FAQ No: 14

Version 5.xx 

Revised: 02/02/2001
Importation of student data from CASES

Prerequisites

1. Must have Patron data in CASES format on a floppy disk

2. Do a quick Backup to the Hard Disk Drive – see FAQ

3. Know how to do a Global Change – see FAQ
Process

A. Export XE "Export"  from CASES to a floppy disk

As at 8/2/1999, you can export a list of current students, their grade and group from CASES using

From the MAIN MENU:

1. Option 7: Census Reporting at end of year

2. Option 9: Electronic Transfer to Other Application

3. Option 5: Other System

Note: Option 6: Library Patron Data Download is faulty (not providing correspondence addresses) and should not be used

Name the file: library.txt on the floppy diskette.

Accept all defaults. When export is complete DO NOT remove the floppy but first exit back to the main menu. Unfortunately, CASES does not write the data to the floppy until after you exit from the export screen. When the floppy disk light goes off remove the floppy. Export from CASES is complete.

Check that you have created a file called Library.txt on your A:\ drive.  If not then rename the file to Library.txt
B. Import XE "Import"  from the floppy into BiblioTECH
This operation is best done on the server and at a time when no other users are using BiblioTECH.

1.  Create a backup of your Bibliotech data using Bibliotech backup program.

2.  Create a temporary group (e.g. DEP) for all the students that have departed the school.  Using the Group Editor move all the students who have departed (ie. Year 12 or Grade 6) into the DEP group.  These students can now be deleted in the group editor.  Any students who have outstanding loans have to have their loan items returned as missing in the circulation module before they can be deleted.

3.  Using the Patrons Editor, globally change all student postcodes (Address3) to an asterisk.  (This will make it easier to identify students that haven’t been updated by the CASES import).  DO NOT change Staff, Libraries, etc. Only make this change to student records.  To make this change use: view by group, then select all students using: Select range start / Select range end and set field value: Address3 to New Value = *
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4. Use the Patrons Editor Module menu: File \ Import Patrons From CASES…
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Step 1. Specify Source File
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Navigate to the CASES file called library.txt by clicking on the [Browse…] button and selecting the folder the library.txt file is in. Alternately, type the full path and file-name. Once BiblioTECH recognises a valid CASES file it automatically reads the first record and displays it:

Step 2: Read CASES File

Note: If you have converted your student data from a different Administration package, you will need to check your field mapping.

If you have collected your data from the CASES report, (as outlined in part A of this FAQ) then you can accept the default settings. The default settings will replace the surname, given names, home group, parent details, correspondence address and phone and year level details with the information from CASES.   

NOTE: If you use the CASES Number as your patron barcode then you will have to perform this import twice – Once to import CASES ID Number as Local ID and the next time to import CASES ID Number as barcode
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Select the [Read CASES File] button when you are ready. BiblioTECH will automatically switch to Step 3 when it is finished (this will probably take a minute or so).

Step 3: Automatic Patron Matching

If you have no students currently in your system and you just want to add them all in you can skip Steps 3 and 4: in this case (most commonly you are computerising a previously un-computerised Library) just click on the Step 5 [Import] XE "Import"  tab and read the Step 5 instructions below.

If you have entered your student's CASES numbers into the LocalID field manually or done a previous CASES import then patron matching is easy and quick.

NOTE: The students in the school are entered into the CASES administration system and into BiblioTECH. 90% or more will be spelt the same in both systems but quite a few probably will not be spelt identically or nicknames may have been used. The aim of this module is to update the existing patrons with new information from CASES. It is not practical to remove all students and then add then in fresh from CASES because many students have loans and history information linked to their BiblioTECH patron number. Thus, it is necessary to match the persons in CASES to the patrons in BiblioTECH. This is what Steps 3 and 4 do.

Step 3 uses automatic matching; Step 4 uses manual matching for those persons BiblioTECH could not reliably match. To match reliably involves being certain that the CASES entry and the BiblioTECH entry are the same. BiblioTECH can match using several different methods.
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Recommendation: use Match using CASES number found in LocalID field then… Match using the first 3 letters of the Surname and Given Name (if unique). This gives the best automatic matching and is safe.

Step 4: Manual Patron Matching

First, click on the [Show Suggestions] checkbox and clear the [Skip groups with first letter of] Text Entry Box.
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The Data is in the lower half of the screen with the CASES patrons on the left and the BiblioTECH patrons on the right. Those CASES patrons as yet unmatched are in yellow. Your aim is to match all CASES patrons to BiblioTECH patrons unless they are new students.

To move to the next unmatched CASES patron click on the [>] button. To find a matching BiblioTECH patron you can scroll up and down or look at the suggestions offered by BiblioTECH. If you find the patron pointed at in the left (CASES side) then click on them in the right (BiblioTECH) side then click on the [Match] button. To move to the next unmatched CASES patron click on the [>] button.

When you are finished move on to Step 5: click on the Step 5 [Import[ tab.

Step 5: Import XE "Import" 
All the hard work is done. Now just select what type of import you want:

1.You can modify existing patrons only (ignoring any CASES students that were not matched)

2.You can add new patrons only (ignoring any CASES students that were matched)

3.You can add new patrons and update existing patrons

BiblioTECH lets you choose one option and then another option. That is, if you add new patrons only by clicking on the second option then selecting the [Import] button, once BiblioTECH finishes you can immediately select option 1 and modify existing patrons.

In general, you will select the third option.
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Once you are finished, use the menu: Return To Patrons Editor, to quit the CASES import module.
4.  In the Patrons Editor place the Address3 Column between the Group and Grade columns (see below)
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5.  Every patron with an asterisk in the Address3 field was not found in the CASES data file and was not updated during the import.  All these patrons must be manually reviewed and edited, because they may have left the school or the CASES import has entered them as a new patron and now they appear twice under slightly different names.

