Cheat sheet for creating lists in Aleph 16.2

1. In Acquisitions, click on the File Folder icon, which is labeled Order Search. Move to
the upper right pane and open the drop down box to pick the search index desired.
Double click to enter the desired search.
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2. Place the cursor anywhere in the header strip and right click. This will open a drop
down box of headings. Choose the desired headings by checking or unchecking the
various headings. Click OK to close the box.
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3. The cursor will be in the Enter Starting Point field. Type in the desired search
detail such as a budget number, order number, title, etc. Hit Enter. Remember that the
search detail has to match the index being searched. For instance, searching a title won’t
work if the Index is set to budget!

The result will be a list displayed in the upper right pane. Keep in mind, no matter what
type of search is done, the list is always displayed in Aleph record number order whether
this is selected as a heading or not.
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4. To create a list, scroll down through the display until the last item desired on the
printed list is displayed. Highlight this selection by clicking on it.

Move the cursor to the printer icon in the very lowest right corner of the screen. It
is next to the orange X. Right click on the printer icon to reveal the printer settings.
Make sure the printer setting is set to Preview.
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7.

Press the F11 key. A print screen will pop up, revealing the selected list. Hit the
Print button at the bottom of this screen to immediately print the list. Or, right click in
the list to reveal a box that will allow exporting to Excel.
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