Libris DESIGN Cheat Sheet

1. Work with a new generic Library Model

Go to the Manage Models screen, make choices in the Select an Expert Model box and click “I’m Ready”.
2. Work with a model you’ve worked with previously

Go to the Manage Models screen, choose a model from the User Models box and click “Open”.
3. Copy a Model that you have worked with previously to create a new version

Go to the Manage Models screen, choose a model from the User Models box and click “Copy”.

4. To Print a Budget
From the Library Model Screen, click “Reports”.  On the Reports screen, click the “Cost Summaries” tab, then click “Project Cost Estimate Summary”.  Choose the Budget type and the specific budget from the “Available Budgets” box.  Click the “Preview Selected Report” button. Once you are in the Print Preview, press the Printer icon on the Libris DESIGN toolbar.

5. To Print a Report
From the Library Model Screen, click “Reports.”  Click on the tab for the Report you would like to print.  Select buttons to print either summary reports or to select specific portions of data within each category.  From the Print Preview screen, you can either Export the document to Microsoft Word by clicking the Word icon on the toolbar or Print the Report as is, by clicking the Printer icon on the Libris DESIGN toolbar.  Pay attention to the onscreen help!
Physical Changes
6. Add a Division

From the Library Model screen, click in the first blank record at the bottom of the Divisions section of the screen.  Choose a Division from the pull-down list and press <Enter>

7. Delete a Division

From the Library Model screen, double-click on the name of the Division you want to delete.  When the Division screen opens, click “Delete Division”

8. Add a Space to a Division

On the Division screen, (with the Division where you want to add a Space showing in the Division Name box), click in the first blank record at the bottom of the Spaces section of the screen.  Choose a Space from the pull-down list and press <Enter>

9. Delete a Space from a Division

On the Division screen, (with the Division where you want to delete a Space from showing,) double-click on the Space you want to delete.  When the Space screen opens, click “Delete Space”

10. Add or Delete Inventory Items from a Space
Be sure you are in the Space Screen for the Division where you want to add inventory AND that the correct Space is displayed in the Space Name box.

· To Add an Inventory Item, click “Add Item”.  Choose an Inventory Item from the pull-down list and put a number in the Quantity (Qty) box, then press <Enter>.  If the default figures for Cost or Square Footage are not acceptable, you may override them by putting numbers in the appropriate Override box.

· To Delete an Inventory Item, click on the Item to select it, and click “Delete Item”

11. Create a New Inventory Item

From any Space Screen, click “Create New Inventory Item.”  Add information to each field. Or Click on “View All Inventory Items and append an inventory from the master pick list to all pick lists.  It will then be available to add to this Space, and all Spaces.

Collection Changes
12. To Delete a Collection Type

From the Library Model screen click “Collections”.  When the Collection you want to delete is displayed in the Collection Type box, click “Delete Collection.”  You can’t undo this action!
13. To Add a Category to a Collection Type

From the Collection Type screen, click in the first blank record in the Category section of the screen.  Choose a Category from the pull-down list and press <Enter>
14. To Delete a Category from a Collection Type

From the Collection Type screen, double-click on the name of the Category you want to delete.  When the Category screen opens, click “Delete Category”
15. To Add a Subcategory to a Category

On the Category screen, (with the Category where you want to add a Subcategory showing in the Category Name box,) click in the first blank record in the Subcategory section of the screen.  Choose a Subcategory from the pull-down list and press <Enter>

16. To Change Assigned Space for an existing Subcategory
From the Subcategory screen, click in the Assigned Space box and choose from the pull-down list.  If you attempt to assign the Subcategory to a Space that does not exist in your current library model, you will get an “incompatibility” message.  Either choose a space that exists in your current model or go to the appropriate Division and add the Space.

17. To Change an Assigned Space When adding a New Subcategory
When you add a new subcategory, an Assigned Space box will appear.  To change the default, click in the box and choose from the pull-down list. If you attempt to assign the Subcategory to a Space that does not exist in your current library model, you will get an “incompatibility” message.  Choose an existing space or go to the appropriate Division and add the Space.

18. To Delete a Subcategory from a Category
On the Category screen, (with the Category where you want to delete a Subcategory from showing in the Category Name box,) double-click on the Subcategory you want to delete.  When the Subcategory screen opens, click “Delete Subcategory”

19. Add or Delete Volumes to a Subcategory

Be sure you are in the Collection and Category Screen for the Subcategory where you want to add a Volume AND that the correct Subcategory is displayed in the Subcategory Name box.

· To Add a Volume, click “Add Volume”.  Choose a Volume from the pull-down list and put a number in the # of Vols box that represents the number you want in your collection., then press <Enter>.

· If the default figures for Cost, Square Footage, and Volumes per Linear Foot or Shelving Type are not acceptable, you may override them by putting numbers in the appropriate Override box or choosing a different Shelving Type from the pull-down list.

· To Delete a Volume, click on the Volume to select it, and click “Delete Volume”
20. Create a New Volume Type

From a Subcategory Screen, click “Create New Volume Types.”  Add a Volume Name, choose a Shelving Type from the pull-down list and enter an average number of Volumes of this type per linear foot. Press <Enter> to save your New Volume Type.  Or click on “View all Volume Types” and select a volume type from the master pick list.  Click on “Add this Volume Type to All Subcategories” to add this to the pick list for this Space and all other Spaces.
21. Create a New Shelving Type
From a Subcategory Screen, click “Create New Shelving Types.” On the Create New Shelving Types screen, add a Shelving Name and Description, then fill out information on the size, number of shelves, square footage the unit will take up and cost per Shelving unit.   Press <Enter> to save your New Shelving Type.
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