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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 1D
(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
e Prepare by printing a set of student barcodes on paper.

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

e WorkFlows will start without you having to enter a username and pin.
e Select the OFFLINE toolbar.
e Click the OFFLINE SESSION wizard.
o Select the proper LIB1 account for your building
o Select the Library code for your building
e Click the Check out wizard.
o Scan user barcode
o Scan item barcode
o Click Next user button
e To Check in scan the item barcodes.
« When the server is available, close WorkFlows.

e 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.

e 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.
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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

E‘ : Configuration

Setup
1. Start WorkFlows.

. . Host info
2. On the configuration screen place a

check in the box “Operate in Offline .
mode”_ PDI’IZ 521 0

IP Address: | omeresa.infohio.org

Workstation
Name:|PCGUI-DISP
Login timeout: 60000 |Seconds

@ Show this window on next startup

OK Cancel
3. WorkFlows will start without you R ——
having to enter a username and pin. CIRCS ] ) ) L3 L 34 Offine R ot

s e 4

4. Select the OFFLINE toolbar. -
e
Checkouts
st
‘Display
Status
1dar
F;I.:n;: S:l:::::“:;dj:;m::efereme Tools Help
L I { I { { { L) { [ B4 Offline |R :

% Offline Session
& User Registration
Z CheckOut

¥, Check In

1 Renew Item

& Renew Reserve

@ Help
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5. Click on the OFFLINE SESSION
wizard. Common Tasks

Offline Session

X CheckOut

L2 Check In

iy Renew ltem

& Renew Reserve

Help

& siniDyns o Workflows

6- For USER ACCESS1 SeIeCt the LIBl File Edit Wizards Modules Preference ;I'unls Help
account associated with your building. ( — : ' oot —ET

Set Session Settings *
ot Seon Sotings

 Offline Session

& User Registration Defaults
X CheckOut
@ Check In @User access:
Dy Renew Item Horny:
Current date: LIB1TRMS
GRS D Current time: 'd g§
B Help Default due date:| -~

Log directary:|\ o =-on o iWork #

Barcode Validaly~ s coess
B Available PATRON
Barcode List: INFOhio, SIRSI Auto-Gen Item,SIRSI Auto-Gen User

il SiciDymic Symphany WarkFiows : Offine Modes Se Sesson Seftings

7' For LlBRARY SeleCt the |Ibrary COde File Edit Wizards Modules Preference Tools Help
for your building. | ADMIN CIRC1 CIRC2 CIRC3 I w M JLIES | LIB& Offine|

Set Session Settings
Sasmon setings
1 1 # Offline Session BRe
8. Leave all other settings at their default " —
and click the OK button. ig::::?:t User access: LIBITRHS
Library: TRHS
Ay Renew Item
Current date:
& Renew Reserve Current time: TRELS
@ Help Default due date:|TRELS
Log directory: REL7 i'Work &
Barcode Valida
B Available
Barcode List: [IN tem,SIRS| Auto-Gen User

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

Last Updated Summer 2018



hi h dbook
INF®hio O

OHIO'S Prek-12 DIGITAL LIBRARY

Check out items
Common Tasks
9. Click the CheckOut wizard.

Offline Session
& User Registration

iy Renew ltem

& Renew Reserve
Help

\gekout SEE

10.Scan a User ID barcode.
User ID: 29000960003918

Item ID:|
Alt due date: ®

Item ID Alt due date User ID

Check Out Item Check Out Close
To User To New User
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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.

| fokout

User ID: 29000960003918
Item 1D: 39000220012624

Alt due date: L2
Iltem ID Alt due date User ID
39000220012624 29000960003...

Check Out Item Check Out

To User To New User g
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Check In Items
Common Tasks
13.Click the Check In wizard.

Offline Session
& User Registration
X CheckOut

2 Check In

= Renew Reserve

Help
14.To Check in scan the item barcodes. —
Item ID:
Date of checkin: 08/30/2023 ®
Iltem ID Date of checkin
39000220012657 08/30/2023
39000220012004 08/30/2023
39000220012624 08/30/2023
39000220011816 08/30/2023
Clear
OK' Checkin List | ©ancel
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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
emalil 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:

e Log into WorkFlows
e Along the top click PREFERENCE
e Click CONFIGURATION

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

24 : Configuration »
g

@ O Operate in Offline mode
Host infc

IP Address: omeresa.infohio.org v
Port: 5210

Workstation
Name: PCGUI-DISP v
Login timeout: 60000 |Seconds

Show this window on next startup

OK Cancel

E To INFOhie Support;

Send Ce

Subject Offline library work

I used the WorkFlows offline mode and have reconnected. Can you please process my work.
Thanks,

Jim Martin

File Edit Wizards Modules Preference Tools Window Help

| | | Configuration

Peripherals >
Desktop >

% : Configuration x
g

O Operate in Offline mode
Host information
IP Address: omeresa.infohio.org v
Port: 5210

Workstation
Name: PCGUI-DISP v
Login timeout: 60000 |Seconds

O Show this window on next startup

OK  Cancel
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