Horizon 
Serials Control
Serials Control
Serials training includes information relating to the Serials Control and Serials Checkin workspaces. You use these two points of interface to track and manage serials materials within your library.

Serials includes many tasks found in other Horizon processes, but works specifically with periodical publications. 
Here is a list of the topics you will cover in this training:

· Working with Copy Records
· Establishing Prediction Patterns
· Working with Summary of Holdings
Copy Records
In Horizon, there is a relationship between the different types of records under Serials control. The Illustration on the next page identifies these different types of records and their relationships to one another. You must create your serials records in the order listed, from the top to the bottom of the illustration.
To begin with, you must have a bib record created for each magazine or periodical. You create one copy record for each subscription to a title. Serials uses copy records to predict arrival of issues, control routing, and manage holdings display. 
You create an issue record that represents a single copy of an issue received for a serial title. Issue records do not appear in PAC and staff searching screens unless they also have a corresponding item record. You can automatically create an item record for each issue record belonging to a copy record where you specify automatic item creation. You create item records only for serials that you intend to circulate.





You create a copy record for each subscription to the title. Serials uses copy records to predict arrivals, control routing, and manage holdings display.
The information in copy records determines these features:
· Media Type and Prediction Setup. Copy records for a single title that share media type also share common prediction setup. Copy record issues of the same media type can be checked in simultaneously. (For example, you can check in two magazine issues of Newsweek, which arrive at your library weekly, at the same time. You must check in a CD-ROM issue of Newsweek, which arrives quarterly, separately from the magazines.)
· Automatic Checkin Features.  Copy records, whether of the same media type or not, can have a unique set of parameters that determine what happens when each issue of that copy record is received in Serials Checkin.
Subscription Information. Each copy record contains subscription information specific to a serial title.
Locating a Title for Serials Control
You can search for a serials title using either Serials Control Quick Search (Navigation bar, Serials, Serials Control Quick Search) or from PAC. In this example you will follow the workflow using PAC.
You can also search using the Quick Search option on the Navigation bar. However, remember that the Quick Search function is an exact-match searching tool. So, if you enter a word like “time” and you have several entries by that name, it will return a message saying there are multiple titles with that name, rather than returning you a list of the titles.
Follow these steps to locate a title for Serials control:
1. Press F2 to start a new search. 

2. Click on a serials title to select it.
3. Press F10 to send the title to Serials Control:
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4. Click New to create a new serials title.

5. Use the buttons and menu options on this screen to work with the record:
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Entering Data in a Copy Record
You must create the first copy record from scratch. The new copy record screen appears as a blank record with editable fields.  
Follow these steps to enter data into a copy record:

1. Search for the serials title that you want and send it to Serials Control, if necessary. Horizon displays the Copy List window.
2. Do one of these: 

· Click New to create a new record.
· Double click an existing record to edit it.

3. Enter holdings information in these fields: 

· Location. Enter the location where the copy is housed. To display a list of locations, click Codes to the right of the Location field.
· Serials Location. These serials checkin locations are set by your system administrator. If you want to check in and claim issues of this copy record at a serials checkin location other than the default specified by your system administrator in the Table Editor, enter the new serials checkin location in this field. To display a list of locations, click Codes to the right of the Serials Location field.
· Collection. Specify the collection type—periodical, newspaper, and so forth—that this copy belongs to. To display a list of collection types, click Codes to the right of the Collection field.
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4. Enter information in these fields:

· Media Type. Enter the media type of the copy record. This specifies the medium that the copy is published in (magazine, microfilm, CD-ROM, and so forth). Media type also separates the summary of holdings display. To display a list of media types, click Codes to the right of the Media Type field.
· Description. Enter a description of the copy record. This description should explain the function of the copy, such as circulation, reference, or routing. This description displays only in the Copy List window. 
· Checkin Priority. Enter the order in which each copy is checked in. Highest priority begins with “1,” which Serials gives as a default. Checkin priority determines the issues that you need to check in if fewer than the number expected to arrive.
5. Enter copy information in these fields:
· Call No. Enter the call number of the copy record if you plan to circulate issues of the copy and wish to print spine labels with the call number on them.
· Copy No. Enter a number to specify the order in which the copies of this title appear in the PAC and staff searching display.
6. If necessary, click Page Down to see the rest of the edit window.
7. Mark the appropriate Acq. Status radio button to specify the acquisitions status of the copy: 
· Unknown. Horizon automatically assigns this status to copies that you create in Cataloging. You can also assign this status in Serials.
· Other Receipt or Acquisitions Status. Horizon does not automatically assign this status to copies. You must assign this status to copies in Serials Checkout. 
· Completed. Horizon does not automatically assign this status to copies. You must assign this status in Serials Control to copies that have all their pieces received or in the system.
· On Order. Horizon automatically assigns this status to copies that are ordered but not received. This option is used for copies created in Acquisitions.
· Currently Received. This is the default selection.
· Not Currently Received. Horizon does not automatically assign this status to copies. You must assign this status to copies in Serials Control. 
· Not Currently Published. Horizon does not automatically assign this status to copies. You must assign this status to copies in Serials Control.
8. Specify claim type and cycle information: 

· Claim after time OR Gap. Mark to generate claims after the days entered in the Claim After (Days) field have elapsed.
· Claim After Gap Only. Mark this to generate claims on unreceived issues only after you receive the next issue; this creates a gap between received issues.
· Do Not Claim. Mark to generate no claims for issues of the serial copy record.
· Claim After (Days). Enter how many days after an issue’s expected date that Serials should generate the first claim.
· Interval (Days). Enter how many days should elapse between each subsequent claim. 
· Maximum Claims. Enter the maximum number of claims Serials generates.
9. Enter vendor information in these fields:
· Library Reference No. Enter a reference number that your library assigns this serials title. This number helps you track this serial title when claiming issues with vendors. This number appears on printed claims.
· Vendor Title No. Enter the title number your vendor assigns this serial title. This number helps vendors track items for claiming purposes. This number appears on printed claims under the heading of “Title#” on X-12 electronic claims in the REF* entry.
· Subscription No. Enter the subscription number that the vendor has assigned to the subscription of the title. This number helps vendors track items for claiming purposes. This number appears on printed claims under the heading of “Subscription#”. 
· Renewal Date. Enter the date when the vendor plans to renew the subscription. You can leave this field blank or change this date as necessary.
· Cancel Date. If appropriate, enter the date when you plan to change vendors. Horizon will stop generating claims to the previous vendor on this date.
10. Click Vendor. 
11. Enter notes in these fields:

· Special Handling Note. Enter instructions or comments for the checkin staff. This message appears on the screen when checkin staff check in issues of the copy. Press CTRL + Enter to enter text on the next line in the field.
· Workslip Note. Enter either instructions or comments that you want printed when each issue is checked in. Press CTRL + Enter to enter text on the next line in the field.
12. Mark these check boxes:
· Route This Copy. Specifies that an issue of the copy will be routed upon checkin. Horizon prints the routing list upon checkin.
· Print Labels. Prints a label for each issue/copy upon checkin. Generally, print labels only for copies that circulate. Your system administrator should set label configuration and the printer designated to print these labels.
· Summary of Holdings. This setting is checked by default. A check here indicates that PAC and staff searching displays holdings for the copy. Use this check box to indicate that Horizon should keep track only of holdings for the library copies, not for other copies such as routed ones.
13. Mark the appropriate Item Creation radio buttons.

· None. Does not create items.

· Without Barcodes. Creates items upon check in but does not prompt for barcode entry. (Horizon creates a system-generated barcode.)
· With Barcodes. Creates items upon check in and automatically prompts the Checkin clerk to assign a barcode to the item. 

14. Enter the item type in the Item Type field. You specify the item type the copy belongs to. Fill in this field if you have flagged the copy for item creation. To display a list of item types, click Codes to the right of the Item Type field.

15. In the PAC Display Note field, enter information that you want displayed for the copy record in PAC and staff searching. The field is limited to 255 characters. Press CTRL+ Enter to enter text in the next line in the field.

16. Mark the appropriate boxes: 

· Staff Only. Does not create items.

· Hide Next Expected Issue. Creates items upon check in but does not prompt for barcode entry. Your system administrator can also make this a location default.
17. Enter information that you want displayed for the Staff in the Staff Note field. This field has an unlimited number of characters. Press CTRL + Enter to enter text on the next line.

18. Click Save. 

19. Click Close.

Horizon returns to the Copy List window with the new copy record listed in the list window.

Duplicating a Copy Record
You can create additional copy records for a title by copying an existing record and editing it.

Follow these steps to duplicate an existing copy record:

1. Search for the serials title you want and sent it to Serials Control. Horizon displays the Copy List window.
2. Select File, Copy Record to copy the selected copy record. The Edit Serial Copies window appears:
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3. Make changes to the record as needed. (Refer to the previous task if you need help with any of the fields in the copy record.) 

4. When you have completed your changes, click Save.
5. Click Close to complete this task.
Deleting a Copy Record
Deleting a copy record from Horizon works like deleting most other records: select the record and choose the Delete command from the File menu. 
To delete a copy record you must first make sure none of these associated records still exist: summary of holdings, routing information, prediction setup, predicted issues (in Serials CKI module), or received issues (in Serials CKI module). 

Follow these steps to delete a copy record:

1. Find and display the Copy List window.

2. Select the copy record you want to delete.

3. Choose Delete from the File menu. A prompt appears, asking you to verify that you really do want to delete the copy record.
If other records are associated with the copy record, a message appears to that effect. End the delete procedure and delete the associated records before returning to this procedure.

4. .Click the OK message on the Verify Deletion box to delete the record.
You can also delete copy and holdings using the Purge Copy feature in Serials Control. This is a Navigation bar option in the Serials folder.
Setting Up Routing
Routing parameters are contained in and accessed through the copy record. These parameters can be set up anytime after you create the copy record. Setting up routing consists of three tasks:
· Marking the copy record that is to be routed.

· Specifying the route.

· Specifying the list of borrowers that the copy is routed to.

Follow these steps to mark a copy record for routing:

1. Find and display the title’s Copy List window.

2. Double click on the copy record you want to route. The Edit Copy Record window opens.

3. Page down to the Route this Copy checkbox:
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4. If the issue will be discarded after routing, make sure the Summary of Holdings option is not marked. 
5. Click Save. 
6. Click Close.

Follow these steps to specify the route:

1. Select the routing copy from the Copy List window.

2. Click Routing. The Routing window appears:
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3. Click the New Route button to add a new routing route.

4. Click Esc to close the Routing window. 

Follow these steps to specify the list of borrowers that the copy is routed to:

1. Display the Routing window.

2. Select (highlight) the first borrower you want to move to a different place on the list:
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3. Choose Cut from the Edit menu. 

4. Click to the left of the borrower who should come after the one you are moving.

5. Choose Paste from the Edit menu. The routing order to the borrower is changed according to the display.
6. Click New Borrower to add a new borrower to the routing list.

7. Click on the red X in the top right-hand corner to close the Routing window. The Copy List window for the bib reappears.
Editing Summary of Holdings
You would edit a summary of holdings for these reasons:

· To include the holdings of items received before your library implemented the Horizon Serials module.

· To close up a gap that has been filled.

To delete summary of holdings for issues no longer housed at your library.

Holdings editing is sensitive to the chronology and enumeration patterns attached to a title’s copy records. If the copy record has associated patterns, Serials Control attempts to enforce conformity to the pattern when editing holdings.
Follow these steps to edit the summary of holdings:

1. Display the Serials Control workspace.

2. Search for the title with a summary of holdings that you want to edit. The Copy List window opens for the title:
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3. Select the copy record with the summary of holdings that you want to edit.

If summary of holdings should be changed for all copies of an issue, you need to edit each copy record.

4. Click Sum. of Holdings. The Summary of Holdings window appears:

[image: image9.jpg]of Holdings for ma per, Copy,No O]
Run/Enumeration(Chronology)/Note Line.
3= man "Premier issue not received. 1
Vol. 1, Issue 1(January 2005)
2. main 2
Volume 1 issue 1 (15 January 2005, Saturday) - Volume 1 issue 3
2. main @

Volume 1 issue 4 (March 2005)





This window lists the holdings of issues you have checked in since the date you began using the Horizon Serials prediction function. If your library houses the issues prior to that shown in the holdings window, you can edit the holdings to include those prior issues. 

5. Select the first holdings row.

This is the row you need to edit to reflect the issues your library houses that were received before you implemented the Serials module.

6. Click Edit. The Summary of Holdings window opens: 
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If the holdings row you are working with contains issues with no prediction pattern, or special issues, a different window will appear. 

7. Edit these fields so that the summary of holdings reflects all the issues your library houses.

· From Volume. Enter the earliest volume of this serial that you have (and the issue).

· To Volume. Enter the current volume of this serial that you have (and the issue).

· From Date Enter the issue date of the earliest issue of this serial that you have (and the Pattern code).

· To Date. Enter the issue date of the current issue of this serial that you have (and the Pattern code).

Other fields, such as issues or pages, may appear in addition to the volume and number fields depending on the enumeration display of the summary of holdings that you are editing. Edit these fields to reflect the summary of holdings as necessary.

8. Deselect the Gap checkbox if you have filled the gap by entering all the missing issues. 

9. Click Save.

10. Click Close. The Summary of Holdings window in PAC should now reflect the changes that you have made. 

Prediction Patterns
The most detailed portion of Serials Control is setting up prediction for your serials. This chapter explains how to set up basic prediction and test basic prediction patterns. 
Horizon Serials predicts the next expected issue of a title based on the title’s prediction pattern. The data you enter in the prediction pattern generates a list of expected issues. 
The table to the left provides a synopsis of the topics covered in this training.

About Predictions
Horizon Serials predicts the next expected issue of a title based on the title’s prediction pattern. The data you enter in the prediction pattern generates a list of expected issues. These are the building blocks of understanding prediction patterns: 

Applicability Date. The date when the system should begin predicting issues. (Not the date the title was first published, or, the date the first issue arrived.) To display holdings for issues received prior to this date, edit the summary of holdings display. Two key factors about applicability dates are:
· If a title has more than one run, they should have the same applicability date.

· If the publisher changes the frequency the title is published and you need to edit the prediction setup, create a new prediction setup and enter a more recent applicability date. This new date will override the existing one and cause the system to use the new prediction setup.

Publication Runs. Issues are grouped into runs according to the frequency, chronology, and enumeration of the issues. A main run consists of all issues published on a regular basis. A supplementary run consists of supplementary or special issues. An index run consists of index issues. When setting up prediction, you need to first specify the run you are setting up prediction for. You set up prediction for a title one at a time. 

Two key factors about publication runs are:
· If some issues have a different enumeration than others, you will need to set up two different run types. For example, if the main issues display volume and issue number but the supplemental issue displays only volume, you will need to set up a main run prediction and a supplemental prediction.

· If some of the main issues differ from others in chronology or frequency but not in enumeration, you will need to group them into separate parts of the main run. For example, if a title is published once per month, except July and August, which are a combined issue, you will set up a main run for the monthly issues and a main run for the combined issue.
Publication Range. For each run of a title, you must specify its range of publication—that is, the part of any given year that the issues of the title are published. 
Exceptions to the Range. Exceptions to the range include both different frequency of publication of main run issues and issues that are other than the main run (index, supplement, and so forth). When setting up the main run, you enter the range of time that the main prediction does not apply to. You then set up prediction for that range of time noted as the exception.
Frequency of Publication. Exceptions include different frequency of publication of main run issues, and issues that are other than the main run. When setting up the main run, you enter the range of time that the main prediction does not apply to. You then set up prediction for that range of time that encompasses the exception. 
Chronology Display. When you set up frequency, you also enter a code that determines how the chronology is displayed: full spelling or abbreviated months? the month followed by the date or the date followed by the month? and so forth. You can define as many chronology codes as your library needs.
Display of Enumeration. Defining enumeration determines the display of the enumeration—is it Vol. 10, No. 2 or Vol. X, Part II?—and when each part of the enumeration increments, does the issue number start over at one at the beginning of each new year? Does the volume number increment by one at the start of each new year? Or does it change in the middle of the calendar year? 
To set up enumeration, you must first determine how many levels a title’s enumeration has—levels referring to each individual component of the enumeration. Levels can define the parameters of each level in its own blink entry so that when you are finished, you would have as many blink entries as the title has enumeration levels.
Specifying Run Type and Applicability Date
Horizon Serials groups issues into runs according to the frequency, chronology, and enumeration of the issues. The four run types are main, supplementary, special issues, and indexes. The applicability date is the date when Serials begins predicting issues (not the date when the title was first published or the date when you first started receiving issues). 

If a title has more than one run, the runs should have the same applicability date. If the publisher changes the frequency at which they publish the title and you need to edit the prediction setup, create a new prediction setup and enter a more recent applicability date. This new date will override the existing date and cause Serials to use the new prediction setup.
Follow these steps to specify a run type or change an applicability date: 

1. Open the Edit Serials Prediction Table window. Horizon displays a window like the following:
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2. Click on the Run & Date button. Horizon displays a window like this: 
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3. Change the run (a coded field) or the applicability date, as needed. 

4. Click OK.

5. Click Save
6. Click Close to complete this task.

Defining the Publication Range
You define the publication range for the run you are working with from the Edit Serials Prediction Table.
Follow these steps to define general publication information and the publication range: 
1. Open the Edit Serials Prediction Table window. Horizon displays a window like the following:
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2. Enter information to these fields to define prediction behavior:
· Ord. Enter a unique number for each run type of the prediction. This is a required field.

· Start Date. Enter just the month and the day. If you are working with a main run, enter 01-01 as the start date and 12-31 as the end date. If you are working with an exception, enter the first day of the exception as the start date and the last day of the exception as the end date.

· End Date. Enter just the month and the date.

· Claim Delay. Enter the number of days you want claims delayed beyond the claim type parameters specified in the copy record.

· Summary of Holdings Note. Check if you want to display notes about this run in the PAC Summary of Holdings window.

· No. of Receipts. Leave blank. The system maintains this count for you.

· Sum of Delays. Leave blank. The system maintains this count for you.

3. Click Save to save your changes.
4. Click Close to close the window.
Defining Frequency of Publication

You define the frequency of publication for the run you are working with from the Edit Serials Prediction Table. 

You can often define frequency using more than one definition in the Edit Serials Prediction Table window. For example, you can define a monthly publication by entering “1-12” in the Instance String field and then selecting “Month of” as the Instance Unit (see the example below). You can define the same publication frequency by skipping the Instance String and Instance Unit fields altogether and entering a “1” in the Every field and then selecting “Month” from the Calendar Unit field.
Follow these steps to define the frequency of publication: 
1. Access the Edit Serials Prediction Table window. 

2. Display the page containing the Instance String and the Instance Unit fields:
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3. Review and update the Instance String and Instance Unit fields as necessary.
· Instance String. Enter the numeric representation of the duration of the prediction. For example, if the prediction pattern is monthly, you would enter 1-12 as shown in the example above.
· Instance Unit. Select the exact instance during a given unit of time that an issue is published.
Many publication patterns do not require entries for instance string and instance unit. However, If you define an instance string, you must also define the instance unit.

· Enum. in Sync. Mark this box if the number of issues in a given year vary and you want to keep the enumeration in sync.
· Calendar Unit. Enter how many times during a given calendar unit the publication frequency takes place.
· Day of Week. Enter the exact day a title is published. The On field works much like the Instance String field, but applies specifically to the Day of the Week unit.
· End Date Type. Enter, where applicable, the end date an issue is published.
4. Click Save to save your changes.

5. Click Close to close the edit window.

Defining Enumeration

Enumeration is the filing scheme determined by the publisher. Enumeration varies from the very regular (in the example of popular and highly circulated magazines) to the very erratic (in the example of specialized or highly technical works whose publication depends upon completed research). 
The relationship between volume number and issues is called an “enumeration group” and can be diagramed in the following manner:

[image: image15]
The lowest level always affects the level above. In other words, the number of issues in level 2 affects the Volume in level 1. In the simple example of a monthly periodical, we start with Vol. 1, Issue 1. You receive 12 issues a year—which are all identified as Vol. 1 and then the respective issue 1-12. When the 13th issue is received, the volume number rolls to Vol. 2, Issue 1, and you proceed with the 12 issues for the rest of that year. 

Follow these steps to define enumeration: 
1. Access the Edit Serials Prediction Table window. 

2. Display the page containing the enumeration pattern:
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The Enumeration Pattern page contains a group. Each level of the enumeration is entered in a separate group entry. The first entry is ready for you to enter level 1 of group 0.
3. Complete these fields as necessary:
· Enum. Group and Level. Enter the enumeration group and the level of that group that you want to add or edit.

· Label. Enter the label that you want Horizon to display for the level. 

· Postfix. Mark this box to specify that the label appears after the number or letter of the given level. If you leave the Postfix box unchecked, Horizon displays the label followed by the number or character of the level.

4. Complete these fields as necessary:

· No. Units/Level. Enter how many uniquely numbered units are published for each level. For a monthly publication, you would enter “12” as the No. Units/Level.
· Continuous. Mark this box to specify that issues or pages should be numbered continuously regardless of changes in the year or other enumeration levels. If this box is marked, Horizon will not let you enter values in the Value List field. Continuous means that the enumeration value will not reset at the calendar reset 

It is not necessary to mark this box for the volume label. Unless you mark the Calendar Reset box, Horizon automatically bumps the volume up by one when it is supposed to.

· Baseline. If the initial volume of a publication contains a number of issues more or less than the usual number per volume, you can enter in the Baseline field the number more or less than the usual number. The baseline number would then cause the volume to increase at the appropriate issue despite the odd number of issues.

5. Mark the appropriate Data Type radio buttons:

· Numeral. Mark to display the numerical character of a given level.

· Cap. Let. Mark to display the capital-letter character of a given level.

· Small Let. Mark to display the lowercase character of a given level.
· Roman/Small Roman. Mark either of these to display the character of a given level in large or small Roman numerals.

· Free Text. Mark this radio button to make the given level display as a free text in order to edit this level upon checkin. Horizon will not predict the level specified as free text as it does the other levels. Free-text enumeration lets you enter any text that you want in this level when an issue of this copy record is checked in.

6. Complete these fields:

· Value List. Enter the exact values displayed for the enumeration level. Use this field if the level that you are currently working with does not follow a regular, sequentially incrementing pattern. For example, assume a title has four issues in each volume. The first issue appears as V. 4 n.1, the second as V.4 n.1A, the third as V.4 n.1B, and so forth.

You would have three levels: volume, number, and part. The third level would need a value list to control the appearance of a blank and an A or B. You would select the data type Cap. Letter then enter the following value list: “0,1,2,3”. 

· Cal. Change. Enter the date when the enumeration level increments. For a weekly publication with a volume level that increases by one at the start of each new calendar year and a number level that resets at one each new year, you would enter 01-01 in the number (issue) group entry as the date when the issue numbers reset at one.

· Calendar Reset box. Mark to reset the enumeration of the current level, as well as any levels below it, to one. 
Use caution with the Calendar Reset box. Checking this option causes the volume level to reset to 1, rather than roll to 2 when all issues have been predicted. 

7. Click Save to save your changes.

8. Click Close. Horizon closes the Edit Serials Prediction window and displays the List Prediction window listing the prediction run that you set up.
Testing a Prediction Pattern

The idea behind testing a prediction pattern is for Horizon to provide you with a list of issues expected in the future. The list displays the chronology and enumeration as defined by the prediction pattern. If prediction is incorrect when you test it, you can return to the Edit Serials Prediction Table window and make the needed corrections.
If the prediction is incorrect after you have checked in several issues in Serials Checkin, return to the Prediction List window and set up a new prediction pattern. (Leave the original one intact; the new one will override it.) When you set up the correct prediction pattern, enter a more current applicability date (that is, more recent than the applicability date of the original prediction setup).

The system always predicts issues starting at Volume 1, Issue 1 until you define a baseline issue. Defining the baseline issue means specifying the actual volume and issue number of the first issue your library receives. Defining a baseline issue is done in Serials Checkin at the time the issue is checked in.
Follow these steps to test a prediction pattern: 
1. Display the List Prediction window for the title. 
2. Click the Test Prediction button. Horizon displays a window with the list of expected issues. As noted previously, the volume and issue numbers start with one. However the chronology should appear correct and the enumeration increments as it should:
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For issues that are published weekly, click the More button to view the point at which the volume increments and the issue number resets to one.

3. Click Close to close the Test Prediction window. If the prediction is incorrect, close the window, click Edit, and edit the prediction pattern in the Edit Serials Prediction Table window.
Exporting and Importing Prediction Patterns

You can export and import prediction patterns using Horizon. In this section you will learn the process for each.
From the Prediction Table window in Serials you can also use the Predict Like command (Copies, Predict Like) to create a new prediction pattern from an existing pattern that you know is very similar. For instance, you might use the Predict Like feature to find the prediction pattern for Newsweek magazine and from it create a prediction pattern for Time magazine.
You export a prediction pattern when you want to use the pattern somewhere else. It is easier to electronically import a valid prediction pattern than it is to create one from scratch.

Follow these steps to Export a prediction pattern: 
1. Bring up the desired copy record in Serials Control.
2. Select File, Export Prediction. A window like the following appears: 
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3. Navigate to the desired location and click Save. Horizon saves a copy of the prediction pattern in the location you specified.
In this next task you’ll learn how to import a prediction pattern. You import a prediction pattern when you want to save the time of creating a pattern from scratch—and so you import an existing pattern from an existing source.

Follow these steps to Import a prediction pattern: 
1. Bring up the desired copy record in Serials Control.
2. Select File, Import Prediction. A window like the following appears:
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3. Navigate to the file you want to import, select it, and click Open. Horizon displays a dialog box indicating that the file was successfully imported.
4. Click OK to complete the process.

Summary of Holdings
Horizon Serials maintains summary of holdings for serials titles you are currently receiving. Summary of holdings appears in the PAC Bibliographic Detail window for the title. Serials automatically maintains summary of holdings only for those issues with a copy record flagged for summary of holdings.

Summary of holdings is different from holdings or item records. Item records are individual cataloging records that represent each issue. The two types of information are maintained separately. Summary of holdings is maintained through Serials Control and Serials Checkin; item records are maintained through Cataloging.
Once you begin checking in issues, Serials maintains and displays an accurate summary of holdings. The PAC Bibliographic Details window illustrates the summary of holdings display. 

Horizon does not include issues received prior to the date your library implemented Serials. Consequently, to display holdings for those issues, you need to edit each copy record’s summary of holdings to reflect those issues.

Editing Summary of Holdings
You would edit a summary of holdings for these reasons:
· To include the holdings of items received before your library implemented the Horizon Serials module.

· To close up a gap that has been filled.

To delete summary of holdings for issues no longer housed at your library.

Holdings editing is sensitive to the chronology and enumeration patterns attached to a title’s copy records. If the copy record has associated patterns, Serials Control attempts to enforce conformity to the pattern when editing holdings.
Follow these steps to edit the summary of holdings:
1. Display the Serials Control workspace.
2. Search for the title with a summary of holdings that you want to edit. The Copy List window opens for the title:
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3. Select the copy record with the summary of holdings that you want to edit.

If summary of holdings should be changed for all copies of an issue, you need to edit each copy record.
4. Click Sum. of Holdings. The Summary of Holdings window appears:
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This window lists the holdings of issues you have checked in since the date you began using the Horizon Serials prediction function. If your library houses the issues prior to that shown in the holdings window, you can edit the holdings to include those prior issues. 

5. Select the first holdings row.

This is the row you need to edit to reflect the issues your library houses that were received before you implemented the Serials module.

6. Click Edit. The Summary of Holdings window opens: 
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If the holdings row you are working with contains issues with no prediction pattern, or special issues, a different window will appear. 

7. Edit these fields so that the summary of holdings reflects all the issues your library houses.

· From Volume. Enter the earliest volume of this serial that you have (and the issue).

· To Volume. Enter the current volume of this serial that you have (and the issue).

· From Date Enter the issue date of the earliest issue of this serial that you have (and the Pattern code). This field must be filled, even if there is no range.
· To Date. Enter the issue date of the current issue of this serial that you have (and the Pattern code). This field must be filled, even if there is no range.
Other fields, such as issues or pages, may appear in addition to the volume and number fields depending on the enumeration display of the summary of holdings that you are editing. Edit these fields to reflect the summary of holdings as necessary.

8. Deselect the Gap checkbox if you have filled the gap by entering all the missing issues. 

9. Click Save.

10. Click Close. The Summary of Holdings window in PAC should now reflect the changes that you have made. 

Adding a New Line to the Summary of Holdings
You may periodically need to add a new line to summary of holdings. For example, you might need to do this to show holdings for supplements or index issues received prior to using Horizon or not checked in using Horizon. 
Follow these steps to add a new line to the summary of holdings:
1. Click New on the Summary of Holdings window for the title. The Edit Summary of Holdings (New) window appears:
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2. Enter the following holdings information:
· Line. Enter the number or order you want the holdings displayed in PAC. 

· Free Enum. Enter the enumeration information (if any exists) for the line of holdings.

· Free Chron. Enter the chronology information (if any exists) for the line of holdings. 

· Note. Enter comments or notes about the line of holdings.

· Run. Enter the run the issue belongs to. Click Codes for a list of valid codes.

3. Click Save.

4. Click Close.

The summary of holdings display on the Bibliographic Detail window in PAC will now display the new line of holdings.

If you have comments that you want to appear in PAC, you can add them to the summary of holdings.

Follow these steps to add a display note for summary of holdings: 
1. Display the Serials Control workspace.

2. Search for the title you want to display a comment about in its summary of holdings display. The Copy List window opens for the title. 
3. Select the copy record the note applies to.

If notes should display for all copies of an issue, you need to edit each copy record.

4. Click Sum. of Holdings.

5. Double click on the row the note applies to. The Edit Summary of Holdings window appears: 
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6. Enter the comment in the note entry box.

7. Click Save. 

8. Click Close. 

The Summary of Holdings window in PAC displays the note.

Sample Prediction Patterns

Sample Prediction Patterns

This appendix contains several prediction patterns, which you can use to set up prediction for common publication frequencies. These examples are guidelines for setting up predictions similar to them. They also illustrate how the prediction fields work together to accomplish different results.
Here are the prediction patterns explained in this section:

· Monthly
· Bimonthly 

· Quarterly

· End-of-year Index

· A Range

· An Exception

Setting Up a Monthly Prediction

This example defines a prediction for a title that:
· Is published every month the entire year (12 issues)

· Has a chronology that looks like: March 2005

· Has an enumeration that looks like: V.33, N.1

Increases its volume and resets its issue number the first day of every calendar year (January 1)

Follow these steps to set up a monthly prediction:
1. Search for the serials title you want and sent it to Serials Control. Horizon displays the Copy List window.

2. If no copy record exists, copy an existing record or create a new copy record for the title.

3. Highlight the copy record with the media type for which you want to set up this prediction.

4. Click Prediction. Horizon opens the Prediction Table window.
5. Click New. Horizon opens the Edit Serials Prediction Table window, overlaid by the Edit Run Code and Applicability Date window:
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6. Enter the code for the main run in the Run field.

7. Enter the first of January and the current year in the Appl. Date field. (For example, enter “01/01/05”.) 
The applicability date is the date when Serials should begin predicting issues, not the date when the title was first published or the date when you first started receiving the title. Enter a date that makes sense for Serials to use to predict future issues.

8. Click OK. Horizon opens the first page of the Edit Serials Prediction Table window.
9. Complete the fields as per this sample screen: 
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10. Click Page Down to advance to the next page.
11. Complete the frequency fields as per this sample screen: 
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12. Click Page Down to advance to the next page.

13. Complete the first Enumeration Pattern group as per this sample screen: 
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14. Click New to display a second group entry. 

15. Complete the second Enumeration Pattern group as per this sample screen: 
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16. Click Save. 

17. Click Close. Horizon displays the List Prediction Table window.

18. Click Test Prediction. Horizon displays the Test Prediction window: 
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19. Click More to see additional predictions. 

20. Click Close to close this window and return to the List Prediction Table window. 

If the prediction does not match your expectation, you can repeat these steps and edit your prediction pattern. 

Setting up a Bimonthly Prediction

This example defines a prediction for a title that:

· Is published bimonthly the entire year (6 issues)

· Has a chronology that looks like: Nov/Dec. 2005

· Has an enumeration that looks like: VOLUME 24, NUMBER 1

Increases its volume and resets its issue number the first day of every calendar year (January 1)

Follow these steps to set up a bimonthly prediction:

1. Search for the serials title you want and sent it to Serials Control. Horizon displays the Copy List window.

2. If no copy record exists, copy an existing record or create a new copy record for the title.

3. Highlight the copy record with the media type for which you want to set up this prediction.

4. Click Prediction. Horizon opens the Prediction Table window.

5. Click New. Horizon opens the Edit Serials Prediction Table window, overlaid by the Edit Run Code and Applicability Date window:
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6. Enter the code for the main run in the Run field.

7. Enter the first of January and the current year in the Appl. Date field. (For example, enter “01/01/05”.) 

The applicability date is the date when Serials should begin predicting issues, not the date when the title was first published or the date when you first started receiving the title. Enter a date that makes sense for Serials to use to predict future issues.

8. Click OK. Horizon opens the first page of the Edit Serials Prediction Table window.

9. Complete the fields as per this sample screen: 
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10. Click Page Down to advance to the next page.

11. Complete the frequency fields as per this sample screen: 
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You must enter numbers in the Instance String field in ascending order (lowest to highest). Horizon reads the number “13” as January in the case of a December/January (12/13) issue. 

12. Click Page Down to advance to the next page.

13. Complete the first Enumeration Pattern group as per this sample screen: 
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14. Click New to display a second group entry. 

15. Complete the second Enumeration Pattern group as per this sample screen: 
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16. Click Save. 

17. Click Close. Horizon displays the List Prediction Table window.

18. Click Test Prediction. Horizon displays the Test Prediction window: 
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19. Click More to see additional predictions. 

20. Click Close to close this window and return to the List Prediction Table window. 

If the prediction does not match your expectation, you can repeat these steps and edit your prediction pattern. 

Setting Up a Quarterly Prediction

This example defines a prediction for a title that:

· Is published every quarter according to the seasons: Winter, Spring, Summer, Fall (4 issues)

· Has a chronology that looks like: Winter 2005

· Has an enumeration that looks like: V.2, N. 1

Increases its volume and resets its issue number with every winter issue (December 31)

Follow these steps to set up a quarterly prediction:

1. Search for the serials title you want and sent it to Serials Control. Horizon displays the Copy List window.

2. If no copy record exists, copy an existing record or create a new copy record for the title.

3. Highlight the copy record with the media type for which you want to set up this prediction.

4. Click Prediction. Horizon opens the Prediction Table window.

5. Click New. Horizon opens the Edit Serials Prediction Table window, overlaid by the Edit Run Code and Applicability Date window:
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6. Enter the code for the main run in the Run field.

7. Enter the first of January and the current year in the Appl. Date field. (For example, enter “01/01/05”.) 

The applicability date is the date when Serials should begin predicting issues, not the date when the title was first published or the date when you first started receiving the title. Enter a date that makes sense for Serials to use to predict future issues.

8. Click OK. Horizon opens the first page of the Edit Serials Prediction Table window.

9. Complete the fields as per this sample screen: 
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10. Click Page Down to advance to the next page.

11. Complete the frequency fields as per this sample screen: 
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12. Click Page Down to advance to the next page.

13. Complete the first Enumeration Pattern group as per this sample screen: 
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14. Click New to display a second group entry. 

15. Complete the second Enumeration Pattern group as per this sample screen: 
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16. Click Save. 

17. Click Close. Horizon displays the List Prediction Table window.

18. Click Test Prediction. Horizon displays the Test Prediction window: 
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19. Click More to see additional predictions. 

20. Click Close to close this window and return to the List Prediction Table window. 

If the prediction does not match your expectation, you can repeat these steps and edit your prediction pattern. 

Setting Up and End-of-the-Year Index Prediction

This example defines a prediction for a title that:

· Comes at the end of every year

· Has a chronology that looks like: 2002

Has an enumeration that looks like: Index

Follow these steps to set up an end-of-year index prediction:

1. Search for the serials title you want and sent it to Serials Control. Horizon displays the Copy List window.

2. If no copy record exists, copy an existing record or create a new copy record for the title.

3. Highlight the copy record with the media type for which you want to set up this prediction.

4. Click Prediction. Horizon opens the Prediction Table window.

5. Click New. Horizon opens the Edit Serials Prediction Table window, overlaid by the Edit Run Code and Applicability Date window:

6. Click New. Horizon opens the Edit Serials Prediction Table window, overlaid by the Edit Run Code and Applicability Date window:
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7. Enter the code for the main run in the Run field.

8. Enter the first of January and the current year in the Appl. Date field. (For example, enter “01/01/05”.) 

The applicability date is the date when Serials should begin predicting issues, not the date when the title was first published or the date when you first started receiving the title. Enter a date that makes sense for Serials to use to predict future issues.

9. Click OK. Horizon opens the first page of the Edit Serials Prediction Table window.

10. Complete the fields as per this sample screen: 
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11. Click Page Down to advance to the next page.

12. Complete the frequency fields as per this sample screen: 
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13. Click Page Down to advance to the next page.

14. Complete the first Enumeration Pattern group as per this sample screen: 
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15. Click Page Down to advance to the next page. 

16. Complete the second Enumeration Pattern group as per this sample screen: 
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17. Click Save. 

18. Click Close. Horizon displays the List Prediction Table window.

19. Click Test Prediction. Horizon displays the Test Prediction window: 
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20. Click More to see additional predictions. 

21. Click Close to close this window and return to the List Prediction Table window. 

If the prediction does not match your expectation, you can repeat these steps and edit your prediction pattern. 

Setting Up a Prediction with a Range

This example defines a prediction for a title that:

· Is published every week

· Has a chronology that looks like: Jan 1-7, 2005

Has an enumeration that looks like: V.12, N.1; Issue 48. (While the Number resets every January 1, the Issue numbers are continuous.)

Follow these steps to set up a prediction with a range:

1. Search for the serials title you want and sent it to Serials Control. Horizon displays the Copy List window.

2. If no copy record exists, copy an existing record or create a new copy record for the title.

3. Highlight the copy record with the media type for which you want to set up this prediction.

4. Click Prediction. Horizon opens the Prediction Table window.

5. Click New to create the main run:
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6. Enter the exact same date as you did for the main run in the Appl. Date field. (For example, enter “01/01/05”.) 

The applicability date is the date when Serials should begin predicting issues, not the date when the title was first published or the date when you first started receiving the title. Enter a date that makes sense for Serials to use to predict future issues.

7. Click OK. Horizon opens the first page of the Edit Serials Prediction Table window.

8. Complete the fields as per this sample screen: 
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9. Click Page Down to advance to the next page.

10. Complete the frequency fields as per this sample screen: 
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11. Click Page Down to advance to the next page.

12. Complete the Enumeration Pattern group as per this sample screen: 

[image: image52.jpg]2 2= 52l e e sl

pemm-Paten— wow [~ oo [fiewy == ey 7
sEwm Goup [0 clevel [1
Label froex  pestx [

No.Unitsitevel [ Continuous [ Baselne [

Data Type (" Numeral @ Cap. Let. " Small Let. " Roman

 Small Rom..  Free Text

Value List [0

Cal Change [1-1]
Calendar Reset | Binding Trigger [

ciose | sae | p.geup|w: S Pupm| RunaDate | Page o of 4





13. Click Save. 

14. Click Close. Horizon displays the List Prediction Table window.

15. Click Test Prediction. Horizon displays the Test Prediction window: 
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16. Click More to see additional predictions. 

17. Click Close to close this window and return to the List Prediction Table window. 

If the prediction does not match your expectation, you can repeat these steps and edit your prediction pattern. 

Setting up Prediction with an Exception

This example defines a prediction for a title that:

· Is published twice each month on the first and third weeks except for December, when one issue is published.

· Has a chronology for all months, except December, that looks like: January 6, 2005. 

· Has a chronology for just December that looks like: December 2005.

· Has an enumeration for all issues that looks like: V.12, N.1. 

Increases its volume and resets its issue number the first day of every calendar year (January 1). 

Follow these steps to set up a prediction with an exception (to be created thereafter):

1. Search for the serials title you want and sent it to Serials Control. Horizon displays the Copy List window.

2. If no copy record exists, copy an existing record or create a new copy record for the title.

3. Highlight the copy record with the media type for which you want to set up this prediction.

4. Click Prediction. Horizon opens the Prediction Table window.

5. Click New and enter the code to create the main run.
6. Enter the exact same date as you did for the main run in the Appl. Date field. (For example, enter “01/01/05”.) 

The applicability date is the date when Serials should begin predicting issues, not the date when the title was first published or the date when you first started receiving the title. Enter a date that makes sense for Serials to use to predict future issues.

7. Click OK. Horizon opens the first page of the Edit Serials Prediction Table window.

8. Complete the fields as per this sample screen: 
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Note the entries (MMYY) in the Start and End dates in the Exceptions group.

9. Click Page Down to advance to the next page.

10. Complete the frequency fields as per this sample screen: 
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11. Click Page Down to advance to the next page.

12. Complete the first Enumeration Pattern group as per this sample screen: 
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13. Click Page Down to advance to the next page.

14. Complete the second Enumeration Pattern group as per this sample screen: 
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15. Click Save. 

16. Click Close. Horizon displays the List Prediction Table window.

17. Click Test Prediction. Horizon displays the Test Prediction window: 
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18. Click More to see additional predictions. 

19. Click Close to close this window and return to the List Prediction Table window. 

If the prediction does not match your expectation, you can repeat these steps and edit your prediction pattern. 

With your prediction pattern now set up (and not showing the December exception, you are ready to set up the December exception so Horizon will  predict it with the rest of the prediction pattern. 
Follow these steps to set up a prediction (with an exception to be created thereafter):

1. Search for the serials title you want and sent it to Serials Control. Horizon displays the Copy List window.

2. If no copy record exists, copy an existing record or create a new copy record for the title.

3. Highlight the copy record with the media type for which you want to set up this prediction.

4. Click Prediction. Horizon opens the Prediction Table window.

5. Click New and enter the code for the main run.

6. Enter the exact same date as you did for the main run in the Appl. Date field. (For example, enter “01/01/05”.) 

The applicability date is the date when Serials should begin predicting issues, not the date when the title was first published or the date when you first started receiving the title. Enter a date that makes sense for Serials to use to predict future issues.

Since the December issue is considered part of the main run, make sure you enter the same run code and applicability date as you did for the issue published twice monthly.

7. Click OK. Horizon opens the first page of the Edit Serials Prediction Table window.

8. Complete the fields as per this sample screen: 
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Note the entries (MMYY) in the Start and End dates in the Exceptions group.

9. Click Page Down to advance to the next page.

10. Complete the frequency fields as per this sample screen: 
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11. Click Page Down to advance to the next page.

Horizon displays the enumeration fields already filled in—since this exception is part of the main run and shares the enumeration of the other issues.

If you change the enumeration for the exception, you will also change the enumeration for the other issues in the main run.

12. Click Save. 

13. Click Close. Horizon displays the List Prediction Table window:
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14. Click Test Prediction. Horizon displays the Test Prediction window: 
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15. Click More to see additional predictions. 

16. Click Close to close this window and return to the List Prediction Table window. 

If the prediction does not match your expectation, you can repeat these steps and edit your prediction pattern. 
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