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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 guideisawork in progress, continually revised to
meet the needs of itsusers, 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 1. About This Documentation 10
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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 hel ps 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 regquirements 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.

Chapter 2. About Evergreen 11
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Chapter 3. Registering a Workstation

Before logging into Evergreen, you must first register a workstation from your browser.

Y ou will need the permissions to add workstations to your network. If you do not have these permissions, ask
your system administrator for assistance.

1. When you login for the first time, you will arrive at a screen asking that you register your workstation

Please register a workstation.

Repgister a New Workstation For This Browser

BH1 = Reqister

Workstations Registered With This Browser

C] Mark As Default

2. Create a unique workstation name.
3. Click Register

4, After confirming the new workstation is listed in the Workstations Registered With This Browser menu, click
Use Now to return to the login page. Y our newly-registered workstation should be selected by default on the
login page.

Chapter 3. Registering a Workstation 14




Chapter 4. Basic Login,

1. Thedefault URL to log into the client is https://local host/eg/staff/login
2. Enter your Username and Password.

3. Verify that the correct workstation is selected and click Sign In.

Chapter 4. Basic Login,
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Chapter 5. Logging Out

Tolog out of the client:

1. Click the menu button to the right of your user name in the top-right corner of the window.

2. Select Log Out

Exiting all browser windows will automatically log you out of the web client. If you only close the tab where
the web client isloaded, you will remain logged in.

Chapter 5. Logging Out
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Chapter 6. Pop-up Blockers

Before using the web client, be sure to disable pop-up blockers for your Evergreen system’s domain.

* In Chrome, select Settings from the Chrome menu and click on Content settings in the advanced section. Select
Popups and then add your domain to the Allowed list.

* In Firefox, select Preferences from the Firefox menu and then select the Content panel. Click the Exceptions
button and add your domain to the Allowed Stes list.

Chapter 6. Pop-up Blockers 19



Chapter 7. Setting Browser Defaults for
Web Client

To ensure that staff can easily get to the web client portal page on login without additional steps, you can set the
browser’ s home page to default to the web client.

Setting the Web Client as the Home Page in
Chrome

1. Inthetop-right corner of your browser, click the Chrome menu.

2. Select Settings.

3. Inthe On startup section, select Open a specific page or set of pages.
4. Click the Set Pages link.

5. Add https://local host/eg/staff/ to the Enter URL box and click OK.

Setting the Web Client as the Home Page in
Firefox

1. Inthetop-right corner of your browser, click the menu button.
2. Click Options.
3. Inthe When Firefox starts: dropdown menu, select Show my home page.

4. In the Home Page box, add https://localhost/eg/staff/ and click OK.

Turning off print headers and footers in
Firefox

If you are not using Hatch for printing, you will probably want to configure your browser so that Firefox does not
add headers and footers to items printed on certain printers. For example, if you are printing spine labels, you likely
will not want Firefox to add a date or URL to the margins of your label.

Y ou can turn off these headers and footers using the following steps:
1. Inthe Firefox menu, click Print... to open the print preview screen.

2. Click the Page Setup... button.

Chapter 7. Setting Browser Defaults for Web Client 20



3. Goto the Margins & Header/Footer tab.

4. Make surethat all dropdown menus are set to --blank--.

If you only want to turn off those headers and footers for a specific printer, use these steps.

1. Inthe Firefox address bar, type about:config.

2. If awarning appears, click | accept the risk.

3. Type print_header into this screen’s search box.

4. Double-click on the relevant print_headerleft, print_headerright, and print_headercenter entriesin the grid.
5. Delete any existing data for that setting and click OK.

6. Type print_footer into the screen’s search box and repeat these steps for the footer settings.

Turning off print headers and footers in
Chrome

If you are not using Hatch for printing, you will probably want to configure your browser so that Chrome does not
add headers and footers to items printed on certain printers. For example, if you are printing spine labels, you likely
will not want Chrome to add a date or URL to the margins of your label.

Y ou can turn off these headers and footers using the following steps:
1. Inthe Chrome menu, click Print... to open the print preview screen.
2. Click More Settings.

3. Uncheck Headers and Footers.

Chapter 7. Setting Browser Defaults for Web Client 21
Report errors in this documentation using Launchpad.


https://bugs.launchpad.net/evergreen/+filebug
about:config

Chapter 8. Tab Buttons and Keyboard
Shortcuts

Now that the client will beloaded in aweb browser, users can use browser-based tab controls and keyboard shortcuts
to help with navigation. Below are some tips for browser navigation that can be used in Chrome and Firefox on
Windows PCs.

Use CTRL-T or click the browser’s new tab button to open a new tab.
Use CTRL-W or click the x in the tab to close the tab.
Undo closing atab by hitting CTRL-Shift-T.

To open alink from the web client in anew tab, CTRL-click thelink or right-click the link and select Open Link
in New Tab. Using this method, you can a so open options from the web client’ s dropdown menus in a new tab

Navigate to the next tab using CTRL-Tab. Go to the previous tab with CTRL-Shift-Tab.

Setting New Tab Behavior

Some users may want to automatically open the web client’s portal page in a new tab. Neither Chrome nor Firefox
will open your home page by default when you open a new tab. However, both browsers have optional add-ons that
will alow you to set the browsers to automatically open the home page whenever open opening a new tab. These
add-ons may be useful for those libraries that want the new tab to open to the web client portal page.

Chapter 8. Tab Buttons and Keyboard Shortcuts 22
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Chapter 9. Setting search defaults

Go to Administration _ Workstation.

Use the dropdown menu to select an appropriate Default Search Library. The default search library setting
determineswhat library is searched from the advanced search screen and portal page by default. Y ou can override
this setting when you are actualy searching by selecting a different library. One recommendation is to set the
search library to the highest point you would normally want to search.

Use the dropdown menu to select an appropriate Preferred Library. The preferred library is used to show copies
and electronic resource URIs regardless of the library searched. One recommendation isto set thisto your home
library so that local copies show up first in search results.

Use the dropdown menu to select an appropriate Advanced Search Default Pane. Advanced search has secondary
panes for Numeric and MARC Expert searching. Y ou can change which one is loaded by default when opening
anew catalog window here.

Chapter 9. Setting search defaults 25



Chapter 10. Turning off sounds

+ Goto Administration _ Workstation.

» Click the checkbox labeled Disable Sounds?

Chapter 10. Turning off sounds
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Chapter 11. Searching Patrons

To search for a patron, select Search # Search for Patrons from the menu bar.

The Patron Search screen will display. It will contain options to search on the following fields:
» Last Name

* First Name

+ Middle Name

Search Clear Form

Next tothe Clear Formbutton thereisabutton with an arrow pointing down that will display the following additional
search fields:

» Barcode

* Alias

* Username
* Email

* |dentification
* database ID
* Phone

» Street 1

» Street 2

» City

» State

* Postal Code

» Profile Group
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* Home Library

DOB (date of birth) year

DOB month
» DOB day

To include patrons marked “inactive”, click on the Include Inactive? checkbox.

Check Out tems Out Holds Bills Messages Edit Other =

Last Name First Mame Middle Mame Search Clear Form (4

Barcode Alias Username Email dentification
Database ID Phone Street 1 Street 2 City

SPARK - Include Inactive?

1

State Post Code Profile Group

DOB Year DOB Montk DOB Day

o Tipsfor searching

* Search onefield or combine fields for more precise results.

* Truncate search terms for more search results.

» Search ignores punctuation such as diacritics, apostrophes, hyphens and commas.

 Searching by Date of Birth: Y ear searches are "contains' searches. E.g. year "15" matches 2015, 1915, 1599,

etc. For exact matches use the full 4-digit year. Day and month values are exact matches. E.g. month "1" (or
"01") matches January, "12" matches December.

Once you have located the desired patron, click on the entry row for this patron in the results screen. A summary
for this patron will display on the left hand side.
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Salazar, Katherine Mary Check Out ltems Out (0) Holds

Profile Circulators
Home Library APEX s First Na
MNet Access Filtered
Last Activity Patron Search Results
Last Updated
Create Date 10/19/10 # O ID Cs
Expire Date 9/26/07 1 0 1es2 SS1078
o Owed $0.00 2 [ 2483 308956
ines Ow L

3 [ 297 354091
toma Qut 0 4 @ 1294 306399
Owerdue 0 5 [ 2449 350432
Long Overdue 0 6 ([ 120 329896
Claimed Returned 0 7 [ 1163 332765

8 ([ 2739 356036
Lost 0

9 ([ 2182 350425
hoks Ll 10 [ 1634 303362
Card 306399 11 [ 416 310404
Username S063290 12 [ 2280 323804
Day Phone 13 [ 2184 393436
Evening Phone 14 ([ 99 320805
— 15 [ 1656 344985

The Patron Search button on the upper right may be used to resume searching for patrons.
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Chapter 12. Retrieve Recent Patrons

Setting up Retrieve Recent Patrons

» Thisfeature must be configured in the Library Settings Editor (Administration # Local Administration # Library
Settings Editor). The library setting is called "Number of Retrievable Recent Patrons' and is located in the
Circulation settings group.

* A vaue of zero (0) means no recent patrons can be retrieved.

» A value greater than 1 means staff will be able to retrieve multiple recent patrons via a new Circulation #
Retrieve Recent Patrons menu entry.

e The default value is 1 for backwards compatibility. (The Circulation # Retrieve Last Patron menu entry will
be available.)

Retrieving Recent Patrons

» Oncethe library setting has been configured to a number greater than 1, the option Retrieve Recent Patrons will
appear below the Retrieve Last patron option in the Circulation drop-down from the Menu Bar (Circulation #
Retrieve Recent Patrons).

» When selected, agrid will appear listing patrons accessed by that workstation in the current session. The length
of thelist will belimited by the value configured in the Library Settings Editor. If no patrons have been accessed,
the grid will display "No Items To Display."
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Chapter 13. Registering New Patrons

To register a new patron, select Circulation # Register Patron from the menu bar. The Patron Registration form
will display.

Register Patron

Show: Required Fields Suggested Fields All Fields

o
]
=
1]

Barcode

OPAC/Staff Client User Name

Fassword 9327 Generate Password
Prefix/Title

First Name

Middle Name

Last Name

Suffix

OFAC/5taff Client Holds Alias

Date of Birth

Juvenile

Primary Identification Type Other
Frimary Identfication
Secondary Identification

Email Address

Mandatory fields display in yellow.

Barcode

OPAC/S5taff Client User Name

Password 9327 Generate Password

The Show: Required Fields and Show: Suggested Fields links may be used to limit the options on this page.

Ehow: Required Fields Suggested Fields Al FE-J'E]

Barcode
OPAC/Staff Client User Name

Passward 9397
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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.

Show: Required Fields Sug tad Fi All Eiald=
Show. Require { alds  Suggested Fields All Fields ( Save Save & Clone ]

Adldress Mailing # Physical * n

Type Mailing

Postal Code @
Street (1)
Street (2)

Clty

County

State

Country

Valid Address?

Within City Limits?

» Requested fields may be configured in the Library Settings Editor (Administration # Local Administration
# 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 (Administration # Local Administration #
Satistical Categories Editor).

 Staff accounts may also function as patron accounts.

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

Email field

It's possible for administrators to set up the email field to alow or disallow multiple email addresses for a single
patron (usually separated by a comma). If you'd like to make changes to whether multiple email addresses are
allowed here or not, ask your system administrator to changetheui . patron. edi t. au. enai | . r egex library
setting.
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Chapter 14. Patron Self-Registration

Abstract

Patron Self-Registration allows patrons to initiate registration for alibrary 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 patronsin the staff-client and use the pre-loaded account information to create afull patron
account. Pending patron accounts that are not approved within a configurable amount of time will be automatically
deleted.

Patron Self-Registration
1. Inthe OPAC, click on thelink to Request Library Card
2. Fill out the self-registration form to request alibrary card, and click Submit Registration.

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

EVER%(GREEN'

Link 1 Link 2 Link 3 Link 4 Link 5

Request a Library Card

Home Library | Example Branch 1 v/
First Name Mary =
Middle Name Frances

Last Name Nolan d

Street Address j240 Division Ave. *
Street Address (2) '

City Brooklyn .

County

State Ny

Zip Code 1211 .

Date of Birth 05-08-1995

Phone Number 5555555655 (Example: 111-222-3333)
Email Address ;fnnlan@example.com

Requested Username E-franc'ienn-lan|
Submit Registration

Dynamic catalog Request Library Card Bottom Link 4  Bottom Link 5

Copyright & 2006-2013 Georgia Public Library Service, and others
Powered by EV E
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Managing Pending Patrons
1. Inthe staff client select Circulation _ Pending Patrons.

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

3. To create apermanent library account for the patron, click on the patron’srow, click on the L oad Patron button
at the top of the screen. Thiswill load the patron self-registration information into the main Patron Registration

form.

4. Fill in the necessary patron information for your library, and click Save to create the permanent patron account.
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Chapter 15. Updating Patron Information

Retrieve the patron record as described in the section Searching Patrons.

Click on Edit from the options that display at the top of the patron record.

Smith, Sarah

Profile Patrons
Home Library SL1

Net Access Filtered
Date of Birth 1/13/1990
Last Activity

Last Updated 3/2/2018
Create Date 3/2/2018
Expire Date 37212021
Fines Owed $0.00
[tems Out 0
Overdue 0

Long 0
Overdue

Claimed 0
Returned

Check Out

Items Out (0)

Holds (0 /D)

Show: Required Fields Suggested Fields All Fields

Patron Edit
Barcode

OPAC/Staff Client User Name

Password

PrefiuTitle

First Name

Middle Name

Last Name

Suffix

OPAC/Staff Client Holds Alias

Date of Birth

Edit information as required. When finished, select Save.

99999303411

9999930341

Sarah

Smith

1980-01-13

Bills ($0.00)

Messages Edit

Replace Barcode

Generate Password

Other

See All

After selecting Save, the page will refresh. The edited information will be reflected in the patron summary pane.

» To quickly renew an expired patron, click the Update Expire Date button. Y ou will need a Main (Profile)

Permission Group selected for thisto work, since the permission group determines the expiration date.

Chapter 15. Updating Patron Information
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Chapter 16. Renewing Library Cards

Expired patron accounts when initially retrieved — an alert stating that the “ Patron account is EXPIRED.”

Check Out ltems Out (0) Holds (0 / 0) Bills ($0.00) Messages Edit

Patron account is EXPIRED.

Patron account has invalid addrasses.

Press a navigation button above (for example, Check Out) to clear this alert.

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. Or click the
calendar icon, and a calendar widget will display to help you easily navigate to the desired date.
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Check Cut ltiems Out (0) Holds {0/ 0) Eills (50.00)

Show: Required Fields

Suffic

OPAC/Staff Client Holds
Alias

Date of Birth

Juvenile

Primary Identification Type
Primary Identification
Secondary ldentification
Email Address

Email checkout receipts by
default?

Daytime Phone
Evening Phone
Cther Phone
Home Library

Main (Profile) Permizsion
Group

Privilege Expiration Date

Suggested Fields All Fields

Mess

Td 31 vvd

=
Drivers License v
< March 2012

Sun Mon Tue Wed Thu

] W |3 28 | 28 0

Update Expire Date

A0es m Other ~

Save

Patron Search

Save & Clone

Select the date using the calendar widget or key the date in manually. Click the Save button. The screen will refresh

and the “expired” aerts on the account will be removed.

Chapter 16. Renewing Library Cards
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Chapter 17. 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.

Check Qut Items Ot {0) Holds {0/ 0) Bills ($0.00 Meszages m Tther = Patron Search
Show: Required Fields 3Supggested Fields All Fields / Save Save & Clone
Patron Edit

Bafeare 543254325

Feplace Barcode § See Al

OPAC/Staff Client User Name 133433334

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.

Patron Barcodes

Barcede Primary

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.
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Chapter 18. 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 Generate Password button next to the Password field.

Check Out tems Ot {0) Haolds (07 0} Bills ($0.00 Messages Edit Other - Patron Search
-
Show: Required Fields Supgested Fields All Fields Save Save & Clone
Patron Edit
Barcods 543254325 Replsce Barcode See All
OPAC/Staff Client User Name 1974297224
Password (: 3555 :] Generate Password

PreficTitls

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

A new number will populate the Password text box. Make note of the new password and Save the patron record.

The screen will refresh and the new password will be suppressed from view.

Chapter 18. Resetting Patron’s Password
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Chapter 19. 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.
Internet Access Level Filtered v
Aetive

e )

= Laroup Leag Account

Claims-returned Count

Save the user. The screen will refresh.

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

To unbar a patron, uncheck the Barred checkbox.

Chapter 19. Barring a Patron
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Chapter 20. Barred vs. Blocked

Barred: Stops patrons from using their library cards; aerts 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 appearswhen astaff person triesto checkout anitem to blocked patrons, but staff may be given permissions
to override blocks.
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Chapter 21. 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 _ Notesin the patron record. 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: Thistype of alert is added via Edit button in the patron record. Thereis currently no way to require
staff initials for this type of alert. (See the section Patron Alerts for more.)

Staff-Generated Penalties/M essages. These messages are added via the Messages button in the patron record.
They can beanote, alert or block. Staff initials can be required. (See the section Staff-Generated Penalties/M essages
for more.)
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Chapter 22. Patron Alerts

When an account has an alert on it, a Stop sign is displayed when the record is retrieved.

D

Alert Message

test alert

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.

Triggered Events / Notifications

Statistical Categories
Group Member Details
User Permission Editor

Test Password

There are two types of Patron Alerts:

System-gener ated 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.
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Enter the aert text in the Alert Message field.

Claims Never Checked Out 0 -
Count

l

Alert Message This is an alert

message!

User Settings

Save the record. The screen will refresh and the alert will display.

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 22. Patron Alerts
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Chapter 23. Patron Notes

Notes are strictly communicative and may be made visible to the patron via their account on the OPAC. In the
OPAC, these notes display on the account summary screen in the OPAC.

Items Currently on Hold (0) View All

Iltems ready for pickup (0) View All

Note title Content

Test public note | test public note content

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.

Display Alert and Messages

Triggered Events / Notifications
Statistical Categories

Group Member Details

User Permission Editor

Test Password

Select the Add New Note button. A Create a new note window displays.

o Y our system administrator can add a box in the Add Note window for staff initials and require those initials to
be entered. They can do so using the "Require staff initials..." settingsin the Library Settings Editor.

Enter note information.

Select the check box for Patron Visible to display the note in the OPAC.
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Create a new note

Title

MNode Title
- - NN ., ._r_h‘
f Patron Visible? O M
L "
Value Note text

Select OK to save the note to the patron account.

To delete anote, go to Other # Notes and use the Delete button on the right of each note.

MNote text
Print

Chapter 23. Patron Notes
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Chapter 24. Staff-Generated Penalties/

Messages

To access this feature, use the Messages button in the patron record.

Cataloging ~  Administration ~
A Check Out  ItemsOut(0) Holds(0/0)  Bills ($0.00) Edit  Other ~

12/5/14

Staff-Generated Penalties / Messages

Apply Penalty / Message
# O Applied On

MNo Items To Display

Archived Penalties / Messages

# O Applied On

No Items To Display

Add a Message

standing_penalty.label

Set Date Start: 01/22/2015

standing_penalty.label

Click Apply Penalty/M essage to begin the process of adding a message to the patron.

L [ Actions -

Library
Set Date
M « M
Library

Chapter 24. Staff-Generated Penalties/M essages
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Apply Standing Penalty / Message

m Alert Block Penalty Type =

There are three options: Notes, Alerts, Blocks

» Note: Thiswill create a non-blocking, non-alerting note visible to staff. Staff 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: Thiswill create anon-blocking alert which appears when the patron record isfirst retrieved. The alert will
cause the patron name to display in red, rather than black, text. Alerts may be viewed by clicking the Messages
button on the patron record or by selecting Other _ Display Alerts and Messages.

» Block: Thiswill create ablocking alert which appears when the patron record isfirst 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 OK

The message should now be visible in the Staff-Generated PenaltiesMessages list. If a blocking or non-blocking
aert, the message will also display immediately when the patron record is retrieved.

Staff-Generated Penalties / Messages

Apply Penalty / Message [} il
& Applied On standing_penalty.label Library
1 1/22/16 Alerting Note, no blocks APEX
2 1/22/16 Alerting block on Circ, Hold and R... APEX
3 1/22/16 MNote, no blocks APEX
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Modify a Message

Messages can be edited by staff after they are created.

Staff-Generated Penalties / Messages

Apply Penalty / Message

&0 Applied On standing_penalty.label Remove Penalty / Me
1 [ 1/2216 Alerting Note, no blocks AF‘EK: Modify Penalty / Mes
2 [ 1/22/16 Alerting block on Cire, Hold and R... APEX | archive Penalty / Me:
3 [ 1/22/16 Note, no blocks APEX

Click to select the message to be modified, then click Actions _, Modify Penalty/Message. This menu can also be
accessed by right-clicking in the message area.

Apply Standing Penalty / Message

m Alert Block Penalty Type =

This is an alert [Y5]
Mo longer an alert

vs | ﬂ

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 Initialsinto the Initials box (may be required.) and click OK to submit the alterations.
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Staff-Generated Penalties / Messages

Apply Penalty / Message M« » A
# Applied On standing_penalty.label Library

1 1/22/16 MNote, no blocks APEX

2 [ 1/2216 Alerting block on Cire, Hold and R... APEX

3 1/22/16 Mote, no blocks APEX

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.

Staff-Generated Penalties / Messages

Apply Penalty / Message

# Applied On standing_penalty.label Remove Penalty / Me
1 1/22/16 Alerting Note, no blocks AF‘E}EI Modify Penalty / Mes
2 [ 1/22116 Alerting block an Cire, Hold and R... AF‘E}E: Archive Penalty / Me:
3 1/22/16 Note, no blocks APEX

Click to select the message to be archived, then click Actions _ Archive Penalty/Message. This menu can also be
accessed by right-clicking in the message area.

Archived Penalties / Messages Set Date Start: | 455 /9015 S
4
# Applied On standing_penalty.label Library
1 1/22/16 Note, no blocks APEX

Archived messages will be shown in the section labelled Archived PenaltiesMessages. 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.
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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.

Staff-Generated Penalties / Messages

Apply Penalty / Message

# Applied On standing_penalty.label Remove Penalty / Me
1 1/22/186 Alerting Note, no blocks AF‘E}'{: Meodify Penalty / Mes
2 [ 1/22/16 Alerting block on Circ, Hold and R... APEX Archive Penalty / Me:
3 1/22/16 Note, no blocks APEX

Click to select the message to be removed, then click Actions _, Remove Penalty/Message. This menu can also be
accessed by right-clicking in the message area.
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Chapter 25. User Buckets

User Buckets alow staff to batch delete and make batch modifications to user accounts in Evergreen. Batch
modifications can be made to selected fieldsin the patron account:

e HomeLibrary

» Profile Group

» Network Access Level

» Barred flag

» Activeflag

» Juvenileflag

* Privilege Expiration Date

o Statistical Categories

Batch modifications and deletions can be rolled back or reversed, with the exception of batch changesto statistical
categories. Batch changes made in User Buckets will not activate any Action/Trigger event definitions that would
normally be activated when editing an individual account.

User accounts can be added to User Buckets by scanning individual user barcodes or by uploading a file of user

barcodes directly in the User Bucket interface. They can also be added to a User Bucket from the Patron Search
screen. Batch changes and batch edit sets are tied to the User Bucket itself, not to the login of the bucket owner.

Create a User Bucket

To add usersto a bucket via the Patron Sear ch screen:
1. Go to Search#Search for Patrons.

2. Enter your search and select the users you want to add to the user bucket by checking the box next to each user
row. You can also hold down the CTRL or SHIFT on your keyboard and select multiple users.

3. Click Add to Bucket and select an existing bucket from the drop down menu or click New Bucket to create
anew user bucket.

a. If creating a new user bucket, a dialog box called Create Bucket will appear where you can enter a bucket
Name and Description and indicate if the bucket is Saff Shareable?. Click Create Bucket.

4. After adding users to a bucket, an update will appear at the bottom-right hand corner of the screen that says
"Successfully added # usersto bucket [Name]".
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Check Out Items Out (&) Holds (0 / 4) Bills (50.00) Messages Edit Other -

Last Mame First Name Middle Name (4]

Patron Search

Alias Username Email dentification
Database ID Phone Street - Street 2 City
State Post Code Serials - BR1 - Include
Inactive?
Patron Search Add To Bucket= W « »  Rows25~ Pagel~
Results
Merge Patrons -

# 1D Created OMailing: StHome Libr Profile DoB  Middle NaFirst NameLast Name Card

1 e 142 8/4/16 2794 Un.. SL1 Serials Edward Louis Atkins 999993. .

2 150 8/4/16 7269 Si... BR1 Serials 1/23/66  Myra Michelle Meeks 999993 .

3 143 8/4/16 6178 Re.. SL1 Serials B&/5/TT Wayne Neal 999993. ..

4 151 8/4/16 7864 Re... BR1 Serials 8/21/87  Tiffany Elva Palmer  999993...

Create Bucket

Name

Group Update

Description

group update 3/2017

#| Staff Sharable?

Create Bucket

To add usersto a bucket by scanning user barcodesin the User Bucket interface:
1. Goto Circulation#User Buckets and select the Pending User stab at the top of the screen.

2. Click on Buckets and select an existing bucket from the drop down menu or click New Bucket to create a new
user bucket.

a. If creating a new user bucket, a dialog box called Create Bucket will appear where you can enter a bucket
Name and Description and indicate if the bucket is Saff Shareable?. Click Create Bucket.

b. After selecting or creating a bucket, the Name, Description, number of items, and creation date of the bucket
will appear above the Scan Card field.
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3.

4,

5.

Scan in the barcodes of the users that you want to add to the selected bucket into the Scan Card field. Each user
account will be added to the Pending Userstab. Hit ENTER on your keyboard after manually typing in abarcode
to add it to thelist of Pending Users.

Select the user accounts that you want to add to the bucket by checking the box next to each user row or by using
the CTRL or SHIFT key on your keyboard to select multiple users.

Go to Actions#Add To Bucket or right-click on a selected user account to view the Actions menu and select
Add To Bucket. The user accounts will move to the Bucket View tab and are now in the selected User Bucket.

Pending Users (4) Bucket View (7)

Bucket: Group Update 7 items / Created Mar 21, 2017 / group update 3/2017

Scan Card OR | Choose File | uploadbarcodes txt

Buckets= oo “ " Actions = Rows 25 =
# Barcode First Name Middle Name Last Name
1 99999378730 Robert Cay Wade Example Branch
2 99999318240 John Charles Graham Example Branch
3 99999343281 Rebecca Vanessa Bradley Example Branch
4 99999300523 Shawn Joseph Little Example Branch

Toadd usersto a bucket by uploading a file of user barcodes:

1. Goto Circulation#User Buckets and select the Pending User s tab at the top of the screen.
2. Click on Buckets and select an existing bucket from the drop down menu or click New Bucket to create a new
user bucket.
a. If creating a new user bucket, a dialog box called Create Bucket will appear where you can enter a bucket
Name and Description and indicate if the bucket is Saff Shareable?. Click Create Bucket.
b. After selecting or creating a bucket, the Name, Description, number of items, and creation date of the bucket
will appear above the Scan Card field.
3. Inthe Pending Userstab, click Choose File and select the file of barcodes to be uploaded.
a. Thefilethat is uploaded must be a .txt file that contains a single barcode per row.
4. The user accounts will automatically appear in the list of Pending Users.
5. Select the user accounts that you want to add to the bucket by checking the box next to each user row or by using
the CTRL or SHIFT key on your keyboard to select multiple users.
6. Go to Actions#Add To Bucket or right-click on a selected user account to view the Actions menu and select
Add To Bucket. The user accounts will move to the Bucket View tab and are now in the selected User Bucket.
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Batch Edit All Users

To batch edit al usersin auser bucket:
1. Goto Circulation#User Buckets and select the Bucket View tab.
2. Click Buckets and select the bucket you want to modify from the list of existing buckets.

a. After selecting a bucket, the Name, Description, number of items, and creation date of the bucket will appear
at the top of the screen.

3. Verify thelist of usersin the bucket and click Batch edit all users. A dialog box called Update all users will
appear where you can select the batch modifications to be made to the user accounts.

4. AssignaNamefor edit set. Thisnamewill alow staff to identify the batch edit for future verification or rollbacks.
5. Set the values that you want to modify. The following fields can be modified in batch:

* Home Library

» Profile Group

» Network Access Level

» Barred flag

» Activeflag

» Juvenileflag

* Privilege Expiration Date

6. Click Apply Changes. The modification(s) will be applied in batch.
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Update all users

Name for edit set

Exp date-3/21/2020|

Home Library - Profile Group - MNetwork Access Level -

Barred flag Unchanged

Active flag Unchanged

Juvenile flag Unchanged

Privilege Expiration Date 03/21/2020

Apply Changes

Batch Modify Statistical Categories

To batch modify statistical categoriesfor all usersin abucket:
1. Goto Circulation#User Buckets and select the Bucket View tab.
2. Click Buckets and select the bucket you want to modify from the list of existing buckets.

a. After selecting a bucket, the Name, Description, number of items, and creation date of the bucket will appear
at the top of the screen.

3. Verify thelist of usersin the bucket and click Batch modify statistical categories. A dialog box called Update
statistical categories will appear where you can select the batch modifications to be made to the user accounts.
The existing patron statistical categorieswill be listed and staff can choose:

a. Toleave the stat cat value unchanged in the patron accounts.
b. To select anew stat cat value for the patron accounts.

c. Check the box next to Remove to delete the current stat cat value from the patron accounts.

4. Click Apply Changes. The stat cat modification(s) will be applied in batch.
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Update statistical categories

B Unchanged v Remove:

Student ves v Remove:

yes

Batch Delete Users

To batch delete users in a bucket: . Go to Circulation#User Buckets and select the Bucket View tab. . Click on
Buckets and select the bucket you want to maodify from the list of existing buckets. .. After selecting a bucket, the
Name, Description, number of items, and creation date of the bucket will appear at the top of the screen. . Verify
thelist of usersin the bucket and click Delete all users. A dialog box called Delete all users will appear. . Assign
aName for delete set. This name will allow staff to identify the batch deletion for future verification or rollbacks. .
Click Apply Changes. All usersin the bucket will be marked as deleted.

Batch deleting patrons from auser bucket does not use the Purge User functionality, but instead marks the users
as deleted.

Delete all users

Name for delete set

deletion 3/21/2017|

Apply Changes

View Batch Changes

1. The batch changes that have been made to User Buckets can be viewed by going to Circulation#User Buckets
and selecting the Bucket View tab.

2. Click Bucketsto select an existing bucket.
3. Click View batch changes. A dialog box will appear that lists the Name, date Completed, and date Rolled back

of any batch changes made to the bucket. There is aso an option to Delete a batch change. Thiswill remove this
batch change from the list of actions that can be rolled back. It will not delete or reverse the batch change.
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4. Click OK to close the dialog box.

View batch changes

Name Completed Rolled back
Exp date-3/21/2020 Mar 21, 2017 Delete
deletion 2/21/2017 Mar 21, 2017 Delete

Roll Back Batch Changes

1. Batch Changes and Batch Deletions can be rolled back or reversed by going to Circulation#User Buckets and
selecting the Bucket View tab.

2. Click Bucketsto select an existing bucket.

3. Click Rall back batch edit. A dialog box will appear that contains a drop down menu that lists all batch edits
that can be rolled back. Select the batch edit to roll back and click Roll Back Changes. The batch change will
be reversed and the roll back is recorded under View batch changes.

Batch statistical category changes cannot be rolled back.

Roll back batch edit

‘ --- Select edit to roll back --- v

--- Select edit to roll back ---
deletion 3/21/2017

Roll Back Changes

View batch changes

Name Completed Rolled back
Exp date-3/21/2020 Mar 21, 2017 Delete
deletion 3/21/2017 Mar 21, 2017 Mar 21, 2017 Deele

OK
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Sharing Buckets

If a User Bucket has been made Staff Shareable, it can be retrieved via bucket 1D by another staff account. The
ID for each bucket can be found at the end of the URL for the bucket. For example, in the screenshot below, the
bucket ID is 32.

&« c 0 8 Secure || https://dev-test2.esilibrary.com/eg/staff/circ/patron/bucket/view/32 i €

iE Apps ESI Bocking Evergreen Kaha FulfiLlLment EG 2.6 OPAC m Trello Login - & Webby » Other book

A Search - Circulation ~ Cataloging ~ Acquisitions = Booking ~ Administration - admin @ BR1-EOLI-Training-A

Pending Users (D) Bucket View (G)

Bucket: Group Update 6 items / Created Mar 21, 2017 / group update 3/2017

Buckets~ Delete all users Batch edit all users View batch changes M« | »  Actions ~
Roll back batch edit Batch modify statistical categories Rows 25~  Pagel~
# Barcode First Name Middle Name Last Name Home Library
1 99999378730 Robert Coy Wade Example Branch 3

A shared bucket can be retrieved by going to Circulation#User Buckets and selecting the Bucket View tab. Next,
click Buckets and select Shared Bucket. A dialog box called Load Shared Bucket by Bucket ID will appear. Enter
the ID of the bucket you wish toretrieve and click L oad Bucket. The shared bucket will load in the Bucket View tab.

Permissions

All permissions must be granted at the organizational unit that the workstation is registered to or higher and are
checked against the users Home Library at when a batch modification or deletion is executed.

Permissions for Batch Edits:

e To batch edit a user bucket, staff accounts must have the VIEW USER, UPDATE USER, and
CONTAINER_BATCH_UPDATE permissions for all usersin the bucket.

» Tomakeabatch changesto Profile Group, staff accounts must have the appropriate group application permissions
for the profile groups.

» To make batch changes to the Home Library, staff accounts must have the UPDATE_USER permission at both
the old and new Home Library.

* To make batch changes to the Barred Flag, staff accounts must have the appropriate BAR_PATRON or
UNBAR_PATRON permission.

Permissions for Batch Deletion:

» To batch delete users in a user bucket, staff accounts must have the UPDATE_USER and DELETE USER
permissions for al usersin the bucket.
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Chapter 26. Check Out

Regular Items

1) To check out an item click Check Out Items from the Circulation and Patrons toolbar, or select Circulation
Check Out.

Circulation~ Cataloging

2 Check Cut

2 Check In

2) Scan or enter patron’s barcode and click Submit if entering barcode manually. If scanning, number is submitted
automatically.

Patron Barcode 373565 Submit

3) Scan or enter item barcode manually, clicking Submit if manual.

Check Out ltems Out (1) Holds (0 / Q) Bills ($0.00)

Barcode ~ | 13465789 | Submit

4) Due date is now displayed.

# O Alert Msg Balance Owed Barcode Bill # Call Number Due Date Family Name
1 O 156212485858 1860 W3OVQGJ-QFSE  12/22/14 11:50 PM Smith

n

5) When all items are scanned, click the Done button to generate slip receipt or to exit patron record if not printing
dip receipts.

Pre-cataloged ltems

1) Go to patron’s Check Out screen by clicking Circulation _ Check Out Items.
2) Scan the item barcode.

3) At prompt, enter the required information click Precat Checkout.
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Barcode "33442234343222" was mis-scanned or is a non-cataloged
item.

Title

Ghosts of Massachusetts

Author

Standish, Myles

ISEN

123456769123

Circulation Modifier

Book E‘

Precat Checkout

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

This screen does not respond to the enter key or carriage return provided by a barcode scanner when the cursor
isin the ISBN field. This behavior prevents pre-cataloged items from being checked out before you are done
entering all the desired information.

This requires the CREATE_PRECAT permission. All form elements in the dialog other than the Cancel button
will be disabled if the current user lacks the CREATE_PRECAT permission.

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 |oan period.

Before you scan the item, select the Specific Due Date checkbox. Enter the date in yyyy-mm-dd format. This date
appliesto al items until you change the date, de-select the Specific Due Date checkbox, or quit the patron record.

Barcode - Submit Specific Due Date 2015-01-
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Email Checkout Receipts

This feature allows patrons to receive checkout receipts through email at the circulation desk and in the Evergreen
self-checkout interface. Patrons need to opt in to receive email receipts by default and must have an email address
associated with their account. Opt in can be staff mediated at the time of account creation or in existing accounts.
Patrons can also opt in directly in their OPAC account or through patron self-registration. This feature does not
affect the behavior of checkouts from SIP2 devices.

Staff Client Check Out

When a patron has opted to receive email checkout receipts by default, an envelope icon representing email will
appear next to the receipt options in the Check Out screen. A printer icon representing a physical receipt appears
if the patron has not opted in to the default email receipts.

Check Out tems Out (2) Holds (0 /0) Bills (S0.00) Messages Edit Othe
Smith, Sarah ~
Profile Patrons
Home Library BR1 Barcode - Submit Specific =~ 8/9/16
Net Access Filtered Due
_— e Date
Date of Birth 1/13/90
Last Activity 8/9/M16
Last Updated 8/9/M16
Create Date 8/4/16 M
Expire Date 8/4/19
) - # Alert Msg Bill # Due Date Barcode Location Family Name Title
Fines Owed 50.00 _ P R ] ; . -
1 512 8/16/16 11... FIC40000... Science Fi... Smith Blueber
Items Cut 2
Overdue 0 _
Strict Bar
Long Overdue 0

Staff can click Quick Receipt and the default checkout receipt option will be triggered—an email will be sent
or the receipt will print out. The Quick Receipt option allows staff to stay in the patron account after completing
the transaction. Alternatively, staff can click Done to trigger the default checkout receipt and close out the patron
account. By clicking on the arrow next to the Quick Receipt or Done buttons, staff can select which receipt option
to use, regardless of the selected default. The email receipt option will be disabled if the patron account does not
have an email address.

Self Checkout

In the Self Checkout interface, patronswill have the option to select a print or email checkout receipt, or no receipt.
The radio button for the patron’s default receipt option will be selected automatically in the interface. Patrons can
select adifferent receipt option if desired. The email receipt radio button will be disabled if thereisno email address
associated with the patron’s account.
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elcome, Sarah

N
EVE Ré(!m REEN

Please enter an item barcode

Receipt:  '® Email Print

Barcode Title Author Due Date R Items Checked Qut

Total items this session: 0.
Total items on account: 4.

View Items Out

Opt In
Staff Mediated Opt In At Registration

Patrons can be opted in to receive email checkout receipts by default by library staff upon the creation of their library
account. Within the patron registration form, there is a new option below the Email Address field to select Email
checkout receipts by default?. Select thisoption if the patron wants email checkout receiptsto be their default. Save
any changes.
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Register Patron

=
Show: Required Fields Suggested Fields All Fields
Primary Identification Type Drivers License -
Primary Identification 645413521
Secondary |dentification
Email Address ssmith@example.com
Email checkout receipts by default? #]
Daytime Phone 555-555-5555
Evening Phone
Other Phone
Home Library BRI -
Main (Profile) Permission Group Patrons - Secondary Groups
Privilege Expiration Date 8/9/19 ] Update Expire Date
Internet Access Level Filtered -

P,

Staff Mediated Opt In After Registration
Staff can also select email checkout receipts asthe default option in apatron account after initial registration. Within

the patron account go to Edit and select Email checkout receipts by default?. Make sure the patron also has an email
address associated with their account. Save any changes.

Check Out  Items Out(1)  Holds (0/0)  Bills ($0.00)  Messages [ Ot

Smith, Sarah » . —
Show: Required Fields Suggesi 1/13/90 m
Hold _ oro o -
olds . . S
Primary Identification Type Other v
Card 99999303411
A— e — Primary Identification
Day Phone Secondary Identification
Evening Phone .
Ofher Phone Email Address ssmith@example.com Invalidate
1D1 Other Email checkout receipts by [+#]
D2 default?
Email ssmith@example.com Daytime Phone
Evening Phone
MAILING (print)
Other Phone
845 Relative Dress Mall )
Okeechobee, FL 34972 Home Library SL1 ~
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Patron Opt In — Self-Registration Form

If your library offers patrons the ability to request alibrary card through the patron self-registration form, they can
select email checkout receipts by default in the initial self-registration form:

EVER&(GREEN'

Link1 Link2 Link3 Link4 Link3

Request a Library Card

Home Library Example Consortium v
First Name *
Middle Name

Last Name *
Street Address *
Street Address (2)

City *
Zip Code *

Reguested Username

Email checkout receipts by default?

Request Library Card Bottom Link 3  Bottom Link 4  Bottom Link 5

Patron Opt In - OPAC Account

Patrons can also opt in to receive email checkout receipts by default directly intheir OPAC account. After loggingin,
patrons can go to Account Preferences#Natification Prefer ences and enable Email checkout receipts by default?
and click Save.
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Search the Catalog Advanced Search Browse the Catalog

search: | [ Type: Keyword v Format: All Formats v Library:  Example Branch1 ¥

All Libraries

Account Summary Messages Items Checked Out Holds Account Preferences My Lists

Account Information and Preferences

Notify by Email by default when a hold is ready for pickup? O

Notify by Phone by default when a hold is ready for pickup? O

Default Phone Number

Email checkout receipts by default? 4

Save

Email Checkout Receipt Configuration

Email checkout receipts will be sent out through a Notifications/Action Trigger called Email Checkout
Receipt. The email template and action trigger can be customized by going to Administration#L ocal
Administration#Notifications/Action Trigger #Email Checkout Receipt.
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Chapter 27. Check In

Regular check in

1) To check in an item click Check In Items from the Circulation and Patrons toolbar, or select Circulation _
Check In.

Circulation~ Cataloging

2 Check Out

A Check In

2) Scan item barcode or enter manually and click Submit.

Barcode 31234-33205 Submit

3) If there is an overdue fine associated with the checkin, an alert will appear at the top of the screen with afine
tally for the current checkin session. To immediately handle fine payment, click the aert to jump to the patron’s
bill record.

Barcode Submit

Fine Tally:  $5.00 Transaction for 498918229943 billed: . 55.00

Items Checked In

¥ | O Alert Msg Balance Owed Barcode Bill # Checkin Date Family Name
1 O $5.00 4968916220043 1281 12/8M14 12:00 AM  Smith

4) If the checkin is an item that can fill ahold, a pop-up box will appear with patron contact information or routing
information for the hold.

5) Print out the hold or transit slip and place the item on the hold shelf or route it to the proper library.

6) If theitem is not in a state acceptable for hold/transit (for instance, it is damaged), select the line of theitem, and
choose Actions _, Cancel Transit. Theitem will then have a status of Canceled Transit rather than In Transit.
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[ 4« W] | Actions~ ||Rows 25~

1 Loc Add Items to Bucket Circulation M
Stacki Retrieve Last Patron Who Circulgi€d Item .. Books

Backdate Post-Checkin

show Print D Mark ltems Damaged Checkin I

Mark Missing Piece,

Cancel Transits

Add Copy Alerts

Backdated check in

Thisis useful for clearing a book drop.

1) To change effective check-in date, select Circulation _ Check In Items. In Effective Date field enter the date
in yyyy-mm-dd format.

Barcode Submit Effective Date

2) The new effective date is now displayed in the red bar above the Barcode field.

Backdated Check In 11/30/14

Barcode Submit Effective Date

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

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 _, Backdate Post-Checkin.
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Barcode Submit 31234-32083 was already checked in. Effective Dz

Items Checked In M{ 4« W | Actions~
# [ AlertMsg Balance Owed Barcode Bill # Checkin Date | Family Name Refrieve Last Patron Who Circulated liem
1 O 31234-32083 Backdate Posi-Checkin

Mark ltems Damaged
Print Rece  Aport Transits

w

2) In Effective Date field enter the date in yyyy-mm-dd format. The check-in date will be adjusted according to
the new effective check-in date.

Backdate Already Checked-In Circulations

Number of circulations selected: 1

Effective Date: 2014-10-31|

o Checkin Modifiers
At theright 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 Cataloguing with
Cataloguing status.

» SuppressHoldsand Transit: Item will not be used to fill holds or sent in transit. Item has Reshelving status.

» Amnesty Mode/For give Fines: Overdue fines will be voided if already created or not be inserted if not yet
created (e.g. hourly loans).

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

* Clear Holds Shelf: Checking in hold-shelf-expired items will clear the items from the hold shelf (holds to
be cancelled).

* Retarget Local Holds: When checking in in process items that are owned by the library, attempt to find a
local hold to retarget. Thisisintended to help with proper targeting of newly-catalogued items.

» Retarget All Statuses: Similar to Retarget Local Holds, this modifier will attempt to find a local hold to
retarget, regardless of the status of the item being checked in. This modifier must be used in conjunction with
the Retarget Local Holds modifier.
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e Capture Local Holds as Transits: With this checkin modifier, any local holds will be given an in transit
status instead of on holds shelf. The intent is to stop the system from sending holds notifications before the
item isready to be placed on the holds shelf and item will have a status of in-transit until checked in again. If
you wish to simply delay notification and allow time for staff to processitem to holds shelf, you may wish to
use the Hold Shelf Status Delay setting in Library Settings Editor instead. See Local Administration section
for more information.

e Manual Floating Active: Floating Groups must be configured for this modifier to function. The manual flag
in Floating Groups dictates whether or not the "Manual Floating Active" checkin modifier needsto be active
for acopy to float. This alowsfor greater control over when items float.

» Updatelnventory: When this checkin modifier is selected, scanned barcodes will have the current date/time
added as the inventory date while the item is checked in.

These options may be selected simultaneously. The selected option is displayed in the header area.
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Circulation= Cataloging = Acquisitions = Booking = Administration =

Barcode Barcode Submit

Items Checked In

# Balance Owet Barcode Bill # Checkin Date Family Name Finish

Mo ltems To Display

Prin
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Chapter 28. Renewal and Editing the
ltem’s Due Date

Checked-out items can berenewed if your library’ spolicy allowsit. The new due dateis cal culated from the renewal
date. Existing loans can aso be extended to a specific date by editing the due date or renewing with a specific due
date.

Renewing via a Patron’s Account

1) Retrieve the patron record and go to the Items Out screen.

- A ~herk (it Hnlde i 0 Hille (&4 [T [p— Edit Batrnn Search
Smith. Alexandra ” Check Out tems Cut (1) | Holds (070 Bills (54.20 £524088 Edit Other = atron Searcl
ltems Checked Out (1) Other/Special Circulations (0

b “  » Actions ~ | Rows 25~ Page 1 =
# D Circ 1D Barcode Due Date Workstation Checkin WorkstaiCheckout | RenewRenewals Remain Fines Stopped Title

1 [0 1880 156212485858 1215 11:55 PM APEX-test APEX 2

2) Select the item you want to renew. Click on Actions _ Renew. If you want to renew all items in the account,
click Renew All instead.

ltems Checked Out (1) Other/Special Circulations (0

M4 M W | Actions~ | Rows25~ @ Pagel-

# O Circ ID Barcode Due Date Workstation Checkin WorkstaiChecke TNt Hem Receipt s Stopped Title

1 1882 156212485858  1/5M511:58PM  APEX-test Apex | EditDue Date lost city

Mark Lost (By Patron)

Mark Claims Returned

Wark Claims Mever Checked Qut
Renew

Renew Al

Renew With Specific Due Date
Check In

Add Billing

3) If you want to specify the due date, click Renew with Specific Due Date. Y ou will be prompted to select a due
date. Once done, click Apply.

Renewing by Item Barcode

1) To renew items by barcode, select Circulation _ Renew Items.

2) Scan or manually entire the item barcode.
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Renew Items

w

Barcode 156212¢EEEE€~| Submit D Specific Due Date | 2014-12-1
3) If you want to specify the due date, click Specific Due Date and enter a new due date in yyyy-mm-dd format.

Renew ltems

Specific Due Date | 2015-01-30]

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 _ Edit Due Date.

ltems Checked Out (2) Other/Special Circulations (0
M4 4 MW | Actions~ | Rows25~ @ Pagel~
# O Circ ID Barcode Due Date Workstation  Checkin WorkstatiCheckouti Nt figm Receipt sStopped Title
1 1881 156212485858 1/2/15 11:59 PM APEX-test APEX Edit Due Date lost city
2 [ 1882 66728198 12115 11:59 PM APEXtest APEX Mark Lost (By Patron) trunk music
Mark Claims Returned
Mark Claims Never Checked Out
Renew
Renew Al
Renew With Specific Due Date
Check In
Add Billing
3) Enter anew due date in yyyy-mm-dd format in the pop-up window, then click OK.
Editing a due date is not included in the renewal count.
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Chapter 29. Marking Items Lost and
Claimed Returned

Lost Items

1) To mark items Lost, retrieve patron record and click Items Out.

2) Select theitem. Click on Actions _ Mark Lost (by Patron).

v

ecial Circulations {

ltems Checked Out (2) Other!

M | # | » | Actons~ | Rows 25~ Pagel~

Print kem Receipt

# D Circ 1D Due Date Workstation Checkin WorkstatiCheckout Stopped Title
1 [0 1880 156212485858 1/2/15 11:59 PM APEX-test APEX Edit Due Date st city
2 1881 BET231983628  1/2M511:59PM  APEXest APEX Mark Lost (By Patron) trunk music

Wark Claims Returned

Mark Claims Never Checked Out
Renew

Renew Al

Renew With Specific Due Date
Check In

Add Billing

3) Thelost item now displays aslost in the Items Checked Out section of the patron record.

ltems Checked Out (1) OtheriSpecial Circulations (1

M 4 W  Actions~ | Rows25- | Pagel~
# D Circ 1D Barcode Due Date Workstation Checkin WorkstatiCheckout | RenewRenewals Remaini Fines Stopped Title
1 [ 18 857281933628 1215 11:55 PM APEX-test APEX 2 LOST trunk music

4) Thelost item also adds to the count of L ost items in the patron summary on the left (or top) of the screen.
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Smith, Alexandra ”

Patron exceeds fine 1218014
threshold

Profile Patron

Home Library APEX

Net Access Fitered

Last Activity

Last Updated 121514

Create Date 10419410

Expire Date TI28M6

Fines Owed 535.00

tems Qut 0
Overdue
Long Overdue

- = =

Claimed
Returned

Lost 1
Holds 0io

Lost Item Billing

» Marking anitem 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 manua charges
added to the existing hills.

» Thereplacement 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.

Refunds for Lost Items

If an item isreturned after alost bill has been paid and the library’s policy is to void the replacement fee for lost-
then-returned items, there will be a negative balance in the bill. A refund needs to be made to close the bill and the
circulation record. Once the outstanding amount has been refunded, the bill and circulation record will be closed
and the item will disappear from the Items Out screen.

If you need to balance abill with a negative amount, you need to add two dummy billsto the existing bills. The first
one can be of any amount (e.g. $0.01), while the second should be of the absolute value of the negative amount.
Then you need to void the first dummy bill. The reason for using a dummy bill is that Evergreen will check and
close the circulation record only when payment is applied or bills are voided.

Claimed Returned Items

1) To mark an item Claimed Returned, retrieve the patron record and go to the Items Out screen.

2) Select theitem, then select Actions _, Mark Claimed Returned from the dropdown menu.
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ltems Checked Out (2) Other/Special Circulations (0

4 4 W | Actions~ | Rows25~ | Pagel~

a2 O Circ ID Barcode Due Date VWorkstation Checkin WorkstatiCheckout TNt &M Receipt Stopped Title
i 1890 156212485858 12115 11:59 P APEX-test AFEX Edit Due Date lost city
2 [ 1891 BET231988828  U2M511:59PM  APEXAest APEX Mark Lost (By Patron) trunk music

Mark Claims Returned

Mark Claims Mever Checked Qut
Renew

Renew Al

Renew With Specific Due Date
Check In

Add Biling

3) Enter date in yyyy-mm-dd format and click Submit.

Mark Item(s) Claims Returned

Enter claims returned date for items: 601620844833

2014-12-31

4) The Claimed Returned item now displays in the Other/Special Circulations section of the patron record.

ltems Checked Out (1 Other/Special Circulations (1)

M 4 W  Actons~ Rows25~ @ Pagei~
# D Circ ID Barcode Due Date Workstation Checkin WorkstatiCheckout / RenewRenewals Remaini Fines Stopped Title
1 [0 1890 156212485858 14215 11:59 PM APEX-test APEX 2 CLAIMSRETURMED lost city

5) The Claimed Returned item adds to the count of items that are Claimed Returned in the patron summary on the
left (or top) of the screen. It also adds to the total Other/Special Circulations that is displayed when editing the
patron’ s record.
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Smith, Alexandra

Patron exceeds fine

threshold
Profile

Home Library
Net Access
Last Activity
Last Updated
Create Date
Expire Date
Fines Owed
tems Qut
Overdue
Long Overdue

Claimed
Returned

Lost
Holds

Patron
APEX
Fitered

1218014
10415010
729116
535.00

0

0
0
1

1
0/o

’!

121814

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.

e 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.
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Chapter 30. In-house Use (F6)

1) To record in-house use, select Circulation Record-In House Usg, click Check Out _ Record In-House

Use on the circulation toolbar , or press F6.

—

Circulation - Cataloging ~

2 Check Out
A Check In
A Capture Holds

i= Pull List for Hold Requests

2 Renew ltems

2 Register Patron

~ Retrieve Last Patron

~ Retrieve Recent Patrons
1> Pending Patrons

User Buckets

«" Verify Credentials
# Record In-House Use

= Holds Shelf
lll Replace Barcode

¥ ltem Status

i 3can ltem as Missing Pieces
=1 Reprint Last Receipt

A Offline Circulation

2) Torecord in-house usefor cataloged items, enter number of uses, scan barcode or type barcode and click Submit.

#oflUses: 1 = Barcode ~ EES1ESGGSGEE| Submit
In-House Use M | # | ®» | Rows25~ | Pagel~ | ~
# D # of Uses Barcode Call Humber Location Title

No tems To Display

There are two independent library settings that will allow copy alerts to display when scanned in In-house
Use: Display copy alert for in-house-use set to true will cause an aert message to appear, if it has one, when
recording in-house-use for the copy. Display copy location check in alert for in-house-use set to true will
cause an aert message indicating that the item needs to be routed to its location if the location has check in
alert set to true.

3) To record in-house use for non-cataloged items, enter number of uses, choose non-cataloged type from drop-
down menu, and click Submit.
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# of Uses: 1 Bam&@j Submit

Barcode
In-House Use
Board Book
# # of Uses| rcode Ci
Magazine
Mo Items To Display Map
Mewspaper

Paperback Book
Paperbook Romance

Professional Collection

The statistics of in-house use are separated from circulation statistics. Thein-house use count of catal oged items
isnot included in the items' total use count.
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Chapter 31. Item Status

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.

Checking item status

1) To check the status of an item, select Search _ Search for copies by Barcode.

Search - Circulation- Cata

A search for Patrons
I search for Items by Barcode

Q search the Catalog

2) Scan the barcode or typeit and click Submit. The current status of theitem is displayed with selected other fields.
Y ou can use the column picker to select more fieldsto view.

Scan ltem
568155002026 Submit | OR No file selected. Detail View
Item Status M | #M | » | Rows25~ | Pagel~ |~
# |:| Barcode Call Number Location Title

Mo tems To Display

3) Click the Detail View button and the item summary and circulation history will be displayed.
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Quick Summary

Barcode
Price
Acquisition Cost

ISEM

Date Created

Date Active

Status Changed

Item 1D

Circulate

Floating

Inventory Date

Item Aleris

Recent Circ History

4) Click List View to go back.

Scan ltem

Item Status

¢ O

1 598158008026

Circ History List

FIC900001651 Circ Library

21.99 Owning Library
Shelving Location

{"0756407117 Loan Duration

(hc.)","9780756407117

(hc.)"}

5/3/2019 8:57 AM Fine Leve|

5/3/2019 8:57 AM Reference

5/3/2019 8:57 AM OPRAC Visible

A256 Holdable

frue Renewal
Workstation
Circ Modifier
Inventory
Workstation

Add Manage
Submit =~ OR Mo file selected.

Barcode
E2W2VWA2-DGBO

Call Humber

Holds [ Transit

BM1

BM1

Stacks

Short

Low

false

true

true

Stacks

Cataloging Info

Call # Prefix
Call #
Call # Suffix

Renewal Type

Total Circs

Total Circs - Current
Year

Total Circs - Prev
Year

In-House Uses

Remaining
Renewals

Age-based Hold
Protection

bt “«  » Rows 25+

Location Title
choke

Triggere

FIC 2.

0

. Detail V

Page 1 =

If theitem’s status is "Available", the displayed due date refers to the previous circulation’ s due date.
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recommended that the list contains no more than 100 items.

Upload From File allows you to load multiple items saved in afile 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

Viewing past circulations

1) To view past circulations, retrieve the item on the | tem Status screen as described above.

2) Select Detail view.

Scan ltem
Submit | OR No file selected. Detail View
Item Status M o » Rows 25~  Pagei«
# D Barcode Call Humber Location Title
1 31234-33113 Accession #701441 Stacks shostakovich, d
3) Choose Recent Circ History. The item’s recent circulation history is displayed.
Scan ltem
Submit | OR No file selected. List Wiew
Record Summary
Title: shostakevich, d Edition: TCH: 701441 Created By: admin
Author: Pub Date: 2009 Databse ID: 701441 Last Edited By: admin
Bib Call #: Record Owner: Last Edited On:
Cluick Summary Recent Circ History Circ History List Holds / Transit Cataloging Info Triggered Events
Me Previous Circ Group Most Recent Circ Group
Patron Smith, Angel Heather : 322684
Total Circs.

Checkout Date

Checkout Workstation

Last Renewed On

Renewal Workstation

Stop Fines Reason

Stop Fines Time:

Checkin Time

Checkin Scan Time

Checkin Workstation

12023014 11:05 AM

CHECKIN

12023014 12:00 AN

12023014 12:00 AN

12023014 11:06 AM

4) To retrieve the patron(s) of the last circulations, click on the name of the patron. The patron record will be

displayed.
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The number of items that displays in the circulation history can be set in Local Administration _ Library
Settings Editor.

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

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 theitem. Click on Actionsfor Selected Items _ Mark Item Damaged or Mark Item Missing.

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
I tems on the dropdown menu.

ltem alerts

TheEdit Item Attributesfunction onthe Actionsfor Selected Itemsdropdown list allowsyou 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 I tem Status screen.

2) Once item is displayed, highlight it and select Actionsfor Selected Items _ Edit Item Attributes.
3) Theitem record is displayed in the Copy Editor.

4) Click Alert Message in the Miscellaneous column. The background color of the box changes. Type in the
message then click Apply.

5) Click M odify Copies, then confirm the action.
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Chapter 32. Long Overdue Items

Items Marked Long Overdue

Once an item has been overdue for a configurable amount of time, Evergreen will 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, severa actions will take place:

1. Theitem will go into the status of “Long Overdue’
2. The accrual of overdue fines will be stopped

Optionally the patron can be billed for the item price, along 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. And long-
overdue items can be included on the "Items Checked Out" or "Other/Special Circulations' tabs of the "ltems Out"
view of apatron’s record. These are al controlled by library settings.

checkout [RCUIOTTOM Hoids(0/3)  Bils (-5400) Messages  Edit  Other -~  Pat
Jones, Gregory >

Profile Patrons [tems Checked Out (0) Other/Special Circulations (1) MNon-Cataloged Circulations (0)
Home BR2
Library
M| « » | AC ows 25~ Page 1
Net Access Filtered
Date of # Title Barcode Due Date CheckouRenewal: Fines Sto
1

[l
Birth [ Leconcerto CONC4000037 5/21/2014 BR1 2 LONGOVE

I~ Artinaihe

Checkingin aLong Overdueitem

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|ong overdue. Once checked in, theitem will gointo 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 theitem is checked in at alibrary other than its home library, alibrary setting controls whether the item
can immediately fill ahold or circulate, or if it needs to be sent to its home library for processing.

Copy alerts

CHECKIN Copy was marked long overdue

OK/Continue
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Notification/Action Triggers

Evergreen has two sample Notification/Action Triggersthat are related to marking itemslong 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
dateinstead of the due_date to determine whether theitem 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 the "L ong-Overdue Max Return Interval" setting.

» 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 Overdueson Long-Overdue ltem Return
» Circulation: Void Long-Overdueitem Billing When Returned
» Circulation: Void Processing Fee on Long-Overdue |tem Return

» Finances: Leave transaction open when long over due balance equals zer o —L eave 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 FinesWhen Itemsare Marked Long-Overdue

» GUI: Items Out Long-Overdue display setting

o Learn more about these settings in the chapter about the Library Settings Editor.

Permissionsto usethis Feature
The following permissions are related to this feature:

« COPY_STATUS LONG_OVERDUE.override
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» Allowsthe user to check-in long-overdue items thus removing the long-overdue status on the item
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Chapter 33. Placing Holds

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

Chapter 33. Placing Holds 93



Chapter 34. Holds Levels

Evergreen has different levels of holds. Library staff can place holds at al levels, while patrons can only placetitle-
level holds, and parts-level holds. The chart below summarizes the levels of holds.

an item

under Holdable?

Hold level Abbreviation When to use How to use Who can use Hold tied to

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

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

holds notification record.
options.

Volume \% Patron or staff want | In the staff client, | Staff only Holdings attached
any title associated | click on Volume toasingle cal
with a particular Hold under number (volume)
call number Holdable?

Copy C Patron or staff want | In the staff client, | Staff only A specific copy
a specific copy of | click on Copy Hold (barcode)
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Chapter 35. Title Level Hold

o 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 thisHold checkbox, the hold will be suspended and not be captured until you activateit.

1. Toplaceatitlelevel hold, retrieve thetitle record on the catalog and click the Place Hold link beside thetitle on
the search results list, or click the Place Hold link on the title summary screen.

2. Know your Shakespeare.

Metcalf_John Calvin, 1865-1949. ¥ Place Hold U _Add to my list

o Book ([1949])
Call number: §22.33 B, MS6k
1 of 1 copy available at Abbey's Library.
3. Understanding Shakespeare.
Ludowyk, E. F C. (Evelyn Frederick Charles), 1906-1985.

' Place Hold U Add to my list

“* Book (1962.)

Call number: PR2894 L8&
1 of 1 copy available at Abbey's Library.

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

3. If thistitle 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.

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

5. Click Submit.
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Place Hold

' Place hold for patron by barcode:
@ Place this hold for me {(Administrator System Account)

Life in Shakespeare's England : a book of Elizabethan prose / compiled by John Dover Wilson.
Select a Part (optional). -AllParts- -
Advanced Hold Options

Pickup location:  Abbey's Library -
Notify when hold is ready for pickup?
Yes, by Email
Email Address:
[C] Yes, by Phone

Phone Number:

[C] Yes, by Text Messaging

Mobile carrier: Verizon Wireless (USA) ~ MNote: carrier charges may apply
Mobile number: Hint: use the full 10 digits of your phone #, no spaces. no dashes

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

Place Hold

Life in Shakespeare's England : a book of Elizabethan prose
Hold was successfully placed

Continue Place another hold for this title

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.
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Place Hold

@ Place hold for patron by barcode: 3fScisfdacf14446ea2f41 System Account, Administrator
) Place this hold for me (Administrator System Account)

Know your Shakespeare.
Basic Hold Options

Select your desired format(s). Select your desired language(s).
If none are selected, any available formats may be used. If none are selected, any available languages may be used.
Book . .
Pickup location:  Abbey's Library -

Notify when hold is ready for pickup?

Yes, by Email

Email Address:
Yes, by Phone
Phone Number:
[C] Yes, by Text Messaging

Mobile carrier: Verizon Wireless (USA) - MNote: carrier charges may apply
Mobile number: Hint: use the full 10 digits of your phone #, no spaces, no dashes
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Chapter 36. Patron Search from Place
Hold

Patron Search from Place Hold allows staff members, when placing a hold on behalf of a patron in the web staff
client, to search for patrons by names and other searchable patron information, rather than relying on barcode alone.

To use Patron Search From Place Holds:

1. After performing a search in the catalog, staff will retrieve a bibliographic record.

2. Click Place Hold either in the search results or within the detailed bibliographic record. The Place Hold Screen
will appear. Note: this feature also appears when placing volume level holds and copy level holds.

Recent searches + Search Results showing ltem 1 of 1
+

Critical entertainments : music old and new / Charles Rosen
Rosen. Charles. 1927- (Author).

> Book
Available copies Current holds
« 25 of 31 copies available at Example Consortium. 4 current holds with 31 total copies.
Location Call Number | Copy Notes  Barcode Shelving Location  Age Hold Protection Active/Create Date  Holdable
Example Branch 1 780 B9 CONC40000544 view | edit  Display Mone 05/26/2017 Mot hols

3. Next to Place Hold for patron by barcode, click on Patron Search. Please note that Patron Search will only
appear in thisinterface when using the web-based staff client. It will not appear in the patron-facing OPAC.
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Place Hold

® Place hold for patron by barcode: | | Patron Search

O Place this hold for me (Administrator System Account)

Critical entertainments : music old and new / Charles Rosen

Advanced Hold Options

Pickup location: | Example Consortium

Notify when hold is ready for pickup?
Yes, by Email
Email Address:

[] Yes, by Phone

Phone Number:|

TS ccc

4. A dialog box will appear with the patron search interface used el sewhere in the staff client. By default, the search
scopes to your workstation org unit, and you can search by patron last name, first name, and middle name.

Select Patron

Patron Search Results

M| 4 W  Rows25~ | Pagel1~ | -
# D Card Profile

Last Name First Name Middle Nam DoB Home LibrarCreated On Mailing:Stre

No ltems To Display

Clicking the arrow icon to the right of Clear Form can either expand or condense the searchable fields display
which includes other patron information.
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Select Patron

Profile Group - CONS ~ [ Include
Inactive?

Patron Search Results M{ | 4 MW | Rows25~ | Page1~ | ~

# 1D Card Profile Last Name First Name Middle Nam DeoB Home LibrarCreated On Mailing:5tre

No Items To Display

5. To search for a patron, fill out the relevant search fields, and click Search or hit ENTER on your keyboard.
Results will appear below in Patron Search Resultsin the lower half of the screen.
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Select Patron

sm First Name Middle Name 4]
Barcode Alias Username Identification
Database D FPhone Stree Street 2 City
State Post Code Profile Group - CONS ~ [ Include
Inactive?

Patron Search Results M| « | » Rows25~ Pagel~ |~
# ID Card Profile Last Name First Name Middle Nam DoB Home LibrarCreated On Mailing: Stre
1 165 900993589, . Smith Cathy Cheryl BR1 5/26/M17 784 Striki. ..
2 203 090999394 Smith Kevin Timothy BM1 5/26M7 5119 Lot | .
3 70 90099304, . Smith Martha Raquel BR4 5/26/17 7185 Arbi...
4 174 99999362 Smith Robert BR2 5f26M7 231 Caus...
5 87 90099303. . Smith Sarah 1/M13/90 SL1 5/26/17 845 Relati...

6. Click the row of the desired patron account, and click Select.
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Select Patron

sm

:

ate Profile Group - CONS ~ ] Include
Inactive?

Patron Search Results M @ W  Rows25~ | Pagei~- @~
# 1D Card Profile Last Name First Name Middle Nam DeB Home LibrarCreated On Mailing:5tre
1 165 999099380, Smith Cathy Cheryl BR1 5/26/17 784 Striki. ..
2 203 99999394 Smith Kevin Timothy Bi1 5/26/17 5118 Lot l...
3 170 69099304 . Smith Martha Raquel BR4 5/26/117 7185 Arbi. ..
4 174 99999362, . Smith Robert BR2 5/26/17 231 Caus. ..
g T 99999303. . Smith Sarah 1/13/90 S 526/17 845 Relati. ..

l Select I

7. Thediaog box will close and the selected patron’ s barcode will appear next to Place Hold for patron by barcode.
This will cause the patron’s hold notification preferences to appear in the relevant fields in the bottom half of
the screen. Changes to the Hold Notification preferences can be made before clicking Submit to finish placing

a hold for the patron.
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Place Hold

® Place hold for patron by barcode: 99999303411

|Smith, SEIELNI Patron Search

O Place this hold for me (Adminisirator System Account)

Critical entertainments : music old and new / Charles Rosen

Advanced Hold Options

Pickup location:|  Example Sub-library 1 ~

Notify when hold is ready for pickup?
Yes, by Email
Email Address:

Yes, by Phone

Phone Number:| 555-555-5555
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Chapter 37. TPAC Metarecord Search and
Metarecord Level Holds

Metarecords are compilations of individual bibliographic records that represent the same work. This compilation
allows for severa records to be represented on a single line on the TPAC search results page, which can help to
reduce result duplications.

Advanced Sear ch Page

Selecting the Group Formats and Editions checkbox on the Advanced Search page allows the user to perform
ametarecord search.

EVER%(GREEN'

Link1 Link2 Link3 Link4 Link3

Search the Catalog Basic Search Browse the Catalog

Advanced Search Numeric Search Expert Search

Search Input

(Keyword  v| [Contains  v] | L
[And v | [Title v| [Contains | |Harry Potter and thi &, | %
.:And v ;:Authur v _:Contains ' 5| %

Add Search Row

Search Filters

Item Type Item Form Language Audience
|Cartographic material |Braille |Abkhaz Adolescent
|Computer file |Direct electronic Achinese Adult
| Kit |Electronic |Acali General
Language material | |Large print | |Adangme | [Juvenile
Vi_den Format ) Bib L_ey_el ) Lite_ra_r_y_ F_qu'l‘l _s_hel\.-fing !.ncatinn
(8 mm. Collection Comic strips Quick Read
Beta | |Integrating resource |Dramas Stacks
|Betacam \Monograph/ltem |Essays
|Betacam SP ‘Monographic component pi |Fiction (nat further specifie
Search Library _ Publication Year ~ Sort Results

Examgle Branch 1 v||ls v | | Sort by Relevance v

v iti
Gt e At # Group Formats and Editions

Administrators can also configure the catalog to default to a Group Formats and Editions search by enabling
the relevant config.tt2 setting on the server. Setting this option will pre-select the checkbox on the Advanced
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Search and Search Result Pages. Users can remove the checkmark, but new searches will revert to the default
search behavior.

Sear ch Results Page

Within the Search Results page, users can aso refine their searches and filter on metarecord search results by
selecting the Group Formats and Editions checkbox.

EVER%(GREEN‘

Link1 Link2 Link3 Link4 Link5

Search the Catalog Advanced Search Browse the Catalog

Search: title:Harry Potter and the Gt Type: Keyword ¥ Format: All Formats v Library: Example Branch 1 v @
[ Refine My Qriginal Search ]

Another Search Advanced Search " Sort by Relevance v I Show More Details

Search Results Resulis 1-1ofabout1 (page 1 0f 1)

Personal Author L

Rowling. J. K o Book @’ cp Audiobook ¥ Musical Sound Recording

: (Unknown Format) (2002.)
Topic Subject More Call number: AUD ROW

13 of 13 copies available at Example Consortium.

g:lt:':v PJ.oFEter and the goblet of fire (3) Coiscier O saiciie

Granger. Hermione (1) 6 of 6 copies available at Example System 1.
{Fictitious character) 4 of 4 copies available at Example Branch 1.

The metarecord search results will display both the representative metarecord bibliographic data and the combined
metarecord holdings data (if the holdings datais OPAC visible).

The number of records represented by the metarecord are displayed in parenthesis next to the title.

The formats contained within the metarecord are displayed under the title.
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EVER%(GREEN'

Link1 Link2 Link3 Link4 Link5

Search the Catalog Advanced Search Browse the Catalog

Search: ftitle:Harry Potter and the G | Type: Keyword v Format: All Formats v Library: Example Consortium ¥ m

‘Refine My Original Search |

Another Search @l Advanced Search Sort by Relevance v I Show More Details

Search Results Results 1-1 of about1 (page 1 01 1)

1. Harry Potter and the goblet of fire§(s *
Personal Author ) ¥ Place Hold U _add to my lis
Rowling, J K
Rowling. J. K. (1 Book & cD Audiobook Large Print Book 2 Musical
Topic Subject More Sound Recording (Unknown Format) =L Blu-ray (2002.)
Call number: AUD ROW
B e i ) 15 of 15 copies available at Example Consortium.

(Fictitious character)

For the metarecord search result, the Place Hold link defaults to a metarecord level hold.

EVER&GREEN"

Link1 Link2 Link3 Link4 Link3

Search the Catalog Advanced Search Browse the Catalog

Search: |tit|e:Harry Potter and the G¢ |T\,fpe: Keyword ¥ Format: All Formats v Library: Example Consortium ¥ @
Refine My Original Search ]

Another Search Advanced Search Sort by Relevance r I Show More Details

Search Results Results1-1ofabout1 (page 10f1)

1.
Personal Author

Harry Potter and the goblet of fire (5)
Rowling, J K

"
v Place Hold |0 Add to my lis

Rowling. J. K. (1)  Book 8 cD Audiobook W Large Print Book /' Musical
’ =
Topic Subject More Sound Recording (Unknown Format) =0 Blu-ray (2002.)
Call number: AUD ROW
Granger. Hermione (1) 15 of 15 copies available at Example Consortium.

(Fictitious character)
To place ametarecord level hold:
1. Click the Place Hold link.
2. Userswho are not logged into their accounts will be directed to the Log in to Your Account screen, where they

will enter their username and password. Users who are already logged into their accounts will be directed to the
Place Hold screen.
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3. Within the Place Hold screen, users can select the multiple formats and/or languages that are available.

4. Continue to enter any additional hold information (such as Pickup Location), if needed.

5. Click Submit.
Place Hold
Harry Potter and the goblet of fire / by J.K. Rowling ; illustrations by Mary GrandPré.
Select your desired format(s). Select your desired language(s).
If none are selected, any available formats may be used. If none are selected. any available languages may be used.
Blu-ray English
Book

CD Audiobook
Large Print Book

Selecting multiple formats will not place all of these formats on hold for the user. For example, a user cannot select
CD Audiobook and Book and expect to place both the CD and book on hold at the same time. Instead, the user is
implying that either the CD format or the book format isthe acceptableformat tofill the hold. If no format isselected,
then any of the available formats may be used to fill the hold. The same holds true for selecting multiple languages.

Advanced Hold Options
When users place ahold on an individual bibliographic record they will see an Advanced Hold Optionslink within

the Place Hold screen. Clicking the Advanced Hold Optionslink will take the usersinto the metarecord level hold
feature, enabling them to select multiple formats and/or languages.

Place Hold

goblet of fire [video recording)/ J.K. Rowling.
Advanced Hold Options
Pickup location: Example Branch 3 v

Notify when hold is ready for pickup?

Yes, by Email

Mo configured Email address. See "My Account” for setting your Email address.
¥ Yes, by Phone

Phone Number:

M etar ecord Constituent Records Page

The TPAC now includes a Metarecord Constituent Records page, which displays a listing of the individual
bibliographic records grouped within the metarecord. Access the Metarecord Constituent Records page by clicking
on the metarecord title on the Search Results page.
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EVER%(GREEN"

Link1 Link2 Link3 Link4 Link5

Search the Catalog Advanced Search Browse the Catalog

Search: title:Harry Potter and the G« Type: Keyword v Format: All Formats v Library: Example Consortium ¥ m
Refine My Original Search ]

Another Search Advanced Search \ Sort by Relevance ¥ I Show More Details

Search Results Results 1-1ofabout1 (page 1 of1)

Personal Author A

Rowling. J_ K. (1) o Book & cD Audiobook o Large Print Book 4~ Musical

=
i a =
Topic Subject More Sound Recording (Unknown Format) =L Blu-ray (2002.)
Call number: AUD ROW

TR ) 15 of 15 copies available at Example Consortium.
(Fictitious character)

IHar Potter and the goblet of fire (5}' & O _
i o Y Place Hold Add to my lisi

Thiswill alow the user to view the results for grouped records.
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EVER%(GREEN'

Link1 Link2 Link3 Link4 Link3

Search the Catalog Advanced Search Browse the Catalog

Search: e: Keyword ¥ Format: All Formats v Library: Exan
P Y ry

Refine My Original Search ]

4 Return to Grouped Search Results

Search Results Results 1-50ofabout5 (page 1 of1)

Harry Potter and the goblet of fire
Rowiing, J. K

O Book (2002))

Call number: G880 210

10 of 10 copies available at Example Consortium.
2. Harry Potter and the goblet of fire
Ro'.v.'.'ng. J K

28’ cp Audiobook (p2000.)

Call number: AUD ROW
1 of 1 copy available at Example Consortium.

.
' Place Hold U Add to my list

E
' Place Hold U Add to my list

3. goc:rrg.'r !:o;ter and the goblet of fire = RIS .
\;> Large Print Book (2002.)
Call number: LGPRINT FIC ROW
2 of 2 copies available at Example Consortium.

4. _ Harry Potter and the goblet of fire v o ,

= Rowling, J K Place Hold Add to my list

ﬁjﬁ Blu-ray
Call number: dvd
1 of 1 copy available at Example Consortium.

5. Harry Potter and the goblet of fire

) i
B Rowling, J. K. Add to my list

2 Musical Sound Recording (Unknown Format)

Call number: guickread
1 of 1 copy available at Example Consortium.

Search Results Resulis1-5ofabouts (page 10f1)

Show Holds on Bib

Within the staff client, Show Holdson Bib for ametarecord level hold will takethe staff member into the M etarecord
Constituent Records page.

Global Flag: OPAC Metarecord Hold For mats Attribute

To utilize the metarecord level hold feature, the Globa Flag: OPAC Metarecord Hold Formats Attribute must be
enabled and its value set at mr_hold_format, which is the system’ s default configuration.

Global Flags
Back Mext Filter

# |Label Enabled [Value
1 OPAC Metarecord Hold Formats Attribute True mr_hold_format
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Chapter 38. Parts Level Hold

1

To placeapartslevel hold, retrieve arecord with parts-level items attached to thetitle, such asamulti-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.

Place Hold

' Place hold for patron by barcode:
@ Place this hold for me (Administrator System Account)

Life in Shakespeare's England : a book of Elizabethan prose / compiled by John Dover Wilson.
Select a Part (optional). - All Pars- -
Advanced Hold Options

Pickup location: Abbey's Library -
Motify when hold is ready for pickup?

Yes, by Email

Email Address:
[C] Yes, by Phone
Phone Number:
[C] Yes, by Text Messaging

Mobile carrier: Verizon Wireless (USA) ~ MNote: carrier charges may apply
Mobile number: Hint: use the full 10 digits of your phone #, no spaces. no dashes

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.
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Chapter 39. Placing Holds in Patron
Records

1. 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.

2. The catalog is displayed in the Holds screen to search for the title on which you want to place a hold.
3. Search for thetitle and click the Place Hold link.

4. 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.

5. 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.

Placing Multiple Holds on Same Title

After asuccessful hold placement, staff have the option to place another hold on the same title by clicking the link
Place another holdfor thistitle. Thisreturnsto the hold screen, whereadifferent patron’ sinformation can be entered.

Place Hold

L'Angleterre, le Canada et la grande guerre / par le lieutenant-colonel L.-G. Desjardins
Hold was successfully placed

Continue Place another hold for this fitle

Bottom Link 2 Bottom Link 3  Bottom Link 4  Bottom Link 5

Copyright @ 2006-2 Georgia Public Library Service, and others
Powered by EVE wlGREEN

This feature can be useful for book groups or new items where a list of waiting patrons needs to be transferred
into the system.
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Chapter 40. 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 asinactive for aperiod 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.

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 al parts of the staff client that deal with holds, including the title record holds

display, the holds shelf display, and the pull list display.

Actions for Selected Holds

1. Retrieve the patron record and go to the Holds screen.

2. Highlight the hold record, then select Actions.

Out (4 Holds (3/0) Bills ($0.00 Message Edit Other -

Open Hold Requests Recently Canceled Holds

Place Hold Detail View

# Hold ID Current Copy Request Date Capture Date Available Date Hold Type Pickup Library Title

1 653 25824131210 12/5/14 T APEX Raink e

2 & 655 7 5 T APEX Curious George and 1l

3 & 656 T APEX Arthu the world T
&

3. Manage the hold by choosing an action on the list.

et “ » Actions » | Fows |

Show Last Few Circulations  pgtenti;

21
Zel Desired Copy Quality g
Edit Pickup Library l6
Edit Notification Settings

Edit Hold Dates

Activate

Suspend

Set Top of Queue
Un-Set Top of Queue
Transfer To Marked Title
Mark [tem Damaged

Mark Item Missing

Find Another Target
Cancel Hold
Uncancel Hold

a. If you want to cancel the hold, click Cancel Hold from the menu. Y ou are prompted to select a reason and

put in anoteif required. To finish, click Apply.
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Cancel 1 Hold(s)

Cancel Reason: | Staff forced

Note: 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.

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

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.

c. You may edit the Activation Date and Expiration Date by using the corresponding action on the Actions
dropdown menu. Y ou will be prompted to enter the new date. Use the calendar widget to choose a date, then

click Apply. Use the Clear button to unset the date.

Modify Dates for 1 Hold(s)
Check the checkbox next to each field you wish to modify.

Hold Activate Date

Hold Request Date | February 2018
Mon Tue Wed Thu
Hold Expire Date 28 | 20 | 20

08

Shelf Expire Date

12

d. 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 Actions dropdown menu. Y ou will be prompted to enter the
new date. Use the calendar widget to choose a date, then click Apply.

Chapter 40. Managing Holds
Report errors in this documentation using Launchpad.


https://bugs.launchpad.net/evergreen/+filebug

e. If you want to enable or disable phone natification or change the phone number, click Edit Notification
Settings. 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 dlip. If you want to enable or disable email notification for the hold, check Send Emails on the prompt
screen.

Edit Notification Settings for 1 Hold(s)

Check the checkbox next to each fisld you wish to modify.

Send Emails
Phone £
Text/SMS &

3M35 Carrier

Submit

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

Edit hold pickup library

Select Library | CONS ~ |

CONS

CONS-MNEW-2

Y51

BR1
sL1

BR2

5YS2

2

BR3

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.

g. The item’s physical condition is recorded in the copy record as Good or Mediocre in the Quality field. You

may reguest that your holds be filled with copies of good quality only. Click Set Desired Copy Quality on the
Actionslist. Make your choice in the pop-up window.
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Accept only "Good Quality" copies?

Good Condition Any Condition

Transferring Holds

1. 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 Mark for: _ Title Hold Transfer.

Add Volumes Serials ~ Mark for: = Other Actions: =

Conjoined ltems

Overlay Target

) set defaulty
] Titic Hold Transfer

Volume Transfer

Reset Record Marks

QU search J i Librans)

2. Select the hold you want to transfer. Click Actions _, Transfer to Marked Title.

Open Held Reqguests Recently Canceled Helds

Place Held Detail View 1) L. M Rows 25 - Page 1« -

f Oiasues Fs
Setop of Queue Title Author Capture D:

# Hold ID Pickup LibAvailable CHold Type | Status
1 & 372 SL1 T Waiting | Yn-Set Top of Queue Nriting ... Vander...
| Transfer To Marked Title | i
Iark: Item Damaged Print

Mark: ltem Missing

Find Ancther Target

Cancel Hold

Cancelled Holds

1. Cancelled holds can be displayed. Click the Recently Cancelled Holds button on the Holds screen.
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Check Out Items Ot {0} Holds (070} Bills (S0.00} Messages Edit Other - Patron Search

Open Held Requests Recently Canceled Holds 4

Place Hold Dietail View ] + W Actions - Rows 25« Page 1 - -
g Hold ID Pickup LibAvailable CHold Type | Status Current CcRequest DPotential T Title Author Capture D:
372 SL1 T Cancele... 31234-2... 2M4/20... O Writing ... “ander...
Print

2. You can un-cancel holds.

Rows 25 Page 1 - -

Flace Hold Detail View M L] L
-

g 0 =
= Hold ID Pickup LibAvailable (Hold Type | Status| -o¢ 0P of Queus Title | Author (Capture D

1 = 372 sL1 T Cancels, Un-SetTop of Queue Writing ... Vander...
Transfer To Marked Title

Mark ltem Damaged Print

Mark Item Missing

Find Another Target

’.l Uncancel Hold =

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

Viewing Details & Adding Notes to Holds

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

Open Hold Requests Recently Canceled Holds

Place Hold Detail L] L. L g Actions = | Rows 25w Page 1= -

= )JPickup LibAvailable [Hold Type | Status Current CcRequest DiPotential € Title Author QCapture D:

1 = 372 St T Waiting ... 31234-2._ 214/20... 1 Writing ... Mander_..
Print
2. You may add a noteto ahold in the Detail View.
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List Wiew

Record (MARC)
Summary
Title: wWriting with the Master Edition: TCN: 1422 Created By: admin
How One of the World's
Bestselling Authors Fixed
My Book and Changed My
Life
Author: “anderwarker, Tony. Pub Date: 2014 Database ID: 1422 Last Edited admin
By:
Bib Call #: P53557 R5355 Record Last Edited  4/30/2014
Owner: Oon: 10:55 AM
Hold Details
Request Date 211472015 9:50 AM  Capture Date Ayailable On
Held Type i Current Copy 31234-2225 Call Number PS3557 R5355
Pickup Lib SL1 Status Waiting for Capture  Behind Desk falze
Current Shelf Lib Current Copy Stacks Force Copy Quality  true
Location
Email Motify false Phone Mofify SMS Motify

Cancel Cause Cancel Time Cancel Note

Motes Staff Motifications

<

Mew Mote

3. Notes can be printed on the hold dlip if the Print on dlip? checkbox is selected. Enter the message, then click OK.

Create a new note

Patron Visible?
Print on Slip?

Title

Note Body

Displaying Queue Position

Using the Column Picker, you can display Queue Position and Total number of Holds.
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Holds
Place Hold ] [ Show Cancelled Haolds Detail View | Actions for Selected Holds
— 2
Available On  Capture Date  Current Copy  Request Date Witle Type Status Top of Queue (Jotal Number..

Mo Copy 2011-03-09 1. 1 new record for.. T Waiting for copy Yes 2
351802001333.. 2011-03-07 1... 2 The girl wha kic.. T Waiting for cap.. No 2
Ma Copy 2011-03-020.. 4 Dora's big birth... T Waiting for copy No 7
MNo Copy 2011-02-210.. 2 FATAL ERROR T Waiting for copy No 3

Managing Holds in Title Records

1. Retrieve and display the title record in the catalog.

2. Click Actions _, View Holds.

est Date Potential | Show Last Faw Circulations thor
120504, 1 I Show Holds for Tite I arkel
13857 A 1 W.C

Set Desired Copy Quality
Edit Pickup Library

Edit Notification Settings
Edit Hold Dates

Artivats

3. All holds on this title to be picked up at your library are displayed. Use the Pickup Library to view holds to be
picked up at other libraries.

Booking ~ Administration -

F 3 Search ~ Circulation Cataloging - Acquisitions -

OPAC View MARC Edit MARC View Wiew Holds Monograph Parts Holdings View

Pickup Library | CONS = 4

CONE
Dtz View COMS-MEW-2
| svs1

s . BR1

:quest Date Pickup Library Authaor Available Date

Na ltems To Dig sL1
ERZ
BY52

FRY

4. Highlight the hold you want to edit. Choose an action from the Actions menu. For more information see the
Actions for Selected Holds section. For example, you can retrieve the hold requestor’s account by selecting

Retrieve Patron from this menu.
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HH H " Actions~ | Rows 25~ | Pap:

hor Available D) Title Pa =2RY. . ture Da  Status
Brw Writing w... 54 Show Last Few Circulations Waiting f..
Mark ltem Damaged
Mark ltem Missing

Patron
Retrizve Patran
Hald
Set Desired Copy Quality

-

Retargeting Holds

Holds need to be retargeted whenever a new item is added to arecord, 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.

1. View the holdsfor the item.

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

3. Click on the head of the status column.
4. Under Actions, select Find Another Target.
5. A window will open asking if you are sure you would like to reset the holds for these items.

6. Click Yes. 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 amoment while the holds are retargeted.

7. When the screen refreshes, the holdswill be retargeted. The system will now recognize the new itemsas available
for holds.

Pulling & Capturing Holds
Holds Pull List

There are usually four statuses a hold may have: Waiting for Copy, Waiting for Capture, In Transit and Ready for
Pickup.

1. Waiting-for-copy: all holdable copies are checked out or not available.

2. Waiting-for-capture: an available copy isassigned to the hold. Theitem showsup on the Holds Pull List waiting
for staff to search the shelf and capture the hold.
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3. In Transit: holds are captured at a non-pickup branch and on the way to the pick-up location.

4. 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 itemsin 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.

5. Toretrieve your Holds Pull List, select Circulation _ Pull List for Hold Requests.

Acquisitions - Booking ~ Adrministration -

Record S
Title: spture Holds ditien: TCN:
I 2= Pull List for Hold Requests I 4—
I Renew ltems
Author: Register Patron ub Date: 2014 Database ID:
ve Last Patron
Bib Call £ s Pending Patrons Record
= User Buckats Owmner:
=g ¥ Verify Credentials Results {1/ 1 Add Volumes
d £
JFAC View| S Holds Shelf Wiew Holds Monograph Farts
Il Fzplacs Barcode
Pickup Libral
2 lizm @
2 Scan Ikem as Missing Pisces
Detmily )
4 Rzprint Last Receint
# & | Ho thar  Available D) Title Patron BareCurre
1 ¢ 378 A Ofine Circulation lerw... \Writing w... sipterm
2 W 37X IITEEUT . S0T wanderw... Writing w... 5432543 3121

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

Holds Pull List

Detail View Print Full List P H g Actions= | Rews25~- | Pagei~= | =
ES Shelving Locatiol Call Number Author Title Current Copy Parts Copy Status  |Potential Copies

Mo Items To Display

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.

7. Thefollowing options are available for printing the pull list:

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

e Print Full PuII Llst (AI ter nate Strategy) prints the same fiel ds as the above opt| on but also |ncI udes a patron
Al SO ] -
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» Download CSV — This option is available from the List Actions button (adjacent to the Page "#" button) and
savesall fieldsin the screen display toaCSV file. Thisfile can then be opened in Excel or another spreadsheet
program. This option provides more flexibility in identifying fields that should be printed.

lolds Pull List

M | # | W | ictions~ | Rows25~ | Pagel~ | = |

Title Current Copy g # Configurz Columns
M Save Columns
2 Reset Columns

—’ I @ Download S5V I

2 Print G5V

£ Shelving Location
Shelving Location Lakel
I3 Cal Mumber
Call Number Label
Call Number Prafix
Call Number Suffx
3 Avthor
£ Tt
Bib Record ID
Coov D

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 placesto O.

8. You may perform hold management tasks by using the Actions 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.

Capturing Holds

Holds can be captured when a checked-out item is returned (checked in) or anitem on the Holds Pull List isretrieved
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.

1. To capture ahold, select Circulation _ Capture Holds (or press Shift-F2).

Cataloging ~ Acquisitions - Booking ~

Holds Pull

Detail | & Renew tems

Author Title

W5 Pa

& Fend
E User Bucksts

ng Patrons

" \erify Credentials

# Record In-House Use

2. Scan or type barcode and click Submit.
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Barcode Submit
—
%

Fine Tally: | $10.00 | Transaction for 123 billed: | $10.00

ltems Checked In

P H L Actions - | Rows25~- | Pagel- -
2 Alert Msg Family Mai Route To Circulatior  Start Barcode | Bill# |Checkin Dj Location [Circulation  Title Finish Balance O
BR1 BR1 1234 Stacks gircMod $0.00
2 12 BR1 BR1 2. 123 1044 202272)... Stacks 11/28/2 510.00
3 50.00
4 50.00
5 232 50.00
Print Receipt Trim List {20 Rows) Strict Barcode Checkin Modifizrs ~

3. Thefollowing hold dlip is automatically printed. If your workstation is not setup for silent printing (via Hatch),
then a print window will appear.

Print 21 Evergreen Staff Chedk In
This item needs fo be routed o BR1

Example Branch 1
Halds and ILL

125 Main St.
Cancel Anywhere, GA 30303

Barcode: 012345678212
i Title: Life in Shakespeare's England : a book of Elizabethan prose Author: Wilson, John Daver
CutePDF Writer

Total: 1 sheet of paper

Destination Hald for patron Campbell, Vincant Lawrence
Barcoda: 99999338171
Change...
Request Date: 2/23/2018 9:02 AM
Slip Date: 2/232018 8:08 AM
Printed by Vincent at COMS
Pages 0 Al by

4. |If the item should be sent to another location, a hold transit slip will be printed. If your workstation is not setup
for silent printing (via Hatch), then another print window will appear.

o If apatron has an OPAC/Saff Client Holds Alias in his’her account, it will be used on the hold dlip 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.

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.

1. From the Holds Pull List, right-click on the item and either select Mark Item Missing or Mark Item Damaged.

Dietail View Print Full List

& Shelving Locatiol  Call Numb

Qusus ~

Un-S&t Top of Quesws

d Tithe

Transfer To Marke

Mark Item Damaged

Mark Item Missing

Find Another Target

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

Holds Notification Methods

1. 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.

Account Summary Messages ltems Checked Out Holds Account Preferences

Personal Information

Account Information and Preferences

Motification Preferences

Moiify by Email by default when a hold is ready for
pickup?

Moiify by Phone by defsult when a hold is ready for
pickup?

Default Phone Mumber
Moiify by Text by default when a hold is ready for pickup?
Default Mobile Carrier Please select your mobile carrier ¥ | Mote: carrier charges may apply

Hint: use the full 10 digits of your phone #, no spaces, no

Default Mobile Mumber
dashes

Email checkout receipts by default?

2. 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 (if an email or phone

number has been assigned to the account).

Place Hold
A Caribbean mystery, by Agatha Christie.

Advanced Hold Options

Pickup location: Example Branch 4

Motify when hold is ready for pickup?

Yeg, by Email

Mo configured Email address. See "My Account” for setting your Email address.

¥ ‘ez, by Phone

Phaone Number (5161234367

‘g, by Text Messaging

Mobile carrier: | Please szlzct your mobile carrier ¥ | Mote: carrier charges may apply
Mobile number: Hint: use the full 13 digits of your phone #, no spaces, no dashes

Suspend this hold? @
‘fes Set acfivation date

3. 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
thistime
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4. Whenthehold becomesavailable, the holds slip will display the patron’ se-mail addressonly 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.

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

Clearing Shelf-Expired Holds

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

L. 3 Search - Circulation - Cataloging Arquisitions - Booking - Administration -

2 Check Out
X Check In
A Capture Holds

(( :
£2 Pull List for Hold Requests R._’;f:“—\(rG R E E N

£ Renaw ltems

briveampbell @ CONS-markor

2 Register Patron
# Retrieve Last Patron
iy Pending Patrons

q User Bucksts

Circulation and Patrons

" "Jerify Credentials
# Record In-House Uss
= Holds Shelf | =

-

N Replace Barcode
¥ Item Status

i Scan ltem as Missing Pieces

tem Search and Cataloging
-] Regprint Last Receipt

A Offline Circulation

Search

2. TheHolds Shelf is displayed. Note the Actions menu is available, as in the patron record.

Y ou can cancel stale holds here.
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Holds Shelf

Print Full List b “ » Actions - Rows 25 - Page 1+ -

On-oet 1op of Clueue o~
itPotential Ca  Status Author | Post- Transfer To Marked Tills ent Cop
Mark lterm Damaged

Mark Item Missing

Find Ancther Target
Cancel Hold

Uncancel Hold

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

» Actions - Fows 25 - F'age'vD

Pos Behind Desk -
Cancelation note
Currently Frozen
Fulfilling Staff
Fulfillment DateMime
Held Cancel Date/Time
Hold Expire Date/Time
Holdable Formats (for M-type hold)
s Mint Condition
tem Selection Depth
Last Targeting Date/Time
Mofifications Phone Mumber
Motifications SMS Number
Motify by Email?

Shelf Expire Time

4. Click the Show Clearable Holds button to list expired holds, wrong-shelf holds and canceled holds only. Expired
holds are holds that expired before today’ s date.

Detail View Show Clearable Holds Clear These Holds Print Full List

# Hald 1IN Haolrd Tune Title Canture NahRenuest NatPotential Co Statu

5. Click thePrint Full List buttonif you need aprinted list. To format the printout customizethe Holds Shelf receipt
template. This can be done in Administration _ Workstation _ Print Templates.

6. The Clear These Holds button becomes enabled when viewing clearable holds. Click it and the expired holds
will be canceled.

7. Bring items down from the hold shelf and check themiin.
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If you cancel aready-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.

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.
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Chapter 41. 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 inthe staff client to inform library staff that apatron hasahold waiting at that location. In the stock Evergreen
code, the default alternate location is called "Behind Desk".

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.

Libraries can also choose to give patrons the ability to opt-in to pick up holds at the aternate location through their
OPAC account. To add this option, set the OPAC/Patron Visible field in the User Setting Type Hold is behind
Server Administration _

Circ Desk to True. The User Setting Types can be found under Administration _

User Setting Types.

Display

When enabled, the alternate pick up location will be displayed under the Holds button in the patron account.
Check Out [tems Out (6) Bills ($0.00) Messages Edit Other -

Open Hold Requests

Smith, Kevin Timothy

Profile

Home Library
Met Access
Date of Birth
Last Activity
Last Updated
Create Date
Expire Date
Fines Owed
Items Out
Overdue

Long
Overdue

Claimed
Returned

Lost

MNon-
Cataloged

Holds

Acquisitions

BM1
Filtered

37/2018
372018
32/2018
322021
$0.00

6

4

0

3/5

F

[ B A e

Place Hold

[
O
=
O
0
O

Available Dat:
372018 4
3/7/2018 4:_
372018 5.

Recently Canceled Holds

Detail View

Current Cop
FRE910001511
FRE910001510
FREOO0001512

) n o

FICO10001644

Behind Desk
false
true
false
false
true

M «

ickup LiRequest Date
3/2/2018 5.
3/2/2018 5.
31212018 5.
3/2/2018 5.
3/8/2018 9.

If configured, patrons will see the option to opt-in to the alternate location in the Account Preferences section of
their OPAC Account.
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» Actions - Rows 2
Status Ti
Ready for Pickup  Leco
Ready for Pickup La mu
Ready for Pickup  Lauri
Waiting for Copy  Cello
Waiting for Capt... Bluek



EVER%(GREEN"

Link 1 Limk 2 Link 3 Link 4 Link 5

Search the Catalog Advanced sesrch

Administrator System

0 Checked Out

Search All Formats v lfor |

| Keyword [v]in Example Consortium [+

Account Preferences

— — S s i

Account Information and Preferences

Search hits per page

Preferred search location

Preferred pickup location

10[+] @
E-xampl.e Consortium

E'xampl-e Branch 1

Keep history of checked out items? i

Keep history of holds?

Skip warning when adding to temporary
book list?

possible?

Pickup holds from the drive-thru when 0

Ensure your account has avalid email address so that we can notify you about available holds, items that are about to be overdue, and overdue items!

Dynamic catalog BotiomLink2 Bottomlink3 BottomLink4 Bottom Link 5
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Chapter 42. Display Hold Types on Pull
Lists

This feature ensures that the hold type can be displayed on all hold interfaces.
Y ou will find the following changes to the hold type indicator:

1. 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.

2. Thehold typeindicator 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).

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

To add the hold typeindicator to the simplified pull list, click Smplified Pull List Interface, and right click on any of
the column headers. The Column Picker appearsin apop up window. Click the box adjacent to Hold Type, and Click
Save. The Smplified Pull List Interface will now include the hold type each time that you log into the staff client.

Hold Pull List
Column Picker
Show the pull list for: |Algona-Pacif -
s Column Display Auto Width Sort Priority
Shelving Call Number | # 7] al 3
|Location __ |Label Shelving Location & ] 0 =
1 Stacks AXUTLKEY-J9 s i s
------------- o Call Mumber Label [+ 0 -
Author il El 0 =
Title 7l El 0 =
Barcode il El 0 =
Parts El
Hold Type & [ 0 =
Hnld Mntas
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Chapter 43. Introduction

Evergreen’'s Offline Circulation interface is designed to log transactions during a network or server outage.
Transactions can be uploaded and processed once connectivity is restored.

Offline Circulation in the Web Staff Client relies on the use of web service workers to store information for offline
use. Prior to using Offline Circulation you must have access to your production server and register your workstation
on the computer and in the browser you intend to use. You must also log in from that browser at least once and
visit Search _ Search for Patrons. Perform a search, select a user from the results, and open the Patron Edit
interface. Thiswill allow the Offline interface to collect the information it needs, such as workstation information
and the patron registration form.

The web service workers will refresh the cache every 24 hours under normal use. Offline Circulation information
is stored via IndexedDB.
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Chapter 44. Using Offline Circulation

The Offline Circulation interface can be found by navigating to Circulation _ Offline Circulation.

The permanent link for the Offline Circulation is https://<yourhostname>/eg/staff/offline-interface and it is
recommended that this link be bookmarked on staff workstations. Thisisthe location for both entering transactions
while offline as well as processing them later. Y ou will see adlightly different version of this interface depending
on whether or not you are logged in.

If you are logged out, you will see the tab default to Checkout and the button on the top-right will read Export
Transactions.

Workstation BF Working location BR1 ~

Checkout Renew n-house Use Checkin Register Patron

If you are logged in, you will see an additional tab on the left for Session M anagement and this will be the default
tab. The top-right button will read Download Block List.

Workstation BR1 - Working location BR1 « e L Download block list

Session Management Checkout Renew n-house Use Checkin Register Patron

Pending Transactions Offline Session:

If you arelogged in and attempt to click on any tab other than Session M anagement, you will seeawarning alerting
you that you are about to enter offline mode.

Warning

You are about to enter offline mode. If you proceed, you will be logged out.

Thiswarning is not network-aware and it will appear regardless of network connection state. Y ou must be logged
out to record offline transactions. If you see this warning and wish to record offline transactions, click Proceed in
order to log out.
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Chapter 45. Checkout

To check out items in Offline Circulation:

1

2.

6.

7.

Click the Checkout tab.
If you wish to use Strict Barcode for patron and item barcodes, check the box labelled Strict Bar code.

Enter a value in the Due Date field or select a date from the Calendar widget. Y ou may also select an option
from the Offset Dropdown. The date field entry will honor the format set in the Library Settings Editor.

Scan the Patron Barcode in the box |abelled Patron Bar code.

Check out items:

a. For cataloged items, scan the item barcode in the box labelled Item Bar code. Each item barcode will appear
on the right side of the screen, along with its due date and the patron barcode. If you are manually typing
barcodes, you need to click the Checkout button or hit the Enter key on your keyboard after each Item
Barcode entry in order to record the transaction.

b. For non-cataloged items, select aNon-cataloged Type from the dropdown and enter the number of itemsyou
wish to check out. Click Checkout. Inthelist to the right, the item barcode will appear blank since thisitem
is unbarcoded. The due date and patron barcode will appear, however.

c. If youmakean error in entry, click Clear to reset the Patron Barcode and Item Barcode fields.

To print areceipt, check the box labelled Print Receipt.

Click Save Transactionsin the upper-right of the screen to complete the checkout.

Notethat Save Transactionswill save any unsaved transactions across the Offline talbs Checkout, Renew, In-House
Use, and Checkin.

In the screenshot, the first two items in the right-hand list are regular checkout items. The third item is a non-
cataloged item.
Checkout Renew n-house Use Checkir P
Due Date o7InT & No Offset Patron barcode ltem barcode Due date
Paizon Eascode: — 1155665 31234-33220 713117
1155665 31234-33259 713117
. Item Barcode: 1155665 73117
Non-cataloged Type: Select Non-cataloged Type ~
Strict Barcode Print receipt

A value entered in the Due Date field will take precedence over an existing value in the Offset Dropdown; however,
if you change the Offset after setting the Due Date field, the Due Date field will update to reflect the Offset value.
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Due Date and Offset values are sticky between the Checkout and Renew tabs, and al so sticky between transactions.
Strict Barcode and Print Receipt are sticky among the Checkout, Renew, In-House Use, and Checkin tabs and are
also sticky between transactions.

Pre-cataloged item checkout is not available in Offline Circulation. Any pre-cataloged item checked out through
Offline Circulation will result in an entry in the Exception List and will not successfully check out. Pre-catal oged
items which are checked in through offline will aso result in an entry in the Exception List, but will successfully
check in.
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Chapter 46. Renew

To renew an item, you must know the item’s barcode number. The patron’s barcode is optional.

To renew itemsin Offline Circulation:

[EnY

. Click the Renew tab.
2. Ensurethat the Due Date valueis correct.
3. (Optional): Enter the patron’ slibrary card barcodein the Patr on Bar codefield by scanning or typing the barcode.

4. For each item to be renewed, scan the item’s barcode in the Item Barcode field. If you are typing the item
barcode, click the Renew button or hit the Enter key on your keyboard after each item barcode.

5. Theitem barcode, due date, and patron barcode (if entered) appear on the right side of the screen.
6. To print areceipt, check the box labelled Print Receipt.

7. Click Save Transactionsin the upper-right of the screen to complete the renewal.

Renew In-house Use Checkin Register Patron
Due Date: 8/01/1 = Today+7 v Patron barcode Item barcode Due date
Patron b d 373230059482 964654365 8117
atron barcode: 373230059482
Item Barcode:
Strict Barcode Print receipt
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Chapter 47. In-House Use

To record in-house use transactions in Offline Circulation:

1

2.

Click the In-House Use tab.
Enter the number of uses to record for theitem in the Use Count field.

For each item to be recorded asin-house use, scan theitem’ sbarcodein the Item Bar codefield. If you aretyping
the item barcode, click the Record Use button or hit the Enter key on your keyboard after each item barcode.

The item barcode and use count will appear on the right side of the screen.
To print areceipt, check the box labelled Print Receipt.
Click Save Transactions in the upper-right of the screen to record the in-house use. The date of the in-house

use is automatically recorded.

Checkout Renew In-house Use Checkin Register Patron

Use count: 1 Item barcode Use count

Item Barcode: | 31234-32033 1

Strict Barcode Print receipt
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Chapter 48. Checkin

To checkin items in Offline Circul ation:
1. Click the Checkin tab.
2. Ensurethat the Due Date valueis correct. It will default to today’ s date.

3. For each item to be checked in, scan the item’s barcode in the Item Barcode field. If you are typing the item
barcode, click the Checkin button or hit the Enter key on your keyboard after each item barcode.

4. To print areceipt, check the box labelled Print Receipt.

5. Click Save Transactionsin the upper-right of the screen when you are finished entering checkins.

Checkout Renew In-house Use Checkin Register Patron
Checkin Date: 07/25/17 = Item barcode Effective Checkin date
Item Barcode: | 93221 12507
115598 7125117
Strict Barcode Print receipt 31234-34061 7/25/17

Note that existing pre-cataloged items can be checked in through the Offline interface, but they will generate an
entry in the Exceptions list when offline transactions are uploaded and processed.

Items targeted for holds will be captured for their holds when the offline transactions are uploaded and processed;
however, there will be no indication in the Exceptions list about this unless the item is also transiting.
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Chapter 49. Patron Registration

Patron registration in Evergreen Offline Circulation records patron information for later upload. In the web staff
client, the Patron Registration form in Offline is the same as the regular Patron Registration interface.

Checkout Renew In-house Use Checkin Register Patron

Register Patron

Show: Required Fields ted Fields All Fields Save

Barcode
OPAC/Staff Client User Name

Password 5675 Generate Password

First Name

All fields in the normal Patron Registration interface are available for entry. Required fields are marked in yellow
and adhereto Required Fieldssetinthe Library Settings Editor. Patron Registration defaults also adhereto settings
inthe Library Settings Editor. Stat cats are not recognized by the Offline Interface, even if they are required.

Enter patron information and click the Save button in the top-right of the Patron Registration interface. Y ou may
checkout itemsto this patron right away, even if you are still in offline mode.
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Chapter 50. Managing Offline
Transactions

Offline Block List

Whilelogged in and still online, you may download an Offline Block List. Thiswill locally storealist of all patrons
with blocksat thetime of the download. If thislistispresent, the Offline Circulation interface will check transactions
against thislist.

To download the block list, navigate to Circulation _ Offline Circulation and click the Download Block List
button in the top-right of the screen.

If you attempt a checkout or a renewal for a patron on the block list, you will get a modal informing you that the
patron has penalties. Click the Allow button to override this and proceed with the transaction. Click the Reject
button to cancel the checkout or renewal.

Patron blocked

Patron has penalties

Exporting Offline Transactions

If you anticipate a multi-day closing or if you plan to process your offline transactions at a different workstation,
you will want to export your offline transactions.

To export transactions while you are offline, navigate to Circulation _ Offline Circulation and click Export
Transactions in the top-right of the screen. This will save afile entitled pending.xacts to your browser’s default
download location. If you will be processing these transactions on another workstation, movethisfile to an external
device like athumb drive.

To export transactions while you are logged in, navigate to Circulation _ Offline Circulation and click on the

Session M anagement tab. Click on the Export Transactions button to generate the pending.xacts file as above. If
you wish, you can at this point click Clear Transactionsto clear the list of pending transactions.

Processing Offline Transactions

Once connectivity is restored, navigate back to your Evergreen Login Page. You will see a message telling you
that there are unprocessed Offline Transactions waiting for upload.
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Sign In

Username admin|
Password @ esesees
Workstation APEX-abn v
Sign in

Sign in and navigate to Circulation _ Offline Circulation. Since you are logged in, you will now see a Session
M anagement tab to theleft of the Register Patron tab. The Session Management tab includes Pending Transactions
and Offline Sessions.

In the Pending Transactions tab you will see alist of al transactions recorded on that browser.

Pending Transactions Offline Sessions
Export Transactions Import Transactions
Non-cataloged Checkout Due Checkin First Last

Type Timestamp Patron Barcode Item Barcode Type Date Date Date Name Name
checkout 712517 410 1155665 31234-33220 712517 4:10 3T

PM PM
checkout 712517 4:10 1155665 31234-33259 7125117 4:10 73T

PM PM

If you click Clear Transactions, you will be prompted with awarning.

Clear pending transactions

Are you certain you want to clear these pending offline transactions? This action is
irreversible. Transactions cannot be recovered after clearing!

OK/Continue

If you are processing transactions right away and from the same browser you recorded them in, follow the steps
below:

1. Click on the Offline Sessions tab and then on the Create Session button.

2. Enter adescriptive namefor your session in themodal and click OK/Continueto proceed. Y ou will see your new
session at thetop of the Session List. The Session List may be sorted ascending or descending by clicking on one
of the following column headers: Or ganization, Created By, Description, Date Created, or Date Completed.
The default sort is descending by Date Created.
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Create Session Refresh

Session List
Organization o Upload Transactions Date
Created By Description Date Created * Count Processed Completed
APEX System abn_docs T/26/17 10:38 0 0

Account AM

Click Upload to upload everything listed in the Pending Transactions tab.

Once dl transactions are uploaded, the Upload Count column will update to show the number of uploaded
transactions.

Click Process to process the offline transactions. Click Refresh to see the processing progress. Once al
transactions are processed the Date Completed column will be updated.

e | i
Organization o Upload Transactions Date
. Created By Description Date Created * Count Processed Completed
APEX System abn_docs T7/126M17 10:38 18 18 712617 12:05
Account AM PM

Scroll to the bottom of the screen to seeif there are any entriesin the Exception List. Some of these may require
staff follow up.

Uploading Previously Exported Transactions

If you had previous exported your offline transactions you can upload them for processing.

To import transactions:

1

> W

o

8.

Log in to the staff client viayour L ogin Page

Navigate to Circulation _ Offline Circulation

Click on the Session M anagement tab.

Click on the Import Transactions button.

Navigate to the location on your computer where the pending.xactsfile is saved.
Select the file for importing.

The Pending Transactions list will populate with your imported transactions.

Y ou may now proceed according to the instructions under Processing Offline Transactions.

Exceptions

Exceptions are problems that were encountered during processing. For example, a mis-scanned patron barcode, an
open circulation, or an item that was not checked in before it was checked out to another patron would al be listed

Chapter 50. Managing Offline Transactions 142
Report errors in this documentation using Launchpad.


https://bugs.launchpad.net/evergreen/+filebug

as exceptions. Those transactions causing exceptions might not be loaded into Evergreen database. Staff should
examine the exceptions and take necessary action.

These are afew notes about possible exceptions. It isnot an al-inclusive list.

» Checking out a item with the wrong date (i.e. the Offline Checkout date is +2 weeks and the item’s regular
circulation period is +1 week) does not cause an exception.

» Overdue books are not flagged as exceptions.
» Checking out areference book or another item set to not circul ate does not cause an exception.
» Checking out an item belonging to another library does not cause an exception.

» Anitem that istargeted for a patron hold and captured via offline checkin will not cause an exception unless that
item also goesto an In Transit status.

» Anitem that is on hold for Patron A but checked out to Patron B will not cause an exception. Patron A’s hold
will be reset and will retarget the next time the hold targeter is run. In order to avoid thisit is recommended to
not check out holds to other patrons.

« If you check out a book to a patron using a previous barcode for that patron, it will cause an exception and you
will have to retrieve that patron while online and re-enter the item barcode in order to checkout the item.

» The Offline Interface can recognize blocked, barred, and expired patrons if you have downloaded the Offline
Block List in the browser you are using. Y ou will get an error message indicating the patron status from within
the Standalone Interface at check-out time. See the section on the Offline Block List for more information.

Exception List

Non-

Item cataloged Checkout Due Checkin

Workstation Type Timestamp Event Name Patron Barcode Barcode Type Date Date Date
APEX-abn checkout 7/25/17 COPY_IN_TRANSIT 23858000060659 csharptesting 72517 713117

4:23PM 4:23 PM
APEX-abn checkout 7/25/17 OPEN_CIRCULATION_EXISTS  23859000060659  Jhkjhjhjkh 712517 713117

4:23PM 4:23 PM
APEX-abn checkout 7/25/17 PATRON_ACCOUNT_EXPIRED 387826 878787 712517 713117

4:24 PM 4:24 PM

At theright side of each exception are buttons for Item, Patron, and Debug. Clicking the Item button will retrieve
the associated item in a new browser window. Clicking on the Patron button will retrieve the associated patron in
anew browser window. Clicking the Debug button will result in a modal with detailed debugging information.

Common event names in the Exceptions List include:

* ROUTE- | TEM- Indicates the book should be routed to another branch or library system. Y ou'll need to find the
book and re-check it in while online to get the Transit Slip to print.

e COPY_STATUS_LOST - Indicates a book previously marked as lost was found and checked in. Y ou will need
to find the book and re-check it in while online to correctly clear it from the patron’ s account.
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Cl RC_CLAI M5_RETURNED - Indicates a book previously marked as claimed-returned was found and checked
in. You will need to find the book and re-check it in while online to correctly clear it from the patron’s account.

o ASSET_COPY_NOT_FOUND - Indicates the item barcode was mis-scanned/mis-typed.

* ACTOR_CARD NOT_FQUND - Indicates the patron’s library barcode was mis-scanned, mis-typed, or
nonexistent.

e OPEN_CI RCULATI ON_EXI STS - Indicates a book was checked out that had never been checked in.

« MAX RENEWALS REACHED - Indicates the item has already been renewed the maximum times allowed. Note
that if the staff member processing the offline transaction set hasthe MAX_RENEWALS REACHED. overri de
permission at the appropriate level, the system will automatically override the error and will alow the renewal.
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Chapter 51. Creating a Booking
Reservation

The"Create abooking reservation” screen usesyour library’ stimezone. If you create areservation at alibrary in
adifferent timezone, Evergreen will alert you and provide the timein both your timezone and the other library’s
timezone.

Only staff membersmay createreservations. A reservation can be started from apatron record, or abooking resource.
To reserve catalogued items, you may start from searching the catalogue, if you do not know the booking item’s
barcode.

To create areservation from a patron record

1. Retrieve the patron’srecord.
2. Select Other _ Booking _, Create Reservations. This takes you to the Create Reservations Screen.

3. If you want to create a reservation that lasts less than a day (such as for a study room), select Sngle-day
reservation as the reservation type. If your reservation will last severa days (such asfor avideo camera needed
for aclass project), select Multiple-day reservation.

4. In the area labeled "Reservation details’, select the Choose resource by barcode tab if you know the specific
barcode of aresource you'd like to reserve. Otherwise, select the Choose resource by type tab.

5. A schedule grid will display on the bottom part of the screen.

6. If necessary, adjust the day or days that are displayed. Y ou can also make other adjustments using the Schedule
settings tab.

7. For non-catalogued resources, patrons may wish to specify certain attributes. The Attributes tab allows you to do
this. For example, if a patron is booking alaptop, they can choose between PC and Mac laptops if they need to.

8. When you have found the days or times that work the best, you can proceed with creating the reservation, by
doing one of the following:

» Double click the appropriate row in the grid.

» Use the tab and space keys to select the appropriate rows, then press Shift+F10 to open the actions menu.
Select "Create Reservation”.

» Select the appropriate rowsin the grid, then right click to open the actions menu. Select "Create Reservation".
» Select the appropriate rows in the grid, then select the actions button. Select "Create Reservation”.
9. Adjust the valuesin this screen as necessary.

10.Select the " Confirm reservation" button.
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11.The screen will refresh, and the new reservation will appear in the schedule.

Search the catalogue to create a reservation

If you would like to reserve a catalogued item but do not know the item barcode, you may start with a catalogue
search.

1

8.

0.

Select Cataloguing _, Search the Catalogue to search for the item you wish to reserve. Y ou may search by any
bibliographic information.

. Select the Holdings View tab.

Right-click on the row that you want to reserve. Select Book Item Now. Thistakesyou to the Creste Reservations
Screen.

If you want to create a reservation that lasts less than a day (such as for a study room), select Single-day
reservation as the reservation type. If your reservation will last severa days (such as for avideo camera needed
for aclass project), select Multiple-day reservation.

A schedule grid will display on the bottom part of the screen.

If necessary, adjust the day or days that are displayed. Y ou can also make other adjustments using the Schedule
settings tab.

When you have found the days or times that work the best, you can proceed with creating the reservation, by
doing one of thefollowing: .* Double click the appropriate row inthegrid. .* Usethetab and space keysto select
the appropriate rows, then press Shift+F10 to open the actions menu. Select "Create Reservation”. .* Select the
appropriate rowsin the grid, then right click to open the actions menu. Select "Create Reservation". .* Select the
appropriate rowsin the grid, then select the actions button. Select "Create Reservation”.

Enter the patron’s barcode.

Adjust the valuesin this screen as necessary.

10.Select the " Confirm reservation" button.

11.The screen will refresh, and the new reservation will appear in the schedule.

Reservations on catalogued items can be created on Item Status (F5) screen. Select the item, then Actions _,
Book Item Now.
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Chapter 52. Reservation Pull List

Reservation pull list can be generated dynamically on the Staff Client.
1. Tocreateapull list, select Booking _, Pull List.

2. You can decide how many days in advance you would like to pull reserved items. Enter the number of daysin
the box adjacent to Generate list for this many days hence. For example, if you would like to pull itemsthat are
needed today, you can enter 1 in the box, and you will retrieve items that need to be pulled today.

3. Thepull list will appear. Select the actions button, then Print to print the pull list.
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Chapter 53. Capturing Items for
Reservations

Depending on your library’s workflow, reservations may need to be captured before they are ready to be picked
up by the patron.

@ Always capture reservations in Booking Module. Check In function in Circulation does not function the same
as Capture Resources.

1) In the staff client, select Booking _, Capture Resources.

* Search ~ Circulation ~ Cataloging ~ Acquisitions ~ Administration -

=+ Create Reservations

i= Pull List

‘—*(( # Capture Resources
E V E R.‘?“"‘—\((( 2 Pick &DReservations

2 Return Reservations

2) Scan the item barcode or type the barcode then click Capture.

#& Search ~ Circulation~  Cataloging~  Acquisiions~  Booking~  Administration «

Capture Reserved Resources
Enter barcode: |123456?89I}| ||Capture|

3) The message Capture succeeded will appear to the right. Information about the item will appear below the
message. Click Print button to print aslip for the reservation.
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1 Booking Capture

Go Back Reload Go Forward
Capture Reserved Resources
Enter barcode: 98723000112233 Capture succeeded

Capture Information

This item need to be routed to RESERVATION SHELF:
Barcode: 98723000112233

Title: Laptop

Reserved for patron Pringle, Jennifer
Barcode: 998723000123456

Request time: 2011-06-17 11:50
Reserved from: 2011-06-17 17:30 - 2011-06-17 18:45

Slip date: Fri Jun 17 13:54:25 2011
Printed by System Account, Administrator at BPR
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Chapter 54. Picking Up Reservations

Always use the dedicated Booking Module interfaces for tasks related to reservations. Items that have been
captured for a reservation cannot be checked out using the Check Out interface, even if the patron is the
reservation recipient.

1) Ready-for-pickup reservations can be listed from Other _ Booking _, Pick Up Reservations within a patron
record or Booking _, Pick Up Reservations.

2) Scan the patron barcode if using Booking _, Pick Up Reservations.
3) The reservation(s) available for pickup will display. Select those you want to pick up and double click them.

4) The screen will refresh to show that the patron has picked up the reservation(s).

Chapter 54. Picking Up Reservations 152



Chapter 55. Returning Reservations

@ When areserved item is brought back, staff must use the Booking Module to return the reservation.

1) To return reservations, select Booking _ Return Reservations

2) You can return the item by patron or item barcode. Here we choose Resource to return by item barcode. Scan
or enter the barcode, and click Go.

3) A pop up box will tell you that the item was returned. Click OK on the prompt.

4) If we select Patron on the above screen, after scanning the patron’s barcode, reservations currently out to that
patron are displayed. Highlight the reservations you want to return, and double click them.

5) The screen will refresh to show any resources that remain out and the reservations that have been returned.

Reservations can be returned from within patron records by selecting Other _ Booking _ Return Reservations
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Chapter 56. Cancelling a Reservation

A reservation can be cancelled in a patron’s record or reservation creation screen.

Cancel areservation from the patron record

1) Retrieve the patron’ s record.

2) Select Other _ Booking _, Manage Reservations.

3) The existing reservations will appear at the bottom of the screen.

4) Highlight the reservation that you want to cancel. Select the Actions menu, then select Cancel Sdlected.
5) A pop-up window will confirm the cancellation. Click OK on the prompt.

6) The screen will refresh, and the cancelled reservation(s) will disappear.
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Chapter 57. Introduction

Improvements to the Triggered Events interface enables you to easily filter, sort, and print triggered events from
the patron’s account or an item’s details. This feature is especially useful when tracking notice completion from

apatron’s account.
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Chapter 58. Access and View

Y ou can access Triggered Events from two Evergreen interfaces: a patron’s account or an item’s details.

To access this interface in the patron’s account, open the patron’s record and click Other _ Triggered Events/
Notifications.

To accessthisinterfacefrom theitem’ sdetails, enter theitem barcode into the | tem Status screen, and click Actions
_, Show _ Triggered Events.

Information about the patron, the item, and the triggered event appear in the center of the screen. Add or delete
columns to the display by right clicking on any column. The Column Picker appearsin apop up box and enables
you to select the columns that you want to display.

Triggered Event Log (patron specific)

Show events at and below: |Algona-Pacific Column Picker
Column Display
# Event Name | Reactor .Ei'fgt Run /
# ¥
Hold Ready
for Pickup. Event Name il
1 E"“air ' ProcessTemp 2012-07-27T1! -
React i
Motification Eaie L
Hold Ready Event Run Time [+
2 TF.,"_]E_'C"”: SendSMS  2012-07-27T1:| Event State i
Motification Target Circulation - Copy &
Barcode ™
Hold Ready
3 EIME:;: WP processTemp 2012-07-2771.| 1arget Circulation - Title  [¥]
Motification Target Circulation - @
Author s
Hold Ready
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Chapter 59. Filter

The triggered events that display are controlled by the filters on the right side of the screen. By default, Evergreen
displays completed circulation events. Notice that the default filters display Event State is Complete and Core
TypeisCirc.

To view completed hold-related events, such as hold capture or hold notice completion, choose Event State is
Complete and Core TypeisHold from the drop down menu.

Y ou can also use the Event State filter to view circs and holds that are pending or have an error.

Add and delete filters to customize the list of triggered events that displays. To add another filter, click Add Row.
To delete afilter, click the red X adjacent to arow.

icific =
______________ %TE"EIEt Target Event State
Event Run | ¥Event :Circulation - Tgrget . TE.WQEt : Circulation - s Hlds -
; Circulation - | Circulation - Patron 15
Time | State Copy it Auth Patron Bl
‘Barcode 5 it Barcode ELNS Complete
Core Type
3 2012-07-27T1! complete is
Hold
Add Row Apply
2012-07-27T1: complete
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Chapter 60. Sort

Y ou can sort your results by clicking the column name.

Triggered Event Log (patron specific)

Show events at and below: |Algona-Pacific -

| # |Event Name

Hold Ready
for Pickup
Email
Motification

Hold Ready
for Pickup
SMS
Motification

Hold Ready
for Pickup
Email
Motification

Event Run vent

S Time ate

ProcessTemp 2012-07-27T1! complete

SendSMS 2012-07-27T1: complete

ProcessTemp 2012-07-27T1: complete

Chapter 60. Sort

160



Chapter 61. Print

You can select the events that you want to print, or you can print al events. To print selected events, check the
boxes adjacent to the events that you want to print, and click Print Selected Events. To print al events, simply

click Print All Events.
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Chapter 62. Reset

If the triggered event does not complete or the notice is not sent and the trigger needs to be run again, then select
the event, and click Reset Selected Events.
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Chapter 63. Introduction

You can select and group a set of usersinto a User Bucket. You can add users to a User Bucket from the Patron
Search interface or directly from the User Bucket interface by user barcode. It is also possible to add usersto aUser
Bucket by uploading atext file that contains alist of user barcodes.

From this interface it is possible to perform a set of specific batch update operations on the group of users you
have identified.
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Chapter 64. Editing users

Y ou can change the following fields in batch:

» Activeflag

» Primary Permission Group (group application permissions consulted)

e Juvenileflag

» Home Library (if you have the UPDATE_USER permission for both the original and destination libraries)
* Privilege Expiration Date

» Barred flag (if you have the BAR_PATRON permission)

* Internet Access Level

Y ou will need the UPDATE_USER permission.

Each change set requires a name. Buckets may have multiple change sets. All users in the Bucket at the time of
processing are updated when the change set is processed, and change sets are processed immediately upon successful
creation. The interface delivers progress information regarding the processing stage and percent of completion.

While processing the users, the original value for each field edited is recorded for potential future rollback. Users
can examine the success and failure of applied change sets.

The user will be ableto rollback the entire change set, but not partsthereof. The rollback will affect only those users
that were successfully updated by the original change set and may be different from the current set of usersin the
Bucket. Users can manually discard change sets, removing them from the interface but preventing future rollback.

As a batch process, rather than a direct edit, this mechanism explicitly skips processing of Action/Trigger event
definitions for user update, so users will not receive any notifications that they might otherwise receive when their
accounts are edited.
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Chapter 65. Deleting users

Y ou may aso delete users as a batch.

Y ou will need the UPDATE_USER and DELETE_USER permissions.

Each delete set requires a name. Buckets may have multiple delete sets. All users in the Bucket at the time of
processing are marked as deleted when the delete set is processed. The interface delivers progress information
regarding the processing stage and percent of completion.

While processing the users, the original value for the "deleted” field will be recorded for potential future rollback.
Users are able to examine the success and failure of applied delete sets in the same interface used for the above
described change sets.

As a batch process, rather than a direct edit, this mechanism explicitly skips processing of Action/Trigger event
definitions for user deletion.

This mechanism does not completely purge the user from the database. User data will still be available to system
administrators with database access.
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Chapter 66. Editing Statistical Category
Entries

All users in the bucket can have their Statistical Category Entries modified. Unlike user data field updates,
modification of Statistical Category Entries is permanent and cannot be rolled back. No named change sets are
required. The interface will deliver progress information regarding the processing stage and percent of completion.

As a batch process, rather than a direct edit, this mechanism explicitly skips processing of Action/Trigger event
definitions for user update.
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Chapter 67. Basic Search

From the OPAC home, you can conduct a basic search of all materials owned by all libraries in your Evergreen
system.

This search can be as simple as typing keywords into the search box and clicking the Search button. Or you can
make your search more precise by limiting your search by fieldsto search, material type or library location.

The Homepage contains a single search box for you to enter search terms. Y ou can get to the Homepage at any time
by clicking the Another Search link from the leftmost link on the bar above your search resultsin the catalogue, or
you can enter a search anywhere you see a search box.

Y ou can select to search by:

» Keyword: finds the terms you enter anywhere in the entire record for an item, including title, author, subject,
and other information.

» Title: findsthe termsyou enter in the title of an item.
» Journal Title: finds the termsyou enter in thetitle of a serial bib record.
» Author: finds the terms you enter in the author of an item.

» Subject: finds the terms you enter in the subject of an item. Subjects are categories assigned to items according
to asystem such asthe Library of Congress Subject Headings.

» Series: finds the terms you enter in the title of a multi-part series.

o To search an item copy call number, use Advanced Search: Numeric

Formats

Y ou can limit your search by formats based on MARC fixed field type:

All Books

All Music

» Audiocassette music recording

* Blu-ray
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Braille

Cassette audiobook

CD Audiobook

CD Music recording

DVD

E-audio

E-book

E-video

Equipment, games, toys

Kit

Large Print Book

Map

Microform

Music Score

Phonograph music recording
Phonograph spoken recording
Picture

Serials and magazines
Softwar e and video games

VHS

Libraries

If you are using acatalogue in alibrary or accessing alibrary’s online catal ogue from its homepage, the search will
return items for your local library. If your library has multiple branches, the result will display items available at

your branch and all branches of your library system separately.

Chapter 67. Basic Search

Report errors in this documentation using Launchpad.

172


https://bugs.launchpad.net/evergreen/+filebug

Chapter 68. Advanced Search

Advanced searches allow users to perform more complex searches by providing more options. Many kinds of
searches can be performed from the Advanced Search screen. Y ou can access by clicking Advanced Search on the
catalogue Homepage or search results screen.

The available search options are the same as on the basic search. But you may use one or many of them
simultaneously. If you want to combine more than three search options, use Add Search Row button to add more
search input rows. Clicking the X button will close the search input row.

Sort Results

By default, the search results arein order of greatest to least relevance, see Order of Results. In the sort results menu
you may select to order the search results by relevance, title, author, or publication date.

Search Library

The current search library is displayed under Search Library drop down menu. By default it is your library. The
search returnsresultsfor your local library only. If your library system has multiple branches, use the Search Library
box to select different branches or the whole library system.

Limit to Available

This checkbox is at the bottom line of Search Library. Select Limit to Available to limit results to those titles that
have items with acirculation status of "available" (by default, either Available or Reshelving).

Exclude Electronic Resources

Thischeckbox isbelow Limit to Available. Select Exclude Electronic Resourcesto limit resultsto those bibliographic
recordsthat do not havean"o" or "s" inthe ltem Formfixed field (el ectronic forms) and overrides other form limiters.

Thisfeatureis optiona and will not appear for patrons or staff until enabled.

To display the Exclude Electr onic Resour ces checkbox in the advance search page and search results, set the
ctx.exclude_electronic_checkbox setting in config.tt2 to 1.

Search Filter
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Y ou can filter your search by Item Type, Item Form, Language, Audience, Video Format, Bib Level, Literary Form,
Search Library, and Publication Year. Publication year is inclusive. For example, if you set Publication Year
Between 2005 and 2007, your results can include items published in 2005, 2006 and 2007.

For each filter type, you may select multiple criteria by holding down the CTRL key as you click on the options. If
nothing is selected for afilter, the search will return results as though all options are selected.

Search Filter Enhancements

Enhancements to the Search Filters now makes it easier to view, remove, and modify search filters while viewing
search resultsin the Evergreen OPAC. Filtersthat are sel ected while conducting an advanced searchin the Evergreen
OPAC now appear below the search box in the search results interface.

For example, the screenshot below shows a Keyword search for "violin concerto” while filtering on Item Type:
Musical sound recording and Shelving Location: Music.

Advanced Search Numeric Search Expert Search

Search Input

Keyword v | |Contains v |\.fiolir| concertd | i
And v || Title v | |Containg ¥ g
And v || Author v | |Containg ¥ g

Add Search Row

Search Filters

Item Type Item Form Language Audience
Manuscript notated music » | § Braille English Adolescent
Mixed materials Direct electronic German Adult
Musical sound recording Electronic Spanish Pre-k
Nonmusical sound record ~ | jLarge print v | |- v | |-—- =
Video Format Bib Level Literary Form Shelving Location
& mm. Collection Comic strips Magazine -
8 mm. Integrating resource Dramas Music
Beta Monograph/ltem Essays New Books -
Beta - | |Monegraphic componant |~ | |Fiction (not further specific =
Search Library Publication Year Sort Results
Apex Branch MRIE v Sort by Relevance v
Limit to Available Exclude Electronic Resources Group Formats and Editions

In the search results, the Item Type and Shelving Location filters appear directly below the search box.
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Search the Catalog Advanced Search Browse the Catalog

Search: |viclin concerto | Type: Keyword v Fonnat: All Formats v
Library: Apex Branch v m
Filtered by: | Item Type Musical sound recording = | | Locations Music = |

[ Refine My Original Search ]

Another Search Advanced Search Sort by Relevance v Show More Details | |

Search Results Results 1-2ofabout 2 (page 1 of 1)

Recent searches + 1 Shostakovich, D Violin Concerto No. 1/ BACH.
J.8.: Violin Concerto in E major (Tellefsen).

Series Title ™ Musical Sound Recording (Unknown Format) ([2009])

Call number: Accession #701591

Naxos Music Libra (2) 1 of 1 copy available at Equinox Consortium.
CBC (1) 1 of 1 copy available at Casey Library System.
= s 1 of 1 copy available at Apex Branch.
Simax Classics (1) « Place Hold

2. Prokofiev / Violin Concertos

™ \Musical Sound Recording (Unknown Format) ([2006])

Call number: Accession #701286

1 of 1 copy available at Equinox Consortium.

1 of 1 copy available at Casey Library System.
1 of 1 copy available at Apex Branch.

+' place Hold
Search Results Results 1-2 ofabout2 (page 1 0f 1)

Each filter can be removed by clicking the X next to the filter name to modify the search within the search results
screen. Below the search box on the search results screen, there is also alink to Refine My Original Search, which
will bring the user back to the advanced search screen where the original search parameters selected can be viewed
and modified.

Numeric Search

If you have details on the exact item you wish to search for, use the Numeric Search tab on the advanced search
page. Use the drop-down menu to select your search by 1SBN, ISSN, Bib Call Number, Call Number (Shelf Browse),
LCCN, TCN, or Item Barcode. Enter the information and then click the Search button.

Expert Search

If you are familiar with MARC cataloging, you may search by MARC tag in the Expert Search option on the | eft of
the screen. Enter the three-digit tag number, the subfield if relevant, and the value or text that correspondsto the tag.
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For example, to search by publisher name, enter 260 b Random House. To search severa tags simultaneously,
use the Add Row option. Click Submit to run the search.

Use the MARC Expert Search only as alast resort, as it can take much longer to retrieve results than by using
indexed fields. For example, rather than running an expert search for "245 a Gone with the wind", simply do
aregular title search for "Gone with the wind".
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Chapter 69. Boolean operators

Classic search interfaces (that is, those used primarily by librarians) forced users to learn the art of crafting search
phrases with Boolean operators. To alarge extent thiswas due to the inability of those systemsto provide relevancy
ranking beyond a"last in, first out" approach. Thankfully, Evergreen, like most modern search systems, supports a
rather sophisticated relevancy ranking system that removes the need for Boolean operators in most cases.

By default, al termsthat have been entered in a search query are joined with an implicit AND operator. Those terms
arerequired to appear in the designated fields to produce a matching record: a search for golden compasswill search
for entries that contain both golden and compass.

Words that are often considered Boolean operators, such as AND, OR, and NOT, are not special in Evergreen: they
are treated as just another search term. For example, atitle search for gol den and conpass will not return
the title Golden Compass.

However, Evergreen does support Boolean searching for those rare caseswhere you might requireit, using symbolic
operators as follows:

Table 69.1. Boolean symbolic operators

Operator Symbol Example
AND && a &b
OR | all b
NOT -term a-b
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Chapter 70. Search Tips

Evergreen tries to approach search from the perspective of a major search engine: the user should simply be able
to enter the terms they are looking for as a general keyword search, and Evergreen should return results that are
most relevant given those terms. For example, you do not need to enter author’s last name first, nor do you need
to enter an exact title or subject heading. Evergreen is also forgiving about plurals and alternate verb endings, so if
you enter dogs, Evergreen will also find items with dog.

The search engine has no stop words (terms are ignored by the search engine): atitle searchfort o be or not
t 0o be (inany order) yields alist of titles with those words.

» Don't worry about white space, exact punctuation, or capitalization.

1

2.

5.

White spaces before or after aword are ignored. So, asearch for [ gol den conpass ] givesthe same
results as asearch for [ gol den conpass] .

A double dash or a colon between words is reduced to a blank space. So, atitle search for golden: compass or
golden —compass is equivalent to golden compass.

Punctuation marks occurring within a word are removed; the exception is _. So, a title search for gol_den
com_pass gives no result.

Diacritical marks and solitary & or | characters located anywhere in the search term are removed. Words or
letters linked together by . (dot) are joined together without the dot. So, a search for go|l|den & comp.assis
equivalent to golden compass.

Upper and lower case letters are equivalent. So, Golden Compass is the same as golden compass.

» Enter your search words in any order. So, a search for compass golden gives the same results as a search for
golden compass. Adding more search words gives fewer but more specific results.

Thisisasotruefor author searches. Both David Suzuki and Suzuki, David will return resultsfor the same author.

» Use specific search terms. Evergreen will search for the words you specify, not the meanings, so choose search
terms that are likely to appear in an item description. For example, the search luxury hotels will produce more
relevant results than nice places to stay.

» Search for an exact phrase using double-quotes. For example “ golden compass’.

The order of wordsisimportant for an exact phrase search. golden compass is different than compass gol den.

White space, punctuation and capitalization are removed from exact phrases as described above. So a phrase
retains its search terms and its relative order, but not special characters and not case.

Two phrases are joined by and, so a search for "golden compass' "dark materials' is equivalent to golden
compass and dark materials.

e Truncation Words may be right-hand truncated using an asterisk. Use asingle asterisk * to truncate any number
of characters. (example: environment* agency)
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Chapter 71. Search Methodology

Stemming

A search for dogswill aso return hitswith the word dog and asearch for parenting will return resultswith the words
parent and parental . Thisis because the search uses stemming to help return the most relevant results. That is, words
are reduced to their stem (or root word) before the search is performed.

The stemming algorithm relies on common English language patterns - like verbs ending in ing - to find the stems.
This is more efficient than looking up each search term in a dictionary and usually produces desirable results.
However, it also means the search will sometimes reduce aword to an incorrect stem and cause unexpected results.
To prevent aword or phrase from stemming, put it in double-quotes to force an exact search. For example, a search
for par ent i ng will also return resultsfor par ent al , but asearch for " par ent i ng" will not.

Understanding how stemming works can help you to create more relevant searches, but it is usually best not to
anticipate how a search term will be stemmed. For example, searching for gol d conpass does not return the
same results as gol den conpass, because - en is not a regular suffix in English, and therefore the stemming
algorithm does not recognize gold as a stem of golden.

Order of Results

By default, the results are listed in order of relevance, similar to a search engine like Google. The relevance is
determined using anumber of factors, including how often and where the search terms appear in theitem description,
and whether the search terms are part of thetitle, subject, author, or series. The results which best match your search
arereturned first rather than results appearing in aphabetical or chronological order.

In the Advanced Search screen, you may select to order the search results by relevance, title, author, or publication
date before you start the search. Y ou can also re-order your search results using the Sort Results dropdown list on
the search result screen.
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Chapter 72. Search Results

The search results are a list of relevant works from the catalogue. If there are many results, they are divided into
several pages. At thetop of the list, you can see the total number of results and go back and forth between the pages
by clicking the links that say Previous or Next on top or bottom of the list. Y ou can aso click on the adjacent results
page number listed. These page number links allow you to skip to that results page, if your search results needed
multiple pagesto display. Here is an example:

Another Search 8 Advanced Search -1, §1 1 A HPT TN £ L LTE SRR ) Limit to Available ltems

_ Group Formats and Editiens | | Show Results from All Libraries | Exclude Electronic Resources

Search Results Results 1-10 of about 271 (page10f28) 12345678 Nexths

1. Shostakovich Violin Concerto No. 1/
Personal Author More . v
TCHAIKOVSKY : Violin Concerto. t
Shostakovich, Dmitrii (57) . "
Drmitivich 1906-1975 Musical Sound Recording (Unknown Format) ([2008])
- Call number:
Mozart, Wolfgang (11) 1 of 1 copy available at Example Consortium.
Amadeus 1756-1791 2. Shostakovich, D. Piano Concerto No. 1/ LISZT, v
Brahms, Johannes 1833- () F.: Piano Concerto No. 1/ PROKOFIEV, S.: Piano f
1897 Concerto No. 1 (Salle, Gulbenkian Orchestra,
Bartok, Béla 18811945  (4) Foster).
Beethoven, Ludwig van (4) Musical Sound Recording {Unknown Format) ([2010])
1770-1827 Call number:
1 of 1 copy available at Example Consortium.
Corporate Author More IES Shostakovich Cello Concerto No. 2 /

PROKOFIEV : Symphony-Concerto (Harrell). vi
New England (4)

Conservatory Philharmonia : Musical Sound Recording (Unknown Format) ([2008])

Brief information about the title, such as author, edition, publication date, etc. is displayed under each title. The
icons beside the brief information indicate formats such as books, audio books, video recordings, and other formats.
If you hover your mouse over the icon, atext explanation will show up in asmall pop-up box.

Clicking atitle goes to the title details. Clicking an author searches all works by the author. If you want to place a
hold on thetitle, click Place Hold beside the format icons.

Onthetopright, thereisaLimit to Available checkbox. Checking thisbox will filter out thosetitleswith no available
copiesinthelibrary or libraries at the moment. Usually you will see your search results are re-displayed with fewer
titles.

When enabled, under the Limit to Available checkbox, thereisan Exclude Electronic Resour ces checkbox. Checking
this box will filter out materials that are cataloged as electronic in form.

The Sort by dropdown list is found at the top of the search results, beside the Show More Details link. Clicking an
entry on the list will re-sort your search results accordingly.

Facets: Subjects, Authors, and Series

At theleft, you may seealist of Facets of Subjects, Authors, and Series. Selecting any one of these linksfilters your
current search results using that subject, author, or series to narrow down your current results. The facet filters can
be undone by clicking the link a second time, thus returning your original results before the facet was activated.
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Search Results Results 1-10

Personal Author More
Bartdk, Béla (2)

15681-1845

Besthoven, Ludwig (2)

wan 1770-1827

Brahms, Johannes (2)

15633-1887

Carter, Elliott 1908- (2)

Mozart, Wolfgang (2)

Amadeus 1756-1791

Topic Subject More
Concertos (Violin (15)

Conceros (Piano) (2)

Music (2)

Suites {Orchestra) (2)

Ballets (1)

Columbia Masterworks (1)

Digital Classics (1)
Great recordings of the (1)

century

Hawkes Pocket Scores (1)
710

Student composers' (1)
concert

Availability

The number of available copies and total copies are displayed under each search result’s call number. If you are
using a catalogue inside a library or accessing a library’s online catalogue from its homepage, you will see how
many copies are available in the library under each title, too. If the library belongs to a multi-branch library system
you will see an extrarow under each title showing how many copies are available in all branches.
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j for |violin Keyword in Example Consortiun «

Show More Detalls

i1-100f 25 (page 1 of 3) 123 Mexik
g 1. Violin concerto
Penderecki, Krzysziof, 1933- 1979,
(2) Call number: 780 B92 a
27 of 31 coples available at Example Consortium.
(2)
2. Violin concerto no. 2 ; Six duos (from 44 Duoas)
(2) Bartdk, Béla, 1881-1545. 1966
Call number: 780 B15 a
(2) 27 of 32 coples available at Example Consortium.

(2

| for [violin |  Keyword

~|in Example Branch 1 = | m

Show More Detalls

i1-100f25 (page 1 of 3) 123 MNextie
E 1. Violin concerto
Penderecki, Krzysztof, 1533- 18979,
(2) Call number: 780 B92 ‘*:ﬁ
27 of 31 coples available at Example Consortium.
(2) 12 of 14 copies available at Example System 1.
& of 7 copies available at Example Branch 1.
(2) 2. Violin concerto no. 2 ; Six duos (from 44 Duos}
Barték, Béia, 18671-1945. 1966
(2) Call number: 780 B15 ‘*q,
(2) 2T of 32 coples available at Example Consortium.
13 of 15 copies available at Example System 1.
. T of B copies available at Example Branch 1.

You may aso click the Show More Details link at the top of the results page, next to the Limit to available items
check box, to view each search result’s copies individual call number, status, and shelving location.

Viewing arecord
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Click on a search result’ s title to view a detailed record of the title, including descriptive information, location and
availability, current holds, and options for placing holds, add to my list, and print/email.

Violin concerto
Penderecki. Krzysztof, 1933- (Author).
I? Musical Sound Recording (Unknown Format)  Placa Hold

Electronic resources " Add to my list

O rint / Emai
Link text here - Public note here

F
& Permalink

Available copies Current holds
+ 26 copies at Example Consortium. 1 current hold with 31 total copies.
Location Call Number / Copy Notos Barcode Shelving Location Status Due Date
Example Branch 1 780 B92 (Text) CONCA40000628 Stacks Avallable
Example Branch 1 780 B92 (Text) CONC41000628 Stacks Available -
Example Branch 1 ML 2533 B34 CO2 (Text) CONC40000128 Stacks Checked out 0511272015
Example Branch 1 ML 2533 B34 C92 (Text) COMC41000128 Stacks Available
Example Branch 1 ML 2533 B34 C92 (Text) CONC42000128 Stacks Available
Example Branch 1 ML 2533 B34 CO2 (Text) CONCA3000128 Stacks Available
Example Branch 1 ML 2533 B34 C92 (Text) CONC44000128 Stacks Available -
Example Branch 2 780 A92 (Text) CONC50000728 Stacks Available
Example Branch 2 780 A92 (Text) COMNC51000728 Stacks Available
Example Branch 2 ML1263F92 (Text) CONC50000228 Stacks Checked out 04/28/2015
Next10»

Show more copies

Record details

« Physical Description: 1 sound dise (37 min.) - 33 1/3 rpm, stereo.
» Publisher: New York, NY : Columbia [Records], 1979

Content descriptions

General Note: Program notes by M.A. Feldman

Search for related items by subject

Subject: Concertos (Violin)

Search for related items by series

+ Columbia Masterworks
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Chapter 73. Details

Therecord shows details such asthe cover image, title, author, publication information, and an abstract or summary,
if available.

Near the top of the record, users can easily see the number of copies that are currently available in the system and
how many current holds are on the title.

If there are other formats and editions of the same work in the database, links to those alternate formatswill display.
The formats used in this section are based on the configurable catalog icon formats.

Ready player one / Ernest Cline.
Cline, Ernest. (Author).

\.;} Book

Available copies Current holds

« 18 of 18 copies available at Example Consortium. (Show) 0 current holt
« 12 of 12 copies available at Example System 1. (Show)
« 10 of 10 copies available at Example Branch 1.

View other formats and editions

Book (2} Enaglish (4)
E-audio (1}

Large Print Book (1)

View all formats and editions (4)

The Record Detail s view shows how many copies are at thelibrary or libraries you have selected, and whether they
areavailable or checked out. It aso displaysthe Call number and Copy L ocation for locating the item on the shelves.
Clicking on Text beside the call number will alow you to send the item’s call number by text message, if desired.
Clicking the location library link will reveal information about owning library, such as address and open hours.

Below thelocal detailsyou can open up varioustabsto display moreinformation. Y ou can select Reviewsand More
to see the book’ s summaries and reviews, if available. Y ou can select Shelf Browser to view items appearing near
the current item on the library shelves. Often thisis a good way to browse for similar items. Y ou can select MARC
Record to display the record in MARC format. If your library offers the service, clicking on Awards, Reviews, and
Suggested Reads will reveal that additional information.

Copies are sorted by (in order): org unit, call number, part label, copy number, and barcode.
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Placing Holds

Holds can be placed on either title results or search results page. If the item is available, it will be pulled from the
shelf and held for you. If al copies at your local library are checked out, you will be placed on a waiting list and
you will be notified when items become available.

On title details page, you can select the Place Hold link in the upper right corner of the record to reserve the item.
Y ou will need your library account user name and password. Y ou may choose to be notified by phone or email.

In the example below, the phone number in your account will automatically show up. Once you select the Enable
phone notifications for this hold checkbox, you can supply a different phone number for this hold only. The
notification method will be selected automatically if you have set it up in your account references. But you still
have a chance to re-select on this screen. Y ou may also suspend the hold temporarily by checking the Suspend box.
Click the Help beside it for details.

Y ou can view and cancel ahold at anytime. Before your hold is captured, which means an item has been held waiting
for you to pick up, you can edit, suspend or activate it. Y ou need log into your patron account to do it. From your
account you can also set up a Cancel if not filled by date for your hold. Cancel if not filled by date means after this
date, even though your hold has not been fulfilled you do not need the item anymore.

Place Hold
Harry Potter and the goblet of fire / by J.K. Rowling ; illustrations by Mary GrandPré.

Y

Pickup location: | Example Branch 1 5=

Motify when hold is ready for pickup?

E Yes, by Email

Email Address: jane@yahoo.com

™ Yes, by Phone

Phone Mumber| 617-123-4567

Permalink

The record summary page offers a link to a shorter permalink that can be used for sharing the record with others.
All URL parameters are stripped from the link with the exception of the locg and copy_depth parameters. Those
parameters are maintained so that people can share alink that displays just the holdings from one library/system or
displays holdings from al libraries with a specific library’ s holdings floating to the top.

Chapter 73. Details 185
Report errors in this documentation using Launchpad.


https://bugs.launchpad.net/evergreen/+filebug

+' Place Hold

O Add to my list

\ U’ print 7 Email

f/ Permalink

Status Due Date

SMS Call Number

If configured by the library system administrator, you may send yourself the call nhumber via SMS message by
clicking on the Text link, which appears beside the call number.

Available copies Current holds
* 26 copies at Example Consortium. 1 current hold with 31 total copies.

Location Call Number | Copy Notes Barcode

Example Branch 1 780 B CONC40000628
Example Branch 1 780 B92 (Text) COMC41000628
Example Branch 1 ML 2533 B34 C92 (Text) COMC40000128
Example Branch 1 ML 2533 B34 CO2 (Text) CONC41000128
Example Branch 1 ML 2533 B34 CO2 (Text) CONC42000128
Example Branch 1 ML 2533 B34 C92 (Text) COMC43000128

@ Carrier charges may apply when using the SMS call number feature.

Going back

When you are viewing aspecific record, you can always go back to your titlelist by clicking thelink Search Results
on thetop right or left bottom of the page.
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Subject: Concertos (Violin)

Search for related items by series

¢ Columbia Masterworks

© 2waRDs, REVIEWS, & SUGGESTED READS
© sHELF BROWSER
© marc rRecorD

4 Search Results) Showing ltem 10of 25 Next &

Y ou can start a new search at any time by entering new search terms in the search box at the top of the page, or by
selecting the Another Search or Advanced Search linksin the left-hand sidebar.
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Chapter 74. Introduction

Evergreen includes a self check interface designed for libraries that simply want to record item circulation without
worrying about security mechanisms like magnetic strips or RFID tags.
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Chapter 75. Initializing the self check

The self check interface runsin aweb browser. Before patrons can use the self check station, a staff member must
initialize the interface by logging in.

1. Open your self check interface page in aweb browser. By default, the URL isht t ps: / /[ host nane] / eg/
ci rc/ sel f check/ mai n, where [hosthame] represents the host name of your Evergreen web server.

2. Log in with astaff account with circulation permissions.

\
EVERNGREEN

—

Please Login
Username | |

Password | |

Workstation
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Chapter 76. Basic Check Out

1. Patron scanstheir barcode.

N
EVER%@@REEN“

Please log in with your username or library barcode.

99999371252

2. Optional Patron enters their account password.

\

~
EVER’P\(\(fGREEN’"

—

Please enter your password

3. Patron scans the barcodes for their items OR Patron places items, one at atime, on the RFID pad.

elcome, Lela

~
EVER%Q(GREEN’“

Please enter an item barcode

31234-1749

4, Itemswill be listed below with a check out confirmation message.
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=
EVER’%QKGREEN“

Please enter an item barcode

Checkout of item 31234-1749 succeeded

Logout

Barcode Title Author Due Date Type ltems Che
Total items
. 31234-1749 Harry Potter film wizardry Sibley, Brian. 5/5/16 Checkout Total items

5. If acheck out fails a message will advise patrons.

elcome, Lela

\

N
EVER*%Q((GREEN“

Please enter an item barcode

Unable to check out item 31234-2053. Please see staff.

6. Patron clicks Logout to print a checkout receipt and logout. OR Patron clicks L ogout (No Receipt) to logout
with no receipt.
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~

EVE R?;&(G REEN-

Please enter an item barcode

31234-2053

Unable to check out item 31234-2053. Please see staff.

If the patron forgets to logout the system will automatically log out after the time period specified in the
library setting Patron Login Timeout (in seconds). An inactivity pop-up will appear to warn patrons 20
seconds before logging out.

i\

N
EVER}{((GREEN

Please enter an item barcode

Q

Your login session will soon timeout due to inactivity. Print List

Logout| Continue Session

wuc
Barcode Title Author Date Type
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Chapter 77. View Items Out

1. Patrons are able to view the items they currently have checked out by clicking View Items Out

Items Checked Out

Total items this session: 1.
Total items on account: 7.

( View Items Out '

Holds

You have 0 item(s) ready for pickup.
You have 4 total holds.

Fines

Total fines on account: $4.70.

View Details

2. Theitems currently checked out will display with their due dates. Using the Print List button patrons can print
out areceipt listing all of the items they currently have checked out.

Print List

Due
Barcode Title Author Date Type

E G880410001542 Harry Potter and the goblet of fire Rowling, J. K. 4/28/16  Checkout
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Chapter 78. View Holds

1. Patrons are able to view their current holds by clicking View Holds

Items Checked Out

Total items this session: 1.
Total items on account: 7.

View Items Out

Holds

You have 0 item(s) ready for pickup.
You have 4 total holds.

( View Holds ’

Fines

Total fines on account: $4.70.

View Details

2. Items currently on hold display. Patrons can also see which, if any, items are ready for pickup.

Using the Print List button patrons can print out areceipt listing al of the itemsthey currently have on hold.

Print List

Title Author Status
Antiquités grecques : or, tableau des moeurs, usages et institutions des grecs ; dans lequel on expose Robi Joh #'_Ini]ng\ine
tout ce qui a rapport a leurs religion, gouvernement, lois, magistratures...agriculture, etc. etc obinson, John cwclnpies
Correspondance inédite du Prince de Talleyrand et du Roi Louis XVIII, pendant le Congrés de Vienne,  Talleyrand, Charles Maurice #‘_Iui]ng\ine
publiée sur les manuscrits conservés au Dépét des Affaires Etrangéres de cwclnpies
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Chapter 79. View Fines

1. Patrons are able to view the fines they currently owe by clicking View Details

Items Checked Out

Total items this session: 1.
Total items on account: 7.

View Items Out

Holds

You have 0 item(s) ready for pickup.
You have 4 total holds.

Fines

Total fines on account: $4.70.

2. Current fines owed by the patron display.

Print List

Selected total: $4.70

| Type Details Total Billed Total Paid Balance Owed
Ti circulation Le concerto 12345 5.00 0.30 4.70
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Appendix B. Admonitions

* Note

e warning

&

e caution

&

* tip
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Appendix C. Licensing

Thiswork islicensed under a Creative Commons Attribution-ShareAlike 3.0 Unported License.
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