Director’s Station Exercises

Login to http://ds.lib.wy.us

Contact the WYLD office if you do not know the code or password.

Use Internet Explorer 7, if you can as you may have occasional problems with Firefox and IES,
Make sure popups are off or add ds.lib.wy.us to the allowed list.

If using IE 8 turn on compatibility for ds.lib.wy.us (tools=>compatibility view)

Exercise 1: Item/location count

3 Muliimedia Training Films

Click the left most “SirsiDynix” menu bar (far left 3 Documentation

vertical bar). It pops out to reveal 5 menu options. 7S Collection Analysis

Start Fage: Collection Analyziz
9 Libramy &dministration

[ Technical Services Analyziz

Click Collection Analysis
—>Technical Services analysis
—>Cataloging

> All Cataloging Measures B3 Acquisitions
3 Authority
Close the SirsiDynix menu button by clicking on it [ Cataloging
again- Ef All Cataloging
Meazures
Ef Callection by

Library/ltem Type
B Crllertinn bu Crrent

This default report has item type as rows and home location as columns. Above the report is the

data pool. Find the ) i "~ button and click the down arrow to see other options
for the library limit, such as library branches. Your library should be selected by default.

In the report area hover your mouse over | Home Location "'
the [All Home Location] button. Click i
on the down arrow and notice how the Home |ADMIN| AV |BINDERY

location values will contract or expand in ~ -e==tien

the horizontal part of the report, depending

on the checkboxes you check or uncheck.

The same is true with the [All Item Type total] columns. This behavior is typical of all data in
the report area.

The default version of this report represents all the holdings that your library has in Symphony
(WYLD), as of the previous night at midnight.



Adding Limits to the Default Report:

Limit the results to items added last month by finding the | D=t= Cepy Created "~ measure in
the data pool.

Click the down arrow |_Date Copy Created | ~|
Slide the right hand bar down until you find 2009. G s is Iancen
Click on the underlined 2009. 2009
Click on the underlined Quarter 2. © Quarter 1
Click the radio button next to May. - ' Quarter 2
Click “‘Accept’ at the top of the data box. " April
& May
The report area now shows the counts for items ) June
added in May 2009. To remove the limits, simply o~ Qu;er 3
scroll back up to the top of the list of years and € Ouarter 4

select the radio button next to ‘All Date Copy
Created’

Note: This count represents those items created in May 2009 that are still in the system, it does
not include an item created and then removed before last night.

Limit the above report to two item types.

Click the black down arrow next to the . el s .~ measure.
You will see a list of all the item types defined in | rtemtype I-] Location
Symphony. All are checked. TtemType

To quickly uncheck them all so you may select
only 2, click the underlined “‘All ItemType’ value

W All TtemTvpe

0 coll the list VW 1DAYLOAN
0 collapse the 1Ist. ¥ 2DAYLOAN
: : . 4 A
Click on the check box to uncheck it. Now click v igffo NN
on “‘All ItemType’ to expand the list. All items - ?D’:YLO:N

underneath will be unselected. o
v ARCHIVES
: W ARTPRINT
Now you may select only those item types you
y y y ypes y W AUDIOCASS

want in the list, click ‘Accept’ to save changes. 7



Exercise 2: Swapping Data Measures to create a date of collection report

Swap [ TtemTyee  [~ldata in the report for . Year Published "~ by clicking and holding
the | YearPublished [~ htton in the data pool, drag it down in the report area and hover it
over . R ..~ without releasing the mouse button. As you hover over the

measures, you will see messages for ‘insert before’, “insert after’ or appear. When you
see the yellow “‘swap’ button, release the mouse button, Item type is now in the data pool above

the report and has reverted to its default *All item types’. The Year Published measure is now in
the report area.

In the data pool, click the [Date Copy Created]

M |+ Total Titles .
: b L down arrow and notice that ‘All Date Copy
HSasures WSSl Created” is selected.
% Total Titles
 Total Call Numbers Click the down arrow on the
" Total Coples | Measures " data button.
" o, of Copies to Total Copies
" 9% of Copies to Titles Select ‘Total Titles’ and click Accept.
" o of Copies to Call Numbers The report results are now showing counts of
" o of Call Numbers to Titles unique titles.
" %% of Titles to Total Titles o
" Total Collection Value Expand the | YearPublished |~ aoqre to
" Total Checkouts see a rough indication of age of collection by
" Turnover Rate clicking on the underlined “All Year Published’

link.

Click the down arrow on [Date Last Checked Out] measure in the data pool and select “2008°,
click Accept. The report shows counts of titles with at least one copy that circulated in 2008 (and
may still be checked out) and has not circulated since.

27 Click on one of the cells in the report. It turns yellow and

R -
U 23 37 212 a popup box appears with 5 choices. Select “List Copies
q [M]] Create an Alert by Most Checked Out’. A new window will open with
M| char Selection title information for the cell you have selected.
List Copies by Most
el Click the Export button Expert at the top left corner of
List Capies by Least the v_vinc?ow_to open Excel (o_r whatever your default
Checked Qut application is set to for csv files)
x| 500 Most Widely Held . .
Titles ' This is an easy way to import the data to a spread sheet for

further manipulation.




Exercise 3: Create a circulation statistics report by item type and home location

Click the SirsiDynix main menu button. [f Colleclion Analyse
{23 Library A dministration
Click Pl.'lb“C S_ervices Analysis 3 Technical Services Analysis
~Circulation £ Public Services fnalysiz

- All checkout Measures (Historical) B4 Bils and Fines

Close the menu by clicking on the leftmost part of 7 Circulation
the vertical bar where the SirsiDynix logo ] &l Checkin Measures
appears. # all Checkout |
Meazures [Cumrent] I

Find the . Hemelocation |~ measure in the H & |!
pool and drag it to the report area, hover over By Chas i
|‘ i until you see and £ Holds and Requests
then release. (3 Materialz Booking

B 9 Reserves
Drag the . SR “"I measure to the ' il Use:s
report, hover over | Ttembibrary (=] yntj| £ B &l Measures &l Modules
you see and release. % 3 Public Access Analysis

@ | 3 Site Management

G

Flnd the | Station Library | | measure in the O e

pool, click on the down arrow and notice it defaults to your library. Station Library represents the
library where the circulation charge occurred, regardless of whose item was checked out at that
location.

The resulting report represents all the “circulations” (charge, staff renew, patron renew, use item
and reserve checkouts) your library has done since July 2002.

Exercise 4: ltems Borrowed from Other Libraries

-

Let’s see whose items you borrowed in FY2009. Click and drag the | Ttem Library

measure and swap it with the . i o "I measure so that Item Library is the vertical
measure (y-axis) in the report area. | D

[rouyne

¢ Al FY July June
L 2003
" 2004
- 2005
" 2006
- 2007
" 2008
00

01

Find L FYJulvdune [ =1in the pool, select the down
arrow and select “2009’, click *Accept’.

In the report area, expand the | tem tibrary
measure by clicking on ‘All Item Library’.

o

T
rJ
D

[
L]



Notice it is in alphabetic order

IL Home Location '
Click in the “All Home Location’ column header box e =
but not on the words ‘All Home Location’, the box fosomal] vin| av  |av_Equip [Basen
will turn purple and a popup will appear. Click “Sort = Filter On Value...

Column Descending’, the rows now are by library _ _
. 200,119 & | Sort Column Ascending
whose items you checked out from most to least. Most (a3 07

likely your library will be at the top. .74 ¥ | Sort Column Descending

13y X | Remove Column Sor

k

Exercise 5: Circulation Count for annual year 2009 by Patron Profile

If you still have | FYJuly June = selected, check the “All FY July June’ radio button to
remove that limit. In the data pool limit by | F¥Jan Dec 1~ select 2009, In the data pool,
the FY measure will now look like this: N W] 2002 / All FY Jan Dec Now,
click and drag the | User Profile '~ measure to the report area and swap it with the existing
measure for the rows (vertical). Click and drag the ) s ] button to the report
area and swap it with the existing measure for columns (across). Now that the

) S I} value is in the report area you can see exactly where your circulation

totals are coming from with the values in each column (charge, renew etc). You may need to
click the underlined “All User Profile’ link to expand the rows to show all the profiles.

Note the column ‘Library Use Transactions’ These

counts are not included in the “Total Circulation’ value. L) Create an Alert
This column represents charges/renews to special patron )| Chart Selection
profiles such as MISSING, DISPLAY, REPAIR which do o e
. o | List Titles by Copies with
not count as charges (increment the charge counter). the Highest Circulation
To see which of these types of profiles you have used List Titles by Copies with
o : y the Lowest Circulation

select only “Library Use Transactions’ in the
I Measures " by clicking the down arrow next to 500 Most Popular Titles
the measure and unselectlng all values except Library Use List Inhouse Use Titles
Transactions. List Librare U

3 . ] o L ISt Ligrary UIse
Now expand | il | . by C||Ck|ng on “‘All Transactions
User Profile’. You may view these titles by clicking on a

. . . L. t—l -

cell (or highlighting a group of cells by clicking and L

dragging your mouse) and selecting ‘List Library Use Transactions’



Exercise 6: Busiest hour of the day and day of the week in June 2009

-E)
Clear the present report by clicking the ‘Reset report’ icon on the menu bar, at top right f=s=t
Click and drag the R "_"‘EE"‘ "I measure and swap for the existing measure for rows
(vertical). Click and drag the |__HeurofBav 7 measure and swap for the existing measure
for columns (horizontal).
. . Day of Week |- . Hour of Da 1~

Expand the values in each of the ! . - = |
columns and rows by clicking the il
down arrow next to each measure % all Day of Week 4% All Hour of Day
and un-checking *All day of the ¥ sunday ¥o
week’ and “All hour of day’. ¥ Monday !

W Tuesday V2
The report will expand all these v Wednesday V3
values in the report area. v Thursday V4

v Friday W5

W Saturday Vi

Limit the checkouts to just ‘Checkout Item’ and ‘Staff Renewals’.

This can be done by pulling the A s "~ value from the pool down to the report

area. Click and drag the measure into the report area and hover over e |

until you see . Let go of the mouse button and wait for the report to refresh.

Measures &

B

Add limits to the report by clicking the down
arrow in the Measures value and unchecking
‘All’. It’s easiest to do this by collapsing the list ¢ All

(click on All) and unchecking the box next to All. [ Total Circulation
Expand the list again by clicking on All, and [ Percent of Circulation
everything underneath will be unchecked. Then ¥ Checkout Item
only add checkmarks to the values you want to [ Checkout Reserve
see. In this example those values are ‘Checkout W Staff Renewals
Item’ and *Staff Renewals’. [ Patron Renewals
[ Use Item
FY Jan Dec |+ [ Library Use Transactions

In the pool limit A
to 2009—> Quarter2—> June.

Using the Calculator.

Usually, when a measure is left above in the pool, you can only select one item from it. To see
multiple items, you need to move the measure into the report space. There are times when you
don’t want to have multiple measures in the report space to keep your report as simple as



possible. This is an occasion when using the “‘Calculator’ is helpful Find the Calculator icon on

the menu bar. cz!culztar Click and drag the | oo "~ value back to the pool. You
now have just Hour of Day and Day of Week in the report space.

Click on the “Calculator’ icon. SwiftCalc™ New|
# Measures =
Click ‘New’ " Item Library
i User Library
Select ‘Measures’ € station Library
*Members
Select ‘Checkout Item’. You will see backspace e Total Circulation -]

(checkout item) appear in the large white

. " percent of Circulation
box above the number pad in the

| @ Checkout Item

calculator. B B 5
5 - . " Checkout Reserve
—— —— " staff Renewals
Click the plus sign “— on the L 2 Y e patron Renewals
calculator

Select ‘Staff Renewals’. The calculator space will now look like this:
(Checkout kem) + (Staff Renewalg)

To the right of the “Members’ selections, there is a place to enter the

Name

name for the calculation. In the Name field enter any name you wish [Checkout/Renzral
to call this sum of those two values, e.g. ‘Checkout/renewal’.

Click ‘Save’.

Click the down arrow on & o " inthe pool and notice that you can now see the
calculation you just created. Select the name you gave your calculation by clicking the radio
button next to it. Notice the values in the report have a decimal and two zero’s.

Click the “Calculator’ again and click “edit’. Click the down H_’m“

arrow under the Format field and select “#” -

Click Save to save this change to the calculation.

Saving the Report. Save As ¥ Accept | X

To save your calculation for this report, you must =~ Report Name:
save the report. |E=us~,r Days 2009

Save the report by selecting === 2= from the Save in Folder:
menu bar

| My Folder =
Give the report a unique name. add to SwiftLinks:

Save in My folder.
%



Add to Swiftlinks set to ‘no’. (Swiftlinks set to “yes’ will add this report to your dashboard)

As long as you have saved a report with a calculation it will be there when you run the
report again, if not you will lose that calculation.

Exercise 7: Managing reports and creating folders

Open the SirsiDynix menu bar. 3 Users

Click on the “My Folder’ icon. 3 Al Measures Al Modules
The report you created above should be listed. B Public Access Analysis

If you click on the report it will regenerate the results. Bl Sits Management

3 My Folder

SirsiDynix

s
'L}

With the exception of All Circulation Checkouts
(Historical) (and All checkin Measures), all saved reports
will regenerate results based on the previous day’s values in Symphony.

Managing Saved Reports =
To manage saved reports click on the “Manage My Folder’ icon at the bottom of the |
menu bar, a window will pop up. (see below) o
To add a folder click the ‘Add item’ To create an item. click on the "Add 3 My Folder
button. ltem” button. To edit or delete an

item, select the item and click Edit

or Delete
Another window will open, with the Add Ttem
‘Links’ tab open. Edit
Select the “‘Folder’ tab. Delete

Links Folders Documents

Enter any value in the Name field —
preferably something that will help
you remember what the report is for,
and click ‘Save’. You may continue |
adding folders and subfolders by In Folder
selecting any folder under ‘In Folder’. |M‘f Folder ]

™ Allow Anonymous

Save

Mame




To see the folders you have created, close these windows and reopen the SirsiDynix menu bar.
Select ‘“My Folder’ and you will see any folder/subfolders you have created. You may now save
any report you subsequently create in any of the new folders using the *Save’ or *Save As’ menu
buttons.

To move a report from one folder to another, click on the ‘Manage My Folder’ icon. Open
folders to view reports, if the report you are looking for is not in the root folder. Simply click and
drag the report to the area where you want it to be moved to and release.

To remove folder and reports you use the Manage My Folder icon. Be careful in removing
folders as the system will allow you to remove folders with subfolders and reports. You can
easily remove all your saved reports.



