~~ MISSOURI
EVERGREEN

Web Client Exercises

Become familiar with the Web Client

before switching from using the XUL client.

Scenic
Regional
M Library

re:&id, e)sp[o're) graw

February 2019



Webby Exercise 1 — Registering a Workstation

The first time you use the web client at a workstation and every time you clear the cache at a
workstation, the workstation needs to be registered.

1.

Enter the web client address in the Google Chrome browser address bar.

https://upgrade.missourievergreen.org/eg/staff

This is the address for the development server. The address for the live server doesn’t
contain “upgrade.” It is https://missourievergreen.org/eg/staff

Enter your usual Missouri Evergreen username and password.
Click Sign in.

Sign In

Username | |

Password

Sign in

In the resulting screen, enter the name of your workstation. All workstations at Scenic
have a name. It is the branch designation plus a number. For example, one station at
Union is UN11.

Click Register.

Flease register a workstation.

Register a New Workstation For This Browser

SRL-UN - Register

Workstations Registered With This Browser
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6. Your workstation is now registered and may be used by anyone with a valid username
and password. You may click the green Use Now button to log in.

Register a New Workstation For This Browser

SRL-UN - test Register

Workstations Registered With This Browser

SRL-UN-test (Default) v

7. When you click the green Use Now button, you will navigate back to the log in page. You
will now see the workstation name which wasn’t present before the workstation was
registered.

8. Enter your username and password to begin working.

Sign In
Username ‘ lUsemame
Password Password
Workstation SRL-UM-test v
Sign in

9. Clearing the cache/browsing history on the computer will make it necessary to register
the workstation again. After you have performed this function a couple of times, you
will be able to flip through it quickly.
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Webby Exercise 2 — Creating a Basic Bookmark Toolbar

The Evergreen web client is a web site. Navigating around Webby is done the same way you
navigate through any website. You may use the browser Back and Forward arrows. You will
open sub-tabs and close them to return to the original screen. Anyone who has used the
Internet to shop or find the latest scores for her favorite hockey team will be able to navigate
through Webby.

If you are in the habit of using bookmarks for frequently visited web pages, you may create
bookmarks in Webby to use the same way.

1. Logonto Webby through Google Chrome. The address
is https://missourievergreen.org/eg/staff/.

2. Enter your username and password. Use the same username and password you
currently use in XUL.

3. Go to Circulation = Check in.

Cataloging ~ Administration ~

2 Check Out

A Check In

A Capture Holds

£2 Pull List for Hold Requests E
2 Renew ltems

A Register Patron

< Retrieve Last Patron

& Pending Patrons

4. Clickthe STAR at the right end of the URL address bar to bookmark this page. The
name of the bookmark may be changed before clicking Done.
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I vergreen Raff Checkln X - %
€ a e AR N
c, o Bookmark
Search - Circulation = Cataloging « Administration » TRl ﬂ
e EETNE
felder  Dockmarks bar -
Checkin ltems ik
e Dome

Barcode Submit Effective

Items Checked In M #H W Acions=  Rows25~ Pagels

& Alert Msg Family Name Barcode Start Finish Bin# Lecatien  Balance Owed Title Chackin Date Routs To

No ltems To Desplay

Prien Receipt Trim List (20 Rows) Stict Barcode Checkin hodifiers =

5. Repeat step 4 to create bookmarks for Check Out and Item Status.

6. If the bookmark bar isn’t visible, you need to click on the three dots to the right of the
star and choose Bookmarks -> Show Bookmarks Bar. In the picture below, the toolbar is
NOT showing.
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7. In the picture below, the tool bar IS showing. Check In, Check Out, and Item Status
appear at the end of the tool bar. Now you will be able to navigate to Check In, Check
Out, and Item Status as easily as you were able to by adding tabs in the XUL client.

® ErergreenStafiHome % \CIRIBOCKMAEMercoer X ‘ - X
@ Q| ® i

C | @ Secure | hitpsy//missourievergreen.org/eg/staff

i Apps g Welcome |USPS  [t] Type leelandic charac [ Large Format Printat &% Award Certificates G remove items from fa 0 Solar Eclipse Mythsar @ Check In % Check Out @ tem Status

L. 3 Search ~ Circulation~ Cataloging ~ Administration ~ unionadmin @

8. You only need to create bookmarks at each work station once. They will stick there until
purposefully deleted.

9. Create as many bookmarks as you want to!
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Webby Exercise 3 — Search for Patrons

Many of our patron transactions begin with searching for the patron’s account. There are two
avenues for performing a patron search. You may use the Search dropdown menu

n Circulation - Cataloging ~

2 Search for Patrons
Il Search for Copies by Barcode
Q, search the Catalog

or the Search For Patrons By Name icon on the portal page.

Circulation and Patrons

O Check Out ltems
O Check In ltems

4
Search For Patron By Name

If you have bookmarked the Patron Search screen (see exercise 2), click on the
bookmark.

1. On the Patron Search page, you are able to Show Fewer Fields/Show More Fields by
clicking the small arrow next to the Clear Form button.

Patron Search

Check Out Items Qut Holds Bills Messages Edit Other ~

ode Profile Group ~ ME ~ «!| Include Inactive?

Patron Search Results Add To Bucket~ Merge Patrons M 4 W  Rows25~ Pagel~v ~

# Mailing: Street Created On Home Library DoB Middle Name | First Name Last Name Profile Card ID

No Items To Display

At Scenic Regional Library, we always check the Include Inactive patrons box when
performing a patron search and search all of ME.
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2. Enter you search information and click Search. | searched for the last name Library.

Patron Search Results

ID
149489
149465
149476
149464
149357
149415
158088
157075
149424

(- REE R R R - AR SRR

3. Check the box next to the patron of your choice to see the patron information along

Mailing: StreetHome Library
901 MAUPIL...
107 NFIRS...
119 WSTL...
515 E SPRI...
308 HAWTH..
PO BOX 30..

410 Lafayet..
601 MARKE...

the left of the screen.

SRL-NH
SRL-OW
SRL-UN
SRL-5C
SRL-UN
SRL-WR
WPL
WPL
SRL-HR

Profile

Staff Memb...
Staff Memb...
Staff Memb...
Staff Memb...
Staff Memb...
Staff Memb.

Resident

Resident

Staff Memb...

DoB

8/8/59
117157

115114
1/1/59

1/1/60

Middle Name

Missing

¢

«  »

First Name

NEW HAVE..
OWENSVIL...

PACIFIC
ST CLAIR
UNION

WARRENT

Wrong
Dobby
HERMANN

LIBRARY, UNION

Staff Member

Patron Search Resulis

Malling-StrestHomae Library
801 RL-NH E

L]

Migdle Hama

“« o

FirstMame |

Rows 50 - Page1~ =~

Last Name
LIBRARY
LIBRARY
LIBRARY
LIBRARY
LIBRARY
LIBRARY
Library
Library EIf
LIBRARY-0O...

Card
930018657 ...
930017013 ...
930125349
930129270...
930002161...
930002690
931008067 ...
931024620...
930002711...

4. Use the function boxes along the top of the page to navigate to Check Out, Items Out,

Holds, Bills, Messages, Edit, and Other. Click on the headings to view those pages.

Please note: You may use the browser navigation back and forward buttons (the arrows
to the left of the address bar) since Webby is a website.
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Webby Exercise 4 — Search for Copies by Barcode and Search the Catalog

The Search drop down menu allows you to search for patrons (see exercise 3), to search for
copies by barcode, and to search the catalog.

) Search ~ Circulation~ Cataloging

L search for Patrons
Il search for Copies by Barcode
Q, search the Catalog

A. Selecting Search for Copies by Barcode takes you to the Item Status screen. Scan or
manually enter the item barcode and click Submit to access information about the item.
See Item Status in Exercise 9 for more information on Item Status.

Scan ltem

aert | OR | Ghoose File | No file chosen

Item Status

L] Alert Message Barcode Call Number

B. Search the Catalog
1. A basic search can be performed from the home portal.

E\/ER’%KQ((GREEN“

Item Search and Cataloging

Search

Record Buckets

?E%

Copy Buckets
B
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2. An advanced search screen can be accessed from the Search tab or from the
Cataloging tab.

N Search ~ Circulation - Cataloging ~ Acquisifions - Booking ~ Administration~

A Search for Pairons
Il Search for Copies by Bargode  MARC Wiew Wiew Holds Monograph Parts Holdings

Q, Search the Catalog

Search ~ Circulation ~ Cataloging ~ Acquisitions - Booking ~ Adminisiration -

Q, Search the Catalog
RCE = Record Buckets Moenograph Parts Holdings Vie

= Copy Buckels

OPALC View

Search the Catalnn talnn

3. What you will see after selecting Search the Catalog is shown below. Not much has changed
here!

#  Search ~ Circulation~  Calaloging ~ Acquisitions Booking ~ Administration -

OPAC View MARC Edit MARC View View Holds Monograph Parts Holdings View Conjoined ltems
Search the Catalog Basic Search Browse the Catalog

Advanced Search Numeric Search Expert Search

Search Input

b — o 2l —

And ¥ | [Author ¥ | [Conizinz ¥ x
And ¥ |[Keyword % | [Conizins ¥ x

Add Search Row

Search Filters

If you would like 1o filter by shelving location, please seiect a branch from the “Search Library™ dropdown below

ltem Type Item Form Language Audience
Audicbooks - [Brailie ~ [Abkhaz + [Adolescent -
Books Direct electronic Achinese Adult
Electronic Resource Elestronic Acoli General
it ~ |Large print ~  |Adangme ~ | duvenile -
Video Farmat Bib Level Literary Form Shelving Location
3 mm. . [Collection . [Comic strips . [Adult Compact Disc with .
2 mm. Integrating resource Dramas Adult DVD
Bata Monographiliem Essays Atlases
Beta ~ |Monographic component ™ |Fiction (not further specii ¥ | Siography -
Search Library Publication Year Sort Results

Scenic Regional-Unic ¥ | [I= id Sort by Relevance hd

Limit to Available Exclude Electronic Rescurces. Group Formats and Editions
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Webby Exercise 5 — Check Out and Check in

Before we look at the Circulation tab, let’s look at the location of the Actions menu and the
Column Picker. The Actions menu is easy to find. The Column Picker is now a solitary down
arrow. These features function as they did in the XUL client.

M # W Actions~ Rows25~ Pagel~ -~

The Circulation menu is where all the circulation function reside, including some we don’t use.

L3 Search - Circulation - Cataloging - Acquisitions -

2 Check Out

2 Check In

A Capture Holds

I= Pull List for Hold Requests
£ Renaw ltems

X Register Patron

= Retrieve Last Patron

ity Pending Patrons

User Buckets

" \erify Credentials

# Record In-House Use O Che
oy
7%

= Holds Shelf

N Reeplace Barcode e

> Item Status

£2 Scan tem as Missing Pisces
= Reprint Last Receipt

A Offline Circulation
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Check Out — Scan library cards or enter patron barcodes here.

A Search = Circulation Cataloging~ Acquisitions Booking = Administration -

Check Out ltems Out Holds Bills Messages Edit Other =

Patron Barcode | |Patron Barcode | Submit

Check In — Scan every item that enters your building as well as items lying around whose status
you aren’t 100% sure about.

Cataloging=  Acquisbioes=  Boskings  Adminkimition = unicnadmin @& SN =

Checkin ltems.

Barcode | | Suberit Effectiva Date L2rneans [ ]
Htems Chackad In MWW adiome Rewmbe | Pagle -
[ Balancu Owed  Barcods Bil# Checkin Date  Family Name Finish Location Raute To Stant Tile  Circulation MoifiCirculation Libear

Mo Mo Ta Bisghoy

Print Raceipt Teim List {20 Rows) St Barcod Checkin Modifiers =

If you want hold and transit slips to print automatically, make sure you enable that option in
the Circulation Modifier dropdown. See below.

Crodation=  Calsboging=  Acquishions~  Booking=  Adminisiration = unkonadmin @ SAL-UN-und

Checkin ltems

Autto-Print Hold and Transit Sips.

Barcode Subemit Effective Date 100019 =

Items Checked In [ R - Hows25-  Pagel -
L Balance Owod Barcode Bin g Checkin Date Family Name Finish Location Route To Start Tithe Circubation ModifiCirculation Librar
Mo ftame T Display

Print Receipt Teim List (20 Rows) Strict Barcoda Checkin Modifiars - _

Ignore Pre-cataloged ltenrs

) Suppress Holds and Tramsis
Amnesty Mode
[ tuto-Print Hold and Trans Siips
Clear Holds Sholf

Feterget Local Holds
Fetarget All Statuses
Capture Local Holds As Transits

Manual Floating Acthia

Capture Holds — We don’t use this feature. It prints hold and transit slips automatically. We do
that on the Check In screen.
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Webby Exercise 6 — Pull List and Renew Items

Pull List for Holds Requests — Follow these steps the first time you print the pull list from each
workstation to sort the list the way you want it.

1. From the Column Picker, select Manage Columns.

4 # w»  Actions~ Rows25~ @ Pggel-~

Copy / Manage Columns

Available =+ Manage Column Wi
Available M} Save Columns
Reshelving 5 Reset Columns
Available @ Download Full CSV
Available ¥4 Print Full Grid
Aosailahle

2. Check the five columns shown in the snip below. Uncheck any other column names that
are checked. Then click the Sort Visible Columns to Top button. Make sure the five
columns are listed in this order.

3. Click Close.
Grid Colu onfiguration
Visible Column Name Move Move Firr?t Laslt Sl::l'l . Sort Visible Columns To Top
Up Down Visible Visible Priority
Shelving Location 1+ + x * 0
Call Number 4+ + x 2 0
Author 4+ + 1 2 0
Title + + 1z = 0
Current Copy . 5 + 1 X 0
Parts + + o * 0
Copy Status 4+ + X L3 0
Potential Copies 4+ + x x 0
Call Number Label 1+ + E X 0
Call Number Prefix 4+ + x * 0
Call Number Suffix + + x * 0 -
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4. Open the Column Picker again and click Save Columns.
5. To print the pull list, open the Column Picker and select Print Full Grid.

M« W  Actions~  Rows25~ Pagel~ | =

/ Manage Columns
*= Nanage Column Widths

k' Save Columns

: £ Reset Columns
aby jaguar? 30 @® Download Full CSV
=1 Print Full Grid

Shelving Location
Call Number

3 Author
3 Tite

Current Copy

[[12]

=

el a2 [2] o] o] |
= I N )

=

After you have followed these steps once on each workstation, all you will need to do to print the pull
list in the future is open the column picker and select Print Full Grid. The pull list will print in the format

that we are used to seeing.

Renew Items — Renew Items is, alas, no longer orange. Here, you may scan item barcodes to renew
them without needing to access the patron’s account first.

A&  Search~ Circulation~ Cataloging~  Acquisitions~ Booking ~ Administration~ unionadmin @ SRL-UN-ung

Renew ltems

Barcode | | Submit Specific Due Date | 02/16/2019 =
M| « W Actions~ Rows25~ Pagel~ | ~
# Balance Owed Barcode Bill # CN Prefix Call Number CN Suffix Due Date Family Name Location Remaining Renewa Title

No ltems To Display

Print Recaipt Trim List (20 Rows) Strict Barcode
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Webby Exercise 7 — Register Patron and Retrieve Last Patron

Register Patron — There are five changes to the registration page.

# Search~ Ciculaion~  Cataloging~  Acquisitons=  Booking~  Administration~ unionadmin @ SRL-UN-un8

Register Patron

Show: Required Fields Suggested Fields Al Fields

Print Save Save & Clone
Barcode
OPAC/Staff Client User Name

Password 3822 Generate Password

Prefix/Title
First Name
Middle Name

Last Name

1. There is only one field for Password.
Date of birth must be entered in 2-2-4 format — mm/dd/yyyy.

3. There are more fields for explaining the type of verification that was used for identity and
address.

Primary Identification Type
Primary Identification
Secondary Identification Type

Secondary Identification

: P.r::;nur'-,' Iﬂcmif:caho:r Type C”HGDSE a t;,rpe from 1h0 drop Eluwn mf:nLl

Primary Identification If you choose other in the field above, enter the type of identification used. Use this field to
| ) ) | enter the parent's name if card is for a juvenile (Parent = Jane Smith).

Secondary Identification Type Leave blank or if the photo ID doesn't verify address, choose other here.

SECDndary Identification If ';-'uu choose other in the field nk:o.un, describe the address verification used here.

4. Below the email address field, is a box to check if the patron wants a receipt to be emailed to
him when he checks out items.

Email Address

Email checkout receipts by default? )

[ R S ] g
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5. The order of the fields in User Settings is rearranged.

el

User Settings

Default Phone Number

Default Hold Pickup Location

Collections: Exampt

Holds Notices 4 Phone ¢ Email SMS
Default SMS/Text Number

Default SMS Carrier

6. The two kinds of addresses are now Mailing and Physical rather than Mailing and Billing

Address Mailing @ Physical ¥
Type Mailing
Postal Code
Street (1)
Street (2)

Retrieve Last Patron — To access the most recently used patron account, select Retrieve Last Patron.
This is useful when a patron asks you to place a hold after you have completed a check out
transaction and the library card is already back in the wallet.
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Webby Exercise 8 — Pending Patrons and Hold Shelf

Pending Patrons — This is where you find pending online applications for patrons who want Internet

Only library accounts.

User Buckets, Verify Credentials, and Record In House Use — Not used by us.

Hold Shelf — This used to be named Browse Hold Shelf. Here you can see what is on the hold shelf. To

limit the list to what has expired and needs to be removed from the hold shelf, click on Show Clearable

Holds.

Pickup Library | S

Detail View | Show Clearable Holds

# Last Name First Name
1 BAILEY LAUREN

2 WALDROP SAMANTHA

3 WILMOTH LAURIE

1 MCKENZIE NANCY

5 AHLERS GEORGIA

B NOWAK DAVNEY

7 RAYMOND CHRISTINE

8 NUGENT JOYCE

Holds Shelf

Print Full List

Title Capture Date

wrong with my hair? 91252017 1:09 PM
29 9726/2017 1027 AM
edneaded older brot._. 9/19/2017 9-14 AM
house 8252017 2:57 PM
a Raisin : The.... 9119/2017 8:35 AM

912772017 10:58 AM
.. 9192017 4.52 PM
Widnight sun 9/23/2017 8:56 AM

Wagic tree house Book:

Status

Ready for Pickup
Ready for Pickup
Ready for Pickup
Ready for Pickup
Reacy for Pickup
Ready for Pickup
Ready for Pickup
Ready for Pickup

Author
Kitamura, Satoshi
Osborme, Mary Pope
Polacco, Patricia
By, Nallie

Beaton, M.C
Barklem, Jil.
Bruchac, Joseph
Bergren, Lisa Tavm

MW 4| » | Actons- | Rows25~ Pagel~  ~

Available Date Current Copy
10/22017 112 AM 3

91252017 9:42 AM
972812017 11:03 AM
9292017 11:47 AM
10/3/2017 1:38 PM

Remember how you sorted the Pull List by using the Column Picker -> Manage Columns feature? You

can sort the Hold Shelf the same way. The Move Up arrow can be used to order the items in the report

from left to right.

Grid CGolumns Configuration

Visible Column Name Move Move First Last Sort Sort Visible Columns To TOD
up Down visible  Visible  Priority
Last Name + + 3 X
Title t + = - 4
Author + + - F3
Current Copy 1+ + x b 3
Shelf Expire Time 1 + = - 4
Available Date 1+ + x F 3
Rickup Library 1+ + X b 3
CN Suffix 1 + X F 3
CN Prefix 1+ + x F 3
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With the configuration above, the patron’s last name will appear first in the report.

# Last Name Title Author Current Copy Shelf Expire Time
1 STAFF ABC of America Bellefontaine, Kim (Kim Anne) 3003217240 3/23/2018 10:08 AM

2 STAFF VeqggieTales A very veqggie Easter; vol .. Nawrocki, Michael. 3004613107 3/15/2019 2:41 PM

3 CRUMPECKER The Dark Tower : the journey begins David, Peter (Peter Allen) 3005537943 2/11/2019 11:59 PM

4 USER The great alone Hannah, Kristin 300575006+ 2/16/2019 10:20 AM

5 USER The great alone Hannah, Kristin 3005766349 2/19/2019 11:58 PM

6 USER The great alone Hannah, Kristin 3005766357 2/19/2019 11:59 PM

7 USER The great alone Hannah, Kristin 3005777197 2/15/2019 4:46 PM

8 USER The great alone Hannah, Kristin 3005734706 2/15/2019 1:14 PM

9 STAFF Rule Goodlett, Ellen 30061060058035 3/11/2019 12:27 PM

Print the clearable holds list from the column picker Print Full Grid as you do when printing the Pull List.

M« W  Actonsv Rows50~ Pagelw v|

Author / Manage Columns
= Manage Column Widths
wid ki Save Columns
A £ Reset Columns
ve @ Download Full CS
Cancer Society 24 Print Full Grid
inda

Look on your hold shelf for expired items. Click on the box at the right of each item found. Use the
Actions dropdown to cancel the selected holds. After canceling the holds, don’t forget to check the
items in to find out where they need to go next.

Pickup Library | SRL-UN~

Detail View Show All Holds Clear These Holds Print Full List M o« » m Rows 50~ | Pagel~
# Last Name Current Copy Available Date Title Un-Set Top of Queue Status
1(7](:hamn 38420100757684 1001712018 1131 AM Smokey, Peg| Transfer To Marked Tille dy for Pickup
2 ROBERTS 3642010107263 102312018 1:05 PM The American heritage series [DV... Bartj Mark ltem Damaged dy for Pickup
3 ARMSTRONG 38420101181598 1012312013 1:17 PM Toward the gleam Dorg Mark tem Missing dy for Pickup
1 Russell 3801789624 1012412013 1151 AM Secrat place Bunt dy for Pickup
5 0 random 390183471 1011612018 1150 AM Kickingbutts - quit smoking and . Ams M3 Anather Terget dy for Pickup
6 Morton 38421100419161 10/17/2018 10:59 AM Dream man (Unabridged) How dy for Pickup
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Webby Exercise 9 — Item Status

Item Status — Item Status is the gateway to information about an item and to changing that information.

A  Search ~ Circulation~

Cataloging~

Acquisitions ~

Booking~

Administration ~

unionadmin @ SRL-UN-un8

Scan Item
| | Submit ~ OR | Choose File | No file chosen Detail View
Item Status M« W | Actions~ Rows25~ Pagel~ =~
# Alert Message Barcode Call Number Due Date Location Copy Status Title Alerts
1 3004696002 HOLDVD 791.45DUC  10/192018 Adutt DVD Reshalving Duck Dynasty  [m dream.. g ;1000
Print

Detail View is no longer in the Actions menu. It has its own button. The Detail View looks like this.

Saearch = Ciradation =

Scan ltem

Record Summary
Title:

Masthor;
Bib Call #:

Date Created
Date Active
Satu Changed
Copy ID
Clrculate
Floating

Copy Aorts

Hecent Circ Mistory  Circ

Cataloging ~

Subenit

[MARC)

3004695002

998

NWIV2013 1200 AM
W20 132 PM
2N6209 327 PM
1572091

o

Acd

Acquisitions ~

y : Frm dreaming of a redneck

Booking =

OR | Chooss Fila | No fila chasen

Adrminisration ~

1357021

1357021

HOL DVD 791,45 DUC

Edition: TCN:
Pub Data: 2013 Oatabase 102
Record Cramer:
Moids | Transit  CatalogingIndo Triggered Events
Cine Library SRL-UN Coll # Prafix
Cuming Library SRLUN (=T
Copy Location Adult DVD Call# Sutfc
Loan Dusaticn Hoermal Rengwal Typo
Fine Level Neemal Total Circ
Reference talsa Total Circs - Currenil Year
OPAL Visible true Total Cirea - Prav Year
Fioidabla e In-Housa Uses.
Ranewal Workstation Remaining Renewals.
Ciec Modifior oo Age-based Hold Protection

Crested By:

Last Eafited Dy:
Last Edited On:

Stetus

Dus Oats

Chackout Data
Chackout Workstation
Duwration Rule
Recurring Fine Rule
Max Fine FRule
Chackin Tima
Chockin Scan Time

Checkin Werkstaticn

The XUL Detail View looks like this. The same information is in both screens.

unicnadmin &) SHL-UN-unb

Actionsw | List View
phadsrin

contracica
SA16 355 PM

Roshohing
10192018
T0S2018 437 PM
SRL-UN-UN1D
14_days_1_ranaw
no_tina

no_fine

2MER019 33T PM
211672019 327 PM

SAL-UNung

Item Status
JSOTBAITE -~ lvem b captured for a Hold. Item is in Transdt.
Scan ltem
Barcede ] submg Uploed From File Lot Yiew | Actions for Catalogers  Actsons fon Selected ems,
Alternate View
Tithe: Alive Editlon:  Thirtieth anniversary editior TCME 1156819 Created By admin
Author:  Watts, Rebert Pub Date: 2002 Database Ik 1156815 Last Edited By: sdmin
Bib Call - 751,472 e Call # YD ALI Hecond Owner: Last Edited O 01/11/2014 843 PM
¥ Caculstion H Catalogeng e
Barcode TIeoTIaTe Ceclibrey | WoL eem Call £ VD ALl Status I traeest
Price T Owning Library [wpi Rerewal Type 1 Due Date 0202019 1150 PM
Acguistion Cost Copy Location | Wl DV Fiction Total Circe b Checkaut Date Q13172019 &19 AM
sEn Loa Durtion [ricerrad Toksd Gy Cunest Veur 7 | Eheckenut Workstabion | |£5. kbeary-PE
Giate Crested fane Level Moermal Total Cies - Prew Veas I [
Dite Active Reference 1o T Rersewal Workstation Fecurring Fine Rule
Stakus Changed | ORACVisle  [ves T Remaining Renewals iz MaxFine e
Copy @ Vigidabie Yo Agt-based Hold Protection Checlin Tame O2/02/2019 1042 AM
TeH ' Corculate Ve Checion Scan Tame ;
Hoatng ™ Cane Mocdiies Chvectins Woskalation [ 28-Cve
el - -
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When you want to change a shelving location or floating status, scan the item barcode into Item Status
and select Edit Items from the Actions menu.

# Search~  Circulation~

unionadmin @

Scan Item
Submit OR | Choose File | No file chosen Detail View
Item Status RS Rows25+ | Pagel~ -~
# Alert Message Barcode Call Number Due Date Location | Copy Alerts - Alerts
1« 3004696002 HOLDVD79145DUC  10/1912018 Adult DVD | Edit [
Volumes D ————
lte
ems Print
Volumes and ltems
Replace Barcodes
Manage Copy Alerts
Transfer -

The web Copy Editor looks like this.

L e
. CH Pt | Call M 5
. L OV T Circu? Sunan

v o

—
s . -
e | -
-
[ — p——
Cirectane a1 Type Depasin?
v o e «e
p— Fo———
i - :
R — .
= e —
——
-
Copy Editor
Wl 1= Lo e 1= 1 = I |
Identification Location (1) Circulation (2) Miscellaneous (3) Statistics (4)
Status Location/Callection Girculate? Alert Message Library Fitter >
In transit TeoBy | | \wpy DVD Fiction Tcopy || Yes Teopy || <Unset» Tcopy || ME:Gift/Donation
Unset 1
= Ear Py Holdable? Price “Unser S
HAEEE Teopy || o Tcopy || Yes Tcopy || 1438 Tcopy || SRLWA:Grant
C=Imizn Owning Lib : Call Number Age-based Hold Protection OPAC Visible? <Unset> ey
AELEHD Tcopy || wpL:pyD ALl Tcopy || <Unsets 1copy || Yes 1 copy
LEEE Copy Number Floating? Reference?
2014-01-12 Teopy || ynset> Tcopy || <Unsets 1copy || Mo 1 copy
C== Loan Duration Acquisition Cost
TEE Uy Normal Tcopy || <Unset> 1 copy
Last Edit Date | || Girculate as Type 1 1
2019-02-16 T copy Unsets 1 copy
3G Circulation Modifier
ey ez DVD: DVD : DVD 1 copy
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Change what you need to change. Add notes or alerts. (Alerts appear every time the item is scanned.)

Circulate?
* Yes No

Circulation Library
SRL-UN =

Shelving Location

Adult DVD (SRLVUA)

Circulationm Modifier

DvVD

Loan Duration

Mormal

Circulate as Type

<MNOME=

Holdable®
* Yes No

Age-based Hold Protection
<MNOME=

Fine Level

Mormal

Floating
<MOME=

Then click Save and Exit to apply the changes.

Working Copies Completed Copies

Store Selected Save & Exit

] Barcode Created Activated
v 30046960... 11/11/201... 1122014,

Status

Reshelving A

Reference?
Yes *= No

OPAC Vigible?
= Yes No

Price

9.95

Acquigition Cost

Deposit?
Yes = No

Deposit Amount

0

Quality
= Good Damaged

Copy Motes Copy Aleris

Copy Tags

- Template

CN Prefix Call Numbeir CN Suffix

Circulate? Status
= Yes No Resl
Circulation Library Refere

SRL-UN = Yes
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Webby Exercise 10 — Scan Item as Missing Pieces and Reprint Last Receipt

Scan Item as Missing Pieces

If an item is returned and a piece is missing, you may scan the item barcode here. The item will be
checked out to the last patron. You will be given the option of printing a notice to send to the patron.
You will be given the option of adding a Message to the patron’s account. This is a good time to explain
which piece of what is missing.

Apply Standing Penalty / Message

m Alert Block Penalty Type

HNote.

Initials

The status of the item is now DAMAGED. If you look at the patron’s account, you will see it is checked
out to him with a two week due date and the Message has been added to his account.

Check Qut Items Out (1) Holds (07 0) Bills ($0.00} Messages Edit Other -

ADAMS, Pete random ~
(L0 G 60 (i) CENE TD SN AT 2152010 ltems Checked Out (1) Other/Special Circulafions (0] Mon-Cataloged Circulations (0)
was missing when returned 1/29/2019 [dd]
Home Library SRL-UN
et Access Filtered # U Title Fines Stopped Renewals RemaCheckout/ Ren¢Checkin Workst Workstatio Due Date
Date of Birth 0472111983 1 O)Ge 2 SRL-UN SRL-UMN-und 3152019
Last Activity 01/25/2018
Last Updated 02/0372019

Reprint Last Receipt — Choose this function to print the most recent receipt or print job.
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Webby Exercise 11 — Patron Screen — Basic Information and Check Out

Scan the patron’s card, manually enter the barcode number, or search for the patron in Search for
Patrons (see exercise 3) to retrieve the partron’s home page.

# Seach~ Ciculalion-  Cafaloging-  Acquisitons-  Booking-  Administration ~ unionadmin @ SRL-UN-ung &=

CheckOQut  Hems Out(8)  Holds(0/10)  Bills(S0.00)  Messages  Edit m Palron Search

28420309923763, Katie SUE ~
returned with disk missing test [ad] 011232019
test test test [dd] 01/14/2019
Profile Patrons
Home Library SRL-UN
Net Access Unfiltered
Date of Birth 10/31/1954 Penalties
Last Activity 102512018
SRLWA Aletting Note, no blocks 017232019
Last Updated 02/02/2019 returned with disk missing test [dd]
Create Date 1212772005 SRLWA Aletting Note, no blocks 017142019
Expire Date 087282019 test test test [dd]
Fines Qued 50.00
tems Out 8
Overdue 3
Press a navigation button above {for example, Check Out} o clear this alert
Long Cverdue [}
Claimed Retumed [}
Lost o
Non-Gataloged [}
Holds 010
Card 9300721798
Usemame 9300721798
Day Phone 635-221-0903

Evening Phone
Other Phone

D1 (Drivers License)

D2

Email

Patron Type Staff

Mailing (copy/print)

Odessa Community Day Care Cent
Steelville, MO 64835

This patron has two alert messages on her account. If she had a hold ready for pick up or bills, those
alerts would also be on the home page.

The patron’s name will be black if all is well with the account and red if something requires staff
attention.

Note that the number of overdue items is listed in red in the patron information column on the left.

If the account is expired, this alert will appear below the STOP sign.

Patron account is EXPIRED
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Check Out

# Seach~ Ciculaonr  Calaloging-  Acquisions~  Booking~  Administration~ unionadmin @ SRL-UN-ung &=
llems Out (8)  Holds (0/10)  Bills (S0.00)  Messages  Edit  Other - Patron Search
28420309923763, Katie SUE =
returned with disk missing test [dd] 017232019
test test test [dd] 01/14/2019 Barcode ~ Submit Date Options ~ | 02/17/2019 =
Profile Patrons
Horme Library SRL-UN
Het Access Uniiltered K 4 W | Acions~ | Rows25~ | Pagelw |~
Dale of Birth 10/31/1954
Last Actity 10252018 # Balance Owel Barcode | CircID  |CallNumber Due Date [Family Name| Location |[RemainingR¢ Title  Circulation MCirculation LiOwning Libra  Alerts
Last Updated 020212019 Mo ltems To Display
Create Date 1202772005
Expire Date 08/28/2019
Fines Owed 50.00 -
ltems Out 8 Strict Barcode ¥ Quick Receipt | ~ | Done | -
Overdue 8

Use the Barcode drop down menu when checking out fishing rods and magazines as we do with the XUL
client. No matter how many magazines you check out to a patron, only one entry will appear in the list
of items being checked out. Don’t worry. This is not a mistake.

| Barcode ~

Barcode

Adult Magazines
Fishing Reds
Juvenile Magazines B

Paperback Bock

If you want to change the due date of one item, check the Specific Due Date item box and change the
date using the calendar next to the date field. DO NOT check Use Specific Due Date Until Logout.
Everything checked out at that work station will be assigned the edited due date until the work station is

| Date Oplions = 0272019
Specific Due Date
Use Specific Due Date Until Logowt

aal W W | AClons - Rows 25 = Page 1= -

closed.

There is a column picker on the Check Out page so that you can set up the columns you want to see
when checking out items. See instructions for setting up columns in Pull List exercise 6.
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Never check the Strict Barcode box on this or any other screen.

Date Options = 02172019

b H | » Actions - Rows 25 =

n Library Owning Library

Strikp/Barcode M Cuick Receipt

Page 1= t' ]

Alerts

- Done | -

<— Column Picker
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Webby Exercise 12 — Patron Screen —Items Out

Items Out

There is a separate tab for Other/Special Circulation. This is where items appear that are more than six
weeks overdue. These are the items that the patron has been billed for.

Again, you may set up columns on this screen.

Select any item in Items Checked Out whose status you need to change and choose the action you need
from the Actions drop down menu. Renew and Edit Due Date as the most often used actions.

Everything in blue is clickable. You can click on the title to navigate to the catalog record for the item.
Clicking on the item barcode will take you to its Detail View. (See ltem Status exercise 9 for more about
Detail View.)

Check Qut tems Out (&) Holds (0 / 10} Bills {50.00) Messages Edit Other - Patron Sean
Items Checked OQut (8) Other/Special Circulations (0) Mon-Cataloged Circulations (5) N
- M o« » Rows25+ Page 1+ =
# Title Fines Stopped Renewals RemaCheckout / ReniCheckin Workst Workstation Due Date Barcode Circ ID Total Motices Last Notice
1 Qutlander Se.. 1 SRL-UN SRL-UN-UNS  11/8/2018 3005134935 13295357
2 Mobody Likes ... 1 SRL-UN SRL-UN-UNS  11/8/2018 3005337065 13295362
3 Dinosaur pirat... 1 SRL-UN SRL-UN-UNS  11/8/2018 3005677990 13295364
4 The way of all... 1 SRL-UN SRL-UN-UNS  11/8/2018 3006509045 13295365
5 Dexder. Thet... 1 SRL-UN SRL-UM-und  12M13/2013 300604715+ 13296406
[ The Dukes of ... 1 SRL-UN SRL-UM-und  1/23/2019 3005034054 13296422
7 ILL - HAPPY ... 1 SRL-UN SRL-UM-und  1/31/2019 22255583877... 13296423
& The shape of ... 1 SRL-UN SRL-UN-und& 2/6/2019 30057 7E606 13296426

Non-cataloged items can be seen in the Non-Cataloged Circulation screen. These items will disappear
from the patron’s account on the due date.

Check Out [EIEURoYi:) M Holds (0/10)  Bills(50.00)  Messages  Edit  Other v Patron Searc

Items Checked Out (8) Other/Special Circulations (0} Non-Cataleged Circulations (5)

M W » Rows 25~ Page 1= |~

& Circ 1D Iltem Type Checkout Library Checkout Date Due Date Checkout Staff
1 205533 Aduli Magazines SRL-UN 272018 10:23 AM 332018 unionadmin

2 205534 Adult Magazines SRL-UN 2M17/2019 10:23 AM 3/32019 unionadmin

3 205535 Adult Magazines SRL-UN 2172018 10:23 &AM 3132019 unicnadmin

4 205536 Adult Magazines SRL-UN 2M7/2019 10:23 AM 3/32019 unionadmin

5

205537 Adult Magazines SRL-UM 2MT7/201910:23 AM 30372019 unionadmin
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Webby Exercise 13 — Patron Screen —Holds
Holds

There are two tabs on the Holds page. One shows Open Hold Requests and one shows Recently
Canceled Holds.

Check Out ltems Out (8) Holds (0 / 10} Bills {30.00) Messages Edit Other ~ Patron Search

Open Hold Requests Recently Canceled Holds

Flace Hold Detail View L " | » Actions = | Rows 25 = Fage 1= | =
& Hold ID Current Copy | Request Date Capture Date  Available Date Hold Type Pickup Library Title Author Potential Copies Status
1 » 1356269 10/7/2018 9:1... C SRL-UN Lessons from... McDonough, ... 1 Waiting for C...
2 1381701 33431000236... 11162018 2:... T SRL-UN Anne of Gree... Montgomery, ... 4 Waiting for C...
3 1032414 1725/2018 3: T SRL-UN Train dreams Johnson, Den... 0 Suspended
4 1033420 1/25/2018 4:0... T SRL-UN . Atkinson, Kat... 0 Suspended
5 1033421 1/25/2018 4:0... T SAL-UN . Gyasi, Yaa o Suspended
6 1033422 1/25/2018 4:0... T SRL-UN The mirror thi... Seay. Martin 0 Suspended
7 1033426 1725/2018 4:0... T SRL-UN The hearf's in... Boyne, John o Suspended
& 1033428 1725/2018 4:0... T SRL-UN Pachinko Lee. Min Jin o Suspended
a 1033437 1/25/2018 4 T SRL-UN 4321 Auster. Paul o Suspended
10 1033457 1/25/2018 4:1... T SRL-UN The immoriali... Benjamin, Chl... 0 Suspended
Print

A new feature is Detail View. Select a hold from the list, click Detail View and see details about the hold
in tabular form.

List View
Record Summary (MARC) >
Title: Lessons from the mountain - what 1 Edition: TCN: 156034 Created By: admin

learned from Erin \Walton

Author: McDoncugh, Mary Elizabeth Pub Date: 201 Database ID: 156034 Last Edited By: sceniccal2
Bib Call #: T91.4302/8/092 B Record Owner: Last Edited On: 5/29/2016 2:57 PM
Hold Details
Request Date 10772015 9:13 AM Capture Date Available On
Heold Type C Current Copy Call Number B MCD
Pickup Lib SRL-UN Status Waiting for Copy Behind Desk false
Current Shelf Lib Current Copy Lecation Force Copy Quality true
Email MNotify false Phone Notify SMS Notify 6362210903
Cancel Cause Cancel Time Cancel Note

MNoles Staff Notifications
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On the details page, you can add a note to the hold. If you placed the hold so that you can put a new
label on it, check the cataloging, add it to a display, etc., put a note here.

Create a new note

Patron Visible?
Print on Slip?

Title Hell or High Water

Note Body New label at girg desk) dd @ UN

Click List View to get back to the previous screen where all holds are listed.

Place Hold, the Action menu, and the column picker are familiar features.
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Webby Exercise 14 — Patron Screen -Bills
Bills

The bills screen looks different from the XUL bills screen but it contains the same information.

Webby---

Check Qut Items Out (8) Holds (07 10) Bills ($0.00) Messages Edit Other - Patron Search

Total Owed: §0.00 Refunds Available: 50.00 payI Bill
Total Billed: 50.00 Credit Available: 50.00
Total Paid/Credited 50.00 Session Voided: 50.00
Payment Type Cash A
QOwed for Selected: 50.00 Pending Payment: $0.00
Check Numbs
Billed for Selected: 50.00 Pending Change: 50.00 ek Rumber
Paid/Credited for Selected 50.00 Payment Received | =
Annotate Apply Payment
Bill Patron History Check All Refunds L] “ | B Rows 25« Page 1= =
3 Status Payment PeBilling Loca Barcode Title Last Billing Shelving LaOwning LibiCall Numbe|  Type Total Paid Total Billed Start Bill & Balance Ow

Mo ltems To Display

Convert Change to Patron Credit — Receipt On Payment # Coples | 1

XUL ---

Refresh Check Out | Items Out Holds ‘ Edit Messages Other -
0 0/8
Current Bills
u FPay Bill
Total Owed: 0.00 Refunds Available: 0.00 ke
Eavneanive Cash -
Total Checked: 0.00 Credit Available:  0.00 Payment Received: [ ]
Annotate Payment | See Distribution | | Apply Payment!
Bill Patron History Actions for Selected Transactions
Balance Owed Last Billing Note Last Payment Mote Last Payment Type Start Total Billed Total Paid Type Title =]
4
4
List Actions = Check All Uncheck All Check All Refunds Print Bills Receipt Options =
Voided this session: 0.00 Payment Change Owed Billed Paid
. Pending: Total: 0.00 0.00 0.00
Change Due Upon Payment: 0.00 ‘ | | ‘
Checked: [0.00 | [0.00 | [0.00 |
[] Convert Change to Patron Credit
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| am happy to say that the default in Webby is NOT for all of the bills to be selected so that you have to
deselect all of them and choose the one the patron wants to pay toward. In the web client, you have to
select the bill you want to apply payment to. If you do open the bills page and find all of the bills
selected, click the box at the left of the column names twice to deselect everything in the list.

Bill Patron History

Dsmtus Payment PeE

This patron wants to pay for the third item in the list of bills. Check the box for the line item and it
appears in the lines labeled Owed for Selected and Billed for Selected. When you apply the $18.08
payment you receive, it will be applied to the selected line item. Remember to annotate the payment.
The check box isn’t sticky so you will need to check it each time you accept payment.

Check Out  lems Out (24)  Holds (0/12) [GIEYES56 61)0 Messages  Edit  Other » Patron Search
Total Owed: §856.61 Refunds Available: 30.00 pay Bill
Total Billed: 3856.61 Credit Available: 30.00
Total Paid/Credited: 30.00 Session Vioided: 30.00
Payment Type Cash v
Owed for Selected: 515.08 Pending Payment: $0.00
Check Numb
Billed for Selected: 51808 Pending Change: $0.00 ek Rumber
Paid/Creditegdqr Selected: 50.00 Payment Received
Annotate Apply Payment
Bill Patron History Check All Refunds M M W Aclions~  Rows50-  Pagel- -
£ Status Payment PeBilling Loca Barcode Title  Last Billing Shelving LoOwning LibiCall Numbe|  Type Total Paid Tetal Billed  Start Bill# Balance Ow

SRL-UN  3005797.. Belleand... LostMat... Ficlion SRL-UN  FICSAV  circulation  $0.00 $14.99 TR23201... 12226079 §14.99
SRL-UN ilock. .. LostMat... Ficlion SRL-UN  FICSAV  circulation  $0.00 51298 TR3201... 12226051 51299

SRL-UN G ng ... LostMat_. Young Ad.. SRL-PC  YAFICC... circulation $0.00 $15.08 TR23201... 12226083 3$18.08

To view details of a particular line item, select that line and choose Full Details from the Action menu.
This is the same process we followed in the XUL client.
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Check Qut ltems Out (24) Holds (0 /12)

Messages Edit Other ~ Patron Search

Transaction #12226083

Billing Location Total Billed $18.08 Title Catching fire

Type circulation Total Paid/Credited 3$0.00 Checked Out Ti23/2018 1027 AM
Start Ti23/2018 10:27 AM Balance Due $18.08 Due Date 862018

Finish Renewal? Checked In

Item Summary

Barcode 3004128217 Locatien Young Adult Fiction Call Number YA FIC COL

Status Lost Circulate frue Reference false

Holdable true OPAC Visible true Created 10/5/2009 12:00 AM
Edited 9/18/2018 12:06 PM Age Protect Total Circulations 23

Owning Library

Statement Details
Billing Statement
Type Description Amount Balance

Billing Lost Materials 51308 $18.08
SYSTEM GEMERATED
/182018 12208 FM

Total Charges $18.08
Total Payments -50.00
Balance Due §18.08

To get to the place where you can Void Billings, click on the Details tab in the Full Details view. Here is
where you can select the bill that will be voided. We void Processing Fees charged by some Missouri
Evergreen libraries.

Transaction #12226083

Billing Location Total Billed 318.08 Title Catching fire

Type circulation Total Paid/Credited 30.00 Checked Qut TI2372018 10:27 AM
Start Ti23/2018 10:27 AM Balance Due 318.08 Due Date BI6/2018

Finish Renewal? Checked In

Iltem Summary

Barcode 3004128217 Location Young Adult Fiction Call Number YA FIC COL

Status Lost Circulate frue Reference false

Holdable frue OPAC Visible frue Created 10/5/2009 12:00 AM
Edited 9M18/2018 12:06 PM Age Protect Total Circulations 23

Owning Library

Statement Details

Bills s 10 - Page 1= =~
# Amount Create Date Billing PeriodBilling PeriodLegacy BillinjLegacy Billiny Billing 1D Note Vioh, Timestai Void Billings t saction Type
1 » 513.08 91872018 ... 9/18/2018 ... LostMateri... 14799625 SYSTEM ... Edit Mote 12326083

Payments M 1M~ Pagel= =
# Cash Drawer Accepting User Amount Payment ID Note Payment Date/Time Payment Type Billable Transaction Voided?

Mo ltems To Display
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Webby Exercise 15 — Patron Screen —Messages

Messages
Messages continue to give us the option of adding a Note, Alert, or Block to a patron’s account.

Existing messages can be viewed by clicking Messages in the menu at the top of the patron screen. Click
Apply Penalty / Message to open the box where messages are entered.

Check Qut Items Out (8) Holds (0710} Bills {50.00) Edit Other - Patron Search

Staff-Generated Penalties / Messages

Apply Penalty { Message L H | B Actions = Rows 25~ Page 1~ -
# Note Library Label Applied On
1 this is a test - Connie can you see this notel .. SRLWA THB/2018 7:56 AM
2 test test test [dd] SRLWA 114/2019 11:41 AM
3 retumed with disk missing test [dd] SRLWA 1/23/2019 11:28 AM
Archived Penalties | Messages Set Date Start: Set Date End:
02/17/2018 = 02/17/2019 =

M|« » Rows 25« Pagel= =

£ Note Library Label Applied On

Mo ltems To Display

Apply Standing Penalty / Message

m Alert Block Penalty Type
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Webby Exercise 16 — Offline Circulation

Create a short cut to Offline Circulation on the desk top of all staff computers. A short cut needs to
be used to access Evergreen when the Internet is down so the short cut needs to be created while the
Internet is working.

1. Open Offline Circulation in the Circulation tab.

E . 8 Search = Circutation = Cataloging - Acquis.

& Check Out

2 Check In

# Caplure Holds

HE Pull List for HOId Requests
< Renew ltems

A Register Patron

- Retrieve Last Patron

W's Pending Patrons

[@ user Buckets

«F Varity Credentials
| ~ Record in-House Use

= Holds Snhelf

M Replace Barcode
X Item Status

I Scan item as Missing Pieces

My Reprint Last Receaipt

A Offiine Circulation

2. Use the three vertical dots to the far right of the browser address bar to access More Tools ->
Create Shortcut.

Wd9-0i= 019 eercise 16 offfine circulation - Microsoft Word

M inbex (3) - ddisbrofbscenicrege. X ¥ Offline x ¥ Offine Es +

# hitps//upgrade.missounevergreen.ong/eg/statl/ofl

Type Timestamp Patron Barcods Iters Barcode Hen

Fage 1

HOT;-'uunuw‘.mcuru. N ™ E S @ @

| ®
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The default name for the short cut is Offline. You may change the name if you want to.
att/ofthne-intertace

Create shortcut?
}%( ‘ Offline] ‘ I

O Open as window E

Click Create. The short cut will now be on your desk top.

ki,

When the Internet is down, open the short cut. It will take you to the Offline Circ page.
Open the Checkout tab. When offline, the only function we perform is checking out.

Search ~  Circulaion~  Calaloging~  Acquisitions~  Booking~  Administration~

Workstation UN. v Working location SRL-UN ~ Save Transaclions Reprint Last Receipt Download block list
Session Management Checkout Renew In-house Use Checkin Register Patron
Pending Transactions Offline Sessions
Export Transactions Import Transactions
Type Timestamp Patron Barcode Item Barcode Non-cataloged Type Checkout Date Due Date Checkin Date First Name Last Name
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If you see this Warning, click Proceed.

Warning

You are about to enter offline mode. If you proceed, you will be logged out.

Proceed

Select a Due Date from the calendar or enter it manually. Make sure the Strict Barcode box isn’t
checked.

Workstation SRL-UN v Working location SRL-UN ~

Checkout Renew In-house Use Checkin Register Patron
Due Date: = No Offset ¥ Patron barcode Item

Patron barcode:

L] Item Barcode:

Non-cataloged Type: Select Non-cataloged Type v

|| Strict Barcode L Print receipt

Scan the patron’s barcode then scan the items to be checked out.

When you are finished with one patron, click Save Transactions (green arrow) so that you can
begin helping the next patron.
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When the Internet is back up, log in to Evergreen. You will see an orange banner telling you
that there are offline transactions waiting for upload.
Sign In
Username |
Password
Workstation SRL-UN-UN8

Sign in

Open Offline Circulation in the Circulation tab. (See page 1.)

The page opens to Pending Transaction. Here you will see all transactions performed at that workstation

while offline.

Reprint Last Receipt Download block list

Workstation SRL-UN. * Working location SRL-UN ~

Ses! ent Checkout Renew In-house Use Checkin Register Patron

Pending Transactions Offline Sessions

Export Transactions | Import Transactions
Type Timestamp Patron Barcode Item Barcode  Nen-cataloged Type Checkout Date Due Date  Checkin Date  FirstName  Last Name
checkout 2/20/2019 9:30 AM 9300721798 3004686805 2/20/2019 9:30 AM 3/6/2019

checkout 2/20/2018 9:30 AM 9300721798 3005196763 2/20/2019 9:30 AM 3/6/2019

checkout  2/20/2019 9:30 AM 9300721798 3004696002 2/20/12019 9:30 AM 3/6/2019
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Open the Offline Sessions tab and Create a Session. The session name should include the date and

the reason for the session, for example, “internet down 2/20/19.”

Session Management Checkout Renew
Pending Transactions Cffline Sessions
Session List

After the session is created, transactions from all workstations used to check out items while the
Internet was down need to be uploaded to that session. If you only use one workstation for offline circ,
you save yourself the work of uploading from several workstations.

Open Offline Circulation at each workstation. Open Offline Sessions. Find the new offline session in the
Session List.

Session List

Organization  Created By

Dwscription Date Created = Upload Count  Transactions Processed Date Complabed

SAL-UN USER 12812 20 2019 2202005 S 45 AM o o

You see that the Upload Count and Transactions Processed numbers are zero. Likewise, there is no Date
Completed.

At each workstation used while the Internet was down, click the blue Upload button. The Upload
column will then show the number of individual transactions that have been uploaded.

After the transactions have been uploaded from each workstation, click the orange Process button. This
only needs to be done at one workstation. You will need to click the Refresh button after the
transactions are processed. Then the number of transactions processed will appear in the Transactions
Processed column.
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Create Sessan

Session List

Qirganization Created By Description Dafe Created = Uphoad Count  Trandactions Processsd Dase Complebed

SRL-AUN LEER 188t 2 320 2019 TITAG TS AN 3 3 RIS T 48 A

Look at the bottom of the page for Exceptions.

Exception List

Patron Non-cataloged Checkout Checkin

Workstation Type Timestamp Event Name Barcode Item Barcode Type Date Due Date Date
SRL-UN- checkout 2/5/2019 9:20 OPEN_CIRCULATION_EXISTS 9300719688 3006632230 215/2019 9:20 2/18/2019

UN16 Al Al

SRL-UN- checkout 2/5/2019 9:20 OPEN_CIRCULATION_EXISTS 9300719688 3006632230 2/5/2019 9:20 2/18/2019

UN16 AM AM

SRL-UN- checkout 2/5/2019 9:20 OPEN_CIRCULATION_EXISTS 9300719688 3006660501 2/5/2019 9:20 2/18/2019

UN16 AM AM

These are transactions that did not get captured by the ILS. You need to manually fix the problems using
the barcodes shown in the list. These are the exceptions that may appear in the list.

e ASSET_COPY_NOT_FOUND - Indicates the item barcode was mis-scanned/mis-typed.

e ACTOR_CARD_NOT_FOUND - Indicates the patron’s library barcode was mis-scanned, mis-
typed, or nonexistent.

e OPEN_CIRCULATION_EXISTS - Indicates a book was checked out that had never been checked in.

e MAX_RENEWALS_REACHED - Indicates the item has already been renewed the maximum times
allowed.

e PATRON_ACCOUNT_EXPIRED

e COPY_IN_TRANSIT
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