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Al Reports — e Q Alexandria Operations > Reports, along with Reports
Popular Title Available Copies Notices and Labels, allow you to perform
> Patrons Title Information collection analysis and manage your inventory
_ Title Information by Series .
¥ itles Title Information by Subject/Genre _rlght OUt Of the bOX'
Information Title Information by Term
Title Lifetime Usage
Usage Titles Missing Information
g . . . . . .
> Coples Titles Not Shown in Researcher Customizable lists, labels, statistics, status, and usage reports in various
» Circulation Titles with No Copies formats ensure that you can find or create the exact report you are
o Top Circulated Titles .
Statistics / Usage Weeding List by Title lOOkIng for'
Charges / Payments Schedule your favorite reports to run automatically and be delivered to
Holds you via emalil, and set Alexandria to automatically email overdue, hold
I . . . . .
nventory fulfillment, and item renewal notices to patrons; this saves you time,
Collection Analysis . . . . .
printer supplies, and distribution of paper documents.
Study Programs
Interlibrary Loans
Special
Legacy
.
. . . I saved 7 Joomittic || @
e you Hied of manuay epiening or chanaing
. . . e tilities e Q
information? Operations > Utilities in » Patrons A 2 MARC. Tag -
Alexandria give you the power to manipulate > Titles Add Copy Notes
Add Patron Notes
large amounts of data at once. Copies Advance Patron Grade
Circulation Change Copy Shelving
Periodicals Change Copy Location
Whether removing Graduated patrons or modifying the Replacement Databace E:z:z: :”h:f\:’cg:::“e N

Cost of Audiobooks, running a utility can accomplish this task quickly and Change Copy Call Numbers

- - Change Copy Condition
efﬁCIently' Change Copy Policy

Change Copy Site
Change Due Date

Modifying your data takes only 3 steps:

Change Medium

e Fill in the Selection criteria. SR T 20 ST
. . . . Change Patron Grade

e Choose Options for how the data will be modified. S —————

® Press Run Change Patron Policy

Change Patron Security Group
Change Patron Status
Change Purchase Cost

Change Replacement Cost

L J |L_Change Review Status )
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Alexandria Preferences, and Tools give you Preferences
(A Dashboard Preferences @) Still getting used to it? Switch to the old view. Search Q . . . . .
options to customize Circulation info and
Circulation
Essentials alerts for Librarians, set up loan rules for & TOOIS
ltems .é @ .
bl = ¥ patrons, manage open and closed days in
Patrons Patrons Items Circulation Calendars’ and more
Operations
The #1 Tool to learn is Policies. Use Policies to establish rules that
LD Advanced . .
& 0 regulate how library resources are used by your patrons; this includes
Builder =) Z *)))) - - .
. o e o . how items circulate, how long items may be checked out, how much
Preferences odes Irculiation z . ounas etup . . . .
Groups overdue fines cost, how circulation periods are computed, and so forth.
i Policies are important for circulation, reports, and statistics.
ons .. )
= :..:. N For example, you can set policies that allow tenth graders to check items
N 15 Itegration - out for longer periods of time than second graders; the borrowing period
Bookings for reference items can be set for one day, while fiction and non-fiction
R Ties works can be set for two weeks.
Try the Intro tutorial from the
help menu!
Read More
For more information, videos, weekly tips, and best practices go to www.goalexanria.com
support.companioncorp.com (800) 347-4942 e (801) 943-7277
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