


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.

Behavior | Defaultz | Helpers

* Be aware of the tabs |[sehavior | pefauits | Helpers

Allow Configure Properties

e And the buttons within them > B[ usersexh ]

7 Display User

7 User Lost Card

J | Register New User |




Wizard Property Basics

A note on the Helpers Buttons:

| Behavior | Defaults | Helpers

Allow Configure Properties

You can click anywhere within

[ useser | , the helpers tab where you see a
Display User button in order to further

User Lost Card customize the helper.

’ Reqister New User ]

| Pay Bills

I:l Add Brief Title

’ Item Search ]

’ Confirm Address ]

’ Change Item ID ]

Spedial Due Date
Alternate Circ Rule

| Renen Priviese | If you do not use a specific

B | PrintUser Card helper, simply uncheck it to turn
’ Print User ] .

F]  Enable add photo it off!

[7] Start with search helper




Display property page: @ Wizard Startup Mever

Behavior | Defaults | Helpers

E——
[]
Configure
[]
| Hide current user | Hide current item
° /| Extend user's library priviege | Pay bills
‘ I ' e ‘ ko l I t D r O e rt I e E Proxy checkout with cancel hold | Checkout reserve desk items

Automatically restart checkout on item ID error Display drculation note
Cache Item ID's Display an alert for the next to last renewal

Automatically renew items already checked out as seen

Common Tasks

Automatically renew items already chedked out as unseen

% Checkiout @ Do not automatically renew items already checked out
. Checkout all items associated with a set @) Yes Prampt
% Checkin
@ FEenew Lser User Alerts Display
/| Display alert for delinquent user [J] Display user alerts
@ Renew Iterm
[ Soungs
@ Bill User Play sound for User Delinguent alert &
E-\'I Pay Bill /| Play sound for User Blodked alert ublock, wav @
? M [ ]
| Some people don’t like sounds - others do. 7] Pl sound for Hold let LEEEY ®
';E] [term Search and Dis...

Charge printing
Check Item Status

Mone
Help If you have your speakers muted you ot date s | Pt dete due s
should turn sounds off, otherwise your ® Print charge recepts | Printcharge recepts
computer might search for a way to play Ema Chedout Receit

Display Email All Chedkouts Receipt button

the sound and create a delay.

Display Email Current Checkouts Receipt button

Template:
Prompt for email address if missing

@) Do not prompt for an email address

This can change based on o e

. . . romp I an emall adaress
your prlnter and prlntlng Prompt to open Modify User Helper
preferences.

0K Cancel




Display property page: (@ Wizard Startup () Mewer

Behavior | Defaults | Helpers

Common Tasks

. . Hide current item [7] Display user information
C h e C k | n P rO p e rt | e S Pay bills Display instructions
[] warning if user delinquent Display hold instructions
Common Tasks ® Display "item not checked out® error in @ separate window Display in transit instructions
‘% Clheeou [] Display circulation nate [] Check for daims returned items Claims returned alert: allow modify user prompt
Q’ checkn Display bill warning for every item
&) Renew User
(D) Renew ttem Accumulate fines: (7 Yes @ Mo () Prompt [ Display user ID in list
&3 sinuser
B, Pay il Sounds
U8 tem search and Dis... Play sound for Hold Available alert disrout. wav
[ Checkitern Status Play sound for Transit alert disrout. wav
WED Play sound for Claims Returned alert  disrout.wav 3
Play sound for User Delinguent alert disrout, waw
Th iS error means that th e |te m was Play sound for Item not Charged alert  disrout.wav
alrea dy checked in, or not checked out Play sound for Item notin Catalog alert  disrout.wav
at all. _
Allow Configure Properties
I Print available hold slips
With this checked, a window will popup 0

to tell you the item hasn’t been i
checked out. B

I

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.

Defaults:

Identify User
Card #:

Current user checkouts

Items eligible for renewal:

[7] Select Al Select all seen

Renew \ Seen Title

\

. Checkout
LA, Checkin

@ Renew Liser

@ Renaw ltem

&5 sill user
Eoy PayBill

% [term Search and

Check ltem Statu

Be sure to right click and set the properties!

Behavior | Defaults | Helpers|

Configure
Warning if user delinquent Extend user's library privilege
[] Review items before renewing Renew reserve desk items
[] Override all failed items Display user alerts

[] Display drculation note [ Display an alert for the next to last renewal

Charge printing

i) None

i@ Print date due slips | Print date due slips

Behavior | Defaults | Helpers

Allow  Configure Properties

Display User
User Lost Card

Pay Bills

Spedal Due Date
Limit List by Due Date

Renew Priviege

To renew all eligible items as "unseen” renewals, select the Select All check box.
To renew all eligible items and record the renewals as "seen” renewals, select the Select All check box and the Select All Seen check box.

To renew only selected items as an "unseen” renewal, select the Renew check box next to the item or items you want to renew.

To renew only selected items and record the renewal as a "seen” renewal, select the Renew check box and the Seen check box next to the

items or items you want to renew.




Common Tasks
Renew ltem

Be sure to right click and set the properties!

X CheckOut
Configure | Behavior | Defaults| Helpers I_

WA Checkin

[[] Renew reserve deskitems [ | Review items before renewing )
&) renew User Allow Configure Properties

Display drculation note Display an alert for the next to last renewal

A1 Renew Item [ bisplay [l Display ’ Item Search ]
@ Bill User ’ Extend user's library privilege ] ’ Change Item ID ]
Exy Pay Bil ) ) ) .

accumulate fines: () Yes @ Mo () Prompt Spedial Due Date

[tem Search and

% ’ Fay Billz ]
(7 Check itern Statu Charge printing

(71 Mone

i@ Print date due slips ’ Print date due slips ]

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

W) et 0 [

Identify item
The cat in the hat [+...
Item ID: Current: EDVD CAT
9525010454594

Mark Item as Seen

Item(s) Renewed

Title Mame Date Due Amount Billed Amount Paid Automatically



Common Tasks @

X Checkout

Common Tasks and User Group e
@ Fenew User
@‘ Renew ltem

. &3 Billuser
B|” NOtes By Pay Bl

?g! [term Search and D...

{7 Check Item Status

* 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

ﬁ Copy User

Qg Caonfirm Address

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

@ Renew Privilege
& Suspend Lser

&\‘} Send Message

ﬂ Remove Liser

ﬁ Lnsuspend User




Common Tasks: Adjust due dates with ease!

There is a Due Date Helper in the Check Out wizard

AN

Spedial due date: - \@
* Use the gadget From now on
* Pay attention to the 3 options for duration of == dedater () Formsuseranly
special date! — .
Go to the Modify Due Date wizard in the Special group for already charged items & ueerciaims ret.

to change multiple or individual items T UserLost card

@ For this checkout only

= & wodify Due Dates
u@l Mark ltem Used

lﬁ Inventory ltem

){L'_L\t Ephemeral




Behavior | Helpers

User Group

Modify User

Edit Options
Show Demographics Tab ] Show Accountabiity Tab
Show Addresses Tab Show Extended Info Tab

Priviege Tab
Show Privilege Tab
|| Allow privilege renewal by profile
[ Profile modified/auto extend privilege
[ Show web auth ID [ Show BLUEdoud Staff ID

Outreach Tabs
[ Show Outreach Tab

Inactive IDs

[] Move previous User ID to inactive [Ds

At end of wizard

Show
Modify Another User
Make More Changes
Close

Interests: |None + | Histories: [None =

(@ Show checked buttons () Perform selected action

& &

User information

ify User
Card #:

Basic Info | Privilege

Demographics

Addresses

Modify Another User

(@) Close

Extended Info I_



User Group

C U
Opy Lser o ®

* Use to “clone” a patron for making multiple cards in the same & oeervee
hOUSEhOld @ Mews User

& Mmodity User

ﬁ Copy Lser
Cg Confirm Address

* Copies last name, address, phone L RIEIRIERe

& Suspend User

* Does not copy PIN € send Hesaaoe

ﬂ Remove Liser

ﬁ Lnsuspend Liser

* Set properties to determine whether to copy extended info



Users Group:
Duplicate User check

 Turn on in the New User properties

ﬁ}, Display User

@F Mew User

& Modify User

* Decide what it will check against

Behavior | Defaults | Helpers

Configure

Auto-generated User ID

Default user ID prefix:

7| Show Addresses Tab

7| Allo

User Duplicate Sewgching

Display property page:

7| Show Privilege Tab

ow Extended Info Tab [V Show Demographics Tab

* |t returns results for all MSC libraries

Duplication checking: @ on off
/| Birth Date COMMENT
|| COMPANY DAYPHOMNE

| EMAIL Group 1D
HOMEPHONE LICENSE
LOSTITEM ¥ Name
PH-NOTICE PHONE
S5N STREET
STUDENT_ID Web Authentication
WORKPHONE

Wizard Startup @ MNever



Users Group:

Renew Privilege
e ®

&h Dizplay User
g e Llsar
& modify User

ﬁ Copy User

Qg Confirm Address

&2 Renew Privilege
Lﬁ Suspend User

E‘}\‘} Send Message

i Remove User

ﬂ Linsuspend User

This is where you renew

Name: patron library cards.
Id:

Group ID:

Profile name: BPL-PUB...

You can select a normal

Identify User

renewal, or agree on
Card #:- something special.
i This is useful for schools
e e when faculty needs
© Specil something a little longer

4| override:

Mew privilege expiration date:

than usual.

Be sure to right click and set the properties!

WE Renew Privilege : Set Properties 2

Cisplay property page: () Wizard Startup (@) Mever

Behavior | Defaults I Helpers|

Privilege Renewal Date
Default action:

i@ Mormal privilege date () Spedal privilege date E‘ Renew Privilege : Set Properties

At end of wizard Display property page: () Wizard !
Show
Renew Another User's Privilege
| Behavior | Defaults | Helpers |
Make Maore Changes
Close Alow Configure Properties
Display User
[] Start with search helper
’ Ok l ’ Cancel ]
L




ltems 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 m
&5 Add ltem

* Each library should have their own Missing User S AadBrerTie

Ch ltern 10
account I Change lterm

Ty Mark itern Missing
fdark Iterm Lost

5 Delete Title, Call M...




tems Group:
Mark [tem I\/I|ssmg — cont.

J Mark Item Missing : Set Properties

&5 Add ltem

< Add Brief Title
I Change ltem 1D

Iﬂ Mark ltermn Missing

By Mark ttern Lost

& Delete Title, Call Mu...

Card #:

Show

Behavior | Helpers

At end of wizard

Display property page: Wizard Startup @) Mever

[#]
Show checked buttons @) Perform selected action

Perfarm

Mark Another Item Missing @ Mark Another Item Missing

Close

Close

0K Cancel

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.



ltems Gro

up

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 searc
properties because this wizard only
when an item is lost you don’t usual

WE| Mark Item Lost : Set Properties

n helper in the
nas Item Id Scan and
vy have the barcode

Display property page: Wizard Startup @ Mew

Behavior | Defaults | Helpers

Allow Configure Properties

v | Item Search |

v | User Search |

Start with search helper

er

Jo

* Look up the patron first — then Mark the Item Lost

&5 Add ltern

Q%5 Add Brief Title

lE Change term 1D
T[ll Mark lterm Missing
‘f@ Mark Itern Lost

& Delete Title, Call M...




'tems 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.

Wk tterm Lost : ke Search

£ = =
Search for:: wind

Index: iTIﬂE
In this ibrary: | BITTERROOT

Current:

= KEYWORD Title wind, BITTERROOT: 215 records

it [Jputror Series Additional Info
The hour of land : & personal topograp... Wiliams, Terry Tempest. online resource
The big book of gross stuff [electronic ... King, Bart, 1962- online resource
The hour of land : a personal topograp... Wiliams, Terry Tempest. volume
The Apache wars : the hunt for Geroni... Hutton, Paul Andrew, 1949- author. wolume
The adventures of Philip Marlowe Mohr, Gerald, 1914-1968, online resource
Unstoppable : harnessing scence to ch... Nye, Bill, author, online resource
Description | Call Mumber Ttem |
- {% Gone with the wind [electronic resource] - Mitchell, Margaret, « | price: &0.00 Ttem type: DIGBOOK  Ongoing checkou
EJ Fﬂlﬂ EBOOK - BITTERROCT Home location: ~ MTLIB2GO  Current location: MTLIE2GO  Ongoing renewal
i JIIIII 23940784001 - 1 - DIG-HOOK - MTLIB2GO - Can't Cird PR (0 Rt vl DRl =: oo 4 Item category 2: none Checkouts to daf
- OOK - BOULDER Item category 3: none Item category 4: none Renewals to dats
- 1-DIG-BOOK - MTLIE2GO - Can't Circ Item category 5: OVERDRIVE Previous user ID: none Date last cleared
o Date created: 7{28/2016 Card #:
- DIG-BOO0K - MTLIB2GO - Can't Ci Date last charged: Mever Last activiby: Never
. Last discharged: Mever Total checkouts: 0
- DIG-BOOK - MTLIB2GO - Can't Ci Date inventoried: Mever In-house uses: 0

- DIG-BOOK - MTLIB2GO - Can't Ci
- DIG-BOOK - MTLIB2GO - Can't Ci

- DIG-BOOK - MTLIB2GO - Can't Ci

4 1 I

- DIG-BOOK - MTLIB2GO - Can't Ci ™

Times inventoried: 0

el )




Holds Group

Onshelf items

e List of holds that need to be pulled off the shelf %

B modify User Holds

. ﬂ Remove User Hal..

* Dynamic, constantly updated throughout the day @ Dispiay Tie Holas
ﬁ Display lterm Holds

W modify Holds for It .

* Customizable in properties 4 Remore e Hold

onshelf ltems
Trap Holds

* 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!



gshelf kems
feal el

On shelf: 8

Holds Group: Onshelf [tems

Onshelf Hold Items: BITTERROOT

Call Mumber =

OVD BACKTRACK
OVD SEINFELD
DVDTE1.66 LED
FLYMM

J 523.8 SASAK]

J ROYAL KIEWAN
LT CARR
MELWVILL

Title Item ID Item type
Backtirack [videorecordin... 39525010436039 oD
Seinfeld. Seasons 1 & 2 .. 38525010391937 ovD

Led Zeppelin videorecor... 39525010395086 ovD

Kill shot. an American as... 39526010366682 BOOK
Constellations : a glow-i... 39525010325919 BOOK
Victoria, May blossom of ... 39525010340652 BOOK

Harvest moon [text (large... 39525010333756 BOOK
Maoby Dick, ar, The whale 38525000564087 B

Notice the pick-up library”Tf you are in a partner
Sharing group, or if there are multiple locations

in properties.

Current location DateTime Discharged Pickup Library
CvD Bi27/2016,15:32 BITTERROOT
CvD : CL-CF

DVD 016,11:57 FCLMAIN
FICTION 1/19/2016,15:03 BITTERROOT
JUV-NF

“FICT

LARGE-TYPE 362016 1716 BITTERROOT
FICTION 41412016,10:47 FCL-CF
WE| Onshelf ltems : Set Properties - - &

Display property page:

for patrons to pick up materials this will be
. . . . Allow Trap Hold Allow Mark Item missing
important to you. Otherwise you might turn it off e .
Display author /| Display discharge date
/| Display hold pickup /| Display item ID
/| Display item type —> I /| Display location I
| Display title Display user ID
Display user name Display user notify via
/| Prompt for confirmation before marking an item missing and unfilling a hold
Alow  Configure Properties




Special Wizards
_—F zz::f::;zf“|

User Claims Returned
* Use the gadget to set a date wwu-

List of checkouts

Select All Apply Same Due Date Due date: < e >

p -

aet User
InFormation

Maodify User Modify anokher User's
Due Dates Due Dates

 Mark Items at bottom to save changes!

Close

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

* [tem stays on patron record — so you’ll need to deal with them
eventually

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



"a' Lser Glaims Retu...

Special Wizards e

& Modify Due Dates

u@l mark ltem Lsed

Mark Item Used
* Good way to get stats on things that are used but not checked out!

e 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

Identify User

Card #:| Curre

Enter item to checkout

Item ID: | Cur

# copies: |

List of checkouts

* 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

ﬂ Checkin 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



