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Overview of ReQuest Manager

ReQuest Managerisa complete catalog system for resource centers who lend materials
to churches, individuals, and organizations. There are several components to the entire
ReQuest Manager package

1 ReQuest Manager (RQM) 1 This refers to the entire software package, but
specif i cally to the main program. See ABefore You St
below for more information. After installation, you can start ReQuest Manager by
going to the Start Men  u / All Programs / ReQuest Manager and chooSgsaitng
RQMOoO

Note that you mus tinstall RQM and enter your resource data into the catalog
before trying to use the other parts of RQM below.

T RQMWeb i This online, searchable web catalog allows your users to browse and

request resources . Your catalog data is hosted on our servers and requires
almost no setup by you T just direct your users to the catalog at the link we
provide. This feature is available on an annual -subscription  basis; i nformation

available at:  http://www.reques _tmanager.org/hosting.asp

1 WebScan 1 This is an optional component of RQM. When you type or scan a book
or video's ISBN code, WebScan automatically searches through numerous online
catalogs for information about the book. Information available at:
http://www.requestmanager.org/webscan.asp

I Barcoding 1 Thisis an optional component of RQM that allows you to print your
own barcode labels for resources and /or use a barcode scanner (wand) to quickly
check out or in resources. This can be a great time and keystroke saver, and
reduces error.

Please contact the developer for more information about purchasing this module
and the supported equipment. http://www.requestmanager.org/barcode.asp

Annual Support Contract

Keep your software up to date with an annual contract. All product upgrades are

included in the cost, as well as o nline and technical support . Information regarding
support contracts  can be found with your ReQuest Manager we Icome package or by
contacting the developer directly.

Updates to this document, product updates to ReQuest Manager, and additional modules
or support files can be found at http://www.reguestmanager.org/support.asp

When contacting support (  support@requestmanager.org ), please be specific about the
wording of any error messages or the issue you are encounterin g. Please be prepared to
provide current ReQuest Manager version (found on the Main Menu of RQM). RQM
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System Information can be found by clicking Support / Support Info € onthe ribbon

toolbar as shown:

7] Exec Reports EI:I'_J X

ED Options Switch Exit
Support - Windows~  RQM
E ﬁ Suppert Info... Exit
| E3  Emnail Tech Support... |
&, ROM Website... nage
= Check for RQM Updates
. RQ
Fromthere,c lickking on the AEmail S u pwlleopy infdrrmafioo @ yolru t t o n
clipboard that will be helpful in troubleshooting problems you may encounter. You can
then paste this information into an email to support .
Important note about maintenance: Please read carefully the section below entitled
iMai ntenance of Data Filed for important steps

Manager system continues to function properly. If you need to contact technical support,
the support representative may ask you to attempt to compact your database. This will
in many cases fix a program error.

Before Y ou Start

System Requirements

ReQuest Manager 4.0

1 Requires at least Windows 7 or Server 2008 R2 (including Windows 8, 8.1, and
Windows 10).  Note that Windows Vista an d XP are no longer supported.

1 Recommended screen re  solution of 1024x768 (minimum).

91 Further specific system requirements for Office 2013 can be found here:
https://technet.microsoft.c om/en -us/library/ee624351.aspx

1 File-sharing network (workgroup setting only); each Windows user must have
read/write permission on the server machine

1 Note that RQM 4.0 uses the Access 2013  Runtime Engine licensed from Microsoft.

This engineisautomatica | |y i nstalled by RQMO6s setup
have any Office component (such as Word or Access) previously installed in order for
RQM to function. This version of the Access runtime also co - exists peacefully with

other installed versions of Access on the same machine, avoiding conflicts that
sometimes occurred in previous versions of ReQuest Manager.

and

you nee

ther e
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Special Note about 64 -bit Office Environments (rare)

Office 2013 client installations are either 32 -bit (Microsoft -recommended and by
far the most common) or 64 -bit (more rare). (This 32 -bit vs. 64 -bit does NOT
necessarily correspond to the bitness of your Windows version, which is entirely
separate). The Access 2013 Runtime (32 - bit) included with RQM cannot be
installed on a system that has a 64 - bit version of Office 2013 installed. RQM can
be instal led alongside a 64 -bit version of Office 2010 or 2016 without difficulty.

How to determine if you are running 32 - bit Office or 64 - bit Office:
https://support.office.com/en -us/article/What _-version -of-Office -am -1-using -
932788hb8 -a3ce -44bf -bb09 -e334518b8b19

Please contact RQM support for more information if you encounter this issue.

Plan your configuration

Before you begin the installation, plan how you are going to configure the computer(s) to

run the system. Several poss ibilities are listed below:

I Standalone Mode: ReQuest Manager is installed on a single computer and the data is
also stored on that computer.

1 Peer Server Mode: ReQuest Manager is installed on multiple computers (clients) and
the data is stored on one of tho se computers, designated as the data server.

1 File Server Mode: ReQuest Manager is installed on one or more computers (clients),
while the data is stored on a separate computer on the network (server).

Whatever the configuration you choose, be sure to mak e a plan to backup your data
regularly to avoid data loss. The primary data file, without which your RQM catalog
cannot be reconstructed in the event of data loss, is rgmddata .accdb. ( See fiBackupo

under the section fAMai nt enanc eatontaeolteafeguardimgycers sent i al i
data.

*** Please note :in previous versions of RQM (3 .X), the data file was named
Argue@a.accdbo. | 4.0,v etrhsei odnat a f i | ergindgatan oavc anGglmed H* *

Notes on configurations

Check the hardware and software req uirements for each machine in the Technical
Specifications section above before you begin.

If you have a dedicated file server available, the File Server Mode is the best option. This

will usually facilitate data backup as well. If you must choose one o f the clients as the

data server, please be advised that performance may suffer because the data server will

be used for other tasks besides its server function. If an application on the server

crashes and the computer must be rebooted, the database file may be left in an unsta  ble
state and may be corrupted.

No other software is required to run the database; all required software is supplied and
installed with the database application.
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Installation

To install ReQuest Manager, be sure that you have reviewe d the section Before you
start above. Follow the steps below to install the software on each computer:

Software Installation

The preferred method of installation is to first download t he installation file (approx.
250 MB) from our website ( http://www.requestmanager.org/downloads.asp ). This will
guarantee that you receive the most up -to - date version of the software.

It is highly recommended that before attempting to install RQM, you visit
http://update.microsoft.com to install any recommended updates to Windows or other
installed Microsoft products.

Install ReQuest Manager as follows:

1 Double -clicktorun t he downl oaded f i0l.ee xfierdoqg nilom sstthtlatidii 4 t h
process.

1 Follow the simple installation ins tructions (see the next section for additional
installation details).

A desktop shortcut, AStart RQMO is created, as well a s
Menu.

How to Upgrade from Version 3.x

The p rocess of upgrading from RQM version 3 is fairly easy, but the following upgrade
steps are provided here in some detail:

1. Locate your current data file, called rgm3data.accdb . You can find out where it
is located by going to RQM / Admin / Data File Utilit ies and noting the Data File
Location (within the RQM Server Folder). Make a backup copy of this file.

2. Make sure the version of Windows you are running is Windows 7 or higher (8,
8.1,0r10) . Note that Windows XP and Windows Vista are no longer supporte d.

You can check this by going to the Control Panel (Start menu) and choosing
ASystemo.

3. (Optional step): If you wish to change the current location of the data file at
this time, you may do so by creating a new folder in the desired location. This
folde r must be accessible to any/all RQM users, and those users must have full
Windows read/write access to that folder. For multiple -user scenarios, a network
(shared folder) location on a file server with automated backups is recommended.
A shared folder ma y be created on a local computer, with appropriate permissions

created for any users from other computers. Copy the data file
rqgm3data.accdb into this folder and note its location. Rename the copy in
the old location to rgm3data.old so that RQM does not accidentally discover and

use the file in the old location.

4. On each computer where you will use RQM: Download and run the file
http://s3.amazonaws.com/requestmanager/rgminstall40.exe (approx. 250MB).
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Users with limited Windows accounts should install the file by right -clicking on itin
Explorer and choosing the option to ARun as Administratoro

As a new security precaution, RQNflysidnedst ssb | ati on f
the u ser can ensure the install file is from the software author (Kirk Severtson)

and has not been compromised since the developer signed it. You may receive a

prompt such as:

i Ny
'@:‘ User Account Control ﬁ

((j‘] Do you want to allow the following program to make

</ changes to this computer?

ﬁ Program name:  Self-Extracting Archive
- Verified publisher: Kirk Severtson
File crigin: Hard drive on this computer

(v) Show details Ve |[__MNo |

Change when these notifications appear

Windows 10 users may encounter this prompt:

Windows protected your PC

Windows SmartScreen prevented an unrecognized app from starting. Running this app might put
vour PC at risk.
More info
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After clicking A Mo r e i abbve,§ou will then see:

Windows protected your PC

Windows SmartScreen prevented an unrecognized app from starting. Running this app might put

your PC at risk.

App: rgminstalld0 exe

Publisher: US, 13676, NY, Potsdam, 2458 State Highway 11B, Kirk Severtson, ReQuest Manager, Kirk Seve

You can then click Run anyway . This information (Publisher: Kirk Severtson)
confirms it is authentic and signed by the software author. Windows 10 flags this

as Aunrecogni zedo bec aalmwedawoldadechand ryn RQBI o p |
compared to other more popular software programs.

In a similar vein, some anti -virus programs may flag RQM as unknown, despite it
being digitally signed. If this happens, disable the proactive anti -virus feature for
a short time while you install RQM (consult your anti -virus documentation for

this).

5. The install file requires a password to begin. When prompted for the
assword, enter the password provided to you by the software author:

Enter Password

Thiz zelf-extracting EXE iz encrypted.
Enter a paszward to unzip:

ot
P Cancel

6. After entering the password, it will take a few moments for the install process to
re-appear. Follow the prompts to install. You may see an installation process for
AAccess Runt i niethi2idtHe @ngine that runs RQM and is part of the
install process.

Should you receive any error me ssages or indications that setup was not
successful, please make note of the exact wording of the error and contact

support@requestmanager.org . Please note that Windows users with limited
permission accoun ts should re -try the install by right  -clicking on the install file in
Explorer and choosing the option ARun as Admi niwhithrwdl tuothed

install with the elevated privileges necessary to succeed.

7. When the install completes, use the shortcut create d on the desktop called
AReQuest Manager 40 to start RQM. RQM 4. 0 shoul d
import your settings from 3.x.

If you changed the data file location (Step 2 above), you will be prompted with


mailto:support@requestmanager.org
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some choices on a #AFi res.tChobdethaaptontb i rbsotvse fos c r e
the location of your data file (do not create a new data file!) and point RQM to
this new location to proceed.

Note that your new data in RQM 4 will be called rgm4data.accdb . This is the file
that should be backed up regularly.

8. Install RQM 4 on any other computers running RQM (Steps 4 through 7).
Note that RQM 3.x will no longer open because the data file rgqm3data.accdb has
been converted to rqm4data.accdb. You may safely uninstall RQM 3 if you wish
after the upgrad e to 4.0.

9. Note: on some (brand new) computers, when you start RQM, you may see a
message about an additional needed component, cal l
Click Yes to allow RQM to install this additional component to allow full
functionality.

10. Note: on r are occasions, when a user starts RQM using the desktop shortcut, it
may appear to start and then nothing will occur (RQM is not launched). This
problem may be corrected by downloading and installing the Access 2013 Runtime

manually at:  https://www.microsoft.com/en -us/download/details.aspx?id=39358
Make sure to select the file named "AccessRuntime_x86_en -us.exe" when give n
the choice.
11. Once in RQM 4.0, it is recommended that yo u set up an email account for sending
email within RQM. See A Send Emai | f relow. RQMo
12.That 6s it Subsequent updates to RQM 4.0, as they
automatically download and install for users with a current software support
contract.

Confi guring your installation

Registration Key

The first time you run ReQuest Manager, it will ask you for your registration name and
software key

r*‘ Software Key l ]1
Software Key Entry

Please enter your registration name and key, obtained
with your software ar from your software vendor.

You will only need to do this once for each user who
runs ROM,

Registration Name: |

Software Key:

| ok | | cancel
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Enter the registration name and software key in the blanks provided. You should have
received this informati on with your initial ReQuest Manager purchase . If you have lost
this information, please contact support@reguestmanager.org to request it be sent to

you again.

If you have multiple Windows users on a co mputer, y ou will be asked to enter this same

information for each Windows user.

If you received a demo version of ReQuest Manager, then the key you were supplied will
contain an expiration date encoded within it. ReQuest Manager will not function after
this date. You will be asked to supply a new registration key (you will receive an
unrestricted key upon purchase of RQM or you may request another demo key) in order
to continue to use the program.

Welcome to ReQuest Manager!

After entering your registrat ion key, you should see a screen w elcoming you to ReQuest
Manager:

Getting Started l J
' 3

Welcome to ReQuest Manager!

First Things First...

I wasn't able to detect a data file {rgm4data.accdb) on this computer,
If this is your first time running ReQuest Manager, please take a minute
now to read the section in your manual about choosing a setup
configuration,

Please read the options below carefully and make a selection:

(@ I'm an existing RQM dient, so let me browse to locate my
existing data file

I would like to point RQM to an existing data file and
folder that I have created on another computer, (Or
perhaps I moved my existing data file and need to show
RCOM where its new location is now.)

1 I'm a new RQM dient, so start me off with a new data file

I would like to create @ MEW data file and folder for RQM to
use to store my data. I wil choose what kind of
configuration to use on the next page.

Continue ] I Exit

If this is the FIRST computer you are installing RQM on and you would like to create a
NEW data file , choose the second option to create a new data folder. If you have already
created a data folder on another computer, choose the first option; RQM will open a

window for you to browse for the location of it.
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If creating a new data file/folder, RQM will ask you about your desired configuration for
the new data folder:

#W Getting Started l J

Welcome to ReQuest Manager!
Create New Data File and Folder

The configuration you select can be changed later by moving the data
folder or by adding other dient computers, Choose an initial
configuration from the options below., 4

-3

Please choose a configuration to use:

@) Standalone Mode

I will be using RQM on this computer only. Please store
my data in the default folder on this computer,

~) Peer Server Mode

I want to run RQM on this computer and also store my data
in the default location on this computer. Other computers
may eventually access the data using file sharing.

- File Server Mode

I want to store my data on a file server and access it
from one or more dient computers. This may be a
convenient option for backing up my data regularly.

Blank or demo data?
@) Mew: blank data ") Sample: demo data

If you choose Standalone Mode or Peer Server Mode, the data folder will be created in
the path:
C:\Users \WINDOWS -USER-NAME\ AppData \ Roaming \ ReQuest Manager

The primary data file ~ firgm4data .accdb 0 will be created in this folder.

If you choose File Server Mode, you will be asked to browse for a location of the new
datafi | egmddata .accdb o.

At the bottom of the screen, you can choose whether you want your data file to be blank
for a new installation or to contain sample data for demonstration/trial users

If you choos e sample data and later wish to erase it and start with blank data, just

rename the primary data file frgm4data .accdbd0 t o anot her n agmédats wkklb as
When RQM next starts, it will be unable to locate the data file and you will be returned to

the AiWel come to ReQuest Manager! d sequence.

After selecting Continue you will receive a confirmation message about the data folder
location and then will be prompted to login to ReQuest Manager:
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# Login to RQM —c—

Login to ReQuest Manager
Please enter your RQM user name
and password to login:

User Mame: |admin |E|

Password |
Password is case-sensitive

[ Remember this user and
password on this computer

ok | | cancel |

Mote: by default, all passwords are blank. If you're not sure what
to enter here, try “admin® with a blank password., Passwords can
be set for users in RQM [ Admin { RQM Users,

L

Choose Aadmino for the user and ol@achangetthisdefaplta s swor d

user and/or password in the Administrative area of RQM later.
Finally, you will then see the RQM Dashboard ( see below ).

You have successfully installed ReQuest Manager!

Converting your data from another program

Custom conversio ns are available for approximately $200, depending on the original data
format. This can be a great time and cost savings over re -entering your entire resource
catalog. Please contact your software vendor or email to support@requestmanager.org

for information on obtaining a price quote for this service.

Converting a Demo Installation to Retail

If you received a demo key (with an expiration) for RQM and decide to purchase the
retail version, simply go to Ad ministration from the main menu of RQM and locate the
button labeled, "Enter Registration Key". After entering the full registration key, you will

be running a full, registered version of ReQuest Manager.

If you chose to install sample data and wish to e rase it and start with blank data, just

rename the primary data file rgm4data .accdb to another name such as rqmddata .old.

When RQM next starts, it will be unable to locate the data file and you will be returned to
the AWel come to ReQuesteManager! o sequenc

bl
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The defaul t main menu fo
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s the

r RQM i

ReQuest IManage

o

Home | Admin
ﬁ mj ﬁ =1 | o Enter New ~ S? i o Enter New - j o EnterMew | 8 Exec Reparts % x
=H Edit Lists D W Hegtusts - | OF 4 pedivists - || [ Options -
Home | Search | Check Check Clients Contacts Consults | Invoices . Switch Exit
o out  In- | M QuickScan = - 3 Groups = ~ [P Payments | (%)Support~ | windows~ | RQM
Navigation Resources Clients Consults Invoices & Other | Window Exit
#% RQM Dashboard X
User: admin Classic Interface
Ver: 3.0.1013 ReQuest Manager Customize Layout
Resources Quick Resource Search ® RQM Reminders "
:‘;"‘:':e;’d" There are 2 new invoices past due to ship (oldest: 11/7/2009)
- =ear Keywords: | There are 15 resources at least 6 mos. overdue (oldest: 9/25/2008)
Check-In
e e
Clients
Keywd. Search - z - "
Adv. Search Quick Client Search % Transactions (Last 12 Mos.) [=] #
Enter New
Keywords: | <Click here to enter your search> 180
160
e
Adv. Search e
Enter New e
s ‘Quick Contact Search A 80
Search Inv . &0
View Upcoming Keywords: | <Click here to enter your search>| 40
s 4
TS 12/08 03/09 06/09 09/09
Enter New
Consults Loz =
Open Consults. Date Client # Items Recently Updated Items in RQM ES
Upcoming Appts 11/7/2009 | St Mark's Evangelical Lutheran Church 1 Updated Type Title By
Pending Falow. gi?ﬁggg e e T : 11/16/09 |Cient | (399998) Imported Labels, A
ey g 11/10/09 Invoice | #090341 - Rev. JoAnne Moeller admin [
11/10/09 Trans |Inv #090341-In My Heart I Carry a Star: Stories | admin —
Exec Reports 11/10/09 Trans |Inv #090249 - Tear Soup: A Recipe for Healing Aft admin
) 11/10/09 Invoice | #090249 - Attn: Debra Lommen admin
Financial Mgr 11/10/09 Trans  Inv #100001 - Tear Soup admin
" 11NN Tnvnice | 2100001 - AHn: linda Schaner admin T
Admin b
Form View Num Lock  [IZS Powered by Microsoft Office Access I

This is the main interface for using RQM. The menu area at the top is called the

i Ri
down the left
the main can

Sscreen ar ea

Ribbon

b b o n awjll be fandliar to users of Microsoft Office
-hand side of the screen to jump to other areas of RQM, and the modules in

. There is anavigati on menu

be customi zed us

by

i ng

The Office Ribbon replaces the File/Edit/Resource, etc. menus from previous versions of
RQM at the top of the screen:
ReQuest Manager ?2 - 0O %
Home Admin Signin
] ] o Enter New =~ (% o Enter New - Ly o Enter New 7 Exec Reports [y} “
v 2 2 |
Q ﬂ ] it Lists - B D HeditLists - oo 5] it Lists - =3 Ef Options E x
Home  Search  Check Check Clients Contacts __ Consults  Invoices Draft  View Switch Exit
- Out In+ [W] QuickScan - - =i Groups - - [& Payments MNew= Sent (=] Support - Windows = RQM
Maviga... Resources Clients Consults Invoices Email [r] Other n Window Exit -~

Familiar to users of  Microsoft Office, the ribbon is

a colorful and convenient presentation

of a lot of functionality from anywhere within RQM. You should get used to looking at t

he
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ribbon for actions you want to do. Note that the ribbon changes depending on the screen
youbre on:

# 5 SEARCH FOR RESOURCES ReQuest Manager
FILE Home Admin Data
Ei 2% Cut @ Mew A:/c Spelling H 2ac Replace 2l Ascending Selection
g R Copy o Save ] 3 GoTo~ %l Descending Tﬂ Advanced =
Reports Export Refresh Find A
Paste All-  ER Delete [E Select~ 7o Remove Sort Toggle Filter
Reporting Clipboard Records Find Sort & Filter

To save room on your screen, you can hide the ribbon (so it displays only when you click

on it) by clicking on the up-arrow shown on the far right of the ribbon . Tore -pinit, just
click on one of the Ribbon bars (e.g. Home, Admin, Data, etc.), then click the pin on the
far right:
T - 0O X ?T - O X
Sign in Sign in
=
. T X
tch Exit ch Exit
IWE T ROM YWE T ROM
Hide; oW it - Re-Pin: 1ow Bat M
Interface
Evergetinterrupte d i n what vy o uThe Eabbddoirntenfape? helps you keep track
of all your windows while youbre working:
#‘ = CLIEMNT #1987 - 5T ANDREW
FILE Home Admin Data
| Cut MNew :’} Spelling H 2ac Replace Y %.L Ascending T selection -
Izi > Em Copy I_@ = Save . = GoTo-~ . zl Descending '@Advanced*
Reports Export Refresh Find Filter -
Paste All~ == Delete [:} Select = Z.# Remove Sort YToggle Filter
Reporting Clipboard Records Find Sort & Filter
| ﬂ R Dashboard-.'l.__ﬂ Search for Resources-.'{__ﬂ Resource #BE?-.'{__‘Q Keyword Search for Clients-.'l ‘# Client #1987 - 5t Andrew-"-.__
Edit
You can easily jump around to other open forms in RQM

open windows that get hidden behind others.
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Use Predefined Searches to easily jump to results for some frequently -used searches:
FILE Home Admin
3 e o Enter Mew - ' LN
Ofl - =R 8 3
— T Edit Lists - _ EE
Home Search  Check Check Clients Contacts _
. Out In- M QuickScan - - S
HE'L"iQE‘tiDI"I . KE}"'.-"\.-'EIFIj Search... Clients
|ﬂ ROM D EJ Advanced Search... nurces"l._ﬂ Resource #EE?"{_Q Keyw
zer: admin i
Ver: 4.0,005; Predefined Searches » Recently Added (6 mos)
Resource Series
Resources Quick Resource Seal
Keywd. Search Multiple Copies
g:;:li?nim Keywords: Im_ Recently used (12 mos.)
Enter Mew Search Re Unused for 24 mos.
Clients Top 10% ranked resources
Keywd. Search
M:WSEEI'dI Quick Client Search All tagged resources
Enter Mew

. : o= Enter Mew - = o Enter Mew
8 3 =) =

ET] Edit Lists ~ ] Edit Lists ~

Clients Contacts _ Consults  Invoices Dra

- - =5 Groups - - (g Payments gy

s Keyword Search... Cu:unsglts Invoices . E
s B Advanced Search... ch for Clients '\ gl Client #1987 - 5t Andrew ',

Predefined Searches » Clients contacted in last 12 mos...
Clients added in last & mos...
Clients with cutstanding balances...

Clients with current membership...

Therebébs a | ot to be discovered within RQM. The best v
explore!

Customizing ReQuest Manager

There are a number  of things that you must do to customize ReQuest Manager after
installation. If you are having a data conversion performed , make sure that you complete
the conversion process (see Converting your data from another program above) before
entering any data or  beginning any customizations, as these will be overwritten by the
converted data file.
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To customize your installation, open ReQuest Manager on any computer (click on Start,
Programs, ReQuest Manager, ReQuest Manager) and follow the procedures outlined

below:

Addresses

From the Admin Ribbon , clickon A Op en
your resource center. This information will be printed as the return address on ea

invoice and on other reports:

| % RQM Dashb J‘jg Admini \

RQM Administration

: Addresses | Invoices | Settings I Memberships I RQMWeb I RQC Catalog I Data File Utlities | Spell Checking I ROQM Users|

Name:

Address:

City[State/ZIP:

Phone:
Fax:
Email:
Website:

information.

Data Lists

Much of the customiza
in sections of the ribbon

Cia

Home Admin

o @ 3

Home Search | Check
4 Out

Maviga...

Organization Name and Address

Eastern Morth Dakota Synod - ELCA
The Resource Center
1703 32nd Avenue South

Fargo

(701) 232-3381 or 1-877-895-4598
(701) 232-3180

julie. aageson @ecunet.org
www.eandsynod.org

| % rom Dasnnoard‘j F-3

Addresses

Settings

Organization Name and

=) | s Enter New = s
ﬂ Zf] Edit Lists ~
Check |~ "=
n- Subjects
Resources| Media Types
Database Headings
Vendors
Memb Formats
Copyrights
Age Groups
Collections

MND

Your contact information entered here is printed on all dient
invoices, used in the RQC catalog and on the ROMWeh website

tion of ReQuest Manager is done by

58103-5936

ecti

s el

ng

% Enter New ~

i) 99| |

Client/Contact Groups

83

Clients Contacts

Clig Synods

% Enter Mew i3 Exec Reports

Oj =] Edit Lists ~| | 5 Options ~

Consults || Invoices
Shipping Methods "

Consults In Contact Methods

Invoice Messages

These menus allow you to edit the lists that appear throughout ReQuest Manager. The

most important ones are summarized briefly below.

Resource Subjects

Every resource in RQM can have one or more subjects listed for it. Edit the list of
possible resource subjects here. For each subject you can choose whether it is included

A d rrill each @f the fields as appropriate for

ch

sts

from

nEd



Customizing ReQuest Manager

in the catalog (printed or exported) or not T uncheck the box to hide less importa nt
subjects from the printed catalogs.

# ROM Dashboard i % Resource Subjects

Resource Subjects
Subjects are terms of dassification for resources.
Each resource can have one or more subjects associated with it
and you can search for resources by subject keywaord.

Search: Show only catalog subjects
Indude for
Subject #Res catalog
2 4
Adult Education 230
Advent 143
Advent/Christmas 96
Africa 33
Aging 86
AIDS 20
Allegory 3
American Indians 1
ralininn 1 71l
[ Delete... ] [Add New... ] [Comblne..‘ I [ Close ]
[subjects: 4« 10300 | » M b | & | [search

Resource Headings

Headings are similar to resource subjects, but each resource can only be listed under a
single heading. Many resource centers use headings as part of their ResCode or as a
method of locating reso  urces on the shelf.

g ROM Da;hboald."l._g Search for Resonlces‘"{ g Resource Headings
Resource Headings
Headings are a dassification system used by some centers to
organize their resources. Each resource can be assigned to exactly
one heading and subheading. Use the buttons below to create or
edita twodevel outline of headings and subheadings
Key Mame # Resources
Church Halidaws 6 ]
CH1 Advent 1]
CH10 Thanksgiving o
CH11 Refarmation o
CH2 Christmas z
CH3 Epiphany 1]
CH4 Ash Wednesday 0
CHS Lent 2
CHE Haly Week 0
CH? Easter o}
CH3 Ascension 0
CHS Pentecast 1]
CR Church Renewal 19
CR10 Wolunteerism 1]
CR11 Leadership 1
Key: Heading:
l Close ] [ Re-sort Keys ] [ Conv Subj... ]
You can think of headings and sub -headings as atwo -level outline. Each heading can
have multiple sub -headings underneath it. The keys are used to refer to the headings in
a short format. For example, C02 in the example above ref ers to Children / Bible

Stories.

Use the buttons fADel eted, ANew Keyod, and ANew Subkeyod

19



20

Customizing ReQuest Manager

Resource Media Types
Clicking the Media Types shows you a list of media types and abbreviations (for exampl e,
B for book, V for video, etc.) On this screen you may set default borrowing lengths and
fees for dif ferent membership levels:
#% RQM Dashboard | #% MediaTypes || x
Resource Media Types :
Edit the list of possible resource media types below. You can set default loan lengths and default fees for each type as well, =
abbr./ Accthum  #Days to Usage/Postage Fees for member levels
Full Name #Res Unitlen. forfees  loan(def) LevN LevB levO LevP Full Name
(4| 3531| |Pages 111 [+][30 ¢0.00 |/s0.00 ||so.00 ||so.o0 Books
Books Export to Web/RQC?[¥ $0.00 |/s0.00 ||s0.00 ||s0.00
C 336/ [Mins 1111 E| 14 S0.00 S0.00 $10.00 ||sD.00 Cassettes
Cassettes Export to Web/RQC?[V £0.00 ||$0.00 ||$0.00 | 80.00
CcD 56| mins 1111 E| 30 S0.00 S0.00 S0.00 50.00 Compact Disc
Compact Disc Export to Web/RQC? [V £0.00 ||$0.00 ||$0.00 |§0.00
CDR 28| mins 1111 E| 28 S0.00 S0.00 S0.00 50.00 CD Rom
CD Rom Export to Web/RQC?[¥ $0.00 |/s0.00 ||s0.00 ||s0.00
CR 89| |Pages 1111 El 30 S0.00 S0.00 S0.00 £0.00 Curriculum
Curriculum Export to Web/RQC? [V £0.00 ||$0.00 ||$0.00 |§0.00
ovD 291| [Mins 1111 E| 14 S0.00 S0.00 S0.00 50.00 £0.00 S0.00 S0.00 S0.00 S0.00 £0.00 Digital Video Device
Digital Video Device Export to Web/RQC? W £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00
| Delete... | |AddNew...| | Close | Edit Mbr Levels. .. L
|Record: L] 1ofll L | { |Search
The Media Type should be a short abbreviation for the type, and will appear in lists to
select from types. Additionally, i f you selected the Default ResCode format (see
Preferences above), this abbreviation will be the first part of your ResCode (e.g. "VT" ->
VT109, VT5284, etc.).
You may give the media type a longer name that is more human -readable under "Full
Name".
Under "Length Units", you may set the units by which length is measured for this kind of
resource (e.g. "minutes” or "pages" or "slides").
By default, only four levels of membership are defined. The others can be enabled (up to
ten) using the AEdout tMbrr. Level s
See the sectionon  Fees below under Resources for further information.
Synods and Conferences
The defaul t |l abeling for identifying regions is
General tab in Administration, you can change these appellations t 0 whatever terms you
use. The labels will be changed throughout ReQuest Manager. To edit the list of
ASynodso and AConferences, 0 click the Synods (or
Data Lists tab.
Account Number s
If you will be using a financial p ackage to track account numbers, edit your list of
account numbers from the Accounts tab. See the section Financial Manager under Using

ReQuest Manager below for details in setting this up.

ASynoc

what €
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Contactand  Shipping Methods

Click the Contact/Shipping tab to ed it the list of methods by which people contact your
center and methods by which you can ship resources.

ResCode Format

IMPORTANT: Before entering any resources, make sure you choose the format you will
use for resource code numbers (ResCodes). In the Admi nistrative area, choose the
Settings tab:

& RQM Dashbosrd | # Database Administration | ;
RQM Administration

Memberships | RQMeb | RQC Catalog | Data File Utiities | Spell Checking | RQM Users |

‘ Addresses I Invoices |

Term for primary division of churches (e.g. "Syned”): Synod
Term for secondary division of churches (e.g. District”): Conference

ResCode format for new resources: Media Type + Number (Default) E|

For information on ResCode formats, please consult the RQM decumentation.
See "ResCode Formats™ under "Customizing ReQuest Manager™

View dosed transactions as well as open on dient details by default

Recalculate All Invaice
Statuses

Reindex All Indices ‘

Calculate usage totals for resources for all transactions since: |1/1/1990 Recalculate Now

The four choices in ReQuest Manager 3 are:

1 Choice 1: Default (Media Type + Number)
The default format for RQM has the pattern of:

XX#H#HH#  (e.g. B120)

- where XX is a one or two letter prefix that stands for the media type ( e.g.
B = Book )
- and #### is a number that is incremented for each new resource (e.g.

120 =the 120 ™ book entered)

The media type prefixes are completely customizable (see Media Types under
Data Lists above) .

The advantage of this forma  tis that RQM will  calculate the next available number
automatically when entering a new resource.

1 Choice 2: Headings (Media Type + Heading Code + Number)
This format has the pattern of:

XXHH###t (e.g. VTC020001)
- where XX is a one or two letter prefix that stands for the media type (e.0.
VT = Videotape)

21
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- HH is the heading key (  e.g. C02 = Children / Bible Stories

Headings under Data Lists above),
- and #### is a number that is in
0001 =the firstre  source of this type)

T see Resource

cremented for each new resource (e.g.

ReQuest Manager will calculate the next available number for each Media Type /

Heading combination automatically.

1 Choice 3: Free Form

This allows each center the flexibility of choosing their own numbering format.

RQM will allow any  unique value to be entered for a resource code. The

disadvantage is that RQM cannot check to ensure that your entry conforms to
your particular system of numbering, and it cannot
number because it has not been programmed for

Nonet hel ess, many
own way. 0

1 Choice 4: Numeric Only

resource

calculate the next available
your specific numbering format.

All resource codes will be numeric only (no letters allowed).

Memberships

centers find t

ReQuest Manager supports up to ten levels of membership (by default, None, Basic,

Bonus, and Patron  are defined, while the remaining six are left undefined
customize these membership levels by clicking on the Membership tab. Set single

codes and full names for each le vel.

While in the Administrative section, select the

#% ROM Dashboard | #% Database Administration

Memberships tab:

). You may
-letter

RQM Administration

/| Allow grace period for memberships
Grace Period: |30 days

Warn if membership has no expiration date

Membership levels:

Reset all dient
memberships...

Reset all dient
accounts. ..

/| Warn about an expired membership when creating transactions

Charge Usage  Charge Postage . |View media type
Level Code Memb. Level Custom Fees?  Custom Fees? fees...
0 | None Always [=] [Always = |
1 | Basic Ask [=] sk [=]
2 |jo |[ponus Ask [=] sk [=]
3 P Patron Ask [ sk [=]
4 |4 Unused Ask [ sk [=]
b 1

Record: W 1of10 L] | Search

Close

You can give each level a code and name. In addition, you can choose whether a client
with a given membership level gets charged usage or postage fees. The choices are:

1 Always :th e feeis always applied to a transaction for this membership level

1 Ask : you will be asked each time whether or not to apply a fee

1 Never :the fee is never applied

For more information, see Fees under Resources below.

hi

S
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Using ReQuest Manager

The interface of ReQuest Manager was designed to be as easy to use as possible. We
have avoided using cryptic icons (pictures) without accompanying text wherever possible.
We have also attempted to maintain a uniform look and feel throughout, so that once

you are familiar ~ with one area of the database, the other areas will be easily learned.

This section will first discuss general procedures for using ReQuest Manager, followed by
overviews of each area. It is recommended that you read the general section carefully,

as it p ertains to every area of the database. You may wish to consult this section again
after working with the program a while, since it contains tips and tricks for using ReQuest
Manager efficiently.

General

From the Main Menu, the first thing you will see when you select the Resources, Clients,

Invoices, or Transactions area is a search screen. To work with any of these things, you

must first tell ReQuest Manager what set or specific items you wish to view, edit, or print.

After searching for these items, you will see a results list. From there, you may view a

report of the results (select File/Print Previewé or t
viewing the results) or se lect a specific item and view its details.

Searching

The search screens in every area of the database all function the same way. You can
search for a particular record or set of records using specific words or phrases on many
different fields.

There are quick keyword searches available on the Dashboard for easy searching of
resources, clie nts, and contacts:

Quick Resource Search 3 Quick Client Search 3
Keywords: | Keywords: | <Click fiere fo enter your seardh>
Search ents...

Sometimes, you will want to perform more advanced searches by area. Click on the
iSearcho button in the ribbon for the area you wish tc
Searcho in the Dashboardés navigation menu.



24

The advanced

Using ReQuest Manager

reso urce search screen looks like this:

ﬂ ROM Dashboard | ﬂ Search for Resources X

Keyword Search

Advanced Search for Resources

Res Code: Use AND || for multiple

fields

Beqins with E| "7
] =]
Contains E| |

Equals E|

Equals |

All kEywu:urdsE |

Begins with E| |

Beqins with E| |

Begins with El |

Equals |

Begins with El

Atlesst [w||
Equals | [=]

and |
and |

Media Type: Equals

Title:

Subject:

Heading:

Description: Taogged:

(]

Author; Active:

=]

Publisher: MNeeds return;

[

Vendor: Parent resources:

7

O JEW 0 N R N R

Format: Resources in a series:

[

ISBM13:
Pe EMHY AS

Ages:
Sort by: ResCode ]

# Copies:

Copy Status:

Pub. ¥r.: Between |

Length: Between |

Create Date| 4 | Between |

=]
Location: Begins with | | ]
Collection: Equals [ ]

100% [ ]

and |

Usage Count: At Least

Rank: Among top

Search

] [ Clear Search

Close MNew Resource...

To search for a resource or resources, decide what criteria you will use. Each line of the
search screen constitutes a separate field criteria. Choose how the search will be

performed and a search value.

1
f

E ]

Some commo n choices are explained below:
Begins with: field should begin with your word(s)

Contains: field should contain your search word(s) exactly, but not necessarily at the
beginning. Note that if you specify multiple words, those words must occur exactly in
order as you typed them.

Between: fields values should fall between (or equal to) your values. NOTE: If you
omit the right fieldés value, then you will see
value. | f you omit the | eft falddddléssthanarlequal, t hen

to your value.

Not contains: field should not contain your search word(s) anywhere

Equals: field should exactly match your search criteria

All keywords: field must contain all words you entered, but not necessarily exactly
consecutive or in the order you entered them

al |
you
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1 Any keywords: field must contain at least one of the words you entered, but not
necessarily all of them

Second, you must enter the search value for that field. All searches are case -insensitive

(thatis, the case  of a letter is ignored when searching). You may enter as much in the

search field as you wish. I f your search doesn6t turn
shortening the entry. For example, if you enter a sear
willalsore cei ve results containing fAchildlike, o fichildren,
I f you enter search criteria in two or more fields, yc
fields together (all the criteria must be met) or @ ORC

To view all resources , do not enter any search criteria.

Click on fiSearcho to perform your search. When the res
on AChange Sear cho t-entergyour Seaach gritedand r e

Check Boxes

Check boxes on search forms have one of three values : Tagged: ¥
Active:
T True (shoWggedoo)r: ASear ches for all ite  wNeedsretn: h are ma
True for this field.
T False (shaddiveoflor Searches for all items which are mar
field.

T Dondét search (shown for fANeeds Returnognodtl gnearech he
on this field.

Clicking the check box multiple times will toggle among the three values.

Combo Boxes

Some search fields have lists of values already entered that you can choose from. Most

of these boxes will not limit your choice to only thos einthelist 1 you still can enter your
own values if they are not in the list.

As you type in a combo box, ReQuest Manager may attempt to save you keystrokes by

uessing what you are typing:
Jriessing What yor te ping for =]

If the suggestion is correct, do nothing. If the suggestio n is not what you want, just

ignore the highlighted part and continue W typing as normal:

If you have finished typing your criteria and there is still a suggested completion, just

press backspace once to delete the highlighted part:
[Churchl -

Date Fields

Whenever you are entering a date in ReQuest Manager, you can double -click on the text
field to display an on  -screen calendar which you can use to choose the date. You can also

double -click if you simply want to see the day of the week or the surrounding days in th e
calendar without making changes.
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Results Lists

After you click fASea
ck A

h,o a |list of selected records s
your search, cli a

nge Search. o

You may also sort the returned records by clicking on the field you wish 2
tosort andchoosing the iSort Ascendingo or fASort Al fadenced 4ings fro
the Sort & Filter ribbon area r

Sort & Filter
You can either c¢click anywhere on a record and then sel
double -click to bring up the details screen for that record.

Details Screens

The details screens of show you the most complete information of a record. These are
also the screens in which you can edit data (unless it is not allowed for a particular
record). You can use the navigation buttons at the bottom of the screen to move to

dif ferent records within your current search result set.

| Record: 4 4 7170 of 8035 | » bl The button.s, from left to right, will move you to the first
record, previous record, next record, and last record. You
may also type a record number in the box to move directly to that record.

Editi ng Records

You can always tell if you are in edit mode by looking at the Edit button in the upper left
corner or the title bar of the screen. If the caption is red or the edit button is depressed,
then you are in edit mode and can make changes.

. : The edit button on the left indicates edit mode is turned off; the depressed
Edit d ’
edit button on the right indicated edit mode is turned on.

| ..i?| If you begin to edit a record, then a pencil shape will appear along the left side of

the record, indicating that you are makin g changes. To cancel your changes, press
ESC once to undo the current field, and once more to undo the entire record. The pencil
shape will return to an arrow, indicating that you are no longer changing the record.

Changes are always saved automatically w hen you move from one record to another or
when you close a window. Therefore, there is no need to save your document frequently

as you might in a word processor. Changes are saved as you go, ensuring that your data

is safe in case of a power outage or oth er problem.

If you are given adrop  -down list when editing a field and your choice is not in the list,

one of two things may happen, depending on the list. First, ReQuest Manager may tell

you that your choice is not acceptable and that you must select a ¢ hoice in the list. In
this case, you may be able to go to the administrative area and add your choice to the

list, then return to the record and make your choice. Second, ReQuest Manager may ask

you if you would like to add your choice to the list. If you choose not to, then you still
must make a choice from the given list.

Any time you are viewing or editing a date field, double -clicking on the field will cause an
on-screen calendar to appear. You may select a date from the calendar or just use it for
ref erence.
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Refreshing Records

Sometimes you may make a change to a record while it is displayed on a form
@ somewhere else. After doing this, you may return to the other form to find that
refresh | the data has not changed to reflect your editing. If this occurs, you ca n press F9
Al - or click on the toolbar icon fARequery. o This wil!/l

Occasionally, refreshing a search results set will cause records to disappear from the list

if you changed them so they no longer meet the search criteria. For exampl e, if you
search for all New/ Unsent invoices and then print and ship one of them, requerying the
search results will cause the newly sent invoice to no longer show in the list, since it is no
longer New/ Unsent.
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Resources

To work with resources, choose the Resources button from the Main Menu. This will
bring up the ASearch for Resourcesodo screen (see above

Here is the result of a search for all DVDs:
\ = Search for Resource ReCluest Manage

Advanced Search for Resources Keyword Search
Author Length Publisher Pub Yr Vendor
| utheran Story, The - Five Programs JiSKetY 300 Mins ELCA, Department
Shining Witnesses 5 Mins ELCA 2003

Depression - Healing Meditations with Bakken, Kenneth Seraphim Comminc

Homosexuality: Perspectives for the  Strommen, Merton Mew Creation

Davey and Goliath 113 Mins PSIfELCA

Experiencing Ged: Six Sessions in Fai Luther Productions} 2003

wall, The 40 Mine  Paradete Press 1999 Paradets
Warning Signs - How to Help Someon 20Mins  Paradete Press 2001 Paradets
Parables - & Mew Look at Familiar Sto Wangerin, Walt/Dewey 60 Mins  Paradete 2000

Ten Commandments, The - A Founda Wangerin, Walt 60 Mins  Paradete

Films of Charles and Ray Eames, The Eames, Charles and Rz 46 Mine  Lucia Eames

Eating and Drinking in the Waord 20Mins  Seraphim

Place Prepared, A 40 Mine  Paradete Press Paradets
Tell Me About God 45Mins  Paraclete Press Ecufilm
When a Loved One Dies - Walking Th 30Mins  Paracete Press

At & Loss for Words - Help for Miscan 30Mins  Paradete Press

Raizing Children of Divorce - Practical 30Mins  Paracete Press
When Your Parent Needs You 35Mins  Paracete Paraclets
At Death's Door - Fadng the Termina 35Mins  Paracete Press
Lord's Prayer, The - Entering into Got Wanaerin, Walt 90Mins  Paracete Paraclets

Oooooooooo@

Growing Together - Building a Marriac Wangerin, Walt 75Mins  Paradete Press Paradets

[F] nwnao ilmehima im Hma Ylnrd - The Comresrmaen I Mime  Carsmbies
Resources: M 1of291 » M | [ Search |1 | 3

Form View Mum Lock [!:: Powered by Microsoft Office Access  Filtered

From this Iist, you can choose an item and omlick AViev
about the item. You can also fiTagd a resource by clic
ResCode. This is useful for printing reports that contain only certain resources.

Right-cl i ck on a Tag box or the word ATago in the header
Tag ResCode Title
’ I —i
E Tag All on this Page
E Untag All on this Page
[l Untag All in the Database
|: View All Tagged Resources..,
|:| DVD& Experiencing God: Six Sessior
Bulk Editing of Resources
Feature by p  opular request! Search for a set of resources (use either Keyword search

at tfr

[N
o

OR Advanced search), then click the fABul k Edit
select from any of the choices of bulk actions to take for your selected resources, such as
markin g Active/lnactive, setting field values, even bulk deleting of resources from the
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database.

Note: we recommend that if you have purged your center of resources (e.g. all VHS

tapes) and want to remove them from RQM, that you mark the resource copies as

AAhcvedd or fADel etedod, which will set the resources tc
when searching. This will retain all past transaction history for them.

Reports

From the Search Results screen, you can print the selected resources by
et _:;,_Dj choosing the Report s iconinthe Data ribbon . This will give you a list of
Reports| Export | POSSible reports  for the area

Reporting - T = ;
B = g RQM Dashboard | g Search for Resources i g Resource Reports b3
Resource Reports
Selected Resources | Tagged Resources
(ResCode) Title Author Pub Yr Publish 5
¥ | (DVD1) Lutheran Story, The - Five Programs that Celebrate Qur L ELCA ELCA, Department for
(DVD2) Shining Witnesses 2003 ELCA
(DVD3) Depression - Healing Meditations with Dr. Kenneth L. Bakk Bakken, Kenneth 2003 Seraphim Commincatior
{DVD4) Homosexuality: Perspectives for the Church Strommen, Merton 2003 Mew Creation
(DVD5) Davey and Goliath 1968  PSIfELCA
(DVD6) Experiencing God: Six Sessions in Faith Basics for the Con 2003 Luther ProductionsSer
(DVD7) Wall, The 1995  Paraclets Press =
Record: M 1of291  » M | i | Search |
Sorting Report Description:
3 Simple list of resources showing
- - " Sort by: ResCode, Title, Mumber of Copies
Simple list w/Child o i g
S:mEI: I::t ,:,IJ,DEISUFE:]-U”S [=] |Ascending [+] Author, Publisher, and Publication Year.
Headings Report then by:
Resource Details {no Children) [=] [Ascending [+]
Resource Details (w/Children) then by:
Transaction History Ascendin
Inventory Report i [=] ¢ [~]
P #
Report tile: Resources Report Oaﬂg':et:
Report subtitle: 0
[ Print! ] [PrintPrewew... ] [ Cancel ]
The |ist of reports you can choosd&doie thadaéer i fSéhecexRBe

above, there will be 291 resources in the report. You can also choose how you would like
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the report sorted, and for some reports, additional parameters can be specified (for

example, the date range for the Transaction History report) .
Click on the fAPrint Previewd button to view he
button to print directly to the default printer.
g eecheports|  ADditional reports related to resources are available from the Home ribbon
Fiy Options - AExec Repor t Jivesebinclude other transaction summaries,
@ support - overdue reports, most  -often and least -often used resources, etc.
&)
COther ]
See also AExporting Resourceso below for additi
data. This includes mail merge and HTML export.
Entering New Resou rces
KE j:| =) |4 Enterhew-| T O enter new resource, select
=E| Edit Lists - Resources area of the ribbon, or
search | Chedk Check | vigsen Newo from the Dashboard navigati
Resources
This will bring up one of the following screens (depending
on the format you chGsetomi nsrguRd@®uesdt Manager
* Create Mew Resource * Create Mew Resource
Create New Resource Create New Resource
[ This item is a parent resource. [ This item is a parent resource,
[ In & series: [ In & series:
Enter title: Enter title:
Select media type: E| Select media type: E|
Select resource heading: E|
Enter ResCode number: Enter ResCode number:
ResCode Suffix: (optional) ResCode Suffix: (optional)
Options: Options:

I:l Lise existing resource
as a template for new:

# Copies: (1

o) G

Last ResCode created: DVD230

Default numbering

I:l Lise existing resource
as a template for new:

# Copies: (1

o) G

Last ResCode created: DVD230

Resource Heading numbering

report

onal m €

AENt er
sel ect
on menu

0O above



