Refreshing Alice borrower data from MAZE
Canberra / Goulburn CEO Schools
February 2007

Overview

The Alice Library system allows student borrower details to be imported from the MAZE
administration system.

Existing library borrower records will be updated with the correct Scholastic Year, Roll Class and
other student details;
e New students in MAZE but not yet in Alice will have a new borrower record created;
e Left students no longer in MAZE will be removed from Alice, unless they have outstanding
loans.

A procedure has been developed that will check the validity of the MAZE export data before
refreshing it into Alice. This will alert you to missing Student IDs in Alice or Student IDs that are
incorrect for the borrower.

Preparation

1. If you feel more comfortable working from a paper copy of these instructions, Print
these instructions by clicking the Printer icon near the top left of the screen. Do not use
the Internet Explorer printer icon at the top middle gE# screen. It won’t print properly.

a http: / /www.oasisextras.com.au/alice_impont/Alice Borrow~-. Hefresh 2004.pdf - Microsoft Internet Explorer M =] E3
J File Edit “iew Favortes Toolz Help ‘ ]
=
- = Q [ 9 B m .
Search Fawortes  Histary t il Print Edif Dizcuss
efzizextias. com. awdalice_import/alice’ 208 orroweri 20R efresh 202004, pdf j |fi> Go
War M « 5 DO@E S5 #0508
S Refreshing Alice borrower data from MAZE -
Canberra / Goulburn CEQ Schools
] oz =B 1 orre e M [ezexiten | EL]X] ¥
[&] Done |_|_|0 Internet 4
2. Have one blank floppy disk available to use.

3. Ask the librarian:
e what Borrower Loan Category to use;
e whether Alice will allocate barcodes or will the Student ID Number be used as the
barcode;
e what numbers to use for the Borrower Loan Limits.

Refreshing Alice Borrower Data from MAZE v1.3 Page 1



Follow these STEPS...

At Maze Computer

1. Export Student Data from MAZE

At the Alice Shutdown computer

2. Check Exported Data Against Alice Borrower Data

3. Refresh Student Details into Alice from MAZE

If Student Ids are used as borrower Barcodes

4. If the Student ID is also the Alice Borrower Barcode...

Each step is described in more detail on the following pages.

If you have printed these instructions...

An Internet link is included as part of these instructions.

e Check Alice Borrowers
If you are reading the on-line version of this document these links can be clicked and will work

directly.

If you have printed these instructions, return to the web page from which you printed them and
follow the links that are provided there.
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1. Export Student Data from MAZE for Import into Alice

Before you start
Ask the librarian:

1. What Borrower Loan Category code that is used for most (or all) students in Alice

Library.

It should be a single letter like *S’ for Student or ‘P’ for pupil.

2. Whether

e Alice allocates the barcodes

e The Student ID is used as the barcode.

Perform these steps at the MAZE computer.
Either follow the Short Instructions or the Detailed Instructions. You do not need to do both.

Short Instructions

1. Insert a blank floppy disk in the floppy disk drive.

2. In MAZE, Select Students and Families, CEO Data Exports, General Student, Then
select the appropriate report,
Click Export, Save

3.
4. Enter the Borrower Loan Category. Leave the other prompts blank. Click OK.
5

When the export has finished, click Confirm and Close.

If the short instructions were too brief, follow the Detailed Instructions below.

Detailed Instructions

1. Insert a blank Floppy Disk in the floppy disk drive.
2. From the Maze Main Menu:

Students and Families
SCEO Data Exports

LGeneral Student

—Alice 2004 Export with Barcodes or
SAlice 2004 Export without Barcodes

School Community

CED Data Exports

General Student

!?;Student and Family Records
'?‘; General Student and Family Infarmation
] Absences
A dunards Behaviour and Suspensions
ffre) Student Tranzfer
”j Future Students
{; Special School Groups
7 Accidents Incidents and Sickbay
1='CED Data Exports
fgﬁ) “ear End Rollowver

5 Student Academic
&y General Student

PP eeeeee

Staff & Manthly Census - ACGMet Student Export [ST)
Students and Families & Envolments -ACT Student Transfer Register (ST)
& Absences - Alice 2004 Export with Student Barcode [ST)

- Alice 2004 Export without Student Barcode [ST)
- Back to School Allowance (K to 9] [ST)

- Back to School Allowance (K11,12][5T)

- Leaving Students Destination Schoal (S5T)

- Mailmerge Data Families [ST)

- Phota Data [ST)

- Spart [5T]

- Student mylnternet Login Expart [ST)

- Students [ST)
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3. Ifyour library allows Alice to allocate barcodes, double click on:
“Alice 2004 Export without Student Barcode”.
Most Primary Schools use this option
If your library uses the Student ID as the barcode, double click on:
“Alice 2004 Export with Student Barcode”.

4. MAZE will then ask a number of questions:

- Alice Export with Student Barcode (5T)

Extra Characters [if required] to add to Student 1D b0 make borrower barcode: | 0. I
Mumber of digitz to be uszed from Student 1D for Barcode [E or 7] 7 ||:|_ S—
Drefault Bomower Categom? I— 4|
Mumber of Categom 1 ltems Allowed? ||:|_ Help |
Murnber af ‘Other’ Categaory kems Allowed? ||:|_

1. Extra Characters: Normally this will be left blank. If not, then your librarian should
be able to advise you what should be entered.

2. Number of Student ID digits used in barcode. If you allow Alice to allocate
barcodes, please leave this as 0. If your school uses the Student ID as the barcode,
please delete the 0 and then enter either 6 or 7 depending upon the number of digits
your school uses in the barcode.

3. Default Borrower Category: Your librarian will advise you what code should be
entered here. For example, S for Student or P for Pupil.

4. Number of Category 1 Items Allowed: Leave this as 0. The librarian will set the loan
limits for new borrowers in Alice.

5. Number of ‘Other’ Category Items Allowed: Leave this as 0. The librarian will set
the loan limits for new borrowers in Alice.

Click OK

5. Maze next asks which students you wish to export.

[
M Parameters for - Alice Export with Student Barc

Input Yalue =
Starting ¥ear K L k.
Final Year e
First Student AHRENADT ancel
Last Student |WWRIGHCOT
Enrolled on or After (dd/mrmdyyyy) |01/01/2007 2| -

Accept the default values displayed by clicking on OK
The default values will export ALL students

6. The Export to screen will be displayed
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Evportto 21|
Save it Iﬂ 3% Flappy [4:] j - £k E-

Recent

m.

Deskiop

My Documents

™

by Computer

File name: EiTI_IEIEr'-lT.TZZ=-=ZZT j Save I
Save as bype: IAII files [*.) j Cancel |
F

7. Navigate to the floppy drive by choosing from the drop-down box. Click on Save when the
floppy drive is selected.
MAZE will then display xxx record(s) exported.

File Run Help

&l@l il ll Canfirmn & Close

Ewxport fram database St M atthe:
ta file AASTUDENT. TRT

rimary School, Page

|258 record(s] exported.

= | | Azt

8. Click Confirm & Close.

9. The Librarian will now be able to use this floppy disk to run the procedures in Alice to
import the student information.
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2. Check Exported Data Against Alice Borrower Data

This step compares and updates the Student ID stored in Alice with the one supplied by MAZE.
Students are matched by their name and if the program cannot match unambiguously, you will be
asked to make the match manually.

Perform these steps at the Alice Shutdown computer. Follow either the Short Instructions or the
Detailed Instructions. You do not need to do both.

Short Instructions

1. IMPORTANT: If your library uses the Student ID as the barcode, read section 4 of this
document and make the changes required for Seven Digit Borrower Barcodes
BEFORE proceeding.

2. Click on the link *Check Alice Borrowers.exe’ to download and execute the file
containing the procedure to check the exported Maze Student Data against the Alice
library borrower data.

3. Unzip the file to L:\OASIS\AOASIS and then click Close to run the checking program.
(If your Alice is not installed on the L: drive, change L: to the appropriate drive letter.)

4, Ensure the Maze-Alice data transfer disk is in the floppy disk drive A: and press Enter
to load the file ANSTUDENT.TXT

5. If any students are not matched by name then select them from the list of un-matched
students. To skip a student who has left, press <Esc> and then <C>ontinue.

6. When all students have been matched, Print the summary.

If the short instructions were too brief, follow the Detailed Instructions below.

Detailed Instructions

IMPORTANT: If your library uses the Student ID as the barcode, read section 4 of this document
and make the changes required for Seven Digit Borrower Barcodes BEFORE proceeding

Click on the link ‘Check Alice Borrowers.exe’ to download and execute the file containing the
procedure to check the exported Maze Student Data against the Alice library borrower data..

Internet Explorer will display a warning message.
The exact message will vary with the version of Internet Explorer being used and how it is
configured.

Double click to download and execute the file Check Alice Borrowers.exe

Internet Explorer 5 Internet Explorer 6
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File Download x| File Download x|

“Y'ou have chozen to download a file from this location. :,) ‘fou are downloading the File:
-

..& Formats - ALice 2004, exe from wiww. oasisextraz. com. & & Farmats - Alice 2004.&xe Fram www oasisextras,cam.au

. X - ‘wiould pou like to open the file or gave it to your computer?
What would you like to do with this file?

Save Cancel More Info

" Save this program to disk I & ask before opening this tupe of file

V| Slways ask before opening this bipe of file

0k I Cancel | Mare Info |
/ . 4

Click Run thjsfTogram from its current location Click Open
Click OK e
Security Warning ll

[io you want ta install and run ''...e Formats - AlLice
2004, exe from wiww. oasisextas.com. au''?

The publisher cannot be determined due to the problems
belaw:

Authenticode signature not found.

) Yes Hore Info
" =
Click Yes
WinZip Self-Extractor [Check Alice Borrower: il

Tounzip all files in Check Alice Bormowers. exe to
the specified folder press the Unzip button.

|dnzip To Folder:

W Dewerwrite Files ‘Without Prompting

W wihen Done Urzipping Bun:
L:\oagsizhanazizhl nasiz.exe /04N 3

Licenzed to 04615 Extras

If your Alice systenfis installed on a drive letter other than L:, change L: to the correct drive letter.

Click UNZIP
x

Z filefs) unzipped successFully

Click OK
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Clipper development - rr

Update Library Stucodse from refresh disk

¥ matching against the student's

to find t
thres charact

cannot be matched unambiguo
of the students from the refr

h and will be gned an
11 be Tist the audit

am, Lauren E]
name. Fleas

Most students will be matched automatically by name. Where a student name is found in the library
system that is NOT matched by name to the Maze student data, you will be prompted to select the
student from a list of students who have not already been matched from the Maze-Alice Import
disk.

Highlight the correct student’s name and press Enter to select them.

If the student is no longer at the school, press <Esc> and then <C>ontinue to skip over this student.

When all unmatched students have been identified or skipped over, a report will be printed of
changes made.

Select <P>rint

Select <C>hange Printer
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Clipper development - rr
Update Library St from refresh disk

Frinter Connec

5
(0] Jal] t

Frinter Mams

* WINDOWS

de from refresh dizk

z Printar

Select the correct Windows Printer to be used and press Enter

_lojx

File Edit Format Help
09702 /2004 12:45 Fage 1 a

04 - MATCH STUCODE BY NAME - AUDIT TRAIL

[keudit timestamp: 03/02/2004 12:45:185

120  barrowers were matched successfully by name.

[Manual Corrections made...

5024567 10 smith, Arthur Updated Manually

The students listed below st£il1 hawe no student code entered

WARNIMNG: Student: 2 Anderson, Darla : has no student code
WaRMIMNG: Student: 7 Arias, Mark : has no student code |
WARNING: Student: 2 Aarnold, Camille Elis : has no student code
These students may hawve duplicate barrower records created by Refresh -

4] v
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A report similar to this one will be printed.

Manual Corrections Made

Any students that you matched manually will be listed here.
Students with no Student code in Alice

Any students that still do not have a student code in Alice will be listed here.
Only students who have left the school should be listed.
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3. Refresh Student Details into Alice from MAZE

Preparation

1.

Get the MAZE - Alice Student Export data disk from the front office.

Perform these steps at the ALICE Shutdown computer. Follow either the Short Instructions or the
Detailed Instructions. You do not need to do both.

Short Instructions

1.

2.

5.

6.

Perform an Alice Shutdown with Force Data Archive and Rebuild selected (This step
is essential to confirm any changes made in the previous Alice Borrower Data Check!)
Delete all students in the highest scholastic year i.e. those who have left. Select
Circulation, Global Change, Delete. Print the list of any students remaining in the
highest scholastic year. Return their loans using Circulation, Loans and delete them
using Circulation, File, Borrower.

Preload the Student data from the floppy disk. System, Data Loading, Borrower.

File: ANSTUDENT.TXT

Format: Comma Delimited

Borrower Type: Student

Loan Category: S (or whatever the correct Borrower Loan Category is for your library)

Next Borrower: .NEXT.

Barcode Prefix: B

Refresh: \

Perform an Alice Shutdown. This will actually load the data and includes a Rebuild
Indexes and Data Archive.

Check that new students have been added, that existing students have correct scholastic
year and roll class and left students are no longer present.

Global Change Borrower Loan Limits and Borrower Resource loan category if required.

If the short instructions were too brief, follow the Detailed Instructions below.

Long Instructions

1

Perform an Alice Shutdown with Force Data Archive and Rebuild selected.
(This step is essential to confirm any changes made in the previous Alice Borrower Data Check!)

Select: System, Parameters, Shutdown
Tick: Force Data Archivge and Rebuyild
: Parme / =10l

(W] it fiar logaut
Suzpend Web lnog
Syztem check,

Ix

LI |

Rebuild

L

Close the Shutdown Window

Refreshing Alice Borrower Data from MAZE v1.3

Page 11



0 waiti wn ol 0

W aiting M

Click the Green Tick to perform the Alice Shutdown immediately.

Important: Allow the Shutdown to complete. Do NOT close the Shutdown task list window as
this will cancel the Shutdown process. Shutdown should take 5 — 15 minutes.

2. Delete all students in the highest scholastic year i.e. those who have left.
From the Alice Main Menu Select: Circulation, Global Change, Delete.
L5l
[¢v] &[] 2]
= laztic year

Yeer {a] delete I I

Studentsn deleted - eutetendlng

NI

Select the highest Nstic year at your school as the Year to delete.
Click the Green Tick.

Any students who are not deleted because they have outstanding loans will be listed along
with details of their outstanding loans.

Print this report.

Return the outstanding loans in Circulation, Returns.

Delete each of these students using Circulation, File, Borrower.

3. Insert the MAZE-Alice Export disk in the floppy disk drive.

4. Select: System, Data Loading, Borrower.
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ﬂBurmwer: Data loading: System: Alice | _ =) =] |
I.-’-‘-.:"-.Student.t:-:t = |

=1 51

Format | Comma delimited

Bamower type | Student j
Loan categany I Student j

Mext bormower IB (10003333
Barcode prefis I_
Fefresh v

Locale I Englizh [Australian) j

5. Fill in the details as shown above.
The Format chosen MUST be Comma Delimited.

For the Next Borrower barcode and barcode prefix, choose one of the following options:

e Scan the next available Borrower Barcode from the sheet or roll of barcodes and leave
Barcode prefix blank. Alice will start allocating borrower barcodes sequentially starting
with the barcode entered,;

e If you want Alice to allocate the next available barcode, leave ‘Next Borrower’ as
*NEXT.” and enter the barcode prefix ‘B’;

If you exported student data from MAZE WITH student IDs as barcodes, the student ID will
be used as the borrower barcode irrespective of which option you choose — but you still must
choose one option otherwise the Green Tick will not be available to select.

Refer to the separate discussion about Barcodes if you use the Student ID number as the
Barcode. See Section 5

Caution: Since the Refresh box is ticked, the file STUDENT.TXT must contain ALL
students in the school. You must not select Refresh if the file contains just new students
because Alice will delete the Alice borrower records for all borrowers not in The MAZE-
Alice Import file STUDENT.TXT.

6. Click the Green Tick. (If the Tick is not green, one or more fields have not been filled in.)

Data loaded E |

The data has lnaded successzzfully [pending a shutdown]

7. Click OK.
Close the Borrower: Data loading: System: Alice Window by clicking the X in the top
right corner of the window.

Note: The borrower data will be pre-loaded in just a few seconds but will not update the
Alice data files until an Alice Shutdown has been performed.
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8. Perform an Alice Shutdown.
Close all open Alice windows
Close the Alice Menu window.

ﬂ‘w’aiting for shutdown M= E
| FEREZ]

“WWiaiting until 22

Click the Green Tick in the Waiting for Shutdown window to perform the shutdown.

ﬂ Shutdown: Alice M=

™ | Eoree data anchive

[w|Houzekeeping - Topics ;I
(w|Houzekeeping - Loan Categories
[w|Houzekeeping - Inguiny

[ JAdvance booking naotices

[ ]Purge Loan Higtary

[w|Purge expired articles

[w|Purge loaded files

[w|Load rezource loan category data
[w|Lnad borower loan categary data
[ JAutomatic MARC data update
[w|Load MARC data

[w|Load articles

[w|Load subject see / see alzo refs
Load borower data

Note: As part of the Shutdown, Alice will Rebuild Indexes then Load Borrower Data and
finally create a Data Archive. These steps may take several minutes to complete.

Important: Allow the Shutdown to complete. Do NOT close the Shutdown task list
window as this will cancel the Shutdown process. Shutdown should take 5 — 15 minutes.

9. Logon to Alice again and check that the borrower details have been updated correctly.

Select: Circulation, File, Borrower.
Check:
e New Students have been added and have an appropriate barcode;
e Existing students have had their Scholastic year and roll class updated,;
e Left students are no longer present, other than those with outstanding loans.
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10. If Loan Limit values were not entered when the MAZE-Alice Export file was created,
Select: Circulation, Global Change, Limits

€) Limits: Global Change: C o ] S
—Applyto—————— [~ Renewal Limitz
' Loan Limits Fienewal Limitl
enewal Limts Set Bestriction
i — Loan limit to
v Etudents Fiot |2_
— ki iction

[T Tnstitution T
[~ Rstemal

— Schdlastic year
‘Yeg tolimit |¥ - Other [z

— Barrojuer loan categary \\ 4
Categomy ta limit I Stuavts I j

Tick Loan Limits and Students /
Set to appropriate values the Loan Limits.

Click the Green Tick to globally set the Loan Limit for all students in one Scholastic Year.
Repeat the process for other scholastic years as required.

11. If your library has more than one Borrower Loan Category, you will need to globally
change the Borrower Loan Category for some of the students.
Select: Circulation, Global Change, Loan Category

6 Loan Cotegorm ST

—w'ho
v Students

I Staf

[” Esternal
[ Institution
— Schaolastic year

rear to update IK vl

— Bomower loan category

Set the Scholastic Yesy to update and the

Borrower Loan Categ0ry to be assigned to all students in that Scholastic Year.
Click the Green Tick.

Repeat the process for other Scholastic Years as required.

Congratulations! Your student borrowers’ details have now been updated.
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4, |If the Student ID is also the Alice Borrower Barcode...

You do not need to read this section if you allow Alice to allocate borrower barcodes. This section
is only relevant for libraries where the student ID number is used as the borrower barcode.

1. Tosupport 7 digit Borrower Barcodes, make the following changes:
- System, Parameters, Library, Barcodes:
Tick “Keep 7™ Character”.
Tick “Special Barcodes”
Enter the “Special Barcode Rearranging Formula” as shown below.

ﬂlihrary: Parameters: System: Alice

?
General Fegistration Shutdown | Barcode |
’—Next Barcode

Borroweer I B00:354

Match accession number to barcode [
Allove O in barcode [
Keep 7th character v

Imerementing character position IS_
Special barcodes v

Character Position Rearrandging farmula
Special barcode 1 IR_ |1_ I 1+24 3+ +5+6+7+9+10+11 +1 2

Special barcode 2 I_ IIZI_ I
Special barcode 3 I_ IIZI_ I

2. When exporting student details from MAZE, select the report:
Alice 2004 Export with Student Barcode.
This export will include the Student ID as the second field in the export file and Alice will
allocate the student ID as the barcode for a newly created borrower. Alice will NOT change the
barcode of any existing borrowers so if the MAZE ID has been changed for existing borrowers
and you want to change their borrower barcode to match, you will need to use OASIS Library
Extras option D4 to do this AFTER the borrower details have been Updated into Alice.

3. Alice will ONLY allow the school code to be included at the end of the student barcode if the
student ID is exactly 6 characters long. Students with 7 digit Student Ids will have a barcode
created without the school code. For example: If the school’s code is 9999 the following
barcodes will result.

6 digit ID 123456 Barcode: 1234569999
7 digit ID 1234567 Barcode: 1234567
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4. Alice is very forgiving about the format of barcodes and will accept pretty much any barcode

format. However, it will become pathologically confused if a Borrower barcode is identical to a
Resource Barcode.

5. If your library uses non-standard barcodes because it was migrated from another library system
in the past and ‘Foreign Barcodes’ translation is used to “map’ the non-standard barcodes into
Alice format, then you need to be particularly careful that the Foreign Barcodes translation does
not create duplicate barcodes. This is particularly likely with library systems that have been
migrated from Ocelot as the resource barcodes started with the digit 1.
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