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Part I. Introduction




Chapter 1. About This Documentation



This guide was produced by the Evergreen Documentation Interest Group (DIG),
consisting of numerous volunteers from many different organizations. The DIG
has drawn together, edited, and supplemented pre-existing documentation
contributed by libraries and consortia running Evergreen that were kind enough
to release their documentation into the creative commons. Please see the
Attributions section for a full list of authors and
contributing organizations. Just like the software it describes, this guide is
a work in progress, continually revised to meet the needs of its users, so if
you find errors or omissions, please let us know, by contacting the DIG
facilitators at docs@evergreen-ils.org.
This guide to Evergreen is intended to meet the needs of library workers
who provide circulation services.
It is organized into Parts, Chapters, and Sections addressing key
aspects of the software.
Copies of this guide can be accessed in PDF and HTML formats from http://docs.evergreen-ils.org/.

Chapter 2. About Evergreen



Evergreen is an open source library automation software designed to meet the
needs of the very smallest to the very largest libraries and consortia. Through
its staff interface, it facilitates the management, cataloging, and circulation
of library materials, and through its online public access interface it helps
patrons find those materials.
The Evergreen software is freely licensed under the GNU General Public License,
meaning that it is free to download, use, view, modify, and share. It has an
active development and user community, as well as several companies offering
migration, support, hosting, and development services.
The community’s development requirements state that Evergreen must be:
	
Stable, even under extreme load.

	
Robust, and capable of handling a high volume of transactions and simultaneous users.

	
Flexible, to accommodate the varied needs of libraries.

	
Secure, to protect our patrons’ privacy and data.

	
User-friendly, to facilitate patron and staff use of the system.



Evergreen, which first launched in 2006 now powers over 544 libraries of every
type – public, academic, special, school, and even tribal and home libraries –
in over a dozen countries worldwide.

Part II. Circulation - Patron Record




Chapter 3. Searching Patrons





To search for a patron, select the Patron Search option from the toolbar,
Search → Search for Patrons from the menu bar, or F4.
The Patron Search screen will display.  The orientation of the search pane may
be vertical or horizontal, depending on your library’s configuration.  It will
contain options to search on the following fields:
	
Last Name

	
First Name

	
Middle Name

	
Alias

	
Address 1

	
Address 2

	
City

	
Zip

	
Phone

	
Email

	
State

	
Barcode

	
OPAC Login ID



Use the options above the search fields to include patrons marked “inactive”
in your search results or to limit results to patrons in a specific library
branch or in a specific permission group.
[image: circulation_patron_records 1]

Tips for searching
	
Search one field or combine fields for more precise results.

	
Truncate search terms for more search results.




Once you have located the desired patron, highlight the entry for this patron in
the results screen.  A summary for this patron will display in place of the
search fields.
[image: circulation_patron_records 2]

Use the Retrieve Patron button to retrieve the patron for circulation or
editing.
[image: circulation_patron_records 3]

The Search Form button may be used to resume searching for patrons.

Chapter 4. Registering New Patrons





To register a new patron, select Patron Registration from the toolbar,
Circulation → Register Patron from the menu bar, or shift + F1. The Patron
Registration form will display.
[image: Patron registration form]

Mandatory fields display in yellow.
[image: circulation_patron_records 5]

The Show Only Required Fields and Show Suggested Fields may be used to limit
the options on this page.
[image: circulation_patron_records 6]

When one of these options is selected, it is possible switch to the other
limited view or to revert to the original view by selecting Show All Fields.
[image: circulation_patron_records 7]

When finished entering the necessary information, select Save to save the new
patron record or Save & Clone to register a patron with the same address.
When Save & Clone is selected, the address information is copied into the
resulting patron registration screen.  It is linked to the original patron.
Address information may only be edited through the original record.
[image: circulation_patron_records 8]

Tip
	
Requested fields may be configured in the Library Settings Editor (Admin →
 Local Admin → Library Settings Editor).

	
Statistical categories may be created for information tracked by your library
that is not in the default patron record.

	
These may be configured in the Statistical Categories Editor (Admin →
Local Admin → Statistical Categories Editor).

	
Staff accounts may also function as patron accounts.

	
You must select a Main (Profile) Permission Group before the Update Expire
Date button will work, since the permission group determines the expiration date.




4.1. New Patron Duplicate Search



As a new patron is being registered Evergreen checks some of the information entered against existing patrons to catch duplicate registrations.
The fields that are checked are patron name (First Name and Last Name), Email, Daytime Phone, Evening Phone, and Other Phone.  Both active and inactive patrons are checked.
When a match is found a link will appear indicating how many duplicate patrons there are and what information they match on.
[image: patron registration]

To view the duplicate matches click on the link.  This performs a patron search in a new tab.
Warning
This search only includes inactive patrons if the Include inactive patrons? check box is checked.

[image: patron search]



Chapter 5. Patron Self-Registration



Abstract
Patron Self-Registration allows patrons to initiate registration for a library account through the OPAC.  Patrons can fill out a web-based form with basic information that will be stored as a “pending patron” in Evergreen.  Library staff can review pending patrons in the staff-client and use the pre-loaded account information to create a full patron account.  Pending patron accounts that are not approved within a configurable amount of time will be automatically deleted.
Patron Self-Registration
	
In the OPAC, click on the link to Request Library Card

	
Fill out the self-registration form to request a library card, and click Submit Registration.

	
Patrons will see a confirmation message: “Registration successful!  Please see library staff to complete your registration.”



[image: Patron Self-Registration form]

Managing Pending Patrons
	
In the staff client select Circulation → Pending Patrons.

	
Select the patron you would like to review.  In this screen you have the option to Delete a pending patron account or Load the pending patron information to create a permanent library account.

	
To create a permanent library account for the patron, click on the patron’s row, right-click and select Load Patron or click on the Load Patron button at the top of the screen.  This will load the patron self-registration information into the main Patron Registration form.

	
Fill in the necessary patron information for your library, and click Save to create the permanent patron account.



Library Settings
Three new Library Settings have been created to manage patron self-registration:
	
OPAC: Allow Patron Self-Registration must be set to ‘True’ to enable use of this feature.

	
OPAC: Patron Self-Reg. Expire Interval allows each library to set the amount of time after which pending patron accounts should be deleted.

	
OPAC: Patron Self-Reg. Display Timeout allows each library to set the amount of time after which the patron self-registration screen will timeout in the OPAC.  The default is 5 minutes.



Several existing Library Settings can be used to determine if a field should be required or hidden in the self-registration form:
	
GUI: Require day_phone field on patron registration

	
GUI: Show day_phone on patron registration

	
GUI: Require dob (date of birth) field on patron registration

	
GUI: Show dob field on patron registration

	
GUI: Require email field on patron registration

	
GUI: Show email field on patron registration

	
GUI: Require State field on patron registration

	
GUI: Show State field on patron registration

	
GUI: Require county field on patron registration

	
GUI: Show county field on patron registration  [New Setting]



Several existing Library Settings can be used to verify values in certain fields and provide examples for data format on the registration form:
	
Global: Patron username format

	
GUI: Regex for phone fields on patron registration OR GUI: Regex for day_phone field on patron registration

	
GUI: Regex for email field on patron registration

	
GUI: Regex for post_code field on patron registration

	
GUI: Example for email field on patron registration

	
GUI: Example for post_code field on patron registration

	
GUI: Example for day_phone field on patron registration OR GUI: Example for phone fields on patron registration




Chapter 6. Updating Patron Information





Retrieve the patron record as described in the section
Searching Patrons.
Select Edit from the options that display at the top of the patron record.
[image: Patron edit with summary display]

Edit information as required.  When finished, select Save.  If you attempt to
close out of the patron account before the information is received, an alert
will display.
[image: circulation_patron_records 10]

Select OK to continue or Cancel to return to the editing form.
After selecting Save, the page will refresh.  The edited information will be
reflected in the patron summary pane.
Tip
	
You can resize the patron summary pane, or collapse and expand it using
the button on the right border of the pane.

	
To quickly renew an expired patron, click the Update Expire Date button.
You will need a Main (Profile) Permission Group selected for this to work,
since the permission group determines the expiration date.





Chapter 7. Renewing Library Cards





Expired patron accounts display with a black box around the patron’s name, a
note that the patron is expired, and – when initially retrieved – an alert
stating that the “Patron account is EXPIRED.”
[image: circulation_patron_records 11]

Open the patron record in edit mode as described in the section
Updating Patron Information.
Navigate to the information field labeled Privilege Expiration Date.  Enter a
new date in this box.  When you place your cursor in the Patron Expiration Date
box, a calendar widget will display to help you easily navigate to the desired
date.
[image: circulation_patron_records 12]

Select the date using the calendar widget or key the date in manually.  Click
the Save button.  The screen will refresh and the “expired” alerts on the
account will be removed.

Chapter 8. Lost Library Cards





Retrieve the patron record as described in the section
Searching Patrons.
Open the patron record in edit mode as described in the section
Updating Patron Information.
Next to the Barcode field, select the Replace Barcode button.
[image: circulation_patron_records 13]

This will clear the barcode field.  Enter a new barcode and Save the record.
The screen will refresh and the new barcode will display in the patron summary
pane.
If a patron’s barcode is mistakenly replaced, the old barcode may be reinstated.
Retrieve the patron record as described in the section
Searching Patrons. Open the patron record in
edit mode as described in the section Updating Patron Information.
Select the See All button next to the Replace Barcode button.  This will
display the current and past barcodes associated with this account.
[image: circulation_patron_records 14]

Check the box(es) for all barcodes that should be “active” for the patron.  An
“active” barcode may be used for circulation transactions.  A patron may have
more than one “active” barcode.  Only one barcode may be designated
“primary.” The “primary” barcode displays in the patron’s summary
information in the Library Card field.
Once you have modified the patron barcode(s), Save the patron record.  If you
modified the “primary” barcode, the new primary barcode will display in the
patron summary screen.

Chapter 9. Resetting Patron’s Password





A patron’s password may be reset from the OPAC or through the staff client.  To
reset the password from the staff client, retrieve the patron record as
described in the section Searching Patrons.
Open the patron record in edit mode as described in the section
Updating Patron Information.
Select the Reset Password button next to the Password field.
[image: circulation_patron_records 15]

Note
The existing password is not displayed in patron records for security
reasons.

A new number will populate the Password and Verify Password text boxes.
Make note of the new password and Save the patron record.  The screen will
refresh and the new password will be suppressed from view.
Tip
If you need to change a patron or staff account password without using the staff client, here is how you can reset it with SQL.
Connect to your Evergreen database using psql or similar tool, and retreive and verify your admin username:
psql -U <user-name> -h <hostname> -d <database>

SELECT id, usrname, passwd from actor.usr where usrname = 'admin';
If you do not remember the username that you set, search for it in the actor.usr table, and then reset the password.
UPDATE actor.usr SET passwd = <password> WHERE id=<id of row to be updated>;
The new password will automatically be hashed.


Chapter 10. Barring a Patron





A patron may be barred from circulation activities.  To bar a patron, retrieve
the patron record as described in the section
Searching Patrons.
Open the patron record in edit mode as described in the section
Updating Patron Information.
Check the box for Barred in the patron account.
[image: circulation_patron_records 16]

Save the user.  The screen will refresh.
The patron account will now display an alert stating that the patron account
is BARRED.
Additionally a red box and note will indicate the patron’s barred status.
[image: circulation_patron_records 17]

Note
Barring a patron from one library bars that patron from all consortium
member libraries.

To unbar a patron, uncheck the Barred checkbox.

Chapter 11. Barred vs. Blocked





Barred: Stops patrons from using their library cards; alerts the staff that
the patron is banned/barred from the library. The “check-out” functionality is
disabled for barred patrons (NO option to override – the checkout window is
unusable and the bar must be removed from the account before the patron is able
to checkout items).  These patrons may still log in to the OPAC to view their
accounts.


Blocked: Often, these are system-generated blocks on patron accounts. 
Some examples:
	
Patron exceeds fine threshold

	
Patron exceeds max checked out item threshold



A notice appears when a staff person tries to checkout an item to blocked
patrons, but staff may be given permissions to override blocks.

Chapter 12. Staff-Generated Messages





There are several types of messages available for staff to leave notes on patron records.
Patron Notes: These notes are added via Other → Notes in the patron record, and create a clickable (See Notes) message beneath the patron name on the patron record screen. These notes can be viewable by staff only or shared with the patron. Staff initials can be required. (See the section Patron Notes for more.)
Patron Alerts: This type of alert is added via Edit button in the patron record. It creates a non-blocking alert message which displays when the patron is retrieved. It also creates a clickable (Alert) message beneath the patron name on the patron record screen. There is currently no way to require staff initials for this type of alert. (See the section Patron Alerts for more.)
Staff-Generated Penalties/Messages: These messages are added via the Messages button in the patron record. They can be a note, alert or block. Staff initials can be required. (See the section Staff-Generated Penalties/Messages for more.)
Patron Message Center: The Patron Message Center provides a way for libraries to communicate with patrons through messages that can be accessed through the patron’s OPAC account.  Library staff can create messages manually by adding an OPAC visible Patron Note to an account.  Messages can also be automatically generated through an Action Trigger event.  Patrons can access and manage messages within their OPAC account.  (See the section Section 16.1, “Creating a Patron Message in the Patron Account” for more.)

Chapter 13. Patron Alerts





When an account has an alert on it, a Stop sign is displayed when the record is
retrieved.
[image: circulation_patron_records 18]

Navigating to an area of the patron record using the navigation buttons at the
top of the record (for example, Edit or Bills) will clear the message from view.
If you wish to view these alerts after they are cleared from view, they may be
retrieved.  Use the Other menu to select Display Alert and Messages.
[image: circulation_patron_records 19]

There are two types of Patron Alerts:
System-generated alerts: Once the cause is resolved (e.g. patron’s account has
been renewed), the message will disappear automatically.
Staff-generated alerts: Must be added and removed manually.
To add an alert to a patron account, retrieve the patron record as described
in the section Searching Patrons.
Open the patron record in edit mode as described in the section
Updating Patron Information.
Enter the alert text in the Alert Message field.
[image: circulation_patron_records 20]

Save the record. The screen will refresh and the alert will display.
Additionally, the patron name will be highlighted in yellow and a note will
indicate that there is an alert on the account.
[image: circulation_patron_records 21]

To remove the alert, retrieve the patron record as described in the section
Searching Patrons.
Open the patron record in edit mode as described in the section
Updating Patron Information.
Delete the alert text in the Alert Message field.
Save the record.
The screen will refresh and the indicators for the alert will be removed from
the account.

Chapter 14. Patron Notes





When a patron account contains a note, a See Notes message appears beneath the
patron’s name in the patron summary pane.
[image: circulation_patron_records 22]

Notes are strictly communicative and may be made visible to the patron via their
account on the OPAC. These notes appear in the Patron Message Center.
[image: circulation_patron_records 23]

To insert or remove a note, retrieve the patron record as described in the
section  Searching Patrons.
Open the patron record in edit mode as described in the section
Updating Patron Information.
Use the Other menu to navigate to Notes.
[image: circulation_patron_records 24]

Select the Add New Note button. An Add Note window displays.
Tip
To add a box in the Add Note window for staff initials and require their
entry, see the "Require staff initials…" settings in the
Library Settings Editor section.

Enter note information.
Select the check box for Patron Visible to display the note in the OPAC.
[image: circulation_patron_records 25]

Select Add Note to save the note to the patron account.
To delete a note, go to Other → Notes and use the Delete This Note button
under each note.
[image: circulation_patron_records 26]

An alert will display.  Click Yes to delete the note or No to retain the note.
A confirmation box will display; click OK.

Chapter 15. Staff-Generated Penalties/Messages



To access this feature, use the Messages button in the patron record.
[image: Messages screen]

15.1. Add a Message



Click Apply Standing Penalty/Message to begin the process of adding a message to the patron.
[image: Apply Penalty Dialog Box]

There are three options: Notes, Alerts, Blocks
	
Note: This will create a non-blocking, non-alerting note visible to staff. Staff will be alerted to the message by the light-blue framing around the patron name, and can view the message by clicking the Messages button on the patron record.  (Notes created in this fashion will not display via Other → Notes, and cannot be shared with the patron. See the Patron Notes section for notes which can be shared with the patron.)

	
Alert: This will create a non-blocking alert which appears when the patron record is first retrieved.  The alert will generate a dark-blue frame around the patron name. Alerts may be viewed by clicking the Messages button on the patron record or by selecting Other → Display Alerts and Messages.

	
Block: This will create a blocking alert which appears when the patron record is first retrieved, and which behaves much as the non-blocking alert described previously. The patron will be also blocked from circulation, holds and renewals until the block is cleared by staff.



After selecting the type of message to create, enter the message body into the box. If Staff Initials are required, they must be entered into the Initials box before the message can be added.  Otherwise, fill in the optional Initials box and click Apply
The message should now be visible in the Staff-Generated Penalties/Messages list. If a blocking or non-blocking alert, the message will also display immediately when the patron record is retrieved.
[image: Messages on a record]


15.2. Modify a Message



Messages can be edited by staff after they are created.
[image: Actions menu]

Click to select the message to be modified, then click Actions for these Penalties/Messages → Modify Penalty/Message. This menu can also be accessed by right-clicking in the message area.
[image: Modify penalty dialog box]

To change the type of message, click on Note, Alert, Block to select the new type. Edit or add new text in the message body.  Enter Staff Initials into the Initials box (may be required.) and click Modify to submit the alterations.
[image: Modified message in the list]


15.3. Archive a Message



Messages which are no longer current can be archived by staff. This action will remove any alerts or blocks associated with the message, but retains the information contained there for future reference.
[image: Actions menu]

Click to select the message to be archived, then click Actions for these Penalties/Messages → Archive Penalty/Message. This menu can also be accessed by right-clicking in the message area.
[image: Archived messages]

Archived messages will be shown in the section labelled Archived Penalties/Messages. To view messages, click Retrieve Archived Penalties. By default, messages archived within the past year will be retrieved. To retrieve messages from earlier dates, change the start date to the desired date before clicking Retrieve Archived Penalties.

15.4. Remove a Message



Messages which are no longer current can be removed by staff.  This action removes any alerts or blocks associated with the message and deletes the information from the system.
[image: Actions menu]

Click to select the message to be removed, then click Actions for these Penalties/Messages → Remove Penalty/Message. This menu can also be accessed by right-clicking in the message area.


Chapter 16. Patron Message Center



16.1. Creating a Patron Message in the Patron Account



	
Retrieve a patron account in the staff client.

	
Within the account, go to Other → Notes.

	
In the Notes interface, click on Add New Note.  A new window will pop up that allows you to create a note on the patron account.



[image: Message Center 1]

	
Check the box next to Patron Visible?  This will make the message appear in the patron’s OPAC account.

	
Enter a subject for the message in the Title field.

	
Enter the body of the message in the Note field.

	
Enter Initials if staff are required to add initials to notes.

	
Click, Add Note.  The note will now appear as a Patron Visible note in the staff client and as a Message in the patron’s OPAC Account.



[image: Message Center 2]

9.The patron visible note will also create a message in the patron account in the staff client in Other → Message Center.  See Managing Patron Messages in the Staff Client below.

16.2. Creating a Patron Message using Action Triggers



Messages can be automatically added to a patron’s OPAC account by an Action Trigger event.  For example, when a hold is cancelled by a library staff member, a message can be added to the patron’s OPAC account to inform them of the cancellation.
Action Trigger Messages are set up in Admin → Local Administration → Notifications/Action Triggers.  There are several new fields in the Trigger Event Definition that allow the configuration of Patron Messages:
	
Message Library Path: identifies the sending library for the message.  This is the patron’s home library (usr.home_ou) in the stock Hold Cancellation message.

	
Message Template: contains the content of the message.

	
Message Title: appears as the subject line in the OPAC message.

	
Message User Path: determines how to identify the user the message is sent to.



Note
If you want to send patrons a notification email and an OPAC message when their hold is cancelled, use two separate Action Triggers: one for the email notification and one for the message.


16.3. Managing Patron Messages in the Staff Client



Patron messages can be viewed and managed in the staff client within the patron account.
	
Retrieve a patron account in the staff client.

	
Within the account, go to Other → Message Center.

	
Double click on a message to view the full title and content as well as the date and time the message was created and the date and time that the message was read.  Staff can also see if a patron has deleted the message from their OPAC account (Deleted?) and can manually delete a message by marking it as Deleted.



Note
When a message is marked deleted, the message will remain in Other → Message Center as a record that the patron received it.

Note
Deleting a patron visible note in Other → Notes will not delete the patron message from the Other → Message Center.

[image: Message Center 9]


16.4. Viewing Patron Messages in the OPAC



Patrons will see a new tab for Messages in their OPAC account, as well as a notification of Unread Messages in the account summary.
[image: Message Center 11]

Patrons will see a list of the messages from the library by clicking on the Messages tab.
[image: Message Center 10]

Patrons can click on a message Subject to view the message.  After viewing the message, it will automatically be marked as read.  Patrons have the options to mark the message as unread and to delete the message.
[image: Message Center 12]

Note
Patron deleted messages will still appear in the patron’s account in the staff client under Other → Message Center.



Chapter 17. Merging Patron Records





When patron records are erroneously duplicated, they may be merged into one
record.  As described in the section Searching Patrons, search for the term(s) shared by the two records.
Select the two records to merge by pressing down the CTRL key and clicking each
record.
Click the Merge Patrons button next to the Search Form and Retrieve Patron
buttons on the top of the screen.
[image: circulation_patron_records 27]

A Record Merging window will display.  Compare the two records.
Select the record you want to keep by checking the radio button
Lead Record next to the appropriate record.
[image: circulation_patron_records 28]

After making your selection, click the Merge button.  The screen will refresh.
Only one of the two patron names will display.
Note
Once two records have been merged, the notes, bills, holds and outstanding
items under the non-lead record are brought to the lead record. Staff-inserted
alert messages are not transferred from the non-lead record; lead record alerts
are retained.

Patron records may also be merged from the Patron Group screen Retrieve one of
the two patron records you want to merge.
Go to Other → Group Member Details.
[image: circulation_patron_records 29]

The patron records are displayed as group members. If both patron records are
not already displayed on this screen, click Choose an Action → Move another
patron to this patron group.
[image: circulation_patron_records 30]

At the prompt, scan or type the patron’s barcode.
Click OK.
Confirm the move by clicking the Move button on top of the screen.
[image: circulation_patron_records 31]

Click OK on the confirmation pop-up window.
Both records are displayed as group members.
Select both records by pressing CTRL key and clicking each record.
Click Choose an Action → Merge Selected Patrons. The merging records window
pops up.
Choose the lead record and continue to merge records as described in the above.
Note
The merged record will still show under group members. Both members point
to the same patron record.


Chapter 18. Bills and Payments



When a patron account has bills attached to it, a note displays under the patron
name in the patron summary panel.
[image: circulation_patron_bills 1]

To view more information about the patron’s bills, or to make payments on or
edit the bills, click on the Bills button from the patron account screen.
[image: circulation_patron_bills 2]

18.1. The Bills Interface



All current bills are itemized in the grid in the bills interface. Click on a
column header to sort bills in this grid. Most columns sort alphabetically, but
the "Total Billed" and Total Paid columns sort numerically.
Colors distinguish bills for items that are attached to checked out, lost and
long overdue circulations. These colors are accompanied by helpful indicators
that define the meaning of the colors for staff.
By default, circulations that are still checked out appear in bright red. The
default indicator reads, "Red Items are still Checked out.
Lost circulations will appear in dark red. The default indicator reads,
“Dark Red Items are Lost.”
When the 6 Month Overdue Mark Long-Overdue trigger event definition is enabled,
Long Overdue circulations will appear in orange, by default. The default
indicator reads, “Orange Items are Long Overdue.”
[image: Billed Transaction Color]

Both the color distinctions and indicators are customizable. To customize, a
change to circ.css (for the color) and lang.dtd (for the indicator) are
required.
Circulation bills: system-generated (overdue fines, lost
item cost, processing fees, etc.).
	
Overdue fines are added daily once an item is overdue.

	
When an item is marked as lost or long overdue, bills may be automatically
generated to cover the item’s cost and a processing fee, according to library
policy.



Grocery bills: staff-applied to patron accounts.
	
One default grocery bill, Misc, exists in an unmodified Evergreen
installation.

	
Additional grocery bills may be configured through the Admin settings. Admin
 → Server Administration → Billing Types.



To view more information about a bill, highlight the bill and right-click or use
the Actions for Selected Transactions menu to select Full Details.
[image: circulation_patron_bills 3]

A window will display additional information about the bill, including a record
of any payments that have been made on the bill.
[image: circulation_patron_bills 4]

From the Full Details screen, portions of the bill may be voided (e.g. an
erroneous daily overdue charge) by using the Void selected billings button.
Notes may be added to payments or line items by using the Edit note button.
[image: circulation_patron_bills 5]


18.2. Making Payments



To collect payments, retrieve the patron record.  Navigate to the Bills screen
as described in Bills and Payments.
When bills are paid, the money applied starts at the top of the list of bills.
To pay specific bills, uncheck the bills that you do not wish to pay at this
time. The amount displayed in Total Checked: will change to reflect the
appropriate amount.
[image: circulation_patron_bills 6]

Tip
By default, Evergreen checks all bills when the bills screen loads.
Evergreen sites can change this default by enabling the Uncheck bills by
default in the patron billing interface setting in the Library Settings
Editor (Admin → Local Administration → Library Settings Editor). Note
the presence of the Uncheck All and Check All options below the list of
bills.

[image: circulation_patron_bills 7]

When you are ready to make a payment, select a payment type from the dropdown
menu in the Pay Bill portion of the screen.
[image: circulation_patron_bills 8]

Enter the amount of payment in the Payment received field.
If you would like to add a note to the payment, check the box for
Annotate Payment.
Click Apply Payment! to make the payment.
If you have selected Annotate Payment, a box will display for the annotation.
The screen will refresh to display the updated bill information for the patron.
If change is due, the bottom portion of the screen, Change Due Upon Payment:
will briefly reflect the amount due to the patron.
Tip
if you need more time to review the amount due, click outside the Payment
Received box before selecting Apply Payment! This will cause the screen to
refresh and display the amount due.

Tip
	
Items marked with red are still checked out. Items marked with dark red are
lost. Items marked with orange are still checked out and long overdue.

	
It is possible for a patron to pay a bill while the item is still out and
accruing fines.

	
When Check is selected as the payment type, it is not necessary to select
Annotate Payment, as a box for the check number and a note displays
automatically.

	
If a patron pays the entire bill for a lost item and the library has enabled
the Use Lost and Paid copy status setting in the Library Settings Editor
(Admin → Local Administration → Library Settings Editor), the copy’s
status will automatically change from Lost to Lost and Paid.





18.3. Patron Credits



It is possible to convert change due to a patron credit by selecting the
Convert Change to Patron Credit checkbox and to later apply that credit to a
bill by selecting the Patron Credit payment type.
By default, the payment type Patron Credit is enabled in the staff client.
Within the Bills interface of a patron’s account, the Patron Credit payment
type, the Credit Available, and the option to Convert Change to Patron Credit
are exposed by default in the staff client.
[image: Default Patron Billing Screen]

The Library Setting, Disable Patron Credit, allows staff to disable the Patron
Credit payment type and to hide patron credit payment actions within the billing
interface of a patron’s account. If a library doesn’t use patron credits, the
library will want to enable this setting to prevent accidental selection of the
checkbox that converts change to patron credit.
When the Library Setting, Disable Patron Credit, is set to True,
the patron credit payment type will be disabled.
Patron Credit will not be an option within the payment type dropdown menu.
The Convert Change to Patron Credit and the summary of Credit Available will be
hidden from the patron billing interface in the staff client.
[image: Disabled Patron Credit Patron Billing Screen]

To set the Library Setting:
	
Click Admin → Local Administration → Library Settings Editor

	
Search for Disable Patron Credit

	
Click Edit

	
Set the value to True

	
Click Update Setting



[image: Disable Patron Credit Library Setting]

Note
After applying changes to this library setting, it is necessary to restart
the staff client to see the changes take effect.


18.4. Void vs. Forgive vs. Adjustment



The following are guidelines for using void, forgive, and adjust when clearing
bills off a patron record.
	
Use forgive when staff is waiving a portion/all of a bill. A forgive_payment
payment type will be used to credit the bill. The history of the bill will be
retained.

	
Use void when the bill should not be on the patron record and when the goal
is to remove the entire bill. Once voided, there will be no history of the bill
available from the staff client. If the bill was partially paid before voiding,
a negative balance will be produced.

	
Use adjust to zero when the bill should not be on the patron record and when
the goal is to remove the balance of the bill. An account_adjustment payment
type will be used to adjust the bill’s balance. The history of the bill will be
retained and available from the Bill History interface of the staff client.




18.5. Forgiving Bills



Choose forgive as the payment type as described in the section
Making Payments.
Enter the amount to be forgiven.  Choose Annotate Payment as required by local
policy.
Apply Payment.  Annotate, if prompted.
The screen will refresh to display the payment.

18.6. Voiding Bills



Bills under one transaction are grouped in one bill line. Bills may be voided in
part or in whole.
To void the full billing amount:
Select the bill(s) to be voided from the list in the patron account.
Right click or use the Actions for Selected Transactions menu to select Void
All Billings.
[image: circulation_patron_bills 10]

Confirm the action.
To void a partial amount:
Select a billing and choose Full Details for the transaction, as described in
the section <circ_vs_grocery,Circulation vs. Grocery Bills>>
The bill details screen displays.
Select the specific bill to void.
Void Selected Billings and confirm the action.
[image: circulation_patron_bills 11]


18.7. Adjusting Bills to Zero



In the Bills interface, select the bill to adjust.
Right click or use the Actions for Selected Transactions menu to select
Adjust to Zero.
[image: adjust_to_zero_action.png]

Confirm the action.

18.8. Adding New “Grocery” Bills



A grocery bill can be added as a new bill or to an existing bill.
To add a as a new bill:
	
Retrieve the patron record.

	
Navigate to the Bills screen.

	
Click the_Bill Patron_ button above the list of current bills.

[image: circulation_patron_bills 12]

Choose appropriate Billing Type from the drop down menu. (“Grocery” is the. only available transaction type.) . Enter the Amount and Note (as required).
.
Submit this Bill and confirm this action.



[image: circulation_patron_bills 13]

To add bill to an existing bill line:
	
Retrieve the patron record.

	
Navigate to the Bills screen.

	
Highlight the desired bill.

	
Use the Actions for Selected Transactions to select Add Billing.
Confirm this action.

	
Follow steps 4 through 6 above.  There is no confirmation message
after clicking Submit this Bill.

	
The Money Summary will adjust accordingly.




18.9. Negative Balances on Patron Accounts



If a library has not enabled Prohibit Negative Balance settings via the library
settings editor, certain workflows and settings can create a negative balance on
a patron’s account. See…for information on settings that affect negative
balances.
Removing negative balances from a patron account
A negative balance can be cleared either by refunding a bill or by adjusting the
bill to zero.
To refund the bill:
1) Select the billing with the negative balance.
2) Choose Actions for Selected Transactions -→ Refund.
3) Click Yes.
4) Click Apply Payment.
The refunded amount will be deducted from the cash_payment total in the
workstations Cash Report.
To clear the negative balance without affecting the Cash Report:
1) Right click on the billing with the negative balance.
2) Select Adjust to zero.
3) Click Yes.

18.10. Bill History



To view a patron’s bill history:
	
Retrieve the patron record.

	
From the Bills screen, click History.

	
A Bill History screen with two tabs will display.  One for Transactions
and one for Payments.

[image: circulation_patron_bills 14]


	
For more information about a specific billing, select the bill and click Full
Details. A screen detailing item information, billings, and payments will
display.



[image: circulation_patron_bills 15]

Items may be deleted from the catalog even if a charge for that item is still
attached to the patron’s record.  The charge will remain on the patron’s account
after the deletion.


Part III. Circulating Items




Chapter 19. Check Out (F1)



19.1. Regular Items



1) To check out an item press F1, click Check Out on the Circulation
toolbar, or select Circulation → Check Out Items.
[image: media/checkout_menu.png]

2) Scan or enter patron’s barcode and click Submit if entering barcode
manually. If scanning, number is submitted automatically.
[image: media/retrieve_patron.png]

3) Scan or enter item barcode manually, clicking Submit if manual.
[image: media/checkout_item_barcode.png]

4) Due date is now displayed.
[image: media/due_date_display.png]

5) When all items are scanned, hit the F1 key or click the Check Out button
on the Circulation toolbar to generate slip receipt or to exit patron record if
not printing slip receipts.

19.2. Pre-cataloged Items



1) Go to patron’s Check Out screen by clicking Circulation → Check Out
Items.
2) Scan the item barcode.
3) At prompt, click Pre-Cataloged.
[image: media/pre_cat_alert.png]

4) Enter required information and click Check Out.
[image: media/precat.png]

Tip
On check-in, Evergreen will prompt staff to re-route the item to cataloging.


19.3. Due Dates



Circulation periods are pre-set. When items are checked out, due dates are
automatically calculated and inserted into circulation records if the Specific
Due Date checkbox is not selected on the Check Out screen. The Specific Due
Date checkbox allows you to set a different due date to override the pre-set
loan period.
Before you scan the item, select the Specific Due Date checkbox. Use the
calendar widget to select a date. Or click in day, month or year, then use the
up or down arrows to make the change or simply delete the data, then enter
again. Time is used for hourly loan only. This date applies to all items until
you change the date, de-select the Specific Due Date checkbox, or quit the
patron record.
[image: media/specify_due_date1.png]

[image: media/specify_due_date2.png]



Chapter 20. Check In (F2)



20.1. Regular check in



1) To check in an item, select Circulation → Check In Items, click Check In
on the Circulation toolbar, or press F2.
[image: media/check_in_menu.png]

2) Scan item barcode or enter manually and click Submit.
[image: media/checkin_barcode.png]

3) If there is an overdue fine associated with the checkin, an alert will appear
at the top of the screen with a fine tally for the current checkin session. To
immediately handle fine payment, click the alert to jump to the patron’s bill
record.
[image: media/overdue_checkin.png]


20.2. Backdated check in



This is useful for clearing a book drop.
1) To change effective check-in date, select Circulation → Check In Items,
or press F2. Use the calendar widget to choose the effective date.
[image: media/backdate_checkin.png]

2) The top green bar changes to red. The new effective date is now displayed in
the header.
[image: media/backdate_red.png]

3) Move the cursor to the Barcode field. Scan the items. When finishing
backdated check-in, change the Effective Date back to today’s date.

20.3. Backdate Post-Checkin



After an item has been checked in, you may use the Backdate Post-Checkin
function to backdate the check-in date.
1) Select the item on the Check In screen, click Actions for Selected Items →
Backdate Post-Checkin.
[image: media/backdate_post_checkin.png]

2) Use the calendar widget to select an effective check-in date. Click Apply.
Overdue fines, if any, will be adjusted according to the new effective check-in
date.
[image: media/backdate_post_date.png]


20.4. Checkin Modifiers



At the right bottom corner there is a Checkin Modifiers pop-up list. The
options are:
	
Ignore Pre-cat Items: no prompt when checking in a pre-cat item. Item will be
routed to Cataloging with Cataloging status.

	
Suppress Holds and Transit: item will not be used to fill holds or sent in
transit. Item has Reshelving status.

	
Amnesty Mode/Forgive Fines: overdue fines will be removed if already created
or not be inserted if not yet created (e.g. hourly loans). The fines are removed
with an account_adjustment payment type.

	
Auto-Print Hold and Transit Slips: slips will be automatically printed without
prompt for confirmation.



These options may be selected simultaneously. The selected option is displayed
in the header area.
[image: media/checkin_options.png]



Chapter 21. Renewal and Editing the Item’s Due Date



Checked-out items can be renewed if your library’s policy allows it. The new due
date is calculated from the renewal date. Existing loans can also be extended to
a specific date by editing the due date or renewing with a specific due date.
21.1. Renewing via a Patron’s Account



1) Retrieve the patron record and go to the Items Out screen.
[image: media/items_out_click.png]

Tip
Add "Holds Count" from the column picker to quickly see whether an item to be renewed has holds.

2) Select the item you want to renew. Click on Actions for Selected Items →
Renew. If you want to renew all items in the account, click Renew All
instead.
[image: media/renew_action.png]

3) If you want to specify the due date, click Renew with Specific Due Date.
You will be prompted to select a due date. Once done, click Apply.
[image: media/renew_specific_date.png]

Tip
Renewal can also be done on the Item Status screen. See the section called
Item Status (F5) for more information.


21.2. Renewing by Item Barcode



1) To renew items by barcode, select Circulation → Renew Items or press
CTRL-F2.
2) Scan or manually entire the item barcode.
[image: media/renew_item.png]

3) If you want to specify the due date, click Specific Due Date and select a
new due date from the calendar.
[image: media/renew_item_calendar.png]


21.3. Editing Due Date



1) Retrieve the patron record and go to the Items Out screen.
2) Select the item you want to renew. Click on Actions for Selected Items →
Edit Due Date.
[image: media/edit_due_date_action.png]

3) Select a new due date in the pop-up window, then click Apply.
Tip
You can select multiple items by pressing down the CTRL key on your keyboard and
clicking each items you want to edit.

Note
Editing a due date is not included in the renewal count.



Chapter 22. Marking Items Lost and Claimed Returned



22.1. Lost Items



1) To mark items Lost, retrieve patron record and click Items Out.
2) Select the item. Click on Actions for Selected Items → Mark Lost (by
Patron).
[image: media/mark_lost.png]

3) The lost item now displays in the *Other/Special Circulations section of the
patron record, unless otherwise customized through the Items Out display setting
available in the Library Settings Editor.
[image: media/lost_cr_section.png]

4) The lost item also adds to the count of Lost items in the patron summary on
the left (or top) of the screen.
[image: media/patron_summary_checkouts.jpg]

Lost Item Billing
	
Marking an item Lost will automatically bill the patron the replacement cost
of the item as recorded in the price field in the item record, and a processing
fee as determined by your local policy. If the lost item has overdue charges,
the overdue charges may be voided or retained based on local policy.

	
A lost-then-returned item will disappear from the Items Out screen only when
all bills linked to this particular circulation have been resolved. Bills may
include replacement charges, processing fees, and manual charges added to the
existing bills.

	
The replacement fee and processing fee for lost-then-returned items may be
voided if set by local policy. Overdue fines may be reinstated on
lost-then-returned items if set by local policy.





22.2. Refunding and Clearing Negative Balances



If an item is returned after a lost bill has been paid, there may be a negative
balance on the bill. See … for more information on settings that affect
negative balances. See Removing Negative Balances from a Patron Account for more information on clearing that balance.

22.3. Claimed Returned Items



1) To mark an item Claimed Returned, retrieve the patron record and go to the
Items Out screen.
2) Select the item, then select Actions for Selected Items → Mark Claimed
Returned from the dropdown menu.
[image: media/mark_claims_returned.png]

3) Select a date and click Apply.
[image: media/claimed_date.png]

4) Any overdue fines associated with the transaction will now be based on the
Claimed Returned date.
5) The Claimed Returned item now displays in the Other/Special Circulations
section of the patron record, unless otherwise customized through the Items Out
display setting available in the Library Settings Editor.
[image: media/lost_cr_section.png]

6) The Claimed Returned item adds to the count of Check Outs that are Claimed
Returned in the patron summary on the left (or top) of the screen. It also adds
to the total Claims-returned Count (including those that are current Check
Outs and those that have since been returned) that is displayed when editing the
patron’s record.
[image: media/patron_summary_checkouts.jpg]

More on Claimed Returned Items
	
The date entered for a Claimed Returned item establishes the fine. If the date
given has passed, bills will be adjusted accordingly.

	
When a Claimed Returned item is returned, if there is an outstanding bill
associated with it, the item will not disappear from the Items Out screen.
It will disappear when the outstanding bills are resolved.

	
When an item is marked Claimed Returned, the value in Claims-returned Count
field in the patron record is automatically increased. Staff can manually adjust
this count by editing the patron record.

	
Marking a lost transaction Claimed Returned will not remove a lost item
billing or lost item processing fee unless the Void lost item billing when
claims returned and/or the Void lost item processing fee when claims returned
settings are enabled. Both settings are available via the Library Settings
editor.





22.4. Enhancements to Items Out



By default, the Items Out interface in the patron’s account is divided into two sections beneath the patron information: Items Out and Other/Special Circulations.  In previous versions of Evergreen, all circulations appeared in the Items Out portion of the interface except for those marked LOST, LONGOVERDUE, or CLAIMSRETURNED, which appeared in the Other/Special Circulations portion of the interface.
This enhancement enables you to customize the placement of items in the LOST, LONGOVERDUE, or CLAIMSRETURNED statuses in the top or bottom list.  The value of this enhancement includes increased control over and organization of the Items Out interface.
1) Three new org unit settings enable you to control the placement of these items.  To access these settings, click Admin → Local Administration → Library Settings Editor, and search for the following settings:
	
Items Out Lost Display Setting

	
Items Out Long-Overdue Display Setting

	
Items Out Claims Returned Display Setting



The value for each setting is a numeric code describing the list in which the circulation should be placed when the item is checked out, and whether the circulation should appear in the bottom list when checked in, regardless of the state of the transaction. For example, an item may be checked in but the circulation may remain open because fees or fines are owed by the patron.
2) Enter the appropriate value, and click Update setting.
1 = Top list, then bottom list
2 = Bottom list, then bottom list
5 = Top list, then do not display
6 = Bottom list, then do not display
To Hide the bottom list entirely, set the value for all special statuses to "5".
Note that if all of the special statuses are hidden, then the interface more accurately represents a patron’s items out instead of a combination of items out and items with special circumstances.  Alternatively, if all items out and items with special statuses display in the top list, then the bottom list is hidden, and more screen space exists to display a patron’s items out.


Chapter 23. Mark an Item Long Overdue



Marking an item Long Overdue
Once an item has been overdue for a configurable amount of time, Evergreen can
mark the item long overdue in the borrowing patron’s account. This will be done
automatically through a Notification/Action Trigger. When the item is marked
long overdue, several actions will take place:
	
The item will go into the status of “Long Overdue”

	
The item will be moved to the “Lost, Claimed Returned, Long Overdue, Has
Unpaid Billings” section of the Items Out screen in the patron’s account

	
The accrual of overdue fines will be stopped



Optionally the patron can be billed for the item price, a long overdue
processing fee, and any overdue fines can be voided from the account. Patrons
can also be sent a notification that the item was marked long overdue.
[image: Patron Account-Long Overdue]

Checking in a Long Overdue item
If an item that has been marked long overdue is checked in, an alert will appear
 on the screen informing the staff member that the item was long overdue.  Once
checked in, the item will go into the status of “In process”.  Optionally, the
item price and long overdue processing fee can be voided and overdue fines can
be reinstated on the patron’s account.  If the item is checked in at a library
other than its home library, a library setting controls whether the item can
immediately fill a hold or circulate, or if it needs to be sent to its home
library for processing.
[image: Long Overdue Checkin]

Notification/Action Triggers
Evergreen has two sample Notification/Action Triggers that are related to
 marking items long overdue.  The sample triggers are configured for 6 months.
These triggers can be configured for any amount of time according to library
policy and will need to be activated for use.
	
Sample Triggers

	
6 Month Auto Mark Long-Overdue—will mark an item long overdue after the
configured period of time

	
6 Month Long Overdue Notice—will send patron notification that an item has
been marked long overdue on their account






Library Settings
The following Library Settings enable you to set preferences related to long
overdue items:
	
Circulation: Long-Overdue Check-In Interval Uses Last Activity Date —Use the
 long-overdue last-activity date instead of the due_date to determine whether
the item has been checked out too long to perform long-overdue check-in
processing. If set, the system will first check the last payment time, followed
by the last billing time, followed by the due date. See also
circ.max_accept_return_of_longoverdue

	
Circulation: Long-Overdue Items Usable on Checkin —Long-overdue items are
usable on checkin instead of going "home" first

	
Circulation: Long-Overdue Max Return Interval —Long-overdue check-in
processing (voiding fees, re-instating overdues, etc.) will not take place for
items that have been overdue for (or have last activity older than) this amount
of time

	
Circulation: Restore Overdues on Long-Overdue Item Return

	
Circulation: Void Long-Overdue item Billing When Returned

	
Circulation: Void Processing Fee on Long-Overdue Item Return

	
Finances: Leave transaction open when long overdue balance equals zero
—Leave transaction open when long-overdue balance equals zero. This leaves the
lost copy on the patron record when it is paid

	
Finances: Long-Overdue Materials Processing Fee

	
Finances: Void Overdue Fines When Items are Marked Long-Overdue



Permissions to use this Feature
The following permissions are related to this feature:
	
COPY_STATUS_LONGOVERDUE.override

	
Allows the user to check-in long-overdue items thus removing the long-overdue
 status on the item







Chapter 24. In-house Use (F6)



1) To record in-house use, select Circulation → Record-In House Use, click
Check Out → Record In-House Use on the circulation toolbar , or press F6.
[image: media/record_in_house_action.png]

2) To record in-house use for cataloged items, enter number of uses, scan
barcode or type barcode and click Submit.
[image: media/in_house_use.png]

Note
The statistics of in-house use are separated from circulation statistics. The
in-house use count of cataloged items is not included in the items' total use
count.


Chapter 25. Item Status (F5)



The Item Status screen is very useful. Many actions can be taken by either
circulation staff or catalogers on this screen. Here we will cover some
circulation-related functions, namely checking item status, viewing past
circulations, inserting item alert messages, marking items missing or damaged,
etc.
25.1. Checking item status



1) To check the status of an item, select Search → Search for copies by
Barcode or Circulation → Show Item Status by Barcode; click the Item
Status button on the circulation or cataloging toolbar; or press F5.
[image: media/item_status_menu.png]

2) Scan the barcode or type it and click Submit. The current status of the
item is displayed with selected other fields. You can use the column picker to
select more fields to view.
[image: media/item_status_barcode.png]

3) Click the Alternate View button, and the item summary and circulation
history will be displayed.
[image: media/item_status_altview.png]

4) Click List View to go back.
[image: media/item_status_list_view.png]

Note
If the item’s status is "Available", the displayed due date refers to the
previous circulation’s due date.

Tip
Upload From File allows you to load multiple items saved in a file on your local
computer. The file contains a list of the barcodes in text format. To ensure
smooth uploading and further processing on the items, it is recommended that the
list contains no more than 100 items.


25.2. Viewing past circulations



1) To view past circulations, retrieve the item on the Item Status screen as
described above.
2) Select Actions for Selected Items → Show Last Few Circulations.
[image: media/last_few_circs_action.png]

3) The item’s recent circulation history is displayed.
[image: media/last_few_circs_display.png]

4) To retrieve the patron(s) of the last circulations, click the Retrieve Last
Patron or the Retrieve All These Patrons button at the bottom of the above
screen. Patron record(s) will be displayed in new tab(s).
Tip
The number of items that displays in the circulation history can be set in Local
 Administration → Library Settings Editor.

Note
You can also retrieve the past circulations on the patron’s Items Out screen and
from the Check In screen.


25.3. Marking items damaged or missing and other functions



1) To mark items damaged or missing, retrieve the item on the Item Status
screen.
2) Select the item. Click on Actions for Selected Items → Mark Item Damaged
* or *Mark Item Missing.
[image: media/mark_missing_damaged.png]

[NOTE}
Depending on the library’s policy, when marking an item damaged, bills (cost
and/or processing fee) may be inserted into the last borrower’s account.
3) Following the above procedure, you can check in and renew items by using the
Check in Items and Renew Items on the dropdown menu.

25.4. Item alerts



The Edit Item Attributes function on the Actions for Selected Items dropdown
 list allows you to edit item records. Here, we will show you how to insert item
 alert messages by this function. See cataloging instructions for more
information on item editing.
1) Retrieve record on Item Status screen.
2) Once item is displayed, highlight it and select Actions for Selected Items
→ Edit Item Attributes.
3) The item record is displayed in the Copy Editor.
[image: media/copy_edit_alert.png]

4) Click Alert Message in the Miscellaneous column. The background color of
the box changes. Type in the message then click Apply.
[image: media/copy_alert_message.png]

5) Click Modify Copies, then confirm the action.


Part IV. Holds Management




Chapter 26. Placing Holds



Holds can be placed by staff in the Staff Client and by patrons in the OPAC. In this chapter we demonstrate placing holds in the Staff Client.

Chapter 27. Holds Levels



Evergreen has different levels of holds. Library staff can place holds at all levels, while patrons can only place title-level holds, and parts-level holds. The chart below summarizes the levels of holds.
	Hold level
	Abbreviation
	When to use
	How to use
	Who can use
	Hold tied to

	Title
	T
	Patron wants first available copy of a title
	Staff or patron click on Place Hold next to title.
	Patron or staff
	Holdings attached to a single MARC (title) record

	Parts
	P
	Patron wants a particular part of title (e.g. volume or disk number)
	Staff or patron selects part on the create/edit hold screen when setting holds notification options.
	Patron or staff
	Holdings with identical parts attached to a single MARC (title) record.

	Volume
	V
	Patron or staff want any title associated with a particular call number
	In the staff client, click on Volume Hold under Holdable?
	Staff only
	Holdings attached to a single call number (volume)

	Copy
	C
	Patron or staff want a specific copy of an item
	In the staff client, click on Copy Hold under Holdable?
	Staff only
	A specific copy (barcode)




Chapter 28. Title Level Hold



Tip
A default hold expiration date will be displayed if the library has set up a default holds expiration period in their library settings. Uncaptured holds will not be targeted after the expiration date.
If you select the Suspend this Hold checkbox, the hold will be suspended and not be captured until you activate it.

	
To place a title level hold, retrieve the title record on the catalog and click the Place Hold link beside the title on the search results list, or click the Place Hold link on the title summary screen.

[image: Search Results with Place Hold link]


	
Scan or type patron’s barcode into the Place hold for patron by
barcode box, or choose Place this hold for me.

	
If this title contains multiple parts, you can specify which part to
request. If you do not select a part, the hold will target any of the
other copies on this record, that is, those with no parts attached.
Those copies are usually the complete set, containing all the parts.

	
Edit patron hold notification and expiration date fields as required.
Be sure to choose a valid Pickup location.

	
Click Submit.

[image: Place Holds screen with Basic Options]


	
A confirmation screen appears with the message "Hold was successfully placed".

[image: Place Holds confirmation screen]




Advanced Hold Options
Clicking the Advanced Hold Options link will take you into the
metarecord level hold feature, where you can select multiple formats
and/or languages, if available.
Selecting multiple formats will not place all of these formats on hold.
For example, selecting CD Audiobook and Book implies that either the CD
format or the book format is the acceptable format to fill the hold. If
no format is selected, then any of the available formats may be used to
fill the hold. The same holds true for selecting multiple languages.
[image: Place Hold screen with Advanced Options]


Chapter 29. Parts Level Hold



	
To place a parts level hold, retrieve a record with parts-level items
attached to the title, such as a multi-disc DVD, an annual travel guide,
or a multi-volume book set.

	
Place the hold as you would for a title-level hold, including patron
barcode, notification details, and a valid pickup location.

	
Select the applicable part from the Select a Part dropdown menu.

	
Click Submit.

[image: Place Holds screen with Basic Options]

Tip
Requested formats are listed in the Holdable Part column in hold records. Use the Column Picker to display it when the hold record is displayed.





Chapter 30. Placing Holds in Patron Records



	
Holds can be placed from patron records too. In the patron record on the Holds screen, click the Place Hold button on the left top corner.

	
The catalog is displayed in the Holds screen to search for the title on which you want to place a hold.

	
Search for the title and click the Place Hold link.

	
The patron’s account information is retrieved automatically. Set up the notification and expiration date fields. Click Place Hold and confirm your action in the pop-up window.

	
You may continue to search for more titles. Once you are done, click the Holds button on the top to go back to the Holds screen. Click the Refresh button to display your newly placed holds.



30.1. Placing Multiple Holds on Same Title



After a successful hold placement, staff have the option to place another hold on the same title by clicking the link Place another hold for this title.  This returns to the hold screen, where a different patron’s information can be entered.
[image: place-another-hold-1]

This feature can be useful for book groups or new items where a list of waiting patrons needs to be transferred into the system.


Chapter 31. Managing Holds



Holds can be cancelled at any time by staff or patrons. Before holds are captured, staff or patrons can suspend them or set them as inactive for a period of time without losing the hold queue position, activate suspended holds, change
notification method, phone number, pick-up location (for multi-branch libraries only), expiration date, activation date for inactive holds, etc. Once a hold is captured, staff can change the pickup location and extend the hold shelf
time if required.
Staff can edit holds in either patron’s records or the title records. Patrons can edit their holds in their account on the OPAC.
Tip
If you use the column picker to change the holds display from one area of the staff client (e.g. the patron record), it will change the display for all parts of the staff client that deal with holds, including the title record holds
display, the holds shelf display, and the pull list display.

31.1. Actions for Selected Holds



	
Retrieve the patron record and go to the Holds screen.

	
Highlight the hold record, then select Actions for Selected Holds.

[image: holds-managing-1]


	
Manage the hold by choosing an action on the list.

	
If you want to cancel the hold, click Cancel Hold from the menu. You are prompted to select a reason and put in a note if required. To finish, click Apply.

[image: holds-managing-2]

Note
A captured hold with a status of On Hold Shelf can be cancelled by either staff or patrons. But the status of the item will not change until staff check it in.


	
If you want to suspend a hold or activate a suspended hold, click the appropriate action on the list. You will be prompted to confirm your action. Suspended holds have a No value in the Active? column.

Note
Suspended holds will not be filled but its hold position will be kept. They will automatically become active on the activation date if there is an activation date in the record. Without an activation date, the holds will remain inactive until staff or a patron activates them manually.


	
You may edit the Activation Date and Expiration Date by using the corresponding action on the Action for Selected Holds dropdown menu. You will be prompted to enter the new date. Use the calendar widget to choose a date, then click Apply. Use the Remove button to unset the date.

[image: holds-managing-4]


	
Hold shelf expire time is automatically recorded in the hold record when a hold is filled. You may edit this time by using the Edit Shelf Expire Time on the Action for Selected Holds dropdown menu. You will be prompted to enter the new date. Use the calendar widget to choose a date, then click Apply.

	
If you want to enable or disable phone notification or change the phone number, click Edit Phone Notification. You will be prompted to enter the new phone number. Make sure you enter a valid and complete phone number. The phone number is used for this hold only and can be different from the one in the patron account. It has no impact on the patron account. If you leave it blank, no phone number will be printed on the hold slip.

[image: holds-managing-5]


	
If you want to enable or disable email notification for the hold, click Set Email Notification. Click Email or No Email on the prompt screen.

[image: holds-managing-6]


	
Pickup location can be changed by clicking Edit Pickup Library. Click the dropdown list of all libraries and choose the new pickup location. Click Done.

[image: holds-managing-7]

Note
Staff can change the pickup location for holds with in-transit status. Item will be sent in transit to the new destination. Staff cannot change the pickup location once an item is on the holds shelf.


	
The item’s physical condition is recorded in the copy record as Good or Mediocre in the Quality field. You may request that your holds be filled with copies of good quality only. Click Set Desired Copy Quality on the
Actions for Selected Holds list. Make your choice in the pop-up window.

[image: holds-managing-8]








31.2. Transferring Holds



	
Holds on one title can be transferred to another with the hold request time preserved. To do so, you need to find the destination title and click Actions for this Record → Mark as Title Hold Transfer Destination.

[image: holds-managing-9]


	
Select the hold you want to transfer. Click Actions for Selected Holds → Transfer to Marked Title.

[image: holds-managing-10]





31.3. Cancelled Holds



	
Cancelled holds can be displayed. Click the Show Cancelled Holds button on the Holds screen.

[image: holds-managing-11]


	
You can un-cancel holds.

[image: holds-managing-12]

Based on your library’s setting, hold request time can be reset when a hold is un-cancelled.




31.4. Viewing Details & Adding Notes to Holds



	
You can view details of a hold by selecting a hold then clicking the Detail View button on the Holds screen.

[image: holds-managing-13]


	
You may add a note to a hold in the Detail View.

[image: holds-managing-14]


	
Notes can be printed on the hold slip if the Print on slip? checkbox is selected. Key in the message then click Add Note.

[image: holds-managing-15]





31.5. Displaying Queue Position



Using the Column Picker, you can display Queue Position and Total number of Holds.
[image: holds-managing-16]


31.6. Managing Holds in Title Records



	
Retrieve and display the title record in the catalog.

	
Click Actions for this Record → View Holds.

[image: holds-managing-17]


	
All holds on this title to be picked up at your library are displayed. Use the Filter checkbox and Pickup Library to view holds to be picked up at other libraries.
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Highlight the hold you want to edit. Choose an action from the Actions for Selected Holds menu. For more information see the Actions for Selected Holds section.

[image: holds-managing-19]


	
You can retrieve the hold requestor’s account by selecting Retrieve Patron on the above dropdown menu.




31.7. Retargeting Holds



Holds need to be retargeted whenever a new item is added to a record, or after some types of item status changes, for instance when an item is changed from On Order to In Process. The system does not automatically recognize the newly added items as available to fill holds.
	
View the holds for the item.

	
Highlight all the holds for the record, which have a status of Waiting for Copy. If there are a lot of holds, it may be helpful to sort the holds by Status.

	
Click on the head of the status column.

	
Under Actions for Selected Holds (Alt+S), select Find Another Target (Alt+T)

	
A window will open asking if you are sure you would like to reset the holds for these items.

	
Click Yes (Alt+Y). Nothing may appear to happen, or if you are retargeting a lot of holds at once, your screen may go blank or seem to freeze for a moment while the holds are retargeted.

	
When the screen refreshes, the holds will be retargeted. The system will now recognize the new items as available for holds.




31.8. Pulling & Capturing Holds



31.8.1. Holds Pull List



There are usually four statuses a hold may have: Waiting for Copy, Waiting for Capture, In Transit and Ready for Pickup.
	
Waiting-for-copy: all holdable copies are checked out or not available.

	
Waiting-for-capture: an available copy is assigned to the hold. The item shows up on the Holds Pull List waiting for staff to search the shelf and capture the hold.

	
In Transit: holds are captured at a non-pickup branch and on the way to the pick-up location.

	
Ready-for-pick-up: holds are captured and items are on the Hold Shelf waiting for patrons to pick up. Besides capturing holds when checking in items, Evergreen matches holds with available items in your library at regular
intervals. Once a matching copy is found, the item’s barcode number is assigned to the hold and the item is put on the Holds Pull List. Staff can print the Holds Pull List and search for the items on shelves.

	
To retrieve your Holds Pull List, select Circulation → Pull List for Hold Requests.

[image: holds-pull-1]


	
The Holds Pull List is displayed. You may re-sort it by clicking the column labels, e.g. Title. You can also add fields to the display by using the column picker.

[image: holds-pull-2]

Note
Column adjustments will only affect the screen display and the CSV download for the holds pull list. It will not affect the printable holds pull list.


	
The maximum number of holds initially displayed on the pull list is about 100. Use Fetch More Holds to retrieve more records. You may have to click Reload for those records to appear in the display.

[image: holds-pull-3]


	
The following options are available for printing the pull list:

	
Print Full Pull List prints Title, Author, Shelving Location, Call Number and Item Barcode. This method uses less paper than the alternate strategy.

	
Print Full Pull List (Alternate Strategy) prints the same fields as the above option but also includes a patron barcode. This list will also first sort by copy location, as ordered under Admin → Local Administration → Copy Location Order.

	
Save List CSV to File – This option is available from the List Actions button and saves all fields in the screen display to a CSV file. This file can then be opened in Excel or another spreadsheet program. This option provides more flexibility in identifying fields that should be printed.

[image: holds-pull-4]

With the CSV option, if you are including barcodes in the holds pull list, you will need to take the following steps to make the barcode display properly: in Excel, select the entire barcode column, right-click and select Format Cells, click Number as the category and then reduce the number of decimal places to 0.




	
You may perform hold management tasks by using the Actions for Selected Holds dropdown list.



The Holds Pull List is updated constantly. Once an item on the list is no longer available or a hold on the list is captured, the items will disappear from the list. The Holds Pull List should be printed at least once a day.

31.8.2. Capturing Holds



Holds can be captured when a checked-out item is returned (checked in) or an item on the Holds Pull List is retrieved and captured. When a hold is captured, the hold slip will be printed and if the patron has chosen to be notified by email, the email notification will be sent out. The item should be put on the hold shelf.
	
To capture a hold, select Circulation → Capture Holds; click Check In → Capture Holds on the circulation toolbar; or hit Shift-F2.

[image: holds-pull-5]
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Scan or type barcode and click Submit.

[image: holds-pull-6]


	
The following hold slip is automatically printed. (This slip will not display on the Capture Holds screen, but will display on a Check In screen not set to automatically print slips.)

[image: holds-pull-7]


	
If the item should be sent to another location, a hold transit slip will be printed. (This slip will not display on the Capture Holds screen, but may display on a Check In screen that is not set to automatically print slips.)

[image: holds-pull-8]

Tip
If a patron has an OPAC/Staff Client Holds Alias in his/her account, it will be used on the hold slip instead of the patron’s name. Holds can also be captured on the Circulation → Check In Items screen where you have more control over automatic slip printing.






31.9. Handling Missing and Damaged Item



If an item on the holds pull list is missing or damaged, you can change its status directly from the holds pull list.
	
From the Holds Pull List, right-click on the item and either select Mark Item Missing or Mark Item Damaged.

[image: holds-pull-9]


	
Evergreen will update the status of the item and will immediately retarget the hold.




31.10. Holds Notification Methods



	
In Evergreen, patrons can set up their default holds notification method in the Account Preferences area of My Account. Staff cannot set these preferences for patrons; the patrons must do it when they are logged into the public catalog.

[image: holds-notifications-1]

The “Default Phone Number” option is the default for those users who have not yet set a preference.

	
Patrons with a default notification preference for phone will see their phone number at the time they place a hold. The checkboxes for email and phone notification will also automatically be checked.

[image: holds-notifications-2]


	
The patron can remove these checkmarks at the time they place the hold or they can enter a different phone number if they prefer to be contacted at a different number. The patron cannot change their e-mail address at this time.

[image: holds-notifications-3]


	
When the hold becomes available, the holds slip will display the patron’s e-mail address only if the patron selected the Notify by Email by default when a hold is ready for pickup? checkbox. It will display a phone number only if the patron selected the Notify by Phone by default when a hold is ready for pickup? checkbox.



Note
If the patron changes their contact telephone number when placing the hold, this phone number will display on the holds slip. It will not necessarily be the same phone number contained in the patron’s record.


31.11. Clearing Shelf-Expired Holds



	
Items with Ready-for-Pickup status are on the Holds Shelf List. The Holds Shelf List can help you manage items on the holds shelf. To see the holds shelf list, select Circulation → Browse Holds Shelf.

[image: holds-clearing-1]


	
The Holds Shelf List is displayed. Note the Actions for Selected Holds are available, as in the patron record.

You can cancel stale holds here.
[image: holds-clearing-2]


	
Use the column picker to add and remove fields from this display. Two fields you may want to display are Shelf Expire Time and Shelf Time.

[image: holds-clearing-3]


	
Check the View Clearable Holds checkbox to list expired holds, wrong-shelf holds and canceled holds only. Expired holds are holds that expired before today’s date.

	
Click the Print button if you need a printed list. To format the printout customize the Holds_shelf receipt template. This can be done in Admin → Workstation Administration → Receipt Template Editor.

	
The Clear These Holds button is lit up. Click it and the expired holds will be canceled.

[image: holds-clearing-4]


	
Bring items down from the hold shelf and check them in.



Important
If you cancel a ready-for-pickup hold, you must check in the item to make it available for circulation or trigger the next hold in line.

Hold shelf expire time is inserted when a hold achieves on-hold-shelf status. It is calculated based on the interval entered in Local Admin → Library Settings → Default hold shelf expire interval.
Note
The clear-hold-shelf function cancels shelf-expired holds only. It does not include holds canceled by patron. Staff needs to trace these items manually according to the hold slip date.



Chapter 32. Alternate Hold Pick up Location



Abstract
This feature enables libraries to configure an alternate hold pick up location.  The alternate pick up location will appear in the staff client to inform library staff that a patron has a hold waiting at that location.  In the stock Evergreen code, the default alternate location is called "Behind Desk".  This label can be changed to accommodate a library’s specific hold pick up location.  For example, if a library has a drive thru window for hold pick up, the alternate location can be changed to display as "Drive Thru".
Configuration
The alternate pick up location is disabled in Evergreen by default.  It can be enabled by setting Holds: Behind Desk Pickup Supported to True in the Library Settings Editor.  Server side changes to configuration files are required to enable this feature and edit the alternate pick up location label.  The following files and labels need to be changed:
	
Open-ILS/src/templates/opac/myopac/prefs_settings.tt2

<td><label for='[% setting %]'>[% l('Pickup holds from the drive-thru when possible?') %]</label></td>

	
Open-ILS/web/opac/locale/en-US/lang.dtd

<!ENTITY staff.patron_display.holds_available_behind_desk.label 'Drive-Thru:'>

	
Open-ILS/xul/staff_client/server/locale/en-US/circ.properties

staff.circ.utils.hold.behind_desk=Drive-Thru

	
Open-ILS/xul/staff_client/server/locale/en-US/patron.properties

staff.patron.summary.hold_counts_behind_desk=Available / Total (Drive-Thru)



Libraries can also choose to give patrons the ability to opt-in to pick up holds at the alternate location through their OPAC account.  To add this option, set the OPAC/Patron Visible field in the User Setting Type Hold is behind Circ Desk to True.  The User Setting Types can be found under Admin → Server Administration → User Setting Types.
Display
When enabled, the alternate pick up location will appear in several places in the staff client.  The alternate pick up location and the number of items that are ready for pick up at that location will be displayed in the Patron Account Summary and under the Holds button in the patron account.  Staff will also see the general number of holds available and holds placed by the patron.
[image: Custom Hold Pickup Location]

If configured, patrons will see the option to opt-in to the alternate location in the Account Preferences section of their OPAC Account.
[image: OPAC Account]


Chapter 33. Display Hold Types on Pull Lists



This feature ensures that the hold type can be displayed on all hold interfaces.
You will find the following changes to the hold type indicator:
	
The hold type indicator will display by default on all XUL-based hold
interfaces. XUL-based hold interfaces are those that number the items on the
interface.  This can be overridden by saving column configurations that remove
the Type column.

	
The hold type indicator will display by default on the HTML-based pull list.
To access, click Circulation → Pull List for Hold Requests → Print Full
Pull List (Alternate Strategy).

	
The hold type indicator can be added to the Simplified Pull List.  To access,
click Circulation → Pull List for Hold Requests → Simplified Pull List
Interface.



To add the hold type indicator to the simplified pull list, click Simplified
Pull List Interface, and right click on any of the column headers.  The Column
Picker appears in a pop up window.  Click the box adjacent to Hold Type, and
Click Save. The Simplified Pull List Interface will now include the hold
type each time that you log into the staff client.
[image: Display_Hold_Types_on_Pull_Lists1]
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