Creating a review file in Millennium
Acquisitions Services

5-11-07 mcm
Purpose: This document outlines considerations for creating a review file in Millennium in order to produce a list, spreadsheet, and/or statistical analysis.  It is directed at Acquisitions staff and serials/processing assistants in other units, but may also be useful to those who want to request information by means of review files.   Please direct any questions or suggestions about this document to Carol Magenau in Acquisitions.
The following topics are addressed at http://www.dartmouth.edu/~library/dltg/innopac/review.shtml
Naming of files

Choosing a review file to use
Periodic cleanups

You should print off a current copy and familiarize yourself with these guidelines.

Choosing a review file to use:
Use the smallest file available that will suit your needs.  Files are not listed in order by size, but it is possible to sort by file size (click the top of the column).
If you find that your file fills up and stops (if you get a number equal to the file size, assume this has happened), transfer it to a bigger file and Append [see Appending and Deriving] using the same search starting with the next record number, or just run the search over again in a bigger file.  (You will need to do the latter if you were deriving your search from another file.)
Choosing a review file name:
The guidelines specify the following:


Save NNN yymmdd filename (where NNN = your initials)
If you don’t include the word “save”, anyone can delete the file after a week.  (You may wish to do this if you don’t want to have to remember to delete it yourself.  It’s important to delete files when you are no longer using them.)
Normally we also include the name of the department, which is mandatory if you are doing a circ file.  

Also recommended is to name the file by listing the criteria you used to create the file, if simple enough.  In Millennium you can look up the criteria you used by using the “Show Info” button.  However, only the latest search and sort is retained, not the history of everything that has been done to create and decrease or augment the file.

Choosing the Record Type:
When running a review file, you must select which type of record is your primary focus. INNOPAC's report generator has one important limitation: it is difficult to successfully combine data from the separate types of records that are attached to a bibliographic record.

Order, checkin and item lists include all information in bibliographic records as well as the record type selected.  A bibliographic list can include data from order, checkin and item records.  So the obvious question is, why not choose a bibliographic list if you are interested in data from more than one type of attached record?  (An example of this might be wanting to see holdings statements for journals on a particular fund.)  The problem is that when you choose to create a bibliographic list and you ask for order information, your results will include all order records attached to any bibliographic record that meets the criteria specified.  Any statistics you run will also potentially include attached records that you don't want.  
Therefore, it is recommended that you select the type of record that is specific to your area of interest, and only select a bibliographic record search when you are primarily concerned with bibliographic data (as opposed to order, item or checkin data), or when your goal is to see/summarize data on all copies of a work.

Notes about each type of file:

Bibliographic

* The only type of file on which circulation statistics by title can be run

Order

* Use for financial information, order status, vendors

Checkin

* Includes MARC holdings statements (new titles, titles requiring updates)

* Can search on box information (transaction date, status)
Item

* Includes summary item records (holdings for most serials/MPIs)
Selecting the Range:
* The default is by record number.  You may wish to use the entire database (the default) but if not you can supply appropriate record number limits.  If you are interested in records created at a certain time, see the chart on our Staff Web that gives record numbers at certain date milestones.  You will save time because the system is not smart enough to skip over older records unless given a starting record number.  But remember that old order records may have current payments (e.g. serials) or current order dates (e.g. reorders).
* “Review” allows you to derive a file from another.  See Appending and Deriving.

* “Index” allows you to reproduce search results.  “Advanced” presumably allows you to use command language instead of the chart (unable to find any documentation for either of these 3/06).

Searching options:
“Use existing search” does not allow editing of search parameters, but you can select which review file on which to run the search.

“Retrieve saved query” lets you reuse a search that has been saved.

“Search” is custom-created for the present review file by specifying parameters in the box on the top half of the screen.  Criteria consist of record type, field, Boolean (logic) operator, field value (a single value for most operators, two values for “within”).  If more than one criterion is given, there is also a “connector” of either “and” or “or.”

Determining the search criteria:
It may be useful to discuss the purpose of the review file with the requestor before attempting to create it, in case you are making wrong assumptions.  For example, should serials be included in the search?  If so, only current subscriptions or all serial records?  (If you need to talk with the bibliographer, see also Output.)
Using your knowledge of available fields, select the criteria that best match the information request.  It is possible to search on virtually anything in the records, including fixed and variable fields, and leader (encoded) information.  You need to be aware of the Boolean operators (and, or) and the Boolean conditions:

= equals, 

~ = not equal to, 

> = greater than, 

< = less than, 

G = greater than or equal to, 

L = less than or equal to, 

W = within, 

N = not within, 

H = has, 

X = does not have

R = matches

You also need to be aware of the capability to “group” fields together.  For example, if you want to create a file on a group of serial funds and find records that have a current status, the funds would be grouped together and the operator would be “or” within the grouping; and the statuses likewise, but the two groups would be connected using AND:
(fund = sarch OR fund = sarte OR fund = sphot) AND (order status = f or order status = c)

If you fail to group, your results will not be narrowed to what you want.

To activate the Group or Ungroup command (lower right), you must first select the fields to be grouped.  If you group the last fields and then add another, sometimes what you add gets included in the previous group, so _always_ check your statement in the text box at the bottom of the screen to be sure the logic is operating properly.  A minimum of 3 fields is required to invoke the Group command.
Some fields (fund and location come to mind) can have multiple values.  You can use the “=” operator to find any of the values in the field, in other words you don’t have to do anything special in your search to get records with “multi” funds or locations.

If you are dealing with serials, remember that you should think about whether you are interested in only current titles, or also cancelled, new and not yet billed, etc.  Remember also that some cancellations (status z) are actually transfers, and that completed serial records (status d) include cessations but also “filled” records that have the maximum number of payment fields.  The Identity note may be useful to output for serial records; it should include information about what is included in a subscription if it is more than just the title in hand.
A couple of examples: 
 “Can I get a report every 6 months containing all materials purchased by selector S” =
Paid date between <July-Dec of previous year> and Selector = s
“My orders from the first half of last year that haven’t come in.”  You need to clarify, does (s)he mean last calendar or last fiscal year.
Selector = [requestor], Odate between <Jan.-June>, and RDate = blank; also remember to eliminate titles with claim = n, which presumably already have checkin records which are being claimed from
Checking the results:

Once you have the file, it’s a good idea to review the contents.  This can easily be done by running “field” statistics (see below, Statistics Program).  Look at codes like order type, form, acq type, status, etc. to see if they make sense for the type of information you are collecting.  An alternative is to sort by a particular fixed field of interest.  Investigate codes that don’t make sense – you may end up removing them from your file, or updating them.

Remember that you may get odd results because of fields with multiple information (“multi”).  For example, you run a file on records with fund STUCK and you records with fund SBIOL, STHAY etc.  Most likely this is because some records in your file have multiple funds.  If you sort a file using fields that have multiple values, you probably will want to dedupe it.  (Exception: Don’t dedupe a file of checkin boxes if you want multiple boxes for one title.)
Sorting:

Virtually any field can be used to sort the file.  It’s a good idea to note the number of records in the file before you sort.  If it is a field that can have more than one instance, or value, this can cause the file size to increase.  (For example, if the fund is split, after sorting on fund the record will now appear in the file under each fund.)  The extra records can be eliminated by “deduping”, which leaves just one record in the first position in the file (e.g. under the first fund alphabetically).

It is common to sort on “t” (title).  If there’s a uniform title present (supplied by a cataloger to distinguish among otherwise identical titles), it will cause an extra record in the file which will need to be deduped.

It’s possible to sort on fields where there are many instances, as in the payment fields (paid date or paid amount, for instance).  In these cases, the system does not seem to make extra records, but exactly what the system is doing is unclear and undocumented (to my knowledge).

Listing:

You can select what fields to output.  The biggest drawback is that you cannot yet select a specific time period for invoices.  (This can still be done in the old character-based system, if necessary.)  All paid fields are output, with the earliest field first, which is unfortunate.
It’s a good idea to list the fixed fields first, followed by the variable, since the fixed fields will be of limited size and can go on a single line.  Note the various format options, such as whether the title is in capital letters, whether each page of a list has a header, etc.
Statistics program:

The Statistics mode (below Create Lists in the left-hand column of Modes) totals up both numbers and expenditures in a review file.  You can specify “field statistics” to get totals on all fixed fields, or “cross-tab” to plot two pieces of information against each other, such as fund and order type.

For finances, you can add up all payments in the record (ok for monographs perhaps, but useless for serials), or you can specify the fiscal year.  Note that Millennium calls FY05/06 “05”, while common practice would call it “06”.

Output:
The requestor should be consulted about what information they want listed, and what the sort should be for the list, and what the format should be (paper or email, Word list or Excel spreadsheet, etc.).  Alternatively, you can guess and offer to redo the output.
Appending and Deriving:

Appending generally means to add records to the end of a file using the same search, though it can mean adding records using any search.  It is usually used when the original file selected proves to be too small.  It works the same way any search does, but if you are adding to a file that is run on the entire range of records (for example to update a standing file), you will need to know how to correctly select the next record number after the last one in the file.  Remember that all Millennium record numbers end with a check digit, so the number is not what you might expect.  The order number after .o1294635 is .o129464a NOT .o1294636.  Use “a” as a stand-in for the check digit.

Deriving means to run your file on a subset of the database that is contained in another review file.  Be aware that there are standing files covering all serial order records, all serial bibliographic records, and all payments in the previous fiscal year.  You may also derive from a file that you created if you are doing a complex, multi-step project.
Deriving is done by selecting “Review” in the drop down menu that normally says “Range” to the left of the record number boxes.  When the menu option is changed to Review, a list of review files takes the place of the record numbers.  Note that unfortunately these are not numbered, but are in order by review file number.  It’s advisable to note the number of the file you want to derive from, so you have some idea where it falls in the list of up to 120 files.

Last thoughts:
Remember to delete the file when you are finished with it.

If you are keeping it for awhile, remember to move it to a smaller file if possible.
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