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Help Options

Review Circulation Skills Checklist:
http://will.state.wy.us/wyld/network/committees/training/cir
c.html

Sign up for e-mail distribution lists:
http://will.state.wy.us/wyld/email/lists.cfm

Review Online Help — Click on the word Help in the Menu bar
while in Workflows -- context (opens directly to window that
is displayed) or contents — both options allow you to search
specific topics

Review WYLD TechNotes, SirsiDynix Manuals and access to

other documentation:
http://will.state.wy.us/wyld/docs/index.html

Call or e-mail WYLD Support Team —
wyldstaff@will.state.wy.us
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'Behavior |

Defaulls' Helpers|

Configure

[ Hide current user

¥ Extend user's library privilege

" Proxy checkout with cancel hold

[T Automatically restart checkout on item 1D error

[ Cache ltem ID's

" Automatically renew items already checked out as seen

" Automatically renew items already checked out as unseen

* Do not automatically renew items already checked out

User Alerts Display

¥ Display alert for delinguent user ¥ Display user alerts

Sounds

Right click on each wizard to
access Properties

¥ Hide current item

¥ Pay bills Circulation — Common Tasks

CheckOut wizard
Property Settings
Behavior tab

¥ Checkout resenve desk items

¥ Display circulation note

Charge printing — raised bar “Print
date due slips”

¥ Play sound for User Blocked alert |uh|uck.wau

Cache item ID’s

¥ Play sound for lem Hold Block alert |ih|dh|k.wan'
Charge printing

" None

¥ Print date due slips P e g L

" Print charge receipts ~ Print charge receipts

Do not automatically renew
items already checked out
Display circulation note
Print date due slips

Print charge receipts



BEhanDrIIDEfaultsl Helpersl

Configure

Eheckl]ut : Set Properties

[T Hide currer

¥ Extend use
[T Proxy chec
[T Automatica
[ Cache ltem

™ Automatical
i Automatical
{* Do not auto

User Alerts Displ

¥ Display ale

Sounds

¥ Play sound
¥ Play sound

Charge printing

¥ Print list of patron's current checkouts

[T Print checkout totals

Receipt header:

Receipt fields:

Receipt footer:

[T Allow date formatting description

"N

i” Mone

' Print date due slips

DI{/ Cancel |
7

Print date due slips

Circulation — Common Tasks
CheckOut wizard

Property Settings

Behavior tab — raised bar for
“Print due date slips”
Defaults tab

Use the gadget next to each text
box to either enter strings of text
of your choosing (Receipt header
and Receipt footer) or make
selections from a list of pre-
selected options (Receipt fields)



Eadget : Receipt fields

List to choose from List selected
Author Library name
Call number MName
Current time Title

Date charged Author

Date due Date due
Item ID

Library name

MName =

Title —

User ID E

Raised bar “Print date due slips”
Defaults tab

Click on gadget
Use arrows to move
selections that will print N

List to choose from

Circulation — Common Tasks
CheckOut wizard
Property Settings — Behavior tab

IBehauiur

Defaullsl Helpersl

EheckDut : Set Properties

Defaults

[~ Print a separate date due slip for each item

[¥ Print list of patron's current checkouts

[ Print checkout totals

Receipt header:

&
Library name o
o Name
Receipt fields: Title j
Author -
— =l
List selected =

on date due slips as shown

Call number
Current time
Date charged
Date due
Item ID
Library name

Name
Price
Title

< | 1

Library name
Name

Title

Author

footer:

OK | Cancel N

Print date due slips‘

date due slips

charge receipts Erint charge receipts |




1| CheckOut : Set Properties

Behavior| Defauts| Helpers| Circulation — Common Tasks
Allow Configure Properties CheckOut wizard
- User Search Property Settings
W~ Display User Helpers tab
3 User Lost Card
¥  Register New User Click on any of the raised bars to add more options
W Pay Bills
W Add Brief Title
3 ltem Search
& | Confirm Address Start with search helper
¥ Change Item ID
¥  Special Due Date
¥  Alternate Circ Rule
¥ Renew Privilege
r Print User Card
T3 Print User

[T Start with search helper



Behawior | Defaults |Helpers

Circulation — Common Tasks

Allow Configure Properties CheckOut wizard
g User Search Property Settings
~ Display User Helpers tab — Start with search helper

3 User Lost Card

V¥  Register New User
I Pay Bills
CheckDut
- - # 1 _

¥ Add Brief Title Ala|E|%® << B|mm| s

IF Item Search User information CheckOut : User Search -
v Confirm Address il

v Change ltem ID Identify user Search for: | Search |

¥  Special Due Date Upowze ndex:  [Mame =] & | | UL

A Identify item ihrary:
¥  Alternate Circ Rule Lib |ALL_LIBS & eI
tem ID'| " Browse
v Renew Privilege ) " Browse user group
List of checkouts
r Print User Card List of users
Title
|7 Print User Name User ID AltID Phone
//
W Start with search helper
Selecting this option results in Display this Retumn to
Checkout To User, _ Cancel
automatlc pOp Up Of SearCh User Group User Group List

helper when Checkout wizard
is activated 7



Behavior Defaults' Helpers'

Configure . .

Circulation — Common Tasks

v Hide current item v Display user information o . o

v ¥ Display Discharging wizard

W Pay hills ¥ Display instructions .

o _ _ o Property Settings

[” Vearning if uger delinguent ¥ Display hold instructions .

Behavior tab

W Display "item not checked out' error in a separate window [V Display in transit instructions

W Display circulation note ¥ Display bill warning for ewery item

Display circulation note
Accumulate fines

Display user information
Display bill warning for every
item

More options for sounds

Accumulate fines: © Yes & No  Prompt

Sounds

W Play sound for Hold Awvailable alert |disruul.walur

W Play sound for Transit alert |disruul.walur

W Play sound for User delinguent alert |disruul.walur

W Play sound for tem not charged alert |disruul.walur

* & F & $

W Play sound for [tem not in catalog alert |disruul.walur

Allowr Configure Properties

Print options

W Print available hold slips

W Print transit slips

W Print reshelving slips

T Print hold wrapper slip




wi| Discharging : Set Properties

Display property page: Wizard Startup (@ Never

Behavior Defaults: |Helpers

Automatic Payment Defaults
Payment type: CREDITACCT -
Credit reason: AUTOPAY -

Automatic Refund Defaults
Payment type: NONE -
Credit reason: AUTOREFUND -

Deduct Overdue From Refund Defaults
Payment type: AUTOREFUND -

| ok || cancel |

Circulation — Common Tasks
Discharging wizard
Property Settings

Defaults tab

Values are determined by WYLD Policies

View Online Help Files for explanation of
Defaults



Eehaluriur| Defaults HElllEI’Sl

Allow Configure Properties

v Item Search

v Pay Bills

I¥  Check ltem Status

v Change Item ID

v Print User ¥

Circulation — Common Tasks
Discharging wizard
Property Settings

Helpers tab

Click on raised bars to add more options

Check Item Status
Print User

10



Behawior | Defaults | Helpers

W

Allow Configure Propertie

¥ ltern Search

Circulation — Common Tasks
Discharging wizard
Property Settings

v Pay Bills

W  Check ltem Status

~ > Helpers tab — raised bar for “Print User”
"3 Print User .
Behaumr|
. ___— Select options to print
I~ Summary

[ Addresses

" Extended information
™ List of checkouts

I List of bills

I List of holds

[ List of suspensions
[T List of bookings

[” List of routings

11



Circulation — Common Tasks

Fine Free Discharge wizard Delivered defaults shown

Property Settings

Behavior tab and Helpers tab Click on raised bars for additional options
W Fine Free Discharge : Set Properties @

Display property page: _ Wizard Startup

Behavior I Helpers

Configure -
Hide current item D Display user information
Pay bills Display instructions
[] waming if user delinquent [ pisplay hold instructions

|:| Display "item not checked out” error in a separate window |:| Display in transit instructions
|:| Display circulation note |:| Check for claims returned items Claims retumned alert: allow modify user prompt

["] Display user ID in list

Sounds
Play sound for Hold Available alert disrout wav i -
[ Piay sound for Transit alert —— % W Fine Free Discharge : Set Properties |£|
Play sound for Claims Retumed alert  ([disrout wawv % Display property page: | _ Wizard Startup 5 Mever
Play sound for User Delinquent alert disrout. waw &
["] Piay sound for item not Charged alert |disrout wav % Behavio | Helpers
[] Play sound for Item not in Catalog alert |disrout wav 2
Allow Configure Properties
Allow Configure Properties ’ Itemn Search ]
] Print available hold slips ’ Pay Bills ]
|:| Print transit slips D Check ltem Status
|:| Print transit slips if transit to is outside selected group =
| ChangeltemiD |
- |:| Print reshelving slips - ’ — ]

12



Circulation — Common Tasks
Renew User wizard
Property Settings

Behavior tab, Defaults tab,
& Helpers tab

Delivered defaults shown

Click on raised bars for more
options

Wi Renew User : Set Properties

Display property page: () Wizard Startup (@) Never

wi| Renew User : Set Properties | 23
Display property page: (| Wizard Startup (@) Never
Behaviur| Deraullsl Helpers|
Configure

Warmning if user delinquent Extend user's library privilege

D Review items before renewing Renew reserve desk items

| override all failed items Display user alerts

Display circulation note |:| Display an alert for the next to last renewal

D Renew group materials

Charge printing

0 None

| Behavior || Defaults|| Helpers|
—

Renew All/Selected checkouts default

[] select An

Renew All/Selected seen items default

Select all seen

Automatic Payment Defaulis

Payment type: CREDITACCT -
Credit reason:| AUTOPAY -
List items for renewal default N
[Mo Title]
List items currently due on or before:

() Print date due slips | Print date due slips

Wl Renew User : Set Properties £

Display property page: Wizard Startup 0 Never

Behavior | Defaults | Helpers |

Allow Configure Properiies

[ User Search ]
Display User
User Lost Card
| Pay Bills |

Special Due Date
Limit List by Due Date

[ Renew Privilege ]

13



Circulation — Common Tasks
Renew Item wizard
Property Settings

Behavior tab, Defaults tab,
& Helpers tab

Delivered defaults shown

Click on raised bars for more options

W Renew Item : Set Properties | X |

Display property page: Wizard Startup 0 Never

| Behavior | Defaults | Helpers

Configure
Itemn seen
Automatic Payment Defaults
Payment type: CREDITACCT -
Credit reason: AUTOPAY -

W] Renew Item : Set Properties

Display property page: Wizard Startup 0 Never

[Benhaviol]| pefaults | Helpers|

Configure

Renew reserve desk items |:| Review items before renewing

Display circulation note |:| Display an alert for the next to last renewal

| Extend user's library privilege |

Accumulate fines: () Yes (@ No () Prompt

Charge printing
0 None
(") Print date due slips | Print date due slips

wi| Renew Item : Set Properties £

Display property page: Wizard Startup 0 MNever

| Behavior | Defaults [Helpers |

Allow Configure Properiies

V|| ttem search |

[ Change Item ID ]
Special Due Date
[ Pay Bills ]

m

14



Circulation — Common Tasks
Billing a User wizard
Property Settings

Behavior tab, Defaults tab,
& Helpers tab

Delivered defaults shown

Click on raised bars for more options

W Billing a User: Set Properties b

Display property page: Wizard Startup 0 Never

| Behavior| Defaults| Helpers|

Display properties
|| show bill note
[] show bill tax

|| show bill total

Allow Configure Properiies
Payment type: CASH -

Automatic Payment Defaulis
Credit reason: AUTOPAY -

P

wi| Billing a User : Set Properties x |

Display property page: Wizard Startup 0 Never

[ Behavior| Defauilts | Helpers|

Hide current user

Hide current item

Bill User

Pay Now

Allow bills to be forgiven/cancelled

m

Allow Configure Properties

|:| Print slip showing payments

Payment types that open cash drawer —
Payment type:

wi| Billing a User: Set Properties | G |

Display property page: Wizard Startup 0 Never

| Behavior | Defaultd_Helpers |

Allow Configure Properiies

Display User

15



Circulation — Common Tasks
Paying Bills wizard
Property Settings

Behavior tab, Defaults tab,
& Helpers tab

Delivered defaults shown

Click on raised bars for more options

W Paying Bills : Set Properties | G |

Display property page: Wizard Startup 0 Never

| Behavior | Defaults | Helpers|

Display properties -
[ | show bill note
[] show bill tax

Allow Configure Properties

1

Payment type: CASH -

Automatic Payment Defaulis

Credit reason: AUTOPAY -

1

wi| Paying Bills : Set Properties £ |

Display property page: Wizard Startup 0 MNever

Behavior| Defaults | Helpers|

Allow bills to be forgiven/cancelled

Allow Configure Properties

|:| Print slip showing payments

Payment types that open cash drawer
Payment type:

W Paying Bills : Set Properties | X |

Display property page: Wizard Startup 0 Never

| Behavior | Defaults | Helpers |

Allow Configure Properties

| UserSearch |
Display User
| Renew Privilege |

Pay User Group Bills

16



Behavior| Defaults | Helpers

Search preferences

Type KEYWORD 7|
Index: Title 7|
Library: ALL 7|
Editor display options

(" MARC View

& Descriptive view

Gall number default walues

[ Show shelving key

[tem tree defaults

" Item tree display collapsed

Extended Info Display Options

V Display staff note on item list

¥ Display public note on item list

[¥ Display ficed fielos —

¥ Display descriptive labels (for entries)

¥ Item tree display expanded

~_

Circulation — Common Tasks
Item Search and Display wizard
Property Settings - Defaults tab

Descriptive view displays the

Bibliographic record with the fixed
field elements at the top of the
record as you are used to seeing it

Display descriptive labels shows
record tags with descriptions
instead of just tag numbers

Default selection of Item tree
display collapsed shows call
numbers without their barcodes

Default selection of Item tree
display expanded shows call
numbers with all their barcodes




Circulation — Common Tasks

Item Search & Display
wizard

Property Settings
Defaults tab ...(cont)

Select tabs you wish to view
for bills, checkouts, orders,

and holds

Configure information

displayed within those tabs

as you wish

Behavior DEfﬂUltSll Helpers'

Extended Info Display Options

¥ Display staff note on item list

[¥ Display public note on item list

[¥ Show bookings
¥ Show holdings

¥ Show serial control

Bills Tah

¥ Showt bills

Library: [All libraries =l
Bills type: [l [~
Checkouts Tab

¥ Show checkouts

Charge ownership: IChE[:kl]ut library j
Library: |&11 libraries |
Checkouts type: |Active |
Selectionlists Folder

¥ Show Selectionlists Folder

Library: |Fu|| access to all libraries v/
Status: |None |

Orders Tah

¥ Showr orders

Library: |Fu|| access to all libraries =)
Orders type: |AII |
Holds Tab

¥ Show holds

Library type: [Placed at library =l
Library: [All libraries =l
Holds type:  |Active [

18



Item Search and Display : Set Properties

Circulation — Common Tasks Display propetty page: " Wizard Startup * Newer
Item Search and Display wizard

Property Settings

Behavior tab Defaults | Helpers |
Delivered defaults shown search Library Preferences

Search library list type: & Search by library
" Search by search library group
" Search by library or search library group

Search library list: ALL -

19



Behawior | Defaults | Helpers||

¥ Display Bibliographic Description Configure.__.
¥ Print labels . .
_ _ Circulation — Common Tasks
¥ Print preview labels . .
_ _ _ Item Search and Display wizard
¥ Configure Options for ltem Search Configure... .
Property Settings
¥ Advanced search Configure.__.
Helpers tab
x|
Defaults | Clicking on the raised bar for the

option to Display Bibliographic

Description enables you to
configure additional options for

EIES S FULL | entry as shown at the left

Bibliographic Display Option Defaults -

Library: |Full access to all libraries |

Shadow:  Yes {© No & Both

[~ Display descriptive labels {for entries) Note: You need to be able to see
¥ Display numeric tags (for entries) the fixed field as it is from this area
_- of the bibliographic record that the

¥ Al call numbers T . ge 1

o P system pulls the periodical’s

v All items d . .

—_— & publication frequency

¥ MARC holdings ¥ Fixed fields —
¥ Bound-with ¥ Order summary

20



Il:em Search and

Display property page:  Wizard Startup & Newer

Behavior| Defaults Helpers

¥ Display Bibliographic Description
¥ Print labels
[¥ Print preview labels

¥ Configure Options for lem Search

¥ Advanced search Configure_..
Item Search and Display : Set Properties

Configure__. |

) Configure_..

Display property page:  Wizard Startup (% Neuer

Defaults

Search

Publication year: I

Format: IAII
Item type: |A||
Location: IAII

Item category 1: IAII

| Item category 2: IAII

Language: IAII
Shadow: IBOTH
Sort by INnne

Call Mumber Browse

Class scheme: IDEWEY LI

S s o )

Display

Order of Libraries
{* Mame

{" Description
" Mone

Record View: Iﬂll

V¥ MARC Holdings
Call Numberiltem Order

Entries:

{* Ascending
" Descending

Circulation — Common Tasks

Item Search and Display wizard

Property Settings

Helpers tab — raised bar to Configure Options for
ltem Search

These are system delivered defaults
Change these settings if you wish to limit a
search to one or more of these options

For a shelflist browse of your library’s call
numbers, select the class scheme used most in
your library

When the Item Search and Display wizard is
open, these configuration options display when
clicking on the helper shown below

Item Search and Display

[P [

21



Behavior| Defaults [Helpers

[¢ Display Bibliographic Description Configure... Circulation = Common Tasks
¥ Print lahels Item Search and Display wizard
[V Print preview labels Property Settings
Helpers — raised bar to configure
¥ Configure Options for ltem Search Configure... ‘ p g
options for Advanced search
v Advanced search Configure... (

[ Select options as desired for
i 1Item Search and Display : 5el Properties .
b k combined searches
Defaultsl
When the Item Search and Display
Presentation type * Single field search © Advanced search wizard is open, these configuration
options display when clicking on the

helper shown below

Advanced search preferences

Index Operator  Index Operator _
Item Search and Display
General v |AND  *||Title T |AND T r_lr_
Ny
Author v||AND v/ |Title *IoR v ';@ %@% ¢
T||AND 7 Z|IAND T This helper works like a toggle;
ML [ click on it again to close this

search option 22



[[j| Check Item Status : Set Properties

Display property page:  Wizard Startup * Newer

[¥ Display instructions
[¥ Display hold instructions

[¥ Display in transit instructions

Allowr Configure Properties

¥  Print available hold slips

v Print transit slips

v Print reshelving slips .

¥  Print hold wrapper slip -

= Circulation — Common Tasks

Check Item Status wizard
Property Settings
Behavior tab

Click on raised bars to select more
options if you chose to allow printing

Enter your own text

Note: The print option in the raised
_~ bar allows you to enter text for each
type of hold slip

Be sure you’ve configured your
receipt printer under Preference in
the Menu options as shown below

Deskiop P Barcode Feader..

23



Behawior IHE|per5|

¥ Display instructions
[+ Display hold instructions

¥ Display in transit instructions

Allow Configure Properties

| s

¥ I Print awailable hold slips

Eheck Item Status : Set Properties

Defaults |

Receipt header:

Receipt fields:

Receipt footer:

[T Allow date formatting description

Date format description:

Enter your own text

Circulation — Common Tasks

Check Item Status wizard

Property Settings

Behavior tab —raised bar for “Print available hold
slips”

Use the gadget next to each text box to either
enter strings of text of your choosing (Receipt
header and Receipt footer) or make selections
from a list of pre-selected options (Receipt fields)
as shown below; use arrows to move selections
W]

Gadget : Receipt fields

List to choose from List selected

Author Call number
Call number Title
Comment MName
Current time

Email

Expires

Item 1D

Lewvel
R —
Phone number

Pickup library

Placed

Range

Title

User ID 24

18




1§ Check Item Status : 5

Defaults |

Receipt header:

\ ®

Eadget : String List \ x|

Enter 5tring: |Che:-,renne WY 82002

List selected

F

yoming State Library
2800 Central Ave

Kl

Up [

Dowrn

|_-|j_

— Add {0} | Sawve |

Remowe | Cancel | L

Enter your own text

Circulation — Common Tasks

Check Item Status wizard

Property Settings

Behavior tab — raised bar for “Print available
hold slips”

Receipt header

Click on the gadget for Receipt header to
display the window shown here

Enter desired information as shown:

Click on the Add button to add each line to the

receipt header (or just hit the enter key on
your keyboard)

Each line of text can be re-arranged within the
header by using the up or down button

Click the Save button when finished

25



E Check Item Skatus : Sek Prupertieg

Defaults |

Behauiurl' Helpersl Viyoming State Library

2800 Central Ave
Cheyenne WY 82002

Receipt header:
¥ Display instructions P

v Display hold instructions ‘@’
[ Display in transit instructions Call number
Titl
Allow Configure Properties Receipt fields: e
Name
¥  Print asailable hold slips Pickup library &
¥ Print transit slips Thank you for using the
W Print reshelying slips Receipt footer: viyoming State Library.
v Print hold wrapper slip &
Circulation — Common Tasks Text of available hold slip created by clicking on
Check Item Status wizard gadget next to each text box
Property Settings
Behavior tab Enter your own text

“Print available hold slips” raised bar

26



Eheck Item Status : x|

Display property page: ¢ Wizard Startup & Newver

Circulation — Common Tasks

Behawior| Helpers | Check Item Status wizard
Allow Configure Properties Property Settings
Helpers tab
¥ I Iltem Search

Raised bar for “Item Search” —

v Ch Item ID i
W ange Item Behavior tab

[T Start with search helper

Note: within the window of the

Item Search raised bar there are

Behavior | Defaults | two tabs in which to set options:
Search Library Preferences Behavior tab and Defaults tab

Eheck Item Status : Ikem Search:Sel Properties

Search library list t¥pe: & Search by librany
" Search by search library group Both are shown at Ieft

" Search by library or search library group

Search library list ALL j

Behawior|. Defaults |

Search preferences

Preferred search type: = Keyword ¢ Browse { Exact

Preferred search index: ITitIE

[
Preferred search Iihran.r:l j 27



Behawior |Helpers I

Allow Configure Properties

v Itemn Search

2 I Change Item 1D

Eheck Item Status : Change

Helpers |

Allow Configure Properties

V¥  Item Search

¥ Start with search helper

Circulation — Common Tasks
Check Item Status wizard
Helpers tab — raised bar
“Change Item ID”

Eheck Item Status : Item Search:set Properties

Behavior | Defaults |

Search Library Preferences

Search library list type: & Search by library

Search library list: ALL

x|
 Search by search library group
 Search by library or search library group
X

/ Eheck Item Status : Item Search:Sekt Properties
Behawvior | Defaults!

Search preferences

Preferred search type:  Keyword  Browse  Exact

Preferred search index: |Title j

Preferred search library: j

Note: within the window of the Change Item
raised bar - Item Search bar,

there are two tabs in which to set

options: Behavior tab and Defaults tab

Both are shown above 28




Circulation — Users

Property settings not provided:
Display User wizard

User Registration wizard
Modify User wizard

Copy User wizard

Confirm Address wizard

Renew Privileges wizard

Remove User wizard
Display Request wizard
Remove Request wizard

Information about the property settings for these wizards is available in the
Online Help Files.



m E Suspend User : Set Properties

&3, Display User Display propery page: ¢ Wizard Startup & Newer
ﬁ Lzer Registration

ﬁ Modify Lser

ﬁ Copy User

Qg Confirm Address {" Suspend by date selection

Defaultsl Helpers

IS Renew Priviege * Suspend for number of days

ﬁ Suzpend User

ﬁ Unzuspend User

S By

Behavior|. Defaults: Helpersl

} . Suspension reasun:IDUEHDUE
Circulation — Users

Suspend User wizard
Property Settings

Behavior tab - select time associated with suspension
Defaults tab - select reason for suspension

Use to reduce privileges instead of blocking
user

30



(D Suspend User : Set P X [ suspend User : User Search:Set Properties
Display property page: © VWizard Startup * Newer EDefauItsii
LLIIEI ers
Mser default
i Helpers
Behamur' Defaults ' Type: * Keyword ' Browse  Browse user group
Alloww  Configure Properties Search index: |[Name j
= Library: ALL_LIBS -
[ Display User Sort by: ADDRESS M
W  Item Search |
7 Start with search helper
\\
Circulation — Users Defaults [Helpers
Suspend User wizard Allow Configure Properties
Property Settings ¥ Display User
Helpers tab

Clicking on the raised bar for “User Search”
displays a Defaults tab and a Helpers tab

Use to reduce privileges instead of blocking
user

31



Display propery page: © Wizard Startup * Newver

Behavior | Defaults Helpers

Allow Configure Properies

¥  User Search |

[T Display User
2 I Itern Search

[ Start with search helper

Circulation — Users
Suspend User wizard
Property Settings
Helpers tab

Clicking on the raised bar for “Item Search”

displays a Behavior tab and a Defaults tab

Suspend User : Item Search:Set Properties

Behauinr

/earch Library Preferences

Search library list type: & ggg;’fﬁ"'ij’ﬁ'ﬁ anﬁ

" Search by search library group

" Search by library or search library group

Search library list |ALL

3¢

0K | Cancel |

Behavior | Defaults

Search preferences

Preferred search type: * Keyword C Browse  Exact

Preferred search index: |Title

7|

Preferred search library:

Use to reduce privileges instead of blocking user

[



E} Dizplay User

g Uzer Registration

ﬁ Modify Llzer

ﬁ Copy Lzer

.{g Caonfirm Address

@ Fenew Privilege

ﬁ Suzpend User

ﬁ Unzuzpend User

'ﬁ Remove L=ser

Llnsuspend User : Set Properties

Display property page: ¢ Wizard Startup

EEhEHiDI’EI Defaultsl Helpers

" Unsuspend by date selection

* Unsuspend for number of days

Behawvior

Unsuspend Heasun:l

Circulation — Users
Unsuspend User wizard
Property Settings

Behavior tab — select time
associated with suspension

Defaults tab — select reason

Suspension was lifted — either
Canceled or Forgiven

33



| Unsuspend User : Set Prope

Display property page: © Vifizard Startup

Behavior| Defaults Helpers

Allow Configure Properties

v I Usert Search

[T | Display User

v ItemSearch|

Circulation — Users
Unsuspend User wizard
Property Settings
Helpers tab

{* Newer

Clicking on the raised bar for “User Search”
displays a Defaults tab and a Helpers tab

Unsuspend User : User Search:Set Propetties

Defaults lHemersl

Identify user default

Type: @ Keyword " Browse (" Browse user group
Search index: [Name |
Library: ALL_LIBS |
Sort hy: ADDRESS |

Defaults {Helpers:

Allow Configure Properties

¥ Display User

34



Behavior| Defaults |Helpers

Allow Configure Propeties

¥ User Search Unsuspend User : Display User:Set Properties

¥  Display User 7

Behauiur“Hemersl

[¥  Item Search

Tab Options

¥ Show Addresses Tab ¥ Show Bookings Tab

¥ Show Extended Info Tab M Show Routings Tah
Bills Tab

ANl O Paid ™ Unpaid © None

Checkouts Tah

= All © Claims ¢ Overdue ¢ Recalls  Renews ¢ None

Holds Tab

AN © Awailable © Recalled ¢ Resernve % None

Orders Tab

Library: j

Requests: ANl O Closed ¢ Open  None

Distributions: ¢ All O Delivered ¢ Undelivered & None

QOutreach Tahb

Interests: © All  Active ¢ Inactive * MNone

Histories: ¢ All ¢ Rejections ¢ Selections & MNone

Circulation — Users
Unsuspend User wizard
Property Settings
Helpers tab

Clicking on “Display User”
Displays a Behavior tab and
a Helpers tab

Allow Configure Properties

¥ User Alerts
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Unsuspend User : Set Pro

Display properly page: ¢ Wizard Startup * Newer

Behawior| Defaults [Helpers

Allowr Configure Properties

[
-
[

User Search

i

Display User

A

| Item Search

Circulation — Users
Unsuspend User wizard
Property Settings
Helpers tab

Clicking on the raised bar for “Item Search”

displays a Behavior tab and a Defaults tab
for setting more options

E Unsuspend User : Item Search:set Propetties

Behauiur

Search Library Preferences

" Search by search library group
" Search by library or search library group

Search library list IALL

Behavior |

Search preferences

Preferred search type: & Keyword  Browse  Exact

Preferred search indey: |Title

Preferred search library:
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Circulation — Items
Property settings not provided:
Add Item wizard

Mark Item Lost
Delete Title, Call Numbers or Items
Information about the property settings for Add Item wizard can be found

in the Cataloging Properties Technote.

Information about the property settings for Mark Item Lost wizard is available in
the Online Help Files.

Information about the property settings for Delete Title, Call Numbers or Items
can be found in the Cataloging Properties Technote.



Circulation — Items

Add Brief Title wizard

Property Settings
Defaults tab

Wi Add Brief Title : Set Properties

Display property page:

Behaviml Defaults

Format: ONTHEFLY

Use entries: SELECTED ENTRIES
020,100,245
v | Shadow title

Permanent

V| Circulate
Type: ONTHEFLY
Library: WSL

Home location: CATALOGING

Class scheme:

Wizard Startup '@ Never

4| 4[4 4

Format should be ONTHEFLY if entering
temporary brief records for the purpose of
circulating uncataloged materials

Use entries: set to SELECTED ENTRIES and
enter the options shown here. Separate each
tag line with a comma, no spaces between
tags: 020,100,245

Include the tag for the ISBN so these records
can be matched with full bibliographic
records whenever possible

ltem type is also ONTHEFLY
Select your library

Select location CATALOGING



Circulation — Items

Add Brief Title wizard ———] [ Defauts

Pro pe rty Settin gS /| Auto-generate item 1D when adding item

BehaVior tab ISXN wamings must be acknowledged
Modify

v | Class scheme

Set option to auto -generate item ID if

v | Call number
not adding a live barcode 7] Library
v | ltem type
If checked, ISXN warnings indicate an : :“m‘?[:"“”‘““"
21m
Invalid ISBN or ISSN has been entered T
You will not be prevented from 7| them category 2

adding the invalid number item category 3

Itemn category 4
Set Modify options to allow you to
make changes in all of these areas

At end of wizard
@) Show checked buttons
Show
v'| Add Another Brief Title
v | Make More Changes

v | Close

Perform selected action

Perform

Add Another Brief Title

Close
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Circulation — Items
Change Item ID wizard
Property Settings
Behavior tab &

Helpers tab

Delivered defaults shown

Click on raised bar in Helpers
tab to change “Item Search”
options in Behavior and
Defaults tabs

Wl Change Item ID : Set Properties | o3 |

Display property page: | ) Wizard Startup 0 Never

| Behavior | Helpers

/

Allow Configure Properties

Start with search helper

Wi Change Item ID : Set Properties

Display property page: () Wizard Startup (@ Never

Behavior | Helpers

=55

Al end of wizard

Show Perform
Change Another Item ID
[ ] change This Item ID Again

Close
Close

Wil Change Item ID : Item Search:Set Properties

Behavior | Defaults

(@ Show checked buttons () Perform selected action

Change Another Item ID

Search library preferences

(") Search by search library group
( | Search by library or search library group
Search library list: ALL

-
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wi| Mark Item Missing : Set Properties

I Behavi ur|| He|per5|

EX5

User ID: WSLMISSING

At end of wizard

(") Show checked buttons (@ Perform selected action

Show Perform
Mark Another Itermn Missing GI Mark Another Item Missing
Close () Close

[ cancel|

Circulation — Items

Mark Item Missing wizard
Property Settings

Behavior tab

User ID: preset by WYLD Office
Do not change this User ID
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Circulation — Items
Mark Item Missing wizard
Property Settings

Helpers tab - raised bar for
“Item Search”

Clicking on raised bar for
“Item Search”

displays a Behavior tab and /

Defaults tab for setting search

options \

Wi Mark Item Missing : Set Properties

Display property page: (| Wizard Startup (@) Never

| Behavior | Helpers |

Allow Configure Properties

itemn Search

Start with searcH helper

Wil Mark Item Missing : Item Search:Set Properties

|Behavior| pefaults|

Search library preferences
Search library list type: g Search by library
(7) Search by search library group
(7) Search by library or search library group

Search library list ALL

| Mark Item Missing : tem Search:Set Properties

Search preferences
Preferred search type:
Preferred search index:  Title
Preferred search library: |

-
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Circulation — Holds

Property settings not provided:
Request Item wizard

Onshelf Items wizard

Display User Holds wizard
Modify Holds for Users wizard
Remove User Holds wizard

Modify Holds for Item
Trap Holds

Information about the property settings for these wizards is available in the
Online Help Files.



% Place Request

@ Dizplay User Holds
ﬁ Modify Holds for Uzer

ﬁ Remove User Hald

S Display Tile Holds

% Dizplay tem Holds
U5t macity Holds for tem

% Remove tem Hold

@ Trap Holds

@Display Title Holds : Set Properties

Display propery page: ¢ Wizard Startup & MNewer

Helpers |

Allow Configure Properies

¥ I Item Search

2 lelailed Hold Count |

|

@Display ‘[itle Holds : Item Search:Set Properties

Special

In-Transit ltems=

Behauiu:|| Defaults |

Search Library Preferences

Search library listtype: 5 g

" Search by search library group
" Search by library or search library group

Search library list: ALL

Behavior | Defaults

Search preferences

Preferred search type: & Keyword  Browse  Exact

A

Preferred search index: |Title

Preferred search library: v

Circulation — Holds
Display Title Holds wizard
Property Settings

Helpers tab

Clicking on raised bar for
“Item Search” displays
Behavior tab and Defaults
tab for search options
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el '] —

Allowwr Configure Properties

¥ | Detailed Hold Count

Displa',r Title Holds : Detaile.d Hold Ca

Defaults |

Lewel: ¢ Copy ¢ Volume & Title %l@l

For: My library © My group & All

~ell e Circulation — Holds
Display Title Holds wizard
Property Settings

v Item Search Helpers tab — raised bar for “Detailed Hold Count”

Select options for what you want to see

The burning wire . a Lincoln Rhyme nowvel f Deaver, Jeffery.

Total number of items: 18

Total holdable items: 2

Total title lewel holds: 26
After retrieving a record using this wizard, Total system range holds: 0

and clicking the OK button at the bottom of  Total group range holds: 0

the Call Number tab, this window will appear
List of Holds

Total library range holds: 0

User ID

User Name

Range

Status
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The hurning wire : a Lincoln Rhyme nowel f Deaver, Jeffery.

Total numhber of items: 18
Total holdahle items: 2
Total title lewel holds: 26

Total system range holds: 0
Total group range holds: 0

Tota pisplay Title Holds : Detailed Hold Count

Lisiﬂl

"~ The hurning wire : a Lincoln Rhyme nowvel f Deaver, Jeffery.
W (1622969.1) I1D:1622969-1001

Selection Criteria

Lewel: T Copy ¢ Volume & Title

Library: [LARM =l
For: & My library ¢ My group < All Search |

counters

Total title lewel holds: 26

Total holds for my users: 2 Total holdable items owned by my library: 2
Total items owned by my library: 2
List of Holds
User ID | User Mame Range Status Placed Pickup at Pickup by Expires Suspended |Unsuspend. .
290920123... TRITT, WAN... GROUP (unawvailable} 213172010 LARI 25312011
290920126... HIBBLER, 5... GROUP (unawvailahle) 411772010 LARK A 72011

Circulation — Holds

Display Title Holds wizard
Property Settings

Helpers tab — Detailed Hold

to display the options you wish
Count

After retrieving a record using this wizard and clicking
on the Helper, this window appears. It can be set here



Circulation — Special

Property settings not provided:
User Claims Returned wizard
User Lost Card wizard

Modify Due Dates wizard

Mark Item Used wizard
Inventory Item wizard
Ephemeral wizard

Information about the property setting for these wizards is available in the
Online Help Files.



Special

#
"a User Claimsz Returned
'@ zer Lost Card

.E Madify Due Dates

% Credit User Account

u@l Mark tem Used

@ Invertory tem

AU Ephemeral
-

ﬂ Discharging Bookdrop

In-Transit ltems

Eredit User Account : 5e

Display property page: ¢ Wizard Startup * MNewer

Defaullsl Helpersl

[T Display the full credit account transaction history

Patron Credit Print

" Mone

& Print patron credit receipt Print Patron Credit Receipt

Eredit User Account

Defaults |

[~ Print patron credit receipt for each transaction

Receipt header:

Receipt fields:

Receipt footer:

[~ Allow date formatting description

Date format description:

Circulation — Special

Credit User Account wizard
Property Settings

Behavior tab

Clicking on raised bar for “Print
Patron Credit Receipt” displays
the notice template for
entering your own text

Click on gadget next to each
area to enter either strings of
text (Receipt header and
Receipt footer) or make
selections from a list of pre-
selected options (Receipt
fields)
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Eredit User Account : Set P ﬂ Eredit User Account

Display property page: © Wizard Startup % Newer WI

[ Print patron credit receipt for each transaction

Defaultsl Helpersl

[T Display the full credit account transaction history

Receipt header:
Patron Credit Print

%
' Mone f”

* Print patron credit receipt ~ Print Patron Credit F{eceipt‘l/

Receipt fields:

L=
]
List to choose from List selected ~| | Receipt footer:
Library name &
Balance Mame
H Credit reason Date created [ Allow date formatting description
Date created Amount Date format description:
Library name
Name oo
Payment type
User ID il oK | Cancel |
<~
-

Property Settings — Behavior tab
Circulation — Special Raised bar for “Print Patron Credit Receipts

Credit User Account wizard o o ,
Clicking on gadget for Receipt fields retrieves pre-

selected options
Use arrows to move selections
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Behavior DETHUHSH Helpers

Payment type: |CASH -

Credit reason: |DEPOSIT -

Display properly page: ¢ VWizard Startup ' Newer

Behavior | Defaults

Circulation — Special
Credit User Account wizard

Property Settings

Defaults tab

Select Payment type Select Credit reason

Helpers ||

Allow Configure Properties

I I User Search

r Idanual Refund |

[ | mManual Vithdrayal |

[~ Start with search helper

Circulation — Special

Credit User Account wizard
Property Settings

Helpers tab

Defaulls

Defaultsl Helpers

/rlntin.r user default

Type: & Keyword " Browse (" Browse user group

Search index:IName j

Library: |aLL_LiBS =

Sort by: |ADDRESS =
Helpers:

Allow Configure Properies

Clicking on raised bar for “User Search”
displays Defaults and Helpers tabs for

setting more options

¥ Display User
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Behawior | Defaults [Helpers

Allow Configure Properties

rd User Search

v I Manual Refund /

M | iManual Withdravral

[T Start with search helper

Behauiur| Defaults

Helpers

Allow Configure Properties

¥ User Search

¥ lanual Refund

¥ | tanual Withdravral

[" Start with search helper

ErEdit User Account : Manual refund

Defaults

Manual refund defaults

payment yne: [T AN - |

Credit reason: IAUTOF{EFUND

[

Eredil: User Account : Manual withdr
|D efaults

/ Manual Withdrawal Defaults

Payment t}rpe:l v|

Credit reason: IAUTDPAY

[

Circulation — Special

Credit User Account wizard
Property Settings

Helpers tab

Click on raised bar for
“Manual Refund” to display
Defaults

Select options for Payment
type and Credit reason

Helpers tab

Click on raised bar for
“Manual Withdrawal” to
display Defaults

Select options for Payment
type and Credit reason
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Circulation — Special
Discharging Bookdrop wizard
Property Settings

Behavior tab & Helpers tab

Delivered defaults shown

In the Helpers tab, click on
raised bar of “Item Search”
to select other search
options

Holpars

Allow Configure Properties

wi| Discharging Bookdrop : Set Properties

Display property page: (_) Wizard Startup @) N

Behavior | Helpers

Display instructions Warning if user billed

["] Display hold instructions "] pisplay in transit instructions
|:| Allow discharge dates in the future |:| Display user information
|:| Display "itern not checked out” error in a separate window |:| Display circulation note

|:| Check for claims returned items Claims retumed alert: allow modify user prompt

Allow Configure Properties

Cl Print available hold slips

|:| Print transit slips

D Print transit slips if transit to is outside selected group -
|:| Print reshelving slips

|:| Print hold wrapper slip

wi| Discharging Bookdrop : Set Properties

Display property page: () Wizard Startup (@) Never

wi| Discharging Bookdrop : Item Search:Set Properties

Item Search

Behavior | Defaults

Search library preferences

(") search by search library group
Search by library or search library group

Search library list ALL -
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Circulation — Special

Discharging Bookdrop : Discharge Items For 0970772016

=

Enter Date of Discharge

Date: 09/07/2016 ]
Identify item
Gadget : Day and Time : = o ;

Common Tasks (7]

Discharging Bookdrop wizard _

**Using this wizard**
Date of Discharge

time at the bottom of this
calendar.
11:59 PM

In-Transit ltems

4

tem ID:
Date -
{= September =
Use the gadget neXt to La' User Claims Returned List of d September 2016
i itle S M T W T F s
the Date of Discharge zwermswam it ILREN
Modify Due Dates . c B & .
to open the Calendar & Credit User Account M1 12 13 14 15 16 17 ]
window shown at right. W01 Mark tom Used 18 19 20 21 22 23 24 2
({3l Inventary ftem 25 26 27 28 29 30
. t.in',{_\: Ephemeral
Pay particular note of the B Eear] T
11 : |59/ [PM 5

All items discharged with this wizard will be considered returned at this time: 11:59 PM.
If an item with a 2 hour loan is returned within those 2 hours, unless this time is
changed, that item would be considered overdue and subjected to any fines assessed by
that library.
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Circulation —_ |n-TI’anSit |tems W Pending Transits : Set Properties E|
Pending Transits wizard Di=piayipope:tyjpage= M) izl St N M=
Property Settings Behavior | Helpers

Behavior tab & Helpers tab

b Wi Pending Transits : Set Properties [ 23 |

[7] pisplay hold instructions

D R R Display property page: | Wizard Startup (@) Never

Delivered defaults shown

Allow Configure Properties

Behavior | [Helpers

m

[C1 | Print available hold slips

Print transit slips Allow  Configure Properties

O
0 Select Another Library
O

Print reshelving slips

Print hold wrapper slip

Circulation — In-Transit Items

Receive TranSit Wizard W Receive Transit : Set Properties |E| W Receive Transit : Set Properties |E|
Property SettingS Display property page: Wizard Startup 0 Never Display property page: () Wizard Startup (@) Never
Behavior tab & Helpers tab | 8ehavior| eipers| Benavial Helpers
Display instructions Allow Configure Properties
i is instructions [v] m
Delivered defaults shown e 7] | alion Sencch

[] pisplay in transit instructions Change Item ID

Allow Configure Properties

Click on raised bars for more [ [ Print available hold siips
options for “Item Search”
and “Change Item ID”

D Print transit slips
]| Print reshelving slips

Print hold wrapper slip
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