
MobileCirc Guide 
MobileCirc is a free download in both the Apple App Store and Google Play Store. To activate the app 
after downloading, you will need to contact the MSC Admin team for a URL and activation key.  

MobileCirc is included in the MSC’s current software package. There is no extra cost associated with 
using this program. 

MobileCirc can be used for: 
• Portable inventory  
• Check out to patrons without being tied to the desk 
• Check in 
• New user registration and modify user 
• Renew items 
• Check the status of an item 
• Mark items used 
• Self-check mode for patron use 
• Weeding 
• Pull Holds lists 
• Patron holds modifications 

Peripheral Support 
 
The following peripheral devices are supported for use with MobileCirc: 
 
Bluetooth barcode scanners 

• Socket Mobile CHS 7Ci 
• Socket Mobile CHS 7Xi 

 
Bluetooth printers 

• Star Micronics SM-S220i 
• Star Micronics SM-T300i 
• Infinite Peripherals DPP-250 
• Infinite Peripherals DPP-350 
• Infinite Peripherals DPP-450 

 
Mag stripe readers 

• ID Tech Shuttle 
• UniMag II 

NOTE: Only the UniMag Pro supports reading all three tracks on the mag stripe. The other readers 
cannot read track three which contains the postal code and gender. Currently, only the headphone-
based iMag products are supported. The versions that plug into the lightning port are not supported. 
 
All-in-one devices 

• Infinite Peripherals Infinea Tab M from ipcprint.com (Model #ITM-O2DBTRE)– reads barcodes, 
mag stripes, and RFID tags 



NOTE: The Infinite Peripherals Infinea Tab M can only be used with MobileCirc on iPad Mini, iPad Mini 2, 
and iPad Air devices. 
 
RFID Support 

• MobileCirc offers RFID support through a web service delivered by Bibliotheca. RFID tags can be 
used whenever an Item ID is needed for any of the following processes: Check Out, Check In, 
Renew Item, In-house Use, Item Status, and Inventory. 

• From the time you access a page in MobileCirc until the time you leave the page, each tag is only 
processed once so that no problems occur if you accidentally scan a particular tag more than 
once.  

• The Check Out and Renew Item services disable security by changing the AFI value on the tag to 
the "AFI Off" value. This allows patrons to take the item out of the library without setting off the 
alarm. The Check In service re-enables security by changing the AFI value on the tag to the "AFI 
On" value. When this happens, the item can no longer be removed from the library without 
setting off the alarm. The AFI value used is controlled by the Bibliotheca web service. 

 
RFID Hardware Requirements:  

Infinte Peripherals Infinea Tab M 
Apple devices 
Workstation with the following attributes: 

– Windows 7, 8, or 2008 
– .NET framework 4.0 
– Ability to run a service that listens to port 53535 

NOTE: Because of the specific hardware requirements, RFID support is currently only available if 
you are accessing MobileCirc from certain Apple devices. There is no Android support at this 
time. 

 
Setting Up MobileCirc 
App Installation: 

1. Download the MobileCirc app from Google Play (Android) or the App Store (Apple). 
2. Open the MobileCirc application. 
3. Enter the URL and Activation key – please Open a Help Desk Ticket to get this information. 
4. Tap Apply. 
5. Select your Library from the dropdown. 
6. On the sign in page, type in the same Username and Password that you use for Workflows. 

NOTE: You do not need to use all caps in your username. 
7. Tap Sign In. 

To switch libraries: 

1. On the sign in screen, choose Setup instead of entering your username and password.  
2. Choose Change Institution. 
3. Re-select the library you want from the dropdown. 
4. Tap Apply. 
5. Sign in with that library’s username and password. 



Settings: 
Open the Setup wizard on the left-hand menu to access the settings for MobileCirc. There are seven 
“tabs” in the settings. Each are explained below. 

General:  
Here you can change the institution, language, Idle Time Out (how long the program can remain idle 
before it times you out), and your color preferences can be changed in Theme.  

Devices  
Connect to your external devices like your scanner, receipt printer, or RFID reader here. Choose your 
peripherals from the drop downs. For RFID functionality, type in the web service address where the 
Bibliotheca web service was installed in the Decode RFID URL field. Then turn AFI value on if you use 
RFID security. 

NOTE – If you are having trouble connecting your scanner to your device, please try searching for online 
instructions specific to your scanner and device. SocketMobile has video help and written instructions. 
You may have to download an additional app to connect the device. 

Check Out  
Choose whether or not you use email receipts, print receipts, or play sounds. You can also choose to 
allow MobileCirc to extend expired user privileges. 

Deselect/Holds 
Enter “Missing” for your MISSING User and leave the DISCARD User blank.  

NOTE: Most libraries discard by changing the current location to Discard and resolving all discards 
monthly. However, there are a few libraries that use a Discard user. In those cases, you will type in your 
discard user here. Please Open a Help Desk Ticket if you do not know which you are. 

Inventory 
In the first checkbox, choose whether or not you want the Inventory wizard to play sounds as you 
inventory. Check the second box, Check Shelving Order, if you want an audible alert when you scan an 
item that is not in the correct shelving order while taking inventory. 

Add User 
Setup duplicate user search parameters if your library uses this feature in Workflows. Leave all the check 
boxes blank to disable duplicate searching. 

Event 
This feature is not active for our consortium. 

NOTE: Be sure to tap Apply when you have changed any settings. 

Scanning in MobileCirc 
When the user and item barcode are available to scan, you can simply use your Bluetooth scanner. If 
you do not have a Bluetooth scanner, use the device’s built in camera, or type in the barcode. 

To scan a barcode with the Bluetooth scanner: 

https://www.youtube.com/watch?v=bsNi13SyAeE
http://www.socketmobile.com/docs/default-source/series-7/chs-1d-imager-user%27s-guide.pdf


1. Tap into the barcode field if it is not already selected. 
2. Scan the barcode. 

To scan a barcode with the device’s camera: 

1. Tap the image of a barcode to the far right of the field. 

 

Screenshot of the barcode icon that will activate the camera on the device for scanning. 

2. Aim the red bar over the barcode. When the app has a good view of the barcode, it will 
automatically make a clicking noise to indicate that the barcode was scanned. 

Searching for Users 
If the patron’s library card is not available, you can search for their account. 

To search for users: 

1. Tap the User Search button on the Checkout, Renew by User, or Modify User wizards. This is like 
the User Search helper in Workflows.

 

Screenshot of the User Search helper button. 



2. Enter the available information. 

 

Screenshot of the User Search helper screen. 

3. Tap Search. 
4. A list of users that match the criteria will appear below the search boxes. Use the up and down 

arrow on the bottom right and left of the screen to scroll through the results.  
5. Tap on the correct patron.  

NOTE: If any alerts exist for the user, the word “Alert” will appear at the top in red and a popup 
will warn you of the user’s status. Tap the red “Alerts” for more details. 

 

Screenshot of the popup that will display when a user is DELINQUENT. 

 



Searching for Items  
1. Tap the Item Search Tool in the Check In, Item Status, Renew by Item, or Inventory wizards. 

 

Screenshot of the Item Search helper icon. 

 
2. Enter Title, Author, or Subject, or use the dropdowns for more search term options.  
3. Choose which library to search. At this time, there is not a way to search your entire library 

group (if you are in one), but you can search All Libraries if needed. 
4. Tap Search.  
5. Navigate the results by using the up and down arrows on the bottom right and left of the 

screen. 
6. Tap on your title to expand to the holdings information. 
7. Tap the item ID to choose that item. 

 

Screenshot of a title that has been expanded to show the specific holdings record. Tap the Item ID to choose that item. 



Checking out an Item: 
To check out, you need to select the User first by scanning for typing the ID or using the User Search 
helper, and then scanning or searching for the item. 

To manually set the due date: 

1. Before scanning the item’s barcode, click the Modify Due Date tool at the top right. 

 

Screenshot of the Modify Due Date helper. 

2. Select the desired Due Date using the calendar.  
3. Tap Set. 
4. Choose how long you want to use the modified due date. 

 

Choose how long you want the modified due date to remain active on this screen. 

5. Tap OK. 



Checking in an Item: 
Items are Checked In by scanning, or typing, the item’s barcode into the Check In wizard. You may also 
use the Item Search helper to find the item. 

NOTE: If you check in an item that needs to go to another branch or partner library or is needed to fill a 
hold, MobileCirc will automatically perform that action. 

Renewing 
Use the Renew by User or Renew by Item wizards to renew items. You can use the Item Search helper or 
the User Search helper along the way if needed. The Calendar helper is also available to modify the due 
date (see previous section for instructions).  

To Renew by item: 

1. Open Renew by Item from the side menu. 
2. Click or unclick the Seen box to indicate if the item is shown to you or not. 
3. Tap in the Item ID field and scan or type the item ID. You may also use the Item Search helper. 
4. Tap Renew by Item to renew. 

 

The Modify Due Date helper and Item Search helper are available in the top right of the screen. Use the checkbox to indicate 
whether the item was seen or not. Then tap Renew by Item to complete the renewal. 

To Renew by User: 

1. Open Renew User from the side menu. 
2. Scan or type the user’s account number or use the User Search button. 
3. A list of all the item’s the user has checked out will generate. They each have two check boxes 

next to them: Renew and Seen. Everything is checked by default. You have to uncheck any items 
that you do not want to renew or have not seen OR uncheck everything (top row checkboxes) 



and only choose certain items. 

 

Uncheck the top two checkboxes with no title next to them to uncheck all items in that column. Then you can select the items 
you want to renew individually. 

4. Scroll down and choose Renew Items when you are ready. 

Adding a User: 
When adding a user, the User ID, User Profile, Library, Language, and Last Name fields are all required. 

1. Open the Add User wizard. 
2. Scan or type the new user ID in to the field. 
3. There is an option to scan the user’s Driver’s License to auto-generate user information. This 

only works with a Bluetooth scanner. 
4. Use the Patron Registration Guidelines to fill in the user information according to MSC 

standards. 
5. Tap Add to save the user. 

Modifying a User: 
1. Open the Modify User wizard. 
2. Scan, type, or search for the user account. 
3. Edit the fields that need to be modified. 
4. Tap Modify to save the changes. 

In-House Use: 
1. Mark an item used by opening the In-house Use wizard. 
2. Scan or type the item ID. 

Item Status: 
1. Check the Current Location of an item by opening this wizard and scanning or typing the item ID. 

You may also use the Item Search helper icon. This wizard only displays the Current Location. 

http://docs.msl.mt.gov/learningweb/documents/MSC/Curriculum/patronregistrationguidelines.pdf


On-shelf Holds Pull List: 
Here you can display your Onshelf Holds list and trap holds, print hold slips, or mark items as missing. 

1. Open the Holds Pull list wizard. 
2. Select the desired Library, Current Location, and Item Types from the three dropdowns. You 

may select multiple item types. 
3. Tap Onshelf Items to generate the list. 
4. Tap on an item to Trap Hold or Mark the Item Missing. Click OK to back out of the item without 

making any changes. 

 
When you select an item, you can view item details and choose what to do with the hold. 

5. If you have activated printing in the Setup, you will also have an extra option to print the hold 
receipt. 
 

View and Modify User Holds: 
You may view, modify, and remove holds for a user in the Holds by User wizard.  

1. Open the Holds by User wizard. 
2. Search for, scan, or type the user ID. 



3. Check the box next to the appropriate item and choose Display, Modify, or Remove from the 
bottom of the screen. If the user has many holds, you may need to scroll down. 

 

Screenshot of where to check the box next to the item that you would like to Modify, Display, or Remove. 

4. In Modify, you may change the pickup location, change the expiration, or suspend the hold. 

Inventory: 
Please follow the Inventory Guidelines before you start your inventory. The Inventory Guidelines require 
that you answer some questions about how you want to conduct your inventory and send the answers 
to the MSC admins in a Help Desk Ticket. When you are ready to inventory, you may then use this 
wizard. 

1. Open the Inventory wizard.  
2. Scan the Item IDs. Pay attention to the screen to make sure there are no errors. 
3. When you have finished, tap Complete Inventory. 

Deselecting (Weeding): 
NOTE: “Current Location” in this wizard is actually the Home Location. 

Deselect allows you to combine the Dusty Date and Maximum Circulations to create list of underused 
materials for deletion. Deselecting items in this wizard will move their current location to Discard. The 
“Dusty Date” looks for items with a date created, discharged, or charged earlier than the date selected.  

1. Open the Deselect wizard. 
2. Choose you library from the dropdown. 
3. Select the desired Home Location if you want to narrow the list down using Home Location. 

MobileCirc is calling the Home location the “Current Location” here. 
4. Choose the Item Type if want to narrow the list down by Item Type. 
5. Select the “Dusty Date” using the calendar popup. 
6. Enter your desired Maximum Circulations. 
7. Enter a starting Call Number if you are starting in a certain area. This is not required. 

http://docs.msl.mt.gov/learningweb/documents/msc/curriculum/MSCInventoryGuidelines.pdf
http://docs.msl.mt.gov/learningweb/documents/msc/curriculum/MSCInventoryGuidelines.pdf


8. Choose Create List or Update list to process your results. 

 
Screenshot of the DISCARD or MARK ITEM MISSING icons next to each of the weeding results. 

9. The trashcan to the right of the item will Discard the item.  
10. The blue ? next to an item on the list will Mark the Item Missing. 
11. When you have selected Discard, Mark Item Missing, or no choice for each item on the list, tap 

Apply Changes. 
12. You may also have arrows on the bottom right and left to scroll down and up through a longer 

list. 

Offline Mode: 
In Offline mode, you can work without an internet connection on some MobileCirc features. The wizards 
available in Offline Mode are: 



• Check In 
• Check Out 
• Renew by Item 
• In-house Use 
• Inventory 
• Add User 

To log into Offline mode, choose Work Offline on the login screen. When you are able to reconnect to 
the server, log back into Mobile Circ with the user ID and password that was used in Offline Mode. Open 
the Offline wizard on the right-hand menu and choose Upload Offline Transactions. You then need to 
Open a Help Desk ticket and let the MSC admins know that you used the Offline Mode. They will run the 
correct reports to process your transactions. 

Kiosk Mode: 
Kiosk Mode allows you to set your device up for patrons to use as a self-check machine. They will have 
the ability to check out items and/or check in items. 

1. Install and configure your scanner (see Peripherals). 
2. Create a setup for your device and scanner for patrons to use. 
3. Lock your device so users can’t close MobileCirc and use other apps. Instructions for using 

Guided Access on an Apple device can be found on YouTube or through a general internet 
search.  

4. Contact the MSC admins by opening a Help Desk Ticket and let them know that you would like 
to use Kiosk Mode. They will create a new user for this special function. 

5. Log in to Mobile Circ using the new MCKIOSK user provided by the MSC admins. 
6. The app will now only have Check Out and Check In available. Also, User Search and Item search 

will be disabled, as well as typing in barcodes. 
7. To log out of KIOSK Mode, use the power icon in the top right to return to the login screen and 

log in as your normal Workflows user. 
NOTE: If patrons tap the power icon, they have the ability to reenter KIOSK mode without 
reentering the User ID and password.  

https://www.youtube.com/watch?v=-3U01XmdOSU
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