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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 guide is a work in progress, continually revised to meet the needs of its
users, so if you find errors or omissions, please let us know, by contacting the DIG facilitators at
docs@evergreen-ils.org.

This guide to Evergreen is intended to meet the needs of library workers who provide circulation
services. It is organized into Parts, Chapters, and Sections addressing key aspects of the software.

Copies of this guide can be accessed in PDF and HTML formats from http://docs.evergreen-ils.org/.

Chapter 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 helps patrons find those materials.

The Evergreen software is freely licensed under the GNU General Public License, meaning that it is
free to download, use, view, modify, and share. It has an active development and user community,
as well as several companies offering migration, support, hosting, and development services.

The community’s development requirements state that Evergreen must be:

Stable, even under extreme load.

Robust, and capable of handling a high volume of transactions and simultaneous users.
* Flexible, to accommodate the varied needs of libraries.

* Secure, to protect our patrons’ privacy and data.

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

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

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.

You 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.

Register a New Workstation For This Browser

BR1 ~ Register

Workstations Registered With This Browser

l 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. Your newly-registered workstation should be
selected by default on the login page.

Chapter 3. Registering a Workstation 14




Chapter 4. Basic Login,

1. The default URL to log into the client is https://localhost/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

To log 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 is loaded, 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 Sites 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 Iin
Chrome

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

2. Select Settings.

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

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

Setting the Web Client as the Home Page in
Firefox

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

4.1n 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.

You can turn off these headers and footers using the following steps:
1. In the 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. Go to the Margins & Header/Footer tab.

4. Make sure that 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. In the Firefox address bar, type about:config.

2. If a warning 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 entries
in 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.

You can turn off these headers and footers using the following steps:
1. In the 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
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Chapter 8. Tab Buttons and Keyboard
Shortcuts

Now that the client will be loaded in a web 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 a tab by hitting CTRL-Shift-T.

* To open a link from the web client in a new tab, CTRL-click the link or right-click the link and
select Open Link in New Tab. Using this method, you can also 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 allow 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 determines what library is searched from the advanced search screen and portal
page by default. You can override this setting when you are actually 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 is to set this to 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. You can change which one
is loaded by default when opening a new catalog window here.
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Chapter 10. Turning off sounds

¢ Go to Administration » Workstation.

* Click the checkbox labeled Disable 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

e Middle Name

Search Clear Form (4]

Next to the Clear Form button there is a button with an arrow pointing down that will display the
following additional search fields:

* Barcode

* Alias

* Username

* Email

* |dentification
» database ID
* Phone

e Street 1

* Street 2

* City

» State

* Postal Code

* Profile Group
* Home Library
* DOB (date of birth) year
* DOB month
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* DOB day

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

Check Out

tems Out Holds Bills Messages Edit Other =

st Code Profile Group - SPARK Include Inactive?

o Tips for searching

Search one field 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: Year 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.

Salazar, Katherine Mary Check Out Items Out (0) Holds (0 /0) Bills ($0.00) Messages Edit Other ~
Profile Circulators
Home Library APEX s First Name Middle Name Search
Net Access Filtered
Last Activity Patron Search Results
Last Updated
Create Date 10/19/10 # [[=] Card Last Name First Name Middle Name
Expire Date 9/26/07 1 1632 331078 Salas Clifton Ricardo
F Owed $0.00 2 [ 2483 308956 Salas Joseph John

nes O : 3 2971 354091 Salazar Geraldine Susanne
Items Cut o 4 o 1204 306399 Salazar Katherine Mary
Overdue 0 5 2448 350432 Salazar Rachel Marsha
Long Overdue [v] 6 [ 1201 329896 Salazar Teresa Kristin
Claimed Returned 0 T 1163 332765 Salinas Rachel Jennifer
Lost 0 8 [ 2739 356036 Sampson Edward Andrew

9 2182 350425 Sanchez David
e o 10 O 1634 303362 Sanchez Jane Cindy
Card 308329 1 416 310404 Sanchez John Joseph
Username 306399 12 (O 2260 323804 Sanchez Karen Florence
Day Phone 13 2194 393436 Sanchez Natasha Josephine
a 14 ([ 99 320905 Sanchez Robert Kenneth
Evening Phone
15 1656 344985 Sanchez Shannen

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

* This feature 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 value 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.

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

Retrieving Recent Patrons

* Once the 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, a grid will appear listing patrons accessed by that workstation in the current
session. The length of the list will be limited 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 Save Save & Clone
Barcode

OPAC/Staff Glient User Name

Password 9327 Generate Password
Prefix/Title

First Name

Middle Name

Last Name

Suffix

OPAC/Staff Client Holds Alias

Date of Birth

8

Juvenile
Primary Identification Type Other
Primary Identification

Secondary Identification

Email Address

Mandatory fields display in yellow.

Barcode

OPAC/Staff 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.

Ehcw: Required Fields Suggested Fields .ﬁ__r_'_:i_-;_i_i]

Barcode
OPAC/Staff Client User Name

Password 9327

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.
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Address

Type

Postal Code @
Street (1)
Street (2)

City

County

State

Country

Valid Address?

Within City Limits?

ds Suggested Fields All Fields Save Save & Clone

Mailing ¥ Physical n

Mailing

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 — Statistical Categories Editor).

Staff accounts may also function as patron accounts.

You must select a Main (Profile) Permission Group before the Update Expire Date button will
work, since the permission group determines the expiration date.
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Chapter 14. Patron Self-Registration

Abstract

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

Patron Self-Registration
1. In the OPAC, click on the link to Request Library Card
2. Fill out the self-registration form to request a library 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 Malan

Street Address :240 Division Ave. .

Street Address (2)

City Brooklyn -

County

State %

Zip Code 11211 i

Date of Birth :[]5-[]8-1995

Phone Number BRE-555-5555 (Example: 111-222-3333)
Email Address ;fnolan@example_com

Requested Username ffra_nﬁig_nﬁl_a_n|
Submit Registration

Dynamic catalog Request Library Card BottomLink4 Bottom Link 5

Copyright & 2006-. Georgia Public Library Service, and others
Powered by EV E

Managing Pending Patrons

1. In the staff client select Circulation = Pending Patrons.
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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 a permanent library account for the patron, click on the patron’s row, click on the Load
Patron button at the top of the screen. This will load the patron self-registration information into
the main Patron Registration form.

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.

Check Out ltems Out (0) Holds (0 / 0) Bills (30.00) Messages m Other - Patron Search
Smith, Sarah i i i §
Show: Required Fields Suggested Fields All Fields Save Save & Clone
Profile Pairons Patron Edit
Home Library  SL1 Barcode 99999303411 Replace Barcode | See All
Net Access Filtered OPAC/Staff Client User Name 99999303411
Date of Birth /1311990 Passnord
Last Activity Generate Password
Last Updated  3/2/2018 Prefix/Title
Create Date 3/2/2018 First Name sarah
Expire Date 3/2/2021
Fines Owed $0.00 Middle Narme
Items Out ] Last Name Smith
Overdue ]
Suffix I
Long 0
Overdue OPAC/Staff Client Holds Alias
Claimed 0
Returned Date of Birth 1990-01-13 =

Edit information as required. When finished, select Save.

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

summary pane.

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

the expiration date.

Chapter 15. Updating Patron Information

36




Chapter 16. Renewing Library Cards

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

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

Patron account is EXPIRED.

Patron account has invalid addresses.

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 ltems Out (0)

Holds (D / 0} Bifls (50.00)

Show: Required Fields Suggested Fields All Fields

Suffix

OPAC/Staff Client Holds
Alias

Date of Birth

Juvenile

FPrimary Identification Type
Primary Identification
Secondary Identification

Email Address

Email checkout receipts by
default?

Daytime Phone
Evening Phone
Other Phone
Home Library

Main (Profils) Permission
Group

Privilege Expiraticn Date

Fd 30 vvd

Drivers License v

Messages m Other -

Save

March 2012

Update Expire Date

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” alerts 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 Out ltems Cut (D) Holds (07 0) Bills (30.00 Nessages m Other - Patron 5
Show: Required Fields Supggested Fields All Fields / Save Saye & Clone
Patron Edit
Barzods = oda [N B
543254325 Feplace Barcods Zee Al
OPAC/5taff Client User Name 133433354

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

Barcode Active
33343333

543254325

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 tzrne Dt (0 Haldz atran Search

eck Cut tems Cut {0 oids (07 01

m
\
1
)
o
m
]
-
[t

-
A

Show: Required Fields Supggested Fislds All Fields Cie Save & Clone
Patron Edit
Earcods 543254325 Replsze Barcods See All
OPAC/S1aff Client User Name 333423234
Paszword (:‘9'%'5“:]
PrefixTitle

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.
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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.

internst Access Level s
Filtered ¥

Active

mup Lead Accoun

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

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

* Patron exceeds fine threshold

* Patron exceeds max checked out item threshold

A notice appears when a staff person tries to checkout an item to blocked patrons, but staff may
be given permissions to override blocks.
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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 —» Notes in 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: This type of alert is added via Edit button in the patron record. There is currently no
way to require staff initials for this type of alert. (See the section Patron Alerts for more.)

Staff-Generated Penalties/Messages: These messages are added via the Messages button in the
patron record. They can be a note, alert or block. Staff initials can be required. (See the section
Staff-Generated Penalties/Messages for more.)
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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.

s

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-generated alerts: Once the cause is resolved (e.g. patron’s account has been renewed),
the message will disappear automatically.

Staff-generated alerts: Must be added and removed manually.
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To add an alert to a patron account, retrieve the patron record as described in the section Searching
Patrons.

Open the patron record in edit mode as described in the section Updating Patron Information.

Enter the alert text in the Alert Message field.

Claims Mever Checked Out
Count

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.
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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

ltems 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.

Your 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..." settings in the

Library Settings Editor.

Chapter 23. Patron Notes
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Enter note information.

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

Create a new note

Node Title
gummmmRER ™
! Patron Visible? A
o - - -
Value Note text

Select OK to save the note to the patron account.

To delete a note, 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 ~ admin @
~ Check Out ltems Out (0} Holds (0 / 0) Bills ($0.00) Edit Other ~ Patron Search
12/5/14
Staff-Generated Penalties / Messages
Apply Penalty / Message M « » Actions~ Rows25~ Pagel~ @~

# 0O Applied On standing_penalty.label Library Note

No ltems To Display

Archived Penalties / Messages Set Date Start: | 1 /050015 SetDate End: | 4/90/9016

MM « » PRows25~ Pagel~v =~

# Applied On standing_penalty.label Library Note

No Items To Display

Add a Message

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

Apply Standing Penalty / Message

m Alert Block Penalty Type ¥

MNote...

Initials ﬂ
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There are three options: Notes, Alerts, Blocks

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

After selecting the type of message to create, enter the message body into the box. If Staff
Initials are required, they must be entered into the Initials box before the message can be added.
Otherwise, fill in the optional Initials box and click OK

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

Staff-Generated Penalties / Messages

Apply Penalty / Message M 4 W  Actons» Rows25~ Pagel~ ~
# Applied On standing_penalty.label Library Note

1 1/22/16 Alerting Note, no blocks APEX This is an alert [ys]

2 1/22/16 Alerting block on Circ, Hold and R... APEX This is a block [YS]

3 1/22/16 Note, no blocks APEX This is a note [YS]

Modify a Message

Messages can be edited by staff after they are created.

Staff-Generated Penalties / Messages

Apply Penalty / Message M 4« »  Actions~ |Rows25- Pagel~- -
# Applied On standing_penalty.label Remove Penalty / Message Note

1 1/22/16 Alerting Note, no blocks APEX | Modify Penalty / Message | IS an alert [ys]

2 1/22/16 Alerting block on Circ, Hold and R... APEX Archive Penalty / Message | is a block [YS]

3 1/22/16 Note, na blocks APEX .3 IS @ note [YS]

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.
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Apply Standing Penalty / Message

m Alert Block Penalty Type =

This is an alert [Y5)
No longer an alert

: Lo

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

Staff-Generated Penalties / Messages

Apply Penalty / Message M 4« »w  Actons~ | Rows25~ Pagel~ ~
# Applied On standing_penalty.label Library Note

1 1/22/16 Note, no blocks APEX This is an alert [YS] No longer an ...
2 [ 1zene Alerting block on Cire, Hold and R... APEX This is a block [YS]

3 1/22/16 Note, no blocks APEX This is a note [YS]

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 M « »  Actions~ Rows25~ Pagel~ -~

# Applied On standing_penalty.label Remove Penalty / Message Note
1 1/22/16 Alerting Note, no blocks APEX Modify Penalty / Message i |Is an alert [ys]
2 0O 1/2216 Alerting block on Circ, Hold and R... APEF{ Archive Penalty / Message | ils a block [YS]
3 1/22/16 Note, no blocks APEX . ______..Jlsanote[YS]

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 SetDate Stan: | 44555015 SetDate End: | nq,55/0p16

M « W PRows25~ | Pagel~ ~

# Applied On standing_penalty.label Library Note
1 1/22/16 Note, no blocks APEX This is a note [YS]
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Archived messages will be shown in the section labelled Archived Penalties/Messages. To view
messages, click Retrieve Archived Penalties. By default, messages archived within the past year

will be retrieved. To retrieve messages from earlier dates, change the start date to the desired
date before clicking Retrieve Archived Penalties.

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 ] “ » Actions - Rows25~  Pagel~- =
# Applied On standing_penalty.label Remove Penalty / Message Note

1 1/22/16 Alerting Note, no blocks APEX Modify Penalty / Message i Is an alert [ys]

2 1/22/116 Alerting block on Cire, Hold and R... APEX Archive Penalty / Message i is a block [YS]

3

/22116 Note, no blocks APEX o IS @ NOte [YS]

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 allow staff to batch delete and make batch modifications to user accounts in
Evergreen. Batch modifications can be made to selected fields in the patron account:

* Home Library

Profile Group

* Network Access Level

Barred flag

Active flag
* Juvenile flag

* Privilege Expiration Date

Statistical Categories

Batch modifications and deletions can be rolled back or reversed, with the exception of batch
changes to 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 users to a bucket via the Patron Search 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 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 Staff 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 # users to bucket [Name]".
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CheckOut  Items Out(6)  Holds (0/4)  Bills (30.00)  Messages  Edit  Other =

Last Name First Name Middle Name 0

Allas Username Email aentmcation

Patron Search

o

)

T
n

Database ID Phone Street 1 Street

e P Serials + BR1 ~ Include
Inactive?
Patron Search Add To Bucket~ M 4« »  Rows25~  Pageil-~
Results
Merge Patrons -
# ID  Created OMailing:StHome Libr Profile =~ DoB  Middle NaFirst NameLast Name Card
1 @ 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 NMeeks  999993..
3 143 8/4/16 6178 Re.. SL1 Serials  6/5/77 Wayne  Neal 999993...
4 151 8/4/16 7864 Re.. BR1 Serials  8/21/87 Tiffany  Eha Palmer  999993...

Create Bucket

Name

Group Update

Description

group update 3/2017

# Staff Sharable?

Create Bucket

To add users to a bucket by scanning user barcodes in the User Bucket interface:

1. Go to Circulation—»User Buckets and select the Pending Users 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 Staff 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

. 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 Users tab. Hit ENTER on your keyboard
after manually typing in a barcode to add it to the list of Pending Users.

4. Select the user accounts that you want to add to the bucket by checking the box next to each

5

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~ ] “« » Actions~ Rows 25~ Pagel~ =

First Name Middle Name Last Name Home Library
Robert Coy Wade Example Branch 3
John Charles Graham Example Branch 4

wWin = #

Rebecca Vanessa Bradley Example Branch 4

=

Shawn Joseph Little Example Branch 4

To add users to a bucket by uploading a file of user barcodes:

1.
2.

Go to Circulation—»User Buckets and select the Pending Users tab at the top of the screen.

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 Staff 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.

. In the Pending Users tab, click Choose File and select the file of barcodes to be uploaded.

a. The file that is uploaded must be a .txt file that contains a single barcode per row.

. The user accounts will automatically appear in the list 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.

Batch Edit All Users

To batch edit all users in a user bucket:
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1. Go to 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 the list of users in 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. Assign a Name for edit set. This name will allow 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

Active flag

Juvenile flag

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 - Metwork 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 categories for all users in a bucket:
1. Go to 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 the list of users in 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 categories will be listed and staff
can choose:

a. To leave the stat cat value unchanged in the patron accounts.
b. To select a new 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

Big

Unchanged Remove:

Student

Apply Changes

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 modify 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 the list of users in the bucket and click Delete all users.
A dialog box called Delete all users will appear. . Assign a Name for delete set. This name will allow
staff to identify the batch deletion for future verification or rollbacks. . Click Apply Changes. All
users in the bucket will be marked as deleted.

Batch deleting patrons from a user 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.
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2. Click Buckets to 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 also an option to Delete a
batch change. This will remove this batch change from the list of actions that can be rolled back.
It will not delete or reverse the batch change.

4. Click OK to close the dialog box.

View batch changes

Name Completed Rolled back
Exp date-3/21/2020 Mar 21, 2017 T
deletion 3/21/2017 Mar 21, 2017 eeie

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 Buckets to select an existing bucket.

3. Click Roll 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 --- T |

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

Roll Back Changes
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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 Delete

Sharing Buckets

If a User Bucket has been made Staff Shareable, it can be retrieved via bucket ID 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.

&« (& 0 & Secure |htps_-'_.-'dev—testZ.eswIibrary.com_'e;_-':ta"f_-'ci c/patron/bucketfview/32 | bl 1

=5 Apps ESI Booking Evergreen Koha FulfiLLment EG 2.6 OPAC m Trello Login - & Webby » Other book

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

Pending Users (0) Bucket View (6)

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 M W | 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 to retrieve and click Load 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:

* To batch edit a user bucket, staff accounts must have the VIEW_USER, UPDATE_USER, and
CONTAINER _BATCH_UPDATE permissions for all users in the bucket.

Chapter 25. User Buckets 59
Report errors in this documentation using Launchpad.



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

* To make a batch changes to 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 all users in 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.

‘ Cataloging ~

2 Check Out

M 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 Cut (1) Holds (0 / 0) Bills (30.00)

Barcode » | 13465789 Submit

4) Due date is now displayed.

Alert Msg Balance Owed Barcode Bill # Call Number Due Date Family Name

#
1 156212485858 1860 IW3OVQGJ-QFSE6  12/22/14 11:50 PM Smith

O
]

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

Pre-cataloged ltems

1) Go to patron’s Check Out screen by clicking Circulation = Check Out Items.

2) Scan the item barcode.
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3) At prompt, enter the required information click Precat Checkout.

Barcode "33442234343222" was mis-scanned or is a non-cataloged
item.

Title

Ghosts of Massachusetts

Author

Standish, Myles

ISEN

123456789123

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 is in the ISBN field. This behavior prevents pre-cataloged items from being

checked out before you are done entering all the desired information.

Due Dates

Circulation periods are pre-set. When items are checked out, due dates are automatically calculated
and inserted into circulation records if the Specific Due Date checkbox is not selected on the Check
Out screen. The Specific Due Date checkbox allows you to set a different due date to override the

pre-set loan period.
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Before you scan the item, select the Specific Due Date checkbox. Enter the date in yyyy-mm-dd
format. This date applies to all items until you change the date, de-select the Specific Due Date
checkbox, or quit the patron record.

Barcode - Submit V] Specific Due Date | 2013-01-01

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 ($0.00) Messages Edi Other ~ Patron Search
>

Smith, Sarah

Profile Patrons

|

Home Library BR1 Barcode ~ Submit Specific | 8/9/16
Due
Date

Net Access Filtered
Date of Birth 1/13/130
Last Activity 8/9/16
Last Updated 8/9/16
Create Date 8/4/16 e “« » Rows 25~ | Page 1~ ~

Expire Date 8/4/19
—— O # Alert Msg Bill # DueDate Barcode  Location Family Name Tite  Remaining RCall NumberBalance Owe
esie 1 512 8/16/16 11._. FIC40000... Science Fi._. Smith Blueberry . 2 FIC 216

Iltems Out 2

o
Overdue 0 Strict Barcode| ™ Quick Receipt | Done |~

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, patrons will 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 a different receipt option if desired. The email
receipt radio button will be disabled if there is no email address associated with the patron’s
account.
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N
EVEE&%REEN“

Please enter an item barcode

Barcode Title Author Due Date Type

Opt In

Staff Mediated Opt In At Registration

D

I Receipt:  '® Email Print MNone I

Items Checked Out

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

View Items Out

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 this option if the patron
wants email checkout receipts to be their default. Save any changes.

Register Patron

&=
Show: Required Fields Suggested Fields All Fields
Primary Identification Type Drivers License v
Primary Identification 645413521
Secondary ldentification
Email Address ssmith@example.com
Email checkout receipts by default? v
Daytime Phone 555-555-5555
Evening Phone
Other Phone
Home Library BR1 ~
IMain (Profile) Permission Group patrons - Secondary Groups
Privilege Expiration Date 8/9/19 ] Update Expire Date
Internet Access Level Filtered v

Staff Mediated Opt In After Registration

Staff can also select email checkout receipts as the default option in a patron 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.
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Check Out  Items Out(1)  Holds(0/0)  Bills ($0.00)  Messages [Vl Other -

Smith, Sarah —
: Show: Required Fields Suggesi 1/13/90 =
Holds 0/0
Primary Identification Type Other .
Card 99999303411
Usermname 99999303411 Primary Identification
Day Phone Secondary Identification

Evening Phone

Other Phione Emall Address ssmith@example.com Invalidate
1D1 Other Email checkout receipts by =
D2 default?
Email ssmith@example.com Daytime Phone
L Evening Phone
MAILING  (print)

Other Phone

845 Relative Dress Mall .
Okeechobee, FL 34972 Home Library St

Patron Opt In - Self-Registration Form

If your library offers patrons the ability to request a library 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 Link5

Request a Library Card

Home Library Example Consortium v

First Name *
Middle Name

Last Name *
Street Address *
Street Address (2)

City *
Zip Code *

Requested Username
Email checkout receipts by default?

Go Back Submit Registration

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

Patron Opt In - OPAC Account
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Patrons can also opt in to receive email checkout receipts by default directly in their OPAC account.
After logging in, patrons can go to Account Preferences—Notification Preferences and enable Email

checkout receipts by default? and click Save.

Search the Catalog Advanced Search Browse the Catalog

Search: H |Wpe: Keyword v Format: All Formats v Library: Example Branch 1 ¥

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

Default Phone Number

I Email checkout receipts by default? i I

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—Local 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.

Cataloging ~

2 Check Out

A checkIn

2) Scan item barcode or enter manually and click Submit.
Barcode 31234-33295 Submit

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

Barcode Submit

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

Items Checked In

# |0 Alert Msg Balance Owed Barcode Bill # Checkin Date Family Name
1 & $5.00 498918229943 1281 12/8/14 12:00 AM  Smith

4) If the checkin is an item that can fill a hold, 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 the item is not in a state acceptable for hold/transit (for instance, it is damaged), select the

line of the item, and choose Actions —» Cancel Transit. The item will then have a status of Canceled
Transit rather than In Transit.

Backdated check in

This is useful for clearing a book drop.
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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 Effectve 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 Erfective DAte | 5014 1201

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

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.

Effective Dz

Barcode Submit 31234-32083 was already checked in.

Items Checked In M « M | Actions~
# [ AlertMsy Balance Owed Barcode Bill # Checkin Date Family Name  Retrieve Last Patron Who Circulated ltem
1 | 31234-32083 Backdate Post-Checkin

Mark ltems Damaged
Print Rece  Abort Transits g

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

Mumber of circulations selected: 1

Effective Date: 2014-10-31|
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o Checkin Modifiers

At the right bottom corner there is a Checkin Modifiers pop-up list. The options are:

-lgnore Pre-cat Items: no prompt when checking in a pre-cat item. Item will be routed to Cataloguing
with Cataloguing status.

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

-Amnesty Mode/Forgive Fines: overdue fines will be voided if already created or not be inserted if
not yet created (e.g. hourly loans).

-Auto-Print Hold and Transit Slips: slips will 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. This is intended 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.

-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 is ready 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 process item
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.

These options may be selected simultaneously. The selected option is displayed in the header area.

Barcode | 156212485658 Submit Bffective Date | 50144219

Items Checked In M 4« W | Actons~ Rows25- Pagel-  ~
# Alert Msg Balance Owed Barcode Bill # Checkin Date Family Hame Finish Location Route To Start Title
Mo ttems To Display
Print Receipt Trim List (20 Rows) Strict Barcode Checkin Modifiers
Ignore Pre-cataloged tems
Suppress Holds and Transits
Amnesty Mode
Auto-Print Hold and Transit Slips
Clear Holds Shelf
Retarget Local Holds
Retarget All Statuses
Capture Local Holds As Transits
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Chapter 28. Renewal and Editing the Iltem’s

Due Date

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

date or renewing with a specific due date.

Renewing via a Patron’s Account

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

Smith, Alexandra {’ Check Out tems Out (1) Holds (0 /0 Bills ($4.20 Messages

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

M | ¢ W Actons~  Rows25~

# Circ ID Barcode Due Date Workstation Checkin WorkstaiCheckout / RenewRenewals Remain Fines Stopped
1 1880 156212 1/2/15 11:58 PM APEXN-test APEX 2

Page 1~

Title

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.

ftems Checked Out (1} Dther/Special Circulations (0

M @ W | Actions- | Rows 25~

# Circ 1D Barcode Due Date Workstation Checkin WorkstaiChecke ' M Receipt

1 [v] 1882 156212485858 11515 11:59 PM APEX-test APEX Edit Due Date
Mark Lost (By Patron)

s Stopped

Mark Claims Returned

Mark Claims Never Checked Out
Renew

Renew Al

Renew With Specific Due Date
Check In

Add Billing

Page 1~

Title

3) If you want to specify the due date, click Renew with Specific Due Date. You will be prompted

to select a due date. Once done, click Apply.

Renewing by Item Barcode

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

2) Scan or manually entire the item barcode.

Renew ltems

Barcode 1562124585& Submit Specific Due Date 2014-12-19
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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

[#f] 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)

M | 4 | W | Actons~ | Rows25~ | Pagel~
# D Circ 1D Barcode Due Date Workstation Checkin WorkstatiCheckout / Print ftem Receipt Stopped Title
1 1881 156 5 1215 11:59 P APEX-test APEX Edit Due Date lost city
2 [ 1882 657 1ZNS 1159 PM APEXest APEX Mark Lost (By Patron) trunk music

Mark Claims Returned

hlark Claims Never Checked Out
Renew

Renew All

Renew With Specific Due Date
Check In

Add Biling

3) Enter a new 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 the item. Click on Actions - Mark Lost (by Patron).

ltems Checked Out (2) Other/Special Circulations (0

# Circ ID Barcode
1 1880 56212485858
2 [¥] 1891

Due Date
142115 11:59 P
142115 11:59 PM

Viorkstation
APEX-test

APEX-test

Checkin WorkstatiCheckout
APEX
APEX

3) The lost item now displays as lost in the Items Checked Out section of the patron record.

| Hems Checked Out (1) | Other/Special Circulations

# Circ ID Barcode

1 1891

Due Date
/2415 11:58 PM

Workstation
APEX-test

L] “ | » Actions ~ Rows 25 - Page 1~
Print tem Receipt Stopped Title
Edit Due Date st cit
Mark Lost (By Patron) trunk music

Mark Claims Returned

Mark Claims Newver Checked Out
Renew

Renew All

Renew With Specific Due Date
Check In

Add Biling

M # W  Actions~ Rows25~ | Pagel~
Checkin WorkstatiCheckout / RenewRenewals Remaini  Fines Stopped Title
APEX 2 LOST tr muSic

4) The lost item also adds to the count of Lost items in the patron summary on the left (or top)

of the screen.
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Smith, Alexandra A

Patron exceeds fine 12M59/14
threshold

Profile Patron
Home Library APEX
Met Access Fittered
Last Activity

Last Updated 1211514
Create Date 1011510
Expire Date TIZBME
Fines Owed $35.00
ftems Cut 0
Owverdue 0

Long Owerdue 0

Claimed 1
Returned

Lost 1
Hold= oro

Lost Item Billing

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

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

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

Refunds for Lost Items

If an item is returned after a lost 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 a bill with a negative amount, you need to add two dummy bills to the
existing bills. The first one can be of any amount (e.g. $0.01), while the second should be of the
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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 the item, then select Actions = Mark Claimed Returned from the dropdown menu.

tems Checked Out (2}

M 4 W | Actions~ | Rows25~ Pagel~

# |0 CircID Barcode Due Date Viorkstation  Checkin WorkstatiChegkout |1t 16m Receipt Stopped Title
1 1890 156212485858 U215 11:59PM APEXest APEX Edit Due Date lost city
2 [ 1891 BET 1215 1159 PM APEX-test APEX Mark Lost (By Patron) sic

Wark Claims Returned

Wark Claims Newver Checked Out
Renew

Renew All

Renew With Specific Due Date
Check In

Add Biling

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

Mark ltem(s) Claims Returned

Enter claims returned date for tems: 601820844833

2014-12-31

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

: Other/Special Circulation
] 4 MW | Actions~ Rows 25~  Pagel~-

O Circ 1D Barcode Due Date Workstation Checkin WorkstatiCheckout / RenewRenewals Remaini Fines Stopped Title
1 D 1890 1562124858 /2115 11:58 PM APEX-test APEX 2 CLAIMSRETURNED  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 A

Patron exceeds fine 1218914
threshold

Profile Patron
Home Library APEX
Met Access Fittered
Last Activity

Last Updated 1211514
Create Date 1011510
Expire Date TIZBME
Fines Owed $35.00
ftems Cut 0
Owverdue 0

Long Owverdue 0

Claimed 1
Returned

Lost 1
Hold= oro

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 Iltems Out screen. It will disappear when the outstanding bills
are resolved.

* When an item is marked Claimed Returned, the value in Claims-returned Count field in the patron
record is automatically increased. Staff can manually adjust this count by editing the patron
record.
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Chapter 30. In-house Use (F6)

1) To record in-house use, select Circulation -» Record-In House Use, click Check Out - Record In-
House Use on the circulation toolbar , or press F6.

| Cataloging - ;

2 Check Out

3 Check In

A Capture Holds

IS Pyl List for Hold Requests
% Rensw tems

X Register Patron

#» Qetrieve Last Patron

i> Pending Patrons

I« \erify Credentials
# Record In-House Use

{ = Holds Shelf

1] Replace Barcode

M Scan ftem as Missing Pieces

2) To record in-house use for cataloged items, enter number of uses, scan barcode or type barcode
and click Submit.

#oflUses 1 = Barcode = 558158008026| Submit

In-House Use MM 4 W  Rows25+  Pagel~

# |0 #of Uses Barcode Call Humber Location Title

No ltems 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 alert 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 alert 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 ‘ Barcode 3 Submit

Barcode
In-House Use

| Board Book
# # of Uses Ircode C:
| Magazine

No Items To Display Map

Newspaper
Paperback Book
Paperbook Romance

Professional Collection

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

‘ Circulation - Catalo

X Search for Patrons
M Search for Copies by Barcode
1, Search the Catalog

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

Scan Item
598158008026 Submit | OR No file selected. Detail View
Item Status M # W  PRows25- | Pagel~- | -

# |0 Barcode Call Humber Location Title

No tems To Display

3) Click the Detail View button and the item summary and circulation history will be displayed.
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Scan ltem
Submit | OR No file selected. List Wiew

Record Summary

Title: choke Edition: TCN: 2488 Created By: admin

Author: woods, stuart Pub Date: 1995 Databse ID: 2488 Last Edited By: admin

Bib Call # Record Owner: Last Edited On:

Quick Summary Recent Circ History Circ History List Holds / Transit Cataleging Info Triggered Events

Barcode 538158008026 Circ Library APEX Call # Prefix Status Reshelving

Price Owmning Library APEX Call# S2W2VWAZ-DGEOD Due Date 12131114 11:58 PM

ISBH {0060176679} Copy Location Stacks Call # Suffix Checkout Date 12/8114 9:43 AM

Date Created 10/19M10 6:07 PM Loan Duration 14 days Renewal Type Checkout Workstation  APEX-test

Diate Active 10/M910 6:07 PM Fine Level 14_days_2_renew Total Circs 3 Duration Rule ‘14_days_2_renew

Status Changed 12/8/14 10:42 AM Reference false Total Circs - Current 3 Recurring Fing Rule 10_cent_per_day

Year

Copy ID 2473 0OPFAC Visible true Total Circs - Prev Year 0 Max Fine Rule overdue_max

TCN 2488 Holdable true Renewal Workstation Checkin Time 10/30/14 11:58 PM

Floating false Circulate true Remaining Renewals 2 Checkin Scan Time 12/8/14 10:42 AN
Circ Modifier Checkin Workstation  APEX-test

Alert Message

4) Click List View to go back.

Scan ltem
Submt | OR No file selected ¢ Detail View
Item Status M | 4 | » | Rows25~ | Pageil~
& |0 Barcode Call Number Location Title
1 598158008026 52W2VVA2-DGBO Stacks choke

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

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

Viewing past circulations

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

2) Select Detail view.
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Scan ltem

Submit

OR No file selected.

Item Status

¢ O

1 31234-33113

Barcode Call Number

Accession #701441

Location
Stacks

Detail View

L, » Rows 25 - Page 1~
Title

shostakovich, d

3) Choose Recent Circ History. The

Scan ltem

Submit

OR No file selected

Record Summary

Title: shostakovich, d Edition:
Author: Pub Date:
Bib Call #:

Recent Circ History Circ History List Helds / Transit

No Previous Circ Group

2009

TCH: 701441

Databse ID: 701441

Record Owner:

Most Recent Circ Group

Patron

Total Circs

Checkout Date
Checkout Workstation
Last Renewed On
Renewal Workstation
Stop Fines Reason
Stop Fines Time
Checkin Time

Checkin Scan Time

Checkin Workstation

item’s recent circulation history is displayed.

List View

Created By: admin
Last Edited By: admin

Last Edited On:

12123114 11:05 AW

CHECKIN

12/23/14 12:00 AN

12/23114 12:00 AN

12123114 11:06 AW

4) To retrieve the patron(s) of the last circulations, click on the name

record will be displayed.

of the patron. The patron

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

In screen.

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

Marking items damaged or missing and other

functions

1) To mark items damaged or missing, retrieve the item on the Item Status screen.
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2) Select the item. Click on Actions for Selected Items - Mark Item Damaged or Mark Iltem 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 Items on the dropdown menu.

ltem alerts

The Edit Item Attributes function on the Actions for Selected Items dropdown list allows you to
edit item records. Here, we will show you how to insert item alert messages by this function. See
cataloging instructions for more information on item editing. 1) Retrieve record on Item Status
screen.

2) Once item is displayed, highlight it and select Actions for Selected Items — Edit Item Attributes.
3) The item record is displayed in the Copy Editor.

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

5) Click Modify 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, several actions will take place:

1. The item 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, a long overdue processing fee, and any
overdue fines can be voided from the account. Patrons can also be sent a notification that the
item was marked long overdue. And long-overdue items can be included on the "ltems Checked
Out" or "Other/Special Circulations" tabs of the "ltems Out" view of a patron’s record. These are
all controlled by library settings.

Check Out ltems Out (0) Holds (0 / 3) Bills (-54.00) Messages Edit Other - Patron Search

Jones, Gregory r'
Profile Patrons Items Checked Out (0) Other/Special Circulations (1) Non-Cataloged Circulations (0)
Home BR2
Library
M| 4« » | A ows 25~ Pagei~ -
Net Access Filtered
Date of # | O Title Barcode Due Date CheckouRenewalt Fines Stopped
Birth 1 [ Leconcero CONCA4000037 6/21/2014 BR1 2 LONGOVERDUE

Checking in a Long Overdue item

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

Copy alerts

CHECKIN Copy was marked long overdue

OK/Continue
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Notification/Action Triggers

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

Sample Triggers

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

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

Library Settings

The following Library Settings enable you to set preferences related to long overdue items:

Circulation: Long-Overdue Check-In Interval Uses Last Activity Date —Use the long-overdue last-
activity date instead of the due_date to determine whether the item has been checked out too
long to perform long-overdue check-in processing. If set, the system will first check the last
payment time, followed by the last billing time, followed by the due date. See also the "Long-
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 Overdues on Long-Overdue Item Return
Circulation: Void Long-Overdue item Billing When Returned
Circulation: Void Processing Fee on Long-Overdue Item Return

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

Finances: Long-Overdue Materials Processing Fee
Finances: Void Overdue Fines When Items are Marked Long-Overdue

GUI: Items Out Long-Overdue display setting

o Learn more about these settings in the chapter about the Library Settings Editor.
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Permissions to use this Feature
The following permissions are related to this feature:
« COPY_STATUS_LONG_OVERDUE.override

* Allows the 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 Staff Client and by patrons in the OPAC. In this chapter we
demonstrate placing holds in the Staff Client.
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Chapter 34. Holds Levels

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

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

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

title. (title) record

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

setting holds
notification
options.

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

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

Holdable?
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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 this Hold checkbox, the hold will be suspended and not be captured

until you activate it.

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

Know vour Shakespeare. ' place Hold U _Add to my list

Metecalf, John Calvin, 1865-1949.

* Book ([1949])
Call number: 82233 B, M5Bk
1 of 1 copy available at Abbey's Library.

Understanding Shakespeare.

+ Place Hold ) _Add to my list

Ludowyk, E. F C. (Fvelyn Frederick Charles), 1906-1985.

o Book (1962.)

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

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

this hold for me.

. If this title contains multiple parts, you can specify which part to request. If you do not select

a part, the hold will target any of the other copies on this record, that is, those with no parts

attached. Those copies are usually the complete set, containing all the parts.

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). - All Parts - =
Advanced Hold Options

Pickup location: Abbey's Library -
Motify when hold is ready for pickup?
Yes, by Email
Email Address:
[T] Yes, by Phone
Phone Number:
[T] ves, by Text Messaging

Mobile carrier: Verizon Wireless (USA) ~ Note: 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: 3f8cfsf4acf14446ea2f41 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. I none are selected. any available languages may be used.

. ErE I

Book

Pickup location:  Abbey's Library
Motify when hold is ready for pickup?
Yes. by Email
Email Address:
Yes. by Phone

Phone Number:
[C] Yes, by Text Messaging
~ MNote: carrier charges may apply

Mobile carrier: Verizon Wireless (USA)
Hint: use the full 10 digits of your phone #. no spaces, no dashes

Mobile number:
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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 item 1 of 1

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

 Book + Place Hold

Available copies Current holds

« 25 of 31 copies available at Example Consortium. 4 current holds with 31 total copies. 0" nnt/ Eman
Clear AddedConient Cache

Location Call Number | Copy Notes ~ Barcode Shelving Location  Age Hold Protection  Active/Create Date  Holdable? Status. Due Date

Example Branch 1 780 B9 CONC40000544 view | edit  Display None 05/26/2017 Not holdable Available

3. Next to Place Hold for patron by barcode, click on Patron Search. Please note that Patron Search

will only appear in this interface when using the web-based staff client. It will not appear in the
patron-facing OPAC.

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:

L] Yes, by Phone

Phone Number|
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4. A dialog box will appear with the patron search interface used elsewhere 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

En Em o

Patron Search Results M 4 MW | Rows25~  Pagel~ | -

# ID 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.

Select Patron

Profile Group ~ CONS « O Include
Inactive?

Patron Search Results M| 4 W | Rows25~ | Pagel~ | »

# 1D Card Profile Last Name First Name Middle Nam DcB Home LibrarCreated On Mailing:Stre

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 Results in the lower half of the screen.
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Select Patron

o

State Post Code Profile Group - CONS ~ [ Include
Inactive?

Patron Search Results M| & » | Rows25~ Pagel~ |~

# [»] Card Profile Last Name First Name Middle Nam DoB Home LibrarCreated On Mailing:Stre
1 165 99099389.. Smith Cathy Cheryl BR1 5/26/117 784 Striki.

20203 99999394 .. Smith Kevin Timothy BM1 5/26/17 5119 Lot I...
3 170 99000304, Smith Martha Raguel BR4 5126117 7185 Arbi...
4 174 99999362 Smith Robert BR2 5/26/17 231 Caus...
5 87 99909303.. Smith Sarah 1/13/90 SL1 5126117 845 Relati...

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

Select Patron

sm o

State Post Code Profile Group ~ CONS - [ Include
Inactive?

Patron Search Results M 4 W Rows25~ | Pagel~ -~

# ID Card Profile Last Name |First Name Middie Nam DoB Home LibrarCreated On Mailing:Stre

1 165 09999389... Smith Cathy Cheryl BR1 5/26/17 784 Striki....

2 203 09999394 Smith Kevin Timothy BM1 5/26/17 5119 Lot |...

3¢ A7a 09999304 Smith Martha Raguel BR4 5/26/17 7185 Arbi.

4 174 09999362... Smith Robert BR2 5/26/17 231 Caus...

5e 81 99999303... Smith Sarah 1/13/90 SL1 5/26/17 845 Relati...
l Select I

7. The dialog 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, Sarah || EeeidgsliB:1-Fli-q]

O Place this hold for me (Administrator System Account)
Critical entertainments : music old and new / Charles Rosen

Advanced Hold Options

Pickup location:|  Example Sub-library 1 ~

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

Yes, by Phone

Phone Number:| 555-555-5595
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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 several records to be represented on a single line on the TPAC search results
page, which can help to reduce result duplications.

Advanced Search Page

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

EVER%(GREEN'

Link1 Link2 Link3 Link4 Link5

Search the Catalog Basic Search Browse the Catalog

Advanced Search

Search Input

|Keyword ¥ -Cnmama v y, | i
And v || Title v| Contains v {Harjy Potter and thi8, | X
And v | | Author v | Contains ¥ 2%

Add Search Row

Search Filters

Item Type Item Form Language Audience
Cartographic material Braille Abkhaz Adolescent
|Computer file Direct electronic Achinese Adult
Kit Electronic Acoli General
Language material Large print |Adangme Juvenile
Video Format Bib Level Literary Form Shelving Location
8 mm. Collection Comic strips Quick Read
Beta Integrating resource Dramas Stacks
Betacam Moenagraph/ltem |Essays
Betacam SP Monographic cemponent pi | [Fiction (not further specifie
Search Library Publication Year Sort Results

Example Branch 1 v [ls v | | Sort by Relevance i

7 ==
Limit to Available I Group Formats and Editions I

o 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 Search and Search Result Pages. Users can remove the checkmark,

but new searches will revert to the default search behavior.

Search Results Page

Within the Search Results page, users can also refine their searches and filter on metarecord search
results by selecting the Group Formats and Editions checkbox.
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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 Gt | Type: Keyword + Format: Al Formats v Library:  Example Branchi v m
! Refine My Qriginal Search ]

Another Search [l Advanced Search T B show more Details _

Search Results Results 1-1of about1 (page 10f 1)

Personal Author e

Rowling. J. K \) Book #” cb Audiobook 7 Musical Sound Recording

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

15 of 15 copies available at Example Consortium.

Harry Potter and the goblet of fire (3) v o
Rowiing_ J K Place Hold Add to my list

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 data is 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.

EVER&GREEN‘

Link1 Link2 Link3 Link4 Link5

Search the Catalog Advanced Search Browse the Catalog

Search: [title:Harry Potter and the Gt | Type: Ksyword v Format: All Formats ¥ Library: Example Consortium ¥ @

Refine My Original Search ]

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

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

Personal Author 1

Harry Potter and the goblet of fire &> o
e Tk Place Hold Add to my list

Rowling. J. K. (1)  Book #” cD Audiobook W Large Print Book -~ Musical
=
oo ot —— |Sounu Recording (Unknown Format) = Blu-ray (2002.)
Call number: AUD ROW
Sranger ontione ) 15 of 15 copies available at Example Consortium.
(Fictiious character)

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

EVER&GREEN'

Link1 Link2 Link3 Link4 Link5

Search the Catalog Advanced Search Browse the Catalog

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

Refine My Original Search ]

Another search [ll Advanced search i ort by Relevance [ § show More Details

Search Results Results 1-1of about1 (page 10f 1)

1. &
Personal Author ’
_ Rowiing, J K  Place Hold fU Add to my list

Rowling. J. K. 1) o Book 7 cD Audiobook o Large Print Book /7 Musical

3 =
Topic Subject More Sound Recording (Unknown Format) L Blu-ray (2002 )
Call number: AUD ROW

ErECI e e = 15 of 15 copies available at Example Consortium.
Fictitious character}

Harry Potter and the goblet of fire (5)

To place a metarecord level hold:
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1. Click the Place Hold link.

2. Users who 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.

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 GrandPrée.

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 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.

Advanced Hold Options

When users place a hold on an individual bibliographic record they will see an Advanced Hold
Options link within the Place Hold screen. Clicking the Advanced Hold Options link will take the users
into 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 Cptions
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:
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Metarecord 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.

EVER%(GREEN'

Link1 Link2 Link3 Link4 Link5

Search the Catalog Advanced Search Browse the Catalog

Search: title:Harry Potter and the Gt | Type: Keyword v Format: All Formats ¥ Library: Example Consotium ¥ @
Refine My Original Search ]

Another Search [ll Advanced Search 551 10 CITE OB IEH e L4 B show More Details [l |

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

\ IHar[y Potter and the goblet of fire (5)' RO— . —

Personal Author

1. B
()]

Rowiing. J. K. % Book 3 ¢0 Audiohook Large Print Book .~ Musical
=
——— e Sound Recording (Unknown Format) =] Blu-ray (2002.)
Call number: AUD ROW
T — ) 15 of 15 copies available at Example Consortium.
(Fictitious character)

This will allow the user to view the results for grouped records.
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EVER%(GREEN'

Link1 Link2 Link3 Link4 Link5

Search the Catalog Advanced Search Browse the Catalog

earcn: a: ByWar v ormat: ormats ¥ lorary: ¥an
Search pe: Keyword Format: Al F Library: E

Refine My Original Search ]

4 Return to Grouped Search Resulis

Search Results Results1-5ofabouts (page 10f1)

Harry Potter and the goblet of fire
RO'\L‘.'-'.’TQ. 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'\‘«‘.'-'FTQ. Sl
28 cp audiobook (p2000 )

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

Harry Potter and the goblet of fire
Rowling, J K
g 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
o Rowling, J. K

==

5.1 Blu-ray

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

.
' Place Hold U _Add to my list

g
+ Place Hold U _Add to my list

=
' Place Hold U _add to my list

2
' Place Hold U _add to my list

5. _ Harry Potter and the goblet of fire & :
*3 Rowling, J. K Add to my list

I Musical sound Recording (Unknown Format)

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

Search Results Results1-5ofabouts (page10f1)

Show Holds on Bib

Within the staff client, Show Holds on Bib for a metarecord level hold will take the staff member
into the Metarecord Constituent Records page.

Global Flag: OPAC Metarecord Hold Formats Attribute

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

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

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

4. 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): -AllPars- ~

Advanced Hold Options
Pickup location:  Abbey's Library -
Notify when hold is ready for pickup?

Yes. by Emalil

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

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

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

Chapter 38. Parts Level Hold 103



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

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 title

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

Georgia Public Library Senice, and others

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 as inactive for a period of time without losing the hold queue
position, activate suspended holds, change notification method, phone number, pick-up location
(for multi-branch libraries only), expiration date, activation date for inactive holds, etc. Once a hold
is captured, staff can change the pickup location and extend the hold shelf time if required.

Staff can edit holds in either patron’s records or the title records. Patrons can edit their holds in
their account on the OPAC.

o If you use the column picker to change the holds display from one area of the staff client (e.g.
the patron record), it will change the display for all parts of the staff client that deal with holds,
including the title record holds display, the holds shelf display, and the pull list display.

Actions for Selected Holds

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

2. Highlight the hold record, then select Actions.

Open Hold Requests
Place Hold Detail View 1] « » Actions = Fows 25 « Page 1+ -
# Hold D Curent Copy RequestDate Capture Date Available Date Hold Type Pickup Library Title Show Last Few Circulalions  Potential Copic  Stalus
1 653 12/514 T APEX Rainbow f a el 21 Waiting for C.
2 @ 655 170738988295 12/5/14 T APEX Curious George and | Set Desired Copy Qualy g Walting for C...
1 @ 656 06093584851 12/5/14 T APEX world | Edit Pickup Library 6 Waiting for C

Edit Notification Settings

Edit Hold Dates Print

Activate

Suspend

Set Top of Queue

Un-Set Top of Queue

Transfer To Marked Title

Mark ltem Damaged

Mark ltem Missing

& Find Another Target

Cancel Hold

Uncancel Hold

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

a. If you want to cancel the hold, click Cancel Hold from the menu. You are prompted to select
a reason and put in a note if required. To finish, click Apply.
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Cancel 1 Hold(s)

Cancel Reason: | Staff forced

Note: MNote. ..

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. You 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. You 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.
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Modify Dates for 1 Hold(s)

Check the checkbox next to each field you wigh to modify.

Hold Activate Date

Hold Request Date

Hold Expire Date

Shelf Expire Date

February 2018

Sun Mon Tue Wed Thu

28 20

04

30 31 01

08 ar

13 14

21

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. You will
be prompted to enter the new date. Use the calendar widget to choose a date, then click Apply.

. If you want to enable or disable phone notification or change the phone number, click Edit
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 slip. If you want to enable

or disable email notification for the hold, check Send Emails on the prompt screen.
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Edit Motification Settings for 1 Hold(s)

Check the checkbox next to each field you wigh to modify.

Send Emails

Phone £

Text/SMS &

SMS Carrier

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-NEW-2

Submit

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

Sood Condition Any Conditicn

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

] iet defaulty
“ Title Hold Transfer

Volume Transfer

Reset Record Marks

SRR sercn J A Librar S

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

Cpen Held Requests Recently Canceled Holds

Place Hold Detail Wiew 3l “ L Rows 25 = Page 1= -

f Oipge F
Selfopofasee Title Author Capture D:

# Hold 1D Pickup LibAvailable [Hold Type | Status
1 @ 372 sL1 T Waiting | _n-Set Top of Queue fvriting ... Vander...
| Transfer To Marked Titls | it
fdark tem Damaged Print

Mark tem 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 ltems Cut (D) Holds (07 0) Bills (S0.00} Messages Edit Other = Patron Search

Cpen Hold Requests Recently Canceled Helds ‘

Place Hold Detail View ] +H » Aclions - Fows 25 - Page 1= -
# Heold ID Pickup LibAvailable [Hold Type | Status QCurrent CcRequest D:/Potential T  Title Author Capture D:
1 372 SL1 T Cancele... 31234-2... 2M4/20... O WWriting ... “ander...
Print

2.You can un-cancel holds.

Place Hold Dretail View L L, L Fows 25 - Page 1 - -

= n = Fe
= Hold ID |Pickup LibAvailable [Hold Type | Status| ot 0P Of Queus Title | Author (Capture D:

1 @ 372 SL1 T Cancele] Un-S&tTop of Queus Writing ... Vander.._
Transfer To Marked Title

dark Item Damaged Erint

Mark: ltem Missing

Find Another Target

—’ | Uncancel Hald =

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 Requestis Recently Canceled Helds

Place Hold aal H L Agctions = | Rows 25« Page 1~ -

= MPickug LibAvailable CHold Type Status Current CcRequest DPotential T Title Author Capture D:
1 w 372 5L T Waiting .. 31234-2... 21420... 1 Writing ... Vander...

Print

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

Record (MARC)

Summary

Title: ‘Writing with the Master
How Omne of the World's
Bestzelling Authors Fooed
My Book and Changed My

Author: ‘Wanderwarker, Tony.

Bib Call #: P53557 R5355

Hold Details

Request Date 21452018 3:50 AM

Held Type T

Pickup Lib SL1

Current Shelf Lib

Email Motify falze

Cancel Cause

Motes Staff Motifications

Mew Mote

<

Edition:

Pub Date:

Capture Date

Current Copy

Status

Current Copy
Location

Phone Mofify

Cancel Time

21

n
U

14

TCN:

Database |1D:

Record
Owner:

31234-2225

‘Waiting for Capture

Stacks

SMS Notify

Cancel Mote

1422 Created By: admin
1422 Last Edited admin
By:
Last Edited  4/30/2014
on: 10:55 AM
Available On
Call Mumber P53557 R5355
Behind Desk false
Force Copy Quality  true

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

Create a new note

Patron Vigible?

Print on Slip?

Title

Mote Body
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Displaying Queue Position

Using the Column Picker, you can display Queue Position and Total number of Holds.

Holds
Place Hold I I Show Cancelled Holds Detail View | actions for Selected Holds
Available On  Capture Date  Current Copy  Request Date Witle Type Status Top of Queue {Jotal Number.,.)
No Copy 2011-03-09 1. 1 new record for .. T Waiting for copy Yes 2
351802001333... 2011-03-07 1. 2 The girl who kic... T Waiting for cap... No 2
No Copy 2011-03-020.. 4 Dora's big birth.. T Waiting for copy Mo 7
No Copy 2011-02-210... 2 FATAL ERROR T Waiting for copy Mo 3

Managing Holds in Title Records

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

2. Click Actions —» View Holds.

est Date Fotential ¢ __Show Last Few Circulations thor
120:E0A.. 1 Show Holds for Titks I arke|
18867 AL 1 W.C

Set Desired Copy Quality
Edit Pickup Library

Edit Motification Settings
Edit Hold Dates

Aclivats

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.
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# Search = Circulation ~ Cataloging ~ Acquisitions - Booking ~ Administration -

OPAC View MARC Edit MARC View Wiew Holds Monograph Parts Haoldings View Conjoined ltams
Pickup Library | CONS = *
CONS

Diztail View CONS-MEW-2
5Y51
# EE1 :quest Date Pickup Library Author Available Date

Mo liems To Dis BL1
BR2Z

avez

ERZ

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.

Bal

el L Fowis 25 = | Pags

hor Available D Title Fa Copy ture Da  Status

BIW... Viriting w... 54 =hew Last Few Circulations Waiting f...

Mark ltem Damaged

Mark ltem Missing

Patron

Retrieve Patron
Held
Set Desired Copy Quality -

Retargeting Holds

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

1. View the holds for the item.

2. Highlight all the holds for the record, which have a status of Waiting for Copy. If there are a lot
of holds, it may be helpful to sort the holds by Status.
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. Click on the head of the status column.
. Under Actions, select Find Another Target.
. A window will open asking if you are sure you would like to reset the holds for these items.

. 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 a moment while the holds are retargeted.

. When the screen refreshes, the holds will be retargeted. The system will now recognize the new

items as available for holds.

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.

2.

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

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

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

. Ready-for-pick-up: holds are captured and items are on the Hold Shelf waiting for patrons to pick

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

. To retrieve your Holds Pull List, select Circulation - Pull List for Hold Requests.
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Seanch = Circulation - Calaloging ~ Acquisitions = Booking = Administration -

A Check Out
Record 5w M Check In
Title: A Capturs Holds dition: TCHN:
| = Full List for Hold Requests | ‘_
% Reznew ltems
Author: A Register Patron ub Date: 2014 Database |D:
& Retrigve Last Patron
Bib Call & o5 Pending Patrons Record
[E User Bucksts Owner:
Start srg # Werify Credentials Results {1/ 1 Add Volumes
# Record In-House Use
OFAC View| == Holds Sheff Wiew Holds Manograph Parts Holdings
| M Rzplace Barcode
Pickup Libral
| 2 ltem Status
| 2 Scan ltem as Missing Pieces
Detail [l 1
' & Reprint Last Receipt
g Hci éhur Available I Title Patron BareCurre
1 » 378 L Ofine Circulation |erw... \Writing w... sipterm
2 w art EAE L | wanderw . Witing w... 5432543, 3123

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

Holds Pull List

Detail View Print Full List L] LU Actions = Rows 26« Fagel~= =

& Shelving Locatio| Call Mumber Author Title Current Copy Parts Copy Status  |Potential Copies

Mo ltems 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. The following options are available for printing the pull list:

* Print Full Pull List prints Title, Author, Shelving Location, Call Number and Item Barcode. This
method uses less paper than the alternate strategy.
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* Print Full Pull List (Alternate Strategy) prints the same fields as the above option but also
includes a patron barcode. This list will also first sort by copy location, as ordered under Admin
- Local Administration - Copy Location Order.

* Download CSV - This option is available from the List Actions button (adjacent to the Page "#"
button) and saves all fields in the screen display to a CSV file. This file can then be opened
in Excel or another spreadsheet program. This option provides more flexibility in identifying
fields that should be printed.

lolds Pull List

HH # | W | Actions~ | Rows25~ | Pagel~ | = |

Title Current Copy p # Configure Columns
Save Columns

£ Reset Columns

’ | @ Download 5w |

]
& Frint CSY

Shelving Location
Shelving Location Label
Call Number

Csll Mumber Label

Csll Mumber Prefix

Csll Mumber Suffo:
Author

Tits

Eib Recard 1D

Copv 1D

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

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 an item on the Holds
Pull List is retrieved and captured. When a hold is captured, the hold slip will be printed and if the
patron has chosen to be notified by email, the email notification will be sent out. The item should
be put on the hold shelf.

1. To capture a hold, select Circulation - Capture Holds (or press Shift-F2).
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& Seanch - Calaloging ~ Apquisitions = Beooking =

Holds Pull
= Pull List for Hold Requests
Detzil 4 & Renew ltems
| X Register Patron |
5 §
. ShEI. “* Reirizve Last Patron .!U"th':'r Title
Mo ltems To| & Pending Patrons
[E User Bucksts
" Warify Credentials
# Recerd In-House Use
2. Scan or type barcode and click Submit.
Barc: E| Barcode |S.br~l
—
%
Fine Tally: | $10.00 | Transaction for 123 billed: | $10.00
ltems Checked In Mi | # W | Actionz~ | Rows25~ | Pagei~= | =
& Alert Msg Family Nai Route To Circulation Start Barcode Bill # |Checkin D) Location Circulatior  Title Finish Balance O
i 8R1 BR1 1234 Stacks circMod  Mostalgi.. 50.00
2 12 BR1 BRi1 2., 123 1044 2122/70... Stacks Harry P... 11/28/2... §10.00
3 313300.. 50.00
4 123123 50.00
123213, 50.00
Print Receipt Trim List (20 Rows) Strict Barcode Checkin Madifizrs =

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

Print 2mn1e Evergrean Staff Crsck In
This item needs to be routed o BR1

Total: 1 sheet of paper Example Branch 1
Halds and ILL

,_| 125 Main St.
Cancel Anywhere, GA 30303

Barcode: 012345678912
Title: Life in Shakespeare's England : a book of Elizabethan prose Author: Wilson, John Daver

Destination L CutePDF Writer Hald for patron Campbell, Vincent Lawrence:
Barcode: 99999338171
Change...
Request Date: 2/23/2018 9:02 AM
Slip Date: 2/23/2018 9:08 AM
Printed by Vincent at CONS
Pages Al

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

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.

Detail View Print Full List

& Shelving Locatioy Call Mumb

Set Top of Queue -
Un-5&t Top of Queus

Transfer To Marked Title

Mark Item Damaged

Mark Item Miszing

Find Ancther Target

Cancel Held

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.
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Account Summary Messages Hems Checked Out Account Preferences

Personal Information | Motification Prefersnces |

Account Information and Preferences

Motify by Email by default when a held is ready for
pickup?

Motify by Phone by default when a hold is ready for
pickup?

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

Default Mobile Numbsr - Hint: use the full 10 digits of your phone £, no spaces, no
ashes

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 Opficns

Pickup location: Example Branch 4 b

Motify when hold is ready for pickup?

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

¥ ‘ez, by Phone

Phone Mumber|6161234 567

ez, by Text Messaging

Mobile carrier: | Pleass selact your mobile carrier ¥ | Mote: carrier charges may apply
Mobile number: Hint: use the full 10 digits of your phone #, no spaces, no dashes

Suspend this hold? @
ez Set activation date

i J cance

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 this time.

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

Chapter 40. Managing Holds 119
Report errors in this documentation using Launchpad.



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

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

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.

F .3 Search ~ Circulation - Cataloging ~ Acquisitions ~ Booking - Adminisiration -

A

= Check Out briveampbell @ COMNS-morkor
A Check In
A Capiure Holds

£Z Pull List for Hold Requests R%S‘(‘—(-’(G R E E Nv

3 Renew Iltams

1 Register Patron
# Retrieve Last Patron
1% Pending Patrons

q User Bucksts

Circulation and Patrons

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

- _ N

M Replace Barods
2 |tem Status
i3 Scan ltem as Missing Pisces
fem Search and Cataloging
[ Reprint Last Receipt
A Offline Circulation

Search
2. The Holds Shelf is displayed. Note the Actions menu is available, as in the patron record.

You can cancel stale holds here.
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Holds Shelf

Print Full List b H | ¥ | Actionz~ | Rows25~ | Pagei~ | -

O-oet 1op of Cueue -

itPotential Co  Status Author | Post- Transfer To Marked Title ent Cop
Mark Item Damaged

Mark [tem Migging

Find Ancther Target
Cancel Hold
Uncancel Hold

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

.d Actions - Rows 25 - Page 1« vI

Behind Dezk s

Cancelation note

Currently Frozen

Fulfilling Staff

Fulfillment Date/Time

Hold Cancel Date/Times
Haold Expire Date/Time
Heldable Formats (for M-type hold)
I= Mint Condition

Item Selection Depth

Last Targeting CatelTime
Motifications Phone Mumber
Motifications SMS Mumber
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.
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Detail View Show Clearable Holds Clear These Holds Print Full List

# Haold 1IN Haold Tunea Title (anture NatiRenuest NatPotential o Statn

5. Click the Print Full List button if you need a printed list. To format the printout customize the 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 them in.

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

Hold shelf expire time is inserted when a hold achieves on-hold-shelf status. It is calculated based
on the interval entered in Local Admin — Library Settings - Default hold shelf expire interval.

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 in the staff client to inform library staff that a patron has a hold waiting at that
location. In the stock Evergreen code, the default alternate location is called "Behind Desk".

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 alternate
location through their OPAC account. To add this option, set the OPAC/Patron Visible field in the
User Setting Type Hold is behind Circ Desk to True. The User Setting Types can be found under
Administration —» Server 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 ltems Out (6) Holds (3 / 5) Bills (30.00) Messages Edit Other = Patron Search
3

Smith, Kevin Timothy ”

Profile Acquisitions Open Hold Requests Recently Canceled Holds
Home Library BM1

Net Access Filtered

Date of Birth Place Hold Detail View M 4« »W  Actions~ Rows25~- Pagel~- -
Last Activity 3712018 # Available Dat| Current Copy || Behind Desk fickup LiRequest Date  Status Title Author Hold
Last Updated 3712018 1 3712018 4.... FREO10001511 || false 511 3/2/2018 5.... Ready for Pickup Leconsfra.. Noél .. T
Create Date 3/2/2018 2 3/7/2018 4 FRE910001510 § true BvI1 3/2/2018 5. Ready for Pickup La mutualit .. Bourb... T
Expire Date 3/2/2021 3 3/7/2018 5.... FRE900001512 §f false BIVI1 3/2/2018 5.... Ready for Pickup Laurier, sa ... David,... T
Fines Owed $0.00 4 false BM1 3/2/2018 5. Waiting for Copy  Cello conce... Elgar, Cc
Items Out 6 5 FIC910001644 true BIV1 3/8/2018 9:.... Waiting for Capt... Blueberry g... Gaima... T
Overdue 4

Long 0 Print
Overdue

Claimed 0

Returned

Lost 0

Non- 0

Cataloged

Holds 315

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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Administrator System Account

EVER%(GREEN‘

0 Checked Out 0 On Hold

Link 1 Link 2 Link 3 [ Link 5

Search the Catalog Ac

Search All Formats wllor [ ] Keyword vlin Example Consortium [

Account Preferences

— — St

Account Information and Preferences

Search hits per page 10]v] @

Preferred search location Examp\‘e Consortium hdl
Preferred pickup location Example Branch 1 v
Keep history of checked out items? O

Keep history of holds?

Skip warning when adding to temporary O
book list?
Pickup holds from the drive-thru when O
possible®

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

Dynamic catalog Bottom Link Bottom Link 4  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.

You 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.The hold type indicator will display by default on the HTML-based pull list. To access, click

Circulation — Pull List for Hold Requests — Print Full Pull List (Alternate Strategy).

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

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

Hold Pull List

Show the pull list for: | Algona-Pacif

Shelving Call Number

Location Label

1  Stacks AXUTLKEY-J9:

Column Picker

Column

#

Shelving Location
Call Number Label
Author

Title

Barcode

Parts

Display Auto Width

Hold Type

HlE E E E B 8 =

Hnld Mntes

Sort Priority

=] [2] [e] [=] [2
RILIE 1L T ARE 11 e

=
4|k
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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. This will 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. This is the location for
both entering transactions while offline as well as processing them later. You will see a slightly
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 Management and this will
be the default tab. The top-right button will read Download Block List.

Workstation BR1 Working location BR1 ~ Ref Re Download block list

Session Management Checkol Renew n-house Use Checkin Register Patron
Pending Transactions Offline Sessions

If you are logged in and attempt to click on any tab other than Session Management, you will see
a warning alerting you that you are about to enter offline mode.

Warning

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

This warning is not network-aware and it will appear regardless of network connection state. You
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. Click the Checkout tab.

2. If you wish to use Strict Barcode for patron and item barcodes, check the box labelled Strict
Barcode.

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

4. Scan the Patron Barcode in the box labelled Patron Barcode.
5. Check out items:

a. For cataloged items, scan the item barcode in the box labelled Item Barcode. 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 a Non-cataloged Type from the dropdown and enter the
number of items you wish to check out. Click Checkout. In the list to the right, the item barcode
will appear blank since this item is unbarcoded. The due date and patron barcode will appear,
however.

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

6. To print a receipt, check the box labelled Print Receipt.

7. Click Save Transactions in the upper-right of the screen to complete the checkout.

Note that Save Transactions will save any unsaved transactions across the Offline tabs 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

Due Date: No Offset  » Patron barcode Item barcode Due date

115566 1234-33220 3T
Patron barcode: 1155665 25665 1234-35220 3

1155665 31234-33259 713117
Item Barcode 1155665 3T
Non-cataloged Type:

Select Non-cataloged Type v

Strict Barcode Print receipt

Chapter 45. Checkout 130



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.

Due Date and Offset values are sticky between the Checkout and Renew tabs, and also 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-cataloged items which are checked in through offline will also 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 items in Offline Circulation:

1.
2.

Click the Renew tab.

Ensure that the Due Date value is correct.

. (Optional): Enter the patron’s library card barcode in the Patron Barcode field by scanning or

typing the barcode.

. 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.

. The item barcode, due date, and patron barcode (if entered) appear on the right side of the

screen.

. To print a receipt, check the box labelled Print Receipt.

. Click Save Transactions in the upper-right of the screen to complete the renewal.

Renew In-house Use heckin Register Patror

Due Date 08/01/17

m
g
+

Patron barcode Item barcode Due date

373230059482 964654365 8117
Patron 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. Click the In-House Use tab.
2. Enter the number of uses to record for the item in the Use Count field.

3. For each item to be recorded as in-house use, scan the item’s barcode in the Item Barcode field.
If you are typing the item barcode, click the Record Use button or hit the Enter key on your
keyboard after each item barcode.

4. The item barcode and use count will appear on the right side of the screen.
5. To print a receipt, check the box labelled Print Receipt.

6. 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 Circulation:
1. Click the Checkin tab.
2. Ensure that the Due Date value is 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 a receipt, check the box labelled Print Receipt.

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

Checkout Renew In-house Use Checkin Register Patron
Checkin Date: 0712517 = Item barcode Effective Checkin date
Item Barcode: | 8221 71257
116599 7125117
Strict Barcode Print receipt 31234-34061 7/25117

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.

Iltems 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 All Field

7]

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 adhere to Required Fields set in the Library Settings Editor. Patron
Registration defaults also adhere to settings in the 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. You may checkout items to this patron right away, even if you are still in offline mode.
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Chapter 50. Managing Offline Transactions
Offline Block List

While logged in and still online, you may download an Offline Block List. This will locally store a list
of all patrons with blocks at the time of the download. If this list is present, the Offline Circulation
interface will check transactions against this list.

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 a file entitled pending.xacts to
your browser’s default download location. If you will be processing these transactions on another
workstation, move this file to an external device like a thumb drive.

To export transactions while you are logged in, navigate to Circulation —» Offline Circulation and
click on the Session Management 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 Transactions to 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
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 Management tab to the left of the Register Patron tab. The Session Management tab
includes Pending Transactions and Offline Sessions.

In the Pending Transactions tab you will see a list of all 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 4:10 1155665 31234-33220 7125117 4:10 73t
PM PM
checkout Ti25M17 4:10 1155665 31234-33259 712517 4:10 73117
PM PM

If you click Clear Transactions, you will be prompted with a warning.

e

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:
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6

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

. Enter a descriptive name for your session in the modal and click OK/Continue to proceed. You
will see your new session at the top of the Session List. The Session List may be sorted ascending
or descending by clicking on one of the following column headers: Organization, Created By,
Description, Date Created, or Date Completed. The default sort is descending by Date Created.

Session List
Organization i Upload Transactions Date
Created By Description Date Created ~ Count Processed Completed

APEX System abn_docs 7/26/17 10:38 V] 0
Account AM

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

. Once all 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 all transactions are processed the Date Completed column will be updated.

- | )
Organization o Upload Transactions Date
. Created By Description Date Created ~ Count Processed Completed

APEX System abn_docs 7/26/17 10:38 18 18 7126117 12:05
Account AM PM

. Scroll to the bottom of the screen to see if there are any entries in 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. Log in to the staff client via your Login Page

2. Navigate to Circulation — Offline Circulation

3. Click on the Session Management tab.

4. Click on the Import Transactions button.

5. Navigate to the location on your computer where the pending.xacts file is saved.

6. Select the file for importing.

7. The Pending Transactions list will populate with your imported transactions.

8. You may now proceed according to the instructions under Processing Offline Transactions.
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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

t

o another patron would all be listed as exceptions. Those transactions causing exceptions might

not be loaded into Evergreen database. Staff should examine the exceptions and take necessary
action.

These are a few notes about possible exceptions. It is not an all-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 a reference book or another item set to not circulate does not cause an exception.
Checking out an item belonging to another library does not cause an exception.

An item that is targeted for a patron hold and captured via offline checkin will not cause an
exception unless that item also goes to an In Transit status.

An item 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 this it 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. You 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 23859000060659 csharplesting 712517 N7
4:23 PM 4:23PM

APEX-abn checkout 7/25/17 OPEN_CIRCULATION_EXISTS  23859000060659 jhkjhjhjkh 712517 13117
4:23PM 4:23PM

APEX-abn checkout 7/25/17 PATRON_ACCOUNT_EXPIRED 387826 878787 712517 1317
4:24 PM 4:24 PM

At the right 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 a new browser window. Clicking the Debug button will result
in a modal with detailed debugging information.

C
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Common event names in the Exceptions List include:

ROUTE-ITEM - Indicates the book should be routed to another branch or library system. You’ll
need to find the book and re-check it in while online to get the Transit Slip to print.

COPY_STATUS_LOST - Indicates a book previously marked as lost 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.

CIRC_CLAIMS_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.

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

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

OPEN_CIRCULATION_EXISTS - 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 has
the MAX_RENEWALS REACHED.override permission at the appropriate level, the system will
automatically override the error and will allow the renewal.
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Chapter 51. Creating a Booking Reservation

Only staff members may create reservations. A reservation can be started from a patron record,
or a booking 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’s record.

2) Select Other --» Booking -— Create or Cancel Reservations. This takes you to the Reservations
Screen.

A Seacch - Ciculaion~  Calaloging~  Acquisions~  Booking~  Administration ~ admin @ APEX-Jilliannes

Check Out tems Out (0) Holds (0/0) Bills ($0.00) Messages Edit Other ~ Patron Search

Display Alert and Messages

Notes
Profile Resident Presley jilianne Search Cle
Triggered Events / Notifications

Home Library APEX

Presley, Jillianne Marie

Message Center

Net Access Unfiltered Patron Search Results erae Patrons ™ -
wIyc Patiofs Statistical Categories
Date of Birth
- - - Group Member Details
Last Activity # D Created On Mailing: StreHome Libral  Profile DoB  Middle
) User Permission Editor
Last Updated 212417 1 & 3647 2/24117 e street APEX Resident  5/21/00 Marie
Test Password
Create Date 2/2417
Booking: Create or Cancel Reservations
Expire Date 2/24/20
Booking: Pick Up Reservations
Fines Owed $0.00
Booking: Return Reservations
Items Out 0

3) For non-catalogued items, choose a Bookable Resource Type and click Next. For catalogued
items, enter the barcode in Enter the barcode of a catalogued, bookable resource box, then click
Next beside the box.

Chapter 51. Creating a Booking Reservation 143



a# (€ Home -Student % { [E] Help Desk % (M Documentation % Y 'Z evergreen-docs x \ [Jf] Chapter 105.Bc x ¥ # EvergreenStafi X Y i& evergreen-doc: X \| (E=5]

< C Y | @ Secure | https//webby.evergreencatalog.com/eq/staff/booking/l /booking/reservation?patron_barce 45 | By & D 00

A Search ~  Circulation-  Cataloging~  Acquisitions~  Booking~  Administration - admin @ APEX-Jiliannes =

Choose a Bookable Resource Type

Laptop (apex)
Meeting Reem

.or-

Enter the barcode of a cataloged, bockable resource:

=
g

To reserve an item that is not yet registered as a bookable resource, find it in the catalog or under Display /fem, and select Make ftem Bookable or Book [tem Now there.

Existing reservations for Presley, Jillianne Marie:

This user has ne existing reservations at this time.

Cancel selected

Ble/c]d &« & ™ &[]

4) For non-catalogued resources, the Bookable Resource Type and the items associated with the
type will appear.

Chapter 51. Creating a Booking Reservation 144
Report errors in this documentation using Launchpad.



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

S E S —
a# (€ Home -Student % { [E] Help Desk % (M Documentation % Y (& evergreen-docs % ' [Jf] Chapter 105.8c x ) # EvergreenStaft X Y i evergreen-docs X \\ (E=5]
< C Y | & Secure | https;//webby.evergreencatalog.com/eq/staff/booking/legacy/booking/reservation?patron_barcode=x0031145 g elu & D O 0
A  Search -~  Circulation-  Cataloging~  Acquisions=  Booking~  Administration ~ admin @ APEX-Jillannes &=
Laptop I need this resource...
Laptop A Between
p13i2017 ] 09:36 |
and
3017 ] 09:36 |

With these attributes:

PG |ANY ¥

Choose the pickup library for this reservation: APEX -
Reserve Selected| [Reserve Any

Existing reservations for Presley, Jillianne Marie:
This user has ne existing reservations at this time.

Cancel selected

Elelc]e « & B5[F]J]
For catalogued items, the title and the item will display in the box.
5) Select the date and time for the reservation in | need this resource... area. Click the date field.

A calendar widget will be displayed for you to choose a date. Click the time field to choose time
from the dropdown list.
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| heed this resource...

Between

(31312017 | 10:13 |
and

[3/3/2017 | [10:13 |

With these attributes:
Laptop OS5 |ANY ¥

Laptop Group |ANY ¥

If incorrect date and time is selected, the date/time boxes will appear in red. For example, if
the time for which the reservation is set has already passed, the boxes will appear in red. There
must be at least 15 minutes between the creation of the reservation and the start time of the
reservation.

6) For non-catalogued resources, patrons may specify special feature(s), if any, of the resource.
With these attributes: allows you to do so. For example, if a patron is booking a laptop he/she can
choose between PC and Mac and even choose a specific operating system if they need to. Click the
drop down arrow to select your option from the list.

With these attributes:

Laptop OS5 |ANY ¥

ANY
Laptop Groug Win10  |"

| OSX

7) Select the pickup location from the dropdown list.

Chapter 51. Creating a Booking Reservation 146
Report errors in this documentation using Launchpad.



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

Choose the pickup library for this reservation: |APEX| -

CONS

CASEY

CAS-MAIN
CASEY-BOOK

APEX
APEX-NEW-1

LEX
LEX-MAIN
RICHLAND
OXFORD

Reserve Selected| [Reserve Any|

8) If there are multiple copies of the resource and any item listed is acceptable, click Reserve Any.
To choose a specific item, select it and then click Reserve Selected.

Go Back Reload Go Forward

Laptop

98723000112235 -
98723000112234
98723000112233
98723000112244
98723000112236

Choose the pickup library for this reservation: BPR -

:Haser\fe Selacted: :Hasewe Any:

9) A message will confirm that the action succeeded. Click OK on the prompt.

10) The screen will refresh and the reservation will appear below the patron’s name at the bottom
of the screen.
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Jilliannes :Eﬂ

& Scresr X ¥ E Googl X ¥ E linktc X ¥ M Revier X E Revie: X Y ‘{' everg: X Y @ Everg X X . Chapt X

< c ﬁ 8 Secure | https)//webby.evergreencatalog.com/eg/staff/booking/legacy/booking/reservation ¥ 9 D. O
A Search ~ Circulation ~ Cataloging ~ Acquisitions~ Booking Administration ~ admin @ APEX-lillianne —
Laptop (apex) | need this resource...
Laptop Between
[Bi10/2017 | [09:40 J
ard I
Bi10/2017 | LT
With th b - 09:00
ith these attributes: 09:15
Laptop OS [ANY v 09:30
09:45
Laptop Group |ANY ¥ 10:00
Reserve to patron barcode: [X00311641
Choose the pickup library for this reservation
APEX | -
Reserve Selected) |Reserve Any|
Existing reservations for Presley, ZEE:
Type Rescurce Start time End time

Cancel selected

To create areservation from a booking resource

You need to know the barcode of the patron when you create a reservation for him/her from a
booking resource.

1) From the Booking menu, select Create Reservations

Administration -

+ Create Reservations
| i Pull List -
A Capture Resources 1472

nee

2 Pick Up Reservations :gz

X Return Reservations  —
fith

2) Choose a Bookable Resource Type and click Next or enter the barcode of a catalogued resource
and click Next.
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1 Reservations | x

Go Back Reload Go Forward Debug | print page

Choose a Bookable Resource Type

Ereader

Projector
Room
Video Connector

-0Or-

Enter the barcode of a cataloged, bockable resource: Next

To reserve an item that is not yet registered as a bookable resource, find it in the catalog or under Display Ifem. and select Make Item Bookable or Book ifem Now there

3) For non-catalogued resources, a screen showing the Bookable Resource Type and the items
associated with the type will appear.

=Y ™ Vs - S
@ (€3 Home-Studen: X '\ [ Help Desk X X M Documentation X Y 'Z evergreen-docs X ' [l] Chapter105.8c X /' @ Evergreenstatt X Y & evergreen-doc: X \| =
&« C Y | & Secure | https://webby.evergreencatalog.com/eq/staff/booking/legacy/booking/reservation r Elu @ D O 0
A  Search ~ Circulation Cataloging~  Acquisitions~ Booking~  Administration ~ admin @ APEX-Jiliannes =
Laptop I need this resource...
Laptop A N Between
Brai2017 ] i1:50 ]
and
[BrERoTT ] AT:50 |
With these attributes:
Fc

Reserve to patren barcode:

Choose the pickup library for this reservation: APEX =

Reserve Selected| [Reserve Any

Blecle ¢« & W[ J[%]
For catalogued resources, the title and item will appear.

4) Enter the user’s barcode in the Reserve to patron barcode box. The user’s existing reservations,
if any, will appear at the bottom of the screen.
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&s Screer X Y E Googl X linktc 2 Y M Revien X Y E Revie. X Y .{ everg X / @ Everg X ¥ . Chapt X \\
< c 0 & Secure | https)//webby.evergreencatalog.com/eg/staff/booking/legacy/booking/reservation ¥ e‘ @ D. O ©

# Seach - Circulation-  Cataloging=  Acquisitions -

Laptop (apex)

Booking ~ Administration -

| need this resource...

S oS AN x|

admin @ APEX-Jillianne

Cancel selected

Laptop Between
Biini2017 | [p9:40 |
and
[Bi10/2017 | [09:40 |
With these attributes:
Laptop OS5 |ANY v
Laptop Group |ANY ¥

Reserve to patron barcode: | X00311641

Cheose the pickup library for this reservation:

APEX | -

|Reserve Selected |Reserve Any|

Existing reservations for Presley, ZEE:

Type Resource Start time End time

Laptop {apex) ‘ Laptop 2017-03-04 11:30 2017-03-05 12:00

5) Select the date and time for the reservation in | need this resource... area. Click the date field.
A calendar widget will be displayed for you to choose a date. Click the time field to choose time

from the dropdown list.

| need this resource...

Between

(31312017 | 10:13 |
and

(31312017 | 10:13 |

With these attributes:

Laptop OS5 |ANY ¥

Laptop Group
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If incorrect date and time is selected, the date/time boxes will appear in red. For example, if
the time for which the reservation is set has already passed, the boxes will appear in red. The

times must be set correctly for the reservation to be created. There must be at least 15 minutes
between the creation of the reservation and the start time of the reservation.

6) For non-catalogued resources, patrons may specify special feature(s), if any, of the resource.
The With these attributes: allows you to do so. For example, if a patron is booking a laptop they
can choose between PC and Mac and even choose a specific operating system if they need to. Click
the dropdown arrow to select your option from the list.

With these attributes:

Laptop OS5 |ANY ¥
ANY

Laptop Groug \W\iniD |*
| OSX

7) Select the pickup location from the dropdown list.

Choose the pickup library for this reservation: |AF‘EX| | - |
CONS
Reserve Selected |Reserve Any CASEY
CAS-MAIN
CASEY-BOOK
APEX
APEX-NEW-1
LEX
LEX-MAIN
RICHLAND
OXFORD

8) If there are multiple copies of the resource and any item listed is acceptable, click Reserve Any.
To choose a specific item, select it and then click Reserve Selected.
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Go Back Reload Go Forward

Laptop

98723000112235 -
98723000112234
98723000112233
98723000112244
98723000112236

Choose the pickup library for this reservation: BPR -

'LFtasen!e Selacted:, LFtesen!a .meI

9) A message will confirm that the action succeeded. Click OK on the prompt.

10) The screen will refresh and the reservation will appear below the patron’s name at the bottom
of the screen.

- - _ e o
& Screer X \’ E Googl X V E linkto X ‘- M Review X VE Review X '\.’_ ‘,{ everg X / W Everg X \( . Chapt x \\

&« C () | & Secure | https;//webby.evergreencatalog.com/eg/staff/booking/legacy/booking/reservation ¥ 9 @ D. 0O 0

. Search ~ Circulation ~ Cataloging ~ Acquisitions~ Booking ~ Administration ~ admin @ APEX-lJillianne —
Laptop (apex) I need this resource...
Laptop - Between
[r10/2017 | [09:40
ard 2
B0/2017 | 08:45
With these attributes: 09:00
i ese attributes: 09:15
Laptop OS [ANY v 09:30
09:45
Laptop Group |ANY ¥ 10:00
Reserve to patron barcode: [X00311641
Cheose the pickup library for this reservation
APEX | -
|Reserve Selected Reserve Any|
Existing reservations for Presley, ZEE:
Type Resource Start time End time
J Laptop (apex) 2017-03-04 11:30 2017-03-05 12:00
Cancel selected
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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) In the staff client, select Cataloguing -— Search the Catalogue or keyboard shortcut F3 to search
for the item you wish to reserve. You may search by any bibliographic information.

2) Click the title to display the record summary. In the Copy Summary, select Copy Details in Actions
column.

3) The Copy Details will appear in a new row. In the barcode column, click the book now link.
4) A screen showing the title and barcodes of available copies will appear.

5) Enter the user’s barcode in the Reserve to patron barcode box. The user’s existing reservations,
if any, will appear at the bottom of the screen.

6) Select the date and time in | need this resource... section. If the date and time set is incorrect the
boxes appear in red. For example, if the time for which the reservation is set has already passed,
the boxes will appear in red.

7) Select pickup location. If there are multiple copies and any of the listed items is acceptable, click
Reserve Any. To choose a specific item, select it and then click Reserve Selected.

8) A message will confirm that the action succeeded. Click OK on the prompt.

9) The screen will refresh, and the reservation will appear below the user’s name.

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

Reservation pull list can be generated dynamically on the Staff Client.

1) To create a pull list, select Booking -— Pull List.

A Dillianneg ME=RESE X |
o Screer x Y E Googl X E linkte X % M Revien X ¥ E Revier X ¥ .{ everg X f @ Everg X . Reser X
< c ﬂ' @ Secure | httpsy//webby.evergreencatalog.com/eg/staff/booking/legacy/booking/reservation?p: ¢ ‘Eu @ D. O

* Search ~ Circulation Cataloging = Acquisitions = Administration = admin @ APEX-lJillianne —

=+ Create Reservations

Choose a Bookable Resource Type

ix Pul!{jst
Laptop . A Capfure Resources
Laptop (apex)
Meeting Room 2 Pick Up Reservations
A Return Reservations
MNext
-0r-
Enter the barcode of a cataloged. bookable resource: Next

To reserve an item that is not yet registered as a bookable resource, find it in the cataleg er under Display ltem, and select Make tem Bookable or
Book ltem Now there

Existing reservations for Presley, ZEE:

Type Resource Start time End time
Laptop (apex) Laptop 2017-03-04 11:30 2017-03-05 12:00

Cancel selected

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

3) Click Fetch to retrieve the pull list.

1 Booking Pull List

GoBock | [ Reload ] |GoFowarg D¢bu9 | print Page |
Booking Pull List
See pull list for library: BPR -

Generate list for this many days hence: 1

Fetch)

4) The pull list will appear. Click Print to print the pull list.
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1 Booking Pull List ‘

Go Back Reload Go Forward
Booking Pull List

See pull list for library: [BPR

Generats list for this many days hence: 1

Debug [ print Page

Title or name Call number Copy location Reservation details

Laptop 98723000112233 - - 2011-06-17 17:30 - 2011-06-17 18:45
at BPR for Pringle. Jennifer

Laptop 9872300012236 20110617 13:00 - 2011-06-17 14:00
at BPR for Marple, Jane

Ereader 9672300023345 2011-06-17 12:15 - 2011-06-17 15:30
at BPR for Wimsey, Peter
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Chapter 53. Capturing Items for Reservations

Reservations must 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.

L.} Search - Circulation - Cataloging = Acquisitions - Administration -

=+ Create Reservations

IS Pull List

-:\&(( A Capture Resources
E V E RF:‘/-;‘—-((< lPick&?Reservations

M Return Reservations

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

#& Search ~  Circulation~  Cataloging~  Acquistions»  Booking~  Administration~

Capture Reserved Resources
Enter barcode: | 1234567850 | |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 a slip for the reservation.

1 Booking Capture

GoBack | [ Reload | [GoForwarg Debu9. [ print Page |
Capture Reserved Resources
Enter barcode: 9572300012233 Capture succeeded

Capture Information [ Print |

This item need to be routed to RESERVATION SHELF:
Barcode: 8723000112233
Title: Laptop

Reserved for patron Pringle, Jennifer
Barcode: 998723000123436

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

Slkip 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.

e =] e e

Lo Screer x (B Goog x Y B linktc x ¥ M Reviee x ¥ B Review x ¥ & everg x /% Everc x ] Pickin x

c/patron/search h* ¢ ﬁ‘ D. O ©

&« C (} | & Secure | https;//webby.evergreencatalog.com/eg/staff/cir

L] Search ~ Circulation - Cataloging ~ Acquisitions~ Booking ~ Administration ~

admin @ APEX-lJilianne —

Check Out ltems Out (0) Holds (0 /0) Bills ($0.00) IMessages Edit Other = Patron Search
Frome
Patron Display Alert and Messages
Home Library Notes
APEX Triggered Events / Notifications
MNet Access IMessage Center
Um”tere"_ Statistical Categories
[EE2 S EE Group Member Details
Last Activity User Permission Editor
;.?;;.Ftﬁdated Test Password

Booking: Create or Cancel Reservations
Create Date
2/24/17 Booking: Pic%p Reservations
Expire Date Booking: Retufn Reservations
2/24/20
Fines Owed
$0.00

Items Out
0

Overdue
0

Long Overdue
0

Claimed Returned
0

Lost
0

Non-Cataloged
104

Holds
o0/0

Card

https:/fwebby.evergreencatalog.com/eg/staff/booking/legacy/booking/pickup? patron_barcode=X00311641 -
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L3 Search ~ Circulation ~ Cataloging ~ Acquisitions ~ Administration ~

=+ Create Reservations

i= Pull List

-:\&((r( A Capture Resources
E V E R — ( 2 Pick U;tl;aeservations
2 Return 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 click
Pick Up.

1 Patron: Pringle, Jennifer | 2 Reservation Pickup =
Go Back Rejoad Go Forward Debug [ print page

Reservations Pickup
Pringle, Jennifer

Patron has these reservations ready for pickup:

Title Barcode Start time End time

Pickup)

Patron currently has these reservations out:

Patron has no more reservations out at this time.

Clear / New Patron

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

1 Patron: Pringle, Jennifer | 2 Reservation Pickup | =
Go Back Reload Go Forward Debug [ print page.

Reservations Pickup

Pringle, Jennifer

Patron has these reservations ready for pickup:

Patron has no reservations ready for pickup at this time.

Patron currently has these reservations out:

Title Barcode Pickup time Due time
Laptop 98723000112233 2011-06-17 14:06 2011-06-17 18:45

Clear / New Patron
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Chapter 55. Returning Reservations

@ When a reserved item is brought back, staff must use the Booking Module to return the

reservation

1) To return reservations, select Booking -— Return Reservations

Create Reservations
Pull List

Capture Resources
Pick Up Reservations

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.

1 Reservation Retum |

[ Relosd.| [Go Forward

Reservations Return

Retum by barcode of [Resource| »| 96723000112233
Resource

(o]

' | print Page

Patron

Clear/ New Patron

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 click

Return.

1 Patron: Pringle, Jennifer | 2 Reservation Return

[ Reload | | GoFormar
Reservations Return
Pringle, Jennifer

Patron currently has these reservations out:

Title

(Retum)

Barcode

Pickup time Due time

Debug

PBrint Page ]

Patron has returned these resources today:

Patron has nof retumed any resources foday.

Clear | New Patron

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

been returned.
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1 Reservation Return

x

Go Back M Go Forward
Reservations Return
Return by barcode of Resource ~ 9872300112233
Pringle, Jennifer

Patron currently has these reservations out:

Patron has no more reservations out at this time.

Debug [ pint Page

Patron has returned these resources today:

Title Barcode
Laptop 98723000112233

Due time
2011-06-17 1845

Retum tima
2011-06-17 14:47

Clear / New Patron

Reservations can be returned from within patron records by selecting Other -- Booking -- Return

Reservations

Chapter 55. Returning 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 a reservation from the patron record

1) Retrieve the patron’s record.

2) Select Other -—» Booking -— Create or Cancel Reservations.

F 3 Search ~ Circulation ~ Cataloging ~ Acquisitions ~ Booking ~ Administration ~ ‘admin @ APEX-Jilliannes L

Check Out Items Out (0) Holds (0/0) Bills ($0.00) Messages Edit Other ~ Patron Search

Display Alert and Messages

Notes
Profile Resident Presley jilianne ddle Name
Triggered Events / Notifications

Home Library APEX

Presley, Jillianne Marie

Message Center

Net Access Unfiltered Patron Search Results e Patroa
Merge Patrons e Statistical Categories
Date of Birth
N N " Group Member Details
Last Activity # D Created On Mailing: StreHome Libral Profile DoB Middle
1 @ 3647 224117 estreet  APEX Resident 52100  Marie| 38" Permission Editor

Last Updated 22417

Test Password

Create Date 22417
Booking: Create or Cancel Reservations
Expire Date 2/24/20
Booking: Pick Up Reservations
Fines Owed $0.00
Booking: Return Reservations
Items Qut 0 I

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

1 Patron: Pringle, Jennifer | |2 Reservations] =

Go Back Reload Go Forward Debug | print page

Choose a Bookable Resource Type

Ereader

Laplop

Projector

Room

Video Connector

[Next
-0r-
Enter the barcode of a cataloged, bookable resource:

To reserve an item that is not yet registered as a bookable resource, find it in the catalog or under Display /tem, and select Make ifem Bookable or Book Item Now there.

Existing reservations for Pringle, Jennifer:

Type Resource Start time End time

Laptop 9872300012233 2011-06-16 17:30 2011-06-16 18:45

Ereader 98723000223356 2011-06-17 10:30 2011-06-17 12:00
[Cancel selected

4) Highlight the reservation that you want to cancel. Click Cancel Selected.

Existing reservations for Pringle, Jennifer:
Type Resource Start time End time
Laptop 9872300011233 2011-06-16 17:30 2011-06-16 18:45

Ereader 9872300023356 2011-06-17 10:30 2011-06-17 12:00
[Cancel selected

Use Shift or Ctrl on keyboard and mouse click to select multiple reservations if needed.
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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.

1 Patron: Pringle, Jennifer | 2 Reservations =

B | Relosd | | GoFer €bu9 | print Page
Choose a Bookable Resource Type

Ereader
Laptop
Projector
R

oom
Video Connector

Next

.Or-

Enter the barcode of a cataloged, bookable resource Next

To resenve an item that is not yet registered as a bookable resource, find it in the catalog or under Display ltem, and select Make ltem Bookable or Book Item Now there

Existing reservations for Pringle, Jennifer:

Type Resource Start time End time
Laptop 9872300012233 2011-06-16 17:30 2011-06-16 18:45

ey
Cancel selected

Cancel areservation on reservation creation
screen

1) Access the reservation creation screen by selecting Booking -—» Create Reservations.
2) Select any Bookable Resource Type, then click Next.

3) Scan or type in the patron barcode in Reserve to Patron box then hit Enter.

4) Patron’s existing reservations will display at the bottom of the screen.

5) Select those that you want to cancel, then click Cancel Selected.
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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 a patron’s account.
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Chapter 58. Access and View

You 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 access this interface from the item’s details, enter the item barcode into the Item 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 appears
in @ pop 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 Mame |Reactor _E'jgt Run i
. ¥
Hold Ready
fc?- Picfﬁi' Event Name i
s P ProcessTemp 2012-07-27T1! N
React ¥
Motification caEs ]
Hold Ready Event Run Time il
2 I_rfr"_1'_:._"3“' P SendSMS  2012-07-27T1| Event State kil
Motification Target Circulation - Copy
Barcode =
Hold Ready
3 ELE:?"“:' ProcessTemp 2012-07-27T1.| Target Circulation - Title  [¥]
Motification Target Circulation - s
Author =
Haold 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 Type is Circ.

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

You 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 a filter, click the red X adjacent to a row.

icific ~J

-------------- Target Target Event State -
Target Target s e Target Hold -

Event Run ¥ Event Circulation - T R e e Patron is = ﬁ

Time State Copy Patron
FEEt Title Author T Barcode Complete -

Core Type A

) 2012-07-27T1! complete is - 5|
Hold -

Add Row Apply

2012-07-27T1: complete
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Chapter 60. Sort

You can sort your results by clicking the column name.

Triggered Event Log (patron specific)

Show events at and below: Algona-Pacific -

+ |# | Event Mame

Hold Ready
F |1 for Pickup

Email
Matification

Hold Ready
- for Pickup
012 |qus

Motification

Hold Ready
for Pickup
: Email
Motification

Event Run vent
Reactor -
Time ate

ProcessTemp 2012-07-27T1! complete
SendSMS  2012-07-27T1: complete

ProcessTemp 2012-07-27T1: complete
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Chapter 61. Print

You can select the events that you want to print, or you can print all events. To print selected
events, check the boxes adjacent to the events that you want to print, and click Print Selected
Events. To print all 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 users into 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 users to a User Bucket by uploading a text file that contains a list 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

You can change the following fields in batch:

Active flag
* Primary Permission Group (group application permissions consulted)
* Juvenile flag

* 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

You 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 able to rollback the entire change set, but not parts thereof. 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 users in 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

You may also delete users as a batch.

You 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 fields to search, material
type or library location.

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

You 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: finds the terms you enter in the title of an item.

* Journal Title: finds the terms you enter in the title 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 a system such as the 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

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

e All Books

e All Music

Chapter 67. Basic Search 179




* Audiocassette music recording
* Blu-ray

* 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

» Software and video games

* VHS

Libraries

If you are using a catalogue in a library or accessing a library’s online catalogue 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.
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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. You 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 are in 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 returns results for 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 a circulation status of "available" (by default, either Available or
Reshelving).

Exclude Electronic Resources

This checkbox is below Limit to Available. Select Exclude Electronic Resources to limit results to
those bibliographic records that do not have an "o" or "s" in the Item Form fixed field (electronic
forms) and overrides other form limiters.

This feature is optional and will not appear for patrons or staff until enabled.

To display the Exclude Electronic Resources checkbox in the advance search page and search
results, set the ctx.exclude_electronic_checkbox setting in config.tt2 to 1.
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Search Filter

You 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 a filter, 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 results in the Evergreen OPAC. Filters that are selected while conducting an

advanced search in 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 ¥ | |Contains ¥ |Violi|‘| concerta | !
And ¥ || Title v | |Contains ¥ g
And ¥ || Author v | |Contains ¥ 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
MNonmusical sound record ~ | j Large print v | [ | |— -
Video Format Bib Level Literary Form Shelving Location
8 mm. Collection Comic strips Magazine -
8 mm. Integrating resource Dramas Music
Beta Monograph/ltem Essays New Books -
Beta ~ | |Monographic component |+ | |Fiction (not further specific =
Search Library Publication Year Sort Results
Apex Branch T |ls v Sort by Relevance hd
Limit to Available Exclude Elecironic Resources Group Formats and Editions
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In the search results, the Item Type and Shelving Location filters appear directly below the search
box.

Search the Catalog Advanced Search Browse the Catalog

Search: |violin concerto| | Type: Keyword v fFormat: All Formats v
Library: Apex Branch v m

Filtered by: | Item Type Musical sound recording = | | Locations Music * |

[ Refine My Criginal Search ]

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

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

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

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

o ] Call number: Accession #701591
Naxos Music Libra (2) 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.
Simax Classics (1)
Sdlass H + Place Hold

2. Prokofiev / Violin Concertos

fa 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 Resulis 1-2ofabout 2 (page 107 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 a link
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 ISBN, 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 left of the screen. Enter the three-digit tag number, the subfield if relevant, and the value or
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text that corresponds to the tag. For example, to search by publisher name, enter 260 b Random
House. To search several tags simultaneously, use the Add Row option. Click Submit to run the
search.

o Use the MARC Expert Search only as a last 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 a regular 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 a large extent this was due to the inability
of those systems to 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, all terms that have been entered in a search query are joined with an implicit AND
operator. Those terms are required to appear in the designated fields to produce a matching record:
a search for golden compass will 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, a title search for golden
and compass will not return the title Golden Compass.

However, Evergreen does support Boolean searching for those rare cases where you might require
it, using symbolic operators as follows:

Table 69.1. Boolean symbolic operators

Operator Symbol Example
AND && ad& b
OR J allb
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): a title search for
to be or not to be (in any order) yields a list of titles with those words.

* Don’t worry about white space, exact punctuation, or capitalization.

1. White spaces before or after a word are ignored. So, a search for [ golden compass ] gives
the same results as a search for [golden compass].

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

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

4. 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.ass is equivalent to golden compass.

5. 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.

e This is also true for author searches. Both David Suzuki and Suzuki, David will return results
for 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 words is important for an exact phrase search. golden compass is different than
compass golden.

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

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

Stemming

A search for dogs will also return hits with the word dog and a search for parenting will return results
with the words parent and parental. This is 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 a word to an
incorrect stem and cause unexpected results. To prevent a word or phrase from stemming, put it
in double-quotes to force an exact search. For example, a search for parenting will also return
results for parental, but a search for "parenting" 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 gold compass
does not return the same results as golden compass, 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 a number of factors, including how often and where the search terms
appear in the item description, and whether the search terms are part of the title, subject, author,
or series. The results which best match your search are returned first rather than results appearing
in alphabetical 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. You 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 the top 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. You can also 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 pages to display. Here
is an example:

Another Search || Advanced Search & =01 8 U EEEERERIEITEEEE | Show More Details @ B, (8 S VETE T ERIET

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

Search Results Results 1-10 of about 271 (page 10f28) 12345678 Nexth

Personal Author M 1. Shostakovich Violin Concerto No. 1/

TCHAIKOVSKY : Violin Concerto. 4
Shostakovich, Drmitrii (57) . ;
Dmitrievich 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-  (6) F.: Piano Concerto No. 1 / PROKOFIEV, S.: Piano £
1887 Concerto No. 1 (Salle, Gulbenkian Orchestra,
Bartok, Béla 1881-1945  (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 JES Shostakovich Cello Concerto No. 2 / e
PROKOFIEV : Symphony-Concerto (Harrell). &
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, a text explanation will show
up in a small pop-up box.

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

On the top right, there is a Limit to Available checkbox. Checking this box will filter out those titles
with no available copies in the library 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, there is an Exclude Electronic Resources
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
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At the left, you may see a list of Facets of Subjects, Authors, and Series. Selecting any one of these
links filters 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.

Search Results Resuits 1-10

Personal Author More
Bartdk, Béla (2)
1881-1845

Beethoven, Ludwig (2)
van 1770-1827

Brahms, Johannes (2)
1833-1897

Carter, Elliott 1908- (2)
Mozart, Wolfgang (2)

Amadeus 1756-1791

Concertos (Violin) (1
Concertos (Piano)

F

- '-:\.
%]

Music (2)
Suites (Orchestra) (2)
Ballets (1)
Serles Title

Columbia Masterworks (1)
Digital Classics (1)
Great recordings of the (1)
century

Hawkes Pocket Scores (1)
710

Student composers' (1)
concert

Availability
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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 extra row under each title showing

how many copies are available in all branches.

| for |violin Keyword

in Example Consortiun =

[

‘Snﬂhr Sort by Relevance - | | Show More Detalls ‘ ! Limit to available items

i1-100f 25 (page1of3)

Ik
s
5
=
£
A

Call number: 780 BAZ =
27 of 31 coples available at Example Consortium.

2. Violin concerto no. 2 ; Six duos (from 44 Duos)
Bartdk, Béla, 1881-1945. 1966
Call number: 780 B15 e 4
27 of 32 coples available at Example Consortium.

@ 1. Violin concerto
Penderecki, Krzysrtof, 1833- 1979,

~| for [violin | Keyword

[

‘3“'“# Sort by Relevance  ~| ‘ Show More Detalls | ! Limit to available items

i1-100f 25 (page1of3)

Iha
e
&
=

=
v

Violin concerto

Penderecki, Krzysziof, 1933- 1979.

Call number: T80 B92 m
27 of 31 copies available at Example Consortium. b

12 of 14 copies available at Example System 1.

& of T copies available at Example Branch 1.

2. Violin concerto no. 2 ; Six duos (from 44 Duos)

Bartdk, Béla, 1861-1945. 1966

Call number: 780 B15 :',[‘,
2T of 32 copies available at Example Consortium. b

13 of 15 copies available at Example System 1.

T of 8 copies available at Example Branch 1.

=

You may also 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).

[ Musical Sound Recording (Unknown Format) ' Place Hold

Electronic resources " Add to my list

U print / Email
Link text here - Public note here 5
& Pemalink

Available copies Current holds
« 26 copies at Example Consortium. 1 current hold with 31 total copies.
Location Call Number I Copy Notes Barcode Shelving Location Status Due Date
Example Branch 1 780 B9Z (Text) CONCA0000628 Stacks Available
Example Branch 1 T80 BO2 (Text) CONC41000628 Stacks HAwailable -
Example Branch 1 ML 2533 B34 C82 (Text) CONCA0000128 Stacks Checked out 051122015
Example Branch 1 ML 2533 B34 C92 (Text) CONC41000128 Stacks Available
Example Branch 1 ML 2533 B34 C92 (Text) CONC42000128 Stacks Available
Example Branch 1 ML 2533 B34 CH2 (Text) CONC43000128 Stacks Awvailable -
Example Branch 1 ML 2533 B34 C92 (Text) CONC44000128 Stacks Available -
Example Branch 2 TBO A92 (Text) CONCS50000728 Stacks Available
Example Branch 2 780 A2 (Text) CONC51000728 Stacks Available
Example Branch 2 ML1283F92 (Text) CONCA0000228 Stacks Checked out 04/28/2015
Next 10 »

B3 show more copies

Record details

« Physical Description: 1 sound disc (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

o Columbia Masterworks
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Chapter 73. Details

The record shows details such as the 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
formats will 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 holds with 18 total copies.

« 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 English (4)
E-audio (1)
Large Print Book (1)

| View all formats and editions (4)

The Record Details view shows how many copies are at the library or libraries you have selected,
and whether they are available or checked out. It also displays the Call number and Copy Location
for locating the item on the shelves. Clicking on Text beside the call number will allow 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 the local details you can open up various tabs to display more information. You can select
Reviews and More to see the book’s summaries and reviews, if available. You can select Shelf
Browser to view items appearing near the current item on the library shelves. Often this is a good
way to browse for similar items. You 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.

Placing Holds
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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 all 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. You will need your library account user name and password. You 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. You may also
suspend the hold temporarily by checking the Suspend box. Click the Help beside it for details.

You can view and cancel a hold 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. You 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.
Pickup location: | Example Branch 1 _ﬂ
Motify when hold is ready for pickup?

™ Yes, by Email

Email Address: janefyahoo.com

™ ves, 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 a link
that displays just the holdings from one library/system or displays holdings from all libraries with
a specific library’s holdings floating to the top.
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~N

+ Place Hold

+

L Add to my list
T

U print / Email

& permalink

Status

Due Date

SMS Call Number

Available copies

26 copies at Example Consortium.

Location

Example Branch 1

Example Branch 1

Example Branch 1

Example Branch 1

Example Branch 1

Example Branch 1

Current holds

Call Humber | Copy Notes
780 B

780 B92 (Text)

ML 2533 B34 CO2 (Text)
ML 2533 B34 CO2 (Text)
ML 2533 B34 CO2 (Text)

ML 2533 B34 C92 (Text)

1 current hold with 31 total copies.

Barcode

CONC40000628

CONC41000628

CONC40000128

CONC41000128

CONC42000128

CONC43000128

If configured by the library system administrator, you may send yourself the call number via SMS
message by clicking on the Text link, which appears beside the call number.

@ Carrier charges may apply when using the SMS call number feature.

Going back
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When you are viewing a specific record, you can always go back to your title list by clicking the link
Search Results on the top right or left bottom of the page.

Subject: Concertos (Violin)

Search for related items by series

» Columbia Mastersorks

AWARDS, REVIEWS, & SUGGESTED READS

© sHELF BROWSER

© marc rRECORD

4 Search Results) Showing ltem 1 0f 25 Next »

You 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 links in 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 runs in a web 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 a web browser. By default, the URL is https://
[hostname]/eg/circ/selfcheck/main, where [hostname] represents the host name of your
Evergreen web server.

2. Log in with a staff account with circulation permissions.

Login
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Chapter 76. Basic Check Out

1. Patron scans their barcode.

~
EVER’;;&(I(GREEN”

Please log in with your username or library barcode.

99999371252

2. Optional Patron enters their account password.

B\
EVER’;;(\(\((GREEN’“

3. Patron scans the barcodes for their items OR Patron places items, one at a time, on the RFID pad.

s
EVER",}(L((GREEN”

31234-1749

4. Items will be listed below with a check out confirmation message.

~
EVERaﬁ(!(GREEN“

Please enter an item barcode

Checkout of item 31234-1749 succee ded

Logout (No Receipt)
Barcode Title Author Due Date Type Items Checked Out
Total items this session: 1.
31234-1749 Harry Potter film wizardry Sibley, Brian. 5/5/16 Checkout Total items on account: 8.

View Items Out

5.If a check out fails a message will advise patrons.
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lelcome, Lela

(
EVERI’\;(((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 Logout (No Receipt)
to logout with no receipt.

N
EVE Raﬁ((g REEN’

31234-2053

Unable to check out item 31234-2053. Please see staff.

Logout (No Receipt)

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.

EVER?%(;(GREEN”

Please enter an item barcode

YYour login session will soon timeout due to inactivity. Print List m Logout (No Receipt)

Logout] | Continue Session

Barcode Title "RGHOT - 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.

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. The items currently checked out will display with their due dates. Using the Print List button

patrons can print out a receipt listing all of the items they currently have checked out.

Due
Barcode Title Author Date Type
a 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.

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 a receipt listing all of the items they currently
have on hold.

Title Author Status
Antiquités grecques : or, tableau des moeurs, usages et institutions des grecs ; dans lequel on expose Robinson. John V#V'illri]ng\ine
tout ce qui a rapport a leurs religion, gouvernement, lois, magistratures...agriculture, etc. etc ’ copies

Correspondance inédite du Prince de Talleyrand et du Roi Louis XVIII, pendant le Congrés de Vienne,  Talleyrand, Charles Maurice ?V'il”i]”éine
publiée sur les manuscrits conservés au Depot des Affaires Etrangeres de s
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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.

View Holds

Fines

Total fines on account: $4.70.

2. Current fines owed by the patron display.

Selected total: $4.70
v Type Details Total Billed Total Paid Balance Owed
) circulation Le concerto 12345 5.00 0.30 4.70
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Appendix B. Admonitions

e Note

.

* warning

&

e caution

&

* tip
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Appendix C. Licensing

©00]

This work is licensed under a Creative Commons Attribution-ShareAlike 3.0 Unported License.
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