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Creating new Views/Sort XE "Sort"  Orders in the Materials Editor

Prerequisite

1. Shut down all BiblioTECH modules on all computers, except for the Search Module, which can remain operational.  

2. Make sure the search update module is not updating.

Process

1. From the Task bar click   Start / Programs / BiblioTECH

2. Click on [Materials Editor] and after using a level 9 password, select [OK]

On the Pull Down Menu Bar click on [Options] and then [Edit Views]

Click on the check boxes for the field(s) by which you want to search

Click on [OK]

You may now search by that/those field(s)

If the field is not present then you can create a custom view (a User Defined Index)

· At the bottom of the Edit Views screen is a User Defined View

· Check the User Defined View checkbox

· Click on the down arrow of the first field, then select the field by which you want to search.

· Click on [OK]

The Custom View can consist of several fields, for example, the Shelf list is a view by Dewey then Author then Title.

