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Navigating KLAS
Overview
This session will introduce the basics of KLAS for new users, or those looking to fill in a few gaps in their foundation. Topics include standard toolbar functions, using browse tables, and comments.
Resources
In the Reader Advisor Manual, see the chapters:
· 1 – Logging into KLAS
· 2.1 – Finding a Patron
· 6.1 – The Toolbar
· 6.2 – Browse Tables
Guided Practice
These questions are intended to help you explore the KLAS training database. If you have trouble with any of the questions, see the following answer key and follow up with your supervisor or Keystone Customer Support if you still have questions.
1. How can you tell whether you are logged into the Training database or Live?
Answer: 	
2. Is your login the same for both databases?
Answer: 	
3. Open the Patron module (remember to be patient while it loads completely). 
Which patron’s record is open?
Answer: 	
4. How can you switch to a different patron record?
Answer: 	
5. Go to the record for one of your library’s frequent callers. Are there any Comments?
 Answer: 	
6. How can you review the full text of a Comment?
Answer: 	
7. How can you add a new Comment?
Answer: 	
Give it a try! Don’t forget to Save when you are done.
8. Can you change the Comment after Saving it?
Answer: 	
9. Try editing the Comment, but close the Comments window before Saving. What happens?
Answer: 	
(If you got a pop-up, go ahead and pick either Yes or No to continue.)
10. Back in the Patron module, go to the Items tab (Alt-6). Where are the Filters located?
Answer: 	
11. Select any Status, then use the Filter button. How did the screen change?
Answer: 	
(If no items are displayed, change the Filter or Find a new patron.)
12. Click any of the Column headings, then click it again. What happened?
Answer: 	
13. Use the Export to Excel function. How did you get to it?
Answer: 	
14. Enter a Maximum of 10, then use the Visible Fields button. How does the output compare to the table in KLAS?
Answer: 	
Time to explore! In whichever Module you expect to use the most (such as Patron for an LBPD Reader Advisor, or Materials Requests for an IRC user), browse through each of the Tabs. Notice which screens have Filters, and what Toolbar functions are available. 
So long as you are in the Training module, you can try out any of the functions to see what they do!
Answer Key
1. Look for [Training] in the Library field of the KLAS Desktop.
2. Almost the same, but your log-in name for the Training database will start with “tr_”.
3. The module will always open to the last record you were on, or if it can’t find that, to the first record in the database. The next time you open the database, take another look and compare it to what you saw this time. 
4. Use Find—open it with either the binoculars icon in the top toolbar or Ctrl-f.
5. Take a look at the browse in the header (the top right corner of the window). Any comments will be listed with the Note Type, Comments Subject, and Last Modified Date.
6. Any of these options:
· Double-click (or Select and Enter) any Comment in the browse.
· Use the Comments button (speech bubble icon or “Comment” text) in the top toolbar.
· Use the Functions menu to select Comments…
· Press F3.
7. Once you do any of the above to open the Comments window, use the Add New Record button in the bottom toolbar or press Ctrl-n.
Save the new comment using the Save Record button in the bottom toolbar or press Ctrl-s.
8. Yes—use the Modify Record button or Ctrl-o to “open” the record for edits.
9. A pop-up will ask if you want to save your changes, with an option for Yes or No, or to Cancel and go back to the screen to keep editing. 
If you just change tabs rather than closing the screen, there’s no pop-up, so make sure to get in the habit of always saving your work! Ctrl-s makes it quick and easy.
10. The filters are just before the browse table, on the left side of the screen. Some screens may be laid out differently, but filters will usually be in this location.
11. The main browse table on the screen will now only show items in the selected Status.
12. KLAS will sort the displayed rows by that column, then reverse the sort order. 
13. Any of these:
· The Export to Excel button on the right half of the bottom toolbar.
· Use the Functions menu to select Export…
· Press Alt-Ctrl-X.
14. The first 10 lines of the table will be opened in Excel, in the same sort order as in KLAS, with the same columns that are displayed in KLAS.
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