
Library Year End User Meeting
May 2, 2025

Monica Nolan, MVECA Software Specialist 

(937) 767-1468 Ext. 3130

nolan@mveca.org or helplibrary@mveca.org

mailto:Nolan@mveca.org
mailto:helplibrary@mveca.org


Agenda
• Welcome &Introductions

• Attendance Sign In/Certificates

• Year End Statistics  

• INFOhio Users Council

• Expired Patron Report

• End of Year Checklist

• INFOhio Polices Website

• School Calendars/Closed Dates

• Year End Tasks

• CRD Dates

• Expired Patrons

• Report Templates

• Teach with INFOhio

• Database Cleanup Tasks

• Library Accounts Changing

• Back to School Meeting 8/

• Questions and Answers



Ali Ballard, Fairfield Elementary

Kathy Payton, Miami Trace Elementary

Lisa Bailey, Miami Trace Elementary

Lana Fitzsimmons, Northwestern JR/HS



MVECA Year End 

Library Support Statistics

From July 1, 2024 – April 30, 2025

• 474 Helpdesk tickets

• 185 Vendor book loads



INFOhio Stats

https://stats.infohio.org

INFOhio Digital Resource and OPAC Use Data 
This site tracks the use of digital resources and the use of 

ISearch and Fetch by schools and counties

https://stats.infohio.org/


INFOhio Stats

https://stats.infohio.org

x

https://stats.infohio.org/


INFOhio Stats

https://stats.infohio.org

What school in Clark County had the most logins? 

https://stats.infohio.org/


INFOhio Stats

https://stats.infohio.org

Who had the most session of Fetch? 

https://stats.infohio.org/


INFOhio Stats

https://stats.infohio.org

What is the most common thing searched for this month? 

https://stats.infohio.org/


INFOhio Users Council

The INFOhio Users Council will advance the vision of INFOhio 

by improving communication, fostering collaboration, and 

supporting continuous improvement efforts for the purpose of 

increasing student achievement and meeting the current and 

future information needs of Ohio's students. 



INFOhio User Council Guidelines

https://www.infohio.org/images/ZOO_DOCS/librarians/UsersCouncilGuidelines.pdf

Responsibilities of Users Council Members:

• Gather and report ideas, information, and concerns from their 

respective ITCs.

• Recommend priorities based upon criteria provided by the 

INFOhio Advisory Board

• Maintain confidentiality 

• Share ideas and best practices among ITCs.

• For more information read this blog post.

https://www.infohio.org/images/ZOO_DOCS/librarians/UsersCouncilGuidelines.pdf
https://www.infohio.org/blog/item/infohio-uc-blog


MVECA INFOhio User Council Representatives

https://www.infohio.org/library/uc

Carlye Stewart, Media Specialist – Northeastern Local Schools

(Term Expires 6/30/25)

Heidi Fletcher, Librarian – Madison Plains Local Schools

(Term Expires 6/30/26)

MVECA can have up to 11 User Council Representatives

If interested, contact Monica at Nolan@mveca.org

Deadline May 15, 2025

https://www.infohio.org/library/uc
mailto:Nolan@mveca.org


End of Year Checklist for 

Library Staff

Link to 2025 Checklist

Link to Detailed Checklist

https://www.mveca.org/Downloads/2025%20End-of-the-year-checklist2.pdf
https://www.mveca.org/Downloads/2025%20End%20of%20year%20Tasks%20for%20Library%20Staff%20Step%20by%20Step.pdf


INFOhio Policies
• Libraries (includes calendars)

• Patron & Staff Profiles

• Item Groups

• Circ Rules & Circ Map

• Compulsory Return Dates

• WorkFlows many not start if 

policies are corrupted
https://policies.infohio.org

https://policies.infohio.org/


Policies
https://policies.infohio.org

Choose MVECA as your ITC

Select your District

Enter your Username and

Password  (same as 

WorkFlows)

https://policies.infohio.org/


MVECA Summer Procedures

MVECA will:

• suspend Patron Update Procedures for summer

• remove expired students.  Students with 

fines/fees/overdues will not be removed and should be 

manually address by library staff

• run library database maintenance scripts

• remove unwanted templates

• create new accounts for some staff. Staff will be notified.



School Calendars - Adding closed dates
• Every year new school calendar MUST be added to WorkFlows. When you put in the new 

calendar, you should get rid of past years.

• MVECA has requested calendars from each district. Thank you to those that have already 

submitted calendars.  Check INFOhio Policies to verify your calendar.

• If you did not submit a calendar please submit a ticket as soon as possible. 

• Missing closed dates could result in materials being due on dates when school is not in 

session

• The array that holds closed dates is limited in size (64 characters)

• Calendars can be modified during the school year if school calendar changes. 

Click here for instructions on how to update Library Calendar

https://www.mveca.org/Downloads/SETUP_GETSTARTEDLibraryCalendar.pdf


Compulsory Return Dates
CRD is required in the software. This is the date you want the last set of 

checkouts to be due.  Missing CRD dates will result in items being due the 

day they are checked out.

Review existing dates via Policies.  These are required date entries (per 

district or per library). Three years must be entered. 

If you do not submit a date, May 1st will be the date used for your district 

will be used.    Please email helplibrary@mveca.org to change. 

Next year a survey form will be sent out to submit CRD dates and submit 

calendar.

CRD Dates

mailto:helplibrary@mveca.org


Review Expire Patrons
• Seniors expire 6/30/25 – Any seniors not graduating? 

Change Privilege date

• SIS will recreate Senior if not caught, except all history 

will be gone. 

• MVECA will remove all expired users over the summer.  

Users with bills, charges or holds cannot be removed

• Make a plan on what you want to do with those users.  

See report for specifics. 



✓ A list of patrons to be expired as of July 1, 2025 will be sent to each library via email. *Patrons will 

only be removed IF they have no bills and no checked out/overdue books. 

✓ ** You can also run this report from the INFOhio report tab, select the “PAT: List Users” (patlist) 

report. Specify privilege expired = 7/1/25

REPORTS_FAV_DBC6ExpiredPatronList.pdf 

(infohio.org)

Database Cleanup 

DBC – Expired Patrons as of 7/1/25

https://www.infohio.org/images/ZOO_DOCS/wfhandbook/Reports/Favorite/DBC/REPORTS_FAV_DBC6ExpiredPatronList.pdf


Report Template Review/Cleanup
Things to consider?  Has this report template been used? 

Do I still need it?  

System can remove any report templates not used since 1/1/24. 



Teach with 

INFOhio



Use INFOhio eBook to keep Students 

Reading this Summer

Click to read blog post and access links

https://www.infohio.org/blog/item/summer-reading-fun


Using INFOhio Digital Resources to Ensure

Accessibility for All Learners

Click here to read blog post

“Features such as text to speech, transcripts, and 

translation can help a variety of learners access and 

learn information necessary for mastery. What might 

have once been considered accommodations are now 

necessities in the classroom where personalized 

learning is key for student agency and success.”

https://www.infohio.org/blog/item/using-infohio-digital-resources-to-ensure-accessibility-for-all-learners


Accessibility (continued)

• Accessibility 

features added!

• Slides of all 

Resources

https://docs.google.com/presentation/d/1zKMZeMLWdoi3M_0DouVZ8OteEVu6a_71qLoJDbAIlBY/edit?slide=id.g27497828426_10_25#slide=id.g27497828426_10_25


INFOhio Artificial Intelligence 101

In this AI blog series, learn 

about

• Different types of AI

• What to look out for when 

using AI

• How to get started using AI 

in your library

https://www.infohio.org/blog/item/ai-101


INFOhio Resources to Provide Students 

Responsible AI Experiences

This blog series will 

explore the five 

guiding principles in 

Ohio’s AI in Education 

Coalition: AI Strategy

https://docs.google.com/presentation/d/1-90CahOSsj1Cwn4GZFmVI3v5zPCqX2WkbIZgbDPj-Lc/edit?slide=id.g34065f20763_0_29#slide=id.g34065f20763_0_29
https://www.infohio.org/resources/item/ohios-ai-in-education-coalition-ai-strategy


End of year Database clean up

• Remove any un-needed Report Templates

• Recommend keeping all inventory reports. They 

will not be auto-deleted

• Other reports are removed after 30 days

Spring Cleaning Using INFOhio's Favorite Database 

Cleanup Reports

https://www.infohio.org/blog/item/fav-reports-database-cleanup


Is your 

library using 

AI?



Database Cleanup - Reports

Spring Cleaning Using INFOhio's Favorite Database Cleanup Reports

https://www.infohio.org/blog/item/fav-reports-database-cleanup


Database Cleanup 

DBC - Shelf List Multi-Purpose
Sort by Barcode

Bad barcodes will be at the 

top and bottom of list

Look for inconsistencies in call numbers

Are prefixes the same?

Does the material type match the Item Group?

If an is item out of order, 

check for extra spaces



REPORTS_FAV_DBC2ItemsNOTorNEVERCirculated-1.pdf (infohio.org)

Database Cleanup 

DBC – Items Not/Never Circulated

https://www.infohio.org/images/ZOO_DOCS/wfhandbook/Reports/Favorite/DBC/REPORTS_FAV_DBC2ItemsNOTorNEVERCirculated-1.pdf


REPORTS_FAV_DBC3TitlesWithnoItems.pdf (infohio.org)

Database Cleanup 

DBC – Titles without Items

https://www.infohio.org/images/ZOO_DOCS/wfhandbook/Reports/Favorite/DBC/REPORTS_FAV_DBC3TitlesWithnoItems.pdf


REPORTS_FAV_DBC4ItemsNoPrice.pdf (infohio.org)

Database Cleanup 

DBC – Items without a Price

https://www.infohio.org/images/ZOO_DOCS/wfhandbook/Reports/Favorite/DBC/REPORTS_FAV_DBC4ItemsNoPrice.pdf


REPORTS_FAV_DBC5DuplicateTitles.pdf (infohio.org)

Database Cleanup 

DBC – Duplicate Titles List

https://www.infohio.org/images/ZOO_DOCS/wfhandbook/Reports/Favorite/DBC/REPORTS_FAV_DBC5DuplicateTitles.pdf


DBC – Expired Patrons List

Item Maintenance (infohio.org)

Database Cleanup 

DBC – Long Overdue Cleanup/Mark as Lost

• It will bill user the cost of the book

• It will shadow the item in the online catalog

• If item is returned, just check it in, bill will 

be removed and item’s status will be 

updated.

https://www.infohio.org/images/ZOO_DOCS/wfhandbook/Reports/Favorite/DBC/REPORTS_FAV_DBC7LongoverdueItemLost.pdf


Library accounts changing

Accounts assigned to each staff member

No sharing of accounts

MVECA will contact each district to setup new accounts 

Each district will review all 

existing accounts and determine 

which new ones are needed



Save the Date – Monday, September 8, 2025

Back to School Meeting 8:30 - 12pm

Back to School Meeting

New INFOhio Updates by INFOhio Rep

Emily Rozmus, Sr. instructional Specialist

New User/Refresher Library Training 1:00 – 3:30

This session will teach the basics of the WorkFlows Library 

Software. This training will cover the basic tools to assist you 

with learning the library. This will include WorkFlows 

navigation, Check in, Check out and basic Reports. We will 

also cover where to find resources and documentation that 

will help users.



Congratulations on Retirement

Dawn Howard, Miami Trace Elementary

Karen Shoemaker, Hillsboro Elementary

Lori Brock, Hillsboro MS/HS

Melissa Elfers, Northwestern JR/HS

Kim Myers,  Springfield City, Snowhill Elementary

Joyce Allis, Clark Shawnee – Moving to new position at CS



Monica Nolan, Software Specialist
(937) 767-1468 Ext. 3006 (Library)
Email: nolan@mveca.org
Need help?
Please send an email to create a help 

desk ticket to helplibrary@mveca.org

MVECA Library Services Support

mailto:nolan@mveca.org


MVECA Annual District Support Survey

Keep an eye out for the 



Questions/Discussions




