
 
 

Workflows Handbook – New Videos! 
To help you out, here is a current list of videos that are currently available. They are short clips 1:30 to 
5:00 minutes in length. 
Videos 

 Section 

o Area 

 Topic  

 VideoName 
 
 

 Circulation 
o Item Search & Status 

 Mark Item Lost 
 Mark as Lost 

 Mark Item Missing 
 Mark as Missing 

 
o Circulation 

 Check Out Items 
 How to Check Out 
 Check Out by Homeroom 

 Check In Items 
 How to Check In 

 
o Holds 

 Place Holds 
 Place a hold in Isearch 
 Place a hold in WorkFlows 

 
 Cataloging 

o Item Maintenance 
 Call Number and Item Maintenance 

 Adding new items to your library 
 

 Patron Access 
o ISearch 

 ISearch My Account  
 Place a hold in Isearch 

 
 Setup 

o Getting Started 
 WorkFlows Screen 

 Allow multiple windows to be open at the same time 
 

https://www.infohio.org/images/ZOO_DOCS/wfhandbook/VideoTutorials/CirculationMarkAsLost.mp4
https://www.infohio.org/images/ZOO_DOCS/wfhandbook/VideoTutorials/CirculationMarkItemMissing.mp4
https://www.infohio.org/images/ZOO_DOCS/wfhandbook/VideoTutorials/HowToCheckOut.mp4
https://www.infohio.org/images/ZOO_DOCS/wfhandbook/VideoTutorials/CheckoutByHomeroomNumber.mp4
https://www.infohio.org/images/ZOO_DOCS/wfhandbook/VideoTutorials/How2CheckIn2.mp4
https://www.infohio.org/images/ZOO_DOCS/wfhandbook/VideoTutorials/ISearchHold.mp4
https://www.infohio.org/images/ZOO_DOCS/wfhandbook/VideoTutorials/WFHold.mp4
mailto:https://www.infohio.org/images/ZOO_DOCS/wfhandbook/VideoTutorials/CatalogingItemCallNumberSmartPort.mp4
https://www.infohio.org/images/ZOO_DOCS/wfhandbook/VideoTutorials/ISearchHold.mp4
https://www.infohio.org/images/ZOO_DOCS/wfhandbook/VideoTutorials/EnablingMultipleWindowsMode.mp4


 
 

 

 
 

 Reports 
o Understanding Reports 

 PC - Setting the Print Pathway  
 Setting printer path to open reports 

 MAC - Setting the Print Pathway 
 Setting printer path to open reports 

o INFOhio Reports 
 LBL: Dumb Labels 

 Print dumb barcodes for cataloging 
 LBL: Item Labels 

 Print smart barcodes after cataloging 
 LBL: User Labels 

 Print student barcodes for checkout 
 CIR: Overdues & Notices 

 Overdues: Homeroom list with totals 
 Overdues: Homeroom list 
 Overdues: Library desk list 
 Overdues: Notices 
 Overdues: Notices with custom message 
 Overdues: Notices with 2 per page 

 
 
 
 
 
 

https://www.infohio.org/images/ZOO_DOCS/wfhandbook/VideoTutorials/PrintPathWay.mp4
https://youtu.be/PWsYgqb8_hw
https://www.infohio.org/images/ZOO_DOCS/wfhandbook/VideoTutorials/ReportsDumbBarcodeLabels.mp4
https://www.infohio.org/images/ZOO_DOCS/wfhandbook/VideoTutorials/ReportsSmartBarcodeLabels.mp4
https://www.infohio.org/images/ZOO_DOCS/wfhandbook/VideoTutorials/StudentBarcodeLabelsFromLBLUserLabel.mp4
https://www.infohio.org/images/ZOO_DOCS/wfhandbook/VideoTutorials/ReportOverdueHomeroomListWithTotals.mp4
https://www.infohio.org/images/ZOO_DOCS/wfhandbook/VideoTutorials/HomeroomList.mp4
https://www.infohio.org/images/ZOO_DOCS/wfhandbook/VideoTutorials/ReportOverdueLibrarydeskList.mp4
https://www.infohio.org/images/ZOO_DOCS/wfhandbook/VideoTutorials/ReportOverdueNotices.mp4
https://www.infohio.org/images/ZOO_DOCS/wfhandbook/VideoTutorials/ReportsOverdueNoticesWithCustomMessage.mp4
https://www.infohio.org/images/ZOO_DOCS/wfhandbook/VideoTutorials/ReportOverdues2perPage.mp4

