Montana Shared Catalog
Reports & Director’s Station Training
Reports

· Live, up-to-date information from database

· Can change/modify information in the database

· Session Settings

If you don’t have the correct path for the viewing application you will get a “Specified Path Not Found” error message.
Best way to get correct path is to BROWSE to the program.

Here are the usual paths to a couple of applications commonly used for viewing.

· C:\Program Files\Microsoft Office\Office##\WINWORD.EXE
· C:\Windows\System32\notepad.exe
Here are some settings that may help the reports display and print better.
· In Session Settings, change the Format Page numbers to: 63, 83, 2, 2

· If you’re using Microsoft Office, in Word, use the Narrow Margins setting (.5 inch margins on all 4 sides) and change the font for the entire document to Courier New 10 font.
Workflows Context Help is very useful when working with reports.  Once you have the report open, use Context Help for explanation of fields, tabs, and basic overviews of what the report does
· Schedule Reports – how to run new reports (Templates or from scratch)

· Warning! Existing/old templates may break when modified

· Finished Reports – how to view reports after they run.
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Click on Column Headings to Sort

· Refresh the finished reports list
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General How To

· Include your library in the report name

· ALWAYS limit to your library in some way

· Anywhere you see the gadget button – USE IT.  This ensures that the data is entered in acceptable format.

· Saving as a template can save time

· To run a report, click [RUN NOW]
· Scheduling & Emailing – should be done by MSC Admins only
· Reports that may run regularly at your library
· Patron Notices

· Statistical

· Request Records

· Holds Processing

· Lists

· EXAMPLE REPORTS

· Circulation

· Lists: Users, Bills, Holds – [sample uses]
· Collection Management & Tech Services

· List Items – weeding, purchasing, inventory

· Administration

· Statistics – planning, scheduling staff

· Tips for formatting Reports in Word

· Margins

· Counting width & Length

· Find & Replace

· Reminder: reports only stay in your Finished Reports for 14 days. Save as a Word or other document if you want to keep them longer.
What the MSC Staff can do for you

· Schedule recurring/regular reports 
· Help set up templates or figure out how to get the results you need

· Change scheduled reports (both scheduled time & other modification)

· Move groups of items to new locations or types

· Help rebuilding broken reports

Please contact us at MSC@mt.gov or open a ticket at our help desk at http://msl.mt.gov/For_Librarians/Montana_Shared_Catalog/Support/ if you require any assistance.
