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Logging In and Out of the CARL.X Staff Workstation

The CARL.X shortcut is on the desktop on your PC for easy access to the Staff client.

The logon window appears when the CARL.X Staff workstation is launched. A valid User ID
and Password are required at the Logon window to access the Staff workstation. ID and
Password are case-sensitive.

HINT: Your password should be something that you can enter quickly (you will be logging in
and out A LOT each day) Do Not share your login and password — remember that the system
will log who completes each action in the system, so unless you want your login to be
‘responsible’ for others’ actions in the system, you will want to log off when you are away from

the computer.

Logon to Staff Workstation

CARL=-X"

Version:

Uszer Mame: |

Password: |

T

To log out of the CARL.X Staff workstation, you can either select Logoff from the File Menu or

use Ctrl+F.

< swft woristaton
—

File | Edit View Circulation Items Acqg

Legaon... Ctrl+L  E
Logoff Ctrl+F
Change Branch... Ctrl+B

Change Institution...
Connect Phost

Mew Ctrl+M
Save Ctrl+5
Close

Print Ctrl+P
Print Receipt Ctrl+R
Printer Setup..,

Receipt Printer Setup...

Exit

Page 2



Covering the Basics — The Menu Bar

The Main window appears after successful logon. When you log on, the security level setting
linked to your User ID and Password will determine which functions are available to you.

- _ —
@ Staff Workstation =RRC X

File Edit View Circulation Items Acquisitions Serials Financials Global Update Tools Reports  Utilities Window Help

FEHEXE 2R | 85Q &
X
Circulation

\a

Charge

<

Return

Item Maintenance
Acquisitions
Serials

Financials
METTEST circ training, PLAEDCWS Metropolitan Library TEST System, DN

File Edit View Circulation Iems Acc
From the File pull-down menu, you can logon and Logon... ChrleL
logoff, access and maodify the printer and receipt Logaff Chil<F
printer setup, and exit the application. N — e

Change Institution...

Logoff allows you to leave the client up, disabling all
features until the next staff member comes to logon.

Connect Phost

MNew Ctrl+M
Save Ctrl+5
Close

Print Ctrl+P
Print Receipt Ctrl+R
Printer Setup...

Receipt Printer Setup...

Exit
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Edit
The Edit pull-down menu provides

standard editing capabilities, including =M View Circulation
undo, cut, copy, _a_nd paste. The menu Undo  cl4z |
also contains editing shortcut keys. i
Equivalent editing toolbar buttons are Cut Ctrl+X
available on the toolbar, if the Copy Ctrl4C [
workstation is set to display the Edit Paste  Ctrl+v
toolbar.
- < statt Worctation
VIeW File Edit Circulation Items Acquisitions Serials  Finai

View pull-down menu allows you to -~ .
customize the look of your workstation. @I R 1o 1eq s
You may turn off/on the Outlook Toolbar * | Teobars  » v Outiook Toolbar

and the Status Bar. w ¥ | StatusBar

The Outlook Toolbar can also be closed
by clicking on the X in the upper left
corner. The Outlook Toolbar can be
opened again by clicking on the X when
the toolbar is closed.

Circulation

Status Bar  METTEST circ training, FLAEDCWS Metropolitan Library TEST System, DN

—r — =

The status bar displays your connection information. This shows the database you are
connected to (in the above example this is ‘METTEST’), you user logon (‘circ training’), the
name of the PC you are on (‘PLAEDCWS"), the Institution name (‘Metropolitan Library
TEST’), and the Branch code (‘DN’).

Tool Bar HE’.‘-EHX_ Pt RE- 8Q |5

The Toolbar contains the standard Cut, Copy and Paste functionality. The print button will
print information displayed in your active window. This does not print a screen shot of the
information in the window, so the format will look different on the printed page. The
magnifying glass will open Companion Searcher. You can access the Help files from the
toolbar, and also access information about reports you are running.
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Circulation File Edit View [Circulation | tems Acquisitions Serials Financials Global Up
The CircuLation pull-down menu makes @@ IEX| e P

. . . . . . X Return... F3
navigation a simple matter of highlighting Cradston o o
the desired function, using the \é PatronInformation... 5
designated hot keys (for example, C for Charge Holds.. F7
Charge), or pressing a function key (F2 Router 2 N

ssue Router

for Charge) F;. Item Router
ltems _

The Items drop-down provides access to ltem Acquisitions  Serials  Financials
Information where Item Creation, Deletion and

material searching is available (also available = ltem Information... i
by pressing F6). | Intellectual Identifiers ...

Tools — .

The Tools drop-down provides access to the N eyt e
stand-alone Companion Searcher tool, Set Searcher

Workstation Settings where defaults and
preferences can be set (F12), the ability to
Change Password (for the user currently
|0999d in). Manual Daily Data...

Set Workstation Settings... F12

Change Password...

Hot Keys and Function Keys

File >

Ctrl L — Login

Ctrl F — Log Off

Ctrl R — Print Receipt

Circulation >

F2 - CHARGE

F3 — RETURN

F4 —- RENEW

F5 — PATRON INFORMATION

F6 —ITEM INFORMATION

F7 — PLACE HOLD

F12 - WORKSTATION SETTINGS
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Workstation Settings

Workstation settings allow each staff member to customize their PC for the workflow that
makes them the most productive.

The TabS: Workstation Settings - =)
. . . . . System Configuration | Searching | Receipt Printing | Fines | Defaults
SYstem Configuration - shows institution and
branch the client is pointing to, and the EERET RS
location of the error log. If you are instiution
experiencing error messages in the client, | o e
turning on the error log will log the messages,
and this log can be sent to your system e Number
administrator for analysis. Devtown Library |
Client Logging
Enahle CiProgram Files\Carl:\Live\StaffLog
Time Out

[[1Disahle All Timeouts
Tirme-outto main window after 5 '_A] minutas

Stafftimeout after 1 Z]mlnutes

| v

Time Out - is the amount of idle time before your workstation closes windows and logs out
of the client will be displayed.

The Main Window timeout will close all of the functions within the staff client.

NOTE: The default time out settings will be 3 minutes for main windows and 5 minutes for
staff timeout for all staff members.

Time Out
[ Disahle All Timeouts

Time-out to main window after 3 A minutes

Stafftimeout after & '_A] rinutes
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SearcHing — allows you to set search
defaults for Item Information, Place Holds,
Move Items, IID Maintenance (for the
Outreach feature), Order, Receive,
Subscription, and Checkin. This tab also
provides the location of the searching hints
files that are loaded on each PC when the
CARL.X Installer is run.

Receipt Printing — creates a quick and easy
way to set the receipt printer settings that
best meet your workflow.

o o R
System Configuration| Searching | Receipt Printing | Fines | Defaulis

Path for Search Hints files:

e

Default Search Key

Item Information: | ltem Number

Place Holds: |CARL BID
Move Items: | CARL BID
IID Maintenance:
Order:
Receive: |CARL BID
Subscription: |CARL BID

Checkin- |CARL BID

You may need fo restart the client for changes fo take effect.

[ vox nganoeli

ERETE .
System Cunfvguraluni Searching | Receipt Printing ﬁ Defaults

[T Receipt Printer Attached to PC Citizen

One Receipt Per Item in Charge and Renew Non-Citizen
iDP 3540/3530
Use Custom Receipts iDP 3541/3531

CBM 231

Printer:

When to Print
Print as you go
Print at the end

Automatically Generate
Charge Receipts In Transit Receipts
Renewal Receipts Hold Slips.
Hold/ln Transit Receipts  Megotiation Receipts | 5 ﬂ
Refund Receipts

Custom Receipts

Printer Feed Options
Automatically Cut Form Feed

Custom Message:

W oK l [ xganoel]
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Eines

Post Selected Fines allows you to select if
you want to be prompted when overdue
items are returned and fines are owed and if
fines are to be posted for these items. The
options are to be prompted each time fines
are due and you can decide at that point, to
not be prompted if fines are due but to
charge the fines anyway, or to not attach
any fines and not be prompted.

Post Selected Claims Returned Options
allows you to select if you want to be
prompted when Claims Returned items are
returned and if fines are to be posted for
these items. The options are to be
prompted each time an item with Claims
Returned status is returned and you can
decide at that point, to not be prompted if an
item in Claims Returned status is returned,
but to charge fines anyway, or not to attach
any fines and not be prompted.

Defaults - allows you to set the Default
Fiscal Year information, and Special
Charges defaults for use in Acquisitions.
You can determine if you would like a
Serials Record created at the point of
order, and the default media type to
automatically fill in when converting items
in Item Information. You can also
determine the behavior

on the Holds screen by selecting your
default hold type, and determine if the
settings are reset to defaults after a hold is
placed. You may also specify if you would
like saved Companion Searcher modifiers
always applied to a search within
Circulation.

e ==

System Configuration | Searching | Receipt Printing | Eines | Defaults

Post Selected Fines
) Prompt (decide on an item by item basis)

@ Do not prompt, but charge fines

2 Do not charge fines and do not prompt

Post Selected Claims Returned Options

) Prompt me (decide on an item by item basis)

@ Do not prompt me, but charge fines

) No Fines and don't prompt me

e
System Conflguralioni Searching | Receipt Printing | Fines | Defaults

Fund
Default Fiscal Year:

Special Charges

Discount/Credit Memo

FY: A Fund:

[Tl Create serial record upon order

Default media for new items:

Holds

[7] Retain hold settings after hold is placed

[C] Aways apply saved modifiers to searches

New Serials Grid Default Year: :}

| vok | [ Xcancel |
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Change Password
You may change your password using this feature from the Tools menu pull-down.

Reports

The Reports pull-
down menu will
allow staff to
access the reports
that are made
available through
the staff client.
Access to reports
will be dependent
on each
employee’s
permission level.

Windows

Change Password

Mew Password:

Confirm Mew Password:

Werify Current Password:

(o ] [X o]

S savoraarer I R =

Return

E
Eil
4
4

=]

& S

61

File Edit View Circulation Items Acquisitions Serials Financials Global Update Tools [Reports | Utilities Window Help
8- Registration by Branch

11-
14-

- ltems by Status
- Heavily Circulating Titles

P=a = kP Y RBe 80 @ Circulation 3

x Acquisitions » 10-
Circulation Serials B
Cataloging v

Charge T .-

17

< 19

20-
- Circulation Statistics

- Transaction Totals by Patron Stats
- Daily Statistics

- Unfilled Holds

60-
- Tracer List
62-
80-
8-
167 - Offline Circulation Transactions
3200 - Most Borrowed Books

11001 - In Transit

11002 - All Holds List

11021 - Bounced Email

Circulation by Call Number
Circulation by Language
Circulation by Branch
Circulation by Media

Lost rems Report

Claims Returned List

Claims Never Had List
Hold Expired List
Canceled Holds

The Windows pull-down menu becomes active when more than one window is open within
Circulation. The top portion arranges the various windows in a cascade manner. The bottom
portion shows you which windows are open and the active window has a “check” mark next to it.

Window Maximums:

Help
Cascade
v 1Return

2 Charge
3 Patron Information

e Only 1 each for Charge, Renew, Return, Item Info, and Holds
e 5 Patron Windows allowed.
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Help
The Help pull-down menu provides access to various help screens available within the Staff

Workstation.

TLC on the Web ... |

RPC Information. ..
PHost Information. ..

About Staff Workstation ...
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CARL.X Circulation Functions

CARL.X Circulation tracks changes in and links between holdings and patrons, updating the
records of each as items are charged and returned, and other transactions are processed.
Circulation supports six major functions: Charge, Return, Renew, Holds, Patron Information, and
Item Maintenance.

Charge (F2)

The Charge function controls the circulation of library materials by linking item records to individual
patron records in the form of transactions. You can access patron records through the library card
barcode or patron name. Patron records can also be searched by keyword. Item records in
Charge can be accessed by item number only.

The Charge function creates a transaction record based on library-supplied parameters,
determines loan periods, checks patron delinquency and other blocks or flags, and calculates due
dates. An item’s circulation history is incremented each time it is charged, and the Charge
function updates the status of the holdings record, allowing display of charge status in staff and
public access modules.

You can access the Charge function by Clicking the Charge Icon, by (=l Ttems  Acquisitions
selecting Charge from the Circulation menu, by pressing F2, or by Charge. . F2
pressing <ALT> then <L> then <C>. |. Eemm--- S‘
EMEW. ..
Charge Patron Information... F5
Halds... F7
Router 4

How to Charge an Item

Scan or type in a Patron ID in the Patron Barcode field. If typing in the barcode, press <Enter>
when finished.

Enter: |ltem or Patron 1D v| Fatron Barcode -

After you scan or type in a Patron Barcode or retrieve the patron by browsing, the cursor remains in
the Patron Barcode box, but the box itself now says Item Barcode in highlighted text. It is ready for
you to begin scanning item numbers to charge items out to patrons.

Enter: |ltem or Patron ID v‘ em Barcode| -

Scan or type in an Iltem Barcode number. Items are charged in real time, reflecting the new status
in Staff and Public modules. A running list of charged items appears in the grid in the Charge
window.
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The Charged counter at the bottom of the grid tracks the number of items checked out in this
session. The Denied counter tracks the number of items in this session that were not checked out
to the patron. The Quick Returned counter tracts the number of items that were quick returned in
this session.

Charged: 2 Denied: 1 Cuick Returned: 0

l Print Receipt

When all items are charged to the patron, click on the
items checked out and the corresponding due date.

button to print a receipt of

OR

When you have completed your work with the Patron Account, click the Mext Patron
button to clear the Charge screen and print a receipt. You are ready for
your next patron.

Quick Return
After charging an item to a patron, it may become necessary to return the item to remove it from

l # Quick Retumn

the patron’s account. The
leave the Charge function.

option makes this an easy process without having to

From the Charge window, highlight the item in the grid that the patron no longer wishes to borrow.

Press the @ Quick Retum button. The item will be returned from the patron account with the

appropriate item status and the Charge grid will reflect the Quick Return.

Looking up patron in the Charge screen

It is possible that a patron may not have their card with them. If that is the case, the patron record
can be retrieved in Charge by performing a Patron Name search after checking appropriate ID.
The default search is a Patron Keyword Search. You can access additional searching methods by
clicking on the binoculars, or by entering no search term and pressing <Enter>.

Perform a Patron Name search by entering the search team into the Patron Browse field and
either pressing the binoculars or pressing <Enter>. Some searching hints include: Leaving off the
middle initial; Looking up addresses by leaving off words like dr, street, blvd, etc.; You can also
use a wild card search (e.g. Anders* to get both Anderson and Andersen results).

Enter: |Item or Patron 1D v| Patron Barcode - Patron Browse: ﬂ

The Patron Search result window will display.
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r@ Patron Search Iéj
a2 | [CIBrowse
= il [C] Keyword Search Bith Date: | ° |
Name Address D Type Status Main / Adc =~
Clark Beth 2751 Milwaukes 21730000000060 ADULT DELINQUENT
Clark Brandon 21730000000078 CHGHST  DELINGUENT
Clark Bruce D 2751 Milwaukee 21730000000091 ADULT GOoD
Clark Cathy 0445 Milwaukee Avenue 21730000000006 ADULT GooD
Clark charlie 3801 E florida 21730000000152 CHGLMT  DELINGUENT
Clark H 21730000000234 CHGHST  OWERRIDDEM
Clark, J W 33233 Mcclellan Rd 21730000000256 ADULT GooD
Clark Lenward 674 Elmer Dr 21730000000350 ADULT GOoD
Clark Myrtiene 249243823 S Delaware 21730000000400 ADULT GooD
Clark Trowy 38317 Lefayette 21730000000516 ADULT GooD
Clark. Amanda 5548 S Fenton 21730000007669 ADULT GOoD T2
1 [
[ Select EatronJ l £l Details ‘ l % cancel ‘

Highlight the correct patron from the grid and either double-click the line, or click the
| Select Patron |

button. The patron record will be pulled back into Charge and will be ready to
have materials checked out to him/her.

To find out more detailed information about a patron account without selecting the record into

Lo . . . ]| Details |
Charge, highlight the account in the grid and click the | = button.
[ Patron Details * @“
Patron: CLINE PATSY
Expires: 21772011 Branch: CIRCEN
I |
Street: P.O. BOX 222
City, State: Denver co

Zip Code: 80113

Phone: 310-555-5565

Email: patsycline@email.com

I oK . .
Clicking L/ on the Details screen will return you to the search result screen.

You can change the type of patron search you would like to complete from within the results
screen. To complete a Patron Keyword Search, check the Keyword Search checkbox. This will
search the patron record for the entered terms. All accounts that contain the entered search terms
in any indexed field will be displayed in the result screen.
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(lBrowse
Name: DLINE w Birth Date: | / [ 15]
Keyword Search i Hate

A Patron Search by Birth Date can also be completed if you were unable to location your patron.
Make sure the Keyword Search box is checked, and there is an entered search term in the Patron
Browse field. Enter the Birth Date manually or click on the Calendar icon to select the birthday,
and then click Search or press <Enter>.

[ IBrowse
MName: |CLINE ~ Birth Date: |09/08/1932 15
Keyword Search

You can click the Browse checkbox to change the type of search to an alphabetical browse. Click
@4 Search

the button to re-execute your search, or type in your search term and press <Enter>.

Browse
Name: |[SHNE v | | @4 Search Birth Date:
[ Keyword Search

A Patron Browse will display an alphabetical listing of Patron Accounts starting with your entered
search term.

When you complete a Patron Browse, a result set of 50 patrons will be displayed. You can browse
forward and backwards through the alphabetical listing of the patron file by using the Previous and
Next buttons.

r@ Patron Search - J. - [ﬂ_hr
# s = V| Browse ) -

Name: M e Keyword Search 2t Date: | /| =]
MName Address ID Type Status Main »
CLINE PATSY 1234 HOME ST 21730000200992 VIP GOO0D |
CLINE PATSY (VIRGINIAHENSLEY) 1234 HOME STREET 217300010920068 ADULT GOOD 1
CLOME someone 21378 Circle Drive 21730000651088 ADULT GOoD

| Cloned patron 21730000000033 CHGHST  GOOD
ChNH test 21730000079995 ADULT GOOD 1
Cochran, Laura 38220 Harvest Point Dr 21730000000547 ADULT GOOoD
Cochran, Max 394802 Pearl Ct 21730000000548 ADULT GOOD
Cochran, Melissa 394802 Pearl Ct 21730000000550 ADULT GOOoD
Cochran, Russell 394802 Pearl Ct 21730000000553 ADULT GOoD
| Cochran, Timothy G 394802 Pearl Ct 21730000000549 ADULT GOOD
Cochran. YWirginia 394802 Pearl Ct 21730000000554 ADULT GOO0D X

4 10 2

) | <0 Prev 50 || = Ne>ct5&| | Select Eatr0n| | Details | | X cancel |

= S

If both the Browse and Keyword Search options are unchecked, the system will search for names
that begin with the term entered. A search for SMI will find patrons that are registered with the first
three characters of their name being SMI (Smith, Smithson, Smithy, etc).
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Patron Information from the Charge screen

In any given Charge session, there may be a variety of reasons why you need more details about
a patron. Charge makes it easy to view details about a patron’s record. Whenever you select a
patron, the Patron Info panel (at the bottom of the window) fills in with basic details about the
patron.

Patron Info
Name: TRAINER IMA Middle Suffix Address: 300 PARK AVE
ID: 11022903 Phone: (405)606-3822 Home - City, State: OKLAHOMA CITY OK
Status: |Gooo - Exp Date 12/31/2009 Zip Code: 73102
Type: |Pr\mary Adult v| Email Email Status: |No - Do not send em: ~
% Patron Info ... 7 Close

All of the fields in the Patron Info panel can be edited; however, a new application will need to be
completed for address, name or card number changes.

Status and Type fields feature drop-down list boxes for easy updates.

The Phone field is paired with a dropdown for Phone Type. This field indicates whether the
entered phone number is a home or work number (i.e., a land line) or is a cell phone with the
option to receive text messages. Selecting a Carrier from the dropdown sets the Patron Account
up to receive text messages for hold notifications.

The Email field will display in red text if an email message sent to this patron was bounced back as
undeliverable. This visual alert is designed to encourage staff to collect an updated email address
from the patron at that time. You may enter a corrected email address on this screen, and the
account will be updated to remove any notes regarding the bounced email address, and will also
correct the email status to send email to the patron. If there have been no problems delivering the
email to the account, the text will display in black.

The button will become active when any changes are made in the Patron Info

panel. You will be required to save the changes before being allowed to move on to the next
patron.

2 . . .
The button may be used at any time to bridge from Charge directly to Patron

Information.

The three icons just to the right of the Status field provide quick access to Patron Information for
details about Notes, Fines, and Overdue items. These icons are only active if Notes, Fines, or
Overdue items exist for the patron loaded into the Charge screen. Click on the:

[ . .
Notes icon to view staff or system-generated notes on patron’s card.

Dollar Sign icon to view fines assessed to this patron.

Stopwatch icon to view this patron’s overdue items.

Previous Search
On occasion, you may need to access the last patron account you worked with. A combo box
appears in the barcode field, and the last patron can quickly be retrieved. Click the down arrow to
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see the list of previous patrons, and select the account you would like to access.

When a Patron Account is loaded in to the Charge screen, the barcode combo box will contain the
previous Item Barcode entered into the client. NOTE: The system will remember the last 3
accounts in the dropdown box.

Enter: |ltem or Patron ID V| Fatron Barcode| w

21730000008428
21730000000550
21730001092006

Barcode Due Date

In Item Information and Holds, whenever the search key is set to Item Number Search, the last item
number entered into a Circulation function will default into the search term box. To re-execute the
search simply press the <Enter> key.

Charge Screen Big Red Box Exceptions and Dialog Boxes

Whenever an exception is encountered in Charge, an exception message will display. These
boxes are referred to as “Big Red Boxes.” These boxes are designed to visually alert the staff and
force action to address the situation before proceeding. Below are the various Big Red Boxes you
may encounter in Charge and details that will help you determine how to proceed.

In addition to Big Red Boxes, dialog Boxes are displayed when there is a problem with entered
information, or an error has occurred with the system.

Invalid Barcode

The Invalid Barcode box will display when a
Patron Barcode or Item Barcode is entered
incorrectly. The only option is to @ i e
acknowledge the box and try the entering the

barcode again.

Patron Not Found

The Patron Not Found exception will display when searching by patron name and no names match
the search data entered. The only option is to acknowledge the box and try using another search
method to locate the patron.

Patron Not Found

No patrons were found that match the search criteria.
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Patron Not Found, Entered bar code not in use
“The entered bar code is not currently in Exception
use” exception will display when a
barcode not associated with a Patron

Account is scanned into the Charge Patron Not Found. The entered bar code is not
currently in use.

function. Selecting Register Patron will
take you to the Patron Information
Registration screen, and you can create
a new Patron Account using this bar
code. Clicking Cancel takes you back to
the Charge screen, and you can scan
another barcode.

Patron Exception - Delinquencies

Patron Exception — Delinquencies
If a patron currently has delinquencies (i.e., Delinquencies
Fines, Fees, or Overdue), but not enough to
block privileges, the Patron Exception —

Delinquencies box will display when you enter Details
the barcode.

0 Overdue Items

0 Lost ltems $0.00
2 Fines 040
0 Manual Fines $0.00
0 Processing Fees $0.00

Total Owed: 040

[1 The Negotiate button will allow you to negotiate the patron’s delinquencies before
charging any materials to them. The Charge session will be in the background, and the
Patron Information — Negotiate window will be opened. Once you are finished in
Negotiate, close the window and you will be returned to the Charge session. You may
now charge material to the patron.

[T The OK button will allow you to continue with the charge session and not negotiate
the delinquencies.

Patron Exception — Hard Block Patron Exception - Hard Block

A hard block on a patron’s record prevents Patron Delinquent
a patron from charging out additional items.
A hard or system block is placed on the

patron record when a patron exceeds one _

or more of the library’s delinquency
thresholds. In Charge, when a hard
blocked patron’s barcode is scanned, the :

exception dialog box displays, requiring
action before proceeding.

0 Overdues, 1 Claims Returned

Thresholds Include: [ |Fines [ wm] [ iosthems [_siiod]
Manual Fines l:l Total Charge l:l

e $25 or more in fines.
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e LostItem /Item more than 60 days overdue

e 3 Claims Returned/Never Had in 12 months

[1 The Override Block button enables you to charge items to the patron while retaining the
block on the patron record. The Patron Exception window disappears, and you are able
to proceed with the charge transaction. Each patron is allowed only one override of a
Hard Block.

[1 The Close button will retain the hard block on the patron’s record and deny any charges to
the patron.

[1 The Patron Information button will take you to Patron Information. You may negotiate any
delinquencies from the patron’s record then return to the Charge session.

Patron Exception — Overridden Hard Block
Based on library parameter settings
mentioned previously, once a hard
block is overridden, it may not be
overridden again until the patron is
below all the blocking thresholds.

Patron Exception - Hard Block

Patron has had one override
Record must be cleared to proceed.

Cloze

Patron Information

5 Owerdues, 0 Claims Returned

2 Fines: I:I 0 Lost ltems: I:I
[ s [ 7]

2 Matwal Fines: Tatal Charge:

[1 The Close button will retain the hard block on the patron’s record and deny any charges
to the patron. The patron may not charge any materials until all delinquencies on their
record are cleared.

[1 The Patron Information button will take you to Patron Information. You may negotiate any
delinquencies from the patron’s record then return to your Charge session.

Patron Exception — Soft Block Patron Exception - Soft Block

In those instances where you want to alert staff Patron Soft Block
about a particular patron, you can change the

patron’s status to ‘See Notes’ and add a note to Clear Block
the record. The Soft Block exception message

and notes will display the next time the patron Qverride Block

record is retrieved. Soft Blocks can be
overridden multiple times without being satisfied,
but should be taken care of as soon as possible.

Patron Information

MNotes:

PATROMN LEFT CARD AT REGISTRATION DESK. CARD
DESTROYED.

PLEASE CHECK ID AND REPLACE CARD.
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[1 The Clear Block button will remove the Soft Block status and return the patron’s status to
Good. The Charge window will then display and materials can be charged out to the
patron.

[1 The Override Block button will leave the Soft Block in place an allow you to charge
materials out to the patron. The next time the patron’s card is scanned, the Soft
Block exception will display.

[1 The Patron Information button will take you to Patron Information. You may view
any areas of the patron record that are needed to resolve the alert.

If a customer has an Urgent Note with a ‘See Note’ status the note will not display. If the customer
has a Standard Note with a ‘See Note’ status the note will display. If there is a Standard Note on
the card but the status of the card is ‘Good’ no note will display.

' N

Patron Exception - Expired

Fe

Patron Registration Expired e )
The Patron Registration Expired box will Patron Registration Expired

display when the patron’s annual fee or e
student card has expired. The box provides EELCILE 07/21/2014 T
the opportunity to modify Patron Information

and issue a renewal of the annual fee or _
school cards.

e

—

[1 The Close button will close the exception box without making any modifications to
the patron record and without pulling the patron into Charge.

[1 The Patron Information button will take you to Patron Information where you can view
and update any information that is needed.

If Circ Control has added the $40 annual fee to an annual fee card an expiration box will not
appear, it will show the ‘Over Threshold’ (Hard Block) BRB. If the customer waits until their annual
fee card has expired (after the annual fee has been assessed to the card) the ‘Over Threshold’
(Hard Block) BRB will not show, it will show the Patron Registration Expired BRB.

Borrower Limit Exceeded B ek
MLS maintains a 30 item borrowing limit
per patron. When the limit is reached, the
Borrower Type Limit Exceeded box will
display. It will inform staff of the number of

items the patron is limited to.

Deny Charge

Borrower Type Limit Exceeded

Patron is Limited to Charge(s)
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[1 The Override Limit will override the limit this one time and allow the item to be charged.
This option is helpful if a patron would rather let a previously charged item of the same
Location Code be returned in favor of the current item. A quick return could be
performed to return the previously charged item.

[1 The Deny Charge button will not charge the item to the patron. The item will retain an On
Shelf status.

Item is Charged to Another Patron

If an item charged to a different patron is scanned through Charge for a new patron, this
exception box will display. The exception is alerting you that the item is currently charged to
another patron and allows you to decide how to proceed.

The panel at the bottom of the box displays the patron that currently has the item charged
and includes the date charged, the due date, and any fines that might be owed.

A |
Item is Charged to another Patron
Beturn and Charge
Deny Charge

-
Charge Exception

Charged To:

Patron|D:  21730000200992 Cut: 32172011

Fine: £0.00 Due: 4182011

[1 The Return and Charge button will return the item from the other patron and then charge
it to the new patron. It will not assess the fine to the first patron.

[1 The Deny Charge button will not charge the item to the new patron. The item will
remain charged to the current patron.

ltem on Hold Shelf Charge Exception
When charging items to a patron, if
one of the items has an outstanding

hold on it for a patron other than the =

charging patron, the Hold Shelf

exception box will display.

Hold Information

Patron Mame: |CLINE PATSY |

On Hold Shelf At: [ERIEEE

[1 The Deny Charge button will not charge the item and will leave it on the hold shelf for
the patron displayed in the Hold Information panel.
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[1 The Charge and Satisfy Hold button will charge the item to the charging patron and
remove the hold for the requesting patron.

[1 The Charge and Place First in Queue button will charge the item to the charging patron,
and will place a hold first in the title hold queue for the patron who had the item on hold.

g B
Exception - Hold Shelf Items

Patron Has Books on Hold Shelf
If a patron has a book waiting for Patron Has Books On Holdshelf
them on the hold shelf, the Books

on Holdshelf exception message
will display when the patron’s
library card is scanned or entered. if;hi:e“;f‘[?;w e Coun
It will state which location the
holds are at and how many there

are. I I

[1 The OK button will acknowledge the exception box and allow you to begin charging
materials to the patron.

oK

[1 The Patron Info button will bridge you to Patron Information and allow you to find out
what titles are waiting for the patron.

Charge/Discharge Note
Charge/Discharge Notes may be
placed on items to alert staff, at the
point of Charge or Return, that there
is something to be noted about this Date Entered: £/24/2007 3.35:03 Ph
item. When a Charge/Discharge Note: 1 C0 with Book

Note is on an item, the Charge
Exception box will display each time
the item is charged or returned.

Charge Exception

Charge / Discharge Notes

Note Contents

[T The OK button will acknowledge the exception and allow you to continue on in Charge or
Return.

[1 The Cancel button will not charge the item and allow you to continue on in Charge.
The item will remain with an ‘On Shelf’ status.

Item Not Converted

If an item barcode is scanned into Charge, but the item number is not in the holdings file, the
Item Not Converted exception box displays. The item is considered Not Converted (e.g., the
item does not exist in the Holdings of the library). The exception box gives you several options
for how to proceed.
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Charge Exception

Item Not Converted

Create Temporary Deny Charge
Publication Year: -

Author: Branch:
Title: Location:
Call Number: Media:

[1 The Search button will display the Companion Searcher window and allow you to search
for the title in your library’s database. Start by searching for the ISBN: If that doesn’t work,
search by title. If a record is found, and the classification matches (i.e. if the unconverted
item is a JP, the call number in the record must also be JP), you may Select it Back and
the Title, Author, Call Number, and Publication Year will be populated. You can then fill in
Branch, Location, and Media information, then click the Convert Item button. This will
associate the item with the Title and add the item to the holdings file.

[1 The Deny Charge button will not charge the item to the patron. The item will remain Not
Converted. If the material in hand is in excellent condition and meets guidelines for
addition to the collection, you may send it to Cataloging or Material Selection for possible
addition.

[1 The Convert Item button will only become active after you select a title back from
Companion Searcher using the Search button. After clicking Convert Item, the Item
Editor window will display. Save the item to attach it to the full bibliographic record you
selected, and charge the item out to the patron.

[1 The Create Temporary button will create a temporary bibliographic record for the item.
You should fill in all the fields at the bottom of the window prior to clicking the Create
Temporary Item button. AVOID USING THIS OPTION WHENEVER POSSIBLE.

Item Being Traced for another Borrower
If a Tracer exists on an item and
that item is scanned through
Charge, the Traced exception
box will display.

Charge Exception

Item is Being Traced for another Borrower

Charge term Deny Charge

Tracer Information

PatronlD: |21730000007784
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[1 The Charge Item button will bring up another exception box allowing you to replace the
trace with an Item-Level Hold or cancel the trace. Once the selection is made, the item
will then be charged.

Charge Traced ltem

[1 The Deny Charge button will bring up another exception box allowing you to place the
item on the Hold Shelf for the tracing patron and placing an Iltem Level Hold for the
charging patron, or to cancel the original Trace. Once the selection is made, the item
will not be charged.

Deny Charge of Traced ltem

Place Item-level Hold for Current Patron

Save Changes Exception
If you made changes to the Patron
Information on the screen and select
Next Patron or try to close the Charge Save changes?
function without saving your changes,
you will be prompted to save the
changes before the window is closed.

Patron record changed

BN BT

[1 The Yes button will save the changes made to the patron record, and clear the account
from the Charge function.

[1 Selecting No will clear the Patron Account without saving any changes made.
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[l Selecting Cancel will return you to the Charge function with the un-saved patron record
on the screen.

Change Borrower Type Patron Exception - Birthday
Parameters allow for each Borrower Type
to be limited to patrons of a specified age
range. The Birth Date entered in the
Patron Registration screen is compared to Change Later
the age range for the patron’s current
Borrower Type when they are loaded into
a function. If the system determines that
the patron is no longer eligible for their
current Borrower Type, you are prompted
to update the account to the correct
borrower type.

Birthday - Change Patron Type

Closze

Batran Information

= The Change Later button will close the box, and take you into the Charge function, ready
to check out.

[1 The Close button will close the box, and take you to the Charge screen without the Patron
Account loaded.

[1 The Patron Information button will take you to the Patron Registration screen to update the
Patron Registration Information.

Blocks at the Self-Check Machines

A patron will be blocked from checking out at the self-check machines if their card has a status of
‘See Notes’ or ‘Over Threshold’ (the machine will show a screen that says to see Circulation). If
the limit for the number of materials on the card has been reached the self-check machines will
allow the patron to click on ‘Checkout’ it will simply show a red line on an item when scanned and
say ‘Iltem quota reached’, it will also add an additional screen that lists the items that were not able
to checkout when the patron exits the checkout screen.
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Return (F3)
“"-./

R eturmn

The Return function removes charge transactions from patron records when you check in items.
The Return function checks due dates of returned items, and calculates and posts applicable
fines using pre-set library-specified parameters. Return also processes outstanding holds and
rotation of materials.

YI'OT< can P?CCF‘:SS the Retut:n furllcthn by o m
o Ing e eturn Icon" y Y eCtIng @ File Edit View Iterns Acquisitions Serials  Financia
Return from the Circulation menu, by = E X p— =
pressing <F3>, or by pressing <ALT + L . e 2
+R>. Circulation S - .
|. Patron Information... F5 i-m
Charge Helds... =
Router b

Return

=
Returning an item

When you open Return, the Return Date defaults to today’s date. This means that all items
scanned through the function will be processed using today’s date.

Scan item barcode to be returned into the Enter Barcode field. If the workstation does not have
a scanner, the barcode number can be typed into the field.

Enter Barcode: | - Return Date:  7/22/2014 Override Date

As items are scanned, the grid will populate with data about the item scanned. The grid displays
data for returned items in the following columns: Barcode, Due Date, Information, Call Number,
Title, Branch, Location, and Media type.

Barcode Due Date  |Information Call Number Title Branch Location Media
37244146570941 2A1/201 Cwerdue; In Transit  x 636 F844 Face-to-face with the cat/ CYPPRE  CIRC Ju
37244144608875 2/15/2011  In Transit x 636 PBZ4-2 Taking care of vour cat/ ASCOTT  CIRC Ju
37244085627330 5/31/2011  OnHaold % 636 MBE4-1 he and my pet cat/ CHDCEM  CIRC Ju
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Notice that the grey area below the returned items grid displays the patron information of the
patron who had the item checked out. As you return each item, this area will change to reflect
information specific for that item. The most recent item scanned into the Return function will
display at the top of the grid and will populate the bottom of the screen by default. To view
information for previous items scanned through Return, highlight the item in the grid. The bottom
screen will display more detailed information about the highlighted item. Staff can access the
account of the patron who had the highlighted item checked out by clicking on the

% Patron Info ... |bUttoN.

Enter Barcode:  Item Barcode - Return Date:  5/8/2011 [[] override Date Fines: |Don't prompt -

Barcode Due Date | Information Call Number Title Branch Location Media
37244085627330(5/31/2011  |In Transit x B36 MBE4-1 Me and my pet cat/ CHDCERN
3724414B570841 2412011 Owerdue; In Transit %636 F344 Face-to-face with the cat/ CYPPRE CIRC Jus
37244144608875 2A15/2011  In Transit w B36 PR24-2 Taking care of your cat/ ASCOTT  CIRC Jus
37244085627330 5/31/2011  OnHold w B36 hABE4-1 ke and my pet cat/ CHOCEW  CIRC Jis

A T | +

Patron Receipt v]l &y print Receipt l l ? Patron Info l l 38 Clear l ’ EE Transfer l

Author: Morley, Christine. Out: 5972011 User Name: CLINE FATSY CumCirc: 25
Title: Me and my pet cat / Due: 5/31/2011 User ID: 27244055801271 Circs: 3
Call Number: x 636 M864-1 Returned: 5/9/2011 Branch: CHDCEN Holds: 1

The Return grid will accumulate until you either click to the close the Return function
or click the button to remove all data from the grid. Each time the Return function is

opened, the grid will be empty and the Return Date will default to today’s date.

The | & Brint Receipt |button works with the Receipt type dropdown. Selecting Patron Receipt will
print all items in the grid that were returned and had been checked out by the patron who had the
highlighted item checked out. Selecting Hold/In Transit Receipt will print a Hold In Transit or In
Transit slip for the highlighted item, if that item has a Hold In Transit or In Transit status. Selecting
Log will print all items in the Return grid.

Patron Receipt v | &y Print Receipt

Fatron Heceip
Haold/In Transit Receipt
Log

Override Date (Backdating)

When the Return screen is opened, the function will default to using today’s date as the return
date. There are times when you may want to use a date in the past when returning items (e.g.,
when returning book drop materials before opening or after a holiday). To change the date used
when returning items, check the Override Date Box next to the Return Date box.

Enter Barcode: | - Return Date:  7/22/2014 [ override Date
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Modify the return date in the dialog box that displays, or click on the calendar icon to select a date.
The date cannot be set to a later date than today’s date.

i N o i’
Owerride Date Owerride Date
Return Date | [UifEdpg] @ Return Date [Pty el g
4] July, 2014 [+]nf
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5
: 6 7 & 9 10 11 12
Override Return Date O 13 14 15 16 17 18 19
(7) This Transaction Only ®120 2 3 M B
27 28 29 30 31
@ Lintil "Owverride Date" Canceled i@
o (Vo] [Xemen]

‘Until “Override Date” Canceled’ will be the default selection. Selecting with this

option selected will apply the new Return Date for items scanned through Return until the date
is canceled. Selecting ‘This Transaction Only’ will apply the new Return Date to only the next
item scanned through Return.

The return date being used for the next item to be scanned through Return is displayed in the
Returned Date field. If a date other than today’s date is being used, the Override Date
checkbox is selected.

Items returned while the Override Date is activated will assess overdue fines according to the
chosen return date. The status date of the item will be today’s date, not the Override Date used
when the item was returned.

To cancel the Override Date and set Returns back to using today’s date, either close the

Return window, or uncheck the Override Date checkbox. Upon deselecting this checkbox, a
confirmation message will display.

ra ™y

Cancel Override Return Date?

Selecting “Yes” will cancel the date, and set Return to using today’s date. Selecting “No” will leave
the overridden return date in place, and send staff back to the Return screen.
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Return Screen Big Red Box Exceptions and Dialog Boxes

Whenever an exception is encountered in Return, an exception message will display. Below are
the various Big Red Boxes and other messages you may encounter in the Return function, along
with details that will help you determine how you need to proceed.

Invalid Barcode 5
[

p
Return

If the barcode entered is not a valid barcode (i.e.,
it does not follow the barcode parameters of your
library) an Invalid Barcode dialog box will be
displayed.

Hold Item

When an item is returned that has been requested by a patron for pickup at your branch, the
Place on Holdshelf box will display. Selecting OK will place the item in Hold Shelf status for the
designated patron. Selecting Print Receipt will print a Holdshelf label.

<) Return Exception - - Sp— M

- S S e e

Place on Holdshelf

Status Information

ltem |D: 75500127 Title: Curious George goes camping
Patron|ID: =~~~ Name: -
Phone: | Date Returned: 7/30/2014

Hold Until: 8/6/2014

If the item was Hold-In Transit before the item was scanned to Holdshelf, the date the item was
sent In Transit will be displayed on the Big Red Box.
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Hold In Transit Item
When you return an item that has been requested by a patron at another branch, the Hold-In

Transit box will display. Selecting OK will place the item in ‘Hold-In Transit’ status. Selecting Print
Receipt will print a label with the Hold information and place the item in ‘Hold-In Transit’ status.

R

& Return Exception

Hold - Send to Bl

Status Information
ltem ID: 78991620 Title: Falling upward a spirituality for the two hals

Return Date: 7/29/2014
Returned At Northwest Library

In Transit Item
When you return an item that belongs to another branch, the following Return Exception box will

display. Select OK to send the item to ‘In Transit’ status and return to the Return screen to scan
another item.

é Return Exception
P s M S o d—

Return To: DN

Status Information
ltem ID: 76434946 Title: World atwarvolume 4

Date Returned: 7/30/2014
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On Holdshelf
If an item is in a ‘Holdshelf’ status, and it is scanned through Return at the branch where it is on

the Holdshelf, the following Holdshelf Big Red Box will display.
Vé Return Exception M‘

Item Should Be On Holdshelf

Keep On Holdshelf Activate Next Hold Beplace and Activate Next

Status Information
[tern ID: 83795701 Title: The one and only hvan

Patron ID: Name:

Hold Until: 3/26/2015

o Selecting ‘Keep on Holdshelf’ will leave the item in ‘Holdshelf status.

e Selecting ‘Activate Next Hold’ will clear the Holdshelf transaction, and trigger the next
hold in the queue. If there are no remaining holds, the item will be returned to an ‘On
Shelf’ status if owned by the scanning location, or switch to ‘In Transit’ status if owned
by another location.

o Selecting ‘Replace and Activate Next’ will activate the next hold on the item and return
the customer to the bottom of the hold list (if there is no one else on the hold list it will
fill the hold for the same customer).

Charge/Discharge Notes

Charge/Discharge Notes may be placed on items to alert staff at the point of Charge or Return
that there is something special about the item. When a Charge/Discharge note is on an item,
this exception box will display each time the item is scanned through Charge or Return.

,

Charge / Discharge Notes

~

Diate Entered: 5/10/2017 10:49:15 Akd

Mote: COMTAINE 2 DVDE

Cancel

The OK button will acknowledge the exception and allow you to continue on in Return. The
Cancel button will stop the return process for this item. The item will remain checked out to the

patron.
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Renew (F4)

7

Renew

The Renew function allows you to extend the loan period on a patron’s item according to library-
specified parameters. Renew also calculates and establishes fines and shows patron blocks if
applicable.

You can access Renew by clicking the
Renew icon, selecting Renew from the
Circulation menu, pressing F4, or pressing
<ALT> and <L> and <N>.

File Edit View EefaVELLN Items Acquisitions
Charge... F2
Return... F3
Renew... 3
Patron Information... F5
Holds. .. F7

[1 TIP - If you have a patron loaded Il Router ,
in the Charge screen, you can Charge
open the Renew function using
one of the above methods, and the
patron will be loaded into the
Renew function.

Circulation

.\/

Return

How to Renew an Item
You can enter the Patron Barcode (or search for a Patron Name) and load the Patron Account into
the Renew function. All items the patron has charged will be displayed in the Renew grid.

The dropdown default is Patron ID so you can enter the patron card number, or you can switch the
drop down to Item ID and enter an item number. All materials on the card that the item is checked
out on will appear in the Renew screen.

Enter: |Fatron ID - ~ Patron Browse: ﬂ Ovwverride Due Date
Barchia il Fenewals | Information Call Number | Title Branch Location Media

Item 1D

1. Scan or type in a Patron ID in the Patron ID field. If typing in the barcode, press
<Enter> when finished. You may also search for a patron in this screen, see
instructions in the Charge section.

2. Once the patron has been retrieved, Renew will retrieve a list of all items currently
charged to the patron. Information about those items will be listed in the Information
column. If the item is in Lost status or is Overdue, the status will be indicated in this
column. The “# Renewals” column indicates how many renewals the patron already
has had on the item.
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Enter: Item Barcode ~ Patron Browse: P ﬂ [ override Due Date
Information Call Number Title Branch Locafion
; 0| Claimed ltern Mowvember 201 (| Cat fancy
JAazaemaiaz 114z 0 Claimed ltem October2010  Catfancy EAST
730000131313 4418/2011 ¢ lterm Fenewed From here to paternity & Jane Jef EAST YCIRC
31730000012122 4118/2011 2 lterm Renewed E ZIEFERT The Little red hen EAST YCIRC
4| [
Renewed: 2 Denied: 4
Show All = [ & Renew ] [ Print Receipt ] l £ Select All ] [ Clear
Patron Info
Name: PATSY Middle CLINE Suffix Address: 1234 HOME ST
ID:  21720000200992 Phone: 303-333-3333 [Home v] City, State: DENVER co
Status: |GOOD - 03 ExpDate:  02/16/2012 @ Zip Code: 80204
Type: |Ver)r Important Patron v] Email: PATSY@CARL.ORG Email Status:
? Patron Info ... &7 Close

3. Select the item(s) to be renewed.

You can select one item by highlighting the item in the grid.

OR

You can select multiple items by highlighting one item, holding the <CTRL> key,
and clicking another item to highlight it.

OR

You can select a group of items by clicking one item to highlight it, holding the
<Shift> key, and clicking another item. All items between and including the

two selected items will be highlighted.

OR
You can select all items on the patron account by clicking the
button.

4. Once you have made your selection, click the button.

Barcode

31730112320102

Call Number Title

Due Date # Renewals | Infarmation Branch

11/26/2010
11/26/2010

0] Claimed lterm

MNowvermnber 201(] Cat fancy

3730112320132 0 Claimed ltem October 2010 Catfancy EAST
3730000131313 4418/20M 2 Item Renswed From here to paternity 2 Jane Jef EAST YCIRC
1730000012122 4118/2011 2 ltern Fenewed E ZIEFERT The Little red hen EAST YCIRC

Renew will go through each item to process the renewal. If the item renewed, the Renewals
counter is incremented, the Due Date is updated, and the information column displays ltem

Renewed.

If an item will not renew the reason will appear in the Information column. The number of
items renewed and denied is displayed in the status bar located above the Patron Information.

| Renewed: 2 Denied: 4 |
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| Print Receipt

5. Selecting will print a receipt listing all items that were renewed
or denied, with their title information and due dates.

[1 TIP - You may load a patron into Renew, select all items and click Print
Receipt to print a list of all items on the patron account without renewing them.
This does give you a shorter receipt than what prints from the Patron
Information screen but will not include fines or lost items.

6. You may chose whether you
want to display only renewed or Show All .
ot renewed ftems by selecting e —

from the combo box Show Renewed

Show Mot Renewed

The default is Show All, which will display all items checked out to the patron in
the Renew grid.

Selecting Show Renewed will display only the items that were successfully
renewed in the Renew grid.

Selecting Show Not Renewed will display only the items that were not
successfully renewed in the Renew grid.

- . . | 8 Next Pat
7. When you have finished working with the patron, click to clear the

Renew screen.

8. When you are finished with the Renew function, close the Renew screen. There is an
open bridge between the Charge and Renew function. If the Renew function is not
being actively used, it should be closed and not left open in the background.

Overriding Due Dates

Occasionally it is necessary to override the default due date of an item and cause it to be due on
a date different than the system generated date. The Override Due Date feature can be used to
modify the default due date of materials. The override must be set prior to renewing any
materials.

1. Select a patron into Renew by scanning or typing in the barcode number.

2. Check the Override Due Date box. Alternately, you can use <Alt + O> to activate

the Override Date feature.

3. Modify the date in the dialog box that displays or click on the calendar icon to
select a date.

Page 33



-

b

Cwerride Date COwerride Date

™ i ™y

Renewal Date 07/22/2014 fE| Renewal Date ﬂ

CIEY July, 2014
Sun Mon Tue Wed Thu Fri cat
1 2 3 4 5

Override Renewal Date Owvel & 7 & 9 10 11 12
- ' -4 13 14 15 16 17 18 19
) Next T ct B
: ransaction 120 2 2 24 25 %
@ Al transactions for this patron only @427 28 29 30 A by

Retain for all patrons r

[ V' OK ] [xganwl] l  OK l [XQancell

.

4. Select the appropriate Override Renewal Date option.

Next Transaction — will apply the desired due date to only the next item renewed.
The override will be cancelled automatically after this transaction occurs. The
override may also be cancelled prior to renewing by unchecking the Override Due
Date box.

All transactions for this patron only — will apply the desired due date to all items
renewed for the current patron. As soon as the Next Patron button is selected,
the Override will be cancelled. The override may also be cancelled prior to
renewing by unchecking the Override Due Date box.

Retain for all patrons — Is not available at MLS.

5. Click the OK button to enforce the override or Cancel to close the calendar
without enforcing the override.

6. Once the Override Due Date is set, renew the desired items for the patron. The
Circulation Status Bar will display the chosen date and Override Renewal Date
option that is in place.

Renewed: 1 Denied: 0 Due Date For This Patron: Fr2272014
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Holds (F7)

The Holds function allows you to place materials on hold (reserve) for a patron. Holds can be
placed against materials that meet library-defined parameters governing branch, location, and
media codes as well as patron types or any combination thereof. The Hold function
automatically queues patrons according to the date and time stamp when the hold was
placed. Holds may be suspended until a particular date, or staff may enter a date that the item
is not needed after.

If a staff member has selected Trace for an On Shelf item from the Item Detail screen, then
the Place Hold/Trace screen will display. The process of placing a Trace on an item is the
same as placing a Hold. The Trace is placed against a specific item and triggers additional
system reports to search for the item. A Trace is placed on the system card for the owning
library.

You can access the Hold function by File Edit View [Circulation | Items Acquisitions Se
clicking on the Holds icon from the Outlook =B i¥ X Charge... F2
bar, by selecting Holds from the Circulation X Return... 3
menu, by pressing F7, or by pressing <ALT Circulation ;e,_,ewm F4
+L +D>. Patron Information... F5
Holds... F7
Router >

Due To Rotate

Hold Types
There are three Hold Types available.
Hold Type
Q) Institution
Item
Issue

[1 Institution — Also known as Title Level Holds. Institutions Holds will be filled by any
item on the bibliographic record that is allowed to fill holds. Institution Holds are the
lowest priority, and will be filled when there are no holds to fill at other levels.
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[1 Item — Item Level Holds will be placed against the specific item that is highlighted in
the Item Information section of the Holds screen. The hold will be filled when that
item is scanned through Return, and it will show up on the Item Router list if its
status is ‘on shelf’. No other item on the bibliographic record will fill the hold. Item
Holds take priority over Issue and Institution Holds, and will fill first.

[1 Issue — Issue Holds will be available only when the Items attached to the loaded
bibliographic record have Chronology and Enumeration data saved in the item
record. Issue Holds are placed against the issue of the item highlighted in the
Item Information section of the Holds screen. Any item with matching issue
information that is allowed to fill holds will fill the hold. For example, placing an
Issue Hold against the January 2014 issue of a title will cause the hold to be
against ALL January 2014 items on that title. Any January 2014 item that is
scanned through the Return function will trigger the hold, and it will also appear
on the Issue Router list if its status is ‘on shelf’. Issue Holds take priority before
Institution Holds, and will be filled before any Institution holds are filled.

Retain Patron

By default, after placing a hold the Patron Information section of the Holds screen is reset to
blank, allowing you to easily search for another patron to place a hold for. If you wish to place
multiple holds for the same patron without having to search for the patron again, click the
Retain Patron checkbox. This will prevent the Patron Information section from being reset.

Fatron Information

@ld: 91139119 v  Type: SYS Status: Good
Name: NORTHWEST LIBRARY ﬂ Retain Patron
Retain Title

By default, after placing a hold the Bibliographic Information section of the Holds screen is reset to
blank, allowing you to easily search for another title to place a hold against. If you wish to place
multiple holds against the same title without having to search for the title again, click the Retain
Title checkbox. This will prevent the Bibliographic Information section from being reset.

Bibliographic Information

Key: ’CARL BID v| Terms: 4456 ﬁ\ ................................. g

Hold Count Hold Count: 3
Shows the current number of
Institution Holds placed against the

title. Author: Lang, Andrew, 1844-1912.

Title: Green fairy book

Pickup Branch

Select the branch where the patron wishes to pick up the hold at the bottom of the screen. Click
the drop down arrow and choose the pickup branch. The Pickup Branch will default to the branch
where the workstation is located.
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Not Needed After Date

Provides the option to enter a date when the hold is no longer wanted by the patron. If the hold is
not filled by the entered date, the patron will be removed from the hold queue. You can either edit
the date or click the calendar icon to change the date. Please DO NOT use the Blank check box

— this will set a Blank Not Needed After Date, which will leave the hold in the hold queue until it is

filled.

[CBlank [Tl insert

Mot Meeded After Date: 05/19/2016 15 _
J [ Suspend Until  [C] ASAP

ASAP/Insert

In those cases where there has been a library mistake, a patron can be placed at the top of the
hold queue or can be put back in the hold queue at the same number (ex: accidentally canceling
hold when they were # 30 out of 100). Call Circ Control (606-3779) to complete this process.

Suspend Until

At the time a hold is placed, it may be given a Suspend Until date. This causes the hold that is
placed to be inactive. A Suspended Hold will move up in the queue like an active hold, but it will
not be triggered by an item until the Suspend Until date has passed or the hold is reactivated by
staff. Other holds in the queue will be triggered around it. Once the date has passed, the hold will
become active. Suspend Until dates are frequently used when patrons will be on vacation, and
will be unable to pick up hold material for a specified amount of time.

[ Blank [ Insert %
Suspend Until Date:  05/19/2016 B| .o . -
[V|'Suspend Untit [ ASAP

{ (=] Place Hold }

When all hold options have been set, click the
The system will confirm a hold was placed.

_ i
Hold Placed - o |

button to initiate the request.

The requested hold was placed successfully.

Notice: Copies are available.

Patron: Grant Cary |

Do not show me this again. {: OK

= = —

A

Click OK to clear the confirmation message. The “Do not show me this again” checkbox allows
staff to turn off the confirmation message for their session in the Staff Client. When the client is
closed and re-launched, the confirmation window will display after a hold is placed.

After the Place Hold button is selected, the Holds screen will reset to the systems defaults (for
Hold Pickup Branch, Hold Type, Not Needed After or Suspend Until Date, etc). Workstation
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Settings can be set so that the hold settings will be retained after clicking Place Hold. If the
Workstation Settings are set to retain the Holds settings, the information will stay in place until the
Holds window is closed, or until the settings are changed by staff.

Deleting Holds
You can also delete holds from the Hold Queue buttons in the Holds Screen.

Patron Name Date Placed| Pickup At ' Placed At NNA /SUD Exception

1|Inst Hold 21730000003838)| Harrison, Rex 5/3/2011|NORTH n/a|Override
2 InstHold 21730000009889 Clark, Bart 5/3/2011 SOUTH  EAST nja ASAP

3 InstHold 21730000069785 Grant Cary 5/3/2011 EAST EAST 5/2/2012

4 InstHold 21730048248328 SMITH ANGELINA J 5/3/2011 EAST EAST 5/2/2012

5 Suspended 21730000000218 Clark, Frank 5/3/2011 IHOLD EAST 5/2{2012

6 InstHold 21730000000502 MARTINT D 5/3/2011 SOUTH  EAST nfa

7 Suspended 21730000345345 Bologna, Beef 5/3/2011 SOUTH  EAST 5/472012

8 InstHold 21730000987098 Berenstain, Bear 5/3/2011 PETERS NNORTH nfa

9 InstHold 21730949420119 Hare, March 5/3/2011 NORTH  NNORTH 5/2{2012

i

| @&eint | [#vectest|@ | #peete @ [ Scose |

Highlight the hold you want to delete and click . A Confirmation window will appear.

Click Cancel to return to the Hold Queue, no holds will be deleted. Click OK to continue deleting
the hold.

Choose a reason for the cancellation from the dropdown menu. If the patron does not need
notification, uncheck the Patron Notification Needed box. Click OK and the hold will be removed
from the Queue.

Clicking will bring up an Administrative Override box. Only those with administrative

log ins will be able to ‘Delete All'.

Hold Screen Big Red Box Exceptions

Hold has already been requested

If a patron has an outstanding hold against a title, a Big Red Box will display informing you that the
patron has already placed a hold against this title. You can select Override to place an additional
hold for the patron. Selecting Cancel will close the Big Red Box without placing the hold.

, *

The hold has already been requested.

% Ovenide |

|
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Item is being Traced

If an item is being Traced, and staff attempt to place an Item Level Hold against it, the Item is
being Traced Big Red Box will display. The only option is to Cancel the Hold Request and return
to the Hold screen.

crormrs s vos I =

This item is currently being traced.

Exceeded Hold Limit

MLS limits the number of items a patron can have on hold (reserve) to 30 items. When that limit
is reached, the Hold Limit Exceeded Big Red Box is displayed. The only option is to Cancel the
Hold Request and return to the Hold screen.

Error i’lacing—ailr*lol_ g

The patron exceeds their hold limit.
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Patrons (F5)

Fatrons

The Patrons function consists of three primary tasks. This function allows:

e Accessing patron records for online editing
e Reviewing specific patron records
e Registering new patrons (Issuing Library Cards)

The Patron Information function allows you to edit fields in the patron record according to the
parameters set up by the library system. You may also manually place notes and blocks on the
patron record that are not related to system-generated blocks and notes.

Through Patron Information, you can review specific patron information such as charges, holds, lost
items, and overdue items. This screen is also where you waive or cancel fines through the
‘Negotiate’ button or mark overdue or lost items ‘claims returned’. This application also allows batch
renewal of all material charged to a patron and the assessing of manual fines.

Finally, Patron Information also allows online registration of new patrons. This application creates a
new record in the patron file, which you can then access through the Charge, Return, Renew, Holds,
or the other applications of Patron Information. During the registration process, a patron can be
designated as an Outreach Borrower (Books by Mail) which enables additional data areas (this
designation is only used through Books by Mail).

You can access Patron Information by clicking File Edit View |Circulation | ftems Acquisitions Se
on the Patrons icon, by selecting Patron = | X Charge... F2
Information from the Circulation menu on the « Return -
toolbar, by pressing<Ctrl + L + P>, or by Circulation -
. S —— Renew... F4
pressing <F5>. Patrons
Patron Information... 5
‘fj Helds... F7
[ = |
Patrons Reserves... Fa
Router 4
[Due To Rotate

Patron Keyword Search

If the customer does not have their library card you will need to search for their card after checking
appropriate ID. A Patron Keyword Search will search the patron record for the entered terms. All
accounts that contain the entered search terms in any indexed field will be displayed in the results
screen.

Phrase Searching

You may also complete a Phrase Search when using a Patron Keyword Search. Enter your search
terms in the Name field in quotes. For example, type “MAIN ST” to search for the words MAIN and
ST next to each other in the patron record. Make sure the Keyword Search box is checked and click
Search or press <Enter>. You may combine Keyword Search and Phrase Searching. For example,
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entering SMITH “MAIN ST” will search for records with SMITH and MAIN ST. You can use wild
cards in your search if you are unsure about how a word is saved in the account. For example,
search “MAIN ST*” to find the phrase MAIN ST or MAIN STREET.

Birth Date Searching

A Patron Search by Birth Date can also be completed when using a Patron Keyword Search. Make
sure the Keyword Search box is checked. Enter any desired search term information in the Name
field, add the birth date manually or click on the calendar icon to select the birth date, and then click
Search or press <Enter>. Birth Date Searching may also be used with Phrase Searching.

[]Browse
Mame: |E0G v @& Search i - |07/2201975 &
ame ] [ Keyword Search Birth Date: J

You can change the type of patron search you would like to complete from within the results screen.
If you completed a Patron Keyword search and were unable to locate your patron, you can click the

@4 Search

Browse checkbox to change the type of search. Click the
search.

button to re-execute your

Patron Browse
A Patron Browse will display an alphabetical listing of patron accounts starting with your entered
search term. Compare the two different searches for Smith in the screens below.

When you complete a Patron Browse, the Previous and Next buttons will become available, allowing
you to move forwards and backwards in the alphabetical listing.

Patron Search &J‘
— —
T 2 | ¥ Browse
Name: m T #4 Searcn Keyword Search Birth Date: | - 7
MName Address 1D Twpe Status -
Smith Adarmn 21730000002358 ADULT OWVERRIDDEN |
SMITHEBOB 21730000037272 HLDLMT  GOOD 1
Smith Craig 2300 Paris street, #56-280 21730000000897 MHLD SOFT BLOCKED
SMITH LORI 21730000020951 ADULT GOOD
Smith. Kathy 21730000037223 ADULT GOoD
Snabhb, Ima 21730009456745 VIP GOoD I
Social security trip 21730345987340 ADULT GOOD
Social security Trip 2 21730000923092 ADULT GOOD
special litle test Il 21730000402000 ADULT DELINQUENT
Spiner, Brent 393 something way 21730000343943 ADULT GOoD
Stanlev. Gren 21730000002269 ADULT G|OOD S
1144 ¢
50 ‘ =1 Prev 50 H [l Next5D| | Select Eatron| ‘ & Details | ‘ X cancel |

= — A
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e =
[ Browse

Name: 0L ~ | Search ' ARE;

SRR _ [ Keyword Search Birth Date:

MName Address IO Twpe otatus hain / Added

Smith Adam 21730000002358 ADULT OWERRIDDEM

SMITHBOR 21730000037272 HLOLMT  GOOD

Smith Craig 2300 Paris street, #56-280 21730000000837 NHLD SOFT BLOCKED

SMITH LOR 21730000020951 ADULT GOoD

Smith, Kathy 21730000037223 ADULT GooD

§ 5 [ Select Eatron] [ (*) Details l l X cancel ] |J

You can also complete a “begins with” search by un-checking the Browse and Keyword Search
boxes. A “begins with” search will look for patron names that begin with the letters you have
entered. Entering SMI will display those patrons that have the first three characters of their names
that begin with SMI.

If you are unable to locate your patron within the patron database, click M to register a
new account.

NOTE: If a customer has a previous card in the system and it is not caught when you search for the
customer, Circulation Control can delete the old card from the system if there is nothing on it.
Circulation Control is unable to transfer an old card to a new card so if there is something wrong with
the old card you will need to write notes on both cards stating the problem and including the other
library card number in the note section.

Patron Information

When you select back a patron record from the search results, the complete details of the patron’s
record will be loaded into the Patron Information function. The top portion of the Patron Information
screen (above the tabs) always displays primary patron account information, such as Patron ID,
Account Expiration Date, Branch, Borrower Type, Patron First Name, Middle Name, Last Name and
Suffix, and Account Status. This information can be changed while you are in any tab of the Patron
Information function.

Search

@D +  Name: TRAINERIMA 4|
ID: 11022903 ExpDate: 12/3112099 | Branch: [ED  +| Type: [Primary Aduit -]
MName: TRAINER IMA Middle Suffix Status: ’Good v]

Data in the Patron Information tabs gives you details from various vantage points. Each tab
offers different information about the patron.
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Registration | @ Summary | § MNotes History Fees

Registration — Detailed account registration information about the patron is located here.
Summary — Displays all current transaction information on the patron record. This includes items
checked out, fines and fees owed, and requests for materials. If there are current transactions on
the patron account, the light bulb ﬂ icon is lit. If the icon is not lit then there are no
transactions on the patron account.

Notes — Shows patron notes that contain information about the patron. The notes can be system
generated. Most patron notes have been placed by staff to share information about a patron
account with other staff members. The light bulb icon will light up when there are notes on the
account.

History — Displays the patron’s history with the library. This tab will also display additional tabs:

Registration | §¢ Summary | ¢ Notes History Fees

Fine History | Claimed History | Deposit Account | Lump Sums | Statistics

[tem MNumber Title Branch

= The Fine History tab will list all fines and fees the patron has owed in the past, dates
they were paid or cancelled, and when lost materials were returned or paid. NOTE:
Fine history will remain on a customer’s account for 6 months.

= The Claimed History tab displays the patron’s claimed history with the library. This tab
will list all items that a patron has Claimed Returned or Claimed Never Had, and also
logs all transactions associated with each Claimed Returned/Never Had item. No
changes can be made from this tab.

= The Deposit Account tab displays transactions against the patron’s Deposit
Account, including deposits and withdrawals. Only customers with a balance in
their prepaid account prior to migration to Carl X will have money in this account.
To use the money in the Deposit Account please contact Circ Control (606-3779).

= The Lump Sums tab displays fine payment amounts that were paid on particular dates.
Detailed information about which fines were paid is not included on this tab.

= The Statistics tab displays system supplied information about the activity of the patron. This
includes account Registration Date and Branch, account Modification Date and Branch, and
account Activity Date and Branch.

Fees — Displays Special Library and Service Fees created by your library (Annual Fee and Lost Card
Fee). Choosing and writing a Library/Service Fee will create a Manual Fine on a patron’s account.
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Registration Tab

NOTE: You can ONLY register a new patron AFTER a patron search has been completed! The
Registration tab contains contact information and other information needed by the library about the
patron. You can use the tab key to move between fields in the Registration screen.

Enter patron information in ALL CAPs for consistency in name sorting when searching for patrons.
NOTE: Email address information is to be entered in lowercase (some email servers are bouncing
back emails that are entered in all caps).

%) Staff Warkstation - [Patron Information TRAIN e

< File Edit View Circulation kems Acquisitions Serials Financials Global Update Tools Reports Utilities Window  Help a|x

FEHEXXA |t BB [&Q | &

X Search

Ciraation @ ID: +  Name: TRAINERIMA |
Patrons
ID: 11022903 ExpDate: 12131/2008 T Eranch"ED " Type: ‘PHNEWMU" “
Name: TRAINER IMA Middle Suffix Status: | Geod -
Registration | ¢ Summary | ¢ Notes History Fees
Primary Address Phene Type:
RN 200 PARK AVE] Home Phone:  (405)506-3822 — .
City, State: OKLAHOMA CITY oK Zip Code: 73102
Language
Email: planning@metrclibrary.org Email Status: | Yes - Do send email v‘ |Enghsh v‘
Secondary Address
Address: 3RD FLOOR Second Phone: (405)606-2823
City, State: OKLAHOMA CITY oK Zip Code: 73102
. State = Date of Birth
07/079TT I
Statistical
o P Which Address:
Internet Access: | Yes hd Gender: |FEMALE = ]
= Care/Of -
Type: | Regular -
Ttem Maintenance
Acquisitions
Serials ————
= B Clone i Delete <7 Close

METTEST circ training, PLAEDCWS Metropolitan Library TEST System, DN

ID — Scan or type in the barcode from a new library card.

Type — Select the appropriate customer type. Options are: Annual Fee Adult, Annual Fee Student,
Annual Fee Student Restricted, Interlibrary Loan, Online Registration, Outreach, Primary Adult,
Primary Student, Primary Student Restricted, Reciprocal Adult, Reciprocal Student, Reciprocal
Student Restricted, School Adult, School Student, School Student Restricted, System, and
Temporary. NOTE: ‘Restricted’ indicates the child is unable to check out R-rated materials.

Annual Fee Cards — Customers will receive notification two weeks before their Annual Fee card
expires. Circ Control will manually add the fee to their card. If the customer comes in and want to
pay their $40 fee, make sure the fee is not already applied to another household member’s card
before processing the fee. Then update all household cards to expire one year from the expired
date or one year from the date paid if the account is already expired. Place a note on the
customer’s card, who pays the Annual Fee for the household, which states the date paid.

EX: ‘Annual Fee paid on 5/14/2015’.
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Online Registration — Account type for customers who complete the online library card application.
This account is valid for 2 weeks and only allows the customer to place holds (but not check out the
holds), and use our online resources (databases, Zinio, OverDrive, etc.). Customer must come into
a library location and complete a full library card application, show proof of residency, and they will
then be issued a permanent library card. Staff will update the customer’s account with this new
number and change the status to “Good”. If the customer already has a library card assigned to
them call Circ Control and have the library card deleted.

Status — Indicates the account standing. All new library accounts will be automatically in “Good”
status.

Name — The name field consists of four editable fields, which will be combined to form the
searchable name field. The name fields are in Last, First, Middle, and Suffix order.

Primary Address — Contains the primary contact information for the patron, such as mailing
address, city, state, zip code, phone, and email. Reminder: Do not use ‘TH’ or ‘ND’ after a street
number (ex: 5600 NW 122 NOT 5600 NW 122"%) or spell out STREET, BOULEVARD, etc. (300
Park Ave NOT 300 Park Avenue) and do not use ST (2914 SW 59 NOT 2914 SW 59 ST)

NOTE: The program has Zip Code information so entering the fifth character of the Zip Code will
cause the City and State fields to be populated with data from the database. Be sure to verify the
city as some Zip codes may populate with an incorrect city.

If the customer wants their mail to go to a different address be sure to change the “Which address” to
Secondary. See Secondary Address below for more specific information regarding this function.

Phone Type — When entering the Phone Number, you can select the Phone Type. Selecting Home
or Work will indicate that this patron does not receive text message notification for holds. Selecting
a carrier from the list of providers indicates the patron wishes to receive a Text Message for hold
arrival notification. NOTE: Selecting a provider with an MMS designation will send the patron a Multi
Media message.

If a customer indicates that the phone number they provided is a cell phone and they do not wish to
receive text message notifications simply choose “Cell — No text message” under Phone Type.

Email Address — Enter the patron’s email address if they have one. If not, leave this field blank and
choose one of the ‘No’ statuses as defined below. The Email Status field will need to be set
according to the patron’s notification preferences:

e Yes — Do send email — The patron wishes to receive email notification of holds ready for
pickup and other account information emails.

¢ Bounced — The system has attempted to send an email to the patron, and the email
bounced. The email address will be displayed in red text (see example below).

Email: sample@email.com Email Status: ‘Bounc:ed - Email was v‘

e No - Do not send email — The patron has either not provided an email address, or does not
want to receive email at the provided email address.

e No — Opted Out — The patron has declined to provide an email address and doesn’t want to
be asked for one again.

Language — The language preference of the patron can be set in this field. This will determine in
which language the patron will receive his/her email and print notices. The available languages are
English and Spanish.
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Secondary / Sponsor Address — Contains alternative address information, such as address, city,
state, Zip code, secondary phone, etc. Now when you select the following Patron types (student --
AS, ASR, PS, PSR, RS, RSR, SS, SSR), the "Which Address" field will automatically changes to
Sponsor.

Enter the parent/guardian's name in the Sponsor name field as follows: LAST (comma) FIRST
(space) MIDDLE INITIAL (no period) (e.g. TRAINER, IMA U)

If the address for both the student and the parent/guardian is the same only enter the address
information in the Sponsor field. The address only need to be entered in this area since all mail
goes to the Parent /Guardian and not the student, unless they want the mail to go to a different

address like a PO Box. Then the primary address would go with the student name and the PO Box
would go with the Parent/Guardian name. Date of Birth

9/ 8/1932 i

ILthe_ parent/_guarqllan gives you an e-mgll andl{or_cell number, W] Sepember, 832 DI»
that information will neepl to t_)e entered in the "Primary T e o e
Address" part of the registration screen. 1 2 3
4 5 5 7HEE? 1w
If the parent/guardian has a different address than the student, 11 12 13 14 15 16 17
. . . 18 19 20 21 22 23 24
complete both address fields with the corresponding 55 26 97 28 29

information.

Date of Birth — You can enter the patron’s date of birth by typing the numbers into the field, or using
the calendar feature. The single arrows take you backwards and forwards by one month per click.
The double arrows take you backwards and forwards by one year per click.

Carl.X features a “Grow Up” feature. When a Child/Student reaches his/her 17" birthday staff will
be notified to update the Patron Registration when the account is next accessed, at which time the
patron will need to fill out a new library card application to update his/her information. The patron
will now sign the application him/herself indicating agreement to be financially responsible for items
placed on the card.

Which Address — Allows staff to designate which address should be used when contacting the
patron with account notifications. When Sponsorship is selected, additional fields will be displayed
on the screen that will require information before the Registration screen can be saved.

Which Address:

Primary -

Secondary
Sponsor
Care/Of
MNone

e Care/Of — needs to be the same address as your primary address. Put C/O person’s
name in Address line. Sometimes apartment buildings require the person’s name that is
on the mail box to be on their mail. Avoid using business names as C/O since most
people do not live at their business. If you use sponsor format then the mail would only
go the business and not the customer.
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Statistical — Includes dropdown boxes for Internet Access, Type, and Gender. NOTE: Internet will
not automatically be selected for adults — You must select either Yes or No in the Internet Access
field.

The buttons available on the bottom of the registration tab provide options for actions in the account.

Clone i Delete < Close

ng, PLAEDCWS Metropolitan Library TEST System, DN

jl

e The 0 New Patron button will open a new Patron Registration screen. All fields will be

blank and will need to be filled in to complete a new patron registration.

[l The Clone button will open a new Patron Registration screen. Information in the
patron’s Primary, Secondary Address fields and email will be copied over to the new
registration screen. You can then enter in barcode, name, and patron specific information,
such as Date of Birth, and save the patron.

The & Delete button will delete the patron from the database [Only completed by Circ
Control]. If the patron has existing transactions (i.e., items checked out, fines, holds), the
patron cannot be deleted. All transactions must be cleared before the patron can be
deleted.

K Sawe

[1 The button will save any changes made in the Registration screen.

[1 The e button will close the Patron Information screen. If registration
information has changed, and the patron has not been saved, you will be prompted to save
the changes to the patron record.

Misc. Patron Registration Issues:

Emancipated Minors — Make the card a “Student Restricted” card, change “Which address” to
“Primary”. Fill out the required information. In the Secondary Address line put Emancipated and
select “Yes” to Internet Access.

School Cards — Must be re-issued each year upon successful proof of qualification.

Special Stop —When a customer resolves a Special Stop status issue contact Circulation Control
(606-3779) so it can be removed. DO NOT delete any notes on the customer’s account before
calling Circ Control.

Library Card Sighatures — a student card without a parent or guardian signature will be valid for
two weeks and have a checkout limit of 2 items. (MLS policy update draft 8/14)
e The procedure will be to set the expiration date for two weeks from the date of issue.
e When parent/guardian comes in to sign, have him/her complete enough of the form to know
what card it is for, complete the parent section, attach a printout of the account, and change
the expiration date to 2037.
o Circ Control will add a patron note that adds the date of the signature scan.
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Summary Tab

<) Staff Workstation - [Patron Information TRAINER

<5 File Edit View

=@ XA

x
Ciraulation

patrons

ol
Circulstion ltems  Acquistions Serisls Financials Global Update Tools Reports Utilties Window Help =[x
ARB 8] &
Search
oD ~  Name: TRAINERIMA M
ID: 11022903 ExpDate: 12/31/2099 B Branch [ED v] Type: lF’nmaryMu\l
Name: TRAINER MA Middle Suffix Status:
Registration| § Summary ‘ Q N0|£I H\s‘oryl ;@5|
Charges (4) Fines (0) Requests (3) § Deposit Balance §0.00
®AI[)  Overdues () Lost 0) Claimed (0)
Title Call Nuraber Her Number | Status | Dus/NNAfPosted | Fines Fees Branch | Locafion | Media
Kite runner FICTION/HOS Inst Hold Hold In Que 7/22/2015
Itwasn'tmuch trus tales of ten Oklshor J876.6/H3761i InstHold Hold In Que 7/22/2015
Historic photos of Oklahome lewmen  363.209765/J676h  InstHold Hold In Que 7/22/2015
Anne Frank the book the life the afterife 340.5318/F8287p/BI0 7E638788 Charged  §/6/2014 DN ANF BK
\world War Two s short history 940.53/STB793w 82545669 Charged /52014 DN ANF BK
Lendscape planning practical techniau 712 6/AD19412 76223620 Chorged /52014 DN ANF PEK
sworld War I 94D 53/STE 95w 81443809 Chorged /52014 ON INF BK
[ € Renew All H.’JSe\ed AHH $ Negotiate ] [s Manual Eme]g [ $ Deposit ]

METTEST circ training, PLAEDCWS

Library TEST System. DN

The Summary tab provides information on any active transaction against the patron record. You are
able to move between views of different types of transactions to see more detailed information.
Different buttons are available depending on the view that you have chosen. For all views, the row
of buttons at the bottom of the Summary tab is available.

I & Renew All ] [s Select gu” H Negotiate ] % [ ® Manual Eine] % ’ H Deposit ] % | 4 Receipt |

Renew All

Clicking Renew All will go through the Renewal Process for all items checked out to the patron. If
the renewal is successful, the item’s due date will be updated, and the renewal count for the item is
incremented. If the renewal failed, a Big Red Box will be displayed explaining the reason for the
failure. A Renewal Receipt will be printed.

Select All

You can use this button to highlight all items in the
grid. You can right click with your mouse on the
grid to view options of what you would like to do
with the highlighted items.

Copy to Clipboard
Save as CSV file

Save as Excel Spreadshest

Select Al
Print

Copy to Clipboard — you can copy the information in the grid, and paste the information to a new

document.

Save as CSV file — you can save the grid as a comma delimited file.

Save as Excel spreadsheet — you can save the grid as an Excel spreadsheet.
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Select All —if the list is not highlighted, you can choose Select All to highlight the entire grid.

Print — You can print the information in the grid.

Negotiate

The Negotiate button will take you into the Negotiate function. This is where you can cancel or

waive fines and fees owed by the patron.

Manual Fine

Click Manual Fine when you need to manually add a fee to the patron record. For example, if the
patron lost a disc out of an audiobook set, you can place a manual fine for the $7.00 replacement
fee for the missing disc. Every fine has an item # starting with 1200__ (MLS’s unique Carl X #),

counts up from 1. This number can be found in Transaction File.

After clicking Manual Fine, enter the dollar
amount, including cents, into the Fine
Amount box. Enter the reason for the fine in
the Description box (16 characters
maximum). If you are entering a Manual Fine
in relation to a specific item (e.g. missing
disc), enter the Item Number. The Item
Number is not a required field when creating
a Manual Fine. If you have an item
highlighted when you click the Manual Fine
button, then the item number will be filled in.

@ﬂrite Fine

Click

Smart Money Manager (Point of Sale) software. Click

window without creating the fine.

Deposit

Create Manual Fine - @
Fine Amount: $7.00
Description: Disc #2 missing
ltem Mumber: 7 1469543

l | |
i | [#1 write Fine | | X Cancel | 1
_ _— ﬁ

X Cancel

Contact Circ Control to apply Deposit Balance to fines or fees.

Receipt

to save the fine to the patron record. The fine can now be paid through the

to close the Create Manual Fine

After clicking the Receipt button, you will get a Patron Receipt Options menu. Select the options you
want printed by checking or un-checking the boxes next to each transaction type. Click OK to print a
receipt from an attached receipt printer. Clicking Cancel will not print a receipt and will return you to
the Patron Information screen. If a customer only wants a list of items that currently checked out on

their card a shorter receipt can be printed from the RENEW screen.

£ Patron Receipt Options

Frint
Charges Last
Overdues Holds

EEX

Fines

x LCancel
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Save

If you have made changes to the Patron Registration information that is available at the top of the
screen, the Save button will be enabled. Clicking this button will save the patron. If you attempt to
close the patron account without saving, you will be prompted to save your changes.

Close
Selecting Close will close the Patron Information window. If the Registration Information has
changed without being saved, you will be prompted to save the changes on the account.

Summary Views

From within the Summary tab, you can click on any of the active option buttons to view specific
transaction information about a patron. When you load a patron into Patron Information, the All radio
button is usually the default. The exceptions are when you load a patron from the Holds screen
(defaults to Requests), from the Overdue button in Charge and Renew (defaults to Overdues) or
from the Fines button in Charge and Renew (defaults to Fines). The All button displays all patron
transactions and fines. Note that the number in parentheses after each radio button shows a
running tally for each transaction or fine.

(O Charges (1) () Fines (8) (O Requests (2) 9 Deposit Balance $5.38
@AI(14) O Overdues (2) O Lost (1)

View All
This option displays all active transactions on a patron record. The Status column describes what
type of transaction is listed.

Title Call Mumber Item MNumber Status * Due/MMA| Fines| Fees|Branch | Location |Media
The Graen and the Gray 31730000012837 Charged 1115/2006 YOIRC WCOIRC YCRC
The green eved martiage suriving 31730000012835 Charged 11,15/2006 YCIRC  YCIRC  YCRC
Cartoon festival The cat came bacl JVHS CAREBE 31730000012834 Lost 11/8/2006 $11.00 NORTH YCIRC YCRC
Cartoon festival The cat came bacl LATIN JYHS C¢ 31730000014184 Brw. Fee 10412006 0.1 WEST  wCIRC  YCRC
Home and beyond an anthology of Inst Haold Hold In Quew  10412/2005

View Charges

This option displays only the items in Charged status. This does not include Overdue or Lost items.
This view shows the date the item was charged, when it is due, and from where the item was
checked out at. The Status column will list if an item is Charged.

Title Call Mumber ftem Mumber | Status Charge Date Due Date FeeTotal |Branch  |Location  Media
_— ~ . I " ||W "'H Wy

o
Claimed Muigle | Never Had
Branch: lDN vl [ <2 Returned ]B'aEhes
| @ Renzw A | [ £ setect au|[ $ negotiate | B | § manuai Fine | | ¢ oepost | &
ng. PLAEDCWS Metropolitan Library TEST System, DN

When the Charge radio button is selected, additional buttons will be available. The buttons are used
to take action on individual titles listed within the radio button.
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Claimed Returned - When an item is listed as being charged to a patron, but the patron
claims that the item was already returned, staff have two options to initiate a Claims
Returned search.

Claimed Multiple

A staff member can select a branch the patron claims to have returned the item from the

%7 Retumed

dropdown list of Branches and click on the button. This will initiate a

search for the item at this one Branch.

Alternatively, when a patron does not remember what branch they returned the item to,
staff can initiate a multi-branch search. Checking the Multiple Branches box will bring up a
listing of your library system’s branches.

Using your mouse, click on a branch name to highlight it; when selecting more than one
branch, hold down the <Ctrl> button and use your mouse to highlight more branches. Clear
will clear all your selections, and Done will take you back to the Charged Display. You must

%7 Returned

then click the Returned button to activate the Claims Returned.

The item will be placed in Claims Returned status and will be logged in the Claimed History
tab in Patron Information. Notices will be produced for staff to search the shelves for the
item.

Claimed Never Had - When an item is listed as being charged to a patron, but the patron
claims he/she never checked out the item, you can select the item in question and then

click on the Neyer Had button. The Never Had item is removed from the patron
account and will be logged in the Claimed History tab in Patron Information. The item will
be updated with a Lost holdings status so that staff and customers know it is not available.

MLS customers are only allowed to have 3 ‘claims’ in a 12 month period. Claims can be
either returned or never had and are cumulative.

When an item is "Claimed Returned" it will show up on the Claims Returned List (#60)
report for searching for six weeks. After that, the item status goes Lost and the customer is
sent an End of Claimed Cycle notice telling him/her that the material was not found

and he/she now owes for it.

Items that have been claimed returned will appear on the appropriate list at day 1, 8, 22,
29, 43, and 50. These reports (#60) need to be run every day (along with #61-Tracer) to
ensure the items are being properly located. An item that has been claimed never had will
appear on the Claims Never Had List (#62); this list will show items claimed between dates
that you have chosen.
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Claims Returned & Claims Never Had MLS expectation of use:

e The 12 month period is a rolling 12 months so if it gets to 12 months and a day
after it was claimed, it won't count against the "3".

e The number of events is cumulative on both and only three events total are
allowed before a block is placed on an account. Therefore, it is required that a
staff member check their shelf as well as have the owning library (or the library
where the customer believes they returned the material) check their shelf before
they put a claims returned on it.

e Claims never had must only be used in rare instances with the customer well
aware of the implications.

e The temporary tracers transferred to TLC as lost and permanent tracers will

chowracelatmad navar bhad hit thav gy hava tha Aata that th v vaara oot oo
SHOW asS CanTietTiever riat Dut aicy riave e datctrat aicy weret-sctras

permanent tracer in them so they're not going against the "3" count.

Go Lost - If staff need to assess Lost and Processing Fees for an item before the item is

declared Lost by the system, highlighting the item and clicking l W Go Lost ] will place
the item into Lost status and assess the cost of the item to the customer’s card. The
Negotiate Lost Item window will be displayed.

Negotiate Lost [tem

Overdue Fine: MNegotiate

Processing Fee: Reason for Waiver:

Lost Ch :
I Payment Method

reEl OcCash Card OCheck (& Cash

B Pay
% Waive
& Pay Later

For Partial Payments - Select "Pay Later”
and then "Megotiate” from Patron Information.

The Overdue Fine, Processing Fee, and Lost Charges that will be assessed are displayed.
Selecting Cancel will return you to the Patron Information screen without having placed the
item into Lost status. You should select ‘Pay Later’ and that will post the cost associated
with the item to the account. The cost of the item will be available for future payment, but it
will block the card as a ‘Lost’ item is a blocking threshold. If the customer would like to pay
the same day go to the Smart Money Manager (Point of Sale) computer to take care of the
customer.

Renew - This option allows for the renewal of individual items, without printing a receipt for

the patron. To renew an item, highlight the item in the grid and click the

button. A renew attempt will be made. If the renewal is successful, the items due date will
be updated, and the renewal counter of the item will be incremented. If the renewal failed,
a failure Big Red Box will be displayed with the failure reason.

Below are some BRBs specifically related to the Renew function in the Patron Information
screen.
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Renewal Limit Exceeded e )3
MLS allows customers to renew
an item twice. When the limit is
reached, the Renewal Limit Cannot be Renewed
Exceeded exception box will
display. The only option you have Athor

is to Deny Renewal. Title: Broadway in the 90s piano vocal guitar
Call Mumber: 78214 B8 SCORE

Renewal Limit Exceeded

ftern Murnber: 31730000001 764

Branch: YCIRC
Location: ¥ CIRC
Media: IREN

Deny Renewal ltem Details >»

. RenewException
Title Level Hold for Another Borrower :
Patrons are prevented from Title Level Hold For Another Borrower
renewing material with Cannot be Renewed

outstanding holds. When an item
with a hold is encountered, the

; ; ; Authar, George, Twig C.
fc_)IIowmg exception b(?X V\_”” Title: Swimming with sharks
display. The only option is to Call Number J GEORGE

Deny Renewal.
ftern Murmber: 31730000001414

Branch: YCIRC

Location: ¥ CIRC
Media: YCRC

Deny Renewal [term Details »»

Claimed Item

Items that are Claimed
Returned or Claimed
Never Had will display a Cannot be Renewed
Claimed Item message.
The only option is to Deny
Renewal.

RenewException

Claimed [tem

Author: Collodi, Carlo, 1826-1830.
Title: The adventures of Rinocchio
Call Murnber: J COLLODI

[tern Mumber, 31730000000012

Branch: 1vEAR
Location: YCIRC
hedia: YCRC

Deny Renewal ltern Details »>>
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Overdue/Lost Iltems newEsception
Items that have gone Lost are
prevented from being
renewed. The only option for Cannot be Renewed
these items is to Deny
Renewal. Overdue items can

Author: George, Twig C.
be renewed. Title: Swimming with sharks

Call Murmber. ] GEQORGE

Lost Item

tem Mumber, 31730000001414
Branch: YCIRC

Location: YCIRC
Media: YCRC

View Overdues

This option displays information on items that are in an Overdue status, including the
Overdue Fine that would be assessed if the item were returned or renewed today. The
Status column will list items as Overdue unless a Claims Returned has been placed on
the item. Additional buttons are available when the Overdues radio button is selected.
These options are the same that are available in the Charge section above: Claimed
Returned/Never Had, Go Lost, and Renew.

Title Call Mumber ltem Mumber Status Charge Date| Due Date| Fine to Date|Branch Location |Media
i ] 2. ITH

View Fines

This option displays information about fines and fees that the patron owes. Included in the
grid is the Assessed Date, the amount that was originally owed, any partial payments made
against the fee, the alias of the staff member that was logged in when the fine was
assessed, and the branch where the fine was assessed.

Call Mumber ltern Murnber Status Assessed Date| Fines Total|  Fines Paid| Notes ID | Branch

il feseer Finland fe:| 34 31730000009876| Manual Fine 1041172006 $0.00 |test

Cat mischief JEMUCKEY 1730000345678 Brw. Fee 10/12/2006 1.492 $0.00 Borrowing Fee ga?2 SOUTH

A cat came fiddling and  J 784 KAPP 1730004002123 Proc. Fee 101272008 1000.00 $0.00 EA ga?2 HFEE
Festival fewer Finland fe: 394.2694 %ALKOM 31730000009876 Fine 10412006 1.00 $0.00 gaZ S0UTH
View Lost

This option displays information on items that are in Lost status (items that have been
checked out and overdue for 60 days). The Fine to Date column lists the Lost fee amount
that is owed for the item.

Title™ Call Mumber | tern Number Status Charge Date Due Date| Fine to Date|Branch| Location| Media
The Christmas spirit strikes Rotten B E GANTOS  31730000001659 Lost 10/14/2004  11,11/2004 12.95 EAST YCIRC  wCORC
Pumpkin feser FSuzanne  31730000006715 Lost 114142004 11/29/2004 50.00 EAST wCIRC  wCRC
Mewver letyour cat make lunch foryol E HARRIS  31730000005004 Claims Ret. 10/18/2004 11/1/2004 11.00 WEST “CIRC  wCORC
Grapes and gas Grape invaders 1730000005244 Lost 4/8/2005 4/8/2005 2000 EAST YCIRC YCRC

When the Lost radio button is selected, the option to place items on Claimed Returned is
available. To initiate a Claims Returned for one branch, highlight the item to be claimed,

select the branch from the drop down list, and click the @ Rehuned button. To initiate
a Claims Returned at multiple branches, highlight the item to be claimed, click the Multiple

Page 54



ultiple

| 7 Returned | Branches
i - ]

Branches box and using your mouse, select at least one branch
to search by clicking on the branch name. To select more than one branch for searching,
hold down the <Ctrl> button and click on the branch names, click Done. Click the

%7 Returned

button. The Lost item will move to the Claimed display in Patron
Information and the status will stay Lost.

When the Lost radio button is selected, the option to mark the item Claimed Never Had is
available. Highlight the item the customer says they never checked out and click the

Meyver Had

button. The transaction will be logged in the Claimed History tab and the
item will remain with a Lost holdings status so that staff and customers know it is not
available. The Claimed Never Had information is available in Item Detail.

View Requests

This option displays information about Holds for the patron. It includes the title, NNA or
Suspend until date, status (Hold Shelf, Hold in Queue, Hold In Transit, etc.), place in the
Hold Queue, and Pickup Branch.

Title Call Mumber ltermn Murmber Status DuefMMA Pickup At |Placed At | Queue Pos
Fignic Branch Hold Hold In Queue MARTIN

Fumpkin fessar [Fic] InstHald Hold In Queue 10/30/2007 EAST EA 1
Death of ahero  FIC HAYROMN 31730244190006 Hold Suspended 10/27/2006 2LIMIT 2L 1

When the Requests radio button is selected, the following buttons become available.

Options
k| X Cancel Hold | | Change Pick-up Branch | | Change MMA Date

Cancel Hold
To cancel a Hold for a patron, click on the Requests radio button and highlight the hold that
is to be removed.

Registration | ¢ Summary | @ Notesl His!oryl Fees
Ct Fines (0) ° Requests 4) ¢ Deposit Balance $0.00
All (4) Overdues (0) Lost (0) Claimed (0)

Title Call Number Itern Number Status Due/NNA/Posted Pickup At  Placed At Queue Pos
Cat crimes a large print anthology Inst Hold Hold In Queue 5{14/2011 EAST EA

Green fairy book 139821 LANG JinstHold _____|Hold In Queue |5/2/2012 _—-1
Cat & canary / 31730051220081 Hold In Transit WEST

Home alive the art of self defense 31730004042031 Hold Shelf 411242011 EAST EA 0
. X Cancel Hold i . .

Click the button to initiate the deletion against the selected hold. A

confirmation window will display.
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r ~ N
Patron Information Grant Cary E Q

',’Q:' Do you want to delete the Selected hold?

Yes ] [ No

Selecting No will close the confirmation box and take you back to Patron Information. The

hold will not be deleted. Selecting Yes will bring up the Choose Cancel Reason window
with a dropdown menu.

Crcse carcel e U o

Choose a Cancel Reason
Patron no longer wants

All copies charged/traced/lost
Requested through ILL

Not picked up from holdshelf

Last copy not in circulation
Other

ncel

L J ¢

Choose any preset reason or select Other. Selecting Other provides a free text box to enter

a cancellation reason, up to 40 characters. If the patron does not need notification of the
cancellation, uncheck the Patron Notification Needed box.

rovecorcttermn L

Choose a Cancel Reason
Other v

Enter cancel reason (40 character limit)
Patron moving and canceling account

[] Patron Notification Needed

[ Soc ] [ Hom]

Clicking Cancel will close the Choose Cancel Reason window and go back to the Patron
Information screen and the hold will not have been cancelled. Clicking OK will return you to
the Patron Information screen, and the hold will have been removed.

To delete a Hold that is already in Transit or on the Hold Shelf for a patron, go through the
steps listed above. When you click OK after choosing a cancel reason, a Big Red Box —
Hold Cancel Exception will come up. There are 4 options to choose from: Cancel and
Place First in Queue, Cancel Hold, Cancel and Trigger next hold, and Do Not Cancel Hold.
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<

On Hold Shelf at:

Cancel and Place Firstin Queue
Cancel Hold
Cancel and Trigger next hold

Do Not Cancel Hold

Hold Information

Patron ID: 27244053312396

Patron Name: Grant Cary

On Hold: 527/2011

,
| f

—y

Cancel and Place First in Queue — Will cancel the existing hold for the patron, and place
them first in the Hold Queue for that title. The item status will change to ‘On Shelf’ (it will be
‘on shelf’ whether the location is the owning location or not) and the item will be removed
from the patron’s account. In Patron Information, there will be a new request where the
patron is first in the queue, and the pick-up branch will be the same as what the original
hold pickup branch was.

Cancel Hold — Cancels the existing hold for the patron, removing it from their account. The
status of the item will change to ‘In Transit’ if not the owning location or to an ‘On Shelf’

status if the owning location. If there is an existing hold queue associated with the item or
an Item Level hold for the item, it will not be triggered.

Cancel and Trigger next hold — Cancels the existing hold for the patron and triggers the
next hold in queue or item level hold. Only use this option if you have the item in hand.

Do Not Cancel Hold — Does not cancel the hold, and returns to the Patron Information
screen. The hold stays on the patron’s account.

Change the Pick-Up Branch

Registration| ¢ Summary | ¢ Notes| History|  Fees|

Charges (0) Fines (0) 9 Requests (3) @ Deposit Balance $0.00
All (3) Overdues (0) Lost (0) Claimed (0)
Title Call Number Item Number Status Due/NNA/Posted | Pickup At |Placed At | Queue Pos
Cat crimes a large print anthology Inst Hold Hold In Que 5/14/2011 EAST EA 1
Green fairy book J398.21 LANG Inst Hold Hold In Que 5/2/2012 EAST EA 3
Cat & canary/ 31730051220081 Hold In Trar WEST 0

In the Patron Information screen under the requests radio button, you can change the

pick-up branch of a ‘Hold in Queue’ or a ‘Hold In Transit’ request. Highlight the request

to change, click the

Change Pick-up Branch
g0 LR ip button.
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-
Change Pick-up Branch &

Select the new Pick-up Branch from
the dropdown list and click OK. The
new Pick-Up Branch will be displayed
in the Pickup At column in Patron

. OCIRC Cancel
Information. L PETERS

SDELAY
SOUTH
WEST
YCIRC
YGUO -

Choose a new Pick-up Branch:
EAST v

m

Modify the NNA Date
If a Hold has passed the NNA (Not Needed After) Date, it will fall off the Hold Queue. To
extend the NNA date of a hold, highlight the Hold to be extended and click the

Change NNA Date

button. Select the ‘Enter a new Not Needed

After Date’ radio button.
‘(Modify NNA Date / Suspend Hol |

1 @ Enter a new Not Needed After date
Enter the new Not Needed | © Or, suspend active hold and enter a Suspend Until date

After date in the field or select
a date from the calendar. (T P 05/ 14/2011) @ I Blank
| ok || Xcance |

|
|
Click OK.
\

Here again, please DO NOT select the Blank checkbox as this will allow the Hold to remain
in the Hold Queue without a NNA date.

Suspend a Hold
You can suspend a Hold so that a request will not be filled until a specified date.

Change NNA Date |

Click the button.

Select the ‘Or, suspend active " Modify NNA Date / Suspe,,dm N
hold and enter a Suspend Until

date’ radio button. ") Enter a new Not Needed After date

© Or, suspend active hold and enter a Suspend Until date

Enter the date that the Hold should

be suspended until and click OK. New Date: 05/14/2011 x_,‘;l] "I Blank |
The hold will be skipped over in the

hold queue until the Suspend Until [ v oK ] [ X Cancel ] J
date is passed, or until the Hold is —

reactivated by a staff member.
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Modify a Suspended Hold

Change NNA Date

Highlight the suspended hold, and click the
button. You can change the Suspend Until date

by selecting ‘Enter a new Suspend Until " Modify Suspend Until Date / Activate Hold i
Date’ and entering a new date. Click OK —
to update the hold with the new date. @ Enter a new Suspend Until Date

Or, activate the hold and enter an NNA date

New Date: [CIRPIZLE g ] Blank

To reactive a suspended hold, select Modify Suspend Until Date / Activate Hold
the ‘Or, activate the hold and enter a
NNA date’ radio button and enter a

Enter a new Suspend Until Date

date into the date field. Click OK to ': @ Or, activate the hold and enter an NNA date |
change the hold status to Hold in -
Queue. New Date: 05/14/2011 1_3_I| || Blank (

To reactivate a hold with no Not Needed After Date, select ‘Or, activate the hold and enter
a NNA date’ radio button and check the Blank checkbox. Click OK.

View Claimed

This option displays the items that have been Claims Returned for this patron. Each item
will list the date the item was placed on Claims Returned and the branch or branches (for a
Claimed Returned Multiples Branches) where the patron claims to have returned the item.

O Fines (8) (@] Requests (3) ¢ Deposit Balance $0.00
O Lost (1) @ Claimed (2)

C Al (12)

Title Call Nurnber | ftem Number Status Clairn Date Due Date  |Branch |Location  Media
The story of Edgar lle : anowvel f 37 Charg 2 791452010
HARBOR HARDBACK #4 37244182254939 Charge 12/14/2009 31312 1)4/2010 AN CIRC ADLT

To see the branch(es) a patron claims to have returned the item, click in the Branch box of
the title you wish to view the information and a dropdown menu will appear. The branch(es)
will be listed in the dropdown menu.

O Fines (6) ORequests (3) ¢ Deposit Balance $0.00
QAN (12) QO Lost (1) @ Claimed (2)
Title Call Number | ltem Numkber Status Claim Date Due Date Branch |Location |Media
AN v
HARBOR HARDEBACK #4 37244182254939 Charge 12/14/2009 31312 1472010 CIRC ADLT
ER

cl

FS
FL
ST

Page 59



Go Lost Options

When viewing Claims Returned items, the Go Lost button is available. If you highlight a

Claims Returned item and clickl @ GoLost l the Claims Returned status will be
cleared, and the item will be placed in Lost status. See the Go Lost function that is
described in the View Charges section previously in this document.

In the Claims Returned view, there is also a Remove button. Highlight the Claims Returned
item and click Remove to clear the Claims Returned status and place the item into its
regular status (i.e., Charged, Overdue or Lost).

Deposit Balance

This option displays the dollar amount the patron has on Deposit with the library. Deposit
Balances can be used to pay Fines and Fees on the patron account. To use these funds,
contact Circ Control to complete the transaction.

Notes Tab

The Notes Tab is used to communicate information about an account to staff members who
are working with the patron. Some notes are system generated when specified events take
place. For example, when an email notice bounces, notes are placed on the account
stating this information.

Staff members can use the Notes tab to communicate with each other about an account. If
there is information about a patron that you want the next staff member to know about (e.qg.,
you set up a payment plan for fines, etc.), you can add this information.

MLS expectation of use
¢ While these notes are not patron facing, it is important for staff to write as
though the customer or a supervisor may see it.
e ltis important to clean up outdated notes and circulation clerks, librarians
and managers may add or delete the notes.
¢ Notes entered by Circ Control may only be removed or modified by Circ
Control

When a patron with Notes is displayed in Patron Information, the Notes tab light bulb icon is

lit. Click on the ¥ Notes |tab to view the notes.
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How to Add a Note

At the Notes screen, click on the button and the Notes Editor window will

display.

You can also double click on the grid where the notes are displayed to open the Notes

Editor window.

Search

@i o724 v|  Mame: [cLNE PATSY -

N PATSY I [oune ] | s o0 v
Fegetzson| . Summay] 9 Motes | sty

|Date Added/Entered | Note Contents ‘

The cursor will default in the Note Type field. Press the down arrow on your keyboard to
select a Standard Note and your cursor will be moved to the Free Text window to enter
your note. Most notes that are entered by staff are Standard Notes. To change the Note

Type, click on the down arrow next to the Note Type field.

Note Editor

Note Type

Note Contents

Predefined
Free Text
Note 'Date
Patron is a friend of the library 5/20/2010 10:59:22 Akd

D%D missing from case in hookdrop. Patron has been contacted.

5/20/201011:01:03 AM
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Mote Type

Standard Mote
800 - Urgent Mote
300 - Soft Block for Bounced Email

Standard Note

There are no system or client actions with this note type. This note will display in the
Notes tab for informational purposes. To enter a Standard Note, press the down arrow
on your keyboard.

Standard Note will be selected, and you will be placed in the Free Text field to enter your
note text.

800 - Urgent Note Exception
An Urgent Note can be placed by
certain staff members, and has Urgent Patron Note

client implications. If a patron Check Borrower Status and Notes
has an Urgent Note on their
account, then the Urgent Note
Big Red Box will be displayed.

Eatron Infarmation

900 - Soft Block for Bounced Email

This note is placed by the system when an email notification to a patron has been bounced
back to the sender. The email status is changed to Bounced and the email address is
displayed in red text. The account is Soft Blocked to bring the issue to the attention of staff.
When the email address is updated, this note will automatically be removed, and the
account will be placed in Good status.

Predefined Notes

To add a Predefined note to a customer’s account, click on the Predefined radio button and
then click on the dropdown list box to select a note from the list. If the predefined note
needs to have a location specified (ex: if a lost item is held at desk or damage/missing
materials form sent), you will need to recreate the note as a free text note.

i Y
£ Note Editor - ‘ [
e, 1
Note Type
Standard Mote vl £ Delete
@ Predefined -
[ ‘
© Free Text Ask customer for updated phone number =
) Customer has requested that we check ID before charging mat
5 Customer requests check ID =
G Damaged/Missing Materials form sent to customer
A23E04

Email notice bounced -- Ask for email address verification -
Lost item(s) or card held at desk

Returned Mail

Security alert: local suspension of privileges or warning letter =
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click B S8 6 a4d the note to the patron record.

To add a Free Text note, click on the Free Text radio button and enter a note in the
adjacent field. Free Text notes can be up to 500 characters long. Any note that is longer
than the display in the Patron Information screen will wrap to the next line in the screen.

Include your two digit library location in your note to assist other staff if there are questions
regarding the note. The date is added automatically and displayed in Patron Information. If
a note is modified at a later date, the original timestamp on the note does not change.

< Note Editor - - —— e
Note Type
l Standard Mote vl B Delete
(©) Predefined
i
@ Free Text Lost items(s) or card held at desk -DN

cick EH 83 5 save the note to the patron record.

To add another note for the same patron, repeat the above steps. When you have finished
adding notes, click Close.

How to Edit a Free Text Note
At the Notes window, double-click on the grid where the notes are displayed, or click the

Notes Editor button.

When the Note Editor window opens, click to highlight the Free Text note you want to edit.
The text for the note will be displayed in the Free Text window. Click in the Free Text
window and modify the note as needed.

Note Editor E|
MNote Type
£ Delete
Mote Contents B sawe
&7 Close
[CK] Lost card was picked up on
Maote Date
PROOF OF ADDRESS REQUIRED 1041042006 12:52:15 PM
[CK] Lost card was picked up on 10/12/2006 10:07:59 AM
EMAIL NOTICE BOUNCED - PLEASE CORRECT EMAIL ADDRESS 101042006 12:53:01 PM

%7 Close

Click ke Save when you are finished making changes, then click to

exit the Notes Editor window.
[1 Notice that you cannot edit the text of a Predefined Note.
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(1 Notice that you cannot change the Note Type of a note after it
has been saved.

How to Delete a Note
At the Notes window, double-click on the grid where the notes are displayed, or click the
Notes Editor button.

Highlight the note to be deleted, then click the

button.

The system will prompt the user to confirm the note should be deleted.

If you are deleting multiple notes, you can check the “Do not show me this again”

Confirm Delete

t)/ Deleting a note will permanently remove it from the list. Are you sure you
~ wish to delete this note?

[JDo not show me this again

Yes

[[ o

checkbox. The confirmation will not display for the remainder of the notes you are deleting

in this session of the Notes Editor.

Click the Yes button and then click

& Close

Note screen, the note will be deleted.

History Tab

| Registrationl o Summar)rl 7 Notes|

History |

Fees|

to exit the window. Once you exit the

ltern Mumber Title Branch Status Charged Due Last Activity | Debit | Credit |Refi =
B5760434 Clouds of witness. TN Fine 1/22/2015 61 2/10/2016  212/2015 n.20
B5760434 Clouds of witness. TN Paid 1/22/2015 61 2110/2015  3/6/2015 0.zo
73243621 The snow gueen. TN Fine 11/28/20141 12/26/2014  12/29/2014 0.30 E
73243621 The snow gueen. Sy Paid 11/28/20141 12/26/2014  12/30/2014 0.30
74154298 The musician's daughter. TN Fine 4A12/2015 41 5/18/2015  Bf21/2015 0.30
74561427 In a gilded cage. TN Fine 282015 92 320/2mE  F23/2mh 0.30
74561427 In a gilded cage. 5y Paid 2/18/2015 9:2 3j20/2015 32372015 0.30
75064850 Ewan anly knows. TNy Fine 2A8/2015 9:2 y20/eme  3/2320h 0.30
75064850 Ewan only knows. 5y Paid 2/18/2015 9:2 3j20/2015 32372015 0.30
76024648 Ewan canwait: a Constable Evans mys MNwW Fine 11/28/20141 1202672014 12/29/2014 0.30
76024648 Ewan canwait a Constable Evans rrys N Paid 11/28/2014 1 12/26/2014  12/30/2014 0.30
79757574 Beauty and the werewalf. TN Fine 1/22/2015 61 2/10/2016  212/2015 n.20
79757674 Beauty and the werewalf. TN Paid 1/22/2015 61 2110/2015  3/6/2015 0.zo
79757574 Beauty and the werewolf. TN Fine 2B 33 322ME 30520 0.30 e
4 I 2
Total Due: $0.40 Total Debits: $5.80 Total Credits: $5.40 Total Refunds: $0.00

The History tab displays the patron’s history with the library. There are five tabs that are
displayed in History.

Fine History
Fine History displays the patron’s financial history with the library. It only displays the
history for 6 months.

Claimed History
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Claimed History will list all items that a patron has Claimed Returned or Claimed Never
Had. Clicking inside the branch box will give you a dropdown menu, listing the branch or
branches at which the claimed item is being searched. The branch listing is determined
when the item is initially claimed.

Registrationl (] Summar)'l g Notes| HiStDI’Y| Fees|

Fine History | Claimed History | Deposit Account | Lump Sums | Statistics |

ltem Number Title Charged Due |Branch Action Last Acti =
What's eatin' Yosi? 12772015 2A0/2015 Nw Claimed 1/26/2015 2:0353
75252182 Horrible Harry and the dead lefters 1427720158 202015 MW Clairmed 1/28/2015 4:49.54
78766915 Pippi Longstocking 142772015 2A10/2015 Nw Claimed 1/28/2015 4:43.56

Registration | § Summaryl o] Noles| HiStDF}" Fees|

Fine History | Claimed History |Deposit Account | Lump Sumsl Statistics|

ltern Mumber Title Charged Due Branch Action Last Acti «
70882702 What's estin' Yosi? 127205 210/20158 MW ~ |Claimed |/28/2015 2:03:53
75252182 Horrible Harry and the dead letters. 12720158 2o0/z0s Claimed |/28/2015 4:49:54
78766915 Pippi Longstocking 1/27/2015  2/10/2015 NW Claimed |/26/2015 4:49:56
36337791 Junie B.. First Grader Aloha-hacha 12772016 21002015 Nw Clairmed |/28/2015 4:49:58

The Claimed History tab also logs all transactions associated with each Claimed
Returned/Never Had item.

‘ Reglstrat\onl o] Summaryl o] Note_s| HiStUF}’| Fee_s|
Fine History { Claimed History || Deposit Account | Lump Sums | Statistics |

[tem Number Title Charged Due | Branch Action Last Acti «

m\/\fhat's eatin' Yosi? 1272015 2A10/2015 Nw Claimed 1/28/2015 2.03:53
7R2E2182 Honible Harry and the dead letters. 12772016 2A10/2015 MW Claimed 1/28/2015 4:49:54
787EEI15 Pippi Longstocking 12772015 2A10/2015 NwW Claimed 1/28/2015 4:49:56
36337791 Junie B, First Grader Aloha-ha-ha 1272015 2A0/2015 Nw Claimed 1/28/2015 4:49.58
38239128 Her cowboy hero / 12742015 202015 M Claimed 1/28/2015 450:00
84607368 The noticer returns sometimes you find - 1/27/2015 eN0/20TE MW Claimed 1/28/2015 460:02
73156682 Howto build & house: a novel. 1272015 2A10/2015 Nw Claimed 1/28/2015 4:50:04 |
62280717 The arphan gifl and other stories: Wes  1/272015  2A10/2015 Nw Claimed |f26/2018 450:08 | =
38239128 Her cowhoy hero/ 12742015 202010 MW [ter was Returned L2016 34013
84607368 The noticer returns sometimes you find - 1/27/2015 202018 MW [ter was Returned Fe201s 34111

No changes can be made from the Claimed History Tab.

Deposit Account

The Deposit Account lists financial activity against the patron’s Deposit Account, including
deposits, and payments made using Deposit Account. No deposits can be made in the
deposit account; only those customers who had money in their pre-paid account prior to
migration will have money and those funds can be used to pay fines.

Lump Sums
The Lump Sums tab displays fine payment amounts that were paid on particular dates.
Detailed information about which fines were paid is not included on this tab.

| Registrationl ] Summar)rl "] Notes| History Fees

Date Branch
2472074 MW

Statistics

Statistics display patron historical data. This tab will act as a log for the date, activity branch
and staff alias information for all the activities performed on or by the user. All the fields in
this tab are system controlled and cannot be edited by staff.
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Fine History | Claimed History | Deposit Account | Lump Sums | Statistics |

Self-Serve Activity: 6/7/2010

Date Registered: 12/3/2009 Registered Branch: ANGMSA Registered By:
Edited Date: 5/26/2010 Edited Branch: ANGMSA Edited By: Qae
Last Activity: 5/26/2010 Activity Branch: ANGMSA

Date Registered — The date that the account was added to the database.

Registered Branch — The Branch where the patron registration occurred.

Registered By — The three-letter user alias of the logon used to register the account. If

completed online, the alias will be OBR.
Edited Date — The date that the account registration information was updated.

Edited Branch — The Branch where the registration update occurred.

Edited By — The three-letter user alias of the logon used to update the registration

information of the account.

Last Activity — The date of the most recent transaction activity that occurred on the account.

Transaction activity includes item checkout, item renewal, hold placement and fine

payment.

Activity Branch — The Branch where the most recent transaction activity occurred.

Self-Serve Activity — The date of the maost recent self-service activity completed by the patron.
Self Service activity includes logging on to view account information online, accessing online

databases, or using a Self-Check machine.

Fees Tab

Registration \ ¥ Summary l ¥ Notes \ History Fees ‘

Special Library and Service Fees

[ @ Write Library / Service Fee(s) ]

Special Services Feel |None hd Service Fee Amount: 0.00

The Fees tab displays Library and Special Service Fees that can be added to a patron’s

library account. These include lost card fees and annual card fees.
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To add a Library or Special Service Fee, click on the Fees tab. There will be two dropdown
menus: one for Library Fees and one for Special Service Fees. From the dropdown menu,
select the name of the corresponding fee you would like to place on a patron’s account.

Reglstratlonl o] Summaryl 7] Nolesl H|story| Fees |

Special Library and Service Fees

Library Fee: [None v] Library Fee Amount: $0.00

Annual Fee
Special Services Fee: W Service Fee Amount: $0.00

[ {# write Library / Service Feg(s)

Library Fee: |Lost card replacement fee v] Library Fee Amount: $1.00

After selecting the Library Fee, the Library Fee Amount will automatically populate with the
present amount as determined by the System Administrator. Clicking

| [&1 Write Library / Senice Fee(s)

will bring up the below box:

@ — M
Fee Authorization -T. B
Selected Fee(s)
Lost card replacement fee $1.00
f
Payment Method I
) Cash Card () Check @ Cash [

Total Reason

Amount: $1.00

Always choose ‘Pay Later’ as the payment will need to be completed through the Point of
Sale, self-checks (if it is a $1 fine) or through the customer’s account online.

The Manual Fine will show up under the ‘All’ and ‘Fines’ radio button. In the Notes field, you
will see the type of Fee that was created.

Title Call Humber ltermn Murmber Status Aszzsessed Date| Fines Total Fines Paid Notes
hanual Fine 2E09 43| 7//2007 1.00 £0.00 |Libral

Shades of twilight FICHOWARD L 31730070520073 Proc. Fee 7{5/200 10.00 $0.00 EA
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Error Messages

Listed are the most common error messages you might see and what to do about them.

No Server Available
This error will occur if one of the servers

CARL.X is attempting to log onto is not Carl.Solution
available. The server that is not available
will be named in the text of the message. @ Mo Circulation Server s avaiable.

Try to re-launch 2 or 3 times. If you
continue to see the error message, report
the problem to IT.

Server Connection Error
This error will occur if the PCis  [EaliieaicetthiSytly
unable to communicate with the
application server. This is often
an indicator of network outages,
or that the server address in the

P3| A connection could not be established with the server.
Please contact your system administration.

configuration of the client is View Details l ’ 7 Close ]

incorrect.

RPC Communication Error RPC Communication Error X

This error message may be seen o _ —
. A communications error has occurred with the server.

either as you launch the Staff ° Select "Reconnect” to attempt to re-establish

W orkstation or while Working in the communications, or "Cancel” to close the application.

C”ent' RPC 1783, The stub received bad data

Click on “Reconnect” to attempt to Error: ' )

connect to a different server. If you

are still unable to connect, click

“More” for detailed information about

the connection problem. Report the + bore.. | [ & Recomneet | X canca

problem to the systems office,
providing them with any RPC Error text.
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When unable to reconnect to the Circulation Server you will be presented with the option to
launch the Offline Circulation client.

Exception

The Staff client cannot continue because the server is not
responding.
Would you like to start Offline Circulation?

The Offline Circulation client will allow staff members to scan a customer’s library card and
charge items to their account. You will also be able to print a receipt of the transaction for
the customer. The receipt will only contain item numbers and due dates since it is unable

to pull item specific information from the server.

The offline mode will also allow you to return items, but they will need to be set aside and
re-returned once the server is back up and running as you will be unable to know whether
or not the item is on hold or needs to be routed to another location. Receipts can also be
printed for returns when the server is offline.

During Offline Circulation, Carl.X will continually try and re-connect to the server and once
it has reconnected all the data entered while offline will automatically upload into the
program.
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MLS Processes

Processes for Damaged Items:
1. customer brings item to counter, ready to pay
a. The item will need to be paid as a lost item. Bring up the customer record,
from the Summary tab, click on the Charge radio button if it's not overdue or
the Overdue radio button if it is. Select the item they've brought in, click the
Go Lost button at the bottom of the screen and it will take you to a payment
screen. Because it will have to be paid through the POS, click the Pay later
button. The item is how coded lost and should be able to be paid through
the POS.
2. deposited in the book drop & not returned
a. Do not clear or discharge the item — Leave it on the customer’s account
b. Fill out a damage letter and send it to the appropriate locations including the
customer
c. Customer will have the remaining time up to the 60 day threshold to satisfy
the issue. If not done in 60 days the item automatically converts to lost and
blocks the customer’s account until the fee is satisfied
3. returned via sorter/returned through book drop by mistake
Complete an item information => item detail search
Select Who Had It
Print this record
Complete a damage letter and attach a copy of the Who Had It record and
send it to the appropriate locations including the customer
e. Re-charge the material to the customer and assign a Standard Note about
the item to the customer record stating: 1345678 Dmg Itr sent to customer
f. If fines exist, do not cancel or waive — leave it on the account as a record.
Fines can be cancelled or waived when the item is satisfied by the
customer.
g. Customer will have 60 days to satisfy the issue. If not done in 60 days the
item automatically converts to lost and blocks the customer’s account until
the fee is satisfied.

apow

Damaged Letter & Processes (may be emailed to the customer)
¢ Yes, you can fill the form out online and do a ‘save as’ pdf then attach it to
the email.
o Something to consider: sending it via US Mail will indicate if the address is
still valid.

Loaning Items to the Back Room

e Using the Item Maintenance locate and select the specific item.

e Access the holdings editor to make changes to the item by clicking the ‘edit’
button.

e Use the location drop drown menu in the top portion of the screen and
select BKR, which is Back Room.

e Items that have a location code of BKR are set to not circulate and not
available to fill holds. The items are suppressed so they will not show in the
catalog.
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Withdrawing Items When In “Hold In Transit” Status

If you are attempting to withdraw an item and the status of the item is "Hold In Transit,"
meaning the item is being requested by another customer, you will need to complete the
following steps the proceed:

1. Return the item.

2. When you get a BRB saying "Hold - Send to CT" you need to select 'OK'

3. Double click on the item grid.

4. Select "Who Wants"

5. Select "Cancel Hold" and for the cancel reason select 'other' and type in "Damaged
item-replace hold" and uncheck patron notification.

6. A BRB will be triggered called "Holds Cancel Exception" - Select the appropriate

function.

7. If you are the owing library you can now change the status of the item to 'Withdrawn'
status. The item needs to be in an 'on-shelf' status before the item can be changed to
‘withdrawn' status.

Lost Library Cards at Library Location

Please remove all paper notes before sending in your lost library cards to Circulation
Control. Also delete any customer notes such as “Lost item(s) or card held at desk” from
Carl X.
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