= KLAS QuickTip

Readership & Circulation Report

Process overview

The Readership & Circulation Report is specifically built to pull together all the information you
need to pass on to NLS, making the reporting process as quick and painless as possible.

Some of the information the report calls on can change as you continue your work. To get the
most accurate numbers possible, run it after completing all of your work on September 30 and
before starting any work on October 1. Because of this, it is best to set the report to run
through the Batch Manager.

Procedure

1. Inthe Patron Module, open the Readership & Circulation Report from the Reports >
Statistics menu.
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2. Enter the date range and other parameters as desired.
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3. Inthe Output Parameters section, select Email and enter the desired address, then click

RuUN As BATCH JoB. The Batch Schedule window will open.

Dutput Parameters
() Preview
(®) Email

Faormat: | KLAS Default e

Email Address | atyiklas, con

Run Fun Az Batch Job Cancel

4. Leave the Frequency at “One Time,” set the time to 15 minutes before your staff starts

working, and the date to October 1 of the current year. Click OK.

Output Parameters
() Preview
(®) E mail

Farmat: | KLAS Default W

Emal &ddress katyiEklaz. conl

Fiun Fiun &z Batch Job Cancel

5. The report window will remain open, but the Readership & Circulation Report is

scheduled and will run at the specified date and time.

If you want to check on it, you can open the Batch Manager from the View >
Administration menu.

&, Batch Manager — >
File
€ 4

Frequency: | Any w Created by: | klaz | &y Filter

Run state; | Ay | Run as library: w Fesat
Job Started Finizhed Status ~
PIMMS Sunc Machine 06/20/2018 09:54:10.670 06/20/2018 09:54:37 597 Finizhed.
PIMMS Sunc Machine 06/20/2018 09:55:07 665 06/20/2018 09:55:09.050 Finizhed.

FIMMS Sync Repair Agency  06/22/201817:07:15.533
PIMMMS Sunc Repair Agency |06/22/201811:07:48.229
FIkM5 Sunc Machine 0B/22/201812:22:23 223
HD Titles - Request: Report | 07/24/2018 15:34:53.634

06/22/201811:07:18.135
0E/22/201811:07:43.140
0E/22/201812:22:60.340
07/24/2018 15:40:16.269

Resdership and CiculationRe |

Job: | Readership and Circulation Repart

Status: |Queued at 09/18/2078 14:44:44 435-04:00

Created: |09/12/2018 14-44 |
Created By: |klas |ﬂ

Schedule: | One time at 2018-10-001 03:00

Run As User: |klas
Run Az Library: | KLTA A KLTA
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Finizhed.
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Show Results

| Set Schedule

8 14:44:44 485-04: 003
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