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The Administration section contains a wide array of options that are used to customize the 
system and control the data display. This chapter presents each of the options in the order 
they appear in the Administration menu, and is intended for advanced users and system 
administrators. 
 
Some changes in the Administration section, and especially those made in the 

Configuration option, may cause damage to the data or the system. The IDEA support team 

must be consulted before making these changes. 
Note: the sections 'Formats for exporting/importing items' and the 'Process Management' 
need additional characterization and mapping by IDEA's projects managers. 
 

 
 
Listed below are the operations available in the Administration module: 

Add and update values in code tables. See the Cataloging chapter 
for complete details. 

Code Tables 

Create, define and update new unique tables according to user 
needs. 

User Defined Tables 

Add and update values in the unique tables. See the Cataloging 
chapter for complete details. 

Values for User 
Defined Tables 

Define new templates and update existing templates (fields, 
defaults settings, tabs, etc.). 

Templates 

Create, define and update fields based on existing parent fields. Fields Table 

Define logical field groups for use in the complex search.  Field Groups 

Create new security groups and passwords for login and assign 
authorizations to each security group. 

Security Groups 

Define databanks: assign security groups; define search fields for 
different search levels; and define display fields.  

Databanks 

Define views, passwords and other options for users of the Web 
interface. 

Databanks on the Net 
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Define fields for textual search on items, subjects and tables. Textual Search 
Definitions 

Define library closing days for the calculation of return dates and 
late return dates. 

Calendar 

Define the content and structure of tables and screens. Configuration  

Build the synonyms dictionary to be used in search queries.  Synonyms 

Build synonyms groups to extend search capabilities. Synonyms Groups 

Create and reconstruct the textual index when needed. Creating Textual 
Index 

Define reminders to readers and/or suppliers that will be sent via e-
mail and/or SMS messages. 

E-mail Management 

Update values in the system dictionary. Dictionary 
Management 

Define the main menu, submenu and tab displays for the Web 
interface. 

Web Interface menus 
Definitions 

Define security groups for users via the Acquisitions module or the 
Workflows module. This option is purchased separately. 

User Security 

Import external client data into the system. See the Import User 
Data document. 

User Import 

Management tools that are used only with the guidance of the IDEA 
support team. 

IDEA Toolbox 

Adding reviews of administrators and web interface users including 
average rating 

Reviews 

Hierarchical structures are used in databases of archives. They 
provide a visual structure display of the item location in a 
hierarchical structure  

Hierarchical 
Structures 

Define the life-track process for each item in the system, displaying 
its current status, while keeping its history 

Process Management 
module 

Defining formats for importing multimedia files from an Excel file 
and linking them to existing  items in the catalog 

Formats for Digital 
Assets Import 

Define saved queries for display on the 'Quick Search' screen of the 
Web interface 

Queries display on 
the Web 
 

 

Code Tables 
The system is installed with set code tables that are used in various data fields in the item 
and user notebooks. Access the Code Tables through the Administration section. The 
defined code tables are: 
 

• Notes 
• Accompanied Material 
• Deposit Destinations 
• Internet 
• Editions 
• Publisher 
• Dewey 
• Location 
• File Location Definitions 
• Publisher Location 
• Cataloger 
• Series 
• Status 



  Administration Section 

Idea Information Systems  Page 7 of 79 User Manual, Version 8.2 

• Class 
• Class – Copy 
• Branch 
• Suppliers 
• Language Codes 
• Collation 

 
Notes:  

1. The Authors, Subjects and Digital Assets tables that are accessed through the 
Cataloging section and the Payment Types table which is accessed through the 
Users section are not on the Code Tables list.  

 
2. In addition to the predetermined tables that come with the system, unique value 

tables that are linked to data fields can be created. See the User Defined Tables in 
the Administration chapter and the Values for User Defined Tables section below. 

 
When the Code Tables option is selected, the Code Tables list is displayed with all of the 
code tables. When a code table is selected from the list, the Code Tables window is 
displayed. The window includes the code table name and all the values in the code table. As 
with other lists in the system, the Code Tables list can be queried. Code table values can be 
viewed, added, updated and deleted. 
 
After entering a new value or selecting a value from a code table, the code table value’s 
notebook is displayed in the Code Table – New window or the Code Table – Edit window 
respectively. The window is comprised of the following tabs: 
 

Main Tab 
The Main tab includes the code table’s unique ID code, description, a free text note and the 
status (Approved / Unapproved). 
 

References Tab 
The References tab is used for “see also” references to the code table name. 
 

Items Tab 
The Items tab is used for display only. It displays the list of items that use the code table. 
 
Select the Total Instances button at the bottom of the tab to see how many items are on the 
list. 
 

Merging Code Table Values 
This is a function that is used to merge values in a code table, when identical values appear 
with different names. It unites the values into one name and one ID number, without losing 
any if the items that are linked to the values.  
 
From the code table’s list, select the List drop down menu from the menu bar. Select Code 
Merge. The Code Merge window will be displayed. 
 
Enter the code table value that will be canceled in the Source field. Enter the code table 
value that will be retained in the Target field. The items linked to the value in the Source 
field will be transferred to the value in the Target field. Mark either the Delete Original Code 
button to delete the source value from the code table’s list or the Do not Save Changes 
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button to retain the source value on the list, even though all the items linked to the source 
value will be transferred to the target value’s item list.  
 
Select OK. Once a confirmation is received about the successful completion of the function, 
select Close.  
 

User Defined Tables 
In addition to the code tables that are supplied with the system, new unique tables can be 
defined according to the institution’s needs, and appropriate values can be created for these 
tables.  
 
The new table will be linked to a new field, where the table’s values will be registered. This 
new field will automatically be created in the Fields table. 
 
When the User Defined Tables option is selected, the User Defined Tables list is displayed 
with all the user defined tables. As with other lists in the system, the User Defined Tables list 
can be queried. User defined tables can be viewed, added, updated and deleted. 
 
After creating or selecting a user defined table, the user defined table’s notebook is 
displayed. The notebook is comprised of the following tabs: 

 
Main Tab 
The Main tab is divided into two parts. The upper part, Table is used to enter the table’s 
code and description and define whether or not it will be a short table. 
 
The table’s code can either be automatically determined by the system, or the name of the 
field to which this table will be linked, with the suffix _t (for table) can be entered.  For 
example, the field COUNTRY can be linked to a unique table whose code will be COUNTRY_t. 
 
Mark the Short Table checkbox in order to limit the number of values in the table. If a table 
is defined as a short table, when it is opened all the values will be displayed and there will be 
a scroll bar to scroll through the records.  
 
If the checkbox is not marked and the table has a large number of values, when it is opened 
the values will be displayed in portions and the Page Up and Page Down keys need to be 
used to scroll through the records.  
 
Note: If queries will be run on the table’s values, do not mark Short Table checkbox. 
 
The lower part, Parental Fields in Field Table is used to determine the parent field that will 
be linked to the table. If synonyms dictionaries are being used, attach the parent field to one 
of them by entering the number of the relevant dictionary in the Synonyms Dictionary 
Number field. If there are no synonyms dictionaries, leave this field empty. 
 

Input Fields Tab 
By default, the Input Fields tab includes the following fields: Value, Title Variations, Status 
(Approved or Unapproved). Additional fields can be added as needed. For example: a new 
table Deliverer might have the fields Value (name of deliverer), Title Variations (of the 
deliverer name), Address, Country, Phone Number and Status. 
 
See the Templates / Input Fields Tab section below for a detailed explanation of the fields. 
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Translations Tab 
Use this tab to define the table’s name in all the languages that are available in the system. 

 
Authorizations Tab 
The Authorizations tab is used to determine the access permissions (updating, deleting, 
inserting) that different groups of users have to the field that is connected to the user 
defined table. 
 
Each one of the user defined table’s actions and tabs can be defined as Authorized (yellow 
key) or Unauthorized (yellow key with a red X) for access by the members of the security 
group. Double click on a yellow key to toggle between the two statuses.  

 
Inheritance Tab 
The Inheritance tab is used to determine inheritance for input fields in the user defined 
table that are link fields. Contact IDEA support for more details. 

 

Values for User Defined Tables 
The user defined tables are defined using the User Defined Tables option, and values are 
added to the user defined tables using the Values for User Defined Tables option. See the 
Cataloging chapter for complete details about cataloging values in User Defined Tables. 
 

Templates 
 
IDEA@ALM is supplied with a large number of predefined templates and fields that cover 
most item types found in libraries, archives, museums and information centers. The user can 
modify existing templates, and define new ones according to the institution’s needs.  
 
Each template contains fields that are relevant to the types of items. For example a book 
template will contain an ISBN field, whereas a movie template will contain a length of film 
field. Templates determine the infrastructure of the items notebook. Each template contains 
a certain number of fields with appropriate defaults, in a certain order with all the cataloging 
preferences. 
 

Creating a New Template 
A new template can be created from scratch or by copying an existing template. 

 
Creating a New Template from Scratch 
Select Administration > Templates. Select the Insert icon from the secondary toolbar. The 
Templates – New window will be displayed with an empty template notebook. Fill in the 
tabs and save. 
 

Creating a New Template By Copying an Existing Template 
Select Administration > Templates. Select the Insert icon from the secondary toolbar. The 
Templates – New window will be displayed with an empty template notebook. Select the 
Copy Record icon from the secondary toolbar. The Templates window will be displayed. 
Select the template to be copied from the list. The copied template’s details will be 
registered in the new template’s notebook. Make changes as needed in the tabs and save.  
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Main Tab 

 
The Main tab includes the following options: 
 

A unique template ID string. The field’s default value is [num]. This 
value is used to automatically allocate a template ID number by the 
system. To ascribe a string manually, highlight the value [num] and 
type the desired string.   

Code 

Select the parent template.  
 
Every new template must be created based on one of the existing 
parent templates. An empty template is also a parent template. 
 
Note that all templates that have a code ending with _t, are parent 
templates. 

Parent 

Free text. The name of the template. Description 

Select the icon that will be displayed for the template Bitmap 

Relevant mainly for items of the Subject type. When viewing the 
item’s details, the number of instances of the subject will be 
displayed. Specifically, the number of instances will be displayed when 
the checkbox is marked, and a table of a field that is linked to an item 
of this template is opened and the left part of the item details exists. 

Show Instances in 
Scroller's Details 

Mark this checkbox to save and display the movements history and 
current location of items belonging to the template. See the Item 
Location History chapter for more details. 

Save Item 
Location History 

This field is only relevant for installations using the Web interface. 
Select which types of fields will be displayed. 

Constant Fields in 
Web 

This checkbox is for use when managing the subjects as templates and 
not as a table. Marking this checkbox sets the fields defined in this 
template as available to select as subjects in the subjects tab. 

Subjects 

This field is only relevant for installations using the Item in Workflow 
module. Select the workflows that use the template. 

Workflow 

For selecting the type of Hierarchical structure Link Structure 
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Set maximum number of extensions for each type of item on the web 
interface 

Maximal loan 
extensions for 
item 

Define the different translations of the template’s name in all the 
languages defined in the system. 

Translation 

 

Input Fields Tab 
The Input Fields tab is comprised of nine sub-tabs 
 

Main Sub-tab 
The Main sub-tab defines the fields that will be used when a new item is created using the 
template. These fields include information fields and upper/lower framework fields. The 
fields are displayed in the item notebook’s Main tab. 
 
When fields are added to a template, all the existing items that are based on the template 
will be updated.  
 

Framework Fields 
 

The default number of copies when inserting a new item. 
 
If the template is for a virtual item, leave the field empty. 

Copies 

 

The loan period, defined as a number of units (such as hours, 
days, weeks). Enter the number of units and select the type of 
unit. 
 
If the template is for a virtual item, leave the field empty. 

Loan  

The databank to which this template will belong. Databank 

Defines the level of access to the item, according to 
passwords. Enter an authorization level between 0 and 10. 

Limit Level in Search  

When this checkbox is marked, the item will be included in 
the inventory and will appear in inventory reports. 
 
Unmark the checkbox when cataloging a virtual item.   

Include in Inventory 
 

When this checkbox is marked, the item will be included in 
queries and when printing barcode labels.   

BRC Print 
 

 

Information Fields 
In each sub-tab determine the information fields that will be used in the template and their 
default settings. Information fields can be inserted, deleted and duplicated.  
 
This screen is wider than the window in which it is displayed, and is divided into a right part 
and a left part for convenience. The code and name of the fields can be retained in the left 
window while scrolling through fields in the right window. 
 
The order of the fields can be changed by selecting and dragging fields in the right part of 
the window. 
 

The unique field type ID. Code 

The name of the field type as defined in the Field List. Field Name 

Set a default value for the field.  Default 
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Mark the checkbox to display the field even if it has no 
content. 

Display Empty 

Only relevant for fields that are used as link fields. Mark the 
checkbox if the field inherits its content from another field.  

Inherited Field 

The field type as defined in the Field List. Type 

Mark the checkbox if the field must have content in order to 
be able to save the new item when cataloging. Mandatory 
fields are displayed in red in the item notebook. 

Mandatory 

Mark the checkbox if this field will be displayed in the item 
notebook.  
 
It is sometimes useful to include information in an item 
without displaying it. If the checkbox is not marked, the field 
will not be displayed even if it has data. 

Show 

Mark the checkbox to display the field when a new item is 
created, but not after saving the new item if the field has no 
content. 
 
If this option is unmarked, the field will not be shown when 
inserting a new item, but can be added during cataloging. 

Show Empty on Addition 

Mark the checkboxes in these columns to determine empty 
fields that will be used for display only in various lists. See the 
Textual (1-5), Number (1-3) and Date (1-3) Display Fields 
section below for more details. 
 

Display Fields 1-5 

Numeric Display Fields 1-3 

Date Display Fields 1-3 

Mark the checkbox if the content of this field should be 
copied to the new item, when cataloging a new item by 
copying an existing item. 

If Copy on Record Copy 

This checkbox is used for templates that do not have a title. 
The field that has this checkbox marked will be used in place 
of the title in windows that have a template title field. 

Replace Empty Title 

Mark the checkbox to save the default values of collected 
fields when cataloging a new item. 
 
When the checkbox is unmarked, the default values of 
collected fields will be considered as null and will not be 
saved. 

Always Include Collection 
in Save 

Mark the checkbox to display expanded collector fields when 
cataloging a new item. All the collected fields will be 
displayed under the collector field. 
 
Unmark the checkbox to display only the collector field. 

Display Open Collection 
on Insert 

Mark the checkbox to display expanded collector fields after 
saving a new item. All the collected fields will be displayed 
under the collector field. 
 
Unmark the checkbox to display only the collector field. 

Display Open Collection in 
Items 

When opening a link field in the item notebook, enable the 
display of four additional selected data fields. In addition, in 
systems using the Translation module, display the translation. 

Scroller Add. Fields 
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This checkbox is only relevant for installations using the 
Purchase module. 
 
Marked fields will be shown in correspondence between the 
institution and the suppliers. 

Purchase Correspondence 

Mark the checkbox to enable the calculation definitions  in 
fields that were defined as computed in this template. 
 
Computed fields are fields that receive automatic values and 
are validated when the tab they are in is saved for the first 
time. 

Calculated 

Mark the checkbox if the calculation of the field’s value 
should be updated after changing values in the item. A 
recalculated field will be displayed in gray in the item 
notebook and cannot be edited. Data will be displayed only as 
a result of the calculation. 

Recalculate 

The calculation formula that is used in fields defined as 
computed. 

Define Calculation 

If managing item location history, choose the field that will 
hold the item’s current location by marking this checkbox. 

Current Location 

If managing item location history, choose the field that will 
hold the item’s permanent location by marking this checkbox. 

Permanent Location 

Set help text for a field in general or for a field in a certain 
template. See the explanation for Help Text in the Fields 
Table Notebook section in this chapter for more details. 

Help Text 

 

Periods Sub-tab 
The Periods sub-tab is used to configure the Cataloging module’s Periods Tab, which 
combines a period field with a name and with dates. See the Periods Tab section in the 
Cataloging chapter for more details. 
 

Thesaurus Sub-tab 
The Thesaurus sub-tab is used to define logical or hierarchical connections between items. 
The definition of these connections is performed with categories.  
 
The thesaurus will be built by IDEA and the customer will receive a separate instruction 
session on working with the thesaurus. 
 
The sub-sub-tabtab is only available in installations that include the Thesaurus module. 
 

Digital Assets Sub-tab 
The Digital Assets sub-tab is used to define the types of digital object links that can be 
attached to the item. Each of these digital object links is actually a collector field which is 
comprised of all the fields that are used to define the digital object (for example, file name 
and file location). 
 
When inserting a new digital object link, the Field List window will be displayed with the 
available types of digital asset collector fields. When a collector field is selected from the list, 
the collector field and all of its collected fields will be added to the Digital Assets sub-tab. 
Each collector field has a set structure and contains set collected fields that cannot be 
changed. 
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Subjects Sub-tab 
The Subjects sub-tab defines the subjects linked to the item. In the tab, select fields that are 
subject fields (subjects can be either templates or user defined tables). Fields selected here 
will enable linking an item to subjects in the Subjects tab in the item notebook. 
 
There are several fields connected to subjects’ user defined tables. Libraries that are not 
working with the MARC module will only use the subjects user defined table. Customers 
working with the MARC module or with an integrated library/ museum/ archive system can 
use additional dynamic subjects tables.  
 
Note: In systems that include the expanded Thesaurus module, there are additional options 
for managing and defining links between thesaurus items. 
 

Reviews Sub-tab 
This sub-tab is used to determine the fields that will be available when allowing working with 
reviews. See the Reviews chapter for a detailed explanation. 
 

Dynamic Sub-tabs 1-3 
These sub-tabs are used to define additional information fields in the template, according to 
the user’s needs. These are flexible tabs that may contain any of the fields defined in the 
system.  
 
Note: The name of the dynamic tabs can be changed in the template notebook’s Tabs tab. 
 

Search Display Tab 
The Search Display tab is used to determine which fields will be displayed in purchase 
requests and in search results obtained through the Search option and the Internet/Intranet 
module. 
 

Mark the checkbox to display the field in purchase requests.  
 
This checkbox is only relevant for installations using the 
Purchase module. 

In-short Display 

Mark the checkbox to display the field in the items Search 
results list. 

Search - Show 

Mark the checkbox to display the field in the items Search 
results list, even if the field has no content. 

Search – Display Empty 

Mark the checkbox to display the field in the search result 
screen in the Web interface. 

Internet/Intranet - Show 

 
Tabs Tab 
The Tabs tab is used to determine which tabs will be used in the item notebook. The tab 
contains two sub-tabs: The Cataloging sub-tab is used to define the tabs that will be used in 
the item notebook when it is accessed from the Cataloging section, whereas the Search sub-
tab is used to define the tabs that will be used in the item notebook when it is accessed from 
the Search section.  
 
Each sub-tab is split into three parts: The main part is used to define the tabs that will be 
displayed in the different notebooks. Up to ten tabs may be defined. The first tab must be 
the Main tab. Note that the Main tab has various formats to choose from.  
 



  Administration Section 

Idea Information Systems  Page 15 of 79 User Manual, Version 8.2 

The Translation  part displays the title and description of the highlighted tab in all the 
languages that are available in the system.  
 
The Title for Tab in this Template part is only active when dynamic tabs are included in the 
Tabs tab, and are highlighted. It is used to determine the dynamic tab’s name and 
description.  
 
Note: Dynamic tabs are defined in the template using the Dynamic1/2/3 sub-tabs in the 
Input Field tab . 
 

Items Tab 
The Items tab is used for display only. It displays the list of items that use the template. 
 
Select the Total Instances button at the bottom of the tab to see how many items are on the 
list. 

 
Translation Tab 
The Translation tab is used to translate the name of the template to different languages. 
 
The tab is only available in installations that include the Translation module. 
 

Brief Tab 
The Brief tab is used to define the fields that will be displayed in the item notebook in the 
Web interface, in various cataloging windows.  
 

Security Tab 
The Security tab is used to determine access authorizations to items belonging to the 
template.  The authorizations are Update, Delete and Insert, and are determined for each 
user group. Double click on a yellow key to toggle between the Authorized status (yellow 
key) and the Unauthorized status (yellow key with a red X). Select Options to change the 
authorization for a whole column. 
 
Note: Authorizations can also be set through Administration / Security Groups. 

 
Inheritance Tab 
Inheritance refers to fields that receive their information from other fields. Field inheritance 
is performed using collected fields. The collector field is the link field that points to the item 
from which the information is inherited.  Each of the collected fields inherits the data from a 
field with the same data type.  
 
Inheritance is usually defined at the field level. However, sometimes it is necessary to define 
inheritance at the template level, where the inherited field derives its value from the 
template and not from another field. In this case, the settings must be implemented as part 
of an overall system inheritance policy that has been properly characterized and planned. 
Improper inheritance definitions at the template level could cause inconsistencies and loops. 
It is recommended to use this option with IDEA's support team. 
 

Web Tab 
The Web tab is used to set various parameters that determine how items of the template 
will be displayed on the Web interface. The tab is divided into five sub-tabs. The lower part 
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of each of the five sub-tubs is divided into two sections: The Fields section is used to select 
the fields that will be displayed, and the Parameters section is used to define the way the 
fields will be displayed. 
 

Citation tab 
The rules of the bibliographic reference of the APA (American Psychological Association) are 
the most recognized and popular in Social Sciences. The standard includes detailed 
instructions for indication and reference, accepted in academic circles. 

The standard was originally written in the English language. The Hebrew adjustment is in 
accordance with the customary rules of publication in the "Megamot" journal of Henrietta 
Szold Institute. (By "Mashav-Applied Research"  (  

This is primarily designed to help students writing Master Theses and Doctorates so that 
they can receive (by clicking a button) the text of the standard bibliographic citation of a 
particular source referred to in their paper. 

When clicking the 'Citation' link under the item's information the text of the bibliographic 
source (as cataloged in the item) according to the APA Standard will be displayed. (Currently 
it is only the APA standard but the infrastructure enables support for additional required 
standards in the future). The student can copy and paste it into his/her work. 

 

The following templates are already mapped into the citation patterns: 
Book (BOOK_t), Book – Marc (BK_MARC_t), Reference Book (REF_BOOK), Study book(ST_BOOK), 
Text book (TXT_BOOK) and Article (ARTICLE_t). 
 
* The "books" pattern includes the sub-patterns: a book that has a corporation- author, a 
new edition book, an edited book (file), a chapter (article) from an edited book file), a 
chapter from a book and a book from a series 

** The "articles" pattern includes the sub-patterns: an article from a printed magazine, an 
article from an electronic journal from a DOI book, an article from an electronic journal - URL 
(If there's no DOI), an article from edited book (file), article from printed editions and article 
from electronic edition For citation elements that do not have a suitable field in IDEA - select 
'Not for cite'. 

Currently, in the 'Citation' Tab you can choose the APA citation standard and a relevant 
pattern from the standard (dropdown). Having done so, the relevant citation elements will 
be displayed and can be adapted to the fields of IDEA's cataloging. 
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Against each citation element of the standard you can select a field in IDEA, using the 
dropdown interface which displays fields from the selected template type. If there is no 
corresponding field from IDEA's template, you can choose the option "not for cite" and then 
then this citation element will not be part of the citation formula of items of the selected 
template type. 

The 'Citation example' button enables you to choose an item from the item list of the 
selected template and display the citation result for it. You may edit in this window and copy 
it (HTML format). 

 

Defining the citation display on the user interface on the Web 

1. Define the citation display in the relevant Template (i.e. book, textbook etc.) > 

'Citation' Tab >? Select the citation standard (APA at the moment) and the right 

pattern (from the dropdown). Having done so, the relevant citation elements will be 

displayed and can be adapted to the fields of IDEA's cataloging (see screenshot 

above) 
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2. Open the citation to the users' permission: 

 
3.   Administration > Web Interface menu Definition > Row menu (list) > Tab 'Menu 

Entries >' > Actions > Add: select the Tag = 'APA' and the Text ='Citation' and tag the 'Active' checkbox.

 
4. Administration > Databases on the Net >select the desired databank > 'Config.' Tab: 

Parameter 17  "Display citation in this databank' items" = Y 
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The Web Sub-Tabs 
1. List Display Sub-tab 

 
This sub-tab determines how items of the template will be displayed in the Search Results – 
Records View list in the Web interface. In the Fields section, select the fields to be displayed 
in the search results list in the Web interface. The following parameters can be defined in 
the Parameters section: 
 

Mark the checkbox to display the item additional information 
in the list display. 

Additional Info 

The number of characters that will be displayed from the 
item’s additional information, before displaying the word 
"More…"  to click in order to see all the text. 

Number of exposed 
characters in Add. Info. 
display 

Mark the checkbox to allow items of this template to be 
added to the  . 

Add to basket 

Select the relevant radio button: 
All – display all links in the list. 
Numbered – define the number of links that will be displayed 
in the list. When this radio button is selected, a field will be 
opened. Enter the number in this field. 
None – no links will be displayed in the list.  

Display digital asset links 
in list 

Mark the checkbox to display the name of the fields in the list 
display, in addition to the data. 

Display field names 

 

2. Basket Display Sub-tab 
This sub-tab determines how items of the template will be displayed in the Basket in the 
Web interface. In the Fields section, select the fields to be displayed in the Basket in the 
Web interface.  
The following parameters can be defined in the Parameters section: 
 

Mark the checkbox to display the item additional information 
in the list display. 

Additional Info 
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The number of characters that will be displayed from the 
item’s additional information, before displaying the word 
"More…" to click in order to see all the text. 

Number of exposed 
characters in Add. Info. 
display 

Select the relevant radio button: 
Single – display one link in the basket. 
None – no links will be displayed in the basket.  

Display digital asset links 
in list 

 

3. Item Display Sub-tab 
In this sub-tab there is no field selection as the fields are defined in the Input Fields tab in 
the template. All the fields defined in the template will be displayed in the item display on 
the Web.  
In the Parameters part this are the parameters you can set: 
 

Mark the checkbox to display the item additional information 
in the list display. 

Additional Info 

The number of characters that will be displayed from the 
item’s additional information, before displaying the word 
"More…"  to click in order to see all the text. 

Number of exposed 
characters in Add. Info. 
display 

Mark the checkbox to allow items of this template to be 
added to the basket. 

Add to Basket 

Mark the checkbox to display the name of the fields in the list 
display, in addition to the data. 

Display field names 

Select a radio button, either Left Side or Right Side. Fields position in left-to-
right interface  

Mark this checkbox to display a line between fields in the 
item display. 

Fields separator  

Determines where the tree will be shown in the item display, 
when an hierarchic tree is defined in the template. Mark the 
relevant radio button: 
None – tree will not be displayed. 
Above image – if an image is displayed the tree will be above 
the image. 
Under image – if an image is displayed the tree will be under 
the image. 
Wide – wide display of the tree. 

Hierarchic tree display 

Mark the relevant radio button: 
List – links will be displayed as a list. 
Album – links will be displayed in an album format. 
None – links will not be shown in the item display. 

Display style of digital 
asset links in items 

Mark the checkbox in order to display the subjects linked to 
the item. 

Display Subjects 

Embedded content such as: Google maps, Youtube movies, 
etc., has certain predefined areas where it can appear on the 
screen. 
Mark the relevant radio button: 
Horizontal single – to the right of the data fields. 
Horizontal double – when there is more then one embedded 
content, to the right of the data fields 
Vertical – under the data fields. 
None – embedded content will not be displayed. 

Embedded contents 
display style 

Mark this checkbox to display review ratings of an item in the 
item display. 

Display average rating 
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Limit the number of fields that will be displayed in the item 
display to a number after which the word "More…" will 
appear in order to view all item details. 

Number of exposed fields 

Select fields for display in the 'Copies' Tab by clicking the 

button  

Fields selection for 
'Copies' Tab 

 

4. Hierarchical Display Sub-tab 
In the Fields section, select the fields to be displayed when working in the Hierarchical 
Browsing mode in the Web interface. There is only one parameter to define in the 
Parameters section: 
 

Mark the checkbox to display an image in hierarchical display. Display Image 

 

5. API Display Sub-tab 
API is an Application programming interface. Some of the parameters for the API are defined 
in here. The options are similar to those available in the List Display sub-tab. 
Programmers who which to expose IDEA's contents in their one web site can contact IDEA 
support for further details.  
 
 

Fields Table 
 

The Fields Table List 
The Fields Table list contains all the information fields and display fields used in the system. 
The fields table is the starting point for defining new fields, and updating, deleting, printing 
and searching for fields. 
 
The Fields Table list has the following columns: 
 

Parent Identify parent fields by the blue sun icon . 
Code The field’s unique ID code. 

Description Free text. The field’s name. 

Parent The type of the field’s parent field. 
 

Index Marked fields are used in search queries. 

 The plus sign (+) will appear for collected fields. 

 For linked fields, the type of link is displayed: logical link , 

hierarchic link . 

Note Free text. 

If Code Fields that are linked to an existing code table. 

Table The type of field. 

Copy Allowed Marked fields can by duplicated in the different notebooks. For 
example, this is useful if two note fields or an additional 
classification field are needed. Copied fields can also be inherited 
for creating new fields. 

Computed Field States if the field contains a calculation. 

Associated Field The name of the associated field. Associated fields are fields that 
have a link and data update between them. 
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Parent Fields 
A parent field is a field that exists in the system infrastructure. Parent fields are identified by 

the blue sun icon  in the Parent column, in the Fields Table. There are four types of 
parent fields: 
 

Parent fields that are used as information fields in the item 
notebook, or as a base for creating new information fields for the 
item notebook. 

Item Notebook 
Fields 

Parent fields that are used in the Copy tab in the item notebook. The 
fields are identified by the text copy1 in the Note column in the 
Fields Table. New fields cannot be created based on copy tab fields. 

Copy Tab Fields 

Parent fields that are used as information fields in the reader 
notebook. The fields are identified by the text reader in the Note 
column in the Fields Table. New fields cannot be created based on 
copy tab fields. 

Reader Notebook 
Fields 

Empty fields that are used for display only in various lists. See the 
Textual (1-5), Number (1-3) and Date (1-3) Display Fields section 
below for more details. 

Display fields 

 
Parent fields cannot be deleted from the system. 
 
Parent fields can be edited. The type of editing allowed (renaming, adding or deleting a note, 
etc.) depends on the field type. 
 

Cataloging Field Types 
The system supports the following cataloging field types: 
 

Fields that were created based on the parent field Number. Numeric 
fields contain only numeric values. 

Numeric Fields 

Fields that were created based on the parent field Date. Date fields 
contain only full date values in the format mm/dd/yyyy or 
dd/mm/yyyy. 

Date Fields 

Fields that were created based on the parent field String. 
Alphanumeric fields contain any string character. 

Alphanumeric 
Fields 

Fields that have a table connected to them. The table contains a list 
of values. The parent fields are either code tables or user defined 
tables (see the Code Tables and User Defined Tables sections). 

Tabular Fields 

Fields that were created from one of the parent fields Logical Link, 
Hierarchical Link, or Related to. These fields enable the connection 
of one cataloged item to another cataloged item. 

Link Fields 

Fields that were created based on the parent field Translated String. 
The fields can contain any free text character and enable the entry of 
content in different languages. 
 
These fields are only relevant for installations that include the 
Translation module.  

Translated String 
Fields 

Fields that were created based on the parent field Title. The fields 
can contain any free text character. The title field is the item’s main 
field and it will be displayed in the various lists. Each item must have 
at least one title field. 

Title Fields 
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A field used to allow an item to be connected to more then one 
databank for search and authorization purposes. Every item will 
belong to one main databank but adding this field to a template 
enables linking of an item to secondary databanks. Field XSRVR_S. 

Search Databank 

 

Computed Fields 
Computed fields are fields that receive automatic values and are validated when the tab 
they are in is saved for the first time. 
 
When defining a new field, in the Fields Table option’s Main tab, mark the field as a 
computed field in the Define a Calculated Field sub-tab and select the type of calculation 
from the list: Numerator, Unique, Date, etc. After selecting the type of calculation, a 
number of relevant parameters will appear in the tab.   
 
Each type of string, number and date field, has a corresponding calculation. For example, a 
Numerator computed field will only be suitable for a number type field, and a Today 
computed field will only be suitable for a date type field. 
 
All calculated fields have default values. The automatic value replaces the default value 
when the tab is saved. For example, many Code fields in the system are of the numerator 
type. Their default value is [num] and when their tab is saved for the first time, a running 
number is saved in the field. 
 
A calculated expression can be defined for every calculated field. This option enables 
complex calculations on the field. It is only recommended to use calculated expressions after 
consulting the IDEA support team. 
 
Type of Computed Fields 
 

A field that automatically numbers objects. These objects belong to a 
certain group. The group is defined by its numerator. Can only be 
used with the String type (FTS). 
 
When selecting this option a new numerator is created. A field with 
the number is created with an initial value of zero, and also a field for 
defining the numerator’s prefix. The number field and the prefix can 
be changed anytime in the tab. 
 
Evaluation: A running number will be set in the field with the 
numerator when the tab is saved for the first time (with a prefix, if 
one was defined). 
 
Validation: When saving, a uniqueness check will be performed. If a 
value has been entered manually, the system will verify that the 
value does not exist elsewhere. 

Numerator 
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A field that receives a date value that is the day the item was saved. 
 
The field can also be calculated with a deviation of a fixed number of 
days forwards or backwards. The date will be calculated as the 
current date with the deviation that was defined. For example, a 
deviation of 7 will produce the date a week from the current date. 
The deviation default is 0.  
 
Only Date fields (FTD) can be defined with this calculation. 
 
Evaluation: The date the data was saved. 
 
Validation: None. 

Today (date) 

A field that cannot contain duplicate values. Each value must be 
unique. Can be used with the field types: String (FTS), Number (FTN) 
or Date (FTD).  
 
Use the field to check uniqueness in a databank, a template, any 
combination of databanks and templates or in the whole system. 
 
Evaluation: The value must be entered manually. Calculations are not 
allowed. 
 
Validation: When saving the item, a uniqueness check will be 
performed. The system will verify that the value does not exist in any 
other item. 
 
Note: The Unique field type is considered a computed field even 
though no calculation actually takes place, because it goes through 
the validation process.  

Unique 

A field that receives the name of the last logged user on the 
IDEA@ALM system as its value. Can only be used only in String (FTS) 
fields. 
 
Evaluation: The user name. 
 
Validation: None. 

Logged User 

A field that receives the name of the security group of the last logged 
user on the IDEA@ALM system as its value. Can only be used only in 
String (FTS) fields. 
 
Evaluation: The security group name. 
 
Validation: None. 

Security Group 
 

A field that is computed using a complex calculation made on the 
data in the field.  
 
Recommended for use only with help from the IDEA support team. 

Calculated 
Expression 
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Textual (1-5), Number (1-3) and Date (1-3) Display Fields 
Display fields are fields with no content that are only used for displaying data from existing 
or new textual, number or date fields in lists and search results. These fields provide 
flexibility for tailoring the system to the institution’s needs.  
 
The fields whose content will be displayed in the display fields are determined in 
Administration / Templates / <selected template> / Input Fields tab using the Display 
Fields checkboxes. 
 
The display of these fields in Search results lists and the Items list is determined from within 
the lists by selecting the Column Display icon from the secondary toolbar and marking the 
relevant display field/s’ checkboxes. 
 
Notes:  

1. When changing the description of a display field, the description will be changed in 
all templates where the display field is being used. Make sure the description of the 
display field is suitable for all the instances in which it is used. 

 
2. For the Search results list, the description of the display field can be defined 

differently for each databank. The description is defined in Administration / Fields 
Table / <display field notebook> / Translation tab. If the search is conducted on 
more them one databank, the description will be taken from the upper part of the 
screen. If the search is conducted on one databank, the description will be taken 
from the description that was set for the specific databank on the lower part of the 
screen. 

 
Display Fields Update 
After changing the definitions of display fields in templates, a display field update must be 
run. The update will affect all items using the template, including those that were cataloged 
before the change. 
 
The update can be run on all templates or on selected templates. Select Administration / 
Templates / <Select the desired template/s> / List menu / Update display fields. Prompts 
will be displayed to confirm the run of the update and to determine whether the update will 
be run on a range of item numbers or on all items that use the selected template/s. 
 

The Fields Table Notebook 
Main Tab 
When defining a field, the field notebook opens in the Main tab. The tab is comprised of an 
upper window, and a lower window with four sub-tabs. 
 
The upper window includes the field’s unique ID code, the parent field that is used as a 
template for the new field, the field’s description, and a free text note. 

 
Main Sub-tab 
The options in this sub-tab vary, depending on the field’s parent field. 
 

Mark this checkbox to define the field as a collector field. After 
marking it, the collected fields can be defined in the Collection tab. 

Collector 

This checkbox is applicable for link fields, and will be displayed after 
the Collector checkbox is marked. After marking it, field inheritance 
can be defined using the Inheritance tab. 

Link for 
Inheritance 
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Whether to display, or not, the fields link type in link fields, in the 
item notebook. 

Display the link 
type 

For link fields, select the linked field’s connection to a template 
(select templates), a table (select tables) or autonomous linking. 
Mark the relevant radio button. 

Define field 
connections 

Clicking the Help Text icon  will open a new window. In this 
window, type a short help text for the field. The help text will be 
displayed wherever the field is used in the system, when right clicking 
the field. The help text may be typed in any of the system languages, 
and separate help text can be defined for cataloging and for search as 
shown in the Help Text window below. 
 

  

Help Text 

 
 

Define a Calculated Field Sub-tab 
This sub-tab is used to define a computed expression in field types: String, Translated String, 
Date or Number, and fields that are created by these fields. See the Computed Fields 
section for more details. 
 

Textual Search Sub-tab 
The Textual Search sub-tab is used to define how the field will be used in search queries. 
This includes determining whether the field will be used in search queries, and setting the 
field as belonging to a synonyms dictionary. 

 
Associated Field Sub-tab 
The Associated Field sub-tab is used to define associated fields in fields created from the 
parent fields BB (Related to), HR (Hierarchic Link) or NHR (Logical Link). Associated fields 
enable an automatic update of a field from another field in a different item. The update can 
be bidirectional or not. This sub-tab will not be active for fields of other types. 
 
Contact IDEA support for more details. 
 

Links Structure Sub-tab 
When a field is part of a hierarchical structure this tab displays the links and structures it is 
part of. This sub-tab will be active only for link fields and/or fields that are a part of a 
hierarchical structure. 
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Scroller Sub-tab  
The Scroller sub-tab is used to define how the field's associated scroller (lookup) will be 
displayed on the Web interface and in items notebooks.  
Set the following options: 
 

Mark this checkbox to display a lookup button near table fields and 
link fields in the Web interface. 

Web lookup 
button 

This option is only available in systems that include the Translation 
module, and is relevant for link fields or fields of user defined tables 
that were created as translatable tables. 
 

Display additional 
fields in lookup 
window 

Mark this checkbox to display references in lookup window. When 
selecting this option, references will be displayed instead of other 
information fields due to space limit. 

Display refernces 
in lookup window 

When a field lookup button opens a big table (which has a large 
number of values), no values will be displayed, and the user will ser 
the text that will be written in here.  

Initial text for big 
tables 

 

Template Tab 
The Template tab displays a list of all the templates in which the field exists. When a new 
field is created, the tab will be empty until the field is added to a template. 
 

Groups Tab 
The Groups tab is used to add the field to a field group. See the Field Groups section for 
more details. 
 

Translation Tab 
The Translation tab is used to translate the name of the field to different languages.  
 

Authorizations Tab 
The Authorizations tab is used to determine access authorizations to the field. The 
authorizations are Display, Update, Delete, Insert and Search, and are determined for each 
security group. Double click on a yellow key to toggle between the Authorized status (yellow 
key) and the Unauthorized status (yellow key with red X). 
 
Note: Authorizations can also be set through Administration / Security Groups / Fields tab. 
 

Collection Tab 
The Collection tab is used when defining a collector field. The tab is used to determine the 
fields and field groups that are collected under the collector field. These fields will be 
displayed in the item notebook as a group under the plus sign (+).  
 
If the field was defined with a link to inheritance, the inherited fields are also marked in the 
tab.  
 

Inheritance Tab 
The Inheritance tab is used to determine inheritance when the field is a link field and the 
Link to Inheritance checkbox was marked in the Main tab. Contact IDEA support for more 
details. 
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Categories Tab 
The Categories tab is used to categorize the thesaurus. It is only used in systems that include 
the Thesaurus module and that have created categories in the Category table. Contact IDEA 
support for more details. 
 

Field Groups 
The Field Groups option is used to define logical groups of fields that have a common 
denominator for the enhancement of the complex search. For example, an authors’ group 
might include, in addition to the Author field, also the Co-Author, Editor, and Translator 
fields. Thus when entering an author’s name and searching the authors’ group, the results 
list will also include works that have been co-authored, edited, and translated by the author. 
 
The Field Groups notebook includes two tabs. The group code and description are entered in 
the Main tab, and the fields belonging to the group are entered in the Fields tab.   
 
 
Notes:  

1. The field group will be displayed in the complex search like any other field.  
2. In multilingual systems, enter the name of the group in each language in the Main 

tab. 
3. A field can also be added to a field group using the Group tab in the Fields Table. 
4. Searching of field groups in the Web interface is enabled in the Group Search fields 

in Administration / Databanks on the Net / Main tab. 
 

Security Groups 
The Security Groups option is used to define different groups of users (for example, clients, 
catalogers and system administrators) and determine their authorization levels for accessing 
and working with databanks, modules, templates, and user defined tables up to the field 
level. The authorizations are set separately for each of the actions that can be performed in 
the modules: display, update, insert, delete, print and search. 
 
Note: In addition, access levels for every item in the database can be set in the Items 
section. 

 
Main Tab 
The Main tab includes the security group’s unique ID code, description, a free text note and 
password. 
 
Mark the List Styling checkbox to allow members of the security group to style lists. Mark 
the Administrator checkbox if defining a system administrator security group. Mark the 
General Queries Creator checkbox to allow members of the security group to generate 
queries. 
 
Enter a template in the Default Item Template field in order to determine the template that 
will be used as a default when members of the security group catalog a new item. 

 
Users Tab 
The Users tab is a list of all the users that belong to the security group. 
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Note: Users can also be added to or removed from a security group from the reader 
notebook’s Authorizations tab. 

 
Authorizations Tab 
The Authorizations tab is used to determine the security groups’ authorizations to the 
various sections and options in the system.  
 
The screen is divided into two parts. The left part displays the IDEA@ALM sections, and the 
options in each section. After selecting one of the options, the right part of the screen lists 
the actions and tabs that are used in the option’s notebook. Each one of these actions and 
tabs can be defined as Authorized (yellow key) or Unauthorized (yellow key with a red X) for 
access by the members of the security group. Double click on a yellow key to toggle between 
the two statuses.  
 

Cataloging Databanks (Cat. D-banks Tab) 
The Cataloging Databanks tab is used to determine the databanks in which the members of 
the security group have authorization to catalog. 
 
In addition, the default databanks that will be open for cataloging for the group members 
are determined. 
 

Search Databanks (S. D-banks Tab) 
The Search Databanks tab is used to determine the databanks in which the members of the 
security group have authorization to search, and their access level. When the search option 
is invoked, or when selecting databanks for the search, only the databank/s that were 
defined for this security level, will be displayed. 
 
In addition, the default databanks that will be open for searching for the group members are 
determined. 
 
For each databank set the security group’s Access Level to a value between 0 and 10.  An 
access level for display in the search results can also be set for each item. This is done using 
the Limit Level in Search field in the item notebook’s Main tab. The access level is between 
0 and 10. An empty field is the same as marking an access level of 0. This is the lowest level 
that everyone can see.  
 
In the search query, a cross check is performed on the item's access level and the security 
group’s access level to the item’s databank. Only items with a lower or equal access level to 
that of the security group will be displayed. 
 
When a search query returns items that are not accessible to the user’s access level, an error 
message will be displayed. The content of the error message is defined in Administration / 
Configuration File / Searches / Parameter 8. 
 

Fields Tab, Templates Tab and Tables Tab 
These tabs are used to set the security groups’ authorizations to delete, update and insert 
fields, templates and tables, and also to display and search fields. Double click on a yellow 
key to toggle between the Authorized status (yellow key) and the Unauthorized status 
(yellow key with a red X). Select Options to change the authorization for a whole column. 
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User Security 
The User Security option is used to determine the user’s access level. The option is available 
for systems that include the Web interface. 

 
The user’s access level is checked and compared with the item’s access level in the databank. 
The item will or will not be displayed on the Items list based on the check. 
 
Notes: 

1. It is possible to determine that a given item will not be displayed at all in the Web 
interface, by entering N (No) in the Display on the Web field in the item notebook’s 
Main tab.  

 
2. The site administrator can prevent databanks from being displayed in the Web 

interface through the Databanks on the Net option. See the Databanks on the Net 
section for more details. 

 

Defining a Virtual User 
In the Windows system, a user must enter using a password, and when entering the 
password, the user profile is set. The Web interface supports anonymous logging into the 
system. Anonymous users are users that are not defined in the database, and therefore they 
do not have an access level.  
 
This problem is circumvented by defining a virtual user belonging to the default security 
group. When an unidentified user enters the system via the Web interface, the virtual user’s 
access level is checked, thus determining the work environment. 
 
Add a new user to the system using the Readers section. Enter this user’s unique ID code in 
Administration / Configuration File / Version Control / parameter 14.  
 
Use the Administration / Security Groups option to create a default security group that will 
be used only for the Web interface. Use the Administration / Security Groups / <Security 
Group name> / Users tab to add the new virtual user to the security group.  
 
Use the Administration / Security Groups / <Security Group name> / Search Databanks tab 
to define all the databanks that the virtual user can search. 
 
When an anonymous user enters the Web interface, the virtual-user work environment will 
be set and retained until another user logs into the system with a password. 
 

Databanks 
IDEA@ALM supports working with multiple databanks. Each databank can have unique 
definitions. Searches can be performed on one databank, a number of databanks or on all 
databanks. The databank definitions are determined in the Databanks option. 
 

Main Tab 
The Main tab includes the following options: 
 

The databank’s unique identification code. Code 

Free text. The name of the databank. Description 

Determines the columns that will be displayed in the Search 
results list. 

DW for List 



  Administration Section 

Idea Information Systems  Page 31 of 79 User Manual, Version 8.2 

Determines whether digital assets or linked item details will 
be displayed when an item is highlighted in the Search 
results list and the Data Window icon is selected from the 
secondary toolbar. 

DW for Info. 

When the checkbox is marked, searching on items that 
belong to this databank will be allowed. 

Allow Search in Databank 

When the checkbox is marked, combining a period field with 
a name and with dates will be enabled. See the Periods Tab 
section in the Cataloging chapter for more details.  

Enable search on Periods 

When the checkbox is marked, the default for displaying the 
search results in this databank will be the album format.  

Photo Album Display 

Determines the default operand that will be used in the 
Single and Multi searches. It is recommended to leave the 
defaults: Single = Or, Multi = And. 

Single (Or/And) 
Multi (Or/And) 

Defines the type of search that will be opened by default 
when searching this databank. 

Search will be Opened in 

Free text. Note 

 
Basic, Advanced and Extended Tabs 
These tabs are used to determine the fields that will be used in search queries on the 
databank. 
 
In the Basic tab, mark the Select checkbox to define the fields that will be used by default in 
the search. 
 
In the Advanced and Extended searches, the default linguistic function can be set for each 
field separately. 
 

Copying Search Definitions 
The search field definitions can be copied from one type of search to another in the 
databank and/or from one databank to another. Enter the search tab that will be updated. 
Select the Record menu from the menu bar. 
 
Copy from Another Tab 
Select this option to copy the search definitions from a different tab. The Copy Search Fields 
window will be displayed. Select the name of the search that the definitions will be copied 
from.  
 
Notes: 

1. The copy will not create duplicate fields, only new fields will be added. 
2. The Copy Search Fields window is divided into databanks and Internet databanks. 

 
Copy Record 
Select this option to copy the search definitions from the same search type in a different 
databank. The Databanks window will be displayed. Select the name of the databank that 
the definitions will be copied from.  
 
Notes: 

1. The copy will not create duplicate fields, only new fields will be added. 
2. In order for the new settings to take affect exit and reenter the system.  
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Periods Tab 
The Periods tab is used to define the period search fields that will be used in the databank. 
See the Periods Tab section of the Cataloging chapter for more details. 

 

Groups Tab 
The Groups tab determines the security groups that are allowed to work with the databank 
(cataloging and searching). 

 

Columns Tab 
The Columns tab determines the columns that will be displayed in the Items list for the 
given databank. 

Translation Tab 
The Translation tab is used to enter the name of the databank in the languages used in the 
system. 
 

Databanks on the Net 
The Databanks on the Net option is used to determine the databanks’ search definitions for 
the Web interface. 
 

Main Tab 
The Main tab includes the following options: 

 
Allow Search in Web When this checkbox is marked, the databank will be defined as 

available for search on the Web. 

Allow Search in 
Panorama 

When this checkbox is marked, the databank will be defined as 
available for search for users that use the panorama 
configuration (searching different databases in one search). 

DW for List Determines the columns that will be displayed in the Search 
results list.  

Background The background color of the Web user interface is currently 
inactive. 

Open Item Display in 
Tab 

Determines the default tab that will be active when opening a 
selected item. 

Open Search in Tab Determines the default search type. 

Batch Size Display in 
Search Results 

Determines the number of records that will appear on the 
screen in each batch of search results. 

User’s Password from 
NT 

When this checkbox is marked, the user’s password for the 
Internet user interface will be based on the user’s system 
password. 

Work with Bin When this checkbox is marked, the use of a basket in the 
Internet user interface is enabled. 

Security Type Displays the security level. 

Search Defaults Determines the default textual (linguistic) function, sort and 
operand for each search type.  

 

Main Fields, Basic, Advanced and Extended Tabs 
These tabs are used to determine the fields and field groups that will be used in the Web 
interface when performing search queries on the databank. The field groups will be 
displayed at the end of the fields list. 
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In the Advanced and Extended searches, the default linguistic function can be set for each 
field separately.  
 
In the Basic search an Internet browse button can be defined for each field separately by 
marking the Select checkbox. 
 
The Main Fields search can include a maximum of fifteen specific fields. These fields are 
listed in the Main Fields tab. Determine the fields that will be displayed by marking their 
respective Active checkboxes. 
 
Notes: 

1. Field groups cannot be searched in the Extended search. 
2. Some field groups might not appear in the groups list, since the total number of 

fields and field groups may not exceed twelve in the Basic search and twenty four in 
the Advanced search. 

 

Copying Search Definitions 
The search field definitions can be copied from one type of search to another in the 
databank and/or from one databank to another. Enter the search tab that will be updated. 
Select the Record menu from the menu bar. 
 
Copy from Another Tab 
Select this option to copy the search definitions from a different tab. The Copy Search Fields 
window will be displayed. Select the name of the search that the definitions will be copied 
from.  
 
Notes: 

1. The copy will not create duplicate fields, only new fields will be added. 
2. The Copy Search Fields window is divided into databanks and internet databanks. 

 
Copy Record 
Select this option to copy the search definitions from the same search type in a different 
databank. The Databanks window will be displayed. Select the name of the databank that 
the definitions will be copied from.  
 
Notes: 

1. The copy will not create duplicate fields, only new fields will be added. 
2. In order for the new settings to take affect exit and reenter the system.  

 

Configuration Tab 
The Configuration tab displays parameters from the configuration file that are relevant to 
working with the databank in the Web interface. 
 
Note: Do not change these parameters without consulting IDEA support. 
 

Textual Search Definitions 
The Textual Search Definitions option provides flexibility in determining the fields that will 
be searched when searching items, subjects and tables.  
 
When searching the items list (Cataloging / Items), subjects list (Cataloging / Subjects), or 
tables list (Administration / Values for User Defined Tables), fields that are not available in 



  Administration Section 

Idea Information Systems  Page 34 of 79 User Manual, Version 8.2 

the Simple Query and the Advanced Query, can be searched using the Textual Search 
(select the Textual Search icon from the secondary toolbar). The search will include the 
fields that were respectively defined using the cataloging, subjects, or tables notebook in the 
Textual Search Definitions option. 
 
When adding an item to a list (for example in Cataloging / Item Groups), the Items window 
is used to select the item. When adding subjects, the Terms window is used. When selecting 
values for a linked field or for tables, a list of values is displayed in a window. In all of these 
instances, the terms can be searched by entering a value in the search field and selecting 
Search. Additionally, when textual search definitions have been defined, the Textual button 
will appear at the bottom of the window. When the Textual button is selected, the search 
will include the fields that were defined using the Textual Search Definitions option. 

 
Calendar 
The Calendar option is used to define the days the library is closed. This includes specific 
days of the week when the library is always closed, and holidays. The closed days are taken 
into account when defining return dates and calculating late fees. 
 
After selecting the Calendar option from the Administration section, select Specify Off Days. 
The Closing Days window will be displayed. Select the year to be defined. Mark the 
checkboxes with the days of the week when the library is closed. Add additional days when 
the library is closed to the list by selecting Insert and typing the date in the format 
mm/dd/yyyy, and additional information in the fields. 
 
Whenever the calendar is invoked to enter a date, the closed days will be indicated.  
 
In the following example Saturday and Sunday are marked as days the library is always 
closed, and in addition, the 4th of July is defined as a closed day. 
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Configuration File 

 
 
The Configuration File option is used to define various parameters that affect the 
functionality in each module. When the option is selected, a warning will be displayed. 
Afterwards, the Configuration File list is opened, displaying each of the modules. Selecting a 
module will open the module’s notebook where all the parameters are defined. 
 
Note: Changing certain parameters requires reactivating the system. 
 

Printing the Configuration Parameters 
Select the Print icon from the secondary toolbar, to print a list of all the modules with all the 
parameters. 
 

Determining the Display of the Values List 
The Short Table checkbox determines the way in which the values list will be displayed in 
each module. Mark the checkbox to display the values in a short list. 
 
A list that has a small number of values is defined as a short list.. When it is opened all the 
values will be displayed and there will be a scroll bar to scroll through the records.  
 
A list that has a large number of values is defined as a long list. When it is opened the values 
will be displayed in portions and the Page Up and Page Down keys need to be used to scroll 
through the records.  
 
Note: If queries will be run on the list’s values, do not mark the Short Table checkbox. 
 

Synonyms and Synonym Groups 
IDEA@ALM supports synonyms and synonym groups, which enhance the scope of searches. 
For example, searching for the word Baby will also return items containing the words: 
Neonate and Infant. 
 
Synonyms are defined using the Synonyms option. A word or a term is defined as a synonym 
and receives a unique code, and is added to one or more synonym groups (in the synonym 
notebook’s Group tab).  
 
Synonym groups are defined using the Synonym Groups option. Each group receives a 
unique code, and has synonyms added to it (in the synonym group notebook’s Words tab).  
 
Note: If synonyms dictionaries are defined in the system, type the relevant dictionary’s 
number in the Synonyms Dictionary Number field when creating a new synonyms group.  
 

Creating Textual Index 
 
 
 

The information in this section is presented for general knowledge. Do not make 
any changes in the configuration file without contacting the IDEA support team. 
Changes made by unauthorized personnel might disrupt the system’s functioning 
and / or damage the data. 

Contact the IDEA@ALM support team before running this option. 
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Searches in IDEA@ALM are performed by the advanced search engine dtSearch, which was 
customized for work with the IDEA@ALM databases. Indexing in the system is transparent to 
the user. The Creating Textual Index option only needs to be run if there are problems with 
searches, and should be done after consulting with the IDEA@ALM support team.  
 
The defaults set in the program are suitable for most users. Changes are only needed for 
systems with unique databases, and will be made by IDEA. 
 
There are three ways to work with dtSearch: 
 
Online 
This is the standard method. After an item is saved in the database, it is immediately sent to 
the index server. The process of saving an item is actually completed when the updating of 
the item in the index is completed. 
 
Advantages: New items are immediately available for searching after being cataloged. If 
there is a problem with the indexing, the error messages appear instantly. 
 
Disadvantage: Saving an item takes relatively longer on large databases. 
 
Online in the Background 
This method is similar to the online method, except that the item is sent to the index server 
without waiting for it to be saved in the database. 
 
Advantages: New items are immediately available for searching. Saving an item takes a short 
time.  
 
Disadvantages: As far as the IDEA@ALM system is concerned, indexing is completed when 
items are sent to the indexing server, even if the action in the indexing server is not 
completed. If an error occurs during indexing, the error message will be displayed in the 
indexing server, and not in the IDEA@ALM system. Indexing server messages are less 
coherent. Error message details will be saved in a log file, and the next time the user logs 
into IDEA@ALM there is the option of completing the indexing of these items (assuming that 
the problem that had prevented the indexing has been solved). 
 
Batch 
With this method, the data is not sent to the index server at all. It is saved in the database. 
The changes that accumulate can be sent, manually or using a scheduler, to the index server 
from one computer. The scheduler can send the updates at a given time, periodically, or 
continuously. 
 
Advantages: There is no need to wait for the data to be indexed, thus saving an item takes a 
very short time. The user will not see any indexing error messages. In addition, the method 
reduces the workload on servers that have many updates.  
 
Disadvantage: There is a delay between the time an item is saved and the time it becomes 
available for searching. The length of the delay depends on when the updates are being sent 
to the index server. 
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Indexing 
The indexing process can be run in stages or all at once. In especially large databases, 
running in stages is useful in order to be able to monitor progress. The following order must 
be used in order achieve accurate results: 
 

1. Field Table 
2. Code Tables (together with Titles) 
3. Thesaurus - Synonyms 
4. Items 

 
This is also the order in which the different stages are displayed in the Build Indexes tab. 
Run the process step by step by marking the relevant checkbox in the Items part of the Build 
Indexes tab. Do not alter any of the settings in the tab’s Tasks part. 
 
When the indexing process is running, a window will be displayed, showing the progress of 
the process with a blue line and percentages completed for each step. When the indexing 
process has been completed, the blue line will be full, the stage field will state Completed 
(instead of percentage) and the value in the total time field will stop changing. 
 
Note: The indexing process can be stopped from this window, but there is no way to 
reactivate it, the process must be started again from scratch. Closing the window will not 
stop the process. The window can be reopened by selecting the Status button. 
 

E-mail Management 
The E-mail Management option is used to define reminders to readers and/or suppliers that 
will be sent via e-mail and/or SMS messages. 
 
The actual sending of the messages is performed through the different modules. Messages 
are sent to readers that have an e-mail address and/or a cellular phone number defined in 
their reader's card. Files can be attached to e-mail messages from the module. 
  
The E-mail Management list includes the following predefined messages: 
 

 Late Reader Reminder 

 Item Arrival Message 

 Reader Loans Reminder 

 Branch Loans Reminder 

 Item Message Update 

 Supplier's Reminder 

 Subscription End Reminder 

 Items Arrival Message 

 Message From Scheduled Internet Saved Query 

 
E-mail Tab 
Each message is composed using a basic template that includes the name of the message in 
the system as a title; upper text; and lower text. Select the language of the message from 
the Language menu. Type in the text and change the font color and size as needed. 
 

SMS Tab 
Select the language of the message from the Language menu. Type in the text.  
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Select the variables (Recipient and Delivery Date) that will be taken from the system 
parameters.  
 
Different cellular providers allow a different number of characters per message. Select a 
cellular company form the Simulation part of the tab to view how the message will be 
parsed. 
 
For more details on using this option please contact IDEA support. 
 

Web Interface Menus Definition 
 
The Web interface uses four types of menus:  

 
 

• Upper Menu – the upper line in the Internet interface including the various searches

 
• Row Menu – the lower line in the results list in the Internet interface. 

 
• Side Menu – on the left side of the screen – to display the users' options/account/ 

saved queries etc. 
 

• Tab Menu – the tabs in the item notebook in the Internet user interface. 

 
 
The Web Interface Menus Definition option is used to add new menus, and edit or delete 
existing menus. The Web internet Menus window displays a list of all the defined menus 
where each line represents a menu and its definitions. Menus can be defined for each 
product, databank, template and module.  
 
For a detailed explanation please contact IDEA support. 
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Main Tab 
The Main tab includes the following options: 
 

Menu Type  Select from a list Main Menu, Secondary Menu or Tab Menu. 

Description  Free text. The menu’s name. 

Product Type  Enter * for all products, or select a product from the list.  

Databank  Enter * for all databanks or select a databank from the list. 

Template  Enter * for all templates or select a template from the list. 

Module  Enter * for all modules or select a module from the list. 

Active  Unmark this checkbox to hide the menu from the display in the 
Internet user interface. Note that it will not be displayed even if it is 
the most suitable menu according to the system definitions. 

 
Menu Entries Tab 
The Menu Entries tab is used to define and arrange the entries in the menu. On the left side 
of the screen, the entries are displayed in a tree structure. Each node represents an entry in 
the menu and can be either a main entry or a secondary menu. Select Add or Delete to add 
or delete menu entries. Drag entries to rearrange them on the menu. 

 
 
The menu parameters are displayed on the right side of the screen: 
 

Description  Free text. The name of the menu entry. 

Tag  Select from the drop-down table 

Text  Select a value from the list. 

Link  When the menu entry is a link to a web site or a file, enter the 
address or file path and name. 

Active  When the checkbox is marked, the entry will be active. 

Open to guest For non-identified users 
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Copying a Menu 
New Web interface menus can easily be created by copying existing menus. From the new 
web menu’s notebook select the Copy Record icon from the secondary toolbar. The Web 
Menus window will be displayed. Select the menu to be copied from the list. The copied 
menu’s details will be registered in the new menu’s notebook. Make changes as needed in 
the tabs and save.  
 
 

Dictionary Management 
 
 
 
 
The system dictionary contains all the texts that are relevant to the software user interface, 
such as field names, titles and colors. A list of existing values is displayed and there is an 
option to add, delete or edit values. 
 

User Security 
This option is only relevant for installations using the Workflows and Acquisitions modules. 
See the Acquisitions chapter for detailed information. 
 

User Import 
The User Import option is used to import clients/readers into IDEA@ALM from external files. 
Contact IDEA support in order to use this option. For more details, see the Import User Data 
document. 

Import User Data 
 
 IDEA@ALM supports the import of User data from any management software that produces 
export files in ASCII format or Excel. The import process is performed using the 
SapirUserImport utility, which is located in the IDEA@ALM folder on the desktop. The utility 
can be run interactively or automatically by running a batch file from the command line. 
 
Note: It is advisable to back up the database before starting the import process.  
 

Importing User Data 
 

The process of importing Users into IDEA@ALM includes the following stages: 

 
Step 1: Back Up the Database 

 
Before starting the User import process, back up the IDEA@ALM database. See the Backup 
section of the Introduction chapter for details. 

 

Step 2: Fill in the User Import Window 
 

In order to invoke the import User process: 
 

1. Display the desktop. 

Do not change, delete or edit dictionary values without 
consulting the IDEA support team. 
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2. Double click on the IDEA Enterprise folder icon  The shortcuts to the applications will 
be displayed. 

3. Double click on the Clients Import shortcut. The User Import window will be 
displayed. 

 
The User Import window is comprised of the Activity Log and two input windows: Input 
Data Source and the Target Database.  

 
 
 

Input Data Source 
 
The Input Data Source window is used to determine whether the data will be imported from 
a database or a file. 
 

Import from Database 
When this option is selected enter the name of the database that will be used to import the 
data; the user name and password; and the name of the Import Format Table. See the 
Import Format Table section below for more details about this table. 
 

Import from File 
When this option is selected, enter the name of the import file that will be used to import 
the User data. IDEA@ALM supports the import of User data from any management software 
that produces export files in ASCII format or Excel.  
 
Text File 
A text file (with the .asc or .dat extension)  in which each line relates to a user and includes 
the user’s data as shown in the Import Format Table. Each field has a constant location and 
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length in the record. See the Import Format Table section below. 
 
 
 
 
Excel  File 
An Excel file named user_import.xls. The first row of the file must contain the names of the 
columns as shown in the  Import Table Field column of the Import Format Table. 
 
Two rules must be observed: 

1. The column type must be consistent with the definition in the Reformat window 
(under Field Type - grayed columns). The window is only accessible to system 
administrators. 
 

2. The format of the data is each column must be consistent. For example, a column 
that is defined as numeric must not contain letters. 

 

Target Database 
Enter the name of the IDEA@ALM database that will be updated with the imported data, 
and the user name and password of the user performing the update.  

 
Apply Update 
When the Apply Update checkbox  is marked, the import process will update the IDEA@ALM 
database based on the imported data. When the checkbox is not marked, the database will 
not be updated. This option is used to perform integrity checks on the data prior to 
performing the actual import process. 
 
Display User Import Data in Activity Log 
When the Display User Import Data In Activity Log checkbox is marked, the User imported 
from the data file is displayed in the Activity Log window.  
 

Step 3: Perform an Integrity Check of the Input File 
 
Mark the Display User Import Data in Activity Log checkbox in the Target Database window 
of the User Import window. When this checkbox is marked, the User data will be displayed 
in the activity report and can be checked for correctness. Make sure that the Apply Update 
checkbox is not marked so that the IDEA@ALM database will not be updated while 
performing the integrity check.  
 
Select Start Import to read the User data from the data source and print it in the activity 
report. 
 
If the data source is an Excel file, all entries in the sheet are "tagged" before the import. This 
process converts all entries into a fixed (string) format, thus preventing the loss of data that 
exceeds the standard length of a column. This process can be relatively long. 
 
If the User data is not appearing in the Activity Log window as expected, or if an error 
message is displayed, check the data source. 
  
Successful completion of the integrity check will be indicated in the Activity Log window. 
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Step 4: Import the Users 
 

Once the data integrity check is successful, Users can be imported. In the Target Database 
window of the User Import window, mark the Apply Update checkbox, so that the import 
process will update the IDEA@ALM database based on the imported data. Select Start 
Import to start the import process. 
 
Completion of the import process will be indicated in the Activity Log window. Errors will 
also be listed in the Activity Log window 

 
Step 5: Create a Batch File 
 
Once the User import process has been successfully performed, a batch file can be created 
for running periodical automatic User imports. 
 
Select Create Batch File from the User Import window. The Save to Batch File window will 
be displayed. Enter the batch file name and select OK.  The batch file is saved in the 
directory <server>:\sapirw\sapirw. 
 
The batch file can be run independently (when the program is not running). The import 
process will be automatically activated with the settings defined in the batch file, and the 
database will be updated. 
 
The batch file can be run on a regular basis (daily, weekly, monthly, etc.) thus providing 
periodical automatic updates  

 

The Import Format Table 
 
The Import Format Table defines the format used for importing User data. When importing 
from a database, the Import Format Table itself is used during the import process.  When 
importing from a file, the format of the text or Excel file is determined based on the Import 
Format Table.  
 

Import 
Id 

Import 
Type 

Import Table Field 
Group 
Type 

Pos1 Len1 Field Descry 

1  - User_id - 1 10 User ID 

2  - Last name - 11 30 Last Name 

3  - First name - 41 30 First Name 

4  - Sex - 71 1 Sex (M/F) 

5 - Father - 72 30 Father’s Name 

6 - Street - 102 254 Street 

7 - Number_on_street - 356 20 Number 

8 - City - 376 254 City 

9 - Zip - 630 10 Zip Code 

10  - Email - 640 40 E-mail Address 

11  - Phone_1 - 680 20 Phone 1 

12  - Phone_2 - 700 20 Phone 2 

13  Group User group - 720 254 Main Group 

14  Sec_group Security group - 974 254 Security Group 
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Import 
Id 

Import 
Type 

Import Table Field 
Group 
Type 

Pos1 Len1 Field Descry 

15  - Employee number - 1228 10 Employee Number 

16  - Password - 1238 12 Password 

17  - Loan limit - 1250 12 Load Limit 

18  - Order limit - 1262 12 Order Limit 

19  - Subscription date - 1274 10 Subscription Date 

20  - Birthday - 1284 10 Birthday 

21  - Country - 1294 254 Country 

22  - Fax - 1548 20 Fax 

23  - Mail_box - 1568 20 Post Office Box 

24 - Second address - 1588 254 Second Address 

25 - Note - 1842 254 Note 

26 Group Agaf Wing 2096 254 Agaf name 

27 Group Machlaka Class 2350 254 Machlaka name 

28 Group Mador - 2604 254 Mador name 

29 Permission Is_agaf_manager Wing 2858 1 Is_agaf_manager (Y/N) 

30 Permission Is_machlaka_manager Class 2859 1 
Is_machlaka_manager 
(Y/N) 

31  Permission Is_mador_manager - 2860 1 Is_mador_manager (Y/N) 

 
The Import ID field is a mandatory field that identifies the user record to be updated. 
 
The First Name field is mandatory, so it must contain a value, except when updating the 
details for a client who already has a first name entered in the system. 

 
When importing user data from a file, the Pos1 column indicates the location of the field 
(location of the first character) in the row, and the column Len1 indicates the length of the 
field (number of characters). 

 
When importing user data from a table in a database, it is possible to add to the source table 
an unlimited number of Group Type fields. Enter the name of the group in the Import Type 
column. Enter the type of group (wing or class) in the Group Type column, or leave the field 
empty if the group has no type. The data will be used for assigning the user to groups other 
than the group appearing in the Main Group field (row 13). The first group will be entered as 
the user’s main group. 
 
It is possible to add or remove user permissions by checking Y or N accordingly in the Field 
Descry column (an unmarked permission for a certain user will keep its state unchanged in 
IDEA@ALM). 

 

Omitting Fields from the Import Format Table 
It is not mandatory to include all the fields in the Import Format Table in the import file. 
There are two ways to deal with fields that do not need to be updated: 
 
1. Leave the fields that do not need to be updated empty. 

2. Create an input file (or table) that only contains the Import ID field and the fields that 
will be imported / updated. In this case, change the format of the Import Format 
Table to make it consistent with the input format. (see the Additional Options – 
Change Format section below). 
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Additional Options 
The buttons at the bottom of the User Import window are used for additional import 
options: 

 
Options 
The Options button opens a window that is used for setting additional parameters for the 
user import process. It is only accessible to system administrators. 
 
Change Format 
The Change Format option is used to change import format settings (see the Import Format 
Table above), and is only accessible with a system administrator password. After the 
password is entered, the following window will be displayed: 
 

 
The following changes can be made: 
 

Delete rows,  keeping only the fields relevant for import (in accordance with the input).  

Change the column name and description (defined in the Import Table Field column and 
the  Field Descry column, respectively. See the Import Format Table above). This 
option is only relevant when importing from a table or Excel sheet. 

Change the location of the field (Pos1 column). This option is only relevant when 
importing from a text file. 

Add an unlimited number of Group type rows (with the value Group in the column 
Import Type). Enter the group type in the Group Type column.  
The options are-: 

<empty> A regular group: Assignment of a user to a given group. 

Wing Assignment of a user to a wing (in the input file, indicates the name of 
an existing wing name). 
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Class Assignment of a user to a class (in the input file, indicates the name of 
an  existing class name).  
  

Create Batch File 
The Create Batch File option is used to create an executable batch file (*.bat). The batch file 
can be run on a regular basis (daily, weekly, monthly, etc.) thus providing periodical 
automatic updates. See the Create a Batch File section above. 

 
Appendix A - Command Line Switches 
In order to run the user import program from the command line, use the 
following format:  
 
SapirUserImport  [/BATCH] [/LOG_INFO] [/UPDATE] 
[/GROUP_SETS_SECURITY_GROUP] 
[/DELETE_OLD_GROUPS] 
 

The command line switches  are: 

BATCH - Quiet run, without displaying the activity report window. 

LOG_INFO - Run with report to activity file and creation of log file. 

UPDATE - Run with update of the designated database (without this switch, the 
database will not be updated!). 

GROUP_SETS_SECURITY_GROUP - Use of the "group" field for setting permission 
groups. 

DELETE_OLD_GROUPS - Delete previous assignments to groups. 

 
Notes:  

1. In the file - sapiruserimport-defaults.txt  the state of the switches of the last run is 
always saved, and when the program is run again it starts in the same state. 

2. The SOURCE_FILE_FORMAT parameter in this file is used to run the import in 
different formats. Enter the name of the source file. 

 

IDEA Toolbox 
The IDEA Toolbox option is a collection of management tools. The IDEA support team must 
be consulted when using these tools. 
 

Reviews 
Viewing and Writing a Review (Web Interface) 
 
The access to viewing and writing reviews is through the item in the Web interface. Items 
that are enabled for reviewing have an Average Rank field, both in the search results list (as 
displayed below) and in the item record. The Average Rank field displays both the items’ 
ranking and serves as a link to the Reviews tab.  
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Select the Average Rank field.  
 
All reviews of the item that have been approved by an authorized staff user are displayed in 
the item’s Reviews tab. In the example below, there are two types of reviews, users review 
and expert review, displayed in the Users Review sub-tab and the Expert Review sub-tab 
respectively. The number of review sub-tabs depends on the number of different types of 
review fields defined in the template. 
 

 
 
 

A. Writing a Review (Web Interface) 
 
When the user is logged in and authorized to write reviews, the Add a Review button will be 
displayed to the right of the Reviews tab. Select the Add a Review button. The reviews 
window will be displayed.  
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Enter the review title and content in the Users Review (or Expert Review when writing an 
expert review) and Contents field respectively. Note that these two fields are marked with a 
red asterisk and are mandatory. Enter an optional rank in the Rank field. Select Save to save 
and submit the review.  
 
Select Undo in order to clear the fields.  
 
Select Close to close the Reviews tab without submitting a review. 
 
The review will be added to the Reviews list, accessible in the Windows interface through 
Administration > Reviews. It will only be displayed for other users on the Web after being 
approved by an authorized staff user as explained above.  
 

B. Approving a review to allow displaying it on the Web 
1. Allow the working with  Reviews for the chosen security group/s: 

a. Administration > Security Groups > select a group > Security Tab: 
On the left side, under 'Administration' mark the 'Reviews' and see that the key next to it is 
open

 
2. In order to approve /edit/erase a review, go to the Administration module > Reviews 
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The list of reviews will be displayed. Note: in the example below the fourth review is still 
unapproved. 
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Enter a record in the list and edit/delete it. You may now go to the next/previous one by 
clicking the up/down arrows at the bottom. 

 
 

 

Heirarchical Structures 
The Hierarchical Structures option is an administrative tool for displaying hierarchical 
structures on the Web Interface and in windows. 
The purpose of these structures is to display the connections between items in a schema 
format: tree or chain. 
One can add to a template the hierarchical structures tab to view the structure in windows. 
Defining the hierarchical structure is done in the windows interface and can be displayed 
either in windows or on the Web interface. It is recommended to build the hierarchical 
structure when defining a new system to reflect the real structure of the client's data, 
physical or logical. We advise to use the help of IDEA support when defining the structure. 
 
Defining a New Hierarchical Structures 
 
In windows, the Hierarchical structures are under the Administration module. 
Upon entering see the list of currently defined structures: 
 

 
 
Double click a structure to edit it or click Insert icon in the secondary toolbar to define a new 
structure: 
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In the Main tab name the structure and add a note if needed. 
At the moment the structure type cannot be changed and only a Chain structure is available. 
If the structure is not just a logical one and reflects real items, mark the Search for real items 
by links configuration checkbox. This setting can be changed later but unchecking this 
option after a structure was defined will cancel real items settings in all structure's 
configured links.  
Save the new structure. 
After saving, the Links tab will become available where you define the actual hierarchy. 
 
Links Tab 
This tab displays a table with the following data: 
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Ancestor – father template 
Descendent – son tamplate 
Link Type – Hierarchy or Logical 
Link Field – type of connection between fields as defined in the template. 
Root – for a tree define the root, in a chain there will be no root. 
Collector Field –  
Real Items – mark the checkbox when displaying real items. 
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Introduction 
 
The Internet module is used to search the catalog and catalog off-site. Searches in 
IDEA@ALM are performed by the advanced search engine dtSearch, which was customized 
for work with the IDEA@ALM databases. 
 
The standard search methods are Global, Simple and Complex. Searches may also be 
performed by running previous queries that were saved.  
 
 

Use one search string to search for one or more values in all of the 
system without filtering or selecting databanks. Use parts of 
words, operators and linguistic search functions. 

Global Search 

Use one search string to search for one or more values in a number 
of fields in selected databanks. Use parts of words, operators and 
linguistic search functions. 

Simple Search 

Use one or more search strings per field to search for one or more 
values in a number of fields in selected databanks. In addition to 
parts of words, operators and linguistic search functions for each 
field, use Boolean operators on all fields and determine the sorting 
order of the search results. 

Complex Search 

This is an SQL search that is run on the item’s main fields. It is 
mostly used by online catalogers. Contact the IDEA support team 
for more details. 

Basic Search 

Save queries for reuse. Queries saved at the system administrator 
level can be run by all users. Queries saved at the user level can be 
run only by the specific user. Available for all three search 
methods. 

Saved Queries 

 
 
The first part of this chapter provides an overview of the Internet module user interface. 
Next instructions are provided for logging into and out of the system, and user levels are 
explained. 
 
The Search Queries section explains how to define search queries for each search method. 
The Search Query Elements section gives in depth details about the elements of the search 
query, including operators, linguistic search functions, sorting, and other search capabilities. 
The section ends with a comparison of search functions. The next section deals with the 
display of the search results, including the search results list; displaying pictures; displaying 
and updating items from the search list; and printing. 
 
The My Card section explains how the client can keep track of loans and orders, extend 
loans, and change the password. This section includes the Basket subsection which presents 
instructions about managing the basket and ordering items. 
 
The Saved Search Queries section explains how to save queries and how to run saved 
queries. 
The final section presents instructions about cataloging in the Internet module, including the 
cataloging tools used in the module and adding, editing, deleting and printing items. 
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The User Interface 
The Internet module user interface is comprised of an upper banner, search toolbar, and the 
main screen which is divided into three parts: the main part which is used to define search 
queries, display results and perform other actions; the left side menu which includes 
Actions, Queries, Tabs, My Card and More Options; and the right side Results Related to 
menu, which is only active when search results are displayed. In addition, the Limit Your 
Search window is available on the right of the screen when defining Simple Search and 
Complex Search queries. 
 

 
 

Upper Banner 
 

 
 
The upper banner is used to log in and out of the system, determine the interface language 
and display the user name and to whom the system is registered.  
 

Search Toolbar 
The search toolbar is used to select the type of search query and to invoke the help file. 
 

 
 

Main Screen - Main Part 
This part of the screen is used to define search queries, display search results and catalog 
items. See the sections Defining the Search Query, Displaying the Search Results and 
Cataloging in the Internet below for complete details. 
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Left Side Menu 
The left side menu includes Actions, Queries, My Card, Tabs and additional options. The 
menu entries are context sensitive and depend on the action that is being performed in the 
main menu and the user’s access permissions. 
 
Note: The menu entries on the left side menu are determined in Maintenance / Internet 
Menus Definition. See the Maintenance chapter for more details. 
 

Right Side Menu 
The right side menu is active when search results are displayed in the Records View and the 
Table View. It includes the Results Related to list which includes all the subjects that are 
linked to items in the search results and the Additional Subjects list which includes all the 
subjects that include the search value. All the items related to a subject can be displayed by 
selecting the subject. 
  

Limit Your Search Window 
The Limit Your Search window is active in the Simple Search and in the Complex Search. It is 
used to define the language of the items that will be returned in the search query and 
determine the databanks that will be searched. In the Complex Search it is also used to 
define the sort order of the search results and determine the Boolean operator that will be 
used on the search terms. 
 

Logging In 
Select Login from the upper banner. The login window will be displayed. Enter a user name 
and password and select Login. The user name will be displayed on the upper banner and 
the Login command will be replaced by the Logout command. 
 
Additional entries, such as Actions and My Card, will be displayed on the left part of the 
screen, according to the user’s access permissions. 
 
There are various user levels, and the options and permissions available at each level, such 
as saving queries and cataloging items, depend on the system settings. 
 
Note: It is also possible to use the Internet module as an anonymous user, that is, without 
logging in.  
 

Logging Out 
Select Logout from the upper banner. The user name will no longer be displayed on the 
upper banner and the Logout command will be replaced by the Login command. In addition, 
the entries on the left part of the screen will change, and only the Queries menu will be 
displayed. 
 

Search Queries 
 
There are three major types of search queries: Global Search, Simple Search and Complex 
Search. This section provides detailed instructions for each type.  
 

Global Search 
The Global Search performs a free search on all of the system without filtering or selecting 
databanks. This is a fast search method but not precise, since it retrieves all the instances of 
the word in all contexts. 
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Search For 
Enter the search string in the Search For field. See The Search String section below for 
details about defining search strings. 
 
Search Option  
Select the linguistic function from the Search Option drop down menu. Linguistic search 
functions are used to search for words that are linguistically related to the word in the 
search string. This saves needing to manually enter all the possible forms of the word that is 
being searched. See the Linguistic Search Functions section below for an explanation of the 
various options. 
 
Select Search.  The search results will be displayed. 
 
Note: Select Clear in order to empty the Search For field and restore the default value in the 
Search Option drop down menu without running a query. 

Simple Search 
The Simple Search performs a filtered search on selected databanks. One search string is 
used for selected fields. 
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Search Profile 
Select the search profile from the Search Profile drop down menu. The search profile 
determines the fields that will be available for searching in the Fields to Search section, and 
the default databanks that will be marked in the Databanks to Search checkboxes in the 
Limit Your Search window.  
 
Notes:  

1. Profile definitions are determined in Maintenance / Databanks on the Net / <select 
databank>. See the Maintenance chapter for complete details. 

2. The available databanks also depend on the user’s access permissions.  
 

Search For 
Enter the search string in the Search For field. See The Search String section below for 
details about defining search strings. 
 
Search Option  
Select the linguistic function from the Search Option drop down menu. Linguistic search 
functions are used to search for words that are linguistically related to the word in the 
search string. This saves needing to manually enter all the possible forms of the word that is 
being searched. See the Linguistic Search Functions section below for an explanation of the 
various options. 
 
Fields to Search  
Mark the checkboxes of the fields to be searched. When the Global Search checkbox is 
marked, all the fields are searched. 
 
Note: The fields to be searched are different for different profiles. The fields are determined 
in Maintenance / Databanks on the net / <select profile name> / Textual tab. 
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Content Language 
Select the desired content language from the Content Language drop down menu in the 
Limit Your Search window. 
 
Databanks to Search 
Mark the checkboxes of the databanks to be searched, in the Limit Your Search window. 
 
Note: The available databanks are determined according to the user’s access permissions 
defined in Maintenance / Security Groups, and the setting of the Allow Search in Internet 
checkbox in Maintenance / Databanks on the Net / <select databank> / General tab. See 
the Maintenance chapter for more details. 
 
Select Search.  The search results will be displayed. 
 
Note: Select Clear in order to empty the Search For field and restore the default values to 
the Search Option drop down menu, the Fields to Search checkboxes and the Limit Your 
Search window, without running a query. 
 

Complex Search 
The Complex Search performs a filtered search on selected databanks. A separate search 
string and linguistic function are used for each field defined in the search. Boolean operators 
are applied to all the fields searched, and the sorting order of the results list is determined.  
 

 
 
Search Profile 
Select the search profile from the Search Profile drop down menu. The search profile 
determines the fields that will be available for searching in the Fields to Search section, and 
the default databanks that will be marked in the Databanks to Search checkboxes in the 
Limit Your Search window.  
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Notes:  
1. Profile definitions are determined in Maintenance / Databanks on the Net / <select 

databank>. See the Maintenance chapter for complete details. 

2. The available databanks also depend on the user’s access permissions.  
 
Search For 
For each field that will be used in the query, enter the search string in the box and select the 
linguistic function from the drop down menu. See The Search String section and the 
Linguistic Search Functions section below for more details. 
 
Select More Fields to display additional fields that can be searched. 
 
In some fields, such as Template and Multimedia Type, the search value is selected from a 

searchable list by selecting the magnifying glass icon  next to the field. 
 

In date fields, type in the date or select the Calendar icon  and choose the date from the 
calendar. 
  
Content Language 
Select the desired content language from the Content Language drop down menu in the 
Limit Your Search window. 
 
Sort Options 
Determine whether the search order will be according to relevancy or according to a specific 
field. The default option for sorting the search results is Relevancy, which is the fastest 
sorting criterion. To sort by a field, select the field from the Sort Options drop down menu in 
the Limit Your Search window. The definition of the fields included in the Sort Options 
menu takes place before setting up the word index.   
 
The sorting time depends on the number of items returned, and is usually negligible when 
this number is not large. 
Notes:  

1. The search results list can be sorted using the Sorted By drop down menu. The 
Complex Search is the only search method in which the sort order can also be 
determined before the search results list is produced. 

2. The fields that are listed in the Sort Options and Sorted By menus  are determined 
using Maintenance / Creating Textual Index / Build Index tab / Sort Fields button. 

 
Boolean Terms 
Select the Boolean term that will be applied to all the fields searched. The available options 
are And, Or and Not. 
 
Databanks to Search 
Mark the checkboxes of the databanks to be searched, in the Limit Your Search window. 
 
Note: The available databanks are determined according to the user’s access permissions 
defined in Maintenance / Security Groups, and the setting of the Allow Search in Internet 
checkbox in Maintenance / Databanks on the Net / <select databank> / General tab. See 
the Maintenance chapter for more details. 
 
Select Search.  The search results will be displayed. 
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Note: Select Clear in order to empty the Search For fields, and restore the default values to 
all parameters without running a query. 
 

Search Query Elements 
 

The Search String 
The search string is the value or values that are entered in the Search For field. For example: 
computer* and (communication or Internet). The search string can contain whole words or 
parts of words, and operators. 

 
Operators 
The search string may contain operators such as or, and, not, and with. Writing the queries 
is similar to spoken language. The operators are written in the interface language, and the 
bracketing elements used are ordinary parentheses. 
 
or 
This is a Boolean operator. The result will contain all the items that include the search field’s 
first value or the search field’s second value. Example: A or B. 
 
and 
This is a Boolean operator. The result will contain all the items that include both the search 
field’s first value and the search field’s second value. Example: A and B. 
 
not 
This is a unary operator, meaning that it operates on one value only, the one immediately 
following. The result will contain all the items that do not include the value. Example: not A. 
 
and not 
This is a Boolean operator. It operates on the preceding and following values, and is a 
combination of and with not. The operators are used as in English: A and not B. 
 
or not 
This is a Boolean operator. It operates on the preceding and following values, and is a 
combination of or with not. The operators are used as in English: A or not B. 
 
pre, pre/n  
This is a proximity operator that defines the maximum distance between the two words that 
are being searched. pre generates results in which the first word occurs before the second. If 
no distance is defined the distance used is one word. For example, A pre B finds A B.  A 
pre/2 B finds A C B and A B, but not B A or A C D B.  
 
with, with/n 
This is a proximity operator that defines the maximum distance between the two words that 
are being searched. with contains pre, but also generates results where the first word is 
after the second, provided they are within the specified distance. If no distance is defined 
the distance used is one word. For example, A with B finds A B and B A.  A with/2 B finds A C 
B, A B, B C A and B A but not A C D B or B C D A. 
 
~~ 
This is a range operator, which conducts the search over a range of values. For example, to 
find the items numbered 1 to 9, search for 1~~9 (the 1 is written first, even in languages that 
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are written from right to left).  The words must be written continuously, without spaces.  
Caution: an excessively wide search may take a long time! 
 
? 
This is a wildcard operator that replaces one character (excluding 0). For example, far will 
return far, fir, fur, etc. The wildcard may be placed anywhere in a word. However, words 
that start with a wildcard lead to a very slow search.  It is advisable to avoid such searches, 
and use linguistic functions instead.   
 
* 
This is a wildcard operator that replaces one character or more (excluding 0). For example, 
f*r will return far, fir, fur, four, father, etc. The wildcard may be placed anywhere in a word. 
However, words that start with a wildcard lead to a very slow search.  It is advisable to avoid 
such searches, and use linguistic functions instead.   
 
Note: When searching for words that are also operators, such as not, the word or the 
sentence must be delimited with quotation marks. For example: to find an item containing 
the sentence One but not two, search as follows: One but “not” two, or “One but not two”. 
Searching without quotation marks would not have found the item, since the word not 
would have been identified as an operator, and logically the item would not have fulfilled 
the query. 
 
Phrases 
As long as an operator was not written between two consecutive words, they are regarded 
as a phrase, and the only items returned would be those that contain them in the order in 
which they were written. In other words, searching for A B C will find items containing the 
phrase A B C, but not those that contain A, B and C separately. 
 
It is not possible to search for characters that are not the following: letters, numbers, _, @. 
All other characters, except for the operators described above (“~~ () * ?), are regarded as 
spaces. For example, U.S.A will be regarded as U S A). 
 
Single and double quotes are removed completely when written in the middle of a word. 
For example it's is converted automatically to its during indexation. 
 
Noise words 
The dtSearch search engine defines certain words as noise words. These words are not 
indexed. They are removed from the search string and are regarded as spaces. Therefore, 
they cannot be searched for separately. The noise words are: 
 

about each into over they will 

after even its said this with 

also for just same those would 

and from like she through you 

another further made should thus your  

any furthermore many since to  

are get might some too  

because got more still under  

been had moreover such very  

before has most take was  

being have much than way  

between her must that well  
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but here never the were  

came him not their what  

can himself now them when  

cdata how only then where  

come however or there which  

could I our therefore while  

did indeed out these who  

 
Noise words can be indexed as regular words using the Maintenance section’s Creating 
Textual Index option. This option opens the Create dtSearch Index window. Select the More 
Options button, enter your key, mark the Index Noise Words checkbox and select OK. The 
change will only take affect the next time you run a full index build.  
 
It is recommended to consult IDEA@ALM support before making any changes to the 
indexing process and definitions. 

 
Linguistic Search Functions 
Linguistic search functions are used to search for words that are linguistically related to the 
word in the search string. This saves needing to manually enter all the possible forms of the 
word that is being searched.  
 
In the Global Search and Single Search, select the linguistic function from the Search Option 
drop down menu. In the Complex Search, select the linguistic function for each search field, 
using the drop down menu to the left of the field. 
 
The available linguistic search functions are: 
 
Literal 
This is the most basic function, with no search extension. It returns the items whose search 
value appears in the search field, whether as a single word or as a word within a string.  For 
example, searching for the word Museum also returns Museum of Glass History or Public 
Museum. Search time: normal. 
 
Exact 
The search returns only the items whose value in the searched field is identical to the search 
value. For example, searching for the word Museum in the subject field returns only the 
items whose subject is Museum, and not those whose subject is Museum of Modern Art. 
Similarly, searching for Archive will not return City Archive. Search time: normal. 
 
Note:  When using the Exact function, it is not possible to use operators within the function 
(other than wildcards). In other words, searching for one or two will not return one or two, 
but only the complete term one or two.   
 
Begins With 
The search returns only items that begin with the exact search value. For example, searching 
for Museum returns Museum of Modern Art, but not Modern Art Museum. Search time: 
normal. 
 
Notes:  

1. Similarly to the Exact function, it is not possible to use operators within the function 
(other than wildcards).  
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2. The function searches for whole words, unless a wildcard was used. In other words, 
searching for head will not return header, since these are different words.   

3. This function can be used to return all the items in which there is any value in the 
required field, by searching for * only (this is the only function that allows such a 
search).  Caution!  An excessively wide search may take a long time! 

 
Etymological Root 
The search returns all the words that have the same lexical stem as the search value, in all 
the possible inflections (a lexical stem is a combination of a root and a construction: 
uniform and unified do not have the same lexical stem, but loyal and disloyalty do). The 
function is the main substitute for searches that contain the asterisk wildcard at the start 
of a word or at its end.  Search time: normal. 
 
Synonyms 
The search returns all the synonyms of the search values, using the dictionary that was set 
up in the database and defined for the required field.  Search time: normal. 
 
Phonetic 
The function searches by the conventional soundex algorithm, which returns all the similar-
sounding words, sometimes a very large number. The search time may be long. 
 
Note: An excessively wide search may take a long time! 
 
Fuzzy 
The search returns all the words that differ from the search value by one letter only, in any 
position.  For example, searching for well returns wall, weld, and weal, but not walls (where 
the number of letters is different).  The function is designed to overcome typing errors, or 
errors in retrieving texts from scanned documents (OCR), and is not recommended for 
regular use for other purposes on sites where there is a large database. Search time: long.   
 
Note: An excessively wide search may take a long time! 
 

Linguistic Search Function Comparison 
 

Function 
Sample 
search 

Finds And not 
No. of results 
(compared with 
Literal) 

Search time 

Exact Museum Museum 
Public 
Museum 

Smaller Normal 

Starts With Archive 
Archive and 
Museum 

City 
Archive 

Smaller 
Slightly longer 
than normal 

Literal Uniform 
Large and 
uniform 

Uniformity - Normal 

Etymological 
Root 
 

Uniform uniformity 
Unified Larger 

Normal (for the 
number of 
replies) 

Sleep Slept 

Synonyms Dog Hound 
Dig, 
Hounded 

Larger 
Normal (for the 
number of 
replies) 

Phonetic  Turkey Thrace  Larger Long in English 

Fuzzy Button Buttom, Buttons Larger Long, 
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Buthon, 
But3on 

sometimes 
very long 

* 
123*___ 54321 3543 Larger Long 

*123___ 4432143543 5434 Larger Very long 

Other Search Capabilities 
 
The following search capabilities are available in the Simple Search and Complex Search. 
 

Global Search 
A search for one search value on all fields can be combined with searches for other values in 
specific fields. The Global Search field is used to search all fields. The global search is filtered 
by the databanks list. 
 
All the linguistic functions, except Exact and Starts With can be used. The search time is 
normal, although the number of results may be relatively large. 
 

Searching Attached Documents 
This option appears in the search window as the search field Accomp. Material. The search 
is performed on the documents linked to IDEA@ALM items, and returns the relevant items. 
The search is performed on most commonly used document types. 
 
It is not possible to use the linguistic functions Exact, Starts With, and Synonyms. The search 
time depends on the number of relevant documents, and may be long.   
 
This search capability is not available as a default option, and can be obtained for an 
additional charge. 
 

Searching By Period 
If the Periods tab was defined in the item template, the search returns all items where some 
overlap is found between the range of years defined in the search value and the range of 
years defined in the item. 
 

Displaying the Search Results 
 

The Search Results List 
Once the search query has been defined and the Search button is selected, the search is 
performed and the search results list is displayed in the main window. The search terms are 
highlighted in each item. 
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The Search results list is a list in every respect. It can be browsed and sorted. Items can be 
selected from the list for display or for editing (when logged in with a user that has 
cataloging permissions). 
 
The right side menu is active when search results are displayed in the records view and the 
table view. It includes the Results Related to list which includes all the subjects that are 
linked to items in the search results and the Additional Subjects list which includes all the 
subjects that include the search value. All the items related to a subject can be displayed by 
selecting the subject.  
 

Browsing the List 
The search results are displayed in pages. The page numbers and the numbers of the items 
on the current page are displayed above the search results list. Select a page number to 
browse through the list.  Use the scroll bar to scroll up and down the page.  
 
Note: The number of records that will be displayed in a page is determined for each  profile 
in Maintenance / Databanks on the Net / <select databank> / General tab / Batch Size 
Display in Search Results. 
 

Sorting the List 
The sorting order of the search results list can be changed after the search results are 
displayed. Select an option from the Sorted By drop down menu. The list can be sorted by 
relevancy or according to a specific field.  
 
Note: The fields that are listed in the Sorted By menu are determined using Maintenance / 
Creating Textual Index / Build Index tab / Sort Fields button. 
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Determining the Display Style 

The Search results list can be displayed in Records View , Album View , or Table 

View . Records View displays the item details next to the item’s image. Album View only 
displays the item’s title and image. Table View displays the item details in table format. Each 
row in the table includes details about one item. Select the view from the View Options that 
are on the bar at the top of the results list.   
 
Note: The display format of the Search results list can vary, depending on the databank. See 
the Maintenance chapter for complete details about determining the display format.  
 

Displaying an Item 
To display an item from the Search results list, click on the item’s title or thumbnail. The 
item’s details will be displayed.  
 
The search terms are highlighted in all fields in which they appear. 
 

 
 
When an image is attached to the item the image will be displayed on the right. Select the 

Magnifying Glass icon  to view the full-sized image. 
 
Select More Fields to display additional details about the item.  
 
The item details may include lists of links. Related Materials are multimedia links that are 
linked to the item. Select a link to view the multimedia object. Subjects are links to all the 
subjects that are linked to the item. Select a subject link to view all the items that are linked 
to the subject. 
 
Notes:  
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1. The initial item fields that are displayed are defined in the template’s Search Display 
tab. See the Maintenance chapter for complete details.  

2. The additional fields that are displayed by selecting More Fields are determined by 
the dw for Info field in Maintenance / Databanks on the Net / <select databank> 
General. 

 
Viewing an Exhibition 

When an item is defined as an exhibition and has attached exhibits, the exhibition icon  
will be displayed as the item thumbnail in the search results list and next to the item’s 
Related Materials links in the item display, and the exhibits can be viewed.  
 
Select the exhibition from the Related Materials links. The iExhibitor application will be 
opened in a separate window. The exhibits will be displayed in the main window, and 
thumbnails and additional links will be displayed on the side. Browse through the exhibit by 
selecting the arrows, or select a thumbnail to view a specific item. 
 

Items that include additional information have an Information icon  above them. Select 

the Information icon  to view the additional information. 
 

Printing the Search Results 
The search results list can be printed. The items will be printed with all the fields that are 
displayed in the results list. 
 
Select the Print option from the More Options menu on the left. The results list will be 
displayed in a new window. Select Print. The Print window will be displayed. Select Print. 
The search results will be printed. 
 

My Card 
The My Card options enable the user to view personal details and circulation activities; 
renew loaned items; change the password; and order items. The client card is comprised of 
five tabs: Personal Details, Loans, Loans History, Requests, and Password. 
 

Personal Details 
The Personal Details tab displays the client’s details, such as name, address, e-mail address 
and registration date. 
 
Note: Personal details are also displayed in the client notebook and the circulation 
notebook. 
 

Loans 
The Loans tab is used to display the list of items that are currently loaned to the client and 

renew loans. Overdue loans are indicated by the Overdue Loan icon  on the right, 

whereas loans that are not due yet are indicated by the Loan icon  on the right. 
 

Renewing a Loan 
Select the Extension link to the left of the item. If the item is renewable, the Due Date will 
be updated and the message “Loan extension completed successfully” will be displayed in 
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the orange bar above the list of loans. If the item was overdue, the Overdue Loan icon  

on the right will be replaced by the Loan icon . If the item is not renewable a message will 
be displayed in the orange bar above the list of loans, and the due date will not be changed. 
 
Notes:  

1. The Loans tab is also displayed in the client notebook and the circulation notebook. 

 

Loans History 
The Loans History tab displays information about items that were loaned by the client and 
have been returned.  
 
Note: The History tab is also displayed in the client notebook and the circulation notebook. 
 

Requests 
The Requests tab lists the client’s orders (both pending orders, and orders that were already 
filled). The orders may have been placed by the client through the basket, or by a staff 
member through the circulation notebook. 
 
Note: Requests are also displayed in the client notebook, the circulation notebook and in 
Circulation / Waiting List. 
  

Password 
The Password tab is used to change the client’s password. Fill in the fields and select 
Approve. 
 

Basket  
Items that are displayed in the search results list can be added to the user’s basket from the 
search results list, and then ordered from the basket. 
 
A basket icon is displayed next to each item in the Records View and the Tables View. Items 

that have already been added to the basket have an In Basket icon , and items that 

have not been added to the basket have a Basket icon .  
 

Adding an Item to the Basket 

Click on the Basket icon  next to an item to add the item to the basket. The Basket 

icon  will be changed to the In Basket icon and the item will be added to the 
basket. 
 

Viewing the Basket 
Select the Basket option from the My Card menu on the left. The basket will be displayed in 
the main window. The user’s name is displayed at the top of the window. For each item in 
the basket, the item’s number, template and basket are displayed. 
 

Ordering Items from the Basket 
To order items from the basket, mark the checkboxes of the items to be ordered and select 
the Order button at the bottom of the screen. Items that can be ordered will be added to 
the Requests tab in the client’s card, and a confirmation that the request has been 
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performed will be displayed in the basket under the ordered items. An error message will be 
displayed in the basket under items that cannot be ordered. 
 
Note: When an item is ordered from the basket, the item will be added to the Orders tab in 
the client notebook and to the Waiting List in the Circulation section. 
 

Removing Items from the Basket 
To remove items from the basket, mark the checkboxes of the items to be removed and 
select the Remove button at the bottom of the screen. The items will be removed from the 
basket. Removing items from the basket does not affect the items or the client elsewhere. 
 

Saved Search Queries 
 
It is useful to save the definitions of search queries that are run often, so that they can be 
run quickly and consistently. Queries are saved from the main window, when the search 
query is defined. Queries are run from the Queries menu on the left. Search queries can be 
defined at two levels. Personal Queries are defined and saved by users. The queries are only 
available to the specific user. General Queries are defined and saved by the system 
administrator, and are available to users. Logged in clients may run both private and general 
search queries. 
 

The Queries Menu 
The Queries menu is comprised of three entries: General Queries, Personal Queries and 
Recent Searches. Recent Searches displays the last ten search queries. The General Queries 
is the only entry that can be available at the anonymous user level. 
 

Running a Search Query 
Select one of the query options from the Queries menu. The list of queries will be displayed. 
Select one of the queries from the list. The search query will be run and the results will be 
displayed. 
 

Saving a Search Query 
Select one of the search query types from the Search bar and fill in the query details. Select 
the Save Query button next to the Search button. The Save Query screen will be displayed. 
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Enter the query name in the Query Name field and an optional note in the Note field. Select 
an option from the drop down list in the Expiration Date field. Enter the type of query in the 
Type field, whether it is a private query or a public qeury. Select Approve. The new query 
will be listed in the Personal Queries list. 
 

 
 

The expiration date may be changed by selecting the Scheduling icon  and changing the 
value of the Expiration Date field. 

Deleting a Personal Search Query 

Select Personal Queries from the Queries menu. Select the Delete icon  of the query to 
be deleted. A prompt will be displayed, verifying that the query should be deleted. Select 
Yes. 
 

A. Editing saved queries, displayed on the Web and in the Windows interface. 

In the new 8.2 version you may edit queries that were saved both in the Web and in 

the Windows interface, as well as creating them regardless of where they have been 

saved, and displaying them. 

a. Saving queries in the Windows interface that will be displayed on the Web:  

When saving a query in the Windows interface, tag the checkbox 'Display on 

the Web' 

Note: You cannot undo the tagging of 'Display on IDEA Win' as this is only an 

informative checkbox. 
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B. The Saved Queries window: 

 

All queries are listed in the joint list and can be Private or General (see radio buttons on the 

left). There is an Indicator as to where the query has been saved (blue ball icon  indicates 

that it has been created the Internet) and its type: General = orange icon  (two people), 

private = blue symbol (one person). It also has a search type indicator and the expiration 

date (if the expiration date has passed it will be in red). 

1. Editing: 

You can edit a query only in the interface where it has been created. Therefore, when 

clicking a query that has been created on the web interface – it will activate it without 

displaying the editing window. 

1.1. You may save queries formed in the 'Extended Search'; however they will only be 

displayed in the Windows interface as this search does not exist in on the Web 

interface. 

1.2. Queries that have been saved on the Web in the 'Quick Search 'will only be 

displayed on the Web interface. 

1.3. If the saved query includes a particular field, that is later defined as inaccessible to a 

certain permission – an indication of it will pop up.   
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1.4. Fields that are non-searchable will not be displayed for editing and a note will be 

displayed stating that the user is not permitted to view certain fields. These fields 

continue to exist as part of the query. 

 

Cataloging in the Internet Module 
The Internet module has the same cataloging capabilities as the Windows Cataloging 
module, although the user interface is slightly different. As in the Cataloging module, the 
available functions depend on the user’s access permissions. New items are cataloged using 
the Add Item option in the Actions menu on the left. Existing items are edited using the 
Options drop down menu from the search results list. Both menus can be used for deleting 
and printing items.  
 
There are two major differences between cataloging in the Windows Cataloging module and 
cataloging with the Internet module. First, the tabs that are used might be different. Second, 
in the Windows application, operations are performed at the tab level, whereas in the 
Internet module operations are performed at the row level.  
 
For example, when adding a second author in the Windows application, a new line is 
inserted in the item notebook’s General tab (using the Insert Line icon); then the Author 
field is selected from the Fields List to determine that the new line will be an additional 
Author line; and then the additional Author details are entered. In the Internet module, the 

Options icon  next to the Authors line is selected, thus invoking an additional Author 
line; and then the additional Author details are entered. 
 
The first part of this section presents the various tools that are used for cataloging in the 
Internet module. The second part explains how to add, edit, delete and print items. See the 
Cataloging chapter for complete details about cataloging items.  
 

Cataloging Tools 
 

The Actions Menu 
The Actions menu on the left has the following options: Add Item, Recent Items, and Delete 
Item. The available options depend on the active main screen and the user’s access 
permissions. 
 
Add Item  
Select this option to catalog a new item. See the Adding a New Item section below. 
 
Delete Item 
This option is only active when an item is displayed for viewing and/or editing. See the 
Deleting an Item section below.  
 
Recent Items 
The Recent Items option displays, in the results list, items that have been added during a 
defined number of days. 
 
Note: The Recent Items option will display items that have been added or changed during 
the number of days defined in Maintenance / Configuration File / Databanks on the Net / 
Parameter 155 – Number of Days to Show Recently Added Items. 
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The Options Drop Down Menu  
The Options drop down menu, to the right of the item, is used to insert and delete fields and 
their content, and to display the translations of a field’s content. The available options are 
context sensitive and depend on the user access permissions. Invoke the menu by selecting 
the Options icon. 
 
Insert 
Insert an additional line of this field type. 
 
Delete 
Delete the content of the field.  
 
Note: If the content is deleted from an additional line that was manually inserted, the 
additional line will be deleted only after the item has been saved and closed.  
 
Translation 
Display the translations of the field’s content. 
 

The Magnifying Glass  
In fields that are drop down menus, the field content cannot be typed in. It must be selected 
from a list. Select the Magnifying Glass icon to display the available values, and click on a 
value to select. 
  
Note: The list that is displayed is a code table. Values can be added or edited (according to 

user access permissions) by selecting the Options icon  and selecting Add or Edit. If the 
Add option is not available, new values must be added using the Windows application. 
 

Expanding / Collapsing Collection Fields 
Collector fields will either be expanded or collapsed in the item card, depending on the 
system settings. Select the Plus sign on the left to expand the collector field and also display 
the collected fields, or the Minus sign to collapse the collected fields and display only the 
collector field. 
 

The Language Drop Down Menu 
For some tabs, such as General, Multimedia and Subjects, a language drop down menu will 
be displayed at the bottom left of the screen. Select a language to catalog the item fields’ 
content in that language.  
 

Adding a New Item 
Select the Add Item option from the Actions menu on the left. A new item card will be 
displayed. Fill in the details and select Save. As with cataloging in the Windows application, 
The General tab must be saved in order for the other tabs to become active. 

 
Editing an Item 

From the Search results list, select the Options icon  next to the item. Select Edit Item 
from the Options drop down menu. The item card will be opened for viewing and cataloging. 
Make the desired updates and select Save. Select Close to close the item card and return to 
the search screen. 
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See the Cataloging chapter for a complete explanation of item cataloging. 
 

Deleting an Item 
Items can be deleted from the search results list; from the item card (that is invoked by 

selecting the Options icon  next to the item and then selecting Edit Item from the 
Options drop down menu); or from the item display (that is invoked by clicking on the title 
of the item in the search results list). 
 

Deleting an Item from the Search Results List 

From the Search results list, select the Options icon  next to the item. Select Delete 
Item from the Options drop down menu.  A prompt will be displayed, verifying that the item 
should be deleted. Select OK. The item will be deleted. 
 

Deleting an Item from the Item Card 

From the Search results list, select the Options icon  next to the item. Select Edit Item 
from the Options drop down menu. The item card will be opened for viewing and cataloging.  
 
Select Delete Item from the Actions menu on the left. A prompt will be displayed, verifying 
that the item should be deleted. Select OK. The item will be deleted. 
 

Deleting an Item from the Item Display 
From the Search results list, click on the title of the item. The item details will be displayed 
for viewing. 
 
Select Delete Item from the Actions menu on the left. A prompt will be displayed, verifying 
that the item should be deleted. Select OK. The item will be deleted. 
 

Printing an Item 

From the Search results list, select the Options icon  next to the item. Select Print from 
the Options drop down menu. The item details will be displayed in a new window. Select 
Print. The Print window will be displayed. Select Print. The item details will be printed. 
 
 
 

Viewing and Writing a Review 
 
The access to viewing and writing reviews is through the item in the Web interface. Items 
that are enabled for reviewing have an Average Rank field, both in the search results list (as 
displayed below) and in the item record. The Average Rank field both displays the items’ 
ranking and serves as a link to the Reviews tab.  
 



  Administration Section 

Idea Information Systems  Page 78 of 79 User Manual, Version 8.2 

 
 
Select the Average Rank field.  
 
All reviews of the item that have been approved by an authorized staff user are displayed in 
the item’s Reviews tab. In the example below, there are two types of reviews, users review 
and expert review, displayed in the Users Review sub-tab and the Expert Review sub-tab 
respectively. The number of review sub-tabs depends on the number of different types of 
review fields defined in the template. 
 

 
 

 
Writing a Review 
 
When the user is logged in and authorized to write reviews, the Add a Review button will be 
displayed to the right of the Reviews tab. Select the Add a Review button. The reviews 
window will be displayed.  
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Enter the review title and content in the Users Review (or Expert Review when writing an 
expert review) and Contents field respectively. Note that these two fields are marked with a 
red asterisk and are mandatory. Enter an optional rank in the Rank field. Select Save to save 
and submit the review.  
 
Select Undo in order to clear the fields.  
 
Select Close to close the Reviews tab without submitting a review. 
 
The review will be added to the Reviews list, accessible through Administration / Reviews.. 
It will only be displayed for other users after it is approved by an authorized staff user as 
explained above.  
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