.. 3 Public 2 ReusDelne
eports
9 SoncenaKras Kosovel, Sretk 000011147  KPKOSOVEL on loan - outside loan, due date: 02.06.2025 / Member: 00 128525312 2004 -
8 Equipment transactions
18
1w
il Equipment counters
ices
View | Print slip

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.

= QL CoBISSLib o s s x oy e 2 o,

& Bib W Cat @ Card 4 Mem © View

M8 Momber + Counters

#HL Home library No

#) Routing lists +

8 Routing

W) Equipment +

© Catalogue

D8] Department ¥ Unavailable equipment

card

P Partner +

M| Notification U8 Equipment transactions

M Material + B Equipment counters

Catalogue

M Overdue notices

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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= : : (Vg1
= QL COBISSLib I o <oivnica & 2% oylAe 7 0 ass
00 Active @Bb WNCat @Cad W®WMem @ View
00  search windo
B Acoust -
S . - B
= Fleld 996/997 V. | COBISSSHD Insight into the library material status #
= v Field 996/997 v Sublocation (d\)) v 3
| Lo wtby: Default v E TisGonoe ha Kraeu My queries v
AU=Kosovel, Srecko

) Inteiivrary = PY=2004
2 i / ® « H LAsslv - Slovenian
o o sm s Toacs o ™ 11147 SG=K P KOSO\ EKO Sonce na Krasu | 19-May-2025 @unamsc M e T

% Cur. elvingi.. 4 all numb... coest| e 0000038 BR! GITAT 006 yployees s rice (3) ysical s opy/seti.. & inding in.
B 1 2-Arrangeme  IK\f1\uP\aKO: 0000! EUR 599 Not definy

Copy from another field Delete field Show field in the COMARC format
Multiply field 996/997 Print labels Enter note for loan Make up a set Show transactions

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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= L COBISSLib B o <onca &

@Bb WCat @Cad WMem @ View

oo
oo

Bl 2couisitions Favourites Bibliographies  Reportvariables  Classifications  Data export
A ns
8 serial Standard ~ User |-'|-\|:,\.\_

Electronic .
L= B s
= @ Cataloguing & Loan @ Application administration
B Holding Data for further processing List:

ists a
= .. BibSiSt (NUK)
ol libraries
) (
& Reports
@ Serials

Lists

inancial means
fications)

interlibrary loan
Delivered material
Statistics

2« oM a 7 o a:

The report LOAN-MM-03: Members and loan period date about to expire can be found in Loan

in the Members and Material group.

= L coBissLib I " <iice i

& Bib N Cat @ Card & Mem @ View

Favourites ~ Reports  Bibliographies  Reportvariables  Classifications  Data export

Standard  User definitions

&
@) cataloguing @ Application administration

© Data for further processi

© Lists

9

Reports: Members and material

@y Inetioary
loan

o= N e » o s

Delete stored reports

Browse stored reports

a
ﬂ Settings and Report definiti
administration
al
&= Reports -
LOAN-MM-01: Members with entered material
| Serials
© Lists
© Use of financial means LOAN-MM-03: Members and loan period date about to expire
o Statistics
LOAN-MM-04: Notification about a loan period expiry date (mail)
- LOAN-MM-05: about a loan period
Bl Electronic resources ( LOAN-MM-06: Recipients of e-mail notification
o Ui members database)
B IUse orimanciel mears © Calculation numberof visit|  LOAN-MM-07: List of reserved material
= E o Trn
© Statistics LOAN-MM-08: Number of members of individual categories with entered matefial
© Data for further processing o
© Cash register LOAN-MM-09: Members and loan period date about to expire
5 © Data for further processing
LOAN-MM-10: List of borrowed textbooks by departments/years.
& Holdings .
LOAN-MM-11: Notification about a loan period expiry date for material from all departments (mail)
. # Interfibrary loan
© Delivered material
o statistics v

Add 1o favourites

Create scheduled report  [REEET]

Close

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).

= QL CcoBisSLib o
Act @Bb  WCat @Caud WMem © View
Favourites  Reports  Bibliographies  Report variables  Classifications  Data export

Sundwd  peports: Members and material

@) cataiog
© Datafof
h Enter parameters for report creation
LOAN-MM-01: Members with entered matertal

© Lists

o v e » 0 ay

) Seals | oaNMM07: Lis

off  LOAN-MM-08: Nu
© Sl | OAN-MM-09: M

LOAN-MM-1

.
Electrt  LOAN-MM-11; Not

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.

= [|. COBISSLib e

@Bb  WCat  @Cad W Mem @ View
Favourites  Reports  Bibliographies  Reportvariables Classifications  Data export

Swandard  User gefinitions

Reports: Members and material

@) cataloguing
© Data for fusther processing -

Q

LOAN-MM-01: Mermbers with entered matefial
LOAN-MN
Search - Member
il LOANMY
LOAN-MY
& Reports f

LOANMY
LOAN-MY

2o e » 0 as

Member
LOANMY

LoAwm] Member
LOANMN Sort by:  Defauit
LOAN-MK

LoANMY ¢ ®

&) Holdings

Delete st
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Enter parameters for report creation

Query parameters

Unavailable material Date of loan or reservation: = v From: 01.01.2025 B Tor 30.04.2025 "

Unavailable material ~ Author: =

Unavailable material Call number: = v

Unavailable material Availability level: = v ~
Unavailable material ~ Status: = v ~
Unavailable material Loan restriction: = v

Unavailable material Note on item: = v

Unavailable material Temporary note: = v

Unavailable material Type of material: = v ~
Unavailable material Transaction department: E ~
Unavailable material  Loan status *: =~ c-onloan X k-incirculation X s -onloan (reading room) X X v

Load/save parameters:  + new configuration

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.

Enter parameters for report creation

Query parameters

Unavailable material  Date of loan or reservation. - = To 01.09.2024

Unavallable material  Author:
Unavallable material  Call number:
Unavallable material  Availabilty level
Unavallable material  Status:
Unavallable material  Loan restriction:
Unavailable material  Note on item:
Unavailable material  Temporary note:

Unavailable material  Type of material:

Unavailable material ~ Transaction department:

Unavailable material  Loan status *:

+new
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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.

Enter parameters for report creation x
Query parameters
Unavailable material ~ Date of loan or reservation: = ~ From: 01.09.2024 # To: 15.06.2025 B
Unavailable material Author: = v
Unavailable material Call number: = W
Unavailable material Availability level: = v ~
Unavailable material Status: = v ~
Unavailable material Loan restriction: = v
Unavailable material Note on item: = W
Unavailable material Temporary note: = v
Unavailable material Type of material: = v ~
Unavailable material Transaction department: = v 01 - Knjiznica X X v
Unavailable material Loan status *: = ~ s-onloan (readingroom) X c-onloan X k- in circulation X X v
Load/save parameters.  + new configuration ~ [+ x
\“—» m Cancel

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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Data export in MFERAC fol

Data export in MFERAC fal
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List of fields 996/997 (full
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View PDF

Print
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Create scheduled report Create report Close

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.

Reports:

Q

s
m archived file

m archived file

Lists

Report definitions

H-L-01: Accession book
H-L-01: Accesri~—— =" "=~
H-L-01: Acces; Search - Field 996/997
H-L-01: Acces!

=

H-L-02:Listof Accession number (f) or expert search or keywords

©
»

s (user classificatic

H-L-02: List of
) re L s
H-1-03: List of | Sublocation (d\l) v = v K- Knjiznica#01 % X v o)
H-L-04:Listof | Date of accession. (o)A/v = v~ From: 01.03.2025 To: 30.04.2025 b
H-L-05: List of
Acqulsnionlype(v)// = v a-purchase X X v B x
H-L-06: List of
H-L-07:Datae Sortby: Default ~ |z My queries
H-L-08:Datae
@ ¥ B No.ofhits: 4
H-L-09: Export
H-L-10: List of [] Cur. Shelvingi. # Callnumb.. & Accession.. # Dateofac.. 2 Status(q) 2 Status dat.. ¢ Availabilit.. ¢ Acquisitio..
H-1-11-list of \:\ 1 2-Arrangeme IK\uP\aVIDM/ 000015945 17-Apr-2025 17-Apr-2025 a - purchase
[ 2 2 - Arrangeme  [K\C1\aRAD( 000015942 02-Apr-2025 02-Apr-2025 a - purchase
Delete stored —
@ & 2- Arrangeme  [K\uC1\aSTAN 000015946 17-Apr-2025 17-Apr-2025 a - purchase
Sr‘z';ccl:m':ms 1 [] 4 2-Arrangeme  IK\uC1\aPAPL 000015943 02-Apr-2025 02-Apr-2025 a - purchase

Supplier (2) ¢+  Pri
ZALOZBAPIVI El
Zalozba AJDA El
ZALOZBAPIVI El
ZVEZAMODR El

& Select all Close v

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.

Reports: Lists

Q

HL01: Accession 800k per parameters for report creation
H-L-01: Accession book (

nbook( o eters

HL-01: Acc

HL-01: Acc

9-ge-accessioned %

H-L03: List of serials (S | © From: 01.01.2024 T To 30042024 =

H-L-04: List of serials

H-L-05: List of serials by

H-L-06: List of serials by

H-L07: Data export in M

H-L-08: Data export in Ml
H-L-09: Export of data in
H-L-10: List of fields 996
HA-11: List of fields 998

Delete stored reports

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.

= [ coBissLib I o i e 22 cll@e 2 o s

DaéeMedBE ~ 8
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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.

Reports: Business documents x

Search - Field 996/997 ®
Report definitions

B \
Accession number (f) or expert search or keywords 58 2] “
H-BD-B01: Holdings witl

H-BD-B02: Holdings witl Sublocation (d\l) « ~ = ~ K - Knjiznica#01 X X v b + ~ Q

H-BD-BO4: List of recenl | pate of accession. (o) ~ = ~  From: 01.11.2024 i To: 31.05.2025 E 2 =>
H-BD-B05: Recently recy
H-BD-BO8: List of recen
H-BD-BO7: List of fields  Sortby:  Default v 2 My queries v o o# R

Acquisition type (v) /v = v a-purchase X X v 3z x

H-BD-B08: Holdings dat

HBD-BO%: Listofdeag ~~ & 100 % [ Noofhitsi64

H-BD-B13: Material fors | | Cur. Shelvingi. & Callnumb.. # Accession. : Dateofac..: Status(q) s Status dat.. 4 Availabilit.. ¢ Acquisitio.. + Supplier (2)
H-BD-B14: Holdings for I:\ 1 2-Arrangeme  IK\uC2\aVALV 000015954 13-May-2025 13-May-2025 a-purchase  Zalozba M
H-BD-CO1:Labelforma | | 2 2 - Arrangeme  [K\uP\aPRITC 000015928 14-Feb-2025 14-Feb-2025 a-purchase  Zalozba M
H-BD-C02: Labelforma [ ] 3 2-Arrangeme IK\uP\aPRITC 000015929 14-Feb-2025 14-Feb-2025 a-purchase = Zalozba M
H-BD-CO3: Labelforma [ | 4 2-Arrangeme  IK\uP\aPRITC 000015930 14-Feb-2025 14-Feb-2025 a-purchase  Zalozba M
HBD-CO4: Labelforma [ | 5 2-Arrangeme IK\uC1\aDON 000015835  04-Dec-2024 04-Dec-2024 a-purchase  STARSI BA
H-BD-CO5: 1 ahelforma | | 6 2 - Arrangeme IK\uC1\aCUI ¢ 000015894 29-Jan-2025 29-Jan-2025 a-purchase  Zalozba Ef
Delete stored repoiy I_} 7/ 2-Arrangeme IK\uC1\aBRIG 000015927 14-Feb-2025 14-Feb-2025 ~\j -purchase = ZalozbaM

inancial & Select all Close
s documents

s

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

Reports: Business documents x

Report definitions

Q
HEDBO1:Ho Enter parameters for report creation x
H-BD-B02: Holdi
H-BD-BO4: List @
Parameters

H-BD-B05: Rece)

H-BD-BO6: List g
Comment in the title *
H-BD-BO7: List @
*

1-BD-B08: Holdi Purchase from Nov *24 to today

H-BD-B09: List @

H-BD-B13: Mate | oad/save parameters:  + new configuration > = x 2
H-BD-B14: Holdi

H-BD-COT: Label T, “ Cancel

H-BD-C02: Label ivrmawwnar—mwnmaws
H-BD-C03: Label for material - format 2
H-BD-C04: Label for material - format 3

H-BD-CO5: | abel for material - format 4

Delete stored reporis Browse stored reports Add to favourites Create scheduled report Create report Close

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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COBISS Cooperative Online Bibliographic System & Services COBISS

I 21-May-2025

H - LIST OF MATERIAL

HOLDINGS WITH DATE OF ACCESSIONING Report code: H-BD-B01
| Purchase from Nov *24 to today |

Comment in the Title

Prices - total in domestic currency: FUR 1,171.40
Number of titles: 61
Total number of units: 64

Number of units not entered into 996/9973 - 2
Price:

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 tocki 4.13. Spreminjamo samo Parametre za pripravo izpisa,
ki jih dolo¢imo v iskalniku Polje 996/997.

4.15 Stevilo polj 996/997 (neodpisanih) v doloCenem
casovnem obdobju na doloCeni lokaciji in njihova
skupna vrednost

Podatek o Stevilu enot pridobimo na enak nacin, kot je opisano v tocki 2.8. Spreminjamo samo
poizvedbo, ki jo dolo¢imo v iskalniku Polje 996/997.

Podatek o vrednosti teh enot najhitreje pridobimo z izpisom Z-PL-B08: Rekapitulacija podatkov
0 zalogi. Postopek je opisan v tocki 4.13.

4.16 Stevilo vseh odpisanih polj 996/997 v knjiZnici

Stevilo odpisanih enot najhitreje ugotovimo s pomo¢jo iskalnika Polje 996/997. Uporabimo atribut
za iskanje Status (q) in izberemo vrednost 9 — odpisano.
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4.17 Stevilo odpisanih polj v dolo¢enem ¢asovnem obdobju
na doloceni lokaciji in njihova skupna vrednost

Podatek pridobimo enako, kot je opisano v tocki 4.16., s tem da dodamo Se iskalni atribut Datum
inventariz. (0).

Podatek o vrednosti teh enot najhitreje pridobimo z izpisom Z-PL-B08: Rekapitulacija podatkov
0 zalogi. Postopek je opisan v tocki 4.13.
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