


Wizard Property Basics

• This is all computer specific

• Make sure the wizard you are working in is closed or the changes will 
not be reflected properly. 

• Right Click to pull up your properties

• Change from Wizard Startup to Never. 
• If you change it on startup it only applies for that session and the pop up will 

never go away, and the session settings reset each time. 

• Be aware of the tabs

• And the buttons within them 



Wizard Property Basics
A note on the Helpers Buttons:

You can click anywhere within 
the helpers tab where you see a 
button in order to further 
customize the helper.

If you do not use a specific 
helper, simply uncheck it to turn 
it off! 



Common Tasks:
Checkout Properties

Some people don’t like sounds - others do.

If you have your speakers muted you 
should turn sounds off, otherwise your 
computer might search for a way to play 
the sound and create a delay. 

This can change based on 
your printer and printing 
preferences. 



Common Tasks
Checkin Properties

This error means that the item was 
already checked in, or not checked out 
at all. 

With this checked, a window will popup 
to tell you the item hasn’t been 
checked out. 

If you want to avoid the extra popup 
you can uncheck this and the error will 
still appear on the right hand side of 
the screen. 

This may also vary based on your 
printer and printing preferences



Common Tasks 
Renew User

Renew user renews by specific user. Be sure to right click and set the properties!

Defaults:



Common Tasks 
Renew Item Be sure to right click and set the properties!

You can mark items seen or unseen, scan a barcode or use item search to find the correct item to renew. 



Common Tasks and User Group

Bill Notes

• Turn it on in properties – bill user, pay bill, display user

• This will only display in the above wizards and the bill glossary 

• You cannot use it for reports

• It is tied to the bill. When the bill goes away, so does the note!



Common Tasks: Adjust due dates with ease!

There is a Due Date Helper in the Check Out wizard

• Use the gadget

• Pay attention to the 3 options for duration of

special date!

Go to the Modify Due Date wizard in the Special group for already charged items 

to change multiple or individual items 



User Group

Modify User



User Group

Copy User

• Use to “clone” a patron for making multiple cards in the same 
household

• Copies last name, address, phone

• Does not copy PIN

• Set properties to determine whether to copy extended info



Users Group:
Duplicate User check

• Turn on in the New User properties

• Decide what it will check against

• It returns results for all MSC libraries



Users Group:
Renew Privilege

Be sure to right click and set the properties!

This is where you renew 
patron library cards. 

You can select a normal 
renewal, or agree on 
something special.

This is useful for schools 
when faculty needs 
something a little longer 
than usual. 



Items Group

Mark Item Missing

• If it should be on the shelf and isn’t – Mark It Missing!

• This is helpful to staff and patrons – so nobody 
spends time looking for an item you can’t find

• Each library should have their own Missing User 
account



Items Group:
Mark Item Missing – cont. 

The naming convention is your library policy name-MISSING

LIVINGSTON-MISSING for example. 

If this is not in here, tell us so we can set it up!

Use this when something is supposed to be on the shelf but 
isn’t. Do not use it when someone has it checked out. 

To use it, search for the item, and click Mark Item Missing on the 
bottom of the screen. 

If it turns up, just check it in to restore its former status. It is a 
good idea to send someone out to look for these items from 
time to time. If they do not turn up you can ask us to run a 
report to remove them from your catalog. 



Items Group
Mark Item Lost

• If a patron loses a book – this is how you clear it from their 
card and charge them for it

• You might want to turn on the search helper in the 
properties because this wizard only has Item Id Scan and 
when an item is lost you don’t usually have the barcode

• Look up the patron first – then Mark the Item Lost 



Items Group: Mark Item Lost

• If it is a certain amount of time overdue we can set it up 
to automatically mark the item lost and bill the patron 

• The pop up window shows the bill from the item record –
it will have a price in the field but it can be edited 
• If you edit it the price must be more than zero

• If you click Cancel Lost Bill - it cancels the bill entirely. 



Holds Group
Onshelf items

• List of holds that need to be pulled off the shelf

• Dynamic, constantly updated throughout the day

• Customizable in properties

• Can be printed or exported to Excel

• When in properties – do not enable  Unfill Holds or the Trap Holds features. 
They do not play well with consortia! 



Holds Group: Onshelf Items 

Notice the pick-up library. If you are in a partner
Sharing group, or if there are multiple locations 
for patrons to pick up materials this will be 
important to you. Otherwise you might turn it off 
in properties. 



Special Wizards

User Claims Returned
• Use the gadget to set a date 

• Mark Items at bottom to save changes! 

• Be sure to set the date claimed before the shown due date to avoid 
phantom fines

• Item stays on patron record – so you’ll need to deal with them 
eventually

• The counter on the patrons record doesn’t go down automatically



Special Wizards

Mark Item Used

• Good way to get stats on things that are used but not checked out!

• Stats recorded in a different spot than regular circs so you can track 
separately

• Will give you alert pop-ups for any holds, checkouts, missing status, 
etc. so it’s a nice double check for those piles of books that get left 
out

• If you are using MobileCirc it is handy to bring the tablet and scanner 
out to the table to scan them before reshelving. 



Special Wizards
Ephemeral Checkout

• This is a real checkout that gets checked back in immediately

• You will need to create a user barcode and an item barcode to use it

• It counts as a full circulation and is great for tracking statistics for 
items you don’t want to barcode individually – Magazines, 
paperbacks, materials in the give and take area 



Special Wizards
Check In Bookdrop

• If you don’t fine – you don’t need this

• Time travel for library books!  Just set the check in date.

• Make sure you set properties for receipts, hold alerts, etc


