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Action items after 2.1.4 Update

The following is a list of items that should be checked after you have updated to QuickDOC version 2.1.4:

1. Check your Journals Owned List to be sure that the Owned checkbox is checked for current
subscriptions only. See discussion under Journal Title Owned now means currently
subscribing on page 9, below.

2. Check How to set up your initial EFTS Activity Report, on page 17, below.

3. Check your Loansome Doc Patron UserlDs for DOCLINE 2.5 changes in how Patron Email
address will be treated, as well as changes in the use of UserIDs. See discussion on page 8,
below.



QuickDOC and QDPortal

QDPortal Version 1.1.1 is compatible with the latest DOCLINE Version 2.5, released in June, 2005.
Versions earlier than 1.1.1 are no longer supported with DOCLINE.

Download information for QDPortal (last ver 1.1.1) is always available at:
http:/nnlm.gov/quickdoc/InstallQDP.html
Download information for QuickDOC (latest version 2.1.4) is always available at:

http://nnlm.gov/quickdoc/InstallQD.html

Watch for DOCLINE Login Messages

From time to time, DOCLINE posts general broadcast messages on the DOCLINE Login screen. Because
QuickDOC automatically logs in, this screen can rush past pretty quickly. Watch for DOCLINE Broadcast
Messages, therefore, not so much onscreen at the time of Login but when the screen returns after you click

Log Out on the DOCLINE Menu.

e DOCLINE Messages:
Since messages show on the Login Screen, which may flick by quickly when QD logs you in, be
Exit aDPortal | sure to check for these {(where Tugger usually is) after you click Log Qut on the DOCLINE menu.

EIEEEIE=s

Interlibrary loan request
routing and referral system - :
Internet 6 Users: If you are experiencing

problems with DOCLINE, please verify your
DOCLINE browser settings.

user name

If you continue to experience problems, please
complete the "Report a problem with DOCLINE"

password form linked from Contact Us

login x>

DOCLIME Information Login Help

As a general rule, if you don’t see a picture of the DOCLINE mascot, Tugger, on the right of this screen, it
has been replaced by a message, so the quick-glance rule becomes: No Tugger, check Message.


http://nnlm.gov/quickdoc/InstallQDP.html
http://nnlm.gov/quickdoc/InstallQD.html

QuickDOC 2.1.4

What happens on updating to QuickDOC 2.1.4?

Many of the steps for consolidation of QDPortal and QuickDOC are included in the 2.1.4 update, with only
the final joining of the programs left for version 2.2.0. 2.1.4 thus sets the stage for the merging of
QDPortal into QuickDOC, with the release of version 2.2.0 following in a fairly short period of time. The
following are some of the changes included in 2.1.4 that prepare the way for 2.2.0:

New \QDBorrow and \QDLoan folders created in database location

Since Version 2.2.0 will integrate the QDPortal program (which monitors the DOCLINE session, among
other activities) into the main QuickDOC interface, many of the activities that used the C: drive on the local
machine will no longer occur in that paradigm. In preparation, some of the backup and log functions will
be moved in version 2.1.4. These files are consequently shared by all users of the database.

See the information under File Location Changes on below, below

Local data now in QuickDOC.MDB database rather than Registry

Only data that is specific to the machine will remain in the Registry, although some values will be
replicated on the local machine as a backup to the main database values. This will prevent the slight
differences that arose when local library values were re-typed into individual Setup Screens for each user.
User preferences for screen size, column widths, etc., will continue to be kept under Current User in the
Windows Registry key HKEY CURRENT USER\Software\VB and VBA Program Settings\QuickDOC.

MylLibraries.txt file now holds list of Libraries and DB Locations

Previous versions of QuickDOC kept the values of Library LIBID and the location of the QuickDOC.MDB
database in the QuickDOC Registry key under NLM\LIBID and Database\Location. This meant that each
new user on any machine (using Windows NT or later) had find the database at least once to have this
value registered. Version 2.1.4 keeps the data in a MyLibraries.txt file located in the QuickDOC Program
folder on the machine where it is being run, so that all users of that machine will have access to it (backup
of these will continue to be kept in the Registry). The MyLibraries.txt file shows the information in the
following comma-delimited format (“LIBID”,”Path to DB”), as in the following example:

"MAUBET","S:\Medical Library\QuickDOC\QuickDOC.MDB"

Although version 2.1.4 will only list one library, this format makes possible access to any number of
QuickDOC.MDB databases, with different LIBIDs, and this capability is planned for the next update.

File Location Changes

In preparation for the upcoming merge of QDPortal and QuickDOC in version 2.2.0, a number of
QuickDOC data support files have been moved from the C: drive of the machine running the program to
the folder where the QuickDOC.MDB database is located (and its subfolders). These log files and backup
import files can now be shared among all users and will therefore become a single source for audit
checking and backups.

Borrow Log Files are now located centrally.

Borrow log files, which had been located in the C:\QDBorrow folder of the machine running QuickDOC,
are all now centrally located in a QDBorrow folder just beneath the location of the QuickDOC.MDB
database. Borrow Log Files are accessible under Utilities on the QuickDOC Menu Bar and include the
files:

Under old C:\QDBorrow folder In new DB\QDBorrow\SameFileName




Old FileName Purpose Purpose

LDUpFaillog  Why the LD update failed Same
NoLDSave.txt  Problem with Save of LD Receipt Same
NoLDXUpd.txt Problem with automatic update of LD Same
NoSave.txt Problem with Save of Borrow Same
PatronNt.txt Lists each new Patron Added. Same

Lend Log Files are now located centrally.

Lend log files, which had been located in the C:\QDLoan folder of the machine running QuickDOC, are all
now centrally located in a QDLoan folder just beneath the location of the QuickDOC.MDB database. Lend
Log Files are accessible under Utilities on the QuickDOC Menu Bar and include the files:

Under old C:\QDLoan folder In new DB\QDLoan\SameFileName
Old FileName Purpose Purpose

NewLibNt.txt  Lists each new Library Added. Same

NoSave.txt Problem with Save of Receipt Same

NoUpdt.txt Problem with automatic update of Lend Same

OrphUpdt.txt ~ No Receipt to update, after 3 tries Same

UpdtFail.log Problem with Update of Receipt Same

Backups of import data are now located centrally.

Backups of the raw data import files have been saved, up until version 2.1.4, in folders named Backimp
under each of the C:\QDBorrow and C:\QDLoan folders on the machine running the import (which is also
the machine that ran the DOCLINE session, by definition, since the import files were saved there). In
version 2.1.4, these backup files are moved to a position just beneath the folder where the QuickDOC.MDB
database resides. In fact, new QDBorrow and QDLoan folders are also created there, with their respective
BackImp folders just beneath. This method aggregates all backups of the raw data to a single location, so
that libraries with more than one workstation running QuickDOC will know precisely where to look for
backup or audit information.

In a situation where the database is located at S:\Medical Library\QuickDOC\QuickDOC.MDB, the
backups of DOCLINE saved data for Borrows will be at:

S:\Medical Library\QuickDOC\QDBorrow\BackImp.
And the backups of DOCLINE saved data for Loans will be at:
S:\Medical Library\QuickDOC\QDLoan\BackImp.

Because these text files are centrally located, and assuming that the QuickDOC.MDB database is on a
server, they will also be backed up regularly, along with the database. If your QuickDOC.MDB database is
located on the C: drive, you can decide on your own whether you want to back up these raw data files or
just rely on the database backup.

If these backup files are shared by more than one machine, there is now the possibility, at least, that two
users may want to have a single backup file open at the same time. Unlike the QuickDOC.MDB database
file, which permits multiple user access, these text files can accommodate only one user at a time. If User
B tries to open a BackImp file that User A is currently writing to, the following message box will appear:



Problem Writing to C:\Program Filezs\Microzoft ¥izual Studiok il

C:%Program Fileshkicrozoft Wizual

: - The full path to the
StudioWEIFQuick DOCAAD B omow B ackimpt 200480 at. kst Backup fle appears here.

& T here waz a problem writing to the Borow [kems backup file:

| Permission denied |[Error deseription on this line. |

Check ta zee that ho ane elze has the file open and that you have rights in that falder.
Cancel |

Permission denied indicates that the file is open in another process (or that it’s marked Read Only, or
that the user doesn’t have the proper rights in this folder, but that shouldn’t be the case here), so the write
operation cannot proceed. In the case of these BackImp text files, unless the other machine is processing a
very long import file, the time it needs to keep the file open should be fairly short. Clicking the Retry
button after a brief pause should do the trick.

In cases where a Retry or two doesn’t change the above message, there may be something else going on
that requires some action. Either there is another machine running a long import, or there may be
something wrong with the BackImp file. Clicking Cancel, above, will display the following message:

C:AQDBorrowAQDPBED ata.txt File Import Cancelled. x|

Y'ou can edit or print a copy of the file to zee what it holds, or just wait and zee if it imports properly
the et time yo by,

The original file is not deleted but is saved in the C:\QDBorrow or C:\QDLoan folder of the machine that
received the message. Once the appropriate action is taken regarding the backup file, just click File,
Import, and either QDPortal Borrow Items or QDPortal Lend Items, as appropriate. Alternatively, you can
print out the file from the C:\QDBorrow or C:\QDLoan folder to see what it contains.

Because the time the program needs to keep these shared files open is brief, you should not see these
contentions very often, and even when you do, Retry should allow you to proceed forthwith.

Lend Items

2.1.4 Check for Any Cost terminology in Items Rec’d Grid

DOCLINE 2.0 now uses the term Any Cost for an empty Max Cost field where previously the term had
been N/A. QuickDOC 2.1.4 now looks for this term as well as the earlier N/A and, finding either one, sets
the Max Cost in QuickDOC to 99.99, so that messages that our charge is greater than the Max Cost should
never appear.

ReqNo Borrower |vear |[Title Chrg |[Type |Form | EFTS [Recd Status |Deliver (MaxCo |Rush [Source
12488411 MAURIG ™ |1996 |Laryngoscope [$0.00 [Journ:|Copy | Yes |12/8/2007|Receiv¢ E-Mail |Any cos|No ™ |DOCLINE
tems with no Max Cosi show as " cost" in hoth Borrow & Lend Grids. ny cost



Library Billing
Payments as Borrower added to Billing, EFTS Menu

Version 2.1.4 adds a new Payments as Borrower choice to the Billing, EFTS Menu.

Biling, EFTS LagalBiling | Rep
[ Make MewEFTS File
.[Z Open Existing EFTS File
| % Invoices, Print

&b Trial Invoices, Print

'gf’ Invoices Outztanding

Payments

Payments as Bomower

This choice brings up the Payments To Lenders (and EFTS) form. In previous versions, this form
was only accessible from the Borrow Items Backfile Grid, by clicking into the Chrg field and then
clicking the To Pmts button at the upper right.

Entering EFTS Deposits

This new method of access is intended primarily to facilitate entry of EFTS Deposits, so that QuickDOC
can produce the new EFTS Activity and EFTS Balances Reports (see under QuickDOC Reports,
below). Enter an EFTS Deposit by using Payment Type Deposit and Payment Method EFTS. If
you are an EFTS Library, these will be your default settings whenever the form is brought up from the
Billing, EFTS Menu. As a further step to indicate that you want this deposit to be applied to your EFTS
account, type in efts as the Pmt or Request Number.

% Paymentz To Lenders [and EFTS] 5[

The Paymeniz to Lenders Form will default to Type = Depozit and Method = EFTS if you are an
EFTS Library, but if you're intending to record an EFTS Deposit Account Payment, type in
in the Pmi or Bequest Number hox to provide a clear statement of intent.

Payment Type: IDeposit j Pmit or Request Humber: Ieﬂ=|,.~f"
Amount This Payment: | Payment Method: |EFT5 j
Paid to (Library, EFTSUP): [EFTSUP Payment Date: |J|_|| 07, 2004 j
Payment Notes: I

Hequest Humber to be paid. Use Payment Method 'EFTS' and Papment Type
‘Deposit’ to record an EFTS Deposit Account payment.

i Iyl ther than
Add Record ESEaI :;:;n Clear Form ?U'I;mm:ﬁ';nﬂj:am an
count with a single lihrary.




EFTSUP is the Library Record devoted to EFTS activity. Enter the amount of the Deposit and any
identifying information in the Amount This Payment and Payment Notes fields, respectively.
Clicking the Add button files this record in the tbiBorrDeposits Table of the QuickDOC.MDB
database.

You can also use this form to enter a Lending Library Deposit Account with a specific Library (which
will be, almost certainly, a non-EFTS Library, since you won’t need such a thing with a Library that
uploads its Lending activity charges to EFTS). For Library Deposits, use Payment Type Deposit, Payment
Method anything but EFTS, and the LIBID of the Library (instead of EFTSUP) in the Paid to box.

Rush Requests now noted on Library Invoices

QuickDOC Patron and Department Local Invoices have long noted Rush Requests on the Invoice itself (in
order to explain what would otherwise seem an anomaly in the list of charges), but this capability was
absent in the Library Invoice. This has been fixed in QuickDOC 2.1.4. Library Invoice with a Rush
Charge will show an R to the right of the charge, and an explanation, [R = Rush], next to the total charge
at the end of the Invoice. Changes will appear as follows:

Fegq No. Year Tule Citanion FPawron Charge Date Filled
14401545 1925 I theumatology Fan22(8):1193-8 Jomes $3.00 02-Fal-04
14401834 1923 T zeneral internal medicine Haow,135(110:757-61 Jomes $13.00R 02-Fal-04
Total Items For MAUVBD: 2 Total Charges: $16.00 [R = Rush]

Borrow Items

Automatic Updating of Journal Title Owned now current year only.

Versions of QuickDOC earlier than 2.1.4 would change the Title Owned value in the tblJrnls Table to
True if an incoming Loansome Doc request indicated either of the following:

Holding: Library reports holding vol/yr
Holding: Library owns volume or year

Because this value is used to automatically change CCG values to CCL (borrowed items from journal titles
to which we have a current subscription should not be included in CCC reports) and because it is all too
common nowadays that current subscriptions are cancelled while a lengthy backfile may be kept, this
behavior changed too many CCGs to CCLs and has been changed in version 2.1.4.

When a Loansome Doc request shows either of the above Holdings statements, QuickDOC will also
check the Year of the request. If the Journal Year stated in the request is the current year, QuickDOC
will assume that this SERHOLD information is correct and will update the Owned value to True.

QuickDOC will continue to check the Owned value, and change the CCG to CCL if it shows true, so it will
be necessary, for the time being, to ensure that the Owned value is interpreted as currently
subscribing. In an update planned for the near future, QuickDOC will provide an interface for automatic
updating of holdings from SERHOLD and it will then be possible to check both the Owned value and the
End Year or End Volume values to confirm an open entry. This will ensure an accurate CCL change.

In the meantime, interpret Owned as currently subscribing and change your Owned values accordingly.
QuickDOC will now only change the Owned to True on current year Loansome Doc requests, so there will
be no more incorrect owned values for current journals (although you’ll have to uncheck the Owned
checkbox at the end of each year for journals whose subscription you have not renewed), but you’ll need to
clean up those that were added by earlier versions and whose subscription has expired. See the entry under
Journals, below, for information on checking and editing your Journals Owned List.



Loansome Doc Changes

Version 2.5 of DOCLINE made some changes in the way Loansome Doc receipts are displayed, and
consequently, how they are imported into QuickDOC. These include the following:

Maximum Cost field replaces old DOCLINE: (Yes or No) field

In DOCLINE 2.3 and earlier, there was a line printed in Loansome Doc Receipts that indicated whether the
Patron wanted the item to be transferred to DOCLINE if the Local Library couldn’t fill it, or not.
DOCLINE 2.5 changed this approach to a Loansome Doc Patron Maximum Cost determination:
Whatever Maximum Cost the LD Patron was willing to pay would be determinative of whether or not the
item would be referred on to DOCLINE. In version 2.1.3 of QuickDOC, this DOCLINE = Yes or
DOCLINE = No information was saved in the Notes ficld of the request.

Most people will just use the Maximum Cost field of the Loansome Doc printout to decide whether to refer
on to DOCLINE. QuickDOC 2.1.4 will also compare this Maximum Cost LD Patron information
against the Local Charge Profile stored with the Patron (or Department), and put a warning in the
BorrowNotes field when the Local Charge might be greater than the Max Cost.

|| |* 5898 Z]|Doc-Patr« ~ILDX |MAUBET ~1$0.00
ttn: Local Chg ($5.00) > Max Cost! Testing only“i ~1$0.00
= = = [ .

The Notes field is displayed by placing the cursor over the Note icon displayed at the right of the Request
Number cell. Because Local Charges aren’t finally computed until the item is Received, you should treat
this as a heads-up rather than the final word.

Loansome Doc Patron UserlDs

DOCLINE 2.5 and later no longer include a line for Patron UserID. Instead, the LD Patron logs onto the
system using a unique email address. QuickDOC can use the email address to look upthe Patron
record, but you’ll need to check to ensure that all LD Patrons have a single email address, or that Patrons
with multiple records have a unique email address for each, and that they use that login when they want
delivery to that address.

DOCLINE 2.5 and later also includes a hidden field in the Patron Email line for Id_patron_seq, which
stands for the unique key field (Sequence Number) in that Patron’s record at NLM.

Holding: Library reports holding title, but NOT wvalfyr

Meed By: I

Maximum Cost: %15.00

Patron Email: testad@nim.nih.gov  [ld_patron_seq=159388] appears here|
Identifer: 1234E6abc

QuickDOC can also look up the Patron record using this field, and will save it as Loansome Doc Ul on
the Misc Tab of the Patron Information form.



%]

%2 Patron Information

=g General] % comms ] % Charges ‘13:1 Misc. l

D oc-Patron, Loansome Record Created: |24.p4zy-05

Loansome Doc Ul {if a Loansome Doc user): "159333

Loansome Doc Users may now enter a local identifier field

DOCLINE 2.5 and later includes the ability for the LD Patron to enter a local id number during the
Registration process. Libraries can decide what to call this number (depending on your local custom; the
example below uses “University ID” as the prompt that pops up when the LD Patron registers.

User Identification

Your library has requested that Loansome Doc users fill out the following field(s), You must contad
School of Medicine to obtain some of this information before proceeding.

UT users - enter your University ID number, Mon-UT users call for 10,

University ID: *|| Configurable field. Library defined label

This Tag is also used in the LD Request itself.

Patron Email; mec21l@nih.gov
[Uniuersity 10 00o0-111-9499 I Displays if identifier field required by library

If you tell QuickDOC, on the DOCLINE Fields Tab of the Local Preferences Form, what your Local ID
Number is called (we’re just using ‘Identifier’ in the example below), QuickDOC can check this field in
LD Requests and use it to look up the correct Patron.

Enter your Library's local identifier name (if established): I|de|-|-tifier | -

[This is the name you use for LD Patron 1D,

The number checked is the Local ID that appears on the first Tab of each Patron Information Form record.

Journals

Journal Title Owned now means currently subscribing

The tblJrnls Table includes a field for JrnlOwned, which indicates whether the Journal Title is owned
by the Library. It was originally intended to include both current subscriptions and closed entries that were
maintained as backfiles, and we will return to this interpretation once QuickDOC can accurately import
Holdings information from SERHOLD, but for now this value should be interpreted as currently
subscribing. Because this value is used to automatically change CCG values to CCL (borrowed items
from journal titles to which we have a current subscription should not be included in CCC reports), until
we have accurate holdings information, we must use this restrictive interpretation of the Owned value.



QuickDOC will continue to check Loansome Doc requests for current Holdings statements, but it will
also check the Year of the request. Only if the Journal Year stated in the request is the current year, will
the program assume that this SERHOLD information is correct and update the Owned value to True.

Nevertheless, while this value will be accurate for the current year’s changes, there will no doubt by
Journal Titles in your database now showing Owned that were incorrectly updated by earlier versions of
QuickDOC. These will need to be edited to show only the currently subscribing interpretation.

Journals Owned List

You can see a list of your Journal Titles Owned by typing the word owned into the Title box and
either pressing Enter or clicking the Title Search button:

El i Add/E dit Journals

= - NLMUIs

:ah Jrnl #l' <= Journal Titles - 15
:I of f Title Titledbbre| BegEnd |ISSM
review o Afl—g
es of Title: jowned| Typing the word 'owned' in the Tifle
liap hox and clicking Search will hring up|
]Search far all Jrel Titles with text entered in thiz box.| a list of all your Journal Titles
7 of i marked Cuned, but all Owned titles
t Title Begin/End: I may not be current subseriptions.
zan
nental ISSH: |
stional
il [of] HLMUE: |
ms if
adings of
Wz ir? Owned: [
inawi{an,cal
schions of
Spply | [Clearn Form | < I I

iation To Select

Enter characters to search for in the Journal Title
field.

[Tk | Cancel | [elete Jrml |

This will give you a list of all titles in your tblJrnls Table where the Owned value is True.

i Add/Edit Journals x|
Jrnl #l' <--- Journal Titles - ISSHz - HLMUI=z

Title TitleAbb [BegEnd |I55H &

Search I Title: Iuwrle:l Academic medicine Acad Me B4N1.J21040-2

Aging mental health 1360-;

. AIDS [London, Englan |AIDS 1M1 _MA | D269-5

Title Abbrev: AIDS clinical care 1N1.MA | 10431

: ) AJR_ Am J roentgenolo | AJR Am (128,197 |0361-£

Title Begin/End: | Am J clinical pathology |Am J Clir|1.1931--| 0002-<

Am J gastroenterology [Am J Ga |21.1954 | 0002-£

IESH:l Am J hematology Am J He [1.1976--|0361-£

Am J human genetics |[Am J Hu |1,1949--| 0002-€

HLI'-I'II.II:l Am J kidney dizeazes [Am J Kid|TH1.JUL| 0272-E

Am J medical zciences |Am J Me |1.1827-.| 0002-¢

: Am J medicine AmJ Me V. 1- J | 0002-£

Owned: [~ ist is sorted Am J obstebrics gynecc|Am J Ob |1.19207 |0002-¢
phabetically, | 4m J ophthalmology 1N1.API|0002-€ = |

th the total 4 »
Epply Elear FD”TI | umber of records
izted here. %230 recnrds;l
Enter characters to search for in the Journal Title
ik Cancel | DeletcJinl | [fiekd.

10



In the case above, the search retrieved 230 records. The Owned column is also retrieved, but you would
need to use the horizontal scroll bar at the bottom of the list to see it:

i Add/Edit Journals i x|
Jrnl #l' ¢--- Journal Titles - I55Mz - HLMUI=

TitleAbb |BegEnd |I55H HLMUI Dwnenﬂ
Search I TiﬂE=|Dwned Acad Me|64M1_JA| 1040-2446 8904605 |Yes

1360-7863 | 9705773 |Yes
AIDS TN1 MA'|0269-9370 8710219  |Yes

Title Abbrev: | 1N1.MA|1043-1543 9000367 |Yes
AJR Am |128.197|0361-803% | 7708173 |Yes

Title Begin/End: Am J Cli|1,1931-|0002-9173 | 0370470 |Yes
Am J Ga|21,1954|0002-9270 | 0421030 |Yes

ISSH; Am J He |1.1976--| 0361-8609 | 7610369  |Yes

Am J Hu |1.1949--| 0002-9297 | 0370475 |Yes

nLmu: | Am J Kid| 1N1.JUL| 0272-6386 |8110075 |Yes

ELide the scroll har io the ||Am J Me |1.1827-; 0002-9629 0370506 |Yes
owned: rizht to see the Owned  ||AmJ Me|V. 1- J|0002-9343 |0267200 |Yes
wned: [ bolumn. Double-click any||Am J Ob |1.1920/ |0002-9378 |0370476 | Yes

pver to edit in hoxes at the F | -

Retrieved 230 recards.

Since the journals are retrieved in alphabetical order, you can use the vertical scroll bar, at the right side of
the list, to scroll down to find a Journal to which you are NOT currently subscribing. In our example,
we’re using American Psychologist as a journal title whose subscription has been cancelled. Double-click
that line on the list to bring that title information over to the edit boxes on the left. Then uncheck the
Owned checkbox to indicate that this is not a current subscription.

I " Add/Edit Journals El
Jrnl # 530 ¢ _Journal Titles - IS5Ns - NLMUIs
Title TitleAbb |[BegEnd [I55H &
Search I Title: IA'“ psychologist AmJ physi-::al medicine | Am J Ph |67W1.FE| 0894-£
Am J physiology Am J Ph|1,1898-- | 0002-_|
. Am J psychiatrp 78,1921 | 0002-£
Title Abbrev: | Am J public health 61,1971 0090-C
: ) Am psychologist 1.1946-- | 0003-1}
Title Begin/End: |1,1946-- Am review of respiratol 80,1959 | 0003-(
Anesthesiology Anesthe: |1.1940--| 0003-:
ISSH: |nnu3_uﬁ;ﬁx Ann emergency medici [Ann Eme|9.1980--| 0196-C
Ann internal medicine |Ann Inte | TH1_JUL| 0003-4
HLMUI: Il]3?l1521 Ann neurology Ann Neu |1,1977--|0364-£
= = Ann otology. rhinology. [Ann Otol |6.1897--| 0003-4
- - Seroll "h“"n the tlﬂf! izt 4nn plastic surgery Ann Pla:|1.1978--|0148-7
CIEE :ble-fhf{f:ﬂ title (| Ann rtheumatic disease|Ann Rhe|1,1939--| 0003-4
e TvEne C . -£ -
hack the Ahox. ﬁ:rlm Royal ED“EEIIE of ClAnn B C|1,1947 I]l]35’E I
Apply Clear Farm | Mew Title | ERPR— d
etrigve records.
Click afte h change. P— -
[Click Apply after each c | Check this box to indicate that MAUBET owns this
Ok Cancel Delete Jmil | journal.

Global Title Change |

Click Apply after making the change and we’re ready to move on to the next not-renewed title.
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i AddfEdit Journals

Jrnl #l' Title &m pgychologizst changes filed. | |€---  Journal Titles -"ISSNS - NLMUI=z

Title TitleAbb [BegEnd |[I55H
Search I Tiue;l Am J obstetrics gynect | Am J Ob |1.1920/ | 0002-£
Am J ophthalmology 1H1 API|0002-5
. Am J orthopsychiatry  [Am J Ort|1.1930--| 0002-£
Title Abbrev: | Am J pathology Am J Pal|1.1925--|0002-€
: i Am J physical medicine|Am J Ph|67W1_FE| 0894-£
Title Begin/End: Am J physiology Am J Ph1,1898--| 0002-¢
Am J public health 61.1971 |0090-C
ISSH:l Am pspchologist 1.1946-- | 0003-1}
Am review of respirato 80,1959 | 0003-C
HLMI.II:I Anesthesiology o Anesthe: |1,1940--(0003-:
Ann emergency medici [Ann Eme|9.1980--| 0196-C
o g4 Ann internal medicine |Ann Inte | TH1 JUL| 0003-4
CIEE Ann neurology Ann Neu|1,1977--|0364-¢
A.r}n otology, rhir!ulugy_ Ann Otol |6,1897-- I]I]I]3-1!
Lppl | Clear Farm Mew Title | * i0 the MEE ot ngmiﬂm::ﬁ 5 apply, we're ready to

Check this box to indicate that MAUBET owns this

Cancel Delete Jml | [journal.

By the way, since the Journal Titles List is read-only, you won’t see the change under the Owned column,
but rest assured that it has been made in the database. In fact, if you later return to that line in the list and
double-click to bring those values over for editing, you’ll see that the Owned box is indeed unchecked.

Once the automatic updating of Holdings from SERHOLD is ready, we can return to the original value of
Owned, meaning either currently subscribing or holding a closed entry backfile, but for now it will mean
currently subscribing only. When we’re back to the original meaning, we can use the Owned value plus the
detailed tblHoldings Table information to do automatic lookups from Document Delivery Request forms to
triage out requests that we can fill in-house, etc.

QuickDOC Reports
Borrow Reports

Copy Service Report now permits use of alternate LIBID

In versions 2.1.3 and earlier, using Source Copy Service always assumed that the Lending Library
referred to would be your own LIBID. After a discussion on the QuickDOC-L List, it was clear that this
assumption was too restrictive. Consequently, version 2.1.4 allows any LIBID in the Lender category,
although the local LIBID is still preferred, since it most clearly states the true situation.

The Copy Service Report (By Patron) will now sort first by LIBID, then by Patron, then by Date Received,
as illustrated below:
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12-Jan-2004

e Pairon
1 Frangioni,
2 MeHuzh, We
3 Richardson
4 Sundar, S
5 EZhan, Li

Total £ Iterns Fromy Beth Israel Deaconess Medical Center

1

Fichardson

JohNo

COPY0312113
COPY0311453
COPYO311451
COPY000Z

COPY0312031

COFRYTO001

Copy Service Report (By Patron)

01-Jan-03 to 31-Dec-03

Date

12-Dec-03
25-How-03
25-How-03
20-Cet-03
03-Dec-03

20-Cet-03

Title

1982 Cell

2000 JOMA'S healtheare lawr, ethics regul

Total 1 ems From Beth Israel Deaconess Medical Center

TOTAL ALL ITEMS: &

Eeth Israel Deaconess Medical Center (D1-Jan-03 to 31-Dec-03)
i Citation

Feb 7,58(3):545-560
Mar2(1):29-41

Pages

18
13

2003 Lancet Jan361(59353):250-252 3

1991 Hypartension Fanyf):1072-1077 &

1995 Am ] gastroenteralogy B21618-A19 2
My LIBID Total Charged By I\‘I&HJ'BEI':

1999 Urology 54():385-391 7
Made-up LIBID Total Charged By I\‘[APN'EN:

TOTAL PAGES: 47

TOTAL ALL CHARGES:

Copy Service Report can now include other ad hoc LIBID: hezides your own LIBID if you want o
itrack some other Copy Service chararteristic. Using your oun LIBID iz shll the default case.

Page 1l
Local Chrg

$5.00
$5.00
$0.00
$0.00
$5.00
$15.00

$0.00
$0.00

$15.00

If you create artificial LIBIDs to track some usage here, be sure to assign them the Free Charge Profile,
since we don’t want any charges to obtain on the Library-toLibrary level, only on the Local Patron or
Department level, if you do indeed charge your Patrons, Departments or Cost Centers for Copy Service

work.

Likewise, in other reports where Copy Service items are to be excluded (such as Copyright Reports,
Journals Borrowed Reports, etc.), where earlier versions of QuickDOC had simply excluded any
items filled by your Library’s LIBID, version 2.1.4 now specifically searches for Source Copy
Service and excludes these irrespective of the Lending Library LIBID. Nevertheless, be aware that items
filled by your own LIBID will continue to be excluded from most reports, with the exception of Loansome
Doc Filled In-House, Copy Service, and Local Invoices, since they represent local Fair Use rather than
Interlibrary Loan considerations.

EFTS Activity Report

EFTS Activity Report

The Forward line aggregates all Added and
Used for items earlier than the start date.

19-Mar-2005

Date

--- EFTY Aset: Adde

01-Fal-04

01-hal-04
23-Ral-04

Ttem ID

Beth Israel Deaconess Medical Center EFTS Activity (Started Tracking on 01-Jul-04)

Acet No. Added Used Balance Daie

(Ged, SrvChe o Radist, from3blBorrow Deposits)---

CBommow Deposti Py

01-Jul-04 to 19-Ilar-03

Your firet EFTS Activity Report
{hefore you've added any Deposits)
will look mouch lilee this.

Them ID  Acct No.

Uszed

Page 1
Balance

The tahle heing summarized appears at the head of each column.|

14582320
14570746
14812152
14847085
14847168
14aaa402
14710552
14727762
14722874
14813820
14813822
14813823
14822315
14875130
15055275
15082270

DepO000001
DepO000001
DepO000001
DepO000001
DepO000001
DepO000001
DepO000001
DepO000001
Dep000001
Dep000001
Dep000001
Dep000001
Dep000001
Dep000001
Dep000001
Dep000001
Dep000001

$2.00
$2.00
$2.00
$2.00
$2.00
$2.00
$2.00
$2.00
$2.00
$2.00
$2.00
$2.00
$2.00
$2.00
$11.00
$2.00
$2.00

- EFTY Asct: Added Used S5rvChg & Redist, from &bfﬂ‘a#astEasz’n]———

45609

01-Fal-04 { Borrow Deposits Fwd.,) $141.91 $0.00 F14191  23-Nov-0414460954
13064501 DepO00001 $11.00 $130.91
13064503  DepO00001 $11.00
(15064504 Tep00000Tr $11.00
13064505 Dep00000]|Dep000DO] is $11.00
13064507 DepO00001|the defaule | $11.00
13064775 DepO00001|acet no. for | $11.00
13064772 DepO00001|EFTS charges |$11.00
13079655 Dep000001[that have ne | $11.00
13747969 DepO0000l(depositto 1411 00
13760741 DepO00001(charge againset] 41
13936726 Dep000001 $11.00
13936727 Dep000001 |
14080670 Dep000001 Balances print
14361989 Dep000001 whenever there is a [ -$21.02
13366256 Dep000001 change of dates, as || -$:30.09
13631050 Dep000001 well ar at the head
13631051 Dep000001 of columns.
13631139 Dep000001 $2.00
13631140 Dep000001 $2.00

Itenis are sorted by Date, and then by Item ID (usually a Reguest
Number)within each date. In most cazes this should permit easy
identification of itenis paid from a particular EFTS Deporit payment
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Version 2.1.4 adds a new report under Reports on the QuickDOC Menu Bar, Borrowed Items, to track
EFTS Activity. The EFTS Activity Report is meant to provide an up-to-the-minute snapshot of your
current EFTS income and liabilities. Unlike other date-related QuickDOC Reports, the EFTS Activity
Report doesn’t give a list of activity within a certain Begin Date and End Date. In fact, the EFTS Activity
Report cares ONLY about the Begin Date (which it uses to total up all activity before that date into a
Forward Line) so that individual items are printed only on and after that date. The Fwd Line totals will
include a total of all activity between the EFTS Activity Report Start Date (which is set under Setup,
Set Local Preferences, General Tab) and the Begin Date set on the Borrow Reports form.

You can see the EFTS Activity Report Start Date in the report reproduced above at the end of the first
line after the title and subtitle: “Started Tracking on 01-Jul-04.” If the EFTS Activity Report Start
Date and the Begin Date for the report are the same, then all the Fwd lines are $0.00 except for the first
line, from tblIBorrowDeposits, which will show the amount entered on the Local Preferences Form as the
Beginning Balance (shown as $141.91, above).

Use this report to track down EFTS loans, borrows, payments and credits, and to set up a situation where
QuickDOC can alert you, at any time, as to your EFTS Income potential (from tblLendltems and
tblinvoices in QuickDOC.MDB), against your current EFTS Payments as Borrower (from
tbIBorrowDeposits, for EFTS Deposit Account Payments already made, and from
tbIBorrowltems for upcoming payments for Borrowed items Received but not yet paid through EFTS).

Before running your first EFTS Activity Report, you should see How to set up your initial EFTS Activity
Report, on page 17, below.

The EFTS Activity Report includes totals from four separate tables in the QuickDOC.MDB database:

1. EFTS Acct: Added, Used, SrvChg & Redist., from tbiBorrowDeposits
The first table totaled is the Borrow Deposits Table, which holds a list of all deposit account payments
(to single Lender Libraries as well as to EFTS under the EFTSUP Library Name) along with the items that
were paid from each deposit account, listed by Request Number. This list can be quite long, as you might
imagine, which is one reason for setting the Begin Date of the Report to a relatively recent date, so that all
earlier lines are summed up in a FWD line.

This part of the report lists EFTS Debits (which appear in the Used column):
1. EFTS Borrowing Activity Marked as PaidEFTS;

2. EFTS Service Charges
3. EFTS Redistributions.

EFTS Borrowing Activity Charges are added by marking the items reported in the Detailed Debit
Summary of the EFTS Monthly Statement as PaidEFTS using either the Date Filled date on the report or
the last day of the month for batch processing. This is accomplished by selecting the appropriate items in
the Borrow Item Backfile (by Ctrl-Clicking their Record Selectors), choosing a Default Date, and then
clicking the Mark Paid button.

EFTS Service Charges or EFTS Redistributions are entered as negative numbers as a separate Payment
entry under Billing, EFTS on the QuickDOC Menu Bar, choice Payments (i.e., Payments from Borrowers).
Use the last day of the month for entering Service Charges and Redistributions.

(Items you have borrowed but which have not yet been marked PaidEFTS appear in the last section of the
report.)

It also includes the following EFTS Credits (which show in the Added column):
1. EFTS Deposit Account Payments,
2. EFTS Upload Files Marked as Paid.

14




Deposit Account Payments are usually entered using the first date of the month in which they appear in
the EFTS Monthly Statement.

Most libraries will upload the previous month’s Lending activity during the first week of the current month.
While it might seem logical to mark the upload as paid just after it has been accepted, there is merit in
waiting until you get your next Monthly EFTS Statement to do this. Be sure to use a Paid Date in the
same month as the Upload File (using the same date as the date of the Upload/Invoice is a good
practice), so that it will be easier to match your end-of-month total with the end-of-month total displayed
on EFTS. One advantage to using the end-of-month method is that you’ll also have that month’s EFTS
Service Charge and any EFTS Redistributions available in that Statement, so that you can enter all items at
the same time.

GENERAL RULE: Credits toward the first of the month. Debits toward the end!

Section 1 ends with a Borrow Deposits Totals line, and a Running Totals line beneath (which will be
a matching total here, since this is the first section of the report).

15763305  Depd00001 $5.00
21-Jan-05 158432235 Dep000001 fo00  -$1151.09
Borrow Deposzits Totals: 119 $141.91 $1293.00 -$1151.09
Running Totals: 129 Tiems $141.91 $1293.00 -$1151.09

[Unlike most Deposit Accounts in QuickDOC, the EFTS Deposit Account tracked in
tbiBorrowDeposits will permit a transaction to be charged to the Deposit Account of the default EFTS
Library named EFTSUP, even if there is a negative balance showing on the account. These transactions
are always charged to the default EFTS account payment Dep000001 in tbIBorrowDeposits. This deposit
transaction number should always be kept available for that purpose. These Dep000001 items will be
gradually reassigned to proper EFTS Deposit Payments as new payments are entered. ]

2. EFTS Files Uploaded but not yet marked paid, from tblInvoices
The second table totaled is the Invoices Table, which holds all the Invoices you’ve sent to Borrowers,
including entries for EFTS Upload Files. An entry is made in tbllnvoices whenever you create an EFTS
Upload File, with the name of the file as the Invoice Number.

When a payment is made on an EFTS Invoice, it is posted to the line in the Invoices Table that contains the
Invoice Number equal to the EFTS Upload filename. If the payment equals the Invoice Total then all is
well. If not, then the Invoice (or Upload File in this case) remains open. IN ALL CASES HERE,
PAYMENTS ON EFTS INVOICES SHOULD ALWAYS EQUAL THE EFTS TOTAL!

Uploaded Totals and Running Totals are shown at the bottom of this section 2.
--- EFTY Files Uploaded but not yet marked paid. from thllnvoices ---

01-Fd-04 Uploaded Fud... $0.00 $0.00 $0.00
01-kd-04 EFT3-BETO4068 taxt $20.00 $20.00
03-4nuz-04 EFT3-BETO407 txt $12.00 $32.00
Uploaded Totals: 2 $32.00 $32.00
Running Totals: 131 Items $173.91  $1293.00 -§111%.09

In the case shown above, there are two uploads that still need to be marked as Paid. The Member
Monthly Statement from EFTS should be available for at least the first of these, so that it can be marked
as Paid when you get the chance.

3. EFTS Lends Filled but not yet uploaded, from tblLendltems
The third table totaled is the Lendltems Table, which holds current Lending activity. Listed here are
Request Numbers of items that have been Filled by you but not yet gathered into an EFTS Upload file.
This list should only contain items from the current month, in most cases, and will only reflect activity with
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EFTS Libraries. EFTS Lends Filled but not yet uploaded are representative of future revenue and
are therefore counted here, with the caveat that once the upload has been performed there may be items
rejected (for insufficient funds, etc.).

Not Uploaded Totals and Running Totals are shown at the bottom of this section 3.
--- EFTY Lends Filled but not yet Uploaded. from thilendtems ---

01-Jl-04 Not Uploaded Fuwd... $0.00 $0.00 $0.00
05-Aug-04 14680717 MAUVED $3.00 $3.00
05-Auz-04 14686490 MAUVED $3.00 $6.00
20-4uz-04 14819391 MAUVED $3.00 $9.00
14807679 MAUVED $3.00
20-Aug-04 14807632 MAUVED $3.00 $15.00
09-Sep-04 14985241 MEUMAN $11.00 $26.00
20-Oct-04 15352157 MAUMGH $11.00 $37.00
04-Nov-04 15488252 PAUHHP $11.00 $45.00
27-Dec-04 15896903 PAUHHP $11.00 $59.00
28-Dec-04 15902254 MEUMAN $11.00 $70.00
28-Feb-05 16454510 PAUHHP $11.00 $51.00
Not Uploaded Totals: 11 $21.00 $21.00
Running Totals: 142 liems $254.91 $1293.00 -$1038.09

In the case above, it would appear that no EFTS Uploads have been performed since July, 2004. While this
is an artificial demonstration, a report like the above would serve as a reminder to do an EFTS Upload at
the earliest opportunity. It’s generally considered bad form to upload items from more than a year ago, at
the outside limit, since the Borrowing Library’s Deposit Account balance may be blind-sided as a result.
There isn’t, however, a rule against it, as far as [ know.

4. EFTS Borrows Received but not yet PaidEFTS, from tblBorrowltems
The final table totaled is the Borrowltems Table, which holds completed Borrowing activity. Listed
here are Request Numbers of items that have been marked Received by you but not yet been marked as
PaidEFTS (or paid in any other way). Criteria for inclusion here are:

1. The request has a Status of Received.
. There is a Charge greater than $0.00
3. The Lending Library is a library that has the EFTS box checked in its QuickDOC.MDB
Library record (and is thus likely to be charged through EFTS).
4. The Received Date is later than the EFTS Activity Report Start Date you indicated in Local
Preferences.

EFTS Borrows Received but not yet PaidEFTS will eventually move into the Borrow Deposits
Table, once they are marked PaidEFTS by you after they are finally reported as charged to you in the EFTS
Monthly Report. Meanwhile, they loom as potential debits and are totaled accordingly.

Unpaid Borrows Totals and Running Totals are shown at the bottom of this section 5. Running Totals
shown at the end of this section are the Final Running Totals and indicate your current EFTS exposure.

24-Feb-05 16381674 MOTUWSL $11.00 -$488.00
25.-Feb-05 16442581 MDUHLM $3.00 -$495.00
25.Feb-05 16443285 PAUPIT $10.00 -$505.00
01-Mar-0516462548 MDUHLM $3.00 -$514.00
01-Mar-0516462531 MDUHLM $2.00 -$523.00
Unpaid Borrows Totals: 52 $523.00 -$513.00

Bunning Totals: 194 Items $254.91 $1816.00 -$1561.09

The snapshot above, which indicates that we are deeply in the hole to EFTS, was done before we did the
work to set up our files for an accurate EFTS Activity Report, using the methods described in the next
section.
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How to set up your initial EFTS Activity Report

Because the EFTS Activity Report will be used to provide an up-to-date snapshot of your EFTS income
and liabilities on the date it is run, it’s important that your EFTS credits and debits be properly entered so
that your projected balance is truly accurate. In order to reduce the amount of initial data entry required,
QuickDOC provides a place on the Local Preferences Form, General Tab, to indicate the month and
year where you intend to begin tracking (the EFTS Activity Report Start Date), and the balance at the end
of the month just prior to that month (which is also the Beginning Balance of that month’s EFTS
Statement). For our example, we’ve chosen the EFTS Statement of 07/2004:

[July 2004 EFTS Statement, with Beginning Balance, | EFTS Statement
LIBID MALIBET Statement Date (7/2004)
Eeginning Balance (3;141_91:] Weeount Status A
Processing Fee £0.60 |Processed Transactions 4
Total Credits §20.00 [Mumber of Credits Received 4
Total Deposits $2000.00 [Mumber of Deposits 1
Total Redistribution $0.00 Murnber of Redistributions 0
Tatal Other Fee §0.00 Murnber of Other Fees
Total Dehits $263.00 Murmber of Debits Received 27
Ending Balance $1,.898.31 [Calculated Average Manthly Debits F165 B7
Detailed Credit Summary for MAUBET
MAUTUF 14160780 | 2003 THYROIDMAR;13(3):291-5 07,/0152004 $11.00
SubTotal $11.00
MALNWED 14153224 [ 1985 SOUTHERM MEDICAJAN7E(11:16-8 07,/01/2004 $3.00
MALNVED 14245060 (2001 CANCERSEP 15,92(5):1451-9 07,/01/2004 $3.00
MALNVED 14306890 [ 2003 AWK PLASTIC SURALIG;S1(2):210-8 07/01/2004 $3.00
SubTotal $9.00
Total $20.00

If you began using EFTS only within the last couple of months, use the month of your first online EFTS
Monthly Statement as your Start Date. In any case, enter the appropriate Start Date (format mm/yyyy)
and Beginning Balance in the EFTS Upload Information section of the Local Preferences
General Tab (under Setup on the Menu Bar, Set Local Preferences).

EFTS Upload Information
EFTS URL: |Irttps:.ﬁeﬁs.uchc.EtluIEftsIt: EFTS Activity Report Parameters:

EFTS Password; | Start Date {mmiyyyv): 0772004
[+ Check EFTS=Yes on "Epmt" Recpt Beginning Balance: |141_91

Enter the Start Date {in format mmiyyyy, e.q.,
0772004} that you want to use for tracking your Ok
EFTS Activity Report. Check the QuickDOC Help —
Index under "EFTS Activity Report’ for more info.
K you don't use the EFTS Report, just leave this
at the default. Press <F5= to Clear this Field.

Apply

LCancel

This establishes the date and balance at which the tracking will begin. If you should later go back and
process as paid any items before that date (01-Jul-2004 here), be sure that the Paid Date is also a date
within that earlier period. In practice, this only means that you should watch out when batch processing a
number of older requests as Paid: if you don’t set the default date to the earlier date, or set the date on the
Payments Form to an earlier date, you’re likely to get Today’s Date as the Payment Date, which will draw
down your EFTS Balance inappropriately.
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If you should inadvertently pay an older EFTS Borrow Request from a post-Start Date deposit, you can
recover either by unpaying that item or by adding the total amount of the payment to the Beginning
Balance in Local Preferences, either of which methods will restore the accuracy of the current EFTS
Balance amount.

You can also reset your EFTS Activity Report Start Date on the Local Preferences Form to a
later date (a date after whatever date you assigned to the mistaken payment), using the Beginning
Balance from that month’s report.

In fact, resetting this value from time to time will keep the EFTS Activity Report brief, and is an easy
way to re-balance a report where payments were inadvertantly entered using a payment date later than it
should have been.

After setting the Start Date and Beginning Balance in Local Preferences, follow the steps enumerated
below to prepare your initial EFTS Activity Report.

1.

oaoop

=

Print copies of your EFTS Monthly Statements. Display and Print a Detailed Monthly
Statement, using the Reports section of EFTS Online, for each month beginning with the
Start Month. You will use these statements at various points in the process described below.

Enter EFTS Deposit dates and amounts in the Borrow Deposits Table. Enter your EFTS
Deposit dates and amounts (using the first of the month for deposits---remember: Credits
toward the first of the month. Debits toward the end!) for deposits made after the EFTS
Start Date in the Borrow Deposits Table. Use Library EFTSUP and enter the information
under Billing, EFTS on the Menu Bar, with the choice Payments as Borrower. (You can
also enter EFTS Deposits made before the Start Date, but be sure that the Date Paid is also
earlier. In most cases, if you haven’t already entered these earlier transactions, it’s probably
unnecessary if your goal is to track current activity and balances.)

Mark EFTS Upload Files as Paid. Use the Payments Form, under Billing, EFTS on the
Menu Bar, to enter EFTS Upload File Payments for any currently unpaid EFTS Invoices
(which are listed as the EFTS Upload filenames). Click the Invoice Number Combo Box to
expose the EFTS Upload File to be paid (e.g., EFTS-BET0406.txt), which comprises the EFTS
Upload Filename (BET0406.txt), preceded by the prefix “EFTS-“ and is composed as
follows:

The initial EFTS-

The 3-letter SERLINE code of your library (usually the last 3 letters of your NLM LIBID)
The year (two digits) of the last item in the Upload File

The month (two digits) of the last item in the Upload File

“.txt” as the final extension of a text file.

For example, an upload file created with an end date of 6/30/2004 for the Library MAUBET
would appear as EFTS-BET0406.txt.

The actual filename would be the above minus the initial “EFTS-* and will be located in a
folder called EFTS just beneath the folder where the QuickDOC.MDB database is located
(the filename would be ...\EFTS\BET0406.txt).

If a file BET0406.txt already exists, then the filename will be BET0406a.txt, or
BET0406Db.txt, etc.

You’ll find the items credited to your account listed under Detailed Credit Summary on

your EFTS Monthly Statements. The Amount Paid for these should always equal the
Invoice Amount. If, for some reason, that amount doesn’t match the amount EFTS
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indicates in its report, enter that amount anyway, and then use a negative EFTS Service
Charge entry to reduce it to the amount in the EFTS Report.

j- You can also enter payments from the Library Billing Grid by clicking into the proper
EFTS Upload filename in the Invoice column and clicking the To Pmts button. Again,
watch the Date Paid field if you’re processing Upload Files that appeared on EFTS
Statements before your chosen EFTS Activity Report Start Date.

4. Mark EFTS Paid Borrowed Items as PaidEFTS. Also using the information on your EFTS
Monthly Statements between your Start Date and the current month, mark any items in the
Borrowltem Backfile that have been paid through EFTS as PaidEFTS. If you use the
Record Selector at the far left of each row, along with the Ctrl key to select multiple
individual records, or with the Shift key to select a contiguous block of records (either of
these two step-saving methods is highly recommended, if they’re applicable), you can mark all
selected records as PaidEFTS on a selected Default Date with a common Paid Note using
one Mark Paid click. If you don’t, you’ll get Today’s Date as the Paid Date and nothing in
the Note Field. Use the last date of the statement month as the Paid Date, as suggested in:

GENERAL RULE: Credits toward the first of the month. Debits toward the end!

[Items that were paid before the Lending Library joined EFTS should be marked as
PaidLender. To retrospectively mark items earlier than your EFTS Start Date as
PaidEFTS, just make sure that the Default Date is earlier than the EFTS Start Date.]

5. Enter EFTS Service Charges. Use the Payments Form, under Billing, EFTS on the Menu
Bar, to enter any EFTS Service Charges as negative amounts. Since this is the Payments
choice (payments TO you, ‘as Lender’ is assumed, while the last choice on that dropdown
menu, ‘Payments as Borrower’, is for your payments TO Lenders, including your EFTS
Deposit Account payments), negative entries here will be deducted from the positive
values posted as EFTS Upload File payments.

6. Enter EFTS Redistributions. Use the Payments Form, under Billing, EFTS on the Menu
Bar, to enter any EFTS Redistributions as negative amounts. Like the EFTS Service
Charges, these Redistributions will reduce the balance in your EFTS Account; unlike Service
Charges, though, the money Redistributions take out of your EFTS Account isn’t dispersed
elsewhere but returned to you, so it’s not an expense. It’s more like a transfer from one
account to another. QuickDOC therefore ignores these items when calculating annual income,
except for the EFTS Activity Report.

7. Re-run the EFTS Activity Report. Check your data entry by printing an EFTS Activity
Report, with a Start Date equal to the beginning of the current month to make sure that your
Running Totals amount after Uploaded Totals (which will include your deposits and
Upload credits, minus PaidEFTS items, Service Charges and Redistributions from the Borrow
Deposits Table) is equal to your total as reported on EFTS.

Step-by-step Instructions for managing EFTS Activity Reports

To manage your EFTS account, do the following on a monthly basis (best time to check is to print a copy
of the previous month’s EFTS Monthly Statement just after you’ve uploaded the activity for that month):

1. Print a copy of your EFTS Monthly Statement. These are under Reports on the EFTS Online
Menu and should be printed at the end of each month. Using the previous month’s Member Monthly
Statement, you can enter the appropriate data.
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2. Enter EFTS Deposit dates and amounts in the Borrow Deposits Table. Using your printout of the
EFTS Monthly Statement, enter any EFTS Deposit (which will appear in the Total Deposits line at the
top of the Monthly Statement) under Billing, EFTS, Payments as Borrower, on the QuickDOC Menu Bar.

In our first month (07/2004) we had a deposit of $2,000. We enter this deposit under Billing, EFTS on the
Menu Bar, Payments as Borrower:

Biling, EFTS LagalBiling | Rep
[ Make New EFTS File
. [ Open Existing EFTS File
| % Invoices, Print

&b Trial Invoices, Print

'gf’ Imvoices Outstanding

Paymerts

Fayments az Bomower

EFTS Deposits are entered using a Payment Date during the month on which they show up in the EFTS
Monthly Statement. It is recommended that you use the first of the month as the default deposit date (any
date during the month is okay, but it makes sense to decide upon a common choice---bottom line:
QuickDOC can detect duplicates if they’re entered with the same amount during the same month).
In our case, we’ll use a Payment Date of July 1, 2004:

% Payments To Lenders [and EFTS] ﬂ

EFTS Deposit Account Payments are entered as below. Use the 1st day of the month where the
deposit appears on your EFTS Statement; Payment Method & Pont Humber EFTS; Library EFTSUP.

Payment Type: IDeposit j Pmit or Request Humber: IEFTS
Amount This Payment: [2000.00 Payment Method: |EFTS =|
Paid to {Library, EFTSUP): [EFTsup Payment Date: IJu|u1,zuu4 j

Payment Hotes: |EFT5 Deposit on Statement 0772004

Enter Check Mumber or other information describing thiz payment.

Add Exit w'o

Payment Saving [ 2ET (FEmT

After clicking Add Payment, you’ll see a notice that the payment has been filed.
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1 Payments To Lenders [and EFTS]

FPaprent # [ ep=000043] Applied to account with Library EFTSUP.

Payment Type: IDeposit j Pmit or Request Humber: ||
Amount This Payment: I p ent Method: IEFTS j
Paitl to {Library, EFTSUP): I p et Dte: IJ._“ 01, 2004 j

All EFTS Deposit Account Payments with a Payment Date equal to or after the EFTS Activity
Report Start Date will be applied to items on or after that date only. Payments with a Payment Date
before the EFTS Activity Report Start Date, will be applied to EFTS items from the beginning of EFTS
activity.

You can always see the Deposit Account payment to which a request was charged in the Note field of the
Borrow Item Backfile Grid. To get full information about the payment of that request, click into the Status
cell and a To Pmts button will appear above. Click To Pmts to get additional information.

Search By | Search By GoTo
Search By Lender Status of | Outstanding £ BE = @ |
Dept (LBIDY | Reguest ol '
q Y Search By Dates Print Recs/gn Prmits

|559 Recordis) retrieved

Borrowetl items markec

'Containing jl

DropDowin Box Shows Allowed
a Loansome Doc); Outstanding;
o Lender); IFM Payment; EFTS

PaidEFTS will show the

kemTy |ltem |Sent Recd Status DelMet Local (SRCE Note

wensk|Journal |Copy |6/14/2004 |6/23/2004 |PaidEFTS ﬂeﬁfpdf No |PaidP | DOCLINE “Dep=000048]
s forur | Journal |Copy |6/23/2004 |6/24/2004 Paider ™ | web {pdf |No |Im#Pal DOCLINE [ﬁep=ﬂﬂﬂﬂa‘lﬂ]
i forur |Journal [Copy (672372004 |6/24/2004 |PaidEFTS |Web {pdf |No |ImdPatl | DOCLINE |[Dep=000048]
etrics |Journal |Copy 672472004 |6/2472004 |Received E-Mail No Open Copy Serv
reseal | Journal [Copy [6/28/72004 |6/28/2004 |PaidEFTS |Web {pdf |No |PaidP |DOCLINE |[Dep=000048]

[You can also get a Payment Number or a Deposit Account Number by printing an EFTS Activity
Report for that period. The Acct No. column in that report will show which account made the payment.]

If you make a mistake in a payment, especially when entering a request to be charged to an EFTS
Deposit Account, it’s best to delete the payment and re-enter it. This is because of the large number of
inter-related table entries that need to be adjusted for changes. While you can adjust payment amounts on
the Payments To Lenders form, changing Payments Dates for Deposit Account items can be tricky,
especially when accounting for payments either before or after your EFTS Activity Report Start Date, so
the only method recommended here is to delete the payment and then add a new one with the appropriate
information.
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Duplicate Deposit Payments. If you try to enter a Deposit for a certain amount that matches an
amount already entered for that month, you’ll get a Message Box with an Alert:

Depozit for EFTSUF Already Exists! El

[7/2004):

[rate of Depozit; 07-Jul-04
Armount; $2,000.00

Depozit Mumber: Dep000054

& & Matching Depozit Payment haz alieady been filed for EFTSUF duning this maonth

Add Thiz Mew Paypment Alza?
o« |

On the assumption that, in most cases, any deposit made in the same month, for the same amount, will be a
duplicate deposit payment, this message defaults to Cancel, but you can also click Ok to let the
deposit payment go through if it is truly a separate payment. You can check for all payments by running
the EFTS Activity Report to Print Preview, using the beginning of that month as the Start Date (1-Jul-2004
in our case, above).

3. Mark EFTS Upload Files as Paid. Once EFTS Upload Files have been accepted on EFTS, you can
generally assume that they have been paid (items that prove to be uncollectible by EFTS may later be
deducted from your account; these you can handle by changing them from Paid to Filled, and then
producing an Invoice to bill the Library involved).

Depending upon your workflow requirements, you can use the Payments Form (Payments From
Borrowing Libraries) to immediately mark that just-uploaded File as Paid, or you can wait until the end
of the month and mark it Paid along with all the other end-of-month EFTS adjustments.

As far as the EFTS Activity Report is concerned, it doesn’t matter which strategy you use, so long as you
use a Paid Date within the month of the EFTS Monthly Report. The upload total will be counted as
Income under either EFTS Income as Lender ... in tbIPayments, (replicated into
tbIBorrowDeposits) or as EFTS Files Uploaded ... in tblinvoices. Either way, the report will see
these as income (either realized or accounts payable).

Whichever method you choose, you can mark your EFTS Upload File as Paid in either of two ways:

1. From the Menu Bar. Click Payments on the dropdown menu after clicking Billing,
EFTS on the QuickDOC Menu Bar. Then, on the Payments Form, select the
appropriate EFTS Upload file (the one you just uploaded for last month) from the dropdown
list in the Invoice Number combo box:

M

Y

Credit
Deposit Account

i I
EFTS-BETO311.txt

o

EFTS-BET0405.txt
EFTS-BET0406.txt ~ |
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2. From the Library Billing Grid. You can also use the Library Billing Grid to locate one of
the individual loans that appeared in the last upload (these will also appear in the Detailed
Credit Summary of that month’s EFTS Monthly Statement). Check the Invoice column
at the far right of that row in the Library Billing Grid (scrolling right, if necessary, to see it).
You’ll see the EFTS Upload Filename that contained this loan in that column. The current
Status will be Uploaded. Click once into the Invoice cell at the right of that row. This will
expose the To Pmts button just above. This will bring you to the Payments Form, with
the Invoice box already set to that EFTS Upload Filename.

[ Library Billing Grid |

Search By
Search By e = @ |
Szl o7 Invoice Mo, N BE Erint

Reguest

Search By Dates Fecs To Pmits

20 Record(s) retrieved] To Pmis'bution |
Uze 7 Az WildCard For &ny Single Letter or Mumber

Billing Grid by Default captures only iterns with
Charges Attached {unless 0.00 checkboxis

checked). Press <F2= {or Double -Click) To Ed|
S E ] Also Show 0.00 I

i | Paid On [Status Delivery | Rush |Source |Imwoice

004 Uploaded |Fax No |DOCLINE |EFTS-BET0405.txt
1004 Uploaded E-Mail | No |DOCLINE EFTS-BET0406.txt
12004 Uploaded |Fax No |DOCLINE |EFTS-BET0405.txt
2004 Uploaded |Fax No DOCLINE EFTS-BET0405.txt
12004 Uploaded |[Fax [EFTS Upload filename in Invoice cell. |
1004 Uploaded |Fax No DOCLINE EFTS-EETMDE.mj
12004 Uploaded |E-Mail | No |DOCLINE EFTS-BET0405.txt
2004 Uploaded |E-Mail Iqeﬂmnfsﬁghtblufwhﬂnithas focus. f

Each method will fill in all the boxes (except Payment Notes) with the expected values; the Payment
Date will either be Today’s Date or the date of the payment just finished, so this also may need to be
changed. Simply add a note (usually the EFTS Statement Month will do) and click Add Payment to
complete the transaction. Adding the payment will change the Status of all the individual items in the
Upload from Uploaded to Paid, and will use the Payment Date specified on the Payments Form.

A typical EFTS Payment Form will appear as follows:
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% Payments From Borrowing Libranies [and EFTS]

Typical EFTS Upload File Payment Form. The (imouni This Paymenthbox
will equal the upload total Accept this value abways, and make any
adjusimenis using the Service C choice.

Invoice Humber: EFTS-BET“4D5-tHI u

Paymert by Bequest Mo., Deposit or CreditAcct [
Papment Tepe iz EFTS

Previous Payments: 0,00 Inv Total: $68.00
Amount Thiz Payment: IﬁB.l]l] Payment Method: IEFTS j
Paid By (Library, EFTS): |EFTSUP it e IJllll 30, 2004 j

Payment lotes: |06/2004 EFTS Statement|

Enter Check Mumber or other information describing thiz payment.

Add Delete
Payment:

Back Clear Form
Payment

Again, note that you should double-check the EFTS Payment Amount (it will be automatically filled in
in the Amount This Payment box) against the Total Credits line on the EFTS Statement. In nearly
all cases the amount will be the same. But in the unlikely event that it is not, you should nevertheless
always accept the amount displayed, you can then resolve any discrepancy by entering either a positive
(if the EFTS Total Credits line is larger than the upload) or negative (if it’s smaller) EFTS Service
Charge payment later.

4. Mark EFTS-Paid items as PaidEFTS. Again using your printouts of the EFTS Monthly Statements,
mark as PaidEFTS those items that appear under the Detailed Debit Summary heading on the EFTS
Monthly Report.

If you use the Record Selector at the far left of each row, along with the Ctrl key to select multiple
individual records, or with the Shift key to select a contiguous block of records (either of these two step-
saving methods is highly recommended, if they’re applicable), you can mark all selected records as
PaidEFTS with one Mark Paid click.

If you use the batch method, be sure to first indicate a Default Paid Date so that all items will have the
same Paid Date (unless the Paid Date is Today, of course, which is the default---you can always check the
date set by hovering the mouse over the Default Date button).

If you don’t use this batch method, you’ll get Today’s Date as the Paid Date for all additions and no entry
in the Note Field.

[For non-EFTS Libraries, it’s also a good idea to use a similar method to mark the Invoice Items as
PaidLender once the invoice or individual item has been paid].

In our EFTS Statement for October 2002 there are a number of Debits, including one which is also a Credit

to replace a charge made incorrectly in the previous month by another library (EFTS Credits always
appear as the original request number with a CR at the end):
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Detailed Debit Summary for MAUBET

MAUMAS 7814554 | 1290 Awg Lancer biotherapy & 1oA7002 | L $11.00
radiapharmaceuti
MALMAS 7814798 iDDD Jun Seminars in cutaneous medicine and 1072002 | $11.00
MAUMAS 7995446 %I.]I23515Nnvams Foundation symposium. 234 1Az | $11.00
MWALIMAS 7935448 19597 Mar American journal of contact dermatit | 10/17/2002 ?23?5 S $11.00
SubTotal $44.00
Lrar |l_'T
AR LI Y 8234093 1997/INT J NURS PRACT TABAK, N/3(2i84-8 | 101772002 | . r\ ' £11.00
MNUMAY q47458 2002 CURR OPIM INVESTIG DRUGS WARGA, 10A70002 $16.00
G342
SubTotal $27.00
M=ot BEeileg
MHUDAR 8103922 1991 Arn naturalist 1380:1315-1341 1041772002 I':-*fé.; e $11.00
SubTotal $11.00
WYL 7757058 | 1999 Thrombosis haem COPY [ 10A17/2002 | ($11.00
[The line ahove shows a Credit uploaded for this monih’s Statement. | SubTotal | {§11.00)
MY UCPS 8034792 | J ASTHMA 37i4) 303-18 [10A17/2002 | Sh 30 $11.00
SubTotal $11.00

Since the Date Filled column of the Detailed Debit Summary section of the EFTS Monthly Report
actually reports Date Uploaded, you’ll probably need to use the dates suggested by Request Numbers to
set the Begin and End Dates to use when filling the Borrow Item Backfile Grid.

[As of November 2004, the Date Filled column on both the Detailed Credit and Detailed
Debit Summary sections of the EFTS Monthly Report reflect not the actual Date Filled
but rather the Date Uploaded. If this this were to change to reflect the real Date Filled,
this would be a great help in processing these items, since we could set the Begin Dates
and End Dates of the grid to approximate the real dates included and thereby reduce the
number of items in the Grid to check.]

Our earliest Request Number on this Report is 7757058. If we search for this Request Number on the
Borrow Item Backfile Grid using Containing (which will search the entire file), we get the following:

% Borrow Item Backfile Searching earliest Request Number on Summary.

Search By Search By | Search By GoTo
Date & S;Zrtignﬂv SESLCF; B " Lender Status of | Outstanding iy i =) ﬂ;g>
izl (o} REHIES! Only Search By Dates Print Recs Forwar

search Request Numbers Containing j K;.-ﬁmﬁg] 1 Record(s) retrieved

irst Field is Request Number. May Be Up To 14 Characters Ifwe use ., we Jnow that
ong. Must Be Unique in Database. Click the + signto see Bib nothing else on thiz, report could have heen

lata or press [F4] and click + to bring up Local Information. received earlier this, by definition.

Borrow temn Backfile h Request Numbers Comtaining 7757058
Libr Chrg |Year Title ItemType [tem |Sent

RONO Patron |Dept
| 7757058 Piazz x|MED

Recd
vur * x|$0.00 [1999  [Thrombosis | Journal |Copy (81972002 ) [9/3:2002

Since this request is the earliest on the report, and since it got its number from DOCLINE on the day it was
sent, we know that we can use 8/9/2002 as our Beginning Date and not miss anything that would have
appeared on this month’s report (using the Rec’d Date might miss something that was sent later but
received earlier). The largest number on our report under Debit Summary is 8226627, this turns out to
have a Received Date of 9/26/2002 (not pictured). Just to be safe, though, we can use the End Date to
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search as the end of the report month, in this case Oct 31, 2002 (for the 10/2002 EFTS Monthly Statement,
which is available at the end of that month). Consequently, we’ll use the By Dates button to choose:

% Select Datez To Searc

Begin Date : IA“H 09, 2002 j

EndDate: |0ct 31,2002 |

Set the ahove and
click Ok, helow.
All Default Ok
Records Dates =

After choosing the dates, also do the following:

1. Check the Exclude Not Filled Items checkbox (we won’t be billed for things never
received);

2. Depress the Search By Status of Request ribbon button and choose Equals Received
(this will eliminate anything already marked PaidEFTS or PaidLender);

3. Click the header over the Libr column and choose Sort Ascending (this will put the
Lending Libraries in the same order in which they appear on the EFTS Report;

4. Select all the records to be marked PaidEFTS by scrolling down through the list and clicking
the Record Selector (while holding down the Ctrl Key at the same time you click, after
the first record selected) at the far left of each row you want to select---selected rows will turn
dark blue;

5. Once all are selected, click the Set Default Date button and set the date to the last day of the
month of the EFTS Monthly Statement (otherwise you’ll get Today’s Date as the payment
date);

6. Click Mark Paid and choose PaidEFTS.
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e5 ifier setting dates to 8/9/2002 to 10/31/2002, set the Search
by Status = Received and Exclude Not Filled Items, helow.

Delete
Recards [ : S50 ] Exelude Mot Fill
~| Rong” [Patron [Dept |2 lLibr chrg |vear |Title itemType [item [Sent Recd
T ?/95“5133 Sheit ~|IMMU  |MNUMABY ~[$11.00/2002  |Curr opinioni|Journal |Copy |B/1672002 |9/372002
7935445 Sheik ~JIMMU  |MNUMAY $11.00|2002 Curr opinion i |Journal |Copy B/27/2002 |9/3/2002

_ 8234093 K: hd MNUMAY d Int J nursing | |Journal 9/25/2002 |10/3/2002
_ﬁ’ 8525042 |Berri *|GAST |MNUMAY $16.00|2001 Curr opinioni{Journal |Copy 10/22/2002 [10/23/200
_|4?‘ 8525041 Berré T |GAST |MNUMAY _~|$16.00(2002 Curr opinioni|Journal |Copy 10/22/2002 |10/23/200

J‘*‘ 8532010 Karw T|NEPH |MOUSLT *|$0.00 (2002 Thrombosis || Journal |Copy 1072372002 [1029/200
8103922 D'agEEINF DIS |NHUDAR hd d Am naturalisl | Journal 91372002 |9/26/2002

_|41" 8234092 Kapu T|BNEU |NHUEHM *1%0.00 (2000 Computers in|Journal |Copy 9/25/2002 [10/2/2002
|4',= 7757058 |Piazz ;|I'.'IED NYLE..™ ;|$IJ.IJIJ 1999 Thrombosis t|Journal |Copy 8/9/2002 |9/3/2002

If there are items on the report that don’t appear in the Grid display (notice that of the two MNUMAY
items listed on the EFTS Monthly Report, 8234093 and 8347458, only the first is included among the
MNUMAYs in the Grid), make a check mark on the report so that you can check on them individually
later. In most cases you’ll find that they’ve already been marked PaidEFTS.

5. Enter EFTS Service Charges. Using the Online EFTS Monthly Statement, enter the EFTS Service
Charges made each month. These will be noted on the EFTS Statement on lines for Processing Fee
and Total Other Fee. Redistributions will also reduce your EFTS Balance, but these are handled
separately, below.

Since you’ll have a Processing Fee during any month where you do an EFTS Upload, if you charge other
libraries then there will probably be one of these to enter each month. Total Other Fee entries are usually
low balance penalties and shouldn’t occur very often. Since we’ve chosen to standardize entry of
EFTS Deposits at the beginning of the month, it makes sense to standardize entry of Processing Fees and
Other Fees at the end of each month.

EFTS Service Charges are entered as negative numbers on the regular Payments From Borrowing
Libraries Form. Choose the Payments choice on the Billing, EFTS Menu Bar dropdown, and then
EFTS Service Charge from the Invoice Combo Box.

Biling, EFTS Local Biling | Bep

[ Make Mew EFTS File
= Open Existing EFTS File
% Irvoices, Print

&b Trial Invaices, Print

Er Imvoices: Outztanding
Fayments

Faprnents a5 Bormower

This brings up the Payments From Borrowing Libraries Form, which now has the EFTS Service
Charge entry in the Invoice Combo Box:
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% Payments From Borrowing Libraries [and EF

lel.r EFTS Service Charge choice in Dropdown. |

Invoice Humber: |EFTS Service Ehﬂj

F S

Previous Payments: |Credit
Deposit Account

EFTS Service Chas

Amount This Payment: EFTS-BETO311.txt
EFTS-BETO312 txt
EFTS-BETO405.txt

Paicl Lily , EFTS):
ot By (Library, BFTSE e TS BET0406.1xt ~

Click that choice to get the Serv Chg Payment Type. Fill in the rest of the form with values similar to
those below (remembering that an EFTS Service Charge is always a negative number on the Payments
Form), and click Add Payment. Our last Statement (July, 2004) had only $20.00 worth of Uploaded
items (on the Total Credits line of the EFTS Statement); our final entry then appeared as follows:

% Payments From Borrowing Libranies [and EFT5]

lT}'pical EFTS Service Charge payment is alilfgaﬁve nu.mheﬁ, posted at the gnd of the statement mnnﬂq

Invoice Humber: IEFT5 Service aj Payment by Bequest Mo., Deposit or Qredit dcct [

F t Type iz Serv Ch
Previous Payments: El].l]l] ayment | ype 1z 3ery Lhg

i
Amount This Payment: I-D.ﬁﬂ Payment Method: IEFTS j
Paid By (Library, EFTS): [EFTSUP Payment Date: ([ 1 31, 2004 j

Payment lotes: |g7/5004 EFTS Statement|

Enter Check Mumber or other information describing this payment.

Add Exit wio

Payment Saving Clear Form

Total Other Fee (EFTS) entries (generally low balance penalties) are usually combined with normal
EFTS Service charges and entered as a negative total at the end of each month, though they can be entered
separately if you wish. Refunds of Other Fees or other positive adjustments can also be entered here, as
positive numbers using the EFTS Service Charge designation. You’ll see a warning that “Service
Charge entries should be negative numbers!” but you’ll be allowed to proceed and override the
warning.

6. Enter EFTS Redistributions. Using the Online EFTS Monthly Statement, enter your EFTS
Redistributions received. EFTS Redistributions are payments of accumulated credits over debits during
a specified period (quarterly); only Resource Libraries and other libraries with a large number of Loans
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over Borrows receive redistributions. These will be noted on the EFTS Statement on lines for Total
Redistributions.

Redistributions are entered as negative numbers on the regular Payments From Borrowing Libraries
Form. Choose the Payments choice on the Billing, EFTS Menu Bar dropdown, and then
Redistributions (EFTS) from the Invoice Combo Box.

4 Payments From Bomowing Libranes [and EFTS

ter an EFTS Redisiribution as a negative number
ing{"Redistribution (EFTS)"as the Inv. Number.

Invoice Humber: j f
Deposit Accounmt -
EFTS Service Chan
EFTS-BETO311.txt
EFTS-BETO312.txt
EFTS-BET0405.txt
EFTS-BET0406.txt
OHUFLR 0001

This will assign the RedistrbType to this payment. Fill in the rest of the form with values similar to those
of the EFTS Service Charge, above (remembering again that an EFTS Redistribution is always entered as a
negative number on the Payments Form), and click Add Payment to file the transaction.

EFTS Credits to correct Borrower Debit Summary

If you should encounter a charge in the Detailed Debit Summary that you think is incorrect, note the
Request Number and Lender, but don’t mark that item as PaidEFTS. Mistakes are corrected outside of the
system by contacting the Lender directly and negotiating a solution. In most cases this will result in the
Lender uploading an EFTS Credit item in their next EFTS Upload. Credits are noted with the addition of
a CR at the end of the Request Number.

"‘I”C'.““".' .:":".'.‘
MHUDAR 8103922 1991 Am nataralist 1380:1315-1341 ‘ 104772002 | rfed i, s $11.00
SubTotal $11.00
YL T 7757053CE] 1993 Thrombosis haerm COPY [ 1041772002 ] {§11.00)
[The line ahove shows a Credit uploaded for this month's Statement. | SubTotal | ($11.00)
NYUCPS 8034792 | J ASTHMA 37(4) 303-18 [10A17/2002 [ St 302 $11.00
SubTotal $11.00

In our case, above, our Debit Summary shows an item 7757058CR, which is an EFTS Credit that has been
uploaded by the Lender. Also notice that in our Grid display, request number 7757058 shows a Chrg of
$0.00. We can infer that an EFTS charge for some amount was included in our Debit Summary for last
month and that, after we contacted the Lending Library, that charge was found to be a mistake. We
therefore edited that request in QuickDOC and changed the charge to $0.00. We can just skip over the
Credit in this month’s report, since we never marked it as PaidEFTS in the first place.

If you have already marked that item as PaidEFTS, you can either delete the payment in Payments as

Borrower under Billing, EFTS on the Menu Bar, or just add the appropriate amount as a positive EFTS
Service Charge amount using the Payments form.
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QuickDOC Database

Database Drive not available on Startup

In versions 2.1.3 and earlier, if your QuickDOC.MDB database was located on a server and that server was
not available when the program was started, QuickDOC would temporarily use a location on the C: drive
(in the Program folder, usually at C:\Program Files\QuickDOC). The problem was that this change was
sometimes subtle and users were not always aware that the database location had moved. Instead the usual
symptom was that data was missing, or that current requests had disappeared.

.While the database location is always available in the Status Bar, it’s easy to miss the change,
especially if the Status Bar is hidden behind the Task Bar at the bottom of the screen.

e QD Status Bar iz actually hiding hehind this Task Bar!

iﬂﬁtarll“ :_jj ﬁ I“_;;ﬂ P [EH ﬁ ”“ (3] Ty Du:u:u...l @Database.dn...l @Duwnluad an...”;?ﬂuick[)l][:...

It’s probably a good idea to move the bottom of the QuickDOC window up above the Task Bar, so that its
information is always visible, but even then the switch of database locations might easily be missed.

Version 2.1.4 adds a check during startup to ensure that the drive on which the database is located is
available at that time, and will display a Drive Not Available Message Box with an option to exit the
startup process if it is not.

E: Drive Mot Available x|

0 The zpecified E: Drive does not appear to be available on thiz machine for db:
E:\Medical LibransQuickDOCRuickDOC. MDE

YWie can zearch for it here in QuickDOC, but the recommended choice iz to
E st aut nowe and wait until the Drive becomes available.

Do you want to Exit Mow?
] we |

If you continue beyond this message, you can expect to be relocated to the default C:\Program
Files\QuickDOC location for the database. The best choice is to answer Yes to the “Exit Now?” question,
and to reboot or otherwise log onto the network again to see if the drive becomes available then.

Because it’s also possible that the network drive may become unavailable at other times during the session,
it will still be necessary to glance at the Status Bar from time to time, just to be sure you’re pointed in the
right direction. If you notice that you suddenly have far fewer records than you thought you had, or
that the records you see are all older records, the first thing to check is the Status Bar.

_; he Status Bar 15 st below, It shows the path to your database, date and time, ete.

| Currert DB Location is C:4Program Files\Microsoft Visual StudictE 3880 uick DOCAuickDOC MDE

You can always move the pointer back to the network location by using the Locate QuickDOC DB
choice under Setup on the Menu Bar. This process will also move over any unique items that might have
been saved to the temporary C: location in the interim.
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Click Status Bar to refresh Database Location

If you suspect that your QuickDOC.MDB database is not pointed to the correct location, click once on the
Status Bar at the borrom of the blue screen to refresh. In cases where you’ve redirected the database back
to a network drive, the new database location may not show in the Status Bar until you have
exited the program and come back in. You can avoid this unnecessary exit and restart by clicking the
Status Bar panel with the database information to force a refresh. You can also use this method to check
that you’re pointing to the database you think you’re pointing to.

_C]ic]: anywhere on the Status Bar panel helow to refresh the database location. —— _
| Current DB Location is C:5\Program Filesi\Microsoft Yisual StudiohB 354 QuickDO0CAAuickDOC.MDE

5

If you’ve just redirected the database pointer to a network drive (E: in the case below), this will refresh the
Status Bar so that it reflects your current network database location rather than the fallback
C:\Program Files\QuickDOC\QuickDOC.MDB value that is the default database location for
non-network installations.

Current DB Location iz E:\Medical LibransGuickDOCWEuickDOC MDE

start| | 7] @ B W || (3 CProgram Filesicros...| fy QuickDOC

After clicking the Status Bar database panel, the new network location will be displayed, as above.
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