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Getting Started in Workflows

Accessing Workflows ﬁ
F

ROV I OV

Double click on the Workflows icon on your desktop.

Logging in wl x|
1. Connect to Host [ Operate in Offline made
Host information
. Y(_)u will see a large screen similar to IP address: oo .00006.0rg
this. It should be configured for you. Port-
ort: nnnn
If you cannot access Workflows,
contact your ITC (or see your district’s Waorkstation :
specifics in Section 1.1) Name: PGGULDISP < [lient
. Login timeout: |60 Seconds
e Click on OK at the bottom of the
screen. Load Show this window aon next startup
=199
Hse, 4 [ OK [ Cancel l 5
Compt

Gowvernment Departrnents and Agencies are as setforth in FAR 52,227-19(c)(1,2).
WorkFlows is a registered tradermark of Sirsi Corparation.

I

=

;L'_“_. . ] |
E

User ID:
FPIM:

2. Enter your User ID and PIN.

Staff Client

Logging into the workstation...

@ 1996 - 2005, Sirsi Corporation

Use, duplication, or disclosure by the LS, Government is subject to restrictions
as setfarth in sub- paragraph (101100 of the Rights in Technical Drata and
Computer Software clause in DFAR 252.227-7013. Rights for non-DCOD U5,
Government Departments and Agencies are as setforth in FAR S2.227-1920c)(1.2).
WarkFlaws is a registered tradermark of Sirsi Corparation,
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ltem Search

The Iltem Search and Display wizard is used to identify a specific title in your library and display
information at the title, call number, and item level. At the item level, other types of information related to
the item's circulation and holds are also available.

1. Click on Common Tasks Wizard Group.
2. Click on Item Search Wizard.

g Itemn Search/Display

Item Search screen displays.
3. Inthe Search For box, enter your search expression.

4. Select the type of search you want to perform. (see Search Strategies)
a. Keyword — locates and displays records that contain the terms you entered.
b. Browse - produces a list in the alphabetic vicinity of the term you entered, which may then be
browsed forward or backward.
c. Exact - displays record(s) of the search index you used or a browse list if no exact match.
d. Current Title - displays the record that was most recently displayed, modified, or added (will not
display if first search).

Item Search/Display - 0O x

M A Rl ==
@ Search for: Jriver (3) j@

Index: Title LI Type:

Library: KAHS @ LI & Keyword

[ Browse
Current: Morgan, Nina, --- The Mississippi --- 977.20 MCOR --- ID:12700-1001 --- Ctrl#:i9750511431033 ---@  Exact

Search |

5. Inthe Index list, select the search index you want. The search indexes that display are wizard
specific.
. Author - Author Lookup f. Periodical Title- Periodical Title Lookup
. Call Number g. Series- Series Title Lookup
h.
i.
-

. General — ISBN, all fields Subject — Subject Lookup

a
b

c. Curr — Curriculum info (658 tag) Set ID — Circulation Set Lookup (use “3”)
d

e. Item ID — Barcode Number

Title - Title Lookup
k. Title Control # - (oisl) OCLC, ISBN, ISSN, LCCN

6. Inthe Library list, select a library to qualify your search. If the Library field contains a specific library
name, only item records for that particular library are searched. If the Library field contains the value
Full access to all libraries, the item records of all libraries are displayed.

7. Click Search.
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8. If your search finds results, a list of matching records displays in the hit list area. Select the record
you want to display. If the Viewer is turned on, the selected title will display in the lower portion of the
window with two tabs, Description and Call Number/ltem

term SearchiDisplay = 0O =

HH R(Le==

Search for: river v

Index: Title w| Type:

Library: DLFN v| | @ Keyword
) Browse

Current: O Exact

KEYWORD Title river, DLFN: 12 records

Title lauthor Pub. Info. Phys. Desc.
Green, Phyllis Reading, Mass : Addis...junp. 1975 |

Letting Swift River go  Yolen, Jane @ Boston, Mass : Little, ... [32] p.:col.ill.;23 x 2... 1992

Over the river and thr... Child, Lydia New York, N.Y : Cowar... unp. 1974

River Paulsen, Gary New York : Delacorte, ... 132 p. 1991

River Ran Wild Cherry, Lynne New York : Harcourt, 1... 32 p. 1952 I

Description | call Number/ltem

Leader am aOn A
key C684DCTEOE2411D5BBD7006094A5D389

Data source FES

Date/time stamp 20040816234400.0

Fixed field data 920714s19uu  xxu 00010 eng d

LCCN 74028382

ISBN 0201025825

Cataloging source FES

Personal Author Greenh, Phyllis

Title lce river

Edition First Printing

Publication info Reading, Mass : Addison, 1975

Physical descrip unp.

Summary An accident on the river brings a young boy closer to his step-father 3

- ki

el A

@ [Detailed Display|[Close |

9. To display complete information about the item, including tabs that display detailed bibliographic
description information and information about circulation data, click Detailed Display. Several tabs
may display, depending on the configuration of the Item Search wizard.

a. Control Tab — Information used primarily to administer the catalog and maintain the catalog,
authority metadata, and review data files.

b. Bibliographic Tab - Information common to all items associated with the title, and is used primarily
to bibliographically describe the item or items.
c. Call Number/ltem Tab — Call number information, and all items associated with the title. The

information that displays is specific to a single call number and/or item of the title. The following
item information will be displayed:
o Call Number Information — Call Number, Class Scheme, Call Library, Shadow Call Number
¢ Item Information — Item ID, Copy Number, Type, Item Library, Shelf location, Current Status,

Material Type, Funding Source, Media Desk, Number of Pieces, Total Checkouts, Price,
Permanent, Circulate, Shadow Item

Item History — Date Created, Date Due, Date Last Charged and Discharged, Inventory

Information, Previous User ID, Last Activity Date, Number of In-House Uses

Circ Info — Total Bills, Comments, Checkouts, and Holds

Bills — Unpaid Bills with User ID and Name, Amount Owed and Reason
Checkouts — User ID and Name, Status, Date Due

Holds — User ID and Name, Hold Level, Hold Status

Last Updated July, 2010
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tterm Search and Display - 0O x
Ice river / Green, Phyllis
Control| Bibliographic | Call Number/item nd-with
s title:
Rec_Type |a Bib_Lvl m TypeCtrl Enc_Lvli
Desc a Entrd 920714 Dat_Tp S Date1 19uu
Date2 ctry XXu lllus Audience
Repr cont GovtPub lconfPub 0
Festschr 0 Indx 0 Fiction 0 |Bing
Lang eng Mod_Rec Source d |
S 4
+ Tag Ind. Contents
~| C684DCTEOE2411D5EBDT006094A5D389 ~
~| 003 FES
j 005 20040816234400.0
~|o10 74028382
ﬂ 020 0201025825
j 040 |dFES
~| 100 1 Green, Phyllis
~| 245 10 lce river
~| 250 First Printing
~| 260 Reading, Mass :[bAddison,|¢1975
Return to Search|[Close |
term Search and Display - O =
Ice river / Green, Phyllis
Control| Bibliographic| Call Number/item Md-with
- - 9c
=-E Ice river - Green, Phyllis \ Item Info | Circ Info | Bills | Checkouts | Holds
=il FIC GRE - DLFN
Type: FICTION Item library:
Shelf location: AVAILABLE Current status:
Material type: BOOK Funding source
Media desk: Number of piecs
Total checkouts: 0 Price:
Permanent: Y Circulate:
Shadow item N
Extended information
Date created: 8/30/2004
Date last charged: Never Tag Contents
Date due: none CIRCNOTE
Last discharged: Never PUBLIC
Date inventoried: Never STAFF
Times inventoried: 0
Previous user ID:
Last activity: Never
In-house uses: 0 ¥
< >
Return to Search|[Close|
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10. Inthe result list, if there is a NOTE on the item record, you will see a small icon next to the item id:

3| LK

nh1_g d

| W

rry Potter and the chamber of secrets - Rowling, J. K. | price: $19.95 Item type: FICTION
ROW - DLFN Shelf location: AVAILABLE Current status: AVAILABLE
2612000100065 -1 - FICTION - AVAILABLE Material type: BOOK Funding source: BIRTHDAY
ROW RC 940 - DLFN Date created: 6/25/2008 Media desk: hone
-1l 32612015003407 - 1 - READPROGRM - MISSING - Ca | pate |ast charged: Never Previous user ID:
-1y FIC ROW RC 940 - DLFN Last discharged: MNever Last activity: Never
= 32612000100044 -1 - NONFICTION - AVAILABLE Date inventoried: Never Total checkouts: 0
Times inventoried: 0 In-house uses: 0
1 32612050040737 -1 - FICTION - LOST-CLAIM Exten
1 32612050040702 - 2 - NONFICTION - INTRANSIT
-l 32612050040678 - 3 - NONFICTION - INTRANSIT fag |00ntents \
i ROW - DLHS PUBLIC Donated by Steve Coo
'M12100084270 -1 - FICTION - INTRANSIT

11. You can print item information by selecting the Print command from the File menu, or by clicking the
Print Wizard, if present, on the toolbar.

12. To perform another title search, select from options:

Return to Searcﬁl Close |

Note: For more detailed information or specific questions, use HELP wizard.
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Check Out Items
The Checkout wizard guides you through the process of checking out materials to a library user.

1. Click on Circulation Wizard.
2. Click on the Checkout Wizard.

X, Checkout

NOTE: If your checkout properties helper is set to “Start with search

helper’, your user search screen will display first.

Start with search helper

Check Out kems
dhEpe

User Information

Checkout screen displays

3. Locate the user by scanning the

dPhcP NI s

. Name: Smith, DESTENI (NICO)  Status: BLOCKED
user ID or using the User Search Phota Profile name:  STUDENT3... Amount owed: $1.00
he|per. @) Library: Available holds: 0

File User categories: NONE Overdues: 1
Homeroom: 4C-SMITH

4. Scan the item ID or use the Item
Search helper. dentify user

p <%>.lser 1D: 22612001504808
The checked out items
will display on the List
of Checkouts section. Identify item
Item ID:

5. Continue checking out items as

appropriate.

List of checkouts

Title

Item ID

User BLOCKED
You must enter an override to continue.

Date Due Billed

Amount Paid A...

NOTES: If a user is delinquent or blocked, a User Alerts
Display screen may appear allowing you to investigate
the reason for the status. This pop up box can be turned
on or off in Checkout properties. (Check or uncheck
“Display user blocks in separate window.”)

If a user is blocked, the override password is required to
complete the checkout process.

Check Out tems : User is ELOCKED

User is BLOCKED

Alerts

Estimated amount owed in bills/fines: $1.00
Overdues: 1

Enter Override &

Checkout To User || nvestigate

‘ Cancel

If a user is barred, a popup window will display, regardless of the property setting, informing you of
thieir status. You must change their status to OK in Modify User before they can Check out.

6. When the first user’s transactions are complete, scan (or type) in the next user’s barcode number.
Checkout screen for next user will display. Scan items for this user.

Get Uszer

i Check gut et
Infarmation

To User

7. Select from options:

To Mew User

Check Out
- Close

NOTE: For more detailed information or spec

ific questions, use HELP wizard.
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gg)
1. Right click on CheckOut Wizard.
Select properties.
Click on the Helpers Tab.
Click on User Search.

Click on the Defaults Tab.

Nooasrwd

Choose keyword for search type. ] e
Select Name for Search Index, enter your library, and Redl i
choose a sort option. [ | raenm psaggeraur 1
8. Put a check in the Start with search helper box. [~ ;:’:ch@::::::: Ofrowse
9. Click OK. D Library: . DLFN -
10. Now when you click on the checkout wizard, this is what COof| _sortby: [userName 4 v
you will see. [en

Check Out kems : User Search

L®

Search for:
Index: AND OR Type:
Library: DLFN v | O Keyword

. [Smith. DESTENI (NICO) l © Browse
Current: | 5612001504808

TIP: If you prefer checking out by name rather than scanning a barcode:

Behavior | Defaults H

Allow Configure Properti

o [veersearen

D|

Check Out Items : User Search:Set Properties

Special Due Date
Alternate Circ Rule

Renew Privilege

O Print User Card
= Printuser |

Start with search helper

Gg? TIP: If students come to the library by homeroom and you want to check out by name:

1. Repeat all the steps above, except set your
search index to Homeroom or Teacher and
sort by User Name.

2. When a class comes in, click on the
Checkout Wizard and search for the room

you wish. (Remember, homeroom or teacher

must be typed exactly as it appears in the
student record.)

3. Alist of students will display. Highlight the
one you want and click Checkout to User.

4. Check out items. When done, click Check
Out to new user.

5. This will return you to the class list.
Highlight the next student’s name and click
Checkout to User.

)

Get User
Information

Check Out Item
To User

Check Out

To New User Elose

Defaults | Hglpers I

Identify user default

Type: = Keyword " Browse

<6 Search inde:-::
Library: [LMHS R
Sort by: IUser Name LI

List of users

Name | User ID Alt ID
BEAIR, SONYA ELLEN 22620000656560 65656
GIBSON, TINA (L) 22620000610138 61013
RI¥YERA ROSARIO, JU... 2Z26Z20000646512 64651

SCHREIBER, MOLLY K 22620000625631 62563

SEAY, MAURICE (D) 22620005500698 550069
SELBY, RYAN A 22620000635242 63524
SINIFF, THOMAS 1 22620000630144 63014

Checkout To User Cancel
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(‘g TIP: If you wish to checkout multiple items to the same patron, you may turn on Cache Item IDs.
his allows you to scan multiple items into a single Item ID window. You will need to click the Check Out
Item to User button to select another patron.

1. Right click on CheckOut Wizard.

2. Select properties.

3. Click on the Behavior Tab.

4. Place acheck in Cache ltem ID’s .

5. Click OK.

6. Click on Checkout Items, notice the
larger Item ID field.

7. Scan the desired number of items.

8. When finished scanning, click the

Check Out Item to User button.
9. Allitems scanned will be checked
out to user.

NOTE: If an item cannot be checked
out, an override password (obtain
password from supervisor) will be

required to complete the checkout
process. When the password is
entered an Alerts Display screen will
appear explaining the reason for the
status and allowing you to complete
check out.

Behavior | Defaults | Helpers

Configure
Hide current user
Extend user's library privilege

[] Proxy checkout with cancel hold

Automatically restart checkout on item ID error
@ [v]Cache Item ID's

) Automatically renew items already checked out as seen
) Automatically renew items already checked out as unseen

() Do not automatically renew items already checked out

Check Out kems=
g &aga

User Information

PP IND &

Name: Cross, AMANDA MARIE
Phota Profile name:  STUDENTS...
Nat Gu) Library: DLFN
File User categories: Y
Homeroom: 2B-GERDING

Identify user

User block overridden!
Checkout limit overridden!

User ID: 22612001703004

Identify item

Iterr@ |

Get User Check Out Item Check Out
Information e To User To New User

‘ Close
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Special Due Date Helper

When checking out or renewing an item, you can set a special due date before scanning the item(s).

1. Use the Calendar gadget to select adate in [check Out kems - Erter Special Due Date - o =
the Special Due Date field.

2. Select how long you want this date effective. Special due date: 07M3/2006,23:59 @
e From now on — the date you select will (2 From now on
remain in effect for all users until you Use special due date: () For this user only
close the Checkout wizard or use the () For this checkout only
Clear Date action button. This date will i

display on the checkout screen.

e For this user only — the date you select
will affect all the items this user checks
out.

e For this checkout only — the date you I oK l [ Clear Date (b} ] [ Cancel ]
select will affect only this one item.

3. After returning to the checkout or renewal process,
scan the item's barcode in the Item ID field.

The special due date will display above that

field for all users until the date is cleared. Special date due will be used: 07/13/2006,23:59 @
Identify item
ttem ID: |

Using Circ Notes

Behavior | Helpersl

Configure
Circ nOte.S will diSpIay when an item is ¥ Hide current user ¥ Hide current item
CheCkeq in and fheCked out ,If DISpIaY ¥ Extend user's library privilege ¥ Pay hills
Circulation note” is checked in properties _ _
™ Proxy checkout with cancel hald ¥ Checkout reserve desk items

for those wizards.
|- Autumatically renew items already checked out

¥ Automatically restart checkout on item ID error - W Displgy circilatjon note
—__ R
Extended information
Tag | Cantents
You can enter the circ note on an item’s record CIRCHOTE companion CO at desk
under Extended information. FUBLIC
STAFF |
Last Updated November, 2008 Circulation 6.2: Page 4 of 5
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Printing User Information

Print User information by selecting the  |Ehesk Out ftems : Frirt User o

PRINT USER helper. This will allow for
printing of user information from inside []Select All =
the wizard. The helper allows you to

select to print All user information, or Print |prir-|t Usar
select from the following options.

] Summary

* Summary — Prints user (] Addresses
information from the Summary

tab of the user record []1Extended information

- Addresses — Prints all user Lmtofc“““”“ Type: Active i
address information. [v]List of bills Type: Unpaid v
* Extended Information — Prints (] List of holds Type:

all user extended information. []List of suspensions  Type

* List of Checkouts — By
default, prints all Active
checkouts. To change, select
from the list options Active, All, [ Print H Close ]
Claims Returned, Inactive,

[]List of routings

Overdue, Recalls, Renewals.

* List of Bills — By default, prints all Unpaid bills. To change, select from the list options Unpaid,
Paid, All.

* List of Holds — By default, prints all Holds. To change, select from the list options All, Available,
Recalled, Reserve.

* List of Suspensions — Prints all Active suspensions for the user

* List of Routings — Prints all bookings for the user (Materials Booking), not currently supported.

NOTE: You can also use the Print function from the Printer icon in the Common
Tasks toolbar; but if you do, you can only print the whole record. There is no option to
print a specific screen.

HINT: If information is wrapping, try changing the page setup to Landscape (before printing,
look at the print preview (toolbar file = print preview).
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Check In Items

Click on Circulation Wizard group.
Click on Check In Wizard. WA, check in

N

Check In: Identify Item screen displays.
NOTE: If the Check in property is set to display user information, the information will be displayed at
the top of the screen.

Check In Items : Identify Item
PSS

User Information

User ID: 22612001501101
/F‘,r“"\ Mame: Dimeling. SHYANMNE  Status: BLOCKED
Nolfoft}cl'l Profile name: STUDEMNTS... Amount owed: $1.00
File Library: DILFM Available holds: 0
User categories: ¥ Owerdues: 1
Homeroom: 3B-HARTMAM Privilege expires: 6/30/2016
Identify item
Itern ID: @
List of checkins
Select All
Title Item ID Route/Transit To Amount Billed Amount Paid Auto... Amount Paid =

The cat who loved ...|32612010048951

AVAILABLE [ N

3. Scan or type item barcode number or use the Item Lookup helper.
4. If appropriate, continue to next item to be checked in.

As Items are scanned, the following Information will display:
. Title
Item ID of item being returned.
Where item is to be routed (AVAILABLE, RESERVES, Transit to another LIBRARY, etc.)
Amount billed if item is fined for being overdue.
Amount paid automatically if applicable.
User ID of user returning item (click on platform to display user record, transaction history)

NOTE: Caution — watch screen carefully as items are Check In : Error
checked in, various messages may appear.
If an item is scanned, but was NOT checked out Q ltern not checked out
through the system, a Check In: Error message will
appear in a separate window, or on the list of items
checked in, depending on your check in property
setting.

5. Select from Options: Check In Clear Close
ttem (o) Checkin List
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Accumulate Fines

This function allows you to total selected bills and accept payment on them without leaving Checkin.

1. Click on Circulation Wizard group. Benavior| Defaults| Helpers
2. Right Click on Check In Wizard. Configure
3. Click on Properties. Hide current item Disp
4. Bullet Accumulate Fines Yes or Prompt. Pay bills Disp
This only needs to be done once. 0O Warning if user delinquent Disp
Display "item not checked out" error in a separate window Disp
Displ [ bisp
Accumulate fines: O Yes () No (& Prom Disp
5. Click Yes to accumulate fines. = =
@Accumulate fines?
6. Check in all items. Tes |
L. . List of checkins
7. When finished, click
on User headel’. Th|S [] Select all Total amount billed: $2.80
will group all the Title Item 1D Route/Transit.. AmountBilled  Amount Paid Select User «
items returned by the Aquariumfish  32620019984779 $.70 [] 2620000325455
t th All about fish 55554 $.70 | 22
same user togetner. Rumble fish 32620000023132 $.70 $0.70 @
Dear Bill, remem... 32620000026366 $.70 =
Favorite fresh an... 326200001187 26 $.70 [+]
) ) - [k e
8. Click the Pay Bill helper. ‘l 5~ e &=t ,
information. Check In kems : Pay bills obligation IE] the fI!’St l?,OX
@ or $.70 for “Aquarium” in
g the second box.
a. You can accept a Total bills: 5 Payment:
payment on the Total owed: $2.80 Payment type: | CASH v
total amount due. jam————
OR  md Bills and P
b YOU can accept a User Hame Title Hem ID Date Due Owes Payment Type Payment Change
: JOHHSOH, LASHEEHA .. $1.40
payment for Aquarium ... 326200199847... $.70
P &ll about fi... 55554 $.70
md_IVIC_lu_aI patrons HICHOLS, LATIHA (D) $1.40
or individual Rumble fish 32620000023... §0.00
; Dear Bill, r... 326200000263... $.70
items. E_nter the Favorite fr... 326200001187... $.70
amount in the
payment column
in the appropriate
box. [ Pay Bills (o) ][ Cancel ]

10. Click Pay Bills to exit and accept all payments.
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Printing User Information

Print User information by selecting the  |Ehesk Out ftems : Frirt User o

PRINT USER helper. This will allow for
printing of user information from inside []Select All =
the wizard. The helper allows you to

select to print All user information, or Print |prir-|t Usar
select from the following options.

] Summary

*Summary — Prints user (] Addresses
information from the Summary

tab of the user record []1Extended information

*Addresses — Prints all user Lmtofc“““”“ Type: Active W
address information. [v]List of bills Type: Unpaid v
*Extended Information — Prints (] List of holds Type:

all user extended information. []List of suspensions  Type

List of Checkouts — By default,
prints all Active checkouts. To
change, select from the list
options Active, All, Claims [ Print H Close ]
Returned, Inactive, Overdue,

[]List of routings

Recalls, Renewals.

+List of Bills — By default, prints all Unpaid bills. To change, select from the list options Unpaid,
Paid, All.

sList of Holds — By default, prints all Holds. To change, select from the list options All, Available,
Recalled, Reserve.

sList of Suspensions — Prints all Active suspensions for the user

List of Routings — Prints all bookings for the user (Materials Booking), not currently supported.

NOTE: You can also use the Print function from the Printer icon in the Common
Tasks toolbar; but if you do, you can only print the whole record. There is no option to
print a specific screen.

HINT: If information is wrapping, try changing the page setup to Landscape (before printing,
look at the print preview (toolbar file = print preview).
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Renew Single Item

The Renew Item wizard guides you through the process of renewing a single checked-out item.
This wizard may be used when the user comes into the library with the item to be renewed in hand.

1. Click on Circulation Wizard Group. @ Renew Singls tem

2. Click on the Renew Single Item Wizard.

3. Renew Single Item screen displays.

4. To renew the item and REnswrSingls fm
record the renewal as a 9w D Ea
"seen” renewal, select the
Mark Item as Seen check Identify item
box before scanning or @ v o and Jollet
typing the item ID. (A Item ID: Current: arqugzg ;ET e
“seen renewal” indicates : ’ 32612010115578
item is physically present
at the time of renewal) @ Mark Item as Seen

5. Scan the item’s
barcode number. Renew This Item?

6.

Renew This Item?
screen displays (if
property settings are
not set to review items
before renewing — can
be turned off).

7. Select Renew This
Item or Do Not
Renew.

Sly the Sleuth and the pet mysteries f Napoli, Donna Jo, 1948-
FIC HAP Copy:1 I0:32620065286079

Title:  Sly the Sleuth and the pet mysteries
Author: Mapaoli, Donna Jao, 1948-

Copy: 1 Holds:

Type: FICTION.. Price: $9.95

Shelf location: AYAILABLE Checked out to: 22620001115103
mMaterial type: BOOK... Funding source: OTHER..

@ |Renew This Item| | Do Wot Renew

Renew Item: screen displays with the renewed item, new due date, and any associated bills displayed.

Fenew Single ttem
© o B

Identify item
Item ID:

Item(s) Renewed

Title

Mark Item as Seen

Stars of the Major...Cross, AMANDA M... 8/25/2008,23:59

Remarkable physi... Cross, AMANDA M...
Marquette and Jo... Parkinson, DOMIN...

- o =

Name Date Due Amount Billed Amount Paid Au...

8/26/2008,23:59
8/26/2008.2:59

Select from options.

Renew Item (o) Clear Renew List

Last Updated July, 2008

Circulation 6.4: Page 1 of 2

Page layout created and text abridged by INFOhio from Sirsi copyrighted documents with prior permission of Sirsi Corporation.
Copyright © 2006, SirsiDynix. All Rights Reserved.



INFOhio/Sirsi K12 Manual Symphony
Renew Item

THE INFORMATION NETWORK FOR OHIO SCHOOLS

Exceptions to the Renewal Process

Holds Block Override screen will display if the item has a hold by another user.

= 5

& Iitem has holds

FIC NAP Copy: 1
32620065286079

Hold block override:

Co Mot
Renew ltems

Override &
Renew ltems

®

Options:

1. Override & Renew Item.
a. Type in the “hold block override” password.
b. Click on Override & Renew Item.

OR

2. Click on Do Not Renew ltems.

Note: For more detailed information or specific questions, use HELP wizard.

Last Updated July, 2008 Circulation 6.4: Page 2 of 2

Page layout created and text abridged by INFOhio from Sirsi copyrighted documents with prior permission of Sirsi Corporation.
Copyright © 2006, SirsiDynix. All Rights Reserved.



INFOhio/Sirsi K12 Manual Symphony
Modify Due Dates

THE INFORMATION NETWORK FOR OHIO SCHOOLS

Modify Due Dates

Sometimes, the library may extend an item's due date temporarily if the user is not able to return the
materials by the due date, such as when the user is out of town. The Modify Due Dates wizard guides you
through the process of modifying an item's due date.

1. Click on Special Circulation Functions _
2. Click on Modify Due Dates Wizard. X ity Due Dates

Modify Due Dates user search screen displays.

NOTE: If the Modify Due Dates properties helper is set to “Start with search helper”, your User Search
screen will display first.

3. Select the appropriate user.

h &
Modify Due Dates screen User Information
i Name: JAMESON, FRANKLIN ~ Status: 0K
d|Sp|ayS. Profile name:  FACULTYZ... Amount owed:  $0.00
Library: DLFN Available holds: 0 Comment: Coach - Basketball
. . . User categories: Y Overdues: 0
4. CheCk the IndIVIduaI t_ltles to Homeroom: Privilege expires: NEVER
modify due date or Click the ,
Identify User

Select All option.

User ID: 22612000000113

. List of checkouts ( : )
5. Click Apply Same Due Date (s, CAI F1Appy Same Due Dite  Due dat @|@
to select the same due date Zoelect AT T Rpply Seme Pue Tate || et —
fOI‘ ea.Ch/a” Selected |tem(S) Modify Title Date Due Claims Returned
. ) All about dogs and puppies 06/27/2008,23:59 &
if desired. Big Book of Cats 06/27/2008,23:59 @@
Canine careers dogs atw... 06/27/2008,23:59 &
Cats 06/27/2008,23:59 &

.:lget : Day and Time

6. Click the calendar gadget next to the appropriate Title or Apply

. ) No date &
Same Due Date to select the modified date due.

Date
o= June 2008 =

S M T W T F S
1 2 3 ) 5 6 7
i i Modify User 8 9 10 11 12 13 14
7. Click Modify User Due Dates to save your changes. ‘ Due Dates 15 16 17 18 19 20 21
You will see Record updated for the item(s) 22 23 24 25 26| 28
modified. 6\ 29 30
Modify Title Date Due Claims Returned
All about dogs and puppies 06/27/2008,23:59 o (NEVER) Record updated
Big Book of Cats 06/27/2008,23:59 & (NEVER) Record updated
Canine careers dogs at w... 06/27/2008,23:59 & ) Record updated
Cats 06/27/2008,23:59 £ (NEVER) Record updated
8. Select from optlons: et Lser Modify Lzer Modify &nother Uzer's o
Infarmation Due Dates Due Dates nee

Note: For more detailed information or specific questions, use HELP wizard.
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Check Item Status

The Check Item Status wizard displays the current status of an item. This wizard is especially useful if you
find an item and want to know where it should be shelved, or if it should be put in transit.

1. Click on Common Tasks Wizard Group.
2. Click on Check Item Status Wizard.

Check Item Status screen
displays.

Scan or Type the
Item ID or use the
Item Lookup Helper.

TIP:

The record that was
most recently displayed,
modified, or added will
display as “Current”,

Check tem Status

Check Item Status
bl

Identify item

Check Item Status:
Current Status of

Item (Item ID Number)
screen displays.

If item is checked out,
patron information will
display. If item is
AVAILABLE, click on
title bar to select item
glossary to see ID of
last user that checked
out this item.

e

The cat who loved the sea
Itern ID: Current: FIC GOL
32612010043951
List of items checked
Title Item ID Rou
A
= m

Check Item Status : Current Status OF Item 32612010048951

| Status

Na '
ate due:
Renewals:
Dates--

Notices--

Dimeling, SHYANNE
8/25/2008,23:59
MNONE

Last notice:
Overdues:

Item Checked Out

User ID: 2Z61Z001501101
Checked out: 6/30/2008,14:30

Claims ret:  NEVER

] Check
| Another Item |

Close

Note: For more detailed information or specific questions, use HELP wizard.

Last Updated July, 2008

Check Item Status 5.2: Page 1 of 1

Page layout created and text abridged by INFOhio from Sirsi copyrighted documents with prior permission of Sirsi Corporation.
Copyright © 2006, SirsiDynix. All Rights Reserved.




INFOhio/Sirsi K12 Manual Symphony
Paying Bills

THE INFORMATION NETWORK FOR OHIO SCHOOLS

Paying Bills

The Paying Bills wizard guides you through the process of accepting payments for current bills.

[paying Bills : User Alerts Display - o %

1. Click on Circulation Wizard.
. . . . Alerts,
2. Click on Paying Bills Wizard. Eﬁ Paying Bills stinated amount ove inlsfings: 9.7
uUnpaid bills: 2
3. Locate user record. :

Paying Bills: User Alert screen displays.

Naotes
BIRTHDATE: 1987-06-23

4. Click OK.
Paying Bills screen displays.

Faying Eill= = @ =

User Information

Name: Pery, KURT Status: ELOCKED

“Phota Profile name:  STUDENTS... Amount owed:  $16.65
Not UII) Library: DLFN Available holds: 0
File User categories: Y Overdues: 1
Homeroom: 5B-SOMMERS Privilege expires: 6/30/2014

Identify User
User ID: 22612001407002

Total bills and payments

Total bills: 4 Payment: @
Total owed:  $15.65 Payment type: CASH v

Still owes: $15.65 Change:
Credit balance: none

Individual Bills and Payments

Title temID Reason Owes PaymentType — Pay.. Cha.. Billed Date
George W. Bush 326120... OVERD...  $0.65 CASH ' $0.65 9/18/20...

Famous peopl... 326120... DAMAGE  $5.00 CASH v $5.00 6/25/20...
On the court... 326120.. DAMAGE\ $5.00 CASH v $5.00 6/25/20...
C S

Harry Potter a... 326120... DAMAGE._/ $5.00 CASH $5.00 6/25/20...

5. Payments can be made on the total bill or for a specific item. _ —

CAMCEL

a. To pay on the total balance, enter amount received and <
select payment type from the drop down menu.

b. To pay on a specific item, enter the amount received (can

be full amount or partial) and select payment type. ts CHECHK
Clicking in the payment column will bring up a menu. m 1D | ReasDEBIT
7000 ovERDFORGVEN

6. Select from Options. Get User Pay More Bill Make Payments ol
Information Ay MOre 8IS |1 for Another User 03¢
Last Updated July, 2008 Circulation 6.6: Page 1 of 2

Page layout created and text abridged by INFOhio from Sirsi copyrighted documents with prior permission of Sirsi Corporation.
Copyright © 2006, SirsiDynix. All Rights Reserved.



INFOhio/Sirsi K12 Manual Symphony
Paying Bills

THE INFORMATION NETWORK FOR OHIO SCHOOLS

@ TIP! To see the payment history on a specific item, click on the dollar amount owed for that item.

| [@Paying Bills : Glossary

Item information

Title: Harry Potter and the qgoblet of fire 1D: 32620065159029
Author: Rowling, J_ K.

Call# FIC ROW6 8

Copy: 1

Bill information

Billed: $£8.99 Date: 132005 Reason: LOST
# payments: 3 Mumber of notices: 0

Still owes: $4.79 Date paid: 7/13/2005,15:26 Library: LMHS
Payments:

Payment date: 77132005 Amount: $2.00 Payment type: CASH
Payment date: 7/13/20056 Amount: $1.50 Payment type: CASH
Payment date: 7/13/2005 Amount:  $.50 Payment type: CASH
Payment date: 7/13f2005,15:26 Amount. $.20 Payment type: CASH

To see a history of all payments:
e Click on Display User wizard.
e Choose the Bills tab.
e Click on Display Options
e Select paid.

ummary | Addresses || Extended Infao | Bills | Checkouts | Holds | Bookings | Suspension

B

Harry Potter and the goblet of fire 32620065159029 PROCESSFEE $.00 $2.00 7/13/2005

Display options

Library: ALL_LIBS ~|  Bins: R

Note: For more detailed information or specific questions, use HELP wizard.
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Pending Transits

The Pending Transits wizard displays a list of items that are currently in transit to your library or a selected
library. You have the option of receiving them. This wizard is useful for getting lists of transit items or
receiving them without the item in hand.

1. Click on Special Circulation Functions Wizard group.

2. Click on Pending Transits Wizard.

Pending Transits screen displays.

ﬁ Pending Transits

H SO TaEnE =
Screen displays the
library, total items in -
H Items routed to: DLHS
tranS|t1 and number Total items in transit: 24
of items received. Number received: 2
List of items in transit
Call Number Title Item ID Date Sent From Reason
FIC COR Beyond the chocolat... 3261210002676 3/29/2007,10:15 DLFN For shelving ~
FIC GOO Kicked out/ Beth Go... 32612100072010 3/29/2007,10:17 DLFN For shelving
3. Select the Item to FIC DRA Tears of atiger / Sha... 32612100074545 5/2/2007,16:05 DLFN  For shelving
. 362.7 HAY Th vild / Tor,.. 32612100061716 9/19/2007,13:56 DLFN For shelving
receive. 338.4 ALM k : 2 journe... 32612100072192 9/26/2007,11:46 DLEN For shelving
3 ) 1881 can ken soup for the... 32612100094220 9/26/2007,10:35 DLFN For shelving
. . 305.235 BLA Iease stop laughing...[32612100095047 9/26/2007,10:33]  DLFN| Forshelving |
4_ CI | Ck the Recelve 070.1 GAR We interrupt this bro... 32612100090582 9/26/2007,11:52 DLFN For shelving
| b 170 ROG The world according ... 32612100070980 9/26/2007,10:38 DLFN For shelving
tem button. 306.85 SPA Annie's Baby ; The Di... 32612100075344 9/27/2007,11:20 DLFN  For shelving
362.3082 SIM Riding the bus with .. 32612100086970 8/27/2007,11:20 DLFN  For shelving
FiC STI cat 32612100064215 10/8/2007,16:00 DLFN For shelving
796.33 BUT Across many fields : ... 32612100093420 10/10/2007 ,9:44 DLFN For shelving
FIC BRA The cat who sniffed ... 32612100067903 10/10/2007,9:39 DLFN For shelving
92 MOR My dog Skip [ Willie ... 32612100066061 10/10/2007,9:44 DLFN  For shelving v
@: List of items received
Title Item ID Route/transit To Transit Rsn
5. A List of items A child called "it" : an abused chil... 3; DLHS Transit
. . The cat ate my gymsuit : a novel DLHS Transit
received will be
displayed at the 0
bottom of the screen. ecaeive Clear Received Close
Item (o) Item List

W) TIP: You can resize the columns to see more of the title or the history of the item by clicking on
the line between the columns and dragging in the appropriate direction.

|
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Viewing items in transit to another library:

1. If no items are in transit to your library, a  |f i
message will display. Click OK.

0 Mo items are currently in transit to LMWE

x|

2. You will be given the option to view Pending Transits : Select Another Library

transits for another library. Select a library
from the drop down menu.

View transits for another library

Library: LMWE W
LMHS A
LMIN

@ LMLB

LMSO g

WL AN

LiMUN
LMWE
e
3. If you choose to receive an GJ %
item from another library,
you will need to enter a & Item is needed at another library (LMNO)
password.
597 NAT Copy: 1
3262001007 1899

Transited item override:

\i/ TIP: The Select Another Library wizard will also allow you to select
another library.

Fending Transils

=

L

Note: For more detailed information or specific questions, use HELP wizard.
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Display User

The Display User wizard displays user information after guiding you through the process of selecting

which user information to display.

Click on User Maintenance Wizard Group

1.
2. Click on Display User Wizard

E}‘ Display User

3. Locate the appropriate User.

NOTE: Method of User search can be pre-determined by the property setting on the Workstation (see

Sec. 4.01).

a. Scan in or type the significant digits of the user ID.

OR

b. Use the User Search Helper Jﬁ

Display User

S Y

User information

User ID: |

Identify user

Keyword —
o Enter the full first or last name.
Ex. Taylor
e Bullet Keyword
e Results will include Taylor as first name

Search for: ITP.YLOR|

Search |

~| anD | OR | Type:

Index: IName

Library:  |ALL_LIBS

g o Boyes, Kelly
urrent: 20485002106622

j & Keyword

" Browse

or last name.
Browse —
e Enter one or more letters of the last name.
Ex. Ta

Bullet Browse.

¢ Results will start one name before your
search term. Then all last names that
start as requested will follow.

MName

Srmith, Tavlor

Schrarnm, Taylor 204

204

=mith, Taylor

Tavlor, Caitlin
Taylar, Carsan

Sutherland, Tavlor 204

204

204
204

Tavylor, Dakota

204

Search for: g

Search |

7| D | OR. | Type:

Index: IName

Library:  [ALL_LIBS

@ . Boves, Kelly
UIPENE opagspozioeszz

j  Keyword

& Browse

Mame

Szanvyi, Mikayla

Tandarich, Lukas
Tandarich, Maorgan

Taylor, Caitlin
Tavylor, Carsan
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4. If you have previously viewed a user isplay User : User Search > 12
record, the option of “Current” will
display. Search for: |
Index: Twpe:
(4: Library: LMHS w | | O Keyword
. [ONES, ROSE () Browse
List of users
Mame User ID alt 1D Phone
5. When the correct user is Fortier, Taylor 12 110 20
located, Goffes, Taylor 06 302 20
e Click to highlight the user name. Harasti, Taylor 039 113 20
¢ Click on Display this User. Hardwick, Taylor e ooz [an
Jerousel, Taylor o9 113 20
@ Display o |
this User ance
i Marme: JOMES, ROSE
6. Cllck_ on the t_abs to access . Lo b
specific user information. Homeraam:
Modifications cannot be made from Profile name: FACULTY1
this wizard. Identify user
Ysar 10: P
a. Addresses @
b. Extended info
c. Bills
d. CheCkOUtS surmmary | Addresses | Extended Infa | Bills| Checkouts | Halds | Suspension
e. Holds _ i _
. Status is: Ok Privilege expires: 1/6/2017
f- SUSpenSK)nS Profile name: FACULTY1 Horeroorm:
Grade: Job Title:
Language: EMGLISH. Gender: FEMALE.
Internet Use: INTERMET_Y Birth Date: MEVER
Library: LMHS, Age: u]
. Paid bills:7({$0.00
HINT: The Bills tab has a record | F29.20=7¢2.90) _
Of a” paSt monetary Obligations Title Item ID Reason Billed Date
for a student. This is the wav to White Star : a dog on t... 30485000651601 LOST $5.00 1/11/2007
. ) y . Schoolhouse mystery 30485000674066 LOST $10.20 2/1/2007
find out h_OW m_UCh a student paid Schoolhouse mystery  30485000674066 PROCESSFEE $10.20 z/1/2007
for a lost item if you need to Caboose mystery 30485000673637 LOST $10.20 2/1/2007
refund his money! Change the Caboose mystery 30485000673837 PROCESSFEE $10.20 2/1/2007
Bill type from Unpaid to Paid or LOST $6.50 2/1/2007
All PROCESSFEE $6.50 z/1/2007
Display optians
Library: |All libraries j rE'-ills: Paid Lll
all |
J_
this |Unpaid ser Eloss
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Printing User Information

Display User @
A s
1. Print User information by sel_ectlng the Name: JONES, ROSE
PRINT USER helper. This will allow for Id: 22620100006815
printing of user information from inside FOmerOC, iy lsar - Prict User
the wizard. The helper allows you to S—
select to print All user information, or veor 10 BB [1Sefect Al
. . ser H
select from the following options. Print
] Summary
. [JAddresses
J— summmary | A
a. _Summa'ry Prints user [JExtended information
information from the - .
Status is: ; Type: All I
Summary tab of the user Profile nam :
record Grade: []List of bills Type:
) Language: R .
) I Internet U4 L List of holds Type:
b. Address_e? — Prints all user Library: [ List of suspensions  Type
address information. Next slowd (] List of routings
i Checkouts:
c. Extended Information —
Prints all user extended information.

[

d. List of Checkouts — By default,
prints all Active checkouts. To change, select from the list options Active, All, Claims
Returned, Inactive, Overdue, Recalls, Renewals.

e. List of Bills — By default, prints all Unpaid bills. To change, select from the list options
Unpaid, Paid, All.

f. List of Holds — By default, prints all Holds. To change, select from the list options All,
Available, Recalled, Reserve.

g. List of suspensions — by default prints all active suspensions. To change, select from
active or All suspensions.

h. List of routings - Not used.

NOTE: You can also use the Print function from the Printer icon in the Common
Tasks toolbar; but if you do, you can only print the whole record. There is no
option to print a specific screen.

HINT: Before printing, look at the print preview. If information is wrapping, try changing the
page setup to Landscape.
)
Display

&nother User

. Display
2. Select from options. this User (o)

Close

Note: For more detailed information or specific questions, use HELP wizard.
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Receive Items in Transit

The Receive Transit wizard takes items out of transit status and gives them available status in your library.

Use this wizard if you have the item in hand.

1. Click on Special Circulation Functions Wizard group.
2. Click on Receive Items In Transit Wizard. —
| Receive Items in Transit
Receive Items in Transit screen displays.
3 T Receive Itenis in Transit
. Type or scan
the Item ID to % [
receive.
Enter item to receive
4. Click Receive

Iitem 10:

®

List of items received

Item.

Title Item ID Route/transit To Reason
Calder pride 32620000177680 AVAILABLE
Current Status of ltem ##### screen displays.
e Al
@ From tree to table / Braithwaite, JJill.
684.1 BRA Copy:1 10:32620065322536
Proposed action
5. Select from Checkin
options.
Status
Item Checked Out
HName: LMHS ILL user- DO NOT DELETE User ID: LMHS-ILL
Date due: NEVER Checked out: 7/14/2005,11:25
Renewals: HMOMWE Claims ret: NEVER
Dates-—- Last notice:
Motices—- Overdues:
@[Receive Another Iteml [ Close

NOTE: For more detailed information or specific questions, use HELP wizard.
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Marking an Item as Lost

A user may tell the library staff that he or she lost an item. Use the Mark Item Lost wizard to mark the item
in the catalog as Lost. This will change the item's current status to LOST-CLAIM without checking in the
item from the student's record. As you mark an item as Lost, you are given the option of creating a lost
item bill, assessing a processing fee, or canceling the lost item bill and processing fee. If a bill is to be
created, it must be done at this step. When an item is marked as Lost, the system does the following.

o Shadows the item in the catalog so that other users will not inquire about the item.
Prevents holds from being placed on the lost item.

. Keeps the item on the student's record (as INACTIVE LOAN) until the lost item bill is paid,
forgiven, or waived.

° Maintains the current status of LOST-CLAIM until the item returns to circulation.

Click on Item Maintenance wizard group. ?ﬂl
Click on Mark Item Lost Wizard. Mark Item Lost
Mark Item Lost: Item Search ~ —— —
screen displays. @ 4

N

3. Scan or type the item ID in the | '@t iem @
entry box or Search for the teem 10|
item using the search item
helper.

List of Items

Tide » current status

4. Click OK.

Marke Iten Lost : Item Search = B x

5. Ifalist appears, select one of | G = =
the items in the list.

Search for: |harry potter chamber b

Index: Title v | Type:
6. Click the Call Number/item tab [tbram: L ¥ | @Keywerd
to view information. Current: ?E;?::e

KEY\WORD Title harry potter chamber, LMHS: 2 records

7. Select the correct item to mark
lost. @:

Harry Potter and the Chamber of Secrets Rowling, 1. K.
8. Click the Mark Item Lost
button at the bottom of the (8)
screen. Degcriptmn. Call Numberﬂtemu
= = Rowling, 1. K. - Harry Potter and the chamber of secret 4| | prica: £19.95 item group:
Shelf location: AAILABLE Current location
Material type: BOOK Funding source:
Date created: 2/17/2004 Media desk:
Date last charged: 12/22/2005 Previous user I[
Last discharged:  12/22/2005,15:12 Last activity:
Date inventoried: 5/24/2005 Total checkouts:|
Times inventoried: 1 In-house uses:

-

> <
8)

HINT: If you know the user who lost the item, it may be faster to display his record to locate the item.
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Mark Item Lost Confirmation screen displays.

Click OK.

Mark Item Lost: Billing for Lost Iltem/ Processing Fee screen
displays.

Mark tem Lost : Confirmation

User ID:

Bollinger, HALEY MADISON
Lost item fee: $13.95

E DAL

32612010032849
Thanksgiving story
Dalgliesh, Alice

22612001712153

9. Evaluate the information to make
sure the correct user and item are
displayed.

Billing user

User ID: 22620000720200
Alt 10

Far lost itermn

Item ID: 36845-1002

10. Enter or Edit the amount shown Tite:
in Billing Information. If a putnors fowina, . €

Processing Fee is to be

assessed, type the amount in the

box.

Billing info
Ammount

Lost itern: $£15.00

Processing fee:

Harry Potter and the chamber of secrets

a. If you want to bill the user for the lost item, click
Bill User. You will be able to accept payments at
a later time using the Pay Bills wizard.

a —~c)

Markc Item Lost : Billing for Lost Item /Processing Fae

SMITH, DavID (1.)

FIC ROW

@

Payment type: |FORGIVEN hd

B ox

Cancel

e
Lost Item Ei@

Bill Liser

b))
Pay Mow ‘

b. If the user wants to pay the FULL lost item bill immediately, click Pay Now. A confirmation
screen will display that can also be printed for a receipt.

c. If the user wants to make a partial payment, click Bill User. You'll need to use the Pay Bills

wizard to record the payment when it's made.

d. To clear the item from the User’s account and not bill the user, select the payment type of

“Forgiven” and then click the “Pay Now” button._

e. If you want to waive the lost item bill for the user, while maintaining the user’s responsibility for
the lost item, click Cancel Lost** Item Bill. Item will remain attached to the patron’s record but

no fine/fee will be created.

*NOTE: The intent of the “Cancel Lost Item Bill” option in the Mark Item Lost wizard is to provide
the staff with a way to NOT bill the user for the lost item, but still keep the lost item associated with
the User. You will not be able to delete the item if this option is selected.

NOTE: If you are using the Credit User Account, see Section 6.8 for other payment options.

11. Click OK.
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Mark Item Lost

THE INFORMATION NETWORK FOR OHIO SCHOOLS

Mark Item Lost screen displays,

The item marked lost displays in the List of Items. g:‘;ﬂ“

Identify item
Ttem ID: |

List of Items

Title » current status
Harry Potter and the chamber of secrets LOST-CLAIM

12. Click Mark Item Lost button to declare another item lost or click Close.

Mark Item
Lost

‘ Close

NOTE: Items may be automatically marked as "Assumed Lost" after a specified time period with the
Assumed Lost (Assumedlost) report. This report can be set up to assess a lost item bill and a
processing fee according to the library's lost item billing policies, and to prepare lost item billing
notices.

What happens when the user pays the bill for a Lost item?

When the user pays the bill for the lost item, or the staff member forgives or waives the lost item bill, the
item is removed from the user record and retains its LOST_CLAIM or LOST_ASSUM location. The item
retains the LOST_CLAIM or LOST_ASSUM location unless the item is found and checked back into the
system, renewed, checked out, or put in transit.

What happens if the item is returned or found before the user pays the lost item bill?

If the item is returned or found before the user pays the lost item bill, the system displays a message when
you check the item in, check it out to another user, renew the item, or put the item in transit. The item's
LOST_CLAIM or LOST_ASSUM location is cleared, and the lost item bill is removed from the user record.
If a lost item processing fee was assessed at the time the item was marked "Claims Lost" or "Assumed
Lost," and if the library's policies are so configured, the fee is automatically removed from the user's bill
record as well. The overdue fine for the item is calculated and added to the user record.

What happens if the item is returned or found after the user pays the lost item bill?

If the item is returned or found after the user has paid the lost item bill, the system alerts you that the
LOST_CLAIM or LOST_ASSUM location was cleared. When you see this message, you know that the
item had been marked as Lost, and the lost item bill was paid or waived. You may issue a refund to the
user for the paid lost item bill according to your library's procedures. You can find the amount paid in the
User’s record (Display User > Bills Tab > use drop down menu to select Paid bills or in the Item Record
(Item Search > Detailed Display > Call Number and Item Tab > Bills Tab)

Note: For more detailed information or specific questions, use HELP wizard.
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Class List - Birthdays

Purpose:
Create a master list of students that includes their birthdays.
NOTE: This will only work if the PIN loaded into Sirsi is their birthday.

Location:
INFOhio Tab > PAT: List Users

Set up options:
a. Basic tab — rename report
b. User selection tab
i. Library
ii. Grade or user profile
c. Sorting
i. library/teacher/name or your preference
d. Output Options — bullet:

i. Spreadsheet
ii. Plain text

iii. Barcode

iv. Name

v. PIN

vi. Any other options you wish

Result:

Open the finished report in Excel and sort by PIN.
You will need to format the PIN column (Format > Cells > Number tab > Text)

NOTE: Excel leaves off the first zero, so the pin 0206 displays 206.

Name Room Teacher Grade PIN —J Birthday is
Kimbra, Lee 201 MOMITOR 12 6 < Feb. 6.
oantiago, Jaime 129 BIGID 12 313 T
Coak, Jeremy 116 KACUR 12 324
Schlnsser Brice a s CAMTHOMN 5 12 325
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THE INPORMATION NETWORY FOR CHIC SCHOOLS Circulation Reports

Overdue List

Brief Overdues/Bills Teacher list

Purpose:
Create a brief list of overdues/bills
- Send to teacher

Location:
INFOhio tab > CIR: Overdues and Notices

Setup options:
a. Basic tab — change report name and title to reflect purpose of report
- “Brief Overdues/bills desk list 2nd grade”

b. User Selection tab: Grade (02)
c. Item Selection tab: Library
d. Sorting: library/grade/room/name (or as desired — Output will be sorted as selected)
e. Output options: Brief
- use other defaults as desired (in Results below, unchecked “Total Bills..”)
Result:
INFOHIO - Brief Overdues,/bills desk list Znd grade — (cirove 07 /22/2009

53{— —\~\E\D‘Dm Title Eill/Overdus Amount

DLFH:02:2E-CGERDING:

GE Boofo: the dog that goes wher Due 08/2%/] INFOHIO - Brief Overdues/bills desk list Znd grade - (cirove 07/22/2009

ZB-GE Don't read this book whatewver Due 08/Z5/
ZBE-GE Stars of the Major Leagues Due 08/25/] N’a’g.b—-"_“*\ Room Title Bill/Overdue Amount
Greene, JAKOB SCOTT ZB-GE Don't you dare shoot that bea Due 03/04/
Laborde, PRIGE ZB-GE Happy Easter, dear dragon Bill DLFN:0Z:2C-JRCESON -
Lauffer, JRRRETT ZB-GE Captain Underpants and the bi Bil11 | el i i b i i o -
ZB-GE Popcorn Bill i 2C-JA Captain Underpants and the pr Due 01/17/08 1_.00
Hickolson, ETHYN MIC 2B-GE Miss Helson has a field day Bill = ZC-JA2 Ho red monsters allowed Bill 1.00
Nicola, RNDREW ZB-GE Monster math school time Bill 2C-J& Story grandmother told Bill 5.55
Pratt, TAYLOR MICHEL ZBE-GE Have you seen my cat? Bill 2C-JL Boris and the monster Due 01/11/08 1.00
Reddish, MAKAYR NICO 2BE-GE Sports hall of fame : Hen Gri Bill Unk, ELIZABETH 2C-J& The hidden stairs and the mag Bill 3.935
2B-GE Scary stories to tell in the Bill Warrick, BRITTANY NI ZC-JA Miscellsneous Charge or Bill Bill 1.50
ZB-GE Ladies first : 40 daring Amer Due O0O8/Z5/ ZC-JA Miscelleneous Charge or Bill Bill 15.55
Rummel, NICKOLAS JOH 2B-GE Max's Christmas Bill Whirlow, ROBERT NICH 2C-JR Baseball's power hitters Bill 1.00
Steiner, QUINN ROEER 2E-GE Horse in Harry's room BEill Z2C-JA Arthur's prize reader Eill 1l.8¢
Swain, BETHRNY ZB-GE Captain Underpants and the bi Bill 2C-JA White house children EBill -3 1]
2E-GE Ace, the very important pig / EBill
Wire, ALESEL (DAWN) 2ZE-GE Sonya's mommy work Bill

First page
Pag Second

Page

Tip: For a brief DESKLIST, uncheck this: ] Etart New Bage on Sort Koy
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THE INFORMAATION NETWOR FO OV SCHO0LS Circulation Reports
Results:
INFOHIO — Overdue Hotice 2/page - Znd grade - (ciroverlist.p 07/2372009
Name Boom Title Bill/Owverdue Amount
Arthur, KEVIN WILLIAE ZA-BO Napping house Bill 1.00
Z2B-B0 Napping house Bill 25_00
Cribbs, BAILEY 2h-BO0 Miscellaneous Charge or Bill Eill 1.50
Zh-BO0 Miscellaneous Charge or Bill Eill T.&€0
Hughes, SPENCER (LEE Z2R-BO Miscellaneous Charge or Bill Eill 10.59¢
2R-BO Miscellaneous Charge or Bill Eill 1.50
Prewvatt, VICTORIA JR Z4-EOQ Hat Bill 1&.33
Ruch, TRISTAN 2L-BO Miscellaneous Charge or Bill Eill 1.50
ZB-BO0 Miscellaneous Charge or Bill Eill 5.85
Spring, DANTEL THOMR 2R-BQO Laura Ingalls Wilder / by Wil Bill 2.5¢
Swain, ISS5LC MICHREL Z2R-BO Go to sleep, dear dragon Bill 1.00
Unk, ERIC ZL-BEQ Dreams Bill 3.35
Vorrasi, DEAKE BERAND Z22-BO Big Showoffs Due 05/2&/05% 0.Z20
Cross, BMANDA MRRIE ZB-GE Boofo: the dog that goes wher Due 08/25/08 1.00
ZB-GE Don't read this book whatever Due 08/2Z5/08 1.00
ZB-GE S5tars of the Major Leagues Due O0B8/25/08 1.00
Greene, JAKOE SCOTT 2ZE-GE Don't you dare shoot that bea Due 05/04/08 1.00
Laborde, PALAIGE ZB-GE Happy Easter, dear dragon Bill 1.00
Lauffer, JARRETT ZB-GE Captain Underpants and the bi Bill 1.00
ZB-GE Popcorn Bill 4_55
NHickolson, ETHYN MIC 2B-GE Miss Helson has a field day Bill 12.5%
NHicola, ANDREW ZB-GE Monster math school time Bill T.40
Pratt, TAYLOR MICHEL ZBE-GE Have you Seen my cat? Bill 1.00
Reddish, MAEAYRE NICO Z2B-GE Sports hall of fame - EHen Gri Bill 0_.80
ZB-GE Scary stories to tell in the EBill 5.55
Z2B-GE Ladies first - 40 daring BAmer Due O08/25/08 1.00
Bummel, NICEOLAS JOH Z2B-GE Max"s Christmas Bill &.54
Steiner, QUINN ROEER Z2BE-GE Horse in Harry's room Bill B_55
Swain, BETHANY ZB-GE Captain Underpants and the bi Bill 1.00
ZB-GE Ace, the very important pig / Bill 12.00
Wire, ALESHR (DAWHN) ZB-GE Sonya's mommy work Bill 0_.50
Mckinnon, RBEEECCA MR 2C-JR Captain Underpants and the pr Due 01717708 1.00
Romanoff, MALACHAT 2C-Jh No red monsters allowed Bill 1.00
Z2C-Jh S5tory grandmother told Bill 5.85
2C-J& Boris and the monster Due 01/511/08 1.00
Unk, ELIZAEBETH Z2C-JA The hidden stairs and the mag Bill 3.35
Warrick, BRITTANY NI 2C-JA Miscellaneous Charge or Bill Eill 1.50
ZC-Jh Miscellaneous Charge or Bill Eill 15 _55
Whirlow, ROBERT NICH 2C-JL Baseball's power hitters Bill 1.00
ZC-JAh Arthur's prize reader Bill 11_8¢
Z20-J4 White house children Bill B.35

Tip: Save this report as a template, to be run when desired; or set it as a “Scheduled” report to
run automatically as needed.
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Circulation Reports

Purpose:

Active Loans to a Homeroom

Create a list of all items checked out (includes Overdues) to a specific Homeroom

Location:

INFOhio tab > CIR: Active Loans

Setup options:

a. Basic Tab — Enter specific Report Name and Title

b. User Options tab — Enter specific Homeroom selected (as appears in student

records)

c. Use all other defaults as delivered

Tips:
- Overdue items appear with asterisk at beginning of title.
Result:
INFCHIC — —tRI11 Ttems checked out to Homercom ZC — (circheckouts.pl) 07/17/72009
Name Title Item ID Callnum Due Date Room Teacher Grade Eldg
Bollinger, 8 2&nimal fact animal £ 32612010072027 RC €70 2010-01-01 2C-JRACES JACESCN 02 DLFN
“Why mosquitoes buzz 32612010072720 398 RAZR 2007-10-12 2C-JRCES JACESCN 02 DLFN
*Littles do their hom 326120150036&05 RC 180 2006-11-27 2C-JRCES JACESCN 02 DLFN
Boyer, BRAYD *Shell be comin round 32612010035404 E BIR 2007-10-25 2C-JACES JRCESON 02 DLFN
“Valentines Day is 32612015008513 394.2618 2007-10-12 2C-JACES JACESCN 02 DLFN
Cypret, FAYL Story of Fort Sumter 326120100640&65 FIC BUR 2010-01-01 2C-JACES JACESCN 02 DLFN
Evans, ZOEY *Littles and the scar 32612015003571 RC 240 2006-11-27 ZC—-JACES JACESCON 0z DLFN
Fitzgerald, Dogzilla starring F1 326120100383%0 E PIL RC 2010-01-01 2ZC-JACES JACESON iy DLFN
“Pirates past noon 32612015003%6% F 0SB RC 2006-11-27 2C-JACES JRCFSCN 0z DLFN
“000101 monster jokes 32612050014020 818 SCH 2008-01-11 2C-JRACES JACESCN 02 DLFN
Hoenshell, Vv doll people 326120100618%7 RC 570 2010-01-01 2C-JRCES JACESCN 02 DLFN
Isemann, WYL ZJunt Dimity takes a 32612000100333 FIC ATH 2010-01-01 2ZC-JACES JRCESON 02 DLFN
Seven uncles come to 32612010062408 FIC AUE 2010-01-01 2C-JACES JACESCN 02 DLFN
Dugan and the hobo 32612010064230 FIC ARU 2010-01-01 2C-JRACES JACESCN 02 DLFN
Laurence, BR Fat Elliot and the G 32612010052375 FIC PIN 2010-01-01 2C-JACES JACESCN 02 DLFN
Lord, JACE C Harriet and the robo 32612010054108 FIC WAD 2010-01-01 2ZC-JACES JRCESON 02 DLFN
Mckinnon, RE *Captain Underpants a 32628060012028 FIC PIL 2008-01-17 2C-JACES JRCFSON 0z DLFN
Ctis, SARARH *Christmas in Germany 3261201008%6€82 3%4. THC 2007-10-12 2C-JACES JACESON 0z DLFN
Romanoff, MA *Boris and the monste 32612010028516 E WIL 2008-01-11 2C—-JRACES JACESCON 0z DLFN
“Story grandmother to 32612010030637 E ALE 2007-10-25 2C-JACES JACESCN 0z DLFN
Chanticleer and the 32612010052439 RC 840 2010-01-01 2C-JRACES JACESCN 02 DLFN
Unk, ELIZABE *hidden stairs and th 32612010104077 RC 280 2007-01-31 2C-JRACES JACESCN 02 DLFN
Wheeler, VIE *Over in the Meadow 32612010085110 398 GAL 2007-10-17 2C-JRCES JACESCN 02 DLFN
“Christmas in England 32612010088353 354.2663 2007-10-17 2ZC-JACES JACESON 0z DLFN
Whirlow, ROB *White house children 32612010004756 S20 BOU 2007-08-29 2C-JACES JACESCN 02 DLFN
“*Lrthurs prize reader 32612010014185 RC 430 2006—-11-27 2C-JACES JACESCON Dz DLFN
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Circulation Reports

Purpose:

Items due TOMORROW (or on specific date)

Create a list of students with items DUE TOMORROW (date after report is generated) or
on a specific date.

Location:

INFOhio tab > CIR: Active Loans

Setup options:
a. Basic tab — change report name and title to reflect purpose of report (Items due
tomorrow)

b. User selection tab

Library — will report ALL items due TOMORROW for

this library

c. Checkout selection tab

d. Sorting — no changes, use default (by name), or your

Date due — use gadget, select Start date “The date
this report will be run” — select End date AFTER 1 day,

(displays as DO:DE+1)

preference

e. Output options — no changes, use default settings

Library: | &

Date checked out:l ¥
Date due: [po:DE+1 &

Mumber of unseen renewals: I %
7

G

Gadget : Date Range

Use data for dates wigMin a period starting from the date this
report will be run

ding 1 day after the report run date,
Start date

" Since the beginning of the system

& The date this report will be ruré

 pefore
 after

==l o
Tlps End date
T ; ; " Mo ending dat
- Select specific due date, if desired @ ending date
o . " The date this report will be run
- Select GRADE or HOMEROOM for specific list to send to teacher day & arior
before cIa_ss reports to library _ =] - 7
- Save this as a TEMPLATE, if useful
Result:
INFOHIO - -tItems DUE TOMORROW - (circheckouts.pl) 07/17/2009
Name Title Item ID Callnum Due Date Room Teacher Grade Price
Bruxner, GEC Maverick gueen 32612050030679% FIC GRE 2005%-07-18 TUTT-TUT TUTTLE o7 4.39
Hannah divided 32612050031503 FIC GRI 2009-07-18 TUTT-TUT TUTTLE 07 13.5%
Downing, DAL Favor for a ghost 32612050025323 FIC CHR 2005%-07-18 ULMM-ULM ULM o7 S.86
Centerfield ballhawk 32612050025356 FIC CHR 2009-07-18 ULMM-TULM ULM 07 10.1¢6
Glover, NICH Hummer 32612050031263 FIC GRU 2009-07-18 CSBU-CSE CSBURN 07 9.06
Shadow in the sun 32612050031388 FIC GRO 2009-07-18 CSBU-CSE CSBURN 07 3.59
Haines, BRAX Rainbow Valley No 00 3261205003745%2 FIC MON 2009-07-18 CSBU-CSE CSBURN 07 4.87
Hallauer, JE Favorite stories old 326120500312%7 FIC GRU 2005%-07-18 BAUM-B&ZU BRAUMEN 07 4.00
Lotherington Gertie McMichaels an 32612050047087 FIC GRO 2009-07-18 OSEU-OSE OSBURN 07 4.23
Mccune, KENN Fugitive trail 32612050030612 FIC GRE  2003-07-18 LLIN-LIN LINDEMAEN 07 4.39
Western Union 32612050030754 FIC GRE 2009-07-18 LLIN-LIN LINDEMEN 07 4.39
Oppie, JBMES Deadline for danger 32612050025224 FIC CHR 2005-07-18 OSBU-OSE OSBURN 07 6.16
Richter, WIL gShen of the sea Chin 32612050025422 FIC CHR 2009-07-18 ULMM-ULM ULM 07 0.00
Mystery at Camp Triu 32612050025471 FIC CHR 2009-07-18 ULMM-ULM ULM 07 5.82
Stough, BREE Dancing horses 32612050031446 FIC GRI 2005%-07-18 — UNENCWN o7 8.%6
Wain, MEGAN Runaway stallion 32612050037765 FIC MCR 2009-07-18 ULMM-ULM ULM 07 11.85
Gentle Ben 32612050040884 FIC MCR 2009-07-18 ULMM-ULM ULM 07 11.01
West, JOHN Fireball 32612050025414 FIC CHR 2009-07-18 ULMM-ULM ULM 07 9.55
Wile, TAYLOR Double play at short 32612050025232 FIC CHR 2009-07-18 ULMM-ULM ULM 07 10.37
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