FSCS WinPLUS MAIN MENU OPTIONS

5.3 Match (Used with Imported Data Only)

The 'Match' option, which follows the 'Read and Validate' import routine, attempts to match
records from the current-year import file against records from the prior-year file. The ‘Match’ option is
used with imported data only. If you did not run the Matching Routine at the completion of importing your
data, you must run it via the 'Match' option on the Main Menu. Please note the following:

e The 'Match' option on the Main Menu will not run if: (1) you did not import your data (i.e., you

performed direct data entry), or (2) your data were not imported successfully. In either case, you
will receive the following message if you select the 'Match' option on the Main Menu:

2 |

@ Matching is unnecessarny since wou hawve not used the Import feature.

e The 'Edit Checks (Current Year and Historical)' option on the Main Menu will not run if you
imported data but did not run the matching routine. If you try to run the edit checks, you will
receive a message prompting you to run the “Match” feature:

WinPLUS - Records unmatched |

mome of wvour Administrative Entity records are unmatched.
Y'ou cannot Edityour data until all of ywour Imponed data mismatches
hawe been resolved. Flease run the Match for Administrative Entities.

e |f you select the 'Match' option from the Main Menu, you will be prompted to begin matching on
administrative entities (A) or outlets (O). To complete the matching process, you must
match on administrative entities (A) and on outlets (O).

e You do not need to complete the Matching Routine in one session, but you must complete it
before proceeding with any other WinPLUS operations.
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5.3.1 Matching Routine

This routine attempts to match records from the current-year import file against records from the
prior-year file. The 'Match' feature consists of the following steps:

1. Key information (e.g., NAME, LIB ID#, etc.) from the prior-year data is compared to the
import data to automatically or conditionally match as many records as possible;

2. WinPLUS records official name and address changes;

3. WIinPLUS runs the 'Structure Change' routine. This allows the user to resolve any records on
the import file that have not been matched to the prior-year file and any records on the prior-
year file that have not been matched to the import file; and

4. Matched records are moved to the administrative entity or outlet database.

The Matching Routine for Administrative Entity import files and Outlet import files are discussed
separately in the next two sections.

5.3.1.1 Matching Routine for the Administrative Entity File

1. The following conditions constitute an automatic match of administrative entity records on the
import file and the prior-year file:

» WIiInPLUS checks records to see if the LIB ID# and NAME (of library) on the import file
exactly match the data on the prior-year file. If both match, the records are considered
an automatic match, and the FSCS ID# is used.

» If WinPLUS can match only one of these data elements on the import file and the prior-
year file, the matching routine also attempts to match any two of the following data
elements: ADDRESS, CITY, ZIP, or PHONE. If this condition is met, the record is
considered an automatic match.

2. A match on only one of the six data elements described above constitutes a conditional match.

The criteria for automatic and conditional matches are summarized below:

NAME ADDRESS, CITY,
DATA MATCHING ACTION LIB ID# (of Library) ZIP, PHONE
Automatic Match Yes Yes None
Yes No Any 2 of the 4
No Yes Any 2 of the 4
Conditional Match Yes No None or any 1 of the 4
(i.e., prompts user for match)
No Yes None or any 1 of the 4
No No Any 1 of the 4
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In a conditional match, WinPLUS displays both administrative entity records on a ‘split-screen’
and prompts the user to confirm whether there is a specific library record match. In the following example,
the LIB ID# and only one of the other four variables match, so this is a conditional match. (Note: The
FSCS ID# is not displayed on the current-year side of the data matching screen, as it is considered
premature to include it on the current-year record at this point.)

WinPLUS 2.5 - Match

DATA MATCHING - ADMINISTEATIVE ENTITY

— Prior 'ear Data Current rear Diata
LIE 1D #: [s01-0m FSCS 1D #: IALDDEIEI LIE 1T #: |s01-0m
I arne: I arne:
|AD.-'1'«MS\-’ILLE LIER&RY |.-’-'~D.-'-‘«MSVILLE PUELIC LIBRA&RY
Address: Address:
|482E Mal STREET |4825 Mal STREET
Gty |4BBEVILLE City: |ADAMSVILLE
ZIF: 26310 ZIF+4: 2419 ZIF: 36005 ZIP+d 241
Phane:  |205-674-3399 Phane:  |305.674-3399
Import Conditional Match [ x|
katched on field: LIBID oK
Are theze bwo recaords for the zame lbrarg [/ -
Chooze 'Cancel to quit kMatch. ﬂl
[
|

After a conditional match is found, the user types ‘Y’ to accept the match or ‘N’ to reject it. The
record is then updated with the new information and WinPLUS moves on to the next record. Select
‘Cancel’ to return to the WinPLUS Main Menu.

Note: Be especially careful when importing data for new libraries that are really structure
changes. For example, if two library systems merge and the administrative entity keeps the address of
one of the old systems, WinPLUS may read this as a conditional match between the new entity on the
import file and the old entity on the prior-year record.

The matching routine is not case sensitive. A library name entered in upper-case letters
(e.g., 'MAIN LIBRARY’) will be successfully matched with a library name entered in lower-case letters
(e.g., 'Main Library’).

Before continuing to the next record, WinPLUS checks for name and address changes from the
prior-year record to the import record just matched (whether an automatic or conditional match).
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5.3.1.2 Matching Routine for the Outlet File

1. The following conditions constitute an automatic match of outlet records on the import file and
the prior-year file:

» WIiInPLUS checks records to see if the LIB ID#, NAME (of library), and Outlet Type Code on
the import file exactly match the data on the prior-year file. If all three match, the records are
considered an automatic match and the prior-year FSCS ID# is used.

» If WinPLUS can match only two of these data elements (the LIB ID# and Outlet Type Code),
the matching routine also attempts to match any two of the following data elements:
ADDRESS, CITY, ZIP or PHONE. If this condition is met, the record is considered an
automatic match.

» If WinPLUS can only match the NAME (of library) and Outlet Type Code, the matching
routine also attempts to match any two of the following data elements: ADDRESS, CITY, ZIP
or PHONE. If this condition is met, the record is considered an automatic match.

2. A match on only one of the six data elements described above constitutes a conditional match.
The Outlet Type Code is not used for a conditional match.

The criteria for an automatic and conditional matches are summarized below:

NAME OUTLET ADDRESS, CITY,
DATA MATCHING ACTION LIB ID# (of Library) TYPE ZIP, PHONE
Automatic Match Yes Yes Yes None
Yes No Yes Any 2 of the 4
No Yes Yes Any 2 of the 4
Conditional Match Yes No N/A None or any 1 of the 4
(i.e., prompts user for match)
No Yes N/A None or any 1 of the 4
No No N/A Any 1 of the 4
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In a conditional match, WinPLUS displays both outlet records on a ‘split-screen’ and prompts the
user to confirm whether there is a specific library record match. In the following example, the LIB ID#
matches, so this is a conditional match. (Note: The FSCS ID# is not displayed on the current-year side of
the data matching screen, as it is considered premature to include it on the current-year record at this
point.)

DATA MATCHING - QUTLETS

— Prior rear Data Current *'ear Data
LIE 1D #: [1n0-002 FSCS 1D #: IALDDDS LIB 1D #: (100002
M ame: M ame:
|EEIF|DEIU.-‘1':. LIBRARY |I:IIIHDEI‘-.-’.-’-'« FUELIC LIBRARY
Addrezs: Addrezs:
|1SDNMAIN STREET |13EI MalN STREET
City: [DOva City: |CORDOVE
Zip: |35551 Zipk |‘l E1E Zip: |3555EI Zipd: |1 414
Pharne:  |205.483.9579 Phore:  |205-483-9578
Olutlet Type: IEE Outlet Type: IEE
x

Matched on field: LIBID oK

Aire theze bwo records for the zame outlet [r/M]? -

Chooze 'Cancel to quit M atch. il

[

|

After a conditional match is found, the user types ‘Y’ to accept the match or ‘N’ to reject it. The
record is then updated with the new information and WinPLUS moves on to the next record. Select
‘Cancel’ to return to the WinPLUS Main Menu.

Be especially careful when importing data for new libraries that are really structure changes. For
example, if two library systems merge and the administrative entity keeps the address of one of the old
systems, WinPLUS may read this as a conditional match between the new entity on the import file and the
old entity on the prior-year record.

Note: The data matching routine is not case sensitive. For example, a library name entered in
upper-case letters (e.g., ’'MAIN LIBRARY’) will be successfully matched with a library name entered in
lower-case letters (e.g., 'Main Library’).

Before continuing to the next record, WinPLUS checks for name and address changes from the
prior-year record to the import record just matched (whether an automatic or conditional match).
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5.3.2 Checking for Name and Address Changes

While in the data Matching Routine, WinPLUS automatically checks for name and/or address

changes so that the change can be tracked in the historical file if appropriate.

Name (of library) Change. When a user updates a name in an import record, the ‘lmport Name Change

window is automatically displayed below the split screen showing the import and prior-year data.

DATA MATCHING - ADMINISTRATIVE ENTITY

The Mame iz not what it wasz last pear.

name.

1. Thiz Administrative Entity hasz officially changed its

Cancel |

2. Thig iz now the prefered zpelling of the M ame.

3. Last pear's Mame thould be used instead of thiz

YEAr'z.

E

— Priar ear D ata Currett vear [ata
LIB 1D #: [501-001 FSCS ID & [ALooao LIB ID #: |501-001
M arne: M arre:
|ADAMSVILLE LIBR&RY |&DAMSVILLE PUBLIC LIBRARY
Address: Address:
{4826 MaIN STREET |4825 MaIN STREET
City: |ABBEVILLE City: |ADaMSYILLE
ZIF: 26310 ZIF+4:  [2419 ZIF: 35005 ZIF+4: |0z41
Fhone:  |[205]-674-2339 Fhone:  |[(205]-674-23939
' x

e Type ‘1’, then select ‘OK’ to select “This Administrative Entity has officially changed its name”

when the library name was officially changed.

e The user is prompted “Is this a Structure Change (Y/N)? ”. (The types of administrative entity
structure changes are listed in the WinPLUS screen on page 28. Outlet structure changes are
listed in the screen on page 39.) Type ‘N’ to simply track the name change in the historical

changes database. Type Y’ to confirm that the record will need a structure change.

o Type 2, then select ‘OK’ to select “This is now the preferred spelling of the Name” when a

correction was made to the library name because of a data entry error.

o Type ‘3, then select ‘OK’ to select “Last year's Name should be used instead of this year’s.” if you

want to keep the prior-year name.

WinPLUS then automatically checks for address changes for the same record.
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Address Change. When the user updates an address in an import record, the ‘Import Address Change’
window is automatically displayed below the split screen showing the import and prior-year data. Select

one of the three options displayed.

WinPLUS - Match Alal

DATA MATCHING - ADMINISTRATIVE ENTITY

— Prior rear Data Current “r'ear D ata
LIB 1D #: |50q-001 FSCS 1D & [AL0090 LIB 1D #: |50q-001
M arne: M ame:
|.-“-‘-.D.-'1‘-.MS"-"ILLE LIBRARY |.-“-‘-.D.-'1‘-.MSVILLE FUBLIC LIBRARY
Address: Address:
|4825 MalN STREET |4825 kAN STREET
City: |4BBEVILLE City: |ADAMSVILLE
ZIF: |3831D ZIF+4: |241g ZIF: |350|:|5 ZIF+4: ||:|24-|
Phone: E74- =L -
B o nadress change x

The Street Address iz not what it waz last vear.

Cancel |

1. Thiz Adminiztrative Entity has moved to a new
loc:ation.

2. Thiz iz now the preferred Street Addresz [zame
lozation).

3. Last year's Street Addrezs should be uzed instead of
thiz vear's.

E

e Type ‘1’, then select ‘OK’ to select “This Administrative Entity has moved to a new location” when
the library moves its physical location.

e The user is prompted “Is this a Structure Change (Y/N)?”. (The types of administrative entity
structure changes are listed in screen on page 28. Outlet structure changes are listed on page
39.) Type ‘N’ to simply track the address change in the historical changes database. Type Y’ to
confirm that the record will need a structure change.

e Type ‘2, then select ‘OK’ to select “This is now the preferred Street Address (same location)”
when a correction was made to the library address because of a data entry error.

o Type ‘3, then select ‘OK’ to select “Last year’s Street Address should be used instead of this
year’s.” if you want to keep the original address.

After all matches are complete and name and address changes checked, WinPLUS begins the
structure change routine.
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5.3.3 Structure Change Routine

After all matches are complete and official name and address changes recorded, if one or
more records from the administrative entity or outlet import file still is not matched to the previous year’s
file, WinPLUS automatically begins the structure change routine. Note: You cannot make more than
nine structure changes during a single WinPLUS session. To make more than nine structure
changes, 'Quit’' and restart WinPLUS.

WinPLUS x|
You cannot make more than nine structure changesduring a single sesdon of WinPLUS,

Comtinue with the current change and

then Quit and restart WinPLUS,

ADMINISTRATIVE ENTITY STRUCTURE CHANGES DURING MATCHING ROUTINE

A structure changes menu with several options is automatically displayed if one or more records
from the administrative entity import file is not matched to the prior-year file. These options will vary
depending on the type of match found. The options are described below.

1. Data Found in Current Year — No Match in Prior Year

When data are found in the administrative entity import file, but no match is found in the prior-year
file, three types of structure changes are available: Add a new administrative entity, restore a previously
deleted administrative entity, or delete the record from import.

DATA FOUND IN CURRENT YEAR - NO MATCH N FRIOR YEAR

— Current “rear Data

LIE 1D #: |51 2004

Administrative Structure Change

[elete Record from [mport

" Add Mew Adrinistrative Entiby
= Change fromdministiative Entib e Dutlzt
M ame:
) Merae Tiwe ar Mare &dministrative Entities |F|AG|_AND PUBLIC LIBR&RY
= Delete Clozed ddministrative Emntity Address: |?38 TN STAEET
= Delete lneorect Becard
Lity:  |RAGLAND
= Restore Previously Deleted Administative Entity
-~ o T
r

Fretain Frior vear Hezord ZIF+4: |3‘I 25
_ FPhone:  |j208)-472-2007
Continue | e |
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> Add New Administrative Entity

To add a completely new administrative entity record, select ‘Add New Administrative Entity’ from
the ‘Administrative Entity Structure Changes’ menu and then select ‘Continue’. The program assigns the
new entity a new FSCS ID#. Click ‘OK’ to continue to the next structure change.

WInPLUS x|

e
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> Restore Previously Deleted Administrative Entity

To restore an administrative entity record, choose ‘Restore Previously Deleted Administrative
Entity’ from the ‘Administrative Entity Structure Changes’ menu. (Note: The deleted record is restored
from the historical database and becomes a current record under its original FSCS ID#.)

Alabama

WinPLUS 2.5 - Administrative structure Changes

Festore Administrative Entity record

Select an Adminiztrative bo Bestore

FSCS LIEID LIEMARE CITY |

ALO2TZ 993-064 ALABAMA LIBRARY EXCHANGEHUMTSYILLE

AL3000 FSCS 136 ALABAMA PUBLIC LIBRARY SEIMOMTGOMERY

AL0Z214 B17-000 BARBOUR COUNTY LIBR&RY QELUFALLA

ALOTE3 514-000 CALHOUM CO. PUBLIC LIBRARYAMMISTOM

ALOTEE CARBOM HILL CITY LIBRARY  |CARBOM HILL

ALO230 100-009 CARBOM HILL CITY LIBRARY  |CARBOM HILL

ALOTE3 993-027 CLARKE COUNMTY LIBRARY DEYGROWE HILL

ALOZ20 515-000 DALE COUMTY COOPERATIWE | OZARE.

AL0224 FSCS 215 GARDEM CITY PUBLIC LIBRARY GARDEM CITY

AL0213 FSCS 150 HEMRY COUMNTY LIBRARY AUT COLUMEB]LS

ALOT3F -1 JEFFERSOM CO LIBRARY COORBIRMIMGHAR

ALOT0S R07-000 JEFFERSOM CO LIBRARY COOHREBIRRMIMGHAR

AL0039 507-000 JEFFERSOM CO LIBRARY COORBIRMIMGHAR

AL0221 B16-000 LAUDERDALE COUMTY REGIOIFLOREMCE

AL300 AL300T -1 LIBRARY MANAGEMEMNT HETWDECATUR

ALO00S 100-007 LvMM PUBLIC LIBRARY LvMHM

ALO0T38 510010 MILDRED B HARRISOM REGION COLUMBIAMA

AL3002 AL3002 -1 MOUMT YERMOM PUELIC LIBRY{MT VERMOM -
E 7 [

R estore Cancel

Choose the administrative entity to restore from the list of administrative entities by clicking on the
gray box to the left of the name. The entire row must be highlighted. Please be sure to pick the
administrative entity that you have been working with in the match. Choose ‘Restore’.

30



FSCS WinPLUS MAIN MENU OPTIONS
WinPLUS 2.5 - Administrative Structure Changes Alabama
L Festare Administrative Entity record J
| 14 FsCs: [AL0185 |
|dentification

a1 LIEID:

|1 a0-003

02 Name: |CARBON HILL CITY LIBRARY

Street Address Mailing Addresz
03 Address: |414 Ml BTH AWEMLE 07 Address: |.2
04 Cie — JCAREON HILL 03 Ciy: |2
05 ZIP: |35549 06 ZIP+4: (0115 03 ZlP: |_2 10 ZIP+4: I_-|
11 County: |W.-'1'~LKEH
12 Phone: |2E|5-924-4254 13 'wWeb Address hitp:dd |.2
14 nerib. N0 17 Fscs el N
15 ng:!s: i hd 18 Geo.: I'-I j'
16 Adrmir. S0 - 13 Boundary I vI
Change: i
Cancel Restore | Save Mow | Cancel Ehangesl E =it |

The historical database only restores data for data elements 1 through 18. Enter the data for
the remaining items now or later via the WinPLUS Main Menu option ‘View/Update Administrative
Entity or Outlet Records’. Select ‘Save Now’ or ‘Exit’ to save the changes or ‘Cancel Restore’ to
cancel the procedure.

> Delete Record from Import

This option allows the user to ’'bail out’ of importing a record that does not match the user’s
current-year template file. Canceling a record from import allows the import to proceed, but the original
record is still in the import file. The user must edit the record, make a structure change, or correct an
error. Otherwise the user will have to cancel the same record each time an import is performed. Select
‘Delete Record from Import’ from the ‘Administrative Structure Change’ menu and then choose ‘Continue’
to ‘bail out’ of importing a record. The program will automatically resume processing the next import file
structure change.

WinPLUS Version 2.5
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2. Data Found in Prior Year — No Match in Current Year

When data are found in the prior-year file, but a match is not found in the administrative entity
import file, five types of structure changes are available: Change from an administrative entity to an
outlet, merge two or more administrative entities, deleted a closed administrative entity, delete an
incorrect record, or retain the prior-year record.

DATA FOUND IN PRIOR TYEAR - MO MATCH 1N CURRBENT YEAR

— Priar Y'ear Data
Adriniztrative Structure Change

LIE 1D #: |-||:||:|_|:||:|-|
{1 Add Mew Edministrative Entity FSCS 1D & |ALpooz
£~ Change from Administrative Entity to Outlet NAME:
" Merge Twao or More Adminiztrative Entilies |,&,F| LEY PUEBLIC LIER&RY
{~ Delete Closed Administrative Entity

ADDRESS:
= Delete Incorect Recard IP'D' BOx 145
| Restore Previously Deleted Adminiztative Entit

g c || oy [&RLEY

= Delete Becard from rmport
-~ ZIF: {35541

Retain Prior vear Record

ZlP+4: ||:|-| A5
Lanhcel | FHOME:  |(205)-387-0129
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» Change from Administrative Entity to Outlet

To change an administrative entity record to an outlet record, select ‘Change from Administrative
Entity to Outlet’ from the ‘Administrative Entity Structure Changes’ menu. The administrative entity that
changed to an outlet is tracked in the historical database under its original FSCS ID# and the new outlet’s
FSCS ID#.

WinPLUS 2.5 - Administrative Structure Ch

L Change Administrative Entity to an Outlet J
|dentification

o1 Ligip: 1501001 02 Name: JADAMSVILLE LIBRARY

Street Address M ailing Address
U3 Addiess: {4326 MAIN STREET 07 Address: |p0 B0 309
U4 Gt |ABBEVILLE U8 i JaDAMSVILLE
05 ZIP:  [36310 dwinPLUs %] 10 ZIP+4: 10241
11 County: |JEFFEHSDN Chanqe this Administrative Entity ko an Outlet?
12 Phone:  [205.221.2668 13 ¥ Yes Mo |
e 17 FscspL ¥ 7
15 Legal Cl - . |cn -

Baziz 18 Geo:
16 Adrir. SO w 13 Boundary I vI
Change:

You will receive the message ‘Change this Administrative Entity to an Outlet?’ If you select ‘No’,
the structure change is canceled.
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If you select ‘Yes’ and outlets exist for the administrative entity selected to change to an outlet,
you are prompted with the message ‘Outlets exist. You must first delete all outlets associated with this
Entity’. The structure change is canceled. You must reconcile the outlets before the administrative entity
can be changed to an outlet. This is because outlets must be attached to an administrative entity. To
reconcile the outlets, return to the WinPLUS Main Menu and then select option ‘Outlet Structure Changes’
and follow instructions in section 5.7—Outlet Structure Changes. After all outlets have been reconciled,
return to WinPLUS Main Menu option ‘Administrative Entity Structure Changes’. Follow the instructions
for ‘Change from Administrative Entity to Outlet’.

Change Administrative Entity to an Cutlet J
|dentification
01 LIEID- [501-001 05 Mame |ADAMSYILLE LIERARY
Street Address Mailing Addresz
U3 Address: |4526 MaIN STREET U7 address: |pO B3 309
04 Cin: [ABBEVILLE 08 Gt ADAMSYILLE
52 [0 e X|P+4: [oza1

11 County: [IEFFERS  Outlets exist. ‘You must first delste all outlets associted with this Entity,

14 Interlib.

AL ME =] 47 pscape v

15 Legal ||:| vI 18 Geg. |CN -
Basis: g

|5|:| vI 13 Boundary I vI

16 Admirn.
Chanage:

If you select ‘Yes’ and all outlets are reconciled, you will be asked, ‘Select an Administrative Entity
to be the parent record for this Administrative Entity that you are changing to an Outlet’. Select the
administrative entity that will become the parent record by clicking on the gray box to the left of the names.
The entire row must be highlighted. Select ‘Continue’ to complete the structure change.

You must enter data for the new outlet for data elements #9-Outlet Type Code, #10-Metropolitan
Status Code, #11-Square Footage (if the outlet type code is CE or BR), and #12-Number of Bookmobiles.
Use WinPLUS Main Menu option ‘View/Update Administrative Entity and Outlet Records’ for data entry.
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» Merge Two or more Administrative Entities

To merge administrative entity records, select ‘Merge Two or More Administrative Entities’ from
the ‘Administrative Entity Structure Changes’ menu, and select ‘OK’ to continue. (Note: WinPLUS
automatically assigns the new administrative entity a new FSCS ID#. The number assigned is the next
highest FSCS ID# from the one previously assigned. All branches, bookmobiles and centrals are carried
over to the new administrative entity record. The old administrative entities that merged are tracked in the

historical database under their old and new FSCS ID #s.)

kerge Administrative Entities
Select Administrative E ntitylies]
LIBID LIBMAME CITY FSCSEE" «|
p |100-000 CARLELLIOTT REGIOMAL LIBRARY JASFER AL000T  —
100-002 CORDOYA PUELIC LIBRARY CORDOWA, AL0003
100-003 DORA PUBLIC LIBRARY DOR& AL0004
100-004 DOUBLE SPRIMGS PUELIC LIBRARY DOUBLE SPRINGS &L0005
100-005 HaLE'WWILLE PUELIC LIBRARY HALEYWILLE AL0006
100-006 JASPER PUBLIC LIBRARY JASFER AL0007
100003 x L0009
101-000 L0010
101-001 Selact bwo ar more Administrative Entities to be Marged, IR
101-002 aL0012
393028 ok | cancel | ALO0T3
101-004 aL0014
101-005 EAALE & RAIMWATER MEMORIAL LIERARY CHILDERSBURG AL0015
101-006 LINCOLM PUBLIC LIBR&RY LINCOLM L0016
101-007 LIMEWILLE PUELIC LIBR&RY LIMEVILLE aL0017
101-008 LUCILE L. MORGAM PUBLIC LIBRARY HEFLIM AL0018
101-009 CXFORD PUBLIC LIBRARY O=FORD AL0013
935-070 TALLADEGS PUBLIC LIBRARY TALLADEGA AL0O020
9359-033 ABBEVILLE MEMORIAL LIERARY LBBEVILLE aloozz

Continue Cancel

Next, select the administrative entities to be merged by clicking on the gray box to the left of the
names. The entire row must be highlighted. Please be sure that the record with no match in the current

year (that you are working on) is one of you selections.

WinPLUS Version 2.5
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You will then receive the message ‘Do you want to carry over one of the Administrative Entities?’
If you select ‘Yes’, you are prompted to ‘Select Administrative Entity to carry over. Select the
administrative entity to carry over by clicking on the gray box to the left of the name. The entire row must

be highlighted.

WinPLUS - Administrative Structure

herge Administrative Entities

Select Administrative Entitylies]
LIEID LIBMAME CIT FSCSKEY = |
100-000 CARL ELLIOTT REGIOMAL LIBRARY JASFER AL000
p [100-002 CORDOYA PUBLIC LIBRARY CORDOYA ALO003

x

Do wou wank ko carry over one of the Administrative Entities?

Yes Mo |

The name and address information for the entity you selected will carry over to the new entity. If
you select ‘No’, these items are left blank for you to fill in the new information.
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> Delete Closed Administrative Entity

To delete an administrative entity that has closed, choose ‘Delete Closed Administrative Entity’
from the ‘Administrative Entity Structure Changes’ menu and select ‘Continue’. (Note: The closed
administrative entity record is deleted from the administrative entity file, but is automatically tracked in the
historical database under its original FSCS ID# and can later be restored).

The next screen asks ‘Do you want to delete this Administrative Entity and all of its Outlets?’

WinPLUS 2.5 - Administrative Structure Change:

L Close Administrative Entity J
| 14 Fscs: [ALOTE7 |
|dentification
01 LIBID: |E|E|E|-EIEI1 02 Mame: |AKRON PUELIC LIBRARY
Street Address Mailing Addresz
03 Address: [FIRST AVENLIE SOUTH U7 Address: [P0 BOX 3
04 Cibe — fagRON 08 Cibw  |akRON
052 [aman 2| W e
11 County: IH.-‘-‘-.LE Do you want ko delete this Administrative Entity and all of its Ouklets?

12 Phone: |2|:|5.3?2.31 e Mo |

14 Interlib.

Bl Mo =] g7 pscepe v

15 Leqal ||:| v| o -
B asiz 18 Geo.:

ISD v| 13 Boundary IY vI

16 Admin.
Change:

Choose ‘No’ to cancel, or ‘Yes’ to delete the closed administrative entity.

Note: If an administrative entity did not report any data this year but did not close or
merge with another entity, please retain it on the file and enter —1 for the data elements.
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> Delete Incorrect Record

To delete an incorrect administrative entity, choose ‘Delete Incorrect Record’” from the
‘Administrative Entity Structure Changes’ and choose ‘Continue’. (Note: The deleted administrative entity

is tracked in the historical database under its original FSCS ID# and can later be restored).

WinPLUS 2.5 - Administrative Struct

L

Delete incorrect Administrative Entity record

14 FSCS: [ALO037

04 City:
05 ZIF:

12 Phone:

Rel.:
15 Leqgal

16 Admin.

11 County:

14 Interlib.

Baszis

o1 Lgip:  1103-001

Street Address

|dentifization

02 Marme: I.-'i‘-.ND.ﬁ.LI_ISI.-'B. PUELIC LIBRARY

03 Address: |2‘I2 SOUTH THREE MOTCH STREET

JANDALUSIA

II:EI'\-"I HGTO
|334-222-EE

Mailing Address

07 Address: |2‘|2 SOUTH THREE WMOTCH STREET

08 City:

|BMDALUSIA

=

[ wou want ko delete this Administrative Entity and all of its Outlets?

Yes

Mo

FIP+4: {3710

17 F5C5 PL: |Y =]
18 Geo: L =

13 Boundary IY vI

Change:

Choose ‘Yes’ to delete, ‘No’ to cancel. If you choose ‘Yes’, you will receive the message ‘Delete
completed’.

Note: If an administrative entity did not report any data this year but did not close or

merge with another entity, please retain it on the file and enter —1 for the data elements.

> Retain Prior-Year Record

This option allows the user to retain the prior-year data when a prior-year record is not matched
on the current-year import file. Select ‘Retain Prior Year Record’ from the ‘Administrative Structure
Change’ menu and then choose ‘Continue’ to retain the prior-year record. The program will automatically

resume processing the next import file structure change.

38




FSCS

WinPLUS MAIN MENU OPTIONS

OUTLET STRUCTURE CHANGES DURING MATCHING ROUTINE

A structure changes menu with several options is automatically displayed if one or more
records from the outlet import file is not matched to the prior-year file. These options will vary
depending on the type of match found. The options are described below.

1. Data Found in Current Year — No Match in Prior Year

When data are found in the outlet import file, but no match is found in the prior-year file, three
types of structure changes are available: add a new outlet, restore a previously deleted outlet, or delete

the record from import.

WinPLUS - Maktch Alabama

DATA FOUND IN CURRENT YEAR - NO MATCH IN FRIOR YEAR

Clutlet Structure Change

= Add Mews Outlet

fosee Mutlet boits awm [Mewly Created)
Admiriztrative Emtity

= Merge Two ar tore Outlets

) Delete Clozed Outlet

) Delete Incorrect Record

= Restore Previously Deleted Outlet
" Delete Recaord from Import

" Betain Prior Year Becord

Continue | el |

— Current “rear Data

LIB ID #: Iggg.ugu

M arne:

|WEST BLOCTOM PUBLIC LIBRARY

Address: [P0 BOK 292

Liw  |\WEST BLOCTOM

ZIF: |35184

ZIP+4: |5184

Phone:  |j205)-938-3570

WinPLUS Version 2.5
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> Add New Outlet

To add a completely new outlet record, select ‘Add new outlet’ from the ‘Outlet Structure Changes
Menu'. A window prompts the user to ‘Select a parent Administrative Entity for this Outlet’.

WinPLUS - Outlet Structure Changes

Add new Cutlet
Select an Adminiztrative E ntity that vou will be adding thiz Outlet bo
LIBID LIBMAME CITY FSCSKEY = |
p | 100-002 CORDOWA PUBLIC LIBRARY CORDOWA ALOOODZ =
100-003 DORA PUBLIC LIBRARY DORA ALO004
100-004 DOUBLE SPRIMGS PUBLIC LIBRARY DOUBLE SPRIMGS ALO005
100-000 CARL ELLIOTT REGIOMAL LIBRARY JASPER AL0oot
AlLB00g ADAMSYILLE PUBLIC LIBRARY ADAMSWILLE AlLa00g
100-005 HALEYILLE PUBLIC LIERA&RY HaLEYWILLE ALO00E
T0000s Wompis x L0007
100-002 5 AL00o3
107-000 C  Select a parent Administrative Entity For Ehis Cutlet, ALOoo
101-001 iy ALO0TT
101002 A ALD 2
959-028 B o, ALO07 2
1071-004 CHEROKEE COUMTY PUBLIC LIERARY CEMTRE ALO0T4
101-005 EARLE A RAIMNWATER MEMORIAL LIERARY CHILDERSEURG ALO0TE
1071-00& LIMCOLM PUELIC LIBRARY LIMNCOLM ALO0TE
101-007 LIMEWILLE PUBLIC LIERARY LIMEVILLE ALO0TT
1071-002 LUCILE L. MORGAM PUBLIC LIERARY HEFLIM AlL00la
101-009 O#FORD PUELIC LIBRARY FORD ALn01a
359-070 TALLADEGA PUBLIC LIBRARY TALLADEGA ALOD2a
Continue Cancel

Select the administrative entity that will be the parent to the outlet by clicking on the gray box to
the left of the names. The entire row must be highlighted. Select ‘Continue’ to proceed. Next, the ‘Add
New Outlet’ data entry screen window is displayed with the pop-up message ‘Add Complete’.

WinPLUS assigns the new outlet an FSCS ID#. The number assigned is the same as the
administrative entity to which the outlet was added, with the addition of a three-digit suffix to uniquely
identify the new outlet.
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> Restore Previously Deleted Outlet

To restore a previously deleted outlet, select ‘Restore Previous Deletion’ from the ‘Outlet
Structure Changes Menu’. (Note: The deleted record is restored from the historical database and
becomes a current record in the outlet database. The outlet’s old FSCS ID# is retained.) A list of outlets
that may be restored is displayed.

WinPLUS - Outlet Structure Changes Alabama FY-2003
Festore Outlet record
Select an Qutlet to Restore
FSCS LIBID LIBMAKE CITY =
ALOD4S 104-000 HORSESHOE BEMD REGIOMAL DADEYILLE
ALOD4S AL0048-006 HORSESHOE BEMD REGIOMAL DADEYILLE
ALOD4S 104000 HORSESHOE BEMD REGIOMAL DADEYILLE
ALOD4S 104-000 HORSESHOE BEMD REGIOMAL DADEYILLE
ALOD4S AL0048-007 HORSESHOE BEMD REGIOMAL DADEYILLE
ALN5E 9959-002 HOUSTON-LOWE MEMORIAL LIIDOTHAMN
ALN5E AL0158-002 HOUSTON-LOWE MEMORIAL LIIDOTHAMN
ALN5E 999002 HOUSTON-LOWE MEMORIAL LIIDOTHAMN
ALN5E 999002 HOUSTON-LOWE MEMORIAL LIIDOTHAMN
ALN5E 9959-002 HOUSTON-LOWE MEMORIAL LIIDOTHAMN
AL00SS -1 HUEYTOWwWM PUEBLIC LIBRARY |HUEY'T D'
ALMEE 995-010 HUMTSYILLE-MADISOMN CO. PUHUMTSYILLE
ALMEE 995-010 HUMTSYILLE-MADISOMN CO. PUHUMTSYILLE
ALMEE ALDTEE-024 HUMTSYILLE-MADISOMN CO. PUHUMTSYILLE
ALD208 -1 IDER PUELIC LIBRARY IDER
AL -1 IM& PULLEM SMALLwOOD MEK CHICKAS AW
ALO0 -1 IROMDALE PUBLIC LIERARY  |IROMDALE
ALOTTF -1 JACESOM PUBLIC LIBRARY JACESOM -
|« | o

Festore Cancel

Select the outlet that will be restored by clicking on the gray box to the left of the names. The
entire row must be highlighted. Please select the outlet record that you have been working with in the
match. Select ‘Restore’ to proceed with the structure change.
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Next, a window showing the outlet is displayed. The user will be asked ‘Do you want to restore
this Outlet?’

WinPLUS 2.5 - Outlet Skrucku

L Festare Outlet record J

Outlets

01 LIBID:  [al0045-008 14 FSC5 |D1|ALEIEI¢1E! 00E

02 Mame:  [HORSESHOE BEND REGIONALDooviin oy o

-z
03 Address: IED? MORTH WEST STREET
04 it ID,E'-.D e Do wou wank ko restore this Outlet? IT.-'-‘-.LLAF'DDS-'*'-

05 2IF:  [agesa 06 ZIP+4: [1: = no | |[8e253232

09 Outlet Type Code: BS W 11 Square Footage: I 2

10 Metropalitian Status code: IND vI 12 Murnber of Bookmobiles: I 2

Select ‘Yes’ to continue with the restore. Select ‘No’ to cancel the restore and return to the ‘Outlet
Structure Changes Menu’. When the user selects ‘Yes’, the outlet record is restored from the historical
database and again becomes a part of the outlet database under its original FSCS ID#. The ‘Outlet
Structure Changes Menu’ is then displayed.

> Delete Record from Import

This option allows the user to ’bail out’ of importing a record that does not match the user’'s
current-year template file. When ‘Delete Record from Import’ is selected, the record is not imported into
the file, but the original record is still in the import file. Select ‘Delete Record from Import’ from the ‘Outlet
Structure Change Menu’ and then choose ‘Continue’ to ‘bail out’ of importing a record. The program will
automatically resume processing the next import file structure change.
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2. Data Found in Prior Year — No Match in Current Year

When data are found in the prior-year file, but a match is not found in the outlet import file, five
types of structure changes are available: move outlet to its own (newly created) administrative entity,
merge two or more outlets, delete a closed outlet, delete an incorrect record, or retain the prior-year

record.
WinPLUS 2.5 - Makch Alabama

CATA FQUND IN PRIOR YEAR - NO MATCH IN CURRENT YEAR

Outlet Structure Change

€ Add Mew Outlet

hove Outlet to itz aven [Mewly Created)
Adrniniztrative Entiby

kerge Two or mare Outlets
Delete Clozed Outlet

Delete Incarect Recard

Festare Previausly Deleted [Hiitlet

[relete Fecard fram [mpork

8 T B e B e

Retain Prior v'ear Record

Lancel

Continue Watoh

— Priar Wear Data

LIB 1D #  [al0108-022

FSC5 D& |ALnioe

MAME:

[w/YLAM BRANCH

ADDRESS: |43EIEI FTH AVEMNUE 'WhvLAM

LT |BIRMINGH&M

ZIF: {35224

ZIF+4: 2524

FHOME:  |[205)-785-0349

WinPLUS Version 2.5
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» Move Outlet to its Own (Newly Created) Administrative Entity

To move an outlet record to a newly created administrative entity, select ‘Move to its Own
(Newly Created) Administrative Entity ’ from the ‘Outlet Structure Changes’ menu. The outlet that
changed to an administrative entity is tracked in the historical database under its old FSCS ID# and

the new FSCS ID#.

WinPLUS 2.5 - Outlet Structure Changes Alabama FY-Z003

L Change Outlet to an Administrative Entity J

Outletz

01 LIBID: [al0108-022 14 FSCS ID:fal tog 022

02 M arme: |WYL&M BRI

WinPLUS >
03 Address: |43|:||:| 7TH & N
04 Ciy: BIRMINGH: Change This Cutlet ko an Administrative Enkity with & new FSCS5 ID#? ——————
05 ZIF:  [35224 ves | Mo

09 Outlet Type Code: ER - 11 Square Footage: I K]
10 Metropalitian Status code: ||:|: vI 12 Murnber of Bookmobiles: I ]
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If you select ‘Yes’, the ‘Move Outlet to Newly Created Administrative Entity’ data entry screen is
displayed. Please enter data for the newly created administrative entity. Select ‘Save Now’ or 'Exit' to
save the new administrative entity record, or select ‘Cancel Outlet to Entity’ to cancel the structure

change.
WinPLUS - Outlet Structure Changes Alabama FY-2003
L tove Cutlet to Newly Created Administrative Entity J
| 14 F3CS: [SLE0TT
| dentifization
o LIBID: 02 Mame: |ALAE.-'1'«M.-’-'~ CITYv PUBLIC LIBRARY
Street Address I ailing Address
03 Address: |2;-'|:||:| WEST MEIGHAM 07 Address: |_2
04 City: IG;‘E-.DSDEN 02 City: |.2

& Z1F: |359|:|2 & ZIF+4: 4175 03 ZIF: |.2

11 County: IE TOwAH

10 ZIF+4: |1—

12 Phone: |258-54E|-4EBE 13 ‘web Address: http:d/ |.2

14 Interlib. |.2 vI _ I? v|
Bl 17 FSCS PL:
15 Legal |.2 vI . |-2 Yl
B asiz 18 Geo.:
16 Adrmin. |.2 I 19 Boundary I? |
- Change: =

Mowe

Cancel Qutlet | Save How | Cancel Changes |

E it |

WinPLUS Version 2.5
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> Merge Two or more Outlets

To merge two or more outlets, select ‘Merge Two or More Outlets’ from the ‘Outlet Structure
Changes Menu’ and select ‘Continue’. (Note: WinPLUS automatically assigns the new outlet a new
FSCS ID#. The old outlets that merged are tracked in the historical database under their old and new
FSCS ID#s.) Next, you will be prompted to ‘Select two or more Outlets to be Merged’ from a list of all

outlets.

WinPLUS - Outlet Structure Changes _Alab:
tMerge Outlets
Select an Outlet[=]

LIBID LIBMARE CITY FSCSEE™ = |

b |B01-014 PLEASAMNT GROWE PUBLIC LIBRARY PLEASAMNT GROVE ALIOY
9959-058 IHION SPRINGS PUBLIC LIERARY UHION SPRINGS ALOOIS
103-000 CROSS TRAILS REGIOMAL LIBRARY OFF ALOO3E
103-001 ANDALUSIA PUBLIC LIERARY AMDALLSIA ALOOIT
103-002 BRAMTLEY PUBLIC LIBRARY BRANTLEY ALOO3E
9959-034 ELEA PUEBLIC LIBRARY ELBA ALOO39
103-004 EMMA x| ALO04D
999-041 EMTEF HPRISE AL00A1
1073-006 FLORA  Select bwo or more Outlets to be Marged, §A ALO04Z
103-007 HARTEF FORD ALOD4S
103008 LUVEF ok | cancel | NE ALO044
103-009 OFP I ALOO4S
501-012 LEEDS JAME CULBRETH LIBRARY LEEDS ALOOOZ
103-010 SAMSON PUBLIC LIBRARY SAakSOM ALOOAR
103-011 SLOCOMBE PUBLIC LIBRARY SLOCOME ALOOAT
104-000 HORSESHOE BEMD REGIOMAL LIBRARY  |DADEWILLE ALOOAG
100-000 CARL ELLIOTT REGIOMAL LIBRARY JASPER ALDOO1
ALODOT-006 ARLEY PUBLIC LIBRARY ARLEY ALDDOT
100-002 CORDOWA PUBLIC LIBRARY CORDOWA, aLoooz

Continue Cancel

Select the outlet records to be merged by clicking on the gray box to the left of the names. The
entire row must be highlighted. Please be sure that one of your selections is the outlet record that has no
match in the current year. If you select ‘Continue’ to proceed with the merge, a message will ask ‘Do you

want to carryover one of the outlets?’
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WinPLUS - Dutlet Strucku

Merge Outlets

Select an Qutlet(s]

LIBID LIBMAME CIT FSCSEEY = |
103-001 AMDALUSIA PUBLIC LIBRARY AMDALLIS]A ALODE7
p |103-002 BRAMTLEY PUEBLIC LIBRARY BRAMTLEY ALOD3Z

winPLUs

Select Cutlet ko carry over.,

Continue Cancel

If you choose ‘Yes’, you will be prompted to ‘Select Outlet to carry over’. (Note: Information from
this outlet will be inserted in the newly merged outlet.)

After you select the outlet to carry over, a list of all administrative entities is displayed with the
message ‘Select a parent Administrative Entity for this Outlet.” Select the administrative entity for the new
outlet by clicking on the gray box to the left of the names. The entire row must be highlighted.

The ‘Merge Outlet’ data entry screen will be displayed for the newly merged outlet. Please enter
any missing data for the newly merged outlet, and then select ‘Save Now’ or 'Exit' to save the new outlet
record, or select ‘Cancel Merge’ to cancel the structure change and return to the ‘Outlet Structure
Changes Menu'’.
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> Delete Closed Outlet

To delete a closed outlet, select ‘Delete Closed Outlet’ from the ‘Outlet Structure Changes Menu
and select ‘Continue’. Select ‘Yes’ to delete the closed outlet, or ‘No’ to return to the ‘Outlet Structure
Changes Menu’. If you choose ‘Yes’, the closed outlet record is deleted, tracked in the historical
database under its original FSCS ID#, and can later be restored.)

WinPLUS 2.5 - Outlet Skruckuy

L Close Qutlet J

Outlets

01 LIB ID: [335-033 14 FSC3 |D1|ﬁLE|E|22 on2

U2 Mame:  [ABBEVILLE MEMORIAL LIBFGE
>

03 Address: {307 KIRKLAND STREET
04 Cig: [ABBEVILLE |HENRY

05 2IF:  [3g310 06 ZIP+4: [24 res | no | | [33a5852818

09 Outlet Type Code: CE - 11 Sqguare Footage: I ]

10 Metropalitian Status code: IND vI 12 Murnber of Bookmobiles: I 0

o wou want ko delete this Sutlet?

Note: If an outlet closes temporarily, the user should:

1. Delete the closed outlet from the file using the ‘Delete Closed Outlet’ option from the ‘Outlet Structure
Change Menu’.

2. When the outlet reopens, restore it using the ‘Restore Previous Deletion’ option from the ‘Outlet
Structure Change Menu’.

Note: If an outlet did not report any data this year but did not close or merge with another
outlet, please retain it on the file and enter —1 for the data elements.
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> Delete Incorrect Record

To delete an incorrect outlet record, select ‘Delete Incorrect Record’ from the ‘Outlet Structure
Changes Menu’. Next, a ‘Delete incorrect Outlet record’ data entry screen is displayed with the message

‘Do you want to delete this Outlet?’

WinPLUS 2.5 - Outlet Stru

i

COutletz

01 LIB ICv: |5-|-|.|:||:|-|

Delete incorrect Outlet record

14 FSCS |D3|.-'1'«LEI14EI oz

U2 Name:  [ALICEVILLE PUELIC LIBRAFS:

03 Address: |41 6 3RD AVEMUE ME

. i 7
04 City: I.&LIEE'&-"ILLE Do wiou wank ko delete this Ouklet? IPIEKENS
05 ZIP:  [35442 06 ZIP+4: [2 res | no | | [2053738891

=]

09 Outlet Type Code: CE

KO

-

10 Metropolitian Status code: =

11 Square Footage:

I -1
12 Mumber of Bookmaobiles: I 0

Select “Yes’ to confirm the deletion, or select ‘No’ to cancel the structure change.

Note: If an outlet did not report any data this year but did not close or merge with

another outlet, please retain it on the file and enter —1 for the data elements.

> Retain Prior Year Record

This option allows the user to keep the prior-year data for a record that is not matched on the

current-year import file. Select ‘Retain Prior Year Record from the ‘Outlet Structure Change Menu’ and

then choose ‘Continue’ to retain the prior-year record.

WinPLUS Version 2.5
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