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Offline (Standalone) Workflows 

Overview 
 

The Offline Workflows wizard is used to check out material to registered users and to check in 
returned materials in an offline mode, when unable to connect to the library server. 

The following conditions apply to Offline Workflows: 

• Offline Workflows can only check out, check in, or renew items.  Other 
circulation functions must be done when the server is connected. 

• Offline Workflows must have either an item ID (barcode) and/or a user ID 
(barcode).  

• Offline Workflows cannot search or display information from the library database 
about items or users, since the workstation is disconnected from the server where 
all information is stored.  

• The data used by Offline Workflows is automatically uploaded and downloaded 
when the WorkFlows client next connects to the server.  

• When the data is loaded into the library software, each recorded transaction is 
performed as if library staff were at a regular workstation. 
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Using the WorkFlows Offline Mode Summary 

• Prepare by printing a set of student barcodes on paper. 

• Start WorkFlows, on the configuration screen place a check in the box “Operate in 
Offline mode.” 

• WorkFlows will start without you having to enter a username and pin. 

• Select the OFFLINE toolbar. 

• Click the OFFLINE SESSION wizard. 

o Select the proper LIB1 account for your building 

o Select the Library code for your building 

• Click the Check out wizard. 

o Scan user barcode 

o Scan item barcode 

o Click Next user button 

• To Check in scan the item barcodes.  

• When the server is available, close WorkFlows. 

• At startup on the configuration screen remove the check from the box “Operate in 
Offline mode. 

• Login with your user ID and Pin. Your offline work will upload automatically. 

• The support team will need to manually run a series of special reports to process your 
work. Send an email to the library support team letting them know that you used the 
WorkFlows offline mode and to please process your work. 



                                                                                                             INFOhio Symphony Handbook 
                                                                                           Offline Workflows 

                                                                               
 

 Last Updated Summer 2018                                                      Special Tasks – Offline Circulation pg 3 
Page layout created and text abridged by INFOhio from SirsiDynix  

documentation. Copyright © 2018, SirsiDynix. All Rights Reserved 
INFOhio is Optimized by the Management Council 

 

 

Preparation 

You will need barcodes to scan for each user. It is recommended that you print a set of user barcodes 

and on paper. There is a video clip on the Library Services Handbook site that demonstrates how you 

can run one report for all students and have each class start on a new page.  Video Clip 

Setup 

1. Start WorkFlows. 

2. On the configuration screen place a 
check in the box “Operate in Offline 
mode”. 

 

 

3. WorkFlows will start without you 
having to enter a username and pin. 

4. Select the OFFLINE toolbar. 

 

 

 

https://www.infohio.org/images/ZOO_DOCS/wfhandbook/VideoTutorials/StudentBarcodeLabelsFromLBLUserLabel.mp4


                                                                                                             INFOhio Symphony Handbook 
                                                                                           Offline Workflows 

                                                                               
 

 Last Updated Summer 2018                                                      Special Tasks – Offline Circulation pg 4 
Page layout created and text abridged by INFOhio from SirsiDynix  

documentation. Copyright © 2018, SirsiDynix. All Rights Reserved 
INFOhio is Optimized by the Management Council 

 

5. Click on the OFFLINE SESSION 
wizard. 

 

6. For USER ACCESS, select the LIB1 
account associated with your building. 

 

7. For LIBRARY select the library code 
for your building. 

8. Leave all other settings at their default 
and click the OK button. 
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Check out items 

9. Click the CheckOut wizard. 

 

10. Scan a User ID barcode. 
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11. Scan an item id barcode and the item 
is checked out to the user. 

12. Click the “Check Out To New User” 
button and repeat steps 10 thru 12 as 
needed. 
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Check In Items 

13. Click the Check In wizard. 

 

14. To Check in scan the item barcodes. 
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Finish 

15. When the server is available, close 
WorkFlows. 

16. At startup, on the configuration screen 
remove the check from the box 
“Operate in Offline mode. 

17. Log in with your user ID and Pin. Your 
offline work will upload automatically. 

 

18. The support team will need to 
manually run a series of special 
reports to process your work. Send an 
email to the library support team 
letting them know that you used the 
WorkFlows offline mode and to 
please process your work. 

 

  

Troubleshooting 

What to do if you do not see the 
configuration screen when you start up 
WorkFlows: 

• Log into WorkFlows 

• Along the top click PREFERENCE 

• Click CONFIGURATION 

• The configuration screen will appear, 
and you can add a check to the box 
“Show this window on next startup” 

 

 

 


