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for the School

(Click here for detdiled instructions)

END OF YEAR TASKS

U Submit CRD date to MVECA
CRD - Compulsory Return Date is the final due date dll
items should be returned to the library.

U Submit 25-26 School Calendar to MVECA. Closed
dates determine book due dates. Update calendar as
necessary, see attached instructions.

Notify MVECA of any changes before school starts
U Library Staff new/leaving?
U Grade levels moving fo new building (ie. 6
to MS from Elementary)
U Any libraries opening, closing or moving?

Any Student Policy Changes for next year?
L Number of books to be checked out?
U Length of checkout? Renewals?

U Fines/No Fines?

Review Expired Patron Report - This report will be
emailed each district or you can run at anytime.
Run PAT: List Users (pat list)
Specify <7/1/2025 as privilege Exp Date
L Only those patrons will be removed if they
have no bills an no checked out
items/overdue books

L  What is your district policy for seniors with
items overdue/checked out?

U Do you have any retained seniors that need
to be left in WorkFlows?

U Review Staff List (manually entered staff)

that need removed contact MVECA.

U Review/Clean Up Pending Transits
This should be done on a regular basis and definitely
before and during inventory.

U Suspend Overdue Notices sent by email

This only needs to be done if you have set up scheduled
emailed notices fo students/parents or teachers
homerooms. If this is not stopped, emails will continue
to be sent all summer to students/parents/teachers
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LJ Run overdue notices and send home with students

L Run overdue notices for teachers

L Run end-of-year reports. These may include
collection statistics, lost books report, titles
added/deleted and inventory reports.

L End of Year Statistics Reports

CLEANUP TASKS

L Clear/Check on OLD Checked-Out Items
Assumed Lost Report - If you expect payment and will
bill the student.

L Remove any un-needed report templates. See
templates not used since I/1/24. Contact MVECA
Generate list of items w/xx call numbers

Clean up titles without copies - Run the “List
Titles with No Copies” (fitlenocopies) report. This
report list all call numbers that have no item
information attached.

If you have any questions or need assistance please

contact Monica Nolan by emailing

helplibrary@mveca.org or call 937-767-468 ext. 3006

i *MARK YOUR CALENDARS*
| BACK TOSCHOOL MEETING
| SEPTEMBER 8™ 8:30AM-12:00

" NEW USER/REFRESHER TRAINING !
 SEPTEMBER 8™1:00PM - 3:30PM |
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email sent to you in May. System can auto remove 3

A I I R K R A A A A A A A A A A Ao B B 3 I I I I I IAOAOAL

HELSLSOSSOOELLL DL NIGIDL DD OAAAN



mailto:helplibrary@mveca.org

