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Lines by Patron Role Report
[bookmark: _Toc210133391]Process overview
The Lines by Patron Role Report returns all of the Material Request lines that meet a flexible set of criteria for a given time frame, grouped by Patron Role. This report replaces the Students Served report previously run by Customer Support.
Use the provided Lines by Patron Role: Reference Worksheet to record which parameters you use for easy reference the next time you run the report. 
The sections below include Instructions followed by Examples.
[bookmark: _Ref213328301]Instructions
1. In the Material Requests module, use the Reports menu to select Lines by Patron Role. 
2. Set the parameters as desired. 
[image: Column 1 of the MatRequest Lines by Patron Role screen. Mat Request Type Multiselect list with Federal Quota Request selected. Cir Pattern combo-box set to IRC. Patron Role combo-box set to District. Reporting Period field with 2024-25 entered followed by a look-up button. Beg Mat Request ID field followed by a look-up button. End Mat Request ID field followed by a look-up button. Mat Request Status combo-box set to <any>.]
a. Mat Request Type – Leave this set to “all,” or select the specific type(s) to include.
b. Cir Pattern and Patron Role – Set the associated Cir Pattern first, then the role.
For example, selecting Cir Pattern: IRC and Patron Role: Student will return only those lines ordered for students, with the results grouped by student.
c. Reporting Period – Set this to limit results to a given school year, calendar year, or other reporting period. Leave blank for “all.”
d. Begin and End Mat Request ID – Set these to limit results to the specified MatReq range. Leave blank for “all.”
e. Mat Request Status - Leave this set to “any,” or select the specific Status to include.
[image: Second column. Mat Request Line Type multiselect set to ALL. This example database has no Line Types set so that is the only option. Med Code combo-box set to ALL. Last Action Code multiselect set to Shipped Emailed Order Complete, Shipped Completely, and Shipped Partially. Beg Last Action Date, End Last Action Date, Beg Last Ship Date, and End Last Ship Date fields are blank.]
f. Mat Request Line Type - Leave this set to “all,” or select specific type(s) to include.
g. Med Code - Leave this set to “all,” or select the specific Medium to include.
h. Last Action Code - Leave this set to “all,” or select specific Last Action(s) to include.
i. Beg and End Last Action Date - Set these to limit results by when the Last Action occurred. Leave blank for “all.”
j. Beg and End Last Ship Date - Set these to limit results by when the line items were last shipped. Leave blank for “all.”
3. Set the output controls to specify how much information to include about each line.
[image: The bottom section of the screen with Include In Output multiselect. Lowest Role PatronID and LastShipDate are selected, other options include Last ActionCode, Last Action Date, and the Line UserRefs. The list continues past what shows on screen. The Sub Types in Total multi-select only has ALL. The Detail or Summary combo-box is set to Detail.]
a. Include in Output – Select which columns to include in the report output. 
A default can be set for this field; contact Customer Support with your list of preferred default values.
b. SubTypes in Total – If you use Line SubTypes, select which to include in the Total Cost calculation.
c. Detail or Summary – Select whether to return all lines that meet your parameters, or only the summary Totals for those lines.
4. Use the Run button immediately run the report and return the results in a web browser.
OR, switch the Output radio button from Preview to Email, enter your address, and use Run as Batch Job to run the report at the specified date and time.
[bookmark: _Ref212194622]Examples
The following examples show how this report can be used for a few different purposes. Please remember that the options available in your system will vary depending on your local setup.
Example 1: Students Served summary by District
This example includeS only the Federal Quota Material Requests for the previous school year, and lines with a Last Action Code of “Shipped – Emailed Order Complete,” “Shipped Completely,” or “Shipped Partially.” Only the summary totals are returned, not individual lines. The Include in Output can be ignored, since that applies to the lines, not the summary.
These criteria could be used to report to the districts how many students were served, with what dollar value.
Parameters:
[image: Mat Request Type Multiselect list with Federal Quota Request selected. Cir Pattern combo-box set to IRC. Patron Role combo-box set to District. Reporting Period field with 2024-25. Last Action Code multiselect set to Shipped Emailed Order Complete, Shipped Completely, and Shipped Partially. Other parameters are blank. Include In Output multiselect has Lowest Role PatronID and LastShipDate selected, with others listed below. The Detail or Summary combo-box is set to Summary.] 
Output:
[image: Sample output. The columns are District ID, District Name, # Students, # Copies, # Titles, Sub Qty for blanktype, Total Sub Quantity, and Total Cost. ]
Example 2: Braille Production by Customer
This example includes only the Braille Services request lines Invoiced in the previous quarter. All lines will be listed in addition to the summary table, broken out by Customer.
These criteria could be used to track and report on Braille Production, including total pages produced (as tracked in the Sub Type and Sub Quantity).
Parameters:
[image: Example from a different database, so many of the options are different. Mat Request Type Multiselect list with Braille Services selected. Cir Pattern combo-box set to CR. Patron Role combo-box set to Customer. Last Action Code multiselect set to Invoiced. Beg Last Action Date is 07/01/2025, End Last Action Date is 09/30//2025. Other parameters are blank or set to All. Include In Output multiselect has Lowest Role PatronID, Line Type, Line Type Desc, and Last Action Date selected, with others listed below. The Detail or Summary combo-box is set to Detail.]
[image: ]
Include in output (continued): Quantity Shipped, ISBN, Sub Qty with Desc
Output:
[image: Sample output line detail table. Columns are Customer ID, Customer Name, Recipient ID, MatRequest ID, Line #, Line Type, Line Type Desc, Last Action Date, KLAS ID, Title, ISBN, Sub Qty, and Qty Shipped--as selected in the Include in Output parameter. Each section leads with a bold line with the Customer ID and Customer Name, and ends with a Totals section for that customer.]
[image: Sample output Summary table. Columns are Customer ID, Customer Name, # Recipients, # Copies, # Titles, Sub Qty for BNTNEW, Sub Qty for BNTOVR, and Total Sub Quantity. It ends with a Totals line. ]
LinesByPatron-2025.docx	11/06/25	Page 1
LinesByPatron-2025.docx	11/06/25	Page 2
image3.png
| District ID _District Name] #Students}# Copies| Tities] Sub Gty for blanktype[Total Sub Quantity| Total Cost

030201000 2 8.00 0 0 $9,478.00
070204000 27 206.00 112 0 0 $25,824.50
070211000 5 21.00 14 0 0 $8,794.00
070241000 38 105.00 64 0 0$14,607.30
070248000 17 128.00 93 0 0$13,626.90
070260000 18 90.00 40 0 0 $17,008.00
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Customerinl _______CustomerName _________l# Recipient/# Copies|# Tities|Sub Qty forENTNEw sub Qty forENTOVR Total Sub Quanmy

B-1003928 1 1.00 1
B-1006303 0  3.00 1 31 0 93
B-1015091 0 12.00 1 44 0 528

TOTAL 6 183.00 20 449 13 1,451
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