LibNet Circulation Manual

Table of Contents

Lesson 1: Introduction

Lesson 2: Patron Processing

Lesson 3: Checking Out ltems

Lesson 4: Checking In ltems

Lesson 5: Financials

Lesson 6: Reserving Items

Lesson 7: Deactivating and Reactivating ltems

Lesson 8: Processing Interlibrary Loans (ILLS)

Lesson 6 -- Page 1



LibNet Circulation Manual

Lesson 1: Introduction

Keyboard and Mouse Conventions

Tab Key

The TAB key is used to move from field to field within a form. This key also is used to locate
items within a list. At the top of the list, type the name, title, or item number, then press the TAB
key.

Enter Key
Use the ENTER key to complete a form. It works the same as the OK button.

Escape Key
The ESCAPE key cancels the update of form and can be used just like the CANCEL button.

Mouse and Keyboard Options

To avoid using the mouse, select an option from the screen using the highlighted/underlined
letter such as the “O” on the OK button), plus the ALT key for that option. Selecting the ALT
key and the highlighted letter key performs the same function as clicking on that item with a
mouse.

Cancel Key

Select the CANCEL button in Lib/Net to automatically cancel a recent update or change that
made to a form.

Fields

Fields are spaces where the cursor can be used to record information. Right-click with the
mouse on a field, and a table of options (typically) appears. Select one of the options and it
automatically appears in the field.

Buttons

Buttons are small, labeled rectangles located along the bottom, top, or sides of a LibNet screen.
Select a button by using the mouse, or by pressing the ALT key and the highlighted letter.
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Opening Procedure
NOTE: This procedure can be accomplished from any work station.
1. Look for the Circ icon at your computer’s desktop screen.

2. Click twice on the icon and it will open the Open Library for Processing screen. This
screen, shown below (Circless1-1), defaults to today’s date.

# OPEN Llbrary For Processing I

Current Library Status: CLOSED
Metwork Swstem Date:  DEC 26.2002

Current Library Date: 1242642002

Last Opened:  12/26/2002 12:38PM

LastClosed:  12/26/2002 12:39PM

Enter Todays Librany Date: I 2{26f2002

Cancel |

CIRCLESS1-1

NOTE: The opening procedure typically occurs only once each day and is automatically
performed by the system as soon as the first person logs into the Circulation program for that
day.

Select the OK button from the bottom of this screen to continue opening the library circulation
system.
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After selecting the OK button, an Alert Message! screen (see Circless1-2, below), appears.

Alert Meszagel

CIRCLESS1-2

Select the Continue button (refer back to Circless1-2, above), and the system automatically
opens the first LibNet Circulation screen (see Circless1-3, below).

LibANet Circulation Yersion 2.08 Library is NuGen District Library

CIRCLESS1-3
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Exceptions to the Opening Procedure

Library Closed

This is prompted with a Confirm? message box that says the library calendar indicates that the
library is CLOSED on this date. If the library is closed, but staff is working in Lib/Net anyway,
select “Yes” to “Ignore”. The library remains officially closed, but staff can still work, and
fines/statistics will be calculated using the date when the library was last open.

If the system mistakenly shows that the library is CLOSED when it is not, go to the Library Set-
up program and select Library Calendar. LibNet will open the current month’s calendar. Use
the mouse to click on today’s date to remove the CLOSED designation. To set the calendar
without using the mouse, use the TAB or ARROW keys to reach the date, then use the SPACE
BAR on the computer screen to change the status from CLOSED to OPEN, or vice-versa. This
calendar is used to establish due dates and to automatically calculate fines. It is essential to
properly designate a day as CLOSED when the library is indeed closed.

Computer Not Properly Shut Down

Another exception to the opening procedure could occur if the computer is not properly shut
down. In this case, staff should CLOSE the library, then re-open it. Please refer to the Closing
Procedure section in this lesson, which is explained on the following page.
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Closing Procedure

NOTE: This procedure can be completed at any work station and should be done by the last
person using the system.

At the main LibNet Circulation screen, select the Lib Control pulldown menu.

From the list of LibNet menu items, select Close Library and the Current Status screen will
appear (see Circless1-4, below).

d

Current Status: IPEN

Current Library Date: 127234200

Last Opened: 12/23/200 12:17F

Last Closed: 12/204200 11:55A

Mumber Of Check-Outs:

Murmber Statistics Created: 0

OK Close Library

LCancel |

CIRCLESS1-4

At this screen (Circless1-4, above), which says the library is open, select the OK Close Library
button.

At this time, daily statistics are updated, then LibNet automatically logs out and returns the user
to the main computer screen.
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Under normal conditions, before a user opens the library, the following screen appears
(Circless1-5, below).

Current Library Status: CLOSED
Metwark Systemn Date: DEC 23,2002

Current Library Date:  12£23£2002

LastOpened: 1242372002 12:17PM

LastClosed: 1242372002 12:29FPM

Enter Todaws Librany Date: I 22372002

Cancel |

CIRCLESS1-5

However, if the library has not been “closed” by anyone at night, when the Circulation program
is opened the next day, the following Alert Message! screen appears (see Circless1-6, below).
If this occurs, select the Continue button (refer back to Circless1-6, below), and the system
prompts a user through the opening procedures, as described at the beginning of this lesson.

Alert Mezsagel

Library date is: 12/23/2002 The system date is:
12/24/2002 System was never Closed for the previous

day, will now parform End-0Of-Day close for pravious
day,

J Continue |

CIRCLESS1-6
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Lesson 2: Patron Processing

LibNet Circulation Menu

The main LibNet Circulation screen offers the following pull-down menus (see Circless2-1,
below):

Check Out

Check In

Browse Active Patrons

Browse Patrons Flagged for Deletion
Non Patron Financial Posting

Non Patron Non-Barcoded Circulation

To access the pull-down menus at the main screen, use the mouse or hold the ALT key on the
computer keyboard down, then select the highlighted letter for each menu item.

Examples
Single-click the mouse on the Check Out entry on the Circulation pull-down menu
OR

Select the ALT key and letter “O” which is indicated by the system as the correct
selection because the “O” is underlined on the menu (Check Out)

CIRCLESS2-1
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Entering a Patron’s Information Into the Circulation System

The most convenient method for entering a new patron is to select Check Qut from the
Circulation menu. The PATRON CHECK-OUT screen appears (see Circless2-2, below), where:

a patron’s name (partial name accepted) can be typed into the box at the top of the screen
OR

a patron’s barcode can be typed into the box at the top of the screen
OR

a user can click on the Browse List button located to the right of the Patron BarCode or Name
box to search for a patron who already is in the system

# PATRON CHECK-OUT

[ |

CIRCLESS2-2
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Next, the Browse the Patron List (or LB_PAT File) screen (see Circless2-3, below), appears.

At this screen (refer back to Circless2-3 again, below), click the mouse on the Patron Name tab

at the top of the screen, or type “N” for Name.

# Browse the LB_PAT File E

Patron Hame

Patron Address | Patron Barcode I Patron Location |

Mame: I

Fatran N ame

.ﬁ.ctwe F'hu:uneﬂ

9071 774

*DLIF'LIE.fi‘-.TES l LIBHAHY

Tar SHELF

e Unknu:uwn P

| elect Patron I

Add NEW Patmnl ¥iew f Change Patron Info.

3041385 *LIBR&ARY DISPLAYS = UMENOWM ADDRESS = [B1E10 - FRE
3055476 *LIBRARY PROGHRAMS B30 hain St [616]352-4671 FRE
3024530 *REPAIR® CIRC DESE B * Unknown P | FRE
3020108 *RESERWE SHELF® 20108 RESERVES * Unknown P | FRE
2020030 *UMREGISTERED, PATROM® CIRC DESE, * Unknown P |FRE
30E2E10 ABRETT, JOHM P 551 CORMIMNG AVE B4 FRE
0247000060051 [ABBETT, ROSEMARY L 551 CORMNING 352714 FRE
3024068 ABBEY, SUZAMNME 500 MAIM ST 3B2-713 FR:
3023011 ABBOTT, S&MDRA C BT 1 BOx 261 2824267 LAK
0247000060085 [ABEL, CHERYL K 136 THOMAS 3526143 GILI
3070314 ABRAITIS, SalL 1399 ELM [231]352-6198  [CRY
3036609 ACAMS, SAM HA S18 KEMT HILLS * Unknown P | OTE
2036033 &ACKER, MARY B 526 E CAYSTAL DOMWwWMS D 352-9575 LAK
3054719 ACKER, MAT 1280 TAQUAKRS RD. [E1E10 - FRE
3054065 ACKERMAM, JULLA 2023 CRYSTAL DRIVE 3526673 LAK
3024620 ACKERMAM, MARJORIE E 1433 CRYSTAL DR 3624545 LAk
3037632 ACKERMAM, MARY E E253 CRYSTAL DR 8827773 BEK
T[S H=

CIRCLESS2-3

Exzit |
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Type the new patron’s name into the small box near the top, left side of the screen.
Refer to the example below where “Dellen” has been typed into the box (Circless2-4).

Once the name has been typed, press ENTER on the computer keyboard so that the system
will search for this name.

The system either leads directly to the name typed in, or to a name nearest in spelling. In the
example below (Circless2-4), because the name “Dellen” has not been put into the circulation
system yet, the closest name available, “DelLoge,” appears instead. This means that the name
“Dellen” must be added.

1+ Browsze the LE_PAT File
Patron Hame IF"atmn Address | Patron Barcode | Patron Location |
Mame: |Dellen
Patron Mame Phonett
. : = ; e i
DEMAMSE], WALERIE 1336 HALL [E1E1352-4025 | FRE
063287 DEMAREE, REBEFAH 2029 S0UTH SHORE RD [2311352-4329 | FR#
020710 DEMAREE, ROBERT 'wf 1561 ROBIMNSOM RD 252-9902 CR
020702 DEMAREE, YICTORIA L 1561 ROBIMSOM RD a52-9902 CR"
039645 DEMERLY, KRISTIE L 2966 WalLLAKER RD aa2-2332 JO
015967 DEMERS, BETTY 1176 WEST a82-4933 BEM
029307 DEMDRINOS, PEGGY A 11395 SHORE DR E aA52-7536 CR"
063271 DEMISOM, PAT AND LOUIS 4240 COOPER RD [E16]882-9133 | LAK
04244 DEMMIS, JORDAM L 3280 FORRESTER RD [E1E6135=-4000 |BLA
022112 DEMMISOM JR, BRYWAMT ‘W 520 SvLWAN A52-4067 LAk
022104 DEMMISOM, JOYCE S 520 SYLWAN A52-7292 LAk
073206 DEMMISOM, KATHERIME CS54 BOx 31 [E1E1352-6275 | CRY
063352 DEMMISOM, MARCIA 2405 FOREST -CRYSTALLA [2311352-7811 R
014481 DEMMISOM, MARCIA B CSA A52-4205 R
023532 DEMMISOM, MARTY BIO= 31 CSa 526275 CR"
079625 DEMMISOMN, HATHAMIEL CSA [231)352-7811 R
031063 DEMMISOMN, PARELS D CSA AR2-B27H CR"
065321 DEMMISOM, wWHIT CS4 [E1E1352-6275 | CRY
4 I I k I TI
| Select Patron I Add HNEW Patron | Yiew / Change Patron Info. |

E xit | Help |

CIRCLESS2-4

NOTE: To browse through the patron list in the screen above, use the UP and DOWN arrows
on the computer keyboard.

To continue the process of adding a new patron to the circulation system, select the Add NEW
Patron button from the bottom the screen (refer to Circless2-4 again, above).
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A blank patron master form (see below) screen, titled Adding a LB_PAT Record, appears (see
Circless2-5, below).

# Adding a LB_PAT Record Ed

General I.Agdress I Clazzification \ Statistics Ilrap Mezzage IjBaIance By Library I Barcode History I

Beqular Patron
"Eatrun Status

& Active ¢ ToBe Deleted

Barcode: | ¥ Azsign Mew Barcode

Lazt Mame: <F3

el [Wl=ives Firzt Regiztered: 124242002 at Lib:

|

E -
Middle Nare: I Laszt Benewed: I 20242002 <SetDate |

|

In Care of Mame:

<F3 $Due:

Active
Address:

Traverse City Ml 496840000
231 000-0000

Gender
’Vr Female  Male * Unknown Birt: I
[rate af Birth: | Social Security: IEIDD-EID-EIEIDD

Driver License: |

Patron Location: ITE <F3 £|

Produce Card Mailer
’7 " Yes * Mo OES7ATA I-I_

CIRCLESS2-5
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Using the patron’s completed library application, or using the next available barcode number,
enter or scan the patron’s bar code into the box at the top left of the screen (see Circless2-6,
below).

Using the TAB key on the computer keyboard, along with the tabs located across the top of the
Adding a LB_PAT Record screen (such as “General”, “Address”, “Trap Message,” etc.) enter
all of the patron’s information, completing each pertinent field on the patron form (see Circless2-
6, below).

7 Adding a LB_PAT Record Ed

General |A.gdress | Clazzification A Statiztics |Irap Meszage IjBaIance By Library | Barcode History I

— _ ——TarPaton
Barcode: |FEEEEEEEEE ™ Assign New Barcode SLELMLE S P
"Eatmn Statuz
Last Name: |Dellen <F3 % Active ) ToBe Deleted

First Regiztered: 124242002 at Lib:

Laszt Fenewed: |2.-"24.-"2I:II32 <SetDate|

In Care of Name: | <F3 $Due:

First Name:  [Del
Middle Mame:  [Farmer

Active

Address:
Traverse Citp Ml 496840000
231 000-0000

Gender
’irh Female  Male & Unknown Bir: I
Date of Birth: |E£EIE£2EIEIE Social Security: |EEE-EE-DEEE

Diriver License: ]
&

Produce Card kailer

Patron Location: |T|: <F3 ﬁl " Yes & Mo ba ste |1_
$Account | LCancel |

CIRCLESS2-6
NOTE: Any field with a >> button next to it (refer to Circless 2-6 above, where the >> button is

to the right of the Patron Location field) indicates that the field contains a “lookup” code. Press
the >> button to pop open a list for selecting the code to be looked up.
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Select the OK button at the bottom of the screen (refer back to Circless2-6 on the previous
page) to go to the Browse Patron Location Codes screen (see Circless2-7, below).

= Browse Patron Location Codes Mi=] =

| Code Description District

|ALMIR | Almira Township [Lake Ann)

BENZ0 |Benzonia Tawnship [Benzonia,Be

BLAIN | Blaine Tawnship

COLFx | Colfax Township [Tmompsonville

CRYST | Crestal Lake Township 1

FRAMNE, | Frankfort City OF 1

GILMO | Gilmore Townzhip

HOMST | Homestead T ownzship [Honar]

JOYED | Joyfield Township

L&KE Lake Township

MAMIS | Manistee County Other 2
Benzie Coustu et

Platte T hij
et z
WELDN | 'weldon Township [Tmompsonville 1

1 Select I >< Exit |

CIRCLESS2-7

In this case, the code TRAVER (refer to Circless2-7, above) was selected for “Grand Traverse
Other.”

Use the Select button (refer again to Circless2-7) to add this new location to the patron’s form
or profile, then the Browse the LB_Pat File screen will appear again. However, this time, the
patron’s name and barcode are included in the records shown (see Circless2-8, below).
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# Browse the LBE_PAT File Ed

Patron Name |Patmn Address I Patron Barcode I Patron Location I

Name: |clellen

Barcode Patron Mame Addrezs Active Phonett | Locatid «
9010554 DEAM, LEE 4354 MOULIMEALX 252-4974 CEYST
9015769 DEAVEL, CHARLOTTE E460 RIDGE DR aa2-4252 BEMNZO
020751 DEAVEL, GARY E460 RIDGE DR aa2-4252 EENEEIJ
9033363 DECASTRO, MICHELLE L F22IAMES * Unknown P | FRAMNE,
054362 DECOLUMMA, MADIA W 15200 HOMOR Hw™' * Unknown P | BENZ0
9037169 DEE. FRAMCES 3191 FRAMEFORT Hw™' 352-7996 CEYST
9014119 DEEGAM, DEE B BO= 109 3027123 BEMNZO
056347 DEERIMG, JUME J 641 Michigan Awve 526639 FRAME,
9072455 DEETER, SaRAH Wit TERWALE [E16]0 - BLAIM
054172 DEFOUR, ALAIME 40285 TOMABEE 7335937 OTHER
9054420 DEGUIA, ERISTIME A 1082 EDEMN HILL aa2-7210 BEMNZO
063433 DEHMKE, SUSAM 212 MICHIGAM AWE [E16]352-6264 | FRAMK,
9042144 DELAWAMN, LALIRA Wit TERWALE IMM [E16]352-9773 | BLAIM
9040056 DELAWAMN, SARAH K IMMH AT WATERWALE [E16]352-9773 | BLAIM

Ol Al [ o DL R R o, A,

Add HEW Patron | | ¥iew / Change Patron Info. I

Patrons $Account E xit | Help |

CIRCLESS2-8

Now, the circulation system has automatically created an account and all related records for the
new patron, Del Farmer Dellen (refer to the highlighted record again in Circless2-8).
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Trap Message Button-Patron Master Form

Staff might occasionally find the need to include a message in the Circulation system about a
patron or his or her account that can be viewed by other library employees. Such a message
can be included in the patron’s record, using the Trap Message tab at the top of the Changing
a LB_PAT Record screen.

Examples of “trap” messages include:

» a patron promises to return an item by a certain date

= apatron returns a cassette book without including the tape

* an overdue notice has been returned by mail, unopened, therefore the patron’s record must
be updated with this information (“not a valid address”)

To enter a trap message, use the system’s “trap message center,” accessed by selecting the
name of the patron at the Browse the LB_Pat File screen (see Circless2-9, below).

Either select the patron’s name, highlight it, and click twice on it to access the patron’s record (in
this case, the patron’s name is “Dellen” again), or select the patron’s name, highlight it, and
select View/Change Patron Info. button at the bottom of the Browse the LB_Pat File screen
(Circless2-9 again, below).

7 Browse the LB_PAT File Ed

Patron Name IPatrun Address I Patron Barcode I Patron Location I

Name: |dellen

Barcode Patron Mame Addrezs Active Phonett | Locatid «
3010554 DEAM, LEE 4354 MOULIME AL 52-4874 CRYST
a015¥E9 DEAVEL, CHARLOTTE B460 RIDGE DR aa2-4262 BENAO
3020751 DEAVEL, GARY B460 RIDGE DR aa2-4252 BENED_I
9033358 DECASTRO, MICHELLE L 722 JAMES * Unknown P | FRAME
054362 DECOLUMMA, MADIA W 15200 HOMOR Hwh * Unknown P [BENZ0
037169 DEE. FRAMCES 2191 FRAMEFORT Hw™ 352-7336 CRYST
0141119 DEEGAM, DEE B BOX 103 25271123 BEMAO
056247 DEERIMG, JUME J E41 Michigan &ve 252-6639 FRAME
072455 DEETER, SARAH WATERWALE [E1E10 - BLAIM
054172 DEFOUR, ALAIME 40285 TOMNABEE ¥33-5387 OTHER
3054420 DEGUIA, KRISTIME & 1032 EDEM HILL 2827210 BENZO
9063439 DEHMEE, SUSAM 212 MICHIGAMN AVE [E161352-6264 | FRAME
042144 DEL&WARN, LALIRA WATERWALE IMM [E161352-9773 | BLAIM
3040056 DEL&WAM, SARAH K IMM AT WATERWALE [E16]352-9773

_____________________ E DF

Add NEW Patron | | Yiew / Change Patron Info. I
Patronz $Account E xit Help |
CIRCLESS2-9
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The Changing a LB_PAT Record screen (see Circless10, below) appears.

NOTE: This screen may also be accessed by selecting the Circulation menu from the opening
circulation system screen, then selecting the Browse Active Patrons entry.

# Changing a LB_PAT Record E

General |Agdress | Claszification & Statistic |Irap Meszage I*Balance By Library | Barcode History |

Barcode: |EEEEEEEEEE I Assign New Barcode Regular Patron
"Eatrun Statuz
& Active 0 ToBe Deleted
Last Marne: m <F3
First Name: | Dol First Registered:  12/24/2002 at Lib:
Middle Mame:  |Famer LostRenewed [t Celae
In Cape of Name: | <F3 $Due:
Active

&ddress: B Sixth Street
Traverse City Ml 496860000
231 000-0000

Gender
’Vr' Female ' Male % Unknown Bir: I
Date of Birth: |E£DE£2DDE Social Security: |EEE-EE-DEEE

Driver License: |

Produce Card Mailer——
Patron Location: ITH,-’.'-.UH <F3 Elﬁrand Traverze Other " Yes * Mo | grp7a7s |-|_

$Account | Cancel |

CIRCLESS2-10

Select the Trap Message tab at the top of the screen (refer to Circless2-10, again, above).
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The Changing a LB_PAT Record/“Add Message At . . .[name of library]” screen appears
(see Circless2-11, below).

Type a message into the box on this screen, then select the OK button at the bottom of the
screen to save the message into the patron’s record (see Circless2-11, below, again).

# Changing a LB_PAT Record [ ]

General I.Agdress | Clazsification \ Statistics Trap Messzage |§Balance By Library | B arcode History |

Add Message At NulGen District Library

Lozt YHS videotape #2 of two-tape senies -- Farmer in
the Dell. If not found by 656403, will pay for new set of
videotapes.

$Account | Cancel |

CIRCLESS2-11

After a trap message has been entered into a patron’s record, it will come up with that patron’s
record, whenever accessed by library staff, until it is deleted from the system.
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When a trap message no longer is valid, select the Trap Message tab at the top of the
Changing a LB_PAT Record screen again (refer to Circless2-12, below).

Then, select the Delete Message button directly below the message on the Changing a

LB_PAT Record screen (see Circless2-12, below). This action deletes the message from the
record.

# Changing a LE_PAT Record Ed
General I.Agdress I Clazsification \ Statistics Trap Messzage |§Balance By Library I B arcode History I

Message At NuGen District Library

Lost ¥HS videotape #2 of two-tape series - Farmer in
the Dell. If not found by 6/6/03. will pay for new set of
videotapes.

Delete Meszage

$Account | Cancel |

CIRCLESS2-12
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Changing a Barcode to Replace Lost Library Card

When a patron has lost his or her library card, it is necessary to change that patron’s barcode in
the LibNet system.

To do so, first select the Browse By Patron Name menu item from the Circulation menu at the
top of the opening Circulation screen.

The Browse the LB_PAT File screen appears (see Circless2-13, below).

# Browsze the LBE_PAT File Ed

Patron Name |F‘atmn Address | Patron Barcode I Patron Location |

Mame: |De|len I
Patron Mame Active Phonet | Locatig «
9055278 *BOOE, LAMINATIMG., YWorkroom = Unknown P | FRAN Fi.
031774 *DUPLICATES, LIBRARY TOF SHELF * Unknown P | FRAHE,
9041385 *LIBRARY DISPLAYS = UMEMOWH ADDRESS = [E16]10 - FRAME,
9055476 *LIBRARY PROGRARMS £30 Main St [E16]352-4571 | FRAME
9024530 *REPAIR® CIRC DESK BOX = Unknown P | FRAMHE,
9020108 *RESERYE SHELF* 20108 RESERVES = Unknown P | FRAHE,
9020030 *UMREGISTERED, PATROMN® CIRC DESE * Unknown P | FRAMHE,
9063610 ABBETT, JOHH P 551 CORMIMG AWE JR2-7214 FRAME,
0247000060051 |ABBETT, ROSEMARY L 551 CORMIMG JR2-7214 FRAME,
9024063 ABBEY, SIEAMNME 500 MAIM ST 827713 FRAME,
9023011 ABBOTT, SANDREA C RT 1 B0 261 aa2-4267 LAKE
0247000060085 | ABEL, CHERYL K 136 THOMAS JR2-E143 GILkO
9070314 ABRAITIS, SALL 1399 ELM [2311352-6198 |CEYST
9036609 ACAMS, SAM HA A18 KEMT HILLS * Unknown P |OTHER
9036039 ACKER, MARY B A3EE CRYSTAL DOWNS D 3529575 LAKE
3054713 ACKER, MAT 1280 TAQUARS RD. [E1E10 - FRAME,
< | [T~
Add NEW Patron | | ¥Yiew / Change Patron Info. I
Patronz $Account Exit | Help |

CIRCLESS 2-13

Type the patron’s name into the Name box at the top of the screen, and select the ENTER key
from the computer keyboard (see Circless2-13, above again).

Next, select the View/Change Patron Info. button at the bottom of the screen (see Circless2-13
again, above).
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The Changing a LB_PAT Record screen with the patron’s information appears (see Circless2-
14, below).

# Changing a LB_PAT Record

General |A_ddres g | Clazsification A Statistics | Trap Meszage |§Balam::e By Library | Barcode History |
Regular Patron

Patran Statuz

o Active  ToBe Deleted

Barcode: | [ Aszsign Mew Barcode

Last Name:  |[[fS= <F3
Firzt Reagistered: 124242002 atLib: 1

First Mame:  |Del
Lazt Renewed: <Sethate

Middle Mame: | Farrmer

In Care of Mams: | <F3 $Due:

Active
Addresz: B Sixth Street
Traverze City M| 496860000

231 000-0000
Gender

" Female 1 Male * Unknown Bir:
Date of Bith:  |6/06/2006 | Social Security: FEE-56-0655

Driver License: | :
Produce Card b ailer
Fatron Location: TR&wR  <F3 =23 |Grand Traverse Other " ez * Mo | gpora7s [T

$Account Cancel

CIRCLESS 2-14

Click the mouse on the Assign New Barcode box to the right of the current Barcode (refer back
to Circless2-14, above), and the Barcode box will be emptied (see Circless2-15, below).

il 7 Changing a LBE_PAT Record

Gen ibic ot izt Balance By Library | Barcode History |
| Barcode: I ™ Assign New Barcode Begular Patron
Patron Status

|
i+ i i
LastName:  [Dallon <F3 + Active To Be Deleted

First Mame:  [Del First Registered:  12/24/2002 atLib: 1

iddle Mame: W Last Renewed: <5etDate

InCare of Mame: | <F3 $Due:

Active
Addiess: B Sixth Street
Traverse City Ml 496860000

231 000-0000
Gender

" Female O Male & Unknown Pin:
Date of Bith:  |6/06/2006 | Social Security: FEE-BE-DBEE

Diriver Licenze: ¥
Froduce Card M ailer
Patran Location: TR&WE  <F3 33 |Grand Traverse Other " Yes @ Mo | opozars il
$Account LCancel
CIRCLESS2-15
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After the system deactivates the patron’s current bar code, the blank field is ready for a new bar
code entry. Type or scan the next available bar code number from one of the library registration
forms or from a new library card (see Circless2-16, below) into that field.

# Changing a LB_PAT Record E
General |Address | Classification \ Statistics I Trap Meszage I $Balance By Library I Barcode History I
Barcode: [6767676767] I Assign New Barcode Begular Patron
|'Eatlon Statug———
Last Name:  [Delin F3 (¢ Active ¢ ToBe Delated
: . First Registered:  12/24/2002 atLib: 1
Eirst Mame:  [Del . |
Middle Mame: IFa[me[ Last Fenewed: |12.'"25.'"2002 <SetDate
In Care of Mame: | <F3 $0ue:
Active

Address: 6 Sixth Street
Traverse City Ml 496860000
231 000-D00D0

Gender
’7(—' Female © Male % Unknown Pir: I
Date of Birth: IE;’DE;‘?DDE Social Security: BEE-EB-0555

Diriver License: |

Produce Card b ailer
Patron Location: ITF!M"F! <F3 alﬁland Traverse Other ’7  Yes & No | ggarars |1_

$Account Cancel
__ sacoount_| _Concel |

CIRCLESS2-16

Click on the OK button at the bottom of the screen (refer to Circless2-16 again, above) to
activate the barcode change.
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Changing a Patron’s Classification/Reviewing Statistics
To review the usage statistics for a patron and to change a patron’s classification, select the

Classification\Statistics tab from the top of the Changing a LB_PAT Record screen (refer
back to Circless2-16 above), and that screen will appear (see Circless2-17, below).

+ Changing a LB_PAT Record

I $Bal By Library I B de History |

EenelallAl_‘]dlesx Classification \ Statisti Illap M

Lib| Clase | Circ vTD Cic LTD Last Circ | Bad Check-In| Billed Replacment g

KIN| Bl
LChange |
$Account | ,TI Cancel |
CIRCLESS2-17
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Reviewing a Patron’s Barcode History
To review the barcode history for a patron, select the Barcode History tab from the top of the
Changing a LB_PAT Record screen (see Circless2-16, below).

# Changing a LB_PAT Record [ x]
General IAgdless | Classification } Statistics IIlap Meszage |§Balance By Library,

Barcode: [6767676764 B s Bermnd Reqular Patron

"Eatron Status—|
LastName: [Dallen 3 @ Active O ToBe Deleted

First Reqgistered:  12/24/2002 atLib: 1

First Mame:  |Del

MiddeName:  [Famer Last Renewed: | 12/26/2002 | <SetDate |
In Care of Name: | <F3 $Due:
Active

Address: B Sixth Street
Traverze City Ml 496860000
231 000-0000

Gender
’7(__ Female ¢ Male * Unknawn Pin: I

Diate of Birth: IB.-’DSHZDDB Social Security: IBSB-SB-DBBB

Diriver License: | )
Produze Card Mailer
Patron Location: |TF|AVF| <F3 33|Grand Traverse Other = Yes ' No 9GA74TE |-|_

$Account LCancel
_Shccount | _Concel |

CIRCLESS2-16

The barcode history screen appears (see Circless2-17, below).

| 7 Changing a LB_PAT Record E

General IAgdless I Classification A Statistics IIlap Message IiBaIance By Library Barcode History |

$Account | LCancel |
CIRCLESS2-17

NOTE: A patron’s barcode history also includes his or her driver’s license number -- if the
account has been set up to use the patron’s license in addition to his or her library card.
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Once activated, the LibNet system can be set (library option) to automatically charge a new card
to this patron’s account (see Circless2-19, below).

# Browse the LBE_PAT File Ed
Patron Hame I Patron Address Patron Barcode |F‘atmn Location I
Barcode: |
Barcode Patron M ame Address Active Phoneft | ﬂ
| - ' H
0 obdb a 1 - J
9010018 FMEISEL, LEE A02 MICHIGAM AWE 527261 FRAME,
9010026 HICKEY, CHAR 3JB0E RAYMOMD RD 3524210 BLAIM
010042 BAHMWSEM, BETTY 4022 BOYD RD 526102 CRYST
9010053 BROWHM, COMMIE ‘' A3 PILGREIM Hw 3527443 LAKE
9010067 FLOMT, HEATHER FO3FOREST AVE [2311352-7969 | FRAME
9010075 ASHEY, KRISTIME J 232BEECH ST 527792 FRAME,
3070031 AMNDERSOM, MAMCY 4160 MOLLINEALL= RD 2524765 CRYST
010117 AMDERSOM, ARTHUR 240 GRAMT 352-4185 GILkO
9010125 ALLISOM, CLE H 960 BEACH RD 529432 LAKE
010133 BARTOM, ROBERT 1518 FRAMEFORT Hw™' 352-4549 CRYST
01014 BEUGHOT, BERMICE ' 210"HITE 5T I52-TR2T GILkO
010166 BLECKER, HARRY H 5335 SHORE DR 3524307 CRYST
010174 BIESZKA, THERESA M 44 MIMTH 5T 352-4953 CRYST
9010182 BURT, PETER | 1168 FILGRIM Hw' 352-44E66 CRYST
< | [T
Add HEW Patron | | ¥iew f Change Patron Info. l
Patronz $Account E xit | Help |

CIRCLESS2-19
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The resulting bar code change is shown below in Circless2-20.

# Browse the LB_PAT File Ea

Patron Name I Patron Address Patron Barcode |Pallun Location |

Barcods: |

e el U2, Test? |pdatedFlag UMENOWN ADDRESS

9010018 MEISEL, LEE 502 MICHIGAN AVE 352-T261 FRAME.
901 0026 HICKEY. CHAR 3E06 RAYMOND RD 382-4210 BLAIN
9010042 BAHMSEM, BETTY 4022 BOYD RD 352-6102 CRYST
9010059 BROWHN, COWNMIE ' 3333 PILGRIM HwY 352-7443 LAKE
901 0067 PLOMT, HEATHER FOIFOREST AVE [2311352-7369 [ FRAME
901 0075 ASHEY, ERISTIME Z32BEECH ST 382-7792 FRAME.
901 0091 AMDERSOM, MAMCY 4160 MOLLINEAL RD 352-4765 CRYST
90117 AMDERSOM, ARTHUR 240 GRAM 352-4185 GILMO
90125 ALLISOM, CLE H 980 BEACH RD 352-9482 LAKE
9010133 BARTOM, ROBERT 1518 FRAMKFORT Hiw'y' 352-4549 CRYST
90141 BEUGHOT, BERMICE '/ 210WHITE 5T 352-TR2Y GILMO
901 0166 BLECKER, HARRY H 5335 SHORE DR 352-4307 CRYST
9010174 BIESZKA, THERESA M 544 NIMTH 5T 352-4953 CRYST
010182 BURT, PETER J 1168 PILGRIM Hw™ 3R2-4466 CRYST
KN 2~

Add HEW Patron | | ¥iew / Change Patron Info. I

Patrons $Account | Exit | Help |

CIRCLESS2-20

Lesson 3: Checking Out ltems

To begin the item checkout process, select the Circulation pull-down menu from the main
LibNet Circulation screen (see Circless3-1a, below).

##% Lib\Net Circulation Yersion 2. 08 Library is NuGen District Libray

File Edit Catalog Reserves Circulation Security LibControl Window Help

CIRCLESS3-1a
Select Check Out from this menu.

The first PATRON CHECK OUT screen appears (see Circless3-1, below).
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# PATROMN CHECK-OUT

(—

CIRCLESS3-1
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Scan or type the patron’s bar code or type his or her name -- last name first, then first name --
into the Enter Patron BarCode or Name box at the top of the screen (see Circless3-2, below).

Or, click the mouse on the Browse List button 2|

, located to the right of the Patron BarCode
or Name box (refer back to Circless3-2, below).

# PATROM CHECK-OUT
Enter Patron BarCode or Name —

Dellen ﬁl

Exit |

CIRCLESS3-2

IMPORTANT NOTE: If a patron’s name or barcode is NOT entered into the Enter Patron
BarCode or Name box and the field is left blank, the system will “re-select” the patron’s name
for which checkout was just completed. This function can be helpful if that patron requires
further assistance, because staff does not have to scan the card or search for that patron’s
name in the system again.
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can be searched for by name.

At the Browse the LB_PAT File screen, click the mouse twice on the selected patron, or
choose the Select Patron button, or select the Enter key on the computer keyboard. In the

case of the example below, the patron is Del Farmer Dellen (see Circless3-3, below).

# Browse the LB_PAT File

Patron Hame IF"atmn Addressz | Patron Barcode | Patron Location |

W ET = I

Barcode

Patron Mame

Address

9026048 f22JAMES

3041245 DEMAMSE] WalERIE 1336 HALL

90&9297 CEMAREE, REBEKAH 2029 50UTH SHORE RO
3020710 DEMAREE, ROBERT 1861 ROBIMSOM RD
3020702 DEMAREE, YICTORIA L 1561 ROBINSOM RD
9033645 DEMERLY, KRISTIE L 2966 Wl LAKER RD
3015367 DEMERS, BETTY 1176 WEST

9023307 DEMDRIMOS, PEGGY A 11335 SHORE DR E
062271 DEMISOM, PAT AMD LOLIS 4240 COOPER RD

042441 DEMMIS, JORDAN L 3280 FORRESTER RD
9022112 CEMMISOMN JH, BRYAMNT ‘W 520 SvLWAN

3022104 DEMMISOM, JOYCE S 520 SYLWAN

3073206 DEMMISON, KATHERIME C5A BO 31

90693352 DEMMISOM, MARCLA 2405 FOREST -CAYSTALLA
3014481 DEMMISOM, MARCIS B C5a

9023532 DEMHISOMN, MARY BO& 31 C54

9073625 DEMMISOMN, MATHAMIEL C5a

3031063 DEMMISOM, PAMELA D C5A .

<] |
|

Select Patron

Add HEW Patmnl Yiew / Change Patron Info. |

Active Phone

= |
4

ChY
JO

m
m
-

i
ma)
-

Tk

[
ma)
-

[
)
-

]
ma)
-

i
ma)
-

[
ma)
-

]
ma)
—

CIRCLESS3-3

If the search by patron’s name function is used, then the system prompts with a list of patrons to

Exit |

Help |

be browsed, such as the one shown in Circless3-3, above. If a barcode is entered, the system

goes directly to the Patron Check-out screen (refer to Circless3-4, on the next page).
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The PATRON CHECK-OUT screen appears next, with the patron’s barcode and any trap
messages pertinent to that patron’s record (see Circless3-4, below). At this point, the system
gives the user the option to update or delete the patron’s trap message.

6767676767 P

# Patron Trap Message

Lost YHS videotape #2 of two-tape series — Farmer in
the Dell. If not found by 6f6f03, will pay for new set of
videotapes.

CIRCLESS3-4

For the purposes of this lesson, the trap message continues to be saved using the Save/Exit
button (refer back to Circless3-4, above).
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The patron checkout process proceeds to the next Patron Check Out screen (see Circless3-5,
below).

E?E?E?E??;gular Patron 12/26/02 ouT

Del Dellen NOTE:
Enter Item Barcode b Sixth Street Ttemce
’7" ':Iz';::verse City MI 496860000 Total Out: 0

ltems Checked Out Spl Due | SBal:

Due Date | B Status | Description

In Circ | SAccount | EEE Fay Hepl | Mot BarCoded | Print

Flesergt:sl Patron Mst | Canoel Hem | Heo Fen, | MNext Patron Exit

CIRCLESS3-5

At this main Patron Check-Out screen, a user can view all of the items already checked out by
the patron. In this case, patron Del Dellen does not have any items checked out from this
library.

NOTE: If any items are overdue, the “In Circ” list automatically appears at this screen.
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For the purposes of the following example, patron Del Dellen will check out the book, Aliens
from Space. The barcode for this book is shown on the PATRON CHECK-OUT screen below in
the Enter Item Barcode box (see Circless3-6, below). To continue checking out the book, type
or scan the barcode into this space, then press the ENTER key on the computer keyboard to

complete the checkout process.

Regular Patron 12427402 ouT
6767676767
Del Dellen
—Enter ltem Barcode 6 Sixth Street
0024730 Traverse City Ml 496860000 Total Out: 0
231
ltems Checked Out | Spl Due | SBal:

Due Date | B Status | Description

Fleser\_;esl Patron Mst Lancel Hom | Hey Mes, | Next Patron | Exit |

Renewal
P~ I In Circ | SAccount | £ For Hepl | Mot BarCoded | Print |
Al |

Circless3-6

In this situation, an Exception Message (see Circless3-7, below) has been issued.

Excepltion Message

Number of ADULT Checked Out Exceeds Limit.
Allow Check Qut?

| =] [

CIRCLESS3-7

Select OK or Cancel in response to this message (see Circless3-7, above), and continue on.

NOTE: Selecting the Cancel button (refer back to Circless3-7, above), will bypass the checkout
process, so the item would not be checked out.
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For the purposes of this example, the OK button was selected, so the check-out process
continues, resulting in the item Aliens from Space listed as a checked out item on the patron’s
(Dell Dellen’s) record (see Circless 3-8, below).

Regular Patron 12427{02 ouT |
6767676767 ADULT 1

Del Dellen

Items Checked Out | Spl Due | SBal:

Due Date | B Status | Description
110/03 80024730 Aliens from space ;

Total Out: 1

’—Enter Item Barcode b Sixth Street

In Circ | SAccount | B Par Hepl | Not Ba[Cndedl Print |

Hesergesl Patron Mst | Cancel Hem | e Hen, | Next Patron | Exit |

CIRCLESS3-8
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Check-Out Screen Buttons -- Introduction

NOTE: Many of the circulation desk tasks can be performed using the LibNet Check Out
screens/buttons, including:

= renew items

= review items on reserve

= check out items

= cancel checkout (check item back in)

= receive and record patron payments

= receive and record payment for lost items

= replace a patron’s lost card

= access information about a particular item checked out
= set special due dates

= access a list of items already checked out for each patron
= bill patron for lost items

= post counts of non-barcoded items for statistics

= print checkout and account receipts

All of the function buttons for circulation tasks described at the beginning of this lesson are
found at the bottom of the main Patron Check-Out screen (see Circless 3-0, below).

Regqular Patron 12427102 ouT |
G/G7/GTGF6Y ADULT 1
Del Dellen

6 Sixth Street
Traverse City Ml 496860000 Total Out: 1
231

ltems Checked Out Spl Due | SBal:

Due Date | B Status | Description

"Enter Item Barcode

In Circ | SAccount | BEE Py Mepl | MNot BarCoded | Print

Flt:sergt:sl Patron Mst | Canoel Moo | Heoy Hep, | MNext Patron Exit

CIRCLESS3-0
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Renewal Buttons

Under the Renewal heading near the bottom of the PATRON CHECK-OUT screen are two
buttons, Item and All (see Circless3-9, below).

——
- Henewal -
In Circ | SAccount | Bill For RepL | Mot BarCoded | Print
Item | —_
All | Flesergesl Patron Mst | Cancel ltem | ltem Rec. | Next Patron Exit
CIRCLESS 3-9

Use the Iltem button to renew an individual item highlighted with the cursor or mouse. It is used
to renew a single item. Highlight the particular item with the cursor/mouse, and click the mouse
on the Item button. The system automatically inserts a new due date, and adds one to the
“times renewed” counter for the item selected.

For instance, in the example below (Circless3-10), the item Aliens from Space has been
highlighted.

Reqular Patron 1}22403 ouT |

GfGFEFLFGF ADULT 1
Del Dellen

b Sixth Street
Trawverse City MI 496860000 Total Out: 1
231

"Enter Item Barcode

OverDue: 1

ltems Checked Out Spl Due | SBal: 522.00

In Circ | SAccount | Bill For RepL | Mot BarCoded | Print

Flesr:rgf:sl Patron Mst | Cancel Item | Item Rec. | Next Patron Exit

CIRCLESS3-10
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When the Renew Item button is selected for Aliens from Space on Del Dellen’s patron record,
an Exception Message appears (see Circless3-11, below).

The message displayed in Circless3-11, below, has been issued because this particular item

already was billed to the patron, so it cannot be renewed. Exception Messages only are
issued when an item cannot be renewed.

Exception Message

Aliens from space ; Itam Is currently Billed For
Replacement, Cannot Renew!

(1] Cancel |

Select the All button under the Renewal heading to renew all of the items already checked out
to a particular patron. Every item that the patron already has checked out will be updated,
renewed, and will receive a new due date from the system.

CIRCLESS3-11.

If items are not up for renewal, on reserve for someone else, etc., the system prompts the user
with a “decision” window.
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In Circ Button

The In Circ button (see Circless3-9a, below) is used to display a list of items the patron already
has checked out.

If one of the patron’s checked out items has been lost, use this button to access the Bill ltem
For Replacement screen. Highlight the lost item title and select the Bill for Rept. button.

The Bill Replacement screen (see Circless3-9k, below) appears, where the replacement cost
and service fee usually are prompted. Use this screen and its functions to bill for replacement
of the item through the patron’s account.

Renewal ;
tem | [_1.Circ_| _Sccount | _Bill For Repl. | _Not BarCoded Print

All | Flesergesl Patron Mst Cancel ltem ltem Rec. | Next Patron Exit

CIRCLESS3-9a

Bill Item For Replacement |

Bill Patrons Account For Replacement of: Aliens from space ;

Replacement Charge: | 15.00

Additional Service Fee: | 5,00

Note: If Service Fee= Zero, No Fee Will Be Billed.

‘ Bill Replacement \ Cancel

CIRCLESS3-9k

NOTE: Amounts can be overridden before selecting the Bill Replacement button (refer to
Circless3-9k, above).
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Bill for Rept. Button

On the PATRON CHECK-OUT screen, highlight the record with the cursor, then select the Bill
for Rept. (bill for replacement) button (see Circless3-9j, below) to access the Bill Replacement
screen (used to change the billing status of an item when it has been lost). In the case of the
example below (Circless3-9j), the item titled Aliens from Space is highlighted, because the user
wants to change its billing status.

However, this item already is marked as billed for replacement (BILL-R), so the Bill For Rept.
key will not take the user any further. Instead, a “decision” window or Exception Message
appears to notify the user about the item’s status (see Circless3-18, below).

Regular Patron 1422103 ouT |
6767676767 ADULT 1
Del Dellen

b Sixth Street

Enter tem Barcode
’7| Traverse City Ml 496860000 Total Out: 1
23 OverDue: 1
Items Checked Out Spl Due | S$Bal: $22.00
Due Date | R Status | Description

TI03 TBILLR . R0024730 Aliens from snace © T —

' Renewal
ltem | In Circ | SAccount | Bill For RepL Not BarCoded | Print |
Al |

Flesergesl Patron Mst | Cancel hem Item Rec. | MNext Patron | Exit |

CIRCLESS3-9j

Exception Message

Halt:
item Already Billed For Repiacement!

CIRCLESS3-18
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Reserves Button

The Reserves button (see Circless3-9b, below) is used to access the ltems on Reserve screen
(see Circless3-9c, below), which features a list of items reserved for this patron. The reserves
are listed in alphabetical order, by title.

The Type column indicates the type of reserve, such as:

= regular (from the library’s local collection)

= incoming inter-library loan (from another library)

= union (from a member library that shares the library’s “union” system)
=  Web (from the Web or Internet catalog)

Renewal

Item |
All |

CIRCLESS3-9b

In Circ SAccount Bill For RepL MNot BarCoded Print

Patron Mst | Cancel Item Item Rec. Next Patron Exit
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Status Column

The Status column on the left of this screen (Circless3-9c, below) shows Ready if the patron in
question has been notified that the item he or she awaits is on the shelf.

The letter N in the Status column indicates that a reserve is new, has not been looked at yet,
and that the patron has not been notified.

Blank status indicates that the item has not been returned or located by the library yet, and the
patron has not been notified.

# Items on Reserve Ed
G¥6/6/6767 Dellen, Del

231
b Sixth Street

Traverse City Se0000
Status Tvpe|| Descrnption Alt Ctrl | Beserved Nug

Locket : a novel / ﬁic:ha__n:l Paul Evans. 1720403 1:42PMW

4] | i
Edit Rezerve Delete Rezerve Exit |

CIRCLESS3-9c
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Delete Reserve Button

To delete a reserved item, first highlight the title on the Items on Reserve screen with the
cursor/mouse, then select the Delete Reserve button (see Circless3-9d, below).

7 Items on Reserve E

6767676767 Dellen, Del

231
6 Sixth Street
Traverze City Ml 496860000

Tvpe| Description

L el 7 Richard Paul Evens.

<] | i
Edit Rezerve | I Delete Reserve | Exit |

CIRCLESS3-9d
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The Deleting a LB_RSV Record screen appears (Circless3-9e, below).

# Deleting a LB_RSY Record E
General |ILL Shipping % Cancellation Maotice I

Title / Author._........
Locket : a novel / Richard Paul Evans.
Evans, Richard Paul

Reszerved To Patron.__..__.._.
6767676767 Dellen, Del

Reserve Type:  Local Status: N

By Specific BarCode: 80242050

(231)

Reserved: 172042003  1:42 PM Friorty:[ 172042003 | [1:42 PM Cancel On: |2.r'1 472003

— Patron Motification Method—
" Reg"Land" Mail
€ Telephoned

Metified: Hote:

Pick Up At: | > |

Show Holdings | OK I Cancel | Help |
CIRCLESS3-9e

Then, select the OK button (see Circless3-9e, above) at the bottom of the Deleting a LB_RSV

Record screen to delete the item, and the reserved item is removed from the patron’s reserve
list.
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$Account Button

To access a patron’s account and collections/billing history from the PATRON CHECK OUT
screen, select the $Account button (see Circless3-9, below).

Renewsal

frern |

Al |

In Circ I SAccount W B Fay Hepl | Mot BarCoded | Print

Flesergt:sl Patron Mst | Canoel Hem | Heom Hen, | MNext Patron Exit

CIRCLESS3-9f

The Patron Account Collections screen (see Circless3-9g, below) appears. Use this screen
to check on overdue fines and account balances.

# Patron Account Collections
6767676767 Dellen, Del

Open Items |l3lus_.ed Items |

Date Billed |  Billed | Received| Wirite Off | Bal Due | Type 18 | Description |
11022003 1.00 1.00) CODRW Borrowers Card Renewal Fee
020032000 L L DO LSERY L Serice BrocessingFee
i1 10.00 ]

41 | i
Balance: $13.00 Post Hew Hem | Select tem Above I Delete ltem |
Received ) Received Credit
Cash Write-Off Card

Print Receipt | Show Transactions For Item Above | Exit |

CIRCLESS3-9¢g

At the Patron Account Collections screen (see Circless3-9g, above), a user can:

= post a new item to a patron’s account (Post New ltem button)

= delete an item from a patron’s account (Delete Item button)

= receive a payment from a patron (Received Cash button or Received Credit Card button)

= write off a payment off for a patron (Write-Off button)

= print a receipt for payment for a patron’s account (Print Receipt button)

= ook at all of the previous transactions for a particular item associated with a particular
patron (Show Transactions for Item Above button)
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NOTE: The functions for each Patron Account Collections screen button are covered, in depth,
in Lesson 5: Financials of this LibNet Circulation Manual.
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Cancel Item Button

The Cancel Item button on the PATRON CHECK-OUT screen (see Circless3-9m and
Circless3-12, below) is intended to help a user easily check in an item from that particular
(PATRON CHECK-OUT) screen.

Renewal
In Circ | SAccount | Bill For RepL | Not BarCoded | Print
Item | =
All | Flesergf:sl Patron Mst“ Cancel ltem [I Item Rec. | MNext Patron Exit

CIRCLESS3-9m

First, select the item title that you wish to check back in. In the case of the example below
(Circless3-12), the title is Mysteries of the Ancient World. Then, select the Cancel Item button
from the bottom of the Patron Check-Out screen (see Circless3-12, below).

Reqular Patron 1}22103 ouT |

6F676Y6FGT ADULT 2
Del Dellen

Enter Item Barcode b Sixth Street
231 OwverDue: 1

Items Checked Out Spl Due | S5Bal: 522.00

Due Date | B

110403 BILL-R 80024730 Aliens from space ;

In Circ | SAccount | Bill For RepL | MNot BarCoded | Print

Flt:sergt:sl Patron Mst | Cancel Item W Item Rec. | MNext Patron Exit

CIRCLESS3-12
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An Exception Message (see Circless3-13, below) asking whether the user wishes to continue
with the check-in process appears.
Select OK and the title is deleted from the list of titles found on the previous PATRON CHECK-

OUT screen (refer back to Circless3-12). Select Cancel, and the check-out process will
proceed.

Exception Message |

Mysterias of the anciant worid / itam Selected For
Check-in. Do you wish to Continue and
Check-Iin?

(1] Cancel |

CIRCLESS3-13
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Patron Mst Button

The Patron Mst (patron “master”) button (see Circless3-9h, below) conveniently takes a user to
the Changing a LB_PAT Record screen (see Circless3-9i, below) where a patron’s master
record can be changed.

This button is included to easily access a patron’s record from the PATRON CHECK OUT
screen, to quickly reach and update his or her record, validate the accuracy of a his or her
record, or renew his or her account, if necessary.

Renewal
- | In Circ | SAccount | BEE Py Mepl | MNot BarCoded | Print
All | Flt:sergt:sl Patron Mst | Lanoei Hem | Hew e, | MNext Patron | Exit

CIRCLESS3-9h

# Changing a LBE_PAT Record [ x|

General |A.gdress | Claszification % Statistics |Irap Meszage IjBaIan-::e By Library | Barcode History |

Barcode: |E?E?E?E?E? [ Azsign Mew Barcode Regular Patron

"Eatrun Status
Last Marne: m <F3

% Active ) ToBe Deleted
Eirst Mame: |Del

First Registered:  12/24/2002 at Lik:

Last Fenewed: I 2426,/2002 <SetDate|

In Care of Name: | <F3 $Due:

Middle Mame:  [Farmer

Active
Address: B Sixth Street
Traverze City M| 436860000

231 000-0000

Gender
’7.:,_- Female  Male % Unknown Birt: I
D ate of Birth: |E£DE£2DDE Social Security: |EEE-EE-DEEE

Driver License: |

Produce Card Mailer——
Patron Location: |TF|,£'-.UH <F3 Elﬁrand Traverse Other  Yes & Mo | gepra7s |-|_

$Account | Cancel |

CIRCLESS3-9i
NOTE: When opening a patron’s account to check out an item, if the account is flagged for

renewal, the system automatically displays the window above (Circless3-9i) for review and
renewal.
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Not Barcoded Button

Because many libraries circulate materials that are not barcoded (such as magazines), the Not
BarCoded button (see Circless3-9n, below) is included on the PATRON CHECK-OUT screen
to record statistics for the number of items circulated by type.

In Circ | Shccount | Bill For RepL Mot BarCoded |I Print

Flt:sergt:sl Patron Mst | Cancel Item | Item Rec. | Next Patron | Exit

FRenewsal

Item |

Al |

CIRCLESS3-9n

Select the Not Barcoded button and the Non Barcoded Circulation screen (Circless3-90,
below) appears.

Use this screen to post non-barcoded items, and to track the type and number of items a patron
takes out from the library. The number is tracked and the materials are counted as being “in
circulation” for the pertinent patron, but materials are not actually check in or checked out to the
patron. The materials are simply being recorded and counted in the system.

# Mon Barcoded Circulation
Today"s Postings |
Posted | Count | Tvpe | Dezc
K [
Hew Posting | | [Ehange I refete |
E xit | Help |

CIRCLESS3-90
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Item Rec. Button

The Item Rec. (item received) button shows item detalil, if necessary (see Circless3-9p, below).

Select the Item Rec. button and the “item detail” (Record Will Be Changed) screen appears
(see Circless3-9q, below). At this screen, the user can view or change the record manually.

Renewal

Item |

Al |

In Circ | SAccount | Bill For RepL | Mot BarCoded | Print

Flt:sergf:sl Patron Mst | Cancel Item || Item Bec. || Mext Patron | Exit

CIRCLESS3-9p

# Record Will Be Changed (20024730 ]
MNUGEM 740341995 547FM 1

[tem Master Becord |Statistics Catagary I

Aliens from space ;
Keyvhoe, Donald E

Barcode: 50024730 [T Change BarCode

[tern Clags: Im_ ﬁl Adult
Location; | il Price: | 15.00
Call Number. [ |001.942 [KEYHO Cost: [01.00

How Acguired: I ) |
Deactivate: |

= Billed For Replacement =

ISBNASSM: 0385067518
&dded To Collection: 124271990

— Circulation Info:

Out To: 6767676767 Dellen, Del Patron
231 $Account

Patron
Master

Last Ouk: 1242772002  11:31A

Lazt Renswed: Times Fenewed: BeMew Item |

Due date: 141072003 Print Renew
Receipt |
Eeelp ¥TD Cire: 10 LTD Circ: 10

Checked In:

Circulation History | Trap Meszage | Cancel Help

CIRCLESS3-9q
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Next Patron Button

Use the Next Patron button on the PATRON CHECK-OUT button to select another patron for
checkout (see Circless3-14, below).

Regular Patron 142303 ouT
6767676767 ADULT 2
Del Dellen

b Sixth Street

’rEnter Item Barcode

Total Qut: 2
231 OwverDue: 1
ltems Checked Out | Spl Due $Bal: $22.00
Due Date | | Status | Description |
2106/03 80022759 Eagle has landed {
Renewal
e | In Circ | SAccount | BE Pay Mapl | Mot BarCoded | Print |

All

| Resen_n:sl Patron Mst | LCancel Hem | Hem Mg, | Next Patron || Exit |

CIRCLESS3-14

The Next Patron button brings up a new version of the PATRON CHECK OUT screen (see
Circless3-15, below).

# PATRON CHECK-OUT
Enter Patron BarCode or Name
Exit

CIRCLESS3-15
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Spl Due Button

To establish a “special” due date for a checked out item (a due date that is off-cycle), highlight
the title of the item with the cursor, then select the Spl Due (special due) button near the center
of the PATRON CHECK OUT screen (see Circless3-14a, below).

Some examples of when the Spl Due feature would be used are:
= apatron is going on vacation and wishes to extend his or her due date for an additional

week
= apatron is ill and unable to return an item on the due date

Regqular Patron 90103 HASIOD I
6767676767 CUUCI
Del Dellen
Enter ltem Barcode 6 Sixth Street
’7| Traverse City Ml 496860000 Total Out: 1
23
ltems Checked Out | 5pl Due | SBal:
i il a 1 -F - 1
9/15/03 80024730 Aliens from space ;
' ~Renewal
P | In Circ | ShAccount | 338 For Hoph | Not BarCoded | Print |
All I Resergesl Patron Mst | Lancni Hem | Hem Hes, | Next Patron | Exit |

CIRCLESS3-14a

A System Due Date Override box appears (see Circless3-14b, below).

System Due Date Override

Current System Date: 9401 72003

Enter System Overnde Due Date: I

Use Special Due Date Above Calculate Hormal Due Dates

CIRCLESS3-14b
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In the space next to the words, Enter System Override Due Date, type the new due date, then
select the Use Special Due Date Above button (see Circless3-14c, below). In this instance,
the new date, 10/3/2003 was typed in to replace the original due date of 9/15/03.

System Due Date Ovemde

Current Syster Date: 940172003

100342003

Enter System Overide Due Date

Usze Special Due Date Above Calculate Hormal Due Dates

CIRCLESS3-14c
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Print Button

The Print button on the PATRON CHECK-OUT screen (see Circless3-16, below) leads to the
Receipt Print Options screen, which offers several options for printing a patron’s record.

Hegular Patron 1423403 ouT
6767676767 ADULT 2
Del Dellen

6 Sixth Street
Traverse City M| 496860000 Total Qut: 2

Lo OverDue: 1
ltems Checked Out Spl Due | SBal: §22.00

Due Date | B Status | Description

2]06/03 80022759 Eagle has landed {
110/03 BILL-R 80024730 Aliens from space ;

’—Enter Item Barcode

In Circ | SAccount | Bill For RepL | Not BarCoded | Print |
Flt:st:rgesl Patron Mstl Cancel Item | Item Rec. | | Next Patron Exit |

CIRCLESS3-16
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From the Receipt Print Options screen (see Circless3-17, below), a user can print the
following information for a specific patron:

everything the patron has checked out

the patron’s item(s) to be checked out today
items renewed today by the patron

a patron’s accounts due

a patron’s account history

a patron’s reserved items

# Receipt Print Options E

| Print Everything Checked Out |

Print Current Check-Out |

| Print Hems Renewed Today |

Print $Account Due |

Print $Account Histony |

Print Reserves |

Exit

CIRCLESS3-17
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Exit Button

The EXxit button at the bottom of the PATRON CHECK-OUT screen (see Circless3-16, below) is
used to exit from this screen. It leads back to the main LibNet Circulation screen.

Reqular Patron 1/2303 ouT |

GfGFGFLFLT ADULT 2
Del Dellen
Enter Item Barcode 6 Sixth Street
’7| Traverse City MI 496860000 Total Out: 2
231 OverDue: 1

ltems Checked Out Spl Due | SBal: 522.00

Due Date | B Status | Description
2106103 80022759 Eagle has landed |
11003 BILL-R 80024730 Aliens from space ;

In Circ | SAccount | Bill For RepL | Mot BarCoded | Print

Flt:sargt:sl Patron Mst | Cancel Item | Item Rec. | MNext Patron || Exit

CIRCLESS3-16

Lesson 4: Checking In ltems

Check-in Procedure

An item is “checked in” to the library system when it is returned by a patron. Following are
instructions for checking in items using the Check-In screen.

## Lib\Met Circulation Yeirgion 2.08_| ibrarv iz _NufGen District Library
File Edit Catalog Reserve | Circulation | Security Lib Control Window Help

CIRCLESS4-1

Lesson 6 -- Page 55



LibNet Circulation Manual

From the main Lib/Net Circulation screen select the Circulation pull-down menu (Circless4-1,
above). From that menu, select the second item, which is Check In. This brings up the ITEM
CHECK-IN screen (see Circless4-2, below).

Item Check-In Processing Today: 1/21/2003

Last Scanned: 80250145 Bermuda Triangle |
Was Out To: 6767676767 Del Dellen

Scan Barcode: |g0250145% Set Drop Box |

e aTT— GO e 'I

80250145 Bermuda Triangle ! 6767676767 Del Dellen E_

KN 2l

In Circ | Pending Reserves | SAccount | Patron Master | Exit |
CIRCLESS4-2

Scan the item barcode or type the item barcode into the Scan Barcode box on the ITEM
CHECK:-IN screen (see Circless4-2, above) to complete the check-in procedure. The system
automatically records the item number, the title, the account number of the patron returning the
item, and the patron’s name on the screen.

If the barcode is typed in, then use the Enter key on the computer keyboard to complete the
check-in process.

As items are checked in, each item description is added to the list of completed items; the most
recent item is at the top of the list.
Other Buttons on the ITEM CHECK-IN Screen

The buttons at the bottom of the screen, In Circ, Pending Reserves, $Account, and Patron
Master, will access additional patron information for the selected item featured on the checked-
in list above (see Circless4-2a, below). Select any item on the list, then use one of the buttons
to access patron information for that item.
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# ITEM CHECK-IN X

Item Check-In Processing

Last Scanned: 80250145 Bermuda Triangle {
Was Out To: 6767676767 Del Dellen

Scan Barcode: |30250145

Today: 1#21/2003

Set Drop Box |

Exception Completed ltems....

80250145 Bermuda Triangle ] 6767676767 Del Dellen

< |

In Circ | Pending Reserves SAccount Patron Master

CIRCLESS4-2a
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Set Drop Box Button (for ltems Returned to the Library Drop Box)

Another important feature that may be used for check-in is the Set Drop Box button on the right
of the ITEM CHECK-IN screen (see Circless4-2a, below). This function allows a user to
override today’s library date for a patron who is checking in an item via the library “drop box.”

For instance, some libraries consider an item to be overdue if it is not returned by the time that
library closes for the day, while other libraries offer a “grace period” for days or times that the
library is closed.

For libraries that offer a grace period, the Set Drop Box button is used to “roll back” the library
date before checking in all of the items left in the drop box during the previous evening, or
during a Sunday or holiday. This prevents the patron from being fined for returning an item
after-hours.

NOTE: Once the drop box date has been altered, staff can “reset” the library date back to
normal, or allow the system to do so automatically when the check-in procedure is “closed”,
then “reopened”.

Item Check-In Processing Today: 9012003

Last Scanned: §0024730 Aliens from space ;
Was Out To: 6767676767 Del Dellen

Scan Barcode:|3l]l]24?3l] Set Drop Box |

Exception Completed ltems....

80024730 Aliens from space ; 6767676767 Del Dellen

[ | i

In Circ | Pending Reserves SAccount Patron Master Exit |

CIRCLESS4-2a

First, select the title that is being checked in with the cursor, then select the Set Drop Box
button (see Circless4-2a, above).
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A Drop Box System Date Override box appears (see Circless4-2b, below).

[|Drop Box System D ate Ovemide

Current Systen Date: 950172003

Enter System Dverride Date: rm_

Shown iz Previous Date Librar waz Opened,

Usze Drop Box Date Above Use Hormal System Date

CIRCLESS4-2b

As shown in Circless4-2b, above, the current override date is August 31, 2003. However,
because the library was closed on August 31, 2003, let’s assume it is necessary to override that
date and replace it with August 30, 2003.

Drop Box System Date Overide

Current Syztemn Date; 90172003

Enter System Ovemide Date: IB,.-'EIJ..-QEIEIa

Showwr iz Previous Date Librarg Was Opened.

| Usze Drop Box Date Above I Uze Hormal System Date

CIRCLESS4-2¢c

Type the new date into the space next to the words, “Enter System Override Date,” then select
the Use Drop Box Date Above key (see Circless4-2c, above). Now, the date is changed from
August 31 to August 30, 2003, and the check-in date for the books from the drop box now will
be August 30, 2003.

NOTE: When the drop box date is being used, a RED flag bar is shown on the check-in screen
(see Circless4-2d, below).

Item Check-In Processing Today: 9{01/2003

Last Scanned: 0024730 Aliens from space ;
Was Qut To: 6767676767 Del D

Scan Earcnde:' Using Drop Box Date Of:  8/30/2003] | Set Drop Box |

Exception Completed ltems.... e——
80024730 Aliens from space ; 6767676767 Del Dellen

KI| Bl

in Gire | Peading Heseoves Shoopunt Pawon Masier Exit

Note: An ltem must be selected above to Enable buttons.
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In Circ Button

When a patron checks in a book, select the In Circ button (see Circless4-3, below) to display a
list of materials still checked out to that patron. This information appears on the Items In
Circulation screen (see Circless4-4, below).

In the case of the example shown below in Circless4-4, the patron is Del Dellen, and he still has
the book Aliens from Space checked out. He is being billed for this book, though, because he
lost it (note the BILL-R status on his record below).

In Circ | Pending Reserves | ShAccount | Patron Master | Exit |
CIRCLESS4-3
#+ Items In Circulation Ed

6767676767 Dellen, Del

e_LB LSt _Nescription
111072003 BILL-R. | 80024730 Aliens from space ;

Renewal

item |

Al | Special Due X Print Exit

CIRCLESS4-4
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Pending Reserves Button

When the system notifies a system user during the check-in procedure that a book is reserved
for another patron, it is the user’s cue to set the item aside for reserve processing.

The Pending Reserves button (refer to Circless4-3, below) is used to view all reserves for a
patron, and to complete the process for placing a reserved book on the shelf for that patron. To
process the reserve immediately, use the mouse to highlight the book on reserve — in the case
of the example below for patron Dell Dellen (see Circless4-5, below), the reserved book is the
Herbs, health, and cookery.

In Circ | Pending Reserves ShAccount | Patron Master | Exit |
CIRCLESS4-3
# Items on Reserve |
6767676767 Dellen, Del
231
6 Sixth Street
Traverze City M1 436860000
Status Tvpe| Description Alt Ctrl| Bezerved NDH
Herbs, hﬁ!arthi and cookery f 5?!5?55 5: | EFF
hiladelphia expenment / 1722703 1:51PM
<] | i
Edit Reserve Delete Rezerve E xit |

CIRCLESS4-5
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Patron Master Button
The Patron Master button can be used to change an address, issue a new library card when

one is lost, etc. because it accesses the “patron master form” (Changing a LB_PAT Record
screen) who is in the system for the patron who is associated with the selected item.

In Circ | Pending Beserves | Sgccuuntl Patron Master | Exit |

CIRCLESS4-3

# Changing a LBE_PAT Record E3

General |A.gdless | Clazzification % Statistics | Trap Meszage IjBaIam::e By Library | Barcode History |

Begular Patron
"Eatrun Statuz

¥ Active  ToBe Deleted

Barcode: |E?E?E?E?E? [ Assign New Barcode

Last Name: M <F3

Eirst Name:  [Diel

Firzt Registered: 1242442002 at Lib:

| 242620021 <SetDat I
Middle Marne: |Farmer Last Renewed: il ate

In Care of Name: | <F3 $Due:  $20.00

Active
Addrezz: B Sixth Street
Traverse City Ml 496860000

231 000-0000

Gender
lrr Female © Male @ Unknown Bir: I
D ate of Birth: |E£DE£2I:IEIE Social Security: |EEE-EE-DEEE

Driver Licerse: |

Produce Card Mailer
Patron Location: ITH,-’:-.\-"H <F3 £|Erand Traverse Other " Yes Mo | grg7e7s |-|_

$Account | LCancel |

CIRCLESS4-7
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Variations on Checking In ltems from a Patron’s Account
Checking In an Item Reserved for Another Patron

When a reserved item is checked in, a window appears with the message, “Title is on reserve,
please set aside.” To process this reserve immediately, select the reserved item title from the
list with the mouse, then select the Pending Title Reserve button at the bottom of the screen.
The system brings up a list of reserves for that title and shows the oldest reserve first.

Select the first reserve and select the Change button at the bottom of the screen to view the

Reserve Master screen. To the right of the word, “Notify” in red letters, select “phone”, “mail”, or
“e-mail”, depending on how the patron will be notified that his or her book is in.

On that same line, further to the right of the screen, select the Pick up location field, and a list
of all of the reserve pick-up locations in that particular library appears. Select one of the
locations, then select OK. Then, the system automatically changes the reserve status to “S”,
which means that the book is now on the shelf again.

Checking In an Item with an Attached Fine

When an item is checked in and that item has a fine attached to it, the system automatically
calculates the fine and posts it to the patron’s account. When that patron checks out materials,
the system automatically alerts the user to the fact that the patron in question owes a fine. If the
patron would like to pay the fine immediately, select Item from the list, then select the $Account
button, and this will bring up the patron’s account.

Checking In an Interlibrary Loan Item

Interlibrary loan items typically are specially marked so that they can be intercepted during the

check-in process, and then returned to the appropriate employee who will return the item to the
library from which it was loaned. The system automatically alerts a user about the fact that the
item is on loan from another (inter-) library.

NOTE: Interlibrary loan items must be manually keyed in with a special item numbers that
begin with ILL.
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$Account Button

The $Account button (see Circless4-8, below) allows a user to access the account of a patron

associated with an item selected from the Patron Account Collections screen (see Circless4-
9, below).

For instance, a patron walks into the library with a damaged book and asks what he or she
owes for it. To collect that fine, which was just posted during the check-in process for that book,

select the $Account button from the bottom of the ITEM CHECK-IN screen (Circless4-8,
below).

In Circ | Pending Beserves | Patron Master | Exit |

CIRCLESS4-8

This brings up the Patron Account Collections screen (see Circless4-9, below).

# Patron Account Collections E
6767676767 Dellen, Del

Open Items |l3||:|§ed Items |

Date Billed | Billed | Receiwed| Write Off [ Bal. Due | Type S | Description |
11/02/2003 1.00 1.00 [ CDRW Borrowers Card Renewal Fee

K1 0
Balance: %13.00 Post Hew ltemn | Select kem Above I Delete lkem |
Received _ Received Credit
Cash Write-Off Card

Print Receipt | Show Transactions For Item Above | Exit |

CIRCLESS4-9
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At the Patron Account Collections screen (see Circless4-9, above), a user can:

post a new item to a patron’s account (Post New ltem button)

delete an item from a patron’s account (Delete Iltem button)

receive a payment from a patron (Received Cash button or Received Credit Card button)
write off a payment off for a patron (Write-Off button)

print a receipt for payment for a patron’s account (Print Receipt button)

look at all of the previous transactions for a particular item associated with a particular
patron (Show Transactions for ltem Above button)

NOTE: The functions for each Patron Account Collections screen button are covered, in depth,
in Lesson 5: Financials of this LibNet Circulation Manual.

Lesson 5: Financials

Library staff can access a patron’s financial records in a variety of ways — through the PATRON
CHECK-OUT screen, the ITEM CHECK-IN screen, the Browse Active Patrons (Browse the
LB_PAT File) screen and, if the item is checked out, through the Item Record form screen.

To process financials for a patron, go to the Circulation pulldown menu at the opening LibNet
screen (see Circless5-1, below).

2 LibAMet Circulation Yersion 2.11 Librareic Mulzan Digtrict Library

File Edit Catalog Reserves| Circulation |Lib Control Window Help

CIRCLESS5-1
The Circulation pulldown menu offers these selections:

Check Out

Check In

Browse Active Patrons

Browse Patrons Flagged for Deletion
Non Patron Financial Posting

Non Patron Non-Barcoded Circulation

NOTE: In the following section, for demonstration purposes, a patron’s financial records are
accessed through the CHECK-OUT screen.

Select Check Qut from the Circulation pulldown menu.
The PATRON CHECK-OUT screen appears, where a user can scan or type a patron’s barcode

or type a patron’s name in the box (see Circless5-2, below). In this case, the name “Dellen” has
been typed into the Enter Patron Barcode or Name box.
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# PATRON CHECK-OUT

CIRCLESS5-2

Select the Enter key on the computer keyboard to process the search for the patron.

Lesson 6 -- Page 66



LibNet Circulation Manual

The Browse the LB_PAT File screen appears (see Circless5-3, below).

Patron Name |Pallon Add I Patron B o I Patron Locati I

I ame: I

026048

9041245 AMSKL VALERIE i—l
90E9287 DEMAREE, REBEKAH

3020710 DEMAREE, ROBERT ' i
9020702 DEMAREE. WICTORLA L h
9039645 DEMERLY, KRISTIE L r
9015967 DEMERS, BETTY r
9029307 DEMDRINDS, PEGGY A 1
9068271 DEMISON, PAT AND LOUIS <
9042441 DEMMIS, JORDAM L A
9022112 DEMMISON JR, BRTANT ‘W <
9022104 DEMMISOM, JOYCE S <
9073206 DEMMISO ATHERINE il
9069352 DEMNISO ARCLA A
3014481 DEMMISO ARCLE B il
9023532 DEMMISO AR i
9079625 DEMNISO ATHAMIEL 1
9031063 DEMMISON, PAMELA D "t
1 v

Select Patron II Add NEW Palmnl Yiew / Change Patron Info. |

Exit | Help |
CIRCLESS5-3

At the Browse the LB_PAT File screen (shown above), once the patron’s name is highlighted
with the cursor, choose the Select Patron button near the bottom (refer back to Circless5-3,
above), and the PATRON CHECK-OUT screen appears (see Circless5-4, below).

HAS OUT —
Regular Patron 11{02{2003 —I
6767676767 10282003 | 3500 2
Del Dellen
Enter ltem Barcode 6 Sixth Street
Traverse City MI 496860000
231 Total Qut: 2
I

Items Checked Qut | Spl Due Date | SBal:

Due Date | B Status | Description
1116403 80218357 Howl, and other poems }
11116403 80197957 100 best careers for the 21st century { Shelly Fie

Flesen_;esl Patron Mst Hem Dheckdn | Hem Hes, | Next Patron | Exit |

Renewal re
| In Ci A t B Fay Hepl Not BarCoded Print |
e In Circ | ShAccoun i Fay fipn | ot BarCode | Prin
Al |

CIRCLESS5-4

At the bottom of the PATRON CHECK-OUT screen, select the $Account button at the bottom
to access Del Dellen’s library financial accounts (refer back to Circless5-4, above).
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The Patron Account Collections screen appears (see Circless5-5, below), showing Mr.
Dellen’s accounts. The system lists detailed items showing specific amounts due. By default, it
also automatically prompts the user with the total amount due. In the case of Circless5-5
above, that amount is $24.35 in the Balance field on the bottom left side of the Patron Account
Collections screen.

# Patron Account Collections [ %]
------- llen, Del
open Items | closed Items |
| Dale Billed | Billed | Received | Ywrite Off | Bal. Due | Type IS | Description
3.00  ODFIN Overdue Fine (Returned)
1312412003 24.00 24.00 | SERY Service Processing Fee
K1 0
Balance: $32.00 Post Hew tem | Select tem Ahnuel Delete item |
i Received Credit
Amount to Post: [T EEE:S'EEd Write-Off e
Print Receipt | Show Transactions For Item Above | Exit

CIRCLESS5-5

IMPORTANT: The Patron Account Collections screen is staff’'s point of entry for receiving
and posting monies from patrons for financial transactions posted to their accounts. When
necessary, this screen also is used when writing off charges or when forcing bills to collection
for damaged, lost, missing, and unreturned items.

After monies are received or an amount is entered for write-off, select the appropriate button to
post the transaction. The options are (refer back to Circless5-5, above):

= Received Cash (patron pays cash)
= Write-Off (library writes off charges)
= Received Credit Card (patron pays with credit card)

In this case, the Received Cash button was selected (refer back to Circless5-5). Then, an
Exception Message box verifying the amount to be posted appears (see Circless5-5a, below).

| Exception Meszage

Amount indicated: $32.00 Ok to Post as
Received.

CIRCLESS5-5a
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Charging a Miscellaneous Fee to a Patron’s Account

To manually post a miscellaneous fee/charge for a service (other than overdue item charges,
damages, or billing for replacement) to a patron’s account, select the Post New Item button
(see Circless5-6, below) at the Patron Account Collections screen.

NOTE: Overdue item charges, damage charges, and bill-for-replacement costs are posted
elsewhere in the Circulation system or are posted automatically.

# Patron Account Collections E
6767676767 Dellen, Del
Open Items |l3lus_.ed Items I
Billed | Received| YWrite Off | Bal. Due | Type 15 | Description
2/2003 1.00 ¥
11/0272003 1.34 1.35 | COPY Copy Machine Fee
11/0252003 22.00 22.00 | REPLA ltermn Replacement Cost
KN |
Balance: $%24.35 I Post Hew ftem I| Select kem Above I Delete kem |
i Received Credit
Amount to Post: Ilm_ R_EE:;;Ed Write-OFf cmg;rd =
Billing Rewversal ————————————————
Print Receipt | Show Transactions For Item Above [ Credit kem | $Refund Hem | Exit

CIRCLESS5-6
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The Adding a LB_PAC Record screen appears (see Circless5-7, below).

# Adding a LB_PAC Record

CIRCLESS5-7

At this screen, place the cursor on the arrow to the right of the Finl Code box (refer back to
Circless5-7, above).
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The Financial Codes screen appears, featuring a list of service codes to use for posting (see
Circless5-7a, below).

= Financial Codes [ [O] x] [
[Code  [Diescription [Amount | Service Charge |

e [0.15 [1.00

Credit On Account 0.00 0.00
Damages Fee 5.00 0.00
Patron Donatiohs 0.00 0.00
Fax Uzage Fee 1.00 0.00
on Digtrict Usage Fee | 200.00 0.00
ofice Processing Fee 0.00 0.00
Cverdue Fine [Retuned] 000 0.00
Overdue Fine [Renewed|  0.00 0.00
Cash Refund to Patraon 0.00 0.00

Feplacement Card Fee 1.00 0.00
tem Replacement Cost 0.00 5.00
Service Processing Fee 200 0.00
X e |

CIRCLESS5-7a

The code choices on the Financial Codes screen are:

CDRW Borrowers Card Renewal
COPY Copy Machine Fee
CREDT Credit On Account
DAMAG Damages Fee

DONAT Patron Donations

FAX Fax Usage Fee

NONDS Non District Usage Fee
NPFEE Notice Processing Fee
ODFIN Overdue Fine (Returned)
ODFRW Overdue Fine (Renewed)
REFND Cash Refund to Patron
REPCD Replacement Card Fee
REPLA Item Replacement Cost
SERV Service Processing Fee

The library services/charges reflected by these codes range from fax machine to copy machine
use, and from replacing a lost library card to refunds. The system already has assigned costs to
each service, and calculates all final charges for the user based on these costs.

NOTE: The system allows a library to add other financial codes to the Financial Codes
screen/table, as needed.
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At the Financial Codes screen, highlight the correct service code (in this case, Copy Machine
Fee for photocopying is highlighted on Circless5-7b, below), then choose the Select key with
the mouse.

= Financial Codes [_ O] =]
[Code  [Description [Amount[Service Charge |

Credt On Account

DamMaG [Damages Fee 5.00 0.00
DOMAT [Patron Donations 0.00 0.00
Fax Fax Uzage Fee 1.00 0.00

NONWDS [Mon District Usage Fee | 200.00 0.00
MPFEE [Motice Processing Fee 0.00 0.00
ODFIMN | Overdue Fine [Returned 0.00 0.00
ODFRAW | Overdue Fine [Renewed|  0.00 0.00
REFMD | Cash Refund to Patron 0.00 0.00
REPCD [Replacement Card Fee 1.00 0.00
REPLA |[Item Feplacement Cost 0.00 5.00
SERY  [Service Processing Fee 2.00 0.00

CIRCLESS5-7b

Now, the Adding a LB_PAC Record screen reappears with that (COPY) code in place (see
Circless5-7c, below).

# Adding a LE_PAC Record [X]
Lib Code: 1 Open Clos: 1) Updated: 0

6767676767 Del Dellen

Trans Date: 12/22/2003 Fi'l' Code: [COPY Bl ke e
Trans Type: M Units: [ﬂ_ ® [0.15 [Price]
Date Out: Tot Billed:|0.15
Date Due: Tot Received: I—
Date Checked In: Tot wn-ﬂff:l—
Date Last Notice: Note: |
Total Notices: 0 it e (7= 015

Enter Amount to Post: | ﬁeg:;;ed

q Received
Write-Off | Credit Card

OK Update Record

Force Item To |
Collections | LCancel

CIRCLESS5-7c
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#+ Adding a LB_PAC Becord
Lib Code: 1 Open Clos: 0 Updated: 0
6767676767 Del Dellen

Trans Date: 127222003 Finl Code: IW Copy Machine Fee
Trans Type: M Units: m_ ¥ IT [Price]
Date Out: Tot Billed:[0.15
Date Due: I —— :—
Date Checked In: Tot W’ll—l]ﬂ‘:l—
Date Last Notice: Note: [
Total Notices: 0 Balance Due: 015

Enter Amount to Post: I ﬁe[c::ei;ed [anggi.laiE‘;?d
as =

I OK Update Hecmdl
Force Item To
Collections | LCancel |

CIRCLESSS-7d

Write-OFF |

At the Adding a LB_PAC Record screen (Circless5-7d, above), enter the number of units for
the current transaction in the Units field. For example, as shown in Circless5-7d above, only 1
photocopy was made, so there is just 1 unit for which to be charged. The single unit (for 1 copy)
is multiplied by .15 cents per unit, totaling .15 cents owed by Patron Dellen.

After typing in the number of units, select the OK Update Record button at the bottom right side
of the screen (refer back to Circless5-7d, above).
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The system records the charge on the Patron Account Collections screen, which
automatically reappears (see Circless5-7e, below).

# Patron Account Collections B
6767676767 Dellen, Del
Open Items |l3||:|§ed Items I
........ 'I
15 F i
1100252003 2.00 1.00 1.00 | SERY Service Processing Fee
11/02i2003 1.35 1.35|COPY Copy Machine Fee
1100252003 22.00 22.00|REPLA lterm Replacement Cost
[ | i
Balance: $%24.50 Post Hew ltem | Select ltemn Above I Delete tem |
Amount to Post: I— Ee;:;EEd Write-0OFff Recelgl:]dCrgdl‘t
Print Receipt | Show Transactions For Item Above | Exit |

CIRCLESS5-7e

NOTE: Recording a charge in the system, as described above, is not the same as receiving
payment from a patron for a charge. Recording a charge simply means that the charge is
included on the patron’s account as shown above in Circless5-7e. Receiving payment for
charges is covered later in this lesson.
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Posting a Payment to a Patron’s Account

There are two ways to post payments:

1.
Post box (see Circless5-7f, below)

# Patron Account Collections

6767676767 Dellen, Del

Open Items |closed Items |

1100272003 Copy Machine Fee
11/02/2003 2200 ltern Replacement Cost
K1 |
Balance: $24.50 Post Hew ltem | Select ltem Above I Delete tem |
i Received Credit
Amount to Post: [m— Be&::;\':ed Write-OFf ce‘é‘:m e

Print Receipt | Show Transactions For Item Above |

Exit |

CIRCLESS5-7f

at the Patron Account Collections screen by overriding the amount in the Amount to

2. choose the Select Item Above button on the Patron Account Collections screen (see
Circless5-7g, below, left) to access the Changing a LB_PAC Record screen (see

Circless5-7h, below, right)

# Patron Account Collections

6767676767 Dellen, Del

open rtems |Closed ttems |

11027200 1.35 COPY
114024200

Copy Machine Fee
Iltem Replacement Cost

: |
Select kem Above I Delete ftem |

Received Credit
Card

Balance: $24.50 Post Hew ltem

Received
Cash

Amount to Post: [24 50

Write-OfF

Billing Reversal

Credit Hem | $Refund tem | Exit

Erint Receipt | Show Transactions For [tem Above | ’7

# Changing a LB_PAC Record
Lib Code: 1 Open Clos: 0
6767676767 Del Dellen

Trans Date: 11/02/2003
Trans Type: M

Date Out:
Date Due:

Date Checked In:
Date Last Notice:

Total Notices: 0

Enter Amount to Post: I

Force Item To

CIRCLESS5-7¢g

This lesson covers both methods.

Collections

CIRCLESS5-7h
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Updated: 1

Finl Code: ISEHV >> | Service Processing Fee
Units: |1 X |2.IJI] [Price]
Tot Billed:[2.00
Tot Received: [1.00

Tot Wll-l]fl:l

Note: |

Balance Due: 1.00

Received

Received
Cash

Credit Card

White-0fF |

OK Update Record
LCancel
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Receiving Payment for an Individual/Particular Charge
In some cases, a patron might decide to pay for a particular open item such as a lost book, or
for a photocopying charge incurred during his or her previous visit to the library.

Before a patron pays for existing charges on his or her account, a user should verify the amount
owed by checking that person’s account first. All open or unpaid items are shown on each
patron’s own Patron Account Collections screen, such as on Del Dellen’s account shown

below in Circless5-7i.

# Pation Account Collections

6767676767 Dellen, Del

_ Open Items |Closed Items |

15 | Description

Date Billed
EReTir¥ Fielnlniel =Mala}
120241200003 2410 24 [0 | SFRY Senice Proceesinn Fee

Received| VWrite Off | Bal. Due | Type

(A AR aTn1= 1A} Crearduo Fina (B atirnodh

KN 2

Balance: $32.00 Post Hew ltem I! | Select tem Above | Delete tem |

Received Received Credit
Amount to Post: I:E:I:I _EE:;;E ~

Card
Print Receipt | Show Transactions For Item Above | Exit |
CIRCLESS5-7i

Write-Off

At this screen, library staff can receive payment from a patron for an individual charge, such as
photocopying, or for the entire amount owed for all charges.

Receiving a Partial Payment

To receive payment for an individual charge, highlight that charge with the cursor, as shown
above in Circless5-7i where SERV (for service charge) has been highlighted, then choose the
Select Item Above button on the bottom, right side of the screen.
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Next, the Changing a LB_PAC Record screen appears (see Circless5-7j, below).

Although the system automatically defaults to posting the total amount owed by a patron in the

Amount to Post box on the bottom left side of the Patron Account Collections screen (refer

back to Circless5-7i, above), where the total amount owed by Del Dellen for this SERV (service
charge) item is posted as $24.00, a user can override that amount.

In the Enter Amount to Post box, type in the amount to be paid that day by the patron (see
Circless5-7j, below), which in this case is $1.00.

# Changing a LB_PAC Record [ ]
Lib Code: 1| Open Clos: 1) Updated: 1
6767676767 Del Dellen

Trans Date: 1272472003 Finl Code: IW LI Service Processing Fee
Trans Type: M Units: [T | % [200 | [Price]
Date Out: Tot Billed:| 24 00
Deit= i Tot Heceived:l—
Date Checked In: Tot Wll-l]ﬂ‘:l—
Date Last Notice: Hote: |
Total Notices: 0 Balance Due: 24.00
| Enter Amount to Post: |1_I]I3 ﬁe[t:::si;ed Write-OFf | Cﬁ;ﬁﬁ%’;‘:‘d

0K Update Record

Force Item To
Collections [ LCancel |

CIRCLESS5-7j

After the total amount to be paid by the patron has been typed into the Enter Amount to Post
field on the Changing a LB_PAC Record screen, select the Received Cash button to prompt
the system to process the payment of $1.00 (see Circless5-7j again, above).
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Notice that the Balance Due now shows $23.00 instead of $24.00, and the Received Cash

button has disappeared from the Changing a LB_PAC Record screen (see Circless5-7k,
below).

# Changing a LB_PAC Record
Lib Code: 1 Open Clos: 0 Updated: 1
6767676767 Del Dellen

Trans Date: 12/24/2003 Finl Code: [SERV 5> | Service Processing Fee
Trans Type: M Units: |1 ¥ I2.l]l] [Price]
Date Dut: Tot Billed:{ 2400
Date Due: Tot Received: [1.00
Date Checked In: Tot wn-l:l[[:l
Date Last Motice: Note: |
T otal Notices: 0 Balance Due: 23.00
- - Received
Enter Amount to Post: I Write-Off | Credit Card

DK Update Record

Force Item To [ |
Collections Cancel

CIRCLESS5-7k

Next, select the OK Update Record button to process the payment (refer back to Circless5-7k,
above), and the Patron Account Collections screen reappears with $1.00 now shown in the
Received column, and $23.00 now shown in the Bal. Due column (see Circless5-71, below).
Additionally, the balance shown now is $1.00 less than before Mr. Dellen’s partial payment.

# Pation Account Collections | x|
6767676767 Dellen, Del

Open Items |l3||:|§ed Items |

[Date Billed] Billed [ Received] wirite 0FF | Bal. Due| Type [ 15 | Description |

K| : il
Balance: $31.00 Post Hew item | Select temn Above I Delete tem |

Received Credit
Card

Write-OFff

Received
Amount to Post: cash

Billing Reversal
Print Receipt | Show Transactions For Item Above | ’7 Credit tem | $Refund ltem | Exit
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Write-Offs

If a charge is to be written off, a user selects the Write-Off button on the Patron Account
Collections screen, rather than either of the Received buttons (refer back to Circless5-7n,
above).

# Pation Account Collections (=]

6767676767 Dellen, Del

Open Items |EID§E|:I Items I

Date Billed | Billed | Received| Write Off | Bal. Due | Type

m

Description |

1212272003 014 015 |COPY Copy Machine Fee
1

[« | i
Balance: $23.50 Post Hew ltem | Select kemn Above I Delete tem |
Amount to Post: IW BEE:;;Ed | Write-Off ReceigeatridCrgdit
Print Receipt | Show Transactions For Item Above | Exit |
CIRCLESS5-7n
Credit Card Payments

A patron also may use his or her credit card to pay for library charges. To process a credit card
payment, access the Patron Account Collections screen again (see Circless5-8, below).

# Patron Account Collections [ x|

6767676767 Dellen, Del

Open Items |Closed Items |

Date Billed | Billed | Received| Write Off | Bal. Due | Type

S | Description

12012212003 015 018 COPY Copy Machine Fee

FERETE Tt = P

Y

KIS [

Balance: $23.50 Post Hew ltemn || Select ltem nhouelﬂ Delete tem |

Received Received Credit
Amount to Posk: |23 50 ~ Cash

Card
Print Receipt | Show Transactions For Item Above | Exit |

CIRCLESS5-8

Write-OFf
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Select the item for which the patron will pay — in the instance of the example below in Circless5-
8, the REPLA or replacement fee of $22.00 has been selected.

# Patron Account Collections [ x|

6767676767 Dellen, Del

Open Items |Closed Items |

Date Billed | Billed | Received| Write Off | Bal. Due | Type S | Description
1212202003 015 0.15|COPY Copy Machine Fee

T T

] 0|
Balance: $23.50 Post Hew ltemn | iSeIeg‘t tem nhoueil Delete tem |
Received Received Credit

Write-OFf

Amount to Posk: |23 50 Cash

Print Receipt | Show Transactions For Item Above | Exit |
CIRCLESS5-8

Card

Choose the Select Item Above button (refer back to Circless5-8, above), and the Changing a
LB_PAC Record screen appears (see Circless5-8a, below). At this screen, enter the amount
to post ($22.00) in the Enter Amount to Post box, then select the Received Credit Card
button to the right of the Post box (see Circless5-8a, below).

; # Changing a LB_PAC Record E
t Lib Code: 1 Open Clos: 0 Updated: 1
. 6767676767 Del Dellen
i Trans Date: 11/02/2002 Finl Code: [REPLA  _»> | Item Replacement Cost
Trans Type: M Units: |1 ® Il].l]l] [Price]
Date Out: Tot Billed:| 22 00
(Detis [ Tot Received:
Date Checked In: Tot Wrt-0ff
Date Last Notice: Note: |
Total Notices: 0 Balance Due: 22.00
o Beceived q Received
I Enter Amount to Post: |Q : I Cash Write-Off Credit Card
DK Update Record
Force Item To |
Collections ]
CIRCLESS5-8a
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The Changing a LB-PAC Record screen reappears (Circless5-8b, below), but the Received

Credit Card button disappears from this screen, indicating that the charge has been processed
in the system.

# Changing a LB_PAC Record 1]
Lib Code: 1 Open Clos: 0 Updated: 1

6767676767 Del Dellen

Trans Date: 11/02/2003 = [T [ |U= Alpleter: (
Trans Type: M Units: [T % [000 | (Price]
Date Out: Tot Billed:| 22.00
Date Due: Tot Received:[22 00
Date Checked In: Tot wn-ﬂﬁ:l—
Date Last Motice: Note: [
Total Motices: 0 Balance Due:

E nter Amount to Post: I ﬁel:t:?:;:'led

Write-Off |

: OK Update Record

Force Item To [ |
Collections LCancel

CIRCLESS5-8b

Now, select the OK Update Record button (refer back to the Circless5-8b, above), and the
patron’s record will be updated and the charge removed (see Circless5-8c, below).

7 Patron Account Collections
6767676767 Dellen, Del

gpen Items |closed Items |

KIS o
Balance: %1.50 Post Hew ltem | Select tem Above I Delete ltem |
Amaunt taPost: [ R—EE:sifd Write-Off RBMZ‘: dc'gd“
Print Receipt | show Transactions For Item Above | Exit |
CIRCLESS5-8c | |

NOTE: As an alternative method, library staff could, if it chooses, simply override the amount in
the Amount to Post box with the amount of the overdue fine, and process the credit card
payment from the Patron Account Collections screen, rather than processing the payment by
accessing the Changing a LB_PAC Record screen.

Lesson 6 -- Page 81



Collections

LibNet Circulation Manual

NOTE: The collections subsystem of the Circulation system is optional. This section only
applies if your library uses the collections subsystem.

If an item has been billed for time and time again with no payment from the patron, staff might
determine that the charge should be sent to collections. In the case of the example below (see
Circless5-9, below), the cost of a book for which Mr. Dellen has been repeatedly billed, 100 Best
Careers for the 21°' Century, now will be forced to collections.

# Patron Account Collections [ %]

6767676767 Dellen, Del

Open Items |l3||:|§ed Items |

Billed

Diate Billed Received| Yirite Off | Bal. Due

Type

1S | Description

1 ] 15.95 1595 | REFPLA 801 forthe 21st
1202372003 | (80197957 100 best careers for the 21st ]
4P FIFyLIE] 7o LA =L A
11/0252003 1.35 1.35 | COPY Copy Machine Fee
Kl i
Balance: %$22.45 Post Hew item(l || Select item above | | Delete tem |

Received
Cash

Amount ko Post: If: EE

Write-OFff

Received Credit
Card

Print Receipt | Show Transactions For Item Above |

Exit |

CIRCLESS5-9

At the Patron Account Collections screen (Circless5-9, above), with the cursor, highlight the
item that will go to collections, then choose the Select Item Above button. The Changing a
LB_PAC Record screen appears (see Circless5-9a, below). At this screen, select the Force
Item to Collections button on the bottom left side.

Changing a LE_PAC Record x
Lib Code: 1 Dpen Clos: O Updated: 1

6767676767 Del Dellen

80197957 100 best careers for the 215t century / Shelly Field.

Trans Date: 12/23/72003
Trans Type: W
Date Out: 11/02/2003
Date Due: 11/16/2003

Finl Code: [REPLA >3 | Item Replacement Cost
Units: (0 ® Il].l]l] [Price)

Tot Billed:{15.95

Tot Received:
Date Checked In: Tot Wit-Oif:
Date Last Notice: Note: [

Total Motices: 0 Balance Due:

Enter Amount to Post:

Force Item To
Collections

15.95

Beceived . Received
Cash Write-Oit | Crdit Card
OK Update Record

LCancel |

CIRCLESS5-9a
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An Alert Message! box appears (see Circless5-9b, below) with a reminder for the user to be
sure to select the OK Update Record button to update the system so that it knows to force a
particular item to collections.

Alert Meszagel

Remember To Press OK UPDATE To Save Update
Flag!

CIRCLESS5-9b

Select Continue on the Alert Message screen (refer back to Circless5-9b, above), and the
system returns to the Changing a LB_PAC Record screen (see Circless5-9c, below).

#+ Changing a LB_PAC Record E
Lib Code: 1 Open Clos: 11 Updated: 1
6767676767 Del Dellen

80197957 100 best careers for the 21st century / Shelly Field.

Trans Date: 12/23/2003 Finl Code: [REPLA > | Itam Replacement Cost
Trans Type: M Units: ||]_ »® W [Price)
Date Out: 11/02/2003 Tot Billed:{ 15.95
Date Due: 11/16/2003 TotReceived:|
Date Checked In: Tot w,l_m[:I—
Date Last Notice: Note: |
Total Motices: 0 Balance Due: 15.95

Enter Amount to Post: ﬁegl?i;l?d

asl

5 Received
Write-Off | Credit Card

OK Update Record

Force Item To
Collections LCancel |

CIRCLESS5-9c

Select the OK Update Record button at the bottom right side of this screen (refer back to
Circless5-9c, above), and the system will be updated with the collections information, although
this change is not immediately visible on the screen.
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To ensure that the item has been forced to collections, refer back to the Account Patron
Collections screen (see Circless5-9d, below), and again highlight the item that has been forced
to collections (7100 Best Careers for the 21°' Century). Next, choose the Select Item Above
button.

7 Patron Account Collections B

6767676767 Dellen, Del

Open Items |I3Ioged Items I

areers for the 21st

areers for the 215t
12222003 014 015 [COPY Caopy Machine Fee
1140242003 1.35 1.35[COPY Copy achine Fee
K| i

Balance: $22.45 Post Hew Rem | Select kem Above I Delete tem |

i Received Credit
Amount bo Post: I REE:;;Ed | Write-Off =

Card
Print Receipt | Show Transactions For Item Above | Exit
CIRCLESS5-9d

The Changing a LB-PAC Record screen appears again, only this time, the Force Item to
Collections button has been replaced with a Cancel Force to Collections button, indicating
that the item cost indeed now is in collections.

# Changing a LB_PAC Record [ %]
Lib Code: 1 Open Clos: 0 Updated: 1
6767676767 Del Dellen

80197957 100 best careers for the 21st century / Shelly Field.

Trans Date: 12/23/2003 Finl Code: [REPLA ~ _>> | ltem Replacement Cost
Trans Type: WM Units: ||]— »® W [Price)
Date Out: 11/02/2003 Tot Billed:|15.95
Date Due: 11/16/2003 Tot Received[
Date Checked In: Tot er—l]ﬂ:l—
Date Last Motice: Note: | ]
Total Motices: 0 Balance Due: 15.95

Received
Credit Card

Enter Amount to Post: I EESEi:lEd
as|

Write-OFff |

OK Update Record

Cancel Force To Cancel
Collections

CIRCLESS5-9e
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Receiving Partial Payment, Applicable to All Charges

A patron might also decide to pay all or a portion of what he or she owes for library
services/charges.

Example: Del Dellen comes to the library and wishes to pay $5.00 cash on his account

of open items, so library staff opens his Patron Account Collections record (see
Circless5-10, below).

#+ Patron Account Collections B
6767676767 Dellen, Del
Open Items |I3I|:|§ed Items |
] 30 7 100 hestcareers for the 215t
120232003 5.00 5.00 [ SERY 80187957 100 hestcarears for the 315t
1202212003 0.14 0.15[COPY Copy Machine Fee
11/02i2003 1.35 1.35 [ COPY Copy Machine Fee
KN o]
Balance: $%$22.45 Post Hew ltem | Select kem Above I Delete tem |
i Received Credit
Amount to Post: Im— BEE:;;Ed Write-0Off cel;:rd e
Print Receipt | Show Transactions For Item Above | Exit |

CIRCLESS5-10

Library staff overrides the $22.45 system default total amount due by entering $5.00 instead in
the Enter Amount to Post field (refer to Circless5-10a, below). Staff then clicks the mouse on
the Received Cash button to the right of the Amount to Post field.

# Patron Account Collections [ %]
6767676767 Dellen, Del

Open Items |Closed Items |

ed| Billed |Receied| Write Off | Bal. Due | Type 15 | Description
15.95 REPLA H0197957 100 hes ers for the 21 st|
5.00 5.00)| SERY 57 100 hest careers forthe 215t
1212252003 015 016 | COPY Copy Machine Fee
1140252003 1.35 1.35 [ COPY Capy Machine Fee
KN b
Balance: %22.45 Post Hew ltern | Select tem Above | Delete kem |
| ety Received Credit
Amount to Post: W { Cash | | Wvite-Off ce'?am e

Print Receipt | Show Transactions For Item Above | Exit
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The following Message screen appears (see Circless5-10b, below), confirming the amount to
be received and posted.

I Exception Message

Amount Indicated: $5.00 Ok to Post as
Received.

CIRCLESS5-10b

After selecting OK on the message screen to post the payment (refer back to Circless5-10b,
above), the Patron Account Collections screen reappears with the updated amount owed
(now $17.45 rather than $22.45), next to the word Balance, and in the Enter Amount to Post
field (see Circless5-10c, below).

# Patron Account Collections
6767676767 Dellen, Del

Dpen Items |I3I|:|s_.ed Items |

Date Billed |  Billed | Received| Wirite Off | Bal. Due | Type 15 | Description
12/23/2003 15.95 3.50 12.45 | REFLA 80197957 100 hest careers for the 21st
12/23/2003 5.00 5.00| SERV 80197947 100 best careers for the 21st

KI b
Balance: %$17.45 Post Hew ltem | Select hem Above I Delete kem |

Received Received Credit
Amount to Post: IEEE Cash

Card
Print Receipt | Show Transactions For Item Above | Exik |
CIRCLESS5-10c

Write-Off

NOTE: Amounts are applied to items until they are paid, in order, from the oldest to the newest
date.
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Receiving Payment for All Charges

To receive payment for all charges, refer to the total or “batch” posting, which automatically has
been recorded at the bottom, left side of the Patron Account Collections screen in the Enter
Amount to Post field (see Circless5-11, below). The total amount owed also is listed in red
next to the word “Balance”, above the Enter Amount to Post field.

#+ Patron Account Collections [x]

6767676767 Dellen, Del

Open Items |I3I|:|§ed Items |

Date Billed | Billed | Received| Write Off | Bal. Due | Type
003

15 | Description
1 g 5.95
12i23/2003 5.00 5.00|SERY

80197857 100 best careers for the 21st
80197957 100 best careers farthe 215t

KN i

Balance: %$17.45 Post Hew Kem | Select ltem Above I Delete tem |
. eceived
Amount to Post: IEE Cash

Received Credit

Write-OFff Card

Billing Reversal

Print Receipt | Show Transactions For Ttem Ahuvel ( Credit itemn | $Refund itemn | Exit

CIRCLESS5-11

To record a payment in the entire amount for all charges rendered -- in this case $17.45 --
select one of the Received buttons (either Received Cash or Received Credit Card) to the
right of the Enter Amount to Post field (refer back to Circless 5-11, above). When the entire

amount has been paid, all items are removed as open items from the account (see Circless5-5-
11a, below).

# Patron Account Collections

6767676767 Dellen, Del
Open Items |CIO§E|:I Items |
Date Billed | Billed | Received| Vrite Off | Bal. Due | Type 15 | Description |
KN i
Balance: Post Hew ltem | Select e Above I Delete ften |
i Received Credit
Amount ko Posk: l— BEE:;;Ed Write-Off BBIE&:rd e
Print Receipt | Show Transactions For Item Above | Exit |

CIRCLESS5-11a

NOTE: The Post as a Write-Off function (see button on Circless5-7h, above) works the same
as the Post as Received function in that it can be used for a “batch” posting for all charges.
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Handling “Credit on Account”

Creating a Credit

After choosing a patron in the system (in this case, Del Dellen), at the patron’s Patron Account
Collection screen, select the Open Items tab at the top, left side of the screen to view that
patron’s list of open items in the system (see Circless5-12, below).

# Patron Account Collections
6767676767 Dellen, Del

Open Items |l3luged Items I

Date Billed | Billed | Received| write Off | Bal. Due| Tyne [ 13 [ Description
12, 03 10.00 10.00 | FAK Fax Usage Fee
1202372003 1.08 1.05 | COPY Copy Machine Fee
1202372003 30.00 30.00 | DAMAG Darmanes Fee
[ | i
Balance: 9$41.05 Post Hew ltem | Select tem Above I Delete tem |
i Received Credit
Amount to Post: I'm— Be;:sl:;ed | Write-0ff cel;eard =
Print Receipt | Show Transactions For Item Above | Enit

CIRCLESS5-12

Next, in the Amount to Post field (bottom left of the Patron Account Collections screen (see
Circless5-12a, below), type in the amount that the patron will pay.

# Patron Account Collections
6767676767 Dellen, Del
Open Items |E|D§Ed Items |
~IE f
Copy Machine Fee
1212352003 30.00 30,00 | DAMAG Damages Fee
| 0
Balance: $41.05 Post Hew ltem | Select item Above I Delete tem |
Amount to Post: [54 00 &EE::;]Ed | Write-OFf Recelg:ld(:rgdrl
Print Receipt | Show Transactions For Item Above | Exit
CIRCLESS5-12a

When the amount paid by the patron is more than the “total due” amount currently entered on
the account (see the $54.00 amount on Circless5-12a, above), once one of Received
(Received Cash or Received Credit Card) buttons has been selected, the system
automatically notifies the user that the amount entered is more than what was due.
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For instance, assume that a patron owes $41.05, as shown in Circless5-12 and 5-12a on the
previous page, but he pays $54.00 instead, telling the librarian to credit the rest to his account.

The user types the different amount, $54.00, in the Amount to Post field (see Circless5-12a,
below), then in an Exception Message, the system automatically asks if the librarian/user if the
amount is “Ok to Post as Received’ (see Circless5-12b, below).

| Exception Message

Amount Indicated: $54.00 Ok to Post as
Receivad.

4|EEHBEI

CIRCLESS5-12b

If the user selects the OK button on the Exception Message (refer back to Circless5-12b,
above) a second Exception Message appears (see Circless5-12c, below).

This message says: “Amount Entered is More Than Amount Due! -OK- To Create a “Credit on
Account” with the Remaining Balance, -Cancel- To Correct Amount Entered?”.

Note: Amount Enterad is More Than Amount
Dual -OK- To Create a "Credit On Account” with
the Remaining Balance, -Cancel- To Correct
Amount Entered?

OK LCancel |

CIRCLESS5-12C

Select the OK button (refer back to Circless5-12c, above) to create a credit.
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The Patron Account Collections screen reappears (see Circless5-12d, below).
Notice that under the Open Items tab, there is a $12.95 credit in the Received column. Also,
$12.95 is listed in the Bal. Due column.

Notice that under the Description column, the words “Credit On Account” now appear (refer
back to Circless5-12d, below).

# Patron Account Collections

6767676767 Dellen, Del

Open Items |Glosed rtems |

Billed

Received | Write Off | Bal. Due | Type 15 | Descripti

12.95|CREDT Credit On Accoun

-
Balance: Post Hew ltem | Select ltem Above I Delete tem |

Received
Amount to Post: I Cash

Received Credit
Card

Write-DFff

Print Receipt | Show Transactions For Item Above |

Exit |
CIRCLESS5-12d
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Creating a Credit When There Is No Balance Due

In the event that a patron has no balance due, a credit still can be created on that person’s
account. An example of why this action might be required is when a patron has lost an item,
paid for it, and the item turns up. Perhaps the item turns up in the library’s drop box because
someone else found it and returned it. Then, the library would credit the account of the patron

who originally lost, then paid for it.

In such an instance, to credit a patron’s account, first start by making sure that the Open Items
tab is selected at the top, left side of the Patron Account collections screen (see Circless5-12e,

below).

# Patron Account Collections
6767676767 Dellen, Del

0pen Items |flosed Items |
M—

dilled | Received| \Write Off | Bal. Due | Type
-12.895 | CREDT

15 | Description
Credit On Account

K1 i

Balance: Post Hew ltern | Felegt Itemn Above | Delete item |

Received Received Credit
Amount to Post: I Cash

Card
Print Receipt | Show Transactions For Item Above | Exit |

CIRCLESS5-12e

Write-OFf

Next, select the Post New Item button near the bottom, right side of this screen (refer back to
Circless5-12e, above).
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The Adding a LB_PAC Record screen, which also might be referred to as a “new item form,”
appears (see Circless5-12e, below).

# Adding a LB_PAC Record
Lib Code: 1 Open Clos: ) Updated: 0
6767676767 Del Dellen

Trans Date: 12/23/2003 [ Bz
Trans Type: M Units: [1 x [o.00 | (Price)
Date Dut: Tot Hilled:l—
Date Due: Tot Heceived:l—
Date Checked In: Tot Wrt-Off:
Date Last Notice: Note: |
Total Notices: 0 Balance Due:

Received
Credit Card

DK Update Record
Force Item To |
Collections LCancel

CIRCLESS5-12e

Enter Amount to Post: ﬂeE::Ei;‘.Ed
asl

Write-Off |

On this form, select the arrow to the right of the Finl Code field and select CREDT for
“Credit on Account” from the pulldown list of Financial Codes that appears (see Circless5-12f,
below). Then, choose the Select button from the bottom of the screen (refer back to Circless5-
12f, below).

= Financial Codes =] B3

Caode Description
CDRW | Bomowers Card Renewal

Service Charge

Patron Donations
Fax Uszage Fee . .
Mon District Usage Fee | 200.00 0.00
Muotice Processing Fee 0.00 0.00
Owerdue Fine (Retuned]  0.00 0.00
Owerdue Fine (Renewed  0.00 0.00
Cazh Refund to Patran 0.aa 0.00
Replacement Card Fee 1.00 0.00
Item Replacement Cost 0.00 5.00
Service Processing Fee 2.00 0.00

CIRCLESS5-12f
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The “new item record form” reappears (see Circless5-12g, below). On this form, enter the
amount in the Enter Amount to Post field. In the example below, the amount to post is $12.
Then, select one of the Received (Cash or Credit Card) buttons to the right of this field (refer
back to Circless5-12g, below).

| 7 Adding a LE_PAC Record [ %]
. Lib Code: 1 Open Clos: 0 Updated: 0

6767676767 Del Dellen

Trans Date: 12/23/2003 RERT_|>» | Credit On Account
Trans Type: M Units: ® (Price)
Date Out: Tot Billed:
Date Due: Tot Fleceived:l—
Date Checked In: T ot Wit-Off-
Date Last Motice: Note: |
Total Notices: 0 Balance Due:

Enter A t to Post: I— Beceived Received
et mount to Post 112.00 Cash | Credit Cald|

OK Update Record

Force Item To
Collections [ Lancel |

CIRCLESS5-12g

The amount now appears in the Tot Received field as 12.00, and next to Balance Due as —
12.00 (a negative amount) (see Circless5-12h, below). Select the OK Update Record button at
the bottom, right of the screen (refer back to Circless5-12h, below).

#+ Adding a LB_PAC Record
Lib Code: 1 Open Clos: 0 Updated: 0
Trans Date: 12/23/2003 Finl Code: |[:F|EDT >> | Credit On Account
Trans Type: M Units: » [Price]
Date Out: Tot Billed:
Weliz (B J Tot Hecewed:|12_ﬁ 1
Date Checked In: Tot Wit-Off:
Date Last Notice: Alal :
Total Hotices: 0 Balance Due: -1 2.l]l]|

Enter Amount to Post: I ﬁel:(:?:;;l?d

|I OK Update Record

Force Item To | |
Collections LCancel

CIRCLESS5-12h
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The updated Patron Account Collection screen appears with the credit shown as 12.00 in the
Received column and —$12.00 under the Bal. Due column (see Circless5-12i, below).

# Patron Account Collections B

Lpen eis Liosed 1ltems |

] i
Balance: $12.00- Post Hew Hem | Select tem Above I Delete tem |

Eilling Reversal
Print Receipt | Show Transactions For Item Above | ’7 $Refund lem | Exit

CIRCLESS5-12i
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Using Credits to Pay for Items, and Granting Credit Refunds

When a credit exists on a patron’s account, a Use Credit On File button appears on the bottom
right side of the Patron Account Collections screen (see Circless5-13, below).

# Patron Account Collections

6767676767 Dellen, Del

Open Items |l3||:|9_.ed Items |

Date Billed | Billed | Received | Write Off | Bal. Due | Type 15 | Description
1 03

) -12.00| CREDT Credit On Account
1202312003 10.00 10.00 [ DAMAG Damages Fee

KI o
Balance: %2.00- Post Hew ttem | Select tem Above I Delete tem |
Use Credit |
Amount to Post: Iim On File
Billing Reversal
Print Receipt | Show Transactions For Item Above ’7 $Refund ftem | Exit |

To use credit on a patron’s account to pay for an item, highlight the item for which the patron
wishes to pay, then select the Use Credit On File button to use the credit to pay for the

outstanding, “open” item (in the example below, Circless5-13a, the open item is DAMAG or a
Damages Fee of $10).

# Patron Account Collections [ <]
6767676767 Dellen, Del

Open Items |Closed Items |

Date Billed | Billed | Received| Write Off | Bal. ue | Type IS | Description

-12.00| CREDT Credit On Account
1202312003 10.00 10.00 | DAMAG Damages Fee

i
Balance: %$2.00- Post Hew ltem | Select kem Above I Delete tem |

Use Credit
Amount to Post: IIM Dn File
Biling Reversal
Print Receipt | show Transactions For Item Above | ’7 $Refund tem | Exit |

CIRCLESS5-13a
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Once the credit has been used, the amount of the CREDT transaction will be deleted from the
screen completely (if it was the same as what was owed), or the amount of the credit will be
adjusted, if different from who is owed. Note how on Circless5-13b, below, the credit amount on
the Patron Account Collections screen was adjusted in both the Balance area and the
Amount to Post box from a $12 credit to a $2 credit.

# Patron Account Collections E

6767676767 Dellen, Del

gpen Items |Closed Items |

Credit On Account

[« | I
I Balance: §2.DD— I Post Hew tem | Select tem Above I Delete tem |

Use Credit
Amount to Post: If: m 0On File
——
Billing Reversal
Print Receipt | Show Transactions For Item Above | ’7 $Refund tem | Exit |

CIRCLESS5-13b

NOTE: The system does not automatically use a credit amount to pay for fees owed. The
system must be told by a user to apply to credit. Always do this by selecting the Use Credit
On File button.

To refund a credit (give cash back) to a patron, highlight the item or CREDT to be refunded, and
select the key at the bottom, right of the Patron Account Collections screen (see
Circless5-13c, below). The amount will be refunded and the item is removed from this screen.

# Patron Account Collections

6767676767 Dellen, Del

Open Items |Closed [tems

Date Billed | Billed | Received] Write Off | Bal. Due | Type IS | Description

-2.00 |CREDT Credit On Account

K Bl
Balance: $2.00- Post Hew tem | Select tem Above | Delete kem |
Use Credit
Amount to Post: fm On File
Biling Reversal 1
Print Receipt | Show Transactions For Item Above [ $Refund item | ‘ Enit |

CIRCLESS5-13c
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An Exception Message appears, stating: “Amount Received Will Be Reversed as a Refund -
OK- To Create a Item Refund on the Patrons Account, -Cancel- to Exit?” (see Circless5-13d,
below).

| Exception Mezzage

Amount Received Will Be Reversed as a Refund
-OK- Ta Create a Item Refund on the Patrons
Account, -Cancel- To EXIit?

DK || Cancel |

CIRCLESS5-13d
Select OK to continue processing the refund (refer back to Circless5-13d, above).

Return to Del Dellen’s Patron Account Collections screen (see Circless5-13e, below) and the
credit is gone, having been successfully refunded.

# Patron Account Collections
6767676767 Dellen, Del

| open Items |closed Ttems |

Date Billed| Billed | Received| 'Write Off | Bal. Due | Type

5 | Description

5] iLa|
Balance: Post Hew ltem | Select ltem Above I Delete ltermn |
Amount to Post:
Print Receipt | Show Transactions For Item Above Exit

CIRCLESS5-13e
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Billing Patrons

Billing for Replacement
From the list of items checked out that are shown on an individual's PATRON CHECK-OUT
screen (see Circless5-14, below), select the item for which the patron is to be billed.

In the case of the example below for Del Dellen, shown below in Circless5-14, the book Howl,
and Other Poems, has been selected.

HAS OUT —|
Regular Patron 1212342003
6767676767 1234 ADULT 1
Del Dellen
Enter ltem Barcode 6 Sixth Street
Traverse City Ml 496860000
I 231 Total Out: 1
OverDue: 1
© Items Checked Out | Spl Due Date | SBal:

ate | H 0
(11603 FOVRDUE*[80218357 Howl, and other poems /

R"I't‘;‘:al' In Circl saccount | Bill For RepL NutBa[Codedl Print |

All | Reser\_ﬁesl Patron Mst | Item Check-In | Item Rec. | Next Patron | Exit |

CIRCLESS5-14

Let’'s assume that the overdue item Howl, and Other Poems has been declared lost.

With this in mind, select the Bill for Rept. button at the bottom of the screen (refer back to
Circless5-14, above).
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The Bill ltem for Replacement screen appears for this particular item (see Circless5-14a,
below). Note that the replacement charge assigned by the system is $5.95 and the Additional
Service Fee is $5.

NOTE: Library service fees are optional and can be established by staff in the Codes file.

Bill Item For Replacement

Bill Patrons Account For Replacement of: Howl, and other
poems f
Replacement Charge: 5495
Additional Service Fee: 5.00

Note: If Service Fee= Zero. No Fee Will Be Billed.

Bill Replacement ! | Cancel |

CIRCLESS5-14a

Select the Bill Replacement button on the lower left side of the screen (refer back to Circless5-
14a, above) to generate the bill. The PATRON CHECK-OUT screen automatically reappears
(see Circless5-14b, below), showing that the system automatically has changed the status of
the book from OVRDUE to BILL-R (see Circless5-8c, above). The fees now successfully are
posted to the patron’s account.

# PATRON CHECK-OUT [<]

Regular Patron HAS OUT —
6767676767 12123{2003 ADULT 1
Del Dellen
Enter ltem Barcode 6 Sixth Street
Traverse City Ml 496860000
231 Total Qut: 1
OverDue: 1
Htems Checked Out | Spl Due Date_| $Bal: $10.95

Due Date |

. Bildal) £ 5 CTiption
11416103 BILL-R 1 0218357 Howl, and other poems {

thé;z:al In Circ | SAccount | EHE oy Flepl | Not BarCoded | Print |
All | Reserves | Patron Mst | Hegn Dhealedn | Hom Hen, | MNext Patron | Exit |
CIRCLESS5-14b

NOTE: If the patron pays for these charges immediately, complete the above procedure, then
select the $Account button from the bottom of the patron’s CHECK-OUT screen. Select the
item to be paid, or use the Post As Received function if the patron wishes to pay all account
charges.
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Billing for a Damaged Item
When a patron returns an item that has been damaged, the library bills the patron for damage
fees to recover repairs. Damage fees are posted to the patron’s account.

If the damage charge is outstanding, when that patron checks out a book, a message box
containing the charges owed will appear for this particular patron if the dollar amount exceeds
the library’s limit.

## Lib\Met Circulation Yersion 2.09 Library iz HuGen District Library
FAle Edit Catalog Reserves Circulation LibControl Window Help

; _ d : ;

CIRCLESS5-15

When a patron returns a damaged item, the item first must be checked in. To check in the item,
access the Circulation pulldown menu (see Circless5-15, above) at the opening LibNet screen,
and select Check In from that menu. The ITEM CHECK-IN screen appears (see Circless5-15a,
below).

# Get Item Master RBecord |

Scan or key In ltem BarCode
[ ltem BarCode:  [8023665H

Exit |

CIRCLESS 5-15a
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At the ITEM CHECK:-IN screen (see Circless5-15b, below), scan or type the barcode in the
Scan Barcode field for the damaged item being returned, and press the ENTER key on the
computer keyboard.

Item Check-In Processing Today: 7/11/2003
Last Scanned:
Was Out To:
Scan Barcode:|3|]235555| Set Drop Box |

Exception Completed Items.... |

[ | i

in Lire | Peading Heserves | Shnopunt Faren Masier Exit |

Note: An ltem must be selected above to Enable buttons.

CIRCLESS5-15b

The item appears on the screen (see Circless5-15c¢, below). Complete the check-in process,
then exit from this screen.

# ITEM CHECK-IN

Item Check-In Processing Today: 7/11/2003

Fine Has Been Assessed! $24.00
Last Scanned: 80236656 While | was gone { Sue Miller.

Was Out To: A90119000031798 June Carter

Scan Barcude:| Set Drop Box |

Exception  Completed ltems.... |
D Fine -> 80236656 Yhile | was gone J Sue Miller.

kI 2

Shnonunt Fatras Masier Exit |

Mote: An tem must be selected above to Enable buttons.

CIRCLESS5-15¢

in Cire | Peading Heserveg

NOTE: Because the damaged item is overdue, an overdue fine was automatically posted.
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After the damaged item is checked in, go back to the opening LibNet Circulation menu (see
Circless5-15, below).

% LibAMet Circulabion Yergsion 2.09 Library 1z HuGen Distnict Library

FAle Edit |Catalog | Reserves Circulation LibControl Window Help

CIRCLESS5-15

Go to the Catalog menu (refer back to Circless5-9c, above) and select Holdings Record by
BarCode. The Get Item Master Record screen appears (see Circless5-9d, below). Scan or
type in the damaged item’s barcode in the ltem BarCode box (Circless5-9d) and select the
Enter key on the computer keyboard.

+ Get Item Master Record

S .
|V Item BarCode:  [50235656]

E xit |

CIRCLESS5-15d
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The master record for the damaged item, While | Was Gone, appears on the Record Will Be
Changed screen (see Circless5-9e, below).

20236656 [

Ao UL TS

[
[ 000
[

—

CIRCLESS5-15¢

Select the Circulation History button at the bottom of the screen (refer back to Circless5-9e).
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The Circulation History screen appears for this item (see Circless5-9f, below).

# Circulation History [Last Two) E
80236656 While | was gone f Sue Miller.
— Optional: Amounts To Bill For Damage:
Amount To Charge For Damages:
Amount For Additional Service Fee: |$D.DD
Billing Record Note: [
B
ELast Circulation i
|
A90119000031798 June Carter 2 Pat $A t |
Out 142242001  3:35 PM
Due: 340172001 Bill Damages To This Patron Patron Master
Checked In: 741172003  2:06 PM
Second To Last Circulation: I
D Pat $Account |
Due: 825700 Bill Damages To This Patron Patron Master
Checked In: 841772000 10:28 AM
Exit |

CIRCLESS5-15f

NOTE: The system automatically defaults to the price of the item (in this case $24), as
indicated in the Amount To Charge For Damages box on the Circulation History screen
(refer back to Circless5-15f, above).

For a user’s reference, the system stores the last two patron circulations, and either patron
listed may be billed (refer back to Circless5-15f, above). (In Circless5-15f, above, the second
circulation patron’s name has been covered for confidentiality purposes; the first circulation
patron’s name is an example and the name is contrived.)

To bill for the damages to this item, select the Bill Damages To This Patron button next to the

appropriate patron (in the case of the example above, the patron is that of the “Last Circulation,”
June Carter — refer back to Circless5-15f, above).
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A message appears (Circless5-15¢g, below), asking whether the user wishes to:

» select deactivate and indicate the record as damaged (select the OK button)
or
» |eave record as “active” by selecting the Cancel button

Exception Message

Would You Like To Deactivate The Item Record?
-OK-To Set Deactivate As DAMG, -Cancel-To
Leave As Active?

OK Cancel |

CIRCLESS5-15¢g

Either choice prompts the system to bill the patron and the Circulation History screen
reappears (see Circless5-15i, below), with a notice in red letters at the top of the screen stating
that “A Damage Charge Has Been Posted.”

; # Circulation History [Last Two) [ x|
| A Damage Charge Has Been Posted

80236656 While | was gone / Sue Miller.
— Optional: Amounts To Bill For Damage:

Amaourt To Charge For Damages: | $24.00
Amount For Additional Service Fee: |$D.DU

Eilling Record Mote: |

— Last Circulation

A90119000031798 June Carter 231 1234567
Out 1/22/2001 3:35 PM

Due: 370172001 Patron Master
Checked In: 7/11/2003  2:06 PM 4|

~Second To Last Circulation:

9010620 MNESSA LAING 0 3527339 Pat $Account |

Out: 841172000 12:50 PM

Due: 8/25/00 Patron Master |
Checked In: 841742000 10:28 AM

CIRCLESS5-15i
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Receiving Payment from a Patron in Response to a Bill for a Damaged Item

If a patron is waiting to pay for damages at the time he or she is billed by library staff, return to
the patron’s Patron Account Collections screen (see Circless5-16, below) to post the amount
to be paid for the damaged item and to process the payment.

# Patron Account Collections
6767676767 Dellen, Del
Open Items |closed Ttems |

[Date Billed| Billed [ Received| Wirite Off | Bal. Due| Type [ 1S | Description

KIS i3

Balance: $5.05 Post Hew lem II Select tem Above )| Delete Hem |

Received Credit
Card

Received

Amount to Post: I Cash
Print Receipt | Show Transactions For Item Above | Exit |

CIRCLESS5-16

Write-OFff

With the mouse, highlight the open item in question, then choose the Select Iltem Above button
(refer back to Circless5-16, above, where the DAMAG line item for $5.00 has been highlighted).
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Next, the Changing a LB_PAC Record screen appears (see Circless5-16a, below),

+ Changing a LB_PAC Record
Lib Code: 1 Dpen Clos: 0 Updated: 1
6767676767 Del Dellen

Trans Date: 12/23/2003 Finl Code: [DAMAG 3> | Damages Fee
Trans Type: M Units: [T | % [5.00 | [Price]
Date Out: Tot Billed:|5.00
Date Due: Tot Heceived:l—
Date Checked In: Tot w"_uﬂ:l—
Date Last Motice: Note: |
Total Notices: 0 Balance Due: 5.00

Enter Amount to Post: —| | Beceived
. . _Cash §

- Received
el |I Credit Card
OK Update Record |

Force ltem To | |
Collections LCancel

CIRCLESS5-16a

At this screen, type the amount to be paid in the Enter Amount to Post box — in this case,
$5.00 (refer back to Circless5-16a, above).

Next, select one of the Received buttons, either Cash or Credit Card (refer back to Circless5-
16a, above).

Notice that the $5.00 previously shown next to Balance Due area and in the Enter Amount to
Post box are now gone (see Circless5-16b, below).

# Changing a LB_PAC Record [ ]
Lib Code: 1 Open Clos: 0 Updated: 1
6767676767 Del Dellen

Trans Date: 12/23/2003 Finl Code: [DAMAG | 5> | Damages Fee
Trans Type: M Units: |1 % [5.00 [Price]
Date Dut: Tot Billed:(5.00
Date Due:

Tot Received: (5.00

Date Checked In: Tot W’rl-l:lﬂ:l

Date Last Notice:

1
Total Notices: 0 Balance Due:

Enter Amount to Post: I

Received
edit Card

Write-OFff

Force Item To |
Collections LCancel

CIRCLESS5-16b

Select the OK Update Record button to process the change and update the patron’s accounts
record.
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The system automatically returns to the Patron Account Collections screen for Del Dellen,
and the damages charge is no longer there (see Circless5-16c¢, below).

# Patron Account Collections

6767676767 Dellen, Del

Open Items |Clns_.ed Items |

KN i
Balance: $0.05 Post Hew ltem | Select tem Above I Delete em |

Received Received Credit
Amount to Post: I Cash

Card
Billing Reversal
Print Receipt | Show Transactions For Item Above | ’7 Credit tem | $Refund temn | Exit

CIRCLESS5-16¢

Write-OFff
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Writing Off Charges

The LibNet Circulation system makes it possible for library staff to write off all or a portion of
amounts owed by a patron. An example of a “write-off” situation is when a patron insists that he
or she already returned an item, or when an item such as a book is extremely old and library
staff decide to write off part or all of the book replacement fee.

#+ Patron Account Collections E
6767676767 Dellen, Del

Open Items |l3||:|§ed Items I

he 5
15.00 | REPLA |RP|80: Howl, and other poems f

KN i
Balance: $%15.00 Post Hew ltemn) || select tem Above || Delete tem |

Received : Received Credit
Amount to Posk: Iim Cash Write-Off Card

Print Receipt | Show Transactions For Item Above | Exit |
CIRCLESS5-17

For example, to write off the amount owed for the book, Howl, and Other Poems, highlight this
title on Del Dellen’s Patron Account Collections screen, then choose the Select Item Above
button at the bottom right of the screen (see Circless5-17, above).
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The Changing a LB_PAC Record screen appears (see Circless5-17a, below).

# Changing a LB_PAC Record E
Lib Code: 1 Open Clos: 0 Updated: 1
6767676767 Del Dellen

80218357 Howl, and other poems /

Trans Date: 1272372003 Finl Code: IW LI Item Replacement Cost
Trans Type: M Units: [3 | % [0.00 | [Price)
Date Out: 11/02/2003 Tot Billed:{15.01
Date Due: 111652003 Tot Received: I—
Date Checked In: Tot W’ll-l]ﬂ:l—
Date Last Notice: Note: |
Total Motices: 0 Balance Due: 15.00
Enter Amount to Post: IW ﬁe[t:::i;ed Write-Off | Cﬁ;ﬁ;t‘;ﬂd

OK Update Record

Force Item To | |
Collections LCancel

CIRCLESS5-17a

At this screen, type the amount to be written off into the Enter Amount to Post field (refer back
to Circless5-17a, above) and select the Write-Off key.

The system places the amount into the Tot Writ-Off box or field, and the Write-Off key
disappears from the screen (see Circless5-17b, below).

# Changing a LB_PAC Record [ x|
Lib Code: 1 Open Clos: [ Updated: 1
6767676767 Del Dellen

80218357 Howl, and other poems /

Trans Date: 12/23/2003 Finl Code: [REPLA — >> | Item Replacement Cost
Trans Type: W Units: |3 ® |[I.l]l] [Price]
Date Out: 11/02/2003 Tot Billed{15.00

Date Due: 11/16/2003 Tot Received: I

Date Checked In: I Tot er—l]f[:”hrm I
Date Last Notice: Mote: I

Total Motices: 0 Balance Due:

Enter Amount to Post: ﬁe[t::ei:.ed [?eg_tlaiEedd
asl | redit Car |

DK Update Record

Force Item To | |
Collections Lancel

CIRCLESS5-17b

Select the OK Update Record button (refer back to Circless5-17b, above).
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Because this item was a “Bill for Replacement” and because it was written off, after the OK
Update Record button is selected, the system provides an Exception Message box, asking if
the user wants to deactivate the item (OK) or to leave the item as active in the collection
(Cancel) (see Circless5-17c, below).

T T —T———

Il Exception Message

Remove The Item Record From The Colfaection?
-0OK- To Deactivate As Claims Returned, -Cancel-
To Leave As Active?

oK Lancel |

CIRCLESS5-17¢

NOTE: If the damage to a returned item is extensive, the item should be deactivated.
After selecting OK to deactivate the item as “claimed returned” by the patron, a second
Exception Message screen appears, asking whether staff will check in the item or leave it

checked out to the patron (see Circless5-11e, below).

In the instance of this example, the item is checked in by selecting OK.

Exception Message

Would You Like To Check The ltem In? -OK-To
Check The Item In, -Cancal- To Leave Out To
Patron?

CIRCLESS5-17d
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The system automatically returns to Del Dellen’s Patron Account Collections screen, and the
bill for replacement item is no longer on the screen, having been successfully written off.

#+ Patron Account Collections <]

6767676767 Dellen, Del

Open Items |l3||:|§ed Items |

Date Billed | Billed | Received| Write Off | Bal. Due | Type 1S | Description |

KII 2

Balance: Post Hew ltemn | Select ftern Aboue | Delete item |

Received Credit

Write-Off Card

Received
Amount to Post: I Cash

Print Receipt | Show Transactions For Item Above | Exit |
CIRCLESS5-17e
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NOTE: When a payment is entered into the system, the system automatically applies the total
amount and closes individual items by indicating that they have been paid, starting from the
oldest item to the most recent due. All “closed” items (see Closed tab at the top of the screen
shown in Circless5-17f, below) are saved for future reference or refunds, and can be viewed
under the Closed Items tab at the top of this screen (see Circless5-17f, below).

# Patron Account Collections [ x|

6767676767 Dellen, Del
Open Ite Closed Items | |

Billed

Received| Wit O | Bal. Due

7957 100 best careers far the 21
79571

a01a ers forthe 2°
121232003 10.00 10.00 Fax FaxUsage Fee
121332003 1.08 1.08 COPY Copy Machine Fee
121232003 30.00 30.00 DAMAG Damages Fee
121232003 12.95 12.95 COPY Copy Wachine Fee
121232003 10.00 10.00 DAMAG Damages Fee
121232003 -2.00 REFMD Cash Refund to Patron _I
1213302003 5.95 5.95 REPLA |5k 80218357 Howl, and other poems 7
121232003 5.00 5.00 DAMAG Damages Fee
121232003 146.00 15.00 REPLA |5k | 80218357 Howl, and other poems ¥
1212212003 015 0.15 COPY Copy Machine Fee
117022003 1.35 1.35 COPY Copy Machine Fee
11022003 10.00 10.00 DAMAG Damages Fee
| |

PostNew!tem Select kem Above | Delete kem |

Billing Reversal
Print Receipt | Show Transactions For Item Above | ’7 Credit kem | $Refund temn | Exit

CIRCLESS5-17f

The system also automatically calculates and adds financial transactions, such as overdue
fines, videotape rental fees, item replacement charges, etc. to a patron’s account.

Users also may manually bill patrons for any type of service fees such as photocopying, faxing,
interlibrary loans, etc.

Finally, the system makes it possible for library staff to apply “credit on account” and item
charge refunds to a patron’s account.

NOTE: When a Bill-R item is returned. The “check-in” program automatically writes off the

replacement fee. This insures that a patron will not be billed for an item that he or she already
has returned.
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Other Patron Account Collections and Related Screen Functions

# Patron Account Collections E
6767676767 Dellen, Del
§ Open Items [Closed Items |
Date Billed | Billed | Received| Write Off | Bal. Due | Type 15 | Description
1202452003 2.00 2.00| ODFIM Overdue Fine (Returned)
1202452003 24.00 24.00 | SERY Service Processing Fee
< ol
Balance: %$32.00 Post Hew ltem | Select temn Above I Delete tem |
i Received Credit
Amount to Post: Im— EEE:;;Ed Write-0Off cmzeard =
Print Receipt | Show Transactions For Item Above | Exit |

IRCLESSO-10

To summarize, using the buttons available on the bottom of the Patron Account Collections
screen — Open Items tab (see Circless5-18, above), a user has the capability to:

enter a total pay (or partial pay) amount in the Enter Amount to Post box (refer to
Circless5-18, above); items are processed from oldest to newest

post a new charge (Post New [tem button)

select an item from the list of those with charges on the screen (Select Item Above button)
delete an item from the list of those with charges (Delete Item button)

post an item as received (using one of the two Received buttons — Cash or Credit Card)
post an item as a write-off (Write-Off button)

print a receipt for a patron who has paid on his account and asks for one (Print Receipt
button)

review the history of the item shown on the screen (Show Transactions For ltem Above
button)
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# Pation Account Collections
6767676767 Dellen, Del
Open Items Closed Items
Diate Billed El ed | Recewed| YWrite Off | Bal. Due | Type 1S | Description -
1212 03 15.95 5.95 ]
1272352003 5.00 5.00 SERY |RP|B0197957 100 best careers for the 2°
1272352003 10.00 10.00 Fi Fax Usage Fee
1272352003 1.05 1.05 COPY Copy Machine Fee
1272352003 30.00 30.00 DAMAG Damages Fee
1272372003 12.95 12.95 COPY Copy Machine Fee
1272372003 10.00 10.00 DAMAG Damages Fee
1272372003 2.00 REFMD Cash Refund to Patron _I
1272372003 5.94 5.95 REPLA |SK. 80218357 Howl, and other poems f
1242372003 5.00 5.00 DAMAG Damages Fee
1242372003 15.00 15.00 REPLA |SK|B0218357 Howl, and other poems f
1272272003 014 0.15 COPY Copy Machine Fee
11/0272003 1.35 1.35 COPY Copy Machine Fee
11/0272003 10.00 10.00 DAMAG Darmnages Fee
4 I I 3 I vI
Select hem Above Delete Hemn

Billing Reversal

Print Receipt | Show Transactions For Item Above ’7 Credit tem | $Refund ktem |

Exit |

Using the buttons available on the bottom of the Patron Account Collections screen — Closed
Items tab (see Circless5-18, above), a user has the capabilities to:

» post a new charge (Post New Item button)

» select an item from the list of those with charges on the screen (Select ltem Above button)

= delete an item from the list of those with charges (Delete Iltem button)

= print a receipt for a patron who has paid on his account and asks for one (Print Receipt
button)

* review the history of the item shown on the screen (Show Transactions For Item Above
button)

= credit an item (Credit ltem)

» provide a refund for an item ($Refund Item)
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Final Notes

» If no replacement cost for an item is listed, then a user may enter one. A user may also
override the posted costs and manually raise or lower the fees.

*» The Overdue Notice feature of the system also changes the status of a book to Bill-R after
a certain number of overdue notices have been sent to a patron, depending on the library’s
policy. When this happens, the system automatically posts the fee to the patron’s account
and changes the status of the item in the patron’s accounts. The system also automatically
sends out overdue notices to patrons.

= [f a patron returns a Bill-R item, the replacement cost of that item can be written off from

the patron’s account using the Post as a Write-Off button. The patron may still be
responsible, however, for the service fee for that item.

Lesson 6: Reserving Items

Introduction

It is normal procedure to reserve materials by catalog record. In doing this, all copies of a
cataloged item are tracked by the system, and a patron receives the copy that becomes
available first.

Circulation system users have the ability to select a particular copy of an item for reserve
(Select Single Barcode for Reserve). This is useful for reserving a particular volume in a
series or a particular issue of a magazine. When a particular copy of an item is reserved, only
the selected holdings record is tracked by the system.

The circulation system stores each item’s catalog information in a master catalog record (MARC
record). Copy information is stored in separate holdings records. There is a separate holdings
record for each copy of a particular catalog item. A catalog entry can have an unlimited number
of copies.

Two types of reserve flags are used in the LibNet Circulation system:

= Reserve Status flags
= Reserve Type flags

Both types of flags are described below.

Reserve STATUS Flags

The reserve status flags are:

Blank: Normal status (system is waiting for an item to come in)

N: New reserve, not looked at by staff or the “print new reserves” report yet
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S: A copy of a reserved item is on the Reserve shelf awaiting pickup by the patron

D: Reserve has been deleted and will be removed by the system

Reserve TYPE Flags

The reserve type flags are:

Blank: Local reserve

G: Intralibrary loan request from a member library inside of the shared LibNet system
I: Interlibrary loan request from a library outside of the shared LibNet system

W: Web reserve made via the Internet (IPAC)
Placing an Item on Reserve

NOTE the difference between Union and Local catalog holdings: Before proceeding, it is
necessary to understand the difference between “Union” and “Local” catalog holdings, as
explained below.

Union Catalog: The Union Catalog is comprised of holdings from all libraries that share the
system. With this catalog, a user can select reserves from other libraries. This system
automatically is intra-library loaded.

Local Catalog: The Local Catalog is comprised of a library’s own holdings. A user only can
select reserves from that library.

To place a reserve on an item, start by selecting the Catalog pull-down menu from the main
Circulation menu (Circless6-1, below).

#% LibAMet Circulation ¥Yersion 2.08 Library iz HuGen District Library
Fle Edit |Catalog | Reserves Circulation Security LibControl Window Help

- 2% ) . - ) - -

CIRCLESS6-1
The following pull-down menu appears:

Browse Local Catalog

Browse Union Catalog

Browse Local Catalog -- With Items

Browse Union Catalog -- With ltems
Browse Local Holdings by Call Number
Search Union Holdings by Call Number
Holdings Record by BarCode

Browse Deleted Holdings (by ltem Barcode)
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= Browse Deleted Holdings (by Title)
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From the Catalog pull-down menu, either select Browse Local Catalog or Browse Local
Catalog — With Items.

The Browse Local Holdings screen will appear — either without items on that screen
(Circless6-2, below, left), or with items or “title copies” at the bottom of the screen (Circless6-2a,
below, right).

“3 Browse Local Holdings TSI 3 | <+ Browse Local Holdings HE B
Title |gmhor|l§ﬂmlssn| Title |guthur|5BNf|ssN|
Enter Tille | EmerT\tIe.|
Status| Type]_Description Author Pub. [ ISERIS] =] e S
Owerthe wall i John H. Ritter. Ritter, John H 039923¢ SIMTER-LI
OVER THERE VALIGHAN, ROBERT 1892 | 0-563-2¢ = IMTERLID TILL®
Overcum!ng madderm_sunjers compassionate, Chalker, Rebecca Q060162 1, 2,3 1o the zoo © a counting hoak/ by Eric Carle] Garle, Efic 1987 | 069571164
Overcaming ypertension : Dr. Kenneth H. Coopi Coopar, Kennath H 1690 038541 1 One-year-old ; [counling children one lo ten] / | Bawden, Juliet 1989 | 08050125
PBi| Overdose of death Christle, Agatha 1890-1976 11978 10 Ib. penaty | Diek Francis Francis, Dick 1997 | 03991430
Querload / Halley, Arihur 0385024 CAS | 10Lb_ penalty Francis, Dick 1993 | 07887186:
OVERNIGHT STINE, R L 1989 D'E-M'?f CAS |10 1b. penalty sound recording ! Dick Francis. | Francis, Dick 1997 | 035931434
Overstreet comic book price guide : books from 1 Overstreet, Rohert b 1997 | 0380787 100 best careers for the 215t century f Shelly Fiel Field, Shell 1006 | 00236050
Craven Henkes, Kevin 1893 DBSSHIJ
o < 2o
) 1 C 0 14; _ _
vl at horne § Lobsl, Amold 0064440 Title Capies
Ol roan J Yolen, Jane 1887 | 039921 Class | Status Last Out Due Back Call Mumber
QWL TOOD MARNY MACLEQD, CHARLOTTE 1991 | 0-446-4( 141001996
OWLBERT HARRIS, NICHOLAS 0-8368-C ILL 1172501994 ILL ooo |
4 r|- ILL 7i24i1092 ILL 000
ICC TR L S— 1) =
Haldings List | U (E=ERE0 iar U il Select Single Barcade For Reserve View Reserves for Title Item Detail

Selections For Lacal Reserve

Selections For Local Reserve Complete -
_Select> | Complete - Select select > | Select Patron
Delete > Patron

Delets > | Exit

CIRCLESS6-2 CIRCLESS6-2a

The difference between the standard Browse Local Catalog screen and the Browse Local
Catalog -- With Items screen is that the With Items screen features a box of title copies (items)
associated with the highlighted title shown on the same window (refer back to Circless6-2a,
above, right).

NOTE: Except for the difference noted above, both the Browse Local Catalog and Browse
Local Catalog With Items screens feature the same buttons to be used for reserving items.
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The standard Browse Local Holdings screen, displays holdings or items in a separate window.
To access the Browse Title Copies screen and a list of holdings, highlight a title on the local
holdings list (in this case, it is Owl at Home — refer to Circless6-2, below), then select the
Holdings List button (see Circless6-2, below) at the bottom of the Browse Local Holdings
screen.

#% Browse Local Holdings IIE B

Title |author |1SBN /1SSH |

Enter Title: |

Status| Type| Description Author Pub.| 1581S]«]
COwer the wallf John H. Ritter. Ritter, John H 039523
OVER THERE WALIGHAN, ROBERT 1992 0-553-2¢
Owvercoming bladder disorders : compassionate) Chalker, Rebecca Q060162
Owercoming hypertension : Dr. Kenneth H. Coopl Cooper, Kenneth H 1990 038541¢

FBK| Overdose of death Christie, Agatha 1890-1976 [1978

Overload [ Hailey, Arthur 03as5021
OVERMIGHT STINE, R L 1989| 0-671-7:
Cwerstreet comic book price guide : books fram 1 Overstreet, Robert M 1997 0380787

Owen / Henkes, Kevin 19493 068811£_|

y = 43
Owl at home/ Label, Amold 0064440
Owyl rmoan 7 ‘olen, Jane 1987 | 0395821¢
WL TOO MANY MACLEOD, CHARLOTTE 1991 | 0-446-41
OWLBERT HARRIS, NICHOLAS 0-8368-(

4 » I vI
Holdings List | View Reserves for Title Exit
|

Selections For Local Reserve
&I Complete - Select
Delete > | Patron

CIRCLESS6-2

Once the Holdings List button has been selected, the Browse Title Copies screen with a list
of holdings appears (see Circless6-2c, below).

| # Browse Title Copies E I
OwWl AT HOME 1 BK, 1 CAS5. 524, 52B
LOBEL, ARNOLD ISBN/ISSN: 0-06-444034-6

Local Copies |

J T
200182 y /33

[« | 2]
Select Single Barcode for Reserve
E xit | Help |

CIRCLESS6-2c
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The Select Single Barcode For Reserve buttons on each Browse screen shown below
(Circless6-2c, left and 6-2, right), can be used to select a particular copy of an item for reserve.

| # Browse Title Copies E| #% Browse Local Holdings [_ ] =]
OWL AT HOME 1 BK_1 CASS._52A_52B 5
LOBEL. ARNDLD 15BN/ISSN: 0-065-444034-6 Tiie |author | 15M /15sH |
Local Copies | Enter Tiie: |

Fub. | ISBNASSH «

80105182 X I /01499

1,2, 310 the zoo : a counting book f by Eric Carle) Carle, Eric 1987 | 06981164:
1 One-year-old : [counting children one to ten] /| Bawden, Juliet 1989 | 08050125
0 |b. penalty s Dick Francis. Francizs, Dick 597 | 03981430:
CAS |10 Lb. penalty Francig, Dick 998 | 078087166:
CAS |10 b penalty sound recording / Dick Francis Francis, Dick 897 | 03881434
00 best careers for the 21t century ¥ Shelly Fiel Field, Shell 996 | 002B6053:
il =
Title Copies

Class | Status Last Qut

111041996

Due Back Call Mumber

[ 111251994 ILL 000 |
ILL 7i2451892 | [ILL oo
ILL W ciz6i1994 | [ILL oo =
—
| | I Select Single Barcade For Reserve I View Reserves for Title Htem Detail
Select Single Barcads for Reserve | s || R R scere':“ﬂé:“:n
Exit | Heh | _belete > | Exit
CIRCLESS6-2¢c CIRCLESS6-2

For instance, when the Select Single Barcode for Reserve button is chosen from the Browse
Title Copies screen (Circless6-2¢ above, left), then the following Exception Message appears
Circless6-2d, below).

Exception Message

Note: This will Reserve this Itam Barcode oniy.
All other copies will be Ignored -OK- to Continue
or Cancel To Quit

(1].4 LCancel |

CIRCLESS6-2d

The options presented by the Exception Message is to select OK to reserve the item by
barcode only, then all other copies will be ignored, or to select Cancel.

The ability to reserve a title copy for an item is useful when reserving a particular volume in a

series or a particular issue of a magazine. In doing this, only the selected holdings record is
tracked.
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NOTE: At either one of the Local Holdings screens, a user can select an item for reserve by
author, title, or Dewey Decimal number.

To reserve an item using the Browse Local Holdings screen, select the item that the patron
wishes to reserve by highlighting that choice with the cursor. In this case, the book Herbs,
Health, and Cookery has been selected (see Catless6-3, below).

% Browse Local Holdings

Title |guthur 15BN /158N |

Enter Title: |
Status [ Type] Cescription Author Pub.[ 15BRMUS[ 2]
FBE| Hen's teeth Scott, Manda 1989 | 055357¢

Her mother's daughter : a navel f French, Marilvh 0671630
Her own rules f Barhara Taylor Bradford. Bradford, Barbara Taylar 1996 | 000173
Her Serene Highness Princess Grace of Monacd Hall, Trevor 1982 | 0517402
Her seven hrothers [ Goble, Paudl 19493 UBSQ?H_[
Her staries : African American falktales, fairy tale: Hamiltan, Yirginia 1995 | 0590473
Herbert Hoover : a puhlic life § Burner, David 03594461
HERBIE GOES TO MOMTE CARLD DISHEY WALT 1877

| HERBIE JONES KLIME, SUZY | 1886 0-14-03]

, 04
Hercule Poirot's casehooks Christie, Agatha 1989 | 039915(

Hercule Poirot's early cases s Christie, Agatha 1974 | 039607
Hercules f Robert Burleigh ; illustrated by Raul | Burleiah, Robert 1999 | 015201€
Here and hereafter ; montgomery, Ruth Shick
Here be dragons f Sharon Kay Penman. Penman, Sharon Kay 19593 | 0345382
<| | PIvI
Holdings List | View Reserves for Title Exit

Select > I
Delete = I

Complete - Select
Patron

MSElECﬂDnS FaorLocal Reserve

CIRCLESS6-3
At the bottom of the screen (refer back to Circless6-3, above) is a box titled, Selections For

Local Reserve, a queue for holding items to be reserved. To the left of this box are two
buttons, labeled Select and Delete, which are used to select and delete reserve choices.
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Choose the Select button, and the system places the book that was highlighted into the
Selections for Local Reserve box (see Circless6-4, below).

| “* Browse Local Holdings

Title |author |ISBN r1SSN |

Enter Title: |
Status| Type| Description Authar Pub.| 15BMUS| « |
FBK| Hen's teeth Scott, Manda 1999 | 055347¢

Her mother's daughter : a nowvel French, Marilvn 0671630
Her owvn rules f Barhara Taylor Bradford. Bradford, Barbara Taylor 19496 [ 0060173
Her Serene Highness Princess Grace of Monacd Hall, Trevor 1982 [ 0517402
Her sewen brothers S Gaohle, Paul 1993 | 068971 FJ
Her stories : African American folktales, fairy taled Hamilton, Yirginia 19945 | 0590477
Herbert Hoover : a public life Burner, David 0394461
HERBIE GOES TO MOMTE CARLD DISHEY, WALT 1977
Hercule Paoirot's casehook s Christie, Agatha 1989 | 039914(
Hercule Poirot's early cases | Christie, Anatha 1974 | 039607(
Hercules ! Robert Burleigh ;illustrated by Raul C| Burleinh, Robert 1999 | 015201€
Here and hereatter ; hontgomery, Ruth Shick
Here he dragons ! Sharon Kay Penman. Penman, Sharon kay 19493 [ 03445382

4 I I 3 I vI

Holdings List Yiew Reserves for Title Exit
Selections For Local Reserve
_Select> } I ierms, health, and cookery | Complete - Select ||
EE'EtE:“ gatrun

CIRCLESS6-4

NOTE: The Selections for Local Reserve box can hold an unlimited number of titles. Use the
up and down arrows on the computer keyboard to view a list of titles that is longer than what the
actual reserve window displays.

To continue the item reservation process, select the Complete — Select Patron button to the
right of the Selections For Local Reserve box (refer back to Circles6-4, above).
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The Complete Local Reserve screen will appear (Circless6-5, below).

# Complete Local Reserve

Items Selected For Local Reserve
Herbs. health, and cookery /

Select Patron for Feserve:

Enter Patron BarCode or Name: | )>|

Cancel Reserve After: I

Stalf Note:

Complete
Reserve(s] Lancel

CIRCLESS6-5

At this screen, either type in the patron’s name or barcode in the Enter Patron BarCode or

Name box (see Circless 6-6, below), or select the arrow 531 to the right of the box and scroll
through a list of patron’s names/barcodes until the patron is located in the system. In this case,
the name “Dellen” has been typed into the box (see Circless6-6 below, again).

+ Complete Local Reserve [ %]

Items Selected For Local Reserve
Herbsz, health, and cookeryp /

Select Patron for Reserve:
Enter Patron BarCode or Nanfe: [ dellen

Cancel Reserve After: I

Staff Note:

Complete |
Reservels] Cancel |

CIRCLESS6-6

After patron Dellen’s name is typed into the box, select the Enter or Tab key on the computer

keyboard, or select the arrow button to the right of the box 221 on the screen (refer back to

Circless6-6, above).
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The system will locate this patron’s name, and it appears highlighted on the Browse the
LB_PAT File screen (see Circless6-7, below).

# Browse the LB_PAT File
Patron Name |Pallun Address I Patron Barcode I Patron Location I
b arne: |
026048 DELOGE, LUELLA 5 T22JAMES A82-FATH FRe
3041245 DEMAMSE], Wal ERIE TIEHALL [E161362-4025 | FRe
065287 DEMAREE, REEBEKAH 2029 S0UTH SHORE RD [2311352-4329  |FR
020710 DEMAREE, ROBERT ‘W 1561 ROBIMSOMN RD 352-9902 R4
020702 DEMAREE, VICTORIA L 1561 ROBIMSOM RD 52-3302 R
3039645 DEMERLY, ERISTIE L J96E wallAKER RD g992-2332 JOr
3015367 DEMERS, BETTY T17EWEST g82-4333 BEM
3025307 DEMDRIMOS, PEGGY A 11335 SHORE DR E 352-FR3E R4
065271 DEMISOM, PAT AWD LOUIS 4240 COOPER RD [E1B1382-3133 | LAK
3042441 DEMMIS, JORDAM L 3280 FORRESTER RD [E161352-4000 | BLA
022112 DEMMISOM JR, BRYAMT W 520 SyLVAM 352-4067 Lar
02104 DEMMISON, JOYCE 5 B20 SvLVAN 3827292 LAK
3073206 DEMMISON, EATHERIME CS4 B0 [E161362-6275 | CHh
065352 DEMMISOM, MARCIA 2405 FOREST -CRYSTALIA [2311352-7811 CHY
a0 4481 DEMMISON, MARCIAS B 54 352-4205 R4
9023532 DEMMISOM, MARY B 31 C5a A52-6275 R4
079625 DEMMISOM, MATHAMIEL LS4 [2311382-7811 CHY
3031063 DEMMISOM, PaMELS D 54 352-6275 CR
4 I I » I vI
Select Patron I Add NEW Patron | Yiew / Change Patron Info. |
Exit | Help |

CIRCLESS6-7

Next, confirm the patron’s (Del Farmer Dellen) selection by choosing the Select Patron button
from the bottom of the screen (refer back to Circless6-7, above).
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The Complete Local Reserve screen (also referred to as the “patron reserve form” -- see
Circless6-8, below) appears. Complete the information on this form, such as the Cancel

Reserve After box and any Staff Note(s), then click on the Complete Reserve(s) button at the
bottom of the screen (see Circless6-8, below).

NOTE: The Staff Note box (refer again to Circless6-8, above) is used by staff to enter a note, if
necessary, such as: “When a book is ready, call the patron at the office, not at home.”

7 Complete Local Reserve

Items Selected For Local Reserve
Herbs, health, and cookery /

— Select Patron for Reserve:
Enter Pation BarCode or Name: |6767676767 ﬁl
Del Dellen

b Sixth Street

Traverse City Ml 496860000
231

Cancel Rezerve After: |

Staff Mote:

[Zomplete
Reserve(s] Cancel |

CIRCLESS6-8

An Alert Message! box appears, confirming that the reserve successfully has been completed
(see Circless6-9, below).

Alert Message!

Note: Resarve(s) Complated Succassiuilyi

U Continue |

CIRCLESS6-9
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Alternate Groups Reserve Option

Another reserve option, “alternate” reserve, can be used when a patron wants only one
reserved item out of several possible choices.

Example: A patron wants information from any source about using the Internet. The
library has three titles in its collection about the Internet, but all of them are checked out,
according to the system.

Options: With the regular reserve procedure, library staff could reserve one of the titles
in hopes that this particular title would be returned first, or staff could reserve all three of
the titles, even though the patron only wants one. Using the Complete As Alternates
reserve option can solve this problem.

#+ Complete Local Reserve

Items Selected For Local Reserve
=80110331= DWL AT HOME 1 BK, 1 CASS. 52A, 52B
Furniture treasury : [mostly of American origin] /

Select Patron for Reserve:
Enter Patron BarCode or Name: [6767676767 >2|
Del Dellen

b Sixth Street

Traverse City Ml 496860000
2N

Cancel Reserve After: I

Staff Note:

....... |: Dmplew ........

Reserve(s] Complete Az Alternates

LCancel |

CIRCLESS6-9a

From the Complete Local Reserve screen (Circless6-9a, above), select the Complete as
Alternates button, rather than the Complete Reserve(s) button. This allows the patron to
reserve the entire group of items. Now, when any of the items become available, the system
automatically will take the other two items off of reserve.

This option also helps the patron by reserving the first book that is returned, and helps the
library (needlessly) avoid taking two other items out of circulation.
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Reviewing Reserves

The Reserves pull-down menu at the main Lib/Net Circulation screen (see Circless2-1, below)
features a variety of ways to view reserved items.

## Lib\Met Circulation Verzion 2. 08 Library is NuGen District Library
File Edit Catalog Circulation Security Lib Control Window Help

s L . . - L . . s

CIRCLESS6-1
The options provided by pulling down this menu are:

= Reserves by Holdings Barcode

= Reserves by Title

= Reserves by Selected Patron

= Reserves by Time “New/Hot Reserves”
= Inter-Library Loans

= |LL’s by Selected Patron

= |LL Trigger Report
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Reserves by Holdings Barcode

Select the Reserves by Holdings Barcode entry from the Reserves pull-down menu at the
opening LibNet screen, and the Reserves by Item screen appears (see Circless6-10, below).
Here, a user enters the item barcode in the ltem Barcode box.

#+ Reservez By ltem

[tern BarCode: |

E zit |

CIRCLESS6-10

Reserves by Title

Select the Reserves by Title entry from the Reserves pull-down menu at the opening LibNet
screen, and the Browse Patron Reserves (by Title) screen appears (see Circless6-11, below).

# Browse Patron Reserves Ed

By Title |

Locate Title: |

Patron T| 5|AlkCl

1000 r Hhe L nelly Field.  Bu: Fi q / H i _I
100 things every college frezhman ought to khow . an abridg A30173000031733 Carter June 5
100 vears of American hewspaper comics @ an ilustrated enc A30173000031733 Carter June 5
20 best 1992 cars, vans & bucks /By Calman, David A30113000031 733 Carter June S| 457
29 MISSIMG THE TRUE AMD TRAGIC.. EDMUMND FITZGE 9060310 MILLS MARGE |
30 low-fat meals in 30 minutes / Fave Levy, By Lewy, Fape | A30173000031733 Carter June 5
Abduction By Cook, Robin 1340- 022476 DREY BARBARA 5
Abduction By Cook, Robin 1340- 901 6056 LINTS BUTH 5
All of it test By Hanson, Bob 9023011 ABBOTT SAMDRA |
ALL TIME FAVORITES 0OLD TIME BADIO By 2 CASSETT 9015876 WwALTOM BRUCE I
Armber spyglazz By Pullman, Philip 9030420 WEIMBALIM HARRIET 5
Armber sppglazz By Pullman, Philip 905741 ADAKMS ANME 5
Armber spyaglass By Pullman, Philip 031733 LUEDTKE JACQUELIM 5
Amber zpyglazs By Pullman, Philip 9053736 COLEY DAME 5
4| 2R
Change I Delete |
Exit | Hep |

CIRCLESS6-11
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Reserves by Selected Patron

Select the Reserves by Selected Patron entry from the Reserves pull-down menu at the
opening LibNet screen, and the Show Patron’s Items on Reserve screen appears (see
Circless6-12, below).

# Show Patron's Items on Reserve |

Enter Patron BarCode or Hame: Im

Exit |

CIRCLESS6-12

Type Del Farmer Dellen’s last name into the Enter Patron BarCode or Name box on this

screen, then select the arrow 53 to the right of that box to bring up the Browse the LB_PAT
File screen (refer to 6-12a, below).

#+ Browse the LB_PAT File

Patron Hame IPatmn Address I Patron Barcode I Patron Location I

Marme: I

. Del Farmer t | -
9026048 DELOGE, LUELLA S 722 JAMES 352.7575
9041245 DEMAMNSE], VALERIE 1336 HALL [B1E]252-4025
306925 DEMAREE, REBEKAH 202950UTH SHORE RD [2311352-4325
9020710 DEMAREE, ROBERT ' 1561 ROBIMSOM RD 352-9302
9020702 DEMAREE, VICTORLA L 1561 ROBIMNSOM RD 352-3302
9039645 DEMERLY, KRISTIE L 2966 WwWALLAKER RD 9822332
9015367 DEMERS, BETTY 1176 WEST 882-4333
9029307 DEMDRINOS, PEGGY & 11395 SHORE DR E 352-753E6
9068271 DEMISOM, PAT AND LOUIS 4240 COOPER RD [B1E]1282-9133
904244 DEMMIS, JORDAM L J280 FORRESTER RD [E1E]252-4000
9022112 DEMNMISOM JR, BRYANT W 520 SYLVAN 352-4067
9022104 DEMMISOM, JOYCE S 520 SYLVAN 3527292
9073206 DEMMISOM, KATHERIME CSaBOx 3 [B1E]352-6275
9069352 DEMMISOM, MARCLA 2405 FOREST -CRYSTALLA [2311352-7811
9014431 DEMMISOM, MARCIA B CSa 352-4205
9023532 DEMMISOM, MARY BOX 31 CSA 352-B275
9079625 DEMMISOM, MATHAMIEL CSa [2311352-7811
9031063 DEMMISOM, PAMELA D Csa 352-B275
A4

II Add NEW Palmnl View / Change Patron Info. |

| Exit | _ Help |

CIRCLESS6-12a

Choose the Select Patron button (in this case, Del Farmer Dellen) for the highlighted patron on
this screen (refer back to Circless6-12a, above).
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The Items on Reserve screen showing all of the items on reserve for Del Dellen appears (see
Circless6-12b, below).

# Items on Reserve
6767676767 Dellen, Del
21
6 Sixth Street
Traverse City Ml 496860000
Status T |Matl | Description Alt Ctrl | Reserved
Hammer of Eden : a novel / Ken Follett. /30/03 12:45PM
W Herbs, health, and cookery / /28/03  3:18PM
Mystenes of the ancient world / 6/30/03 12-42PW

Philadelphia experiment / 1/22/03

KIS |

i Edit Reserve : I Delete Rezerve I Exit |
CIRCLESS6-12b

At this screen, a user may edit or delete any of the reserved holdings for Del Dellen by using the
buttons at the bottom of the screen (refer back to Circless6-12b, above).

For example, to change information for the reserved title, Philadelphia Experiment, select that

title with the mouse/cursor, as shown in Circless6-12b, above, then select the Edit Reserve
button.

The Edit Reserve button leads to the Changing a Reserve Record screen (refer to Circless6-
12c, below).

# Changing a Reserve Record B
General |ILL Shipping % Cancellation Noticel
Feserve Type:  Local Statuz: N
Title 7 Author__.._____.
Philadelphia experiment /
Moore, William L

Reserved To Pation....______.

6767676767 Dellen. Del (231)

Reserved: 142272003  1:51 PM Priorty:| 17222003 |]:5] PM Eancel[ln:|

Patron Matification Method
& No

€ Reqg"Land" tail

' Telephoned

¢ Emai

Notified: Note:

Pick Upat [ > |

Show Holdings | DK LCancel Help
CIRCLESS6-12¢c
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7 Items on Reszerve

6767676767 Dellen, Del

231
6 Sixth Street
Traverse City Ml 496860000
Status T |Matl | Description Alt Ctrl | Regerved |
Hammer of Eden : a novel / Ken Follett. /730703 12:45PM
W Herbs, health, and cookery / /28703 3:18PM
Mysteries of the ancient world /

6/30/03 12:42PM
Philadelphia experiment / 1422703

]
o] o |

CIRCLESS6-12b

The Delete Reserve button (refer above to Circless6-12b) leads to the Deleting a Reserve
Record screen (Circless6-12d, below).

# Deleting a Reserve Record E

General |ILL Shipping % Cancellation Notice |

_ Reserve Type:  Local Status: N
Title # Author.________
Philadelphia experiment {

Moore, William L
Reserved To Patron___________ FIagAs
6767676767 Dellen, Del (231) A,
Reserved: 142242003 1:51 PM Frioity: 1/22/2003 | [1:51 PM EanceIDn:l

Patron Motification Method
&+ No

' Req"Land" Mail

" Telephoned

" Email
Matified:

Mote:

Pick UpAt: [ 3 |

Show ﬂuldingsl 0K LCancel | Help |
CIRCLESS6-12d

To delete the reserved item from Del Dellen’s record, simply select the OK key at the bottom of
the screen (refer to Circless6-12d, above).
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The reserve record for Philadelphia Experiment has been removed from the list of items on
reserve for Del Dellen (see Circless6-12e, below).

# Items on Aeserve E

6767676767 Dellen, Del

23
b Sixth Street
Traversze City Ml 496860000
Status T |Matl | Description Alt Ctrl| Reserved |
Hammer of Eden : a novel / Ken Follett. 6/30/03 12:-45PM
W Herbs, health, and cookery / 3728703  3:18PM

Myszteries of the ancient world / 6/30/03 12:42PM

KIS I
Edit Reserve Belets Heserve Exit |
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Reserves by Time “New/Hot Reserves”

When the Reserves by Time “New/Hot Reserves” entry is selected from the Reserves pull-
down menu, the Browse New Reserves screen appears (see Circless6-13, below). Notice that
the newest title showing on this screen is Herbs, health, and cookery (refer to Circless6-13,

below again).

Browsze New Reserves

Reserves Searched: 366
New Reserves By Time of Reserve | Records Retrieved: 1
Date Time Description Author T |S |Patron
3/28/03 | 3:18PM Herbs, health, and cookery [ Loewenfeld, Claire W N 6767676767 Del Fa
[« | i
Show All New Beserves
View | Change | Delete |
Exit

CIRCLESS6-13

Lesson 6 -- Page 134



LibNet Circulation Manual

Interlibrary Loans (ILLs) by Selected Patron

Choose the ILL’s by Selected Patron menu entry from the Reserves pull-down menu at the
opening LibNet screen, and the Show Patron’s Inter-Library Loans screen appears (see
Circless6-15, below).

NOTE: See Chapter 8: Interlibrary Loan (ILL) Processing for a full description of how to use
the interlibrary loan functions in the LibNet Circulation system.

# Show Patron's Inter-Library Loans Ed

Enter Patron BarCode or Hame: | > |

E it |

|' Patron BarCode ar Mame

CIRCLESS6-15

Lesson 6 -- Page 135



LibNet Circulation Manual

Deleting Reserves

The Lib/Net system automatically deletes a reserved item when the patron who reserved the
item checks it out.

However, if a patron reserves an item, then sends a different patron back to the library to check
it out instead of using his or her own library card, the reserve is not deleted because the reserve
“path” leads to the original patron, not the person who is sent to check it out. In such a case,
the system displays a message screen to notify the user that the patron who is checking out the
item is NOT next in line for that reserved item.

A user can override this message, but the way to handle such a situation as described above
(when a patron other than the patron who made the reserve checks out the book for the patron
who reserved the book) is to select one of the search options from the Reserves pull-down
menu (such as Reserves by Holdings Barcode, Reserves by Title, Reserves by Selected
Patron, or “Hot Reserves”) at the main LibNet Circulation menu (see Circless 6-1, below).
Then, manually delete that reserved item.

#% Lib\AMet Circulation Yersion 2 .08 Library iz MuGen District Library
File Edit Catalog W Circulation Security Lib Control Window Help

- : g & 2o : g &

CIRCLESS6-1
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Select the Reserves by Title pull-down menu entry, and the Browse Patron Reserves screen
appears. Type the first word of the title of the item (in this instance, it is “herbs” — see Circless6-
16, below), in the Locate Title box at the top of the screen (see Circless6-16, below).

# Browse Patron Reserves [ x|

By Title |
Locate Title: | herbs]
Llezcnption T| S|l Ch
100 best careers for the 215t century / Shelly Field. By Figld & ACKER MARY X _I
100 things every colleqe freshman ought to know @ an abridg 430713000031 798 Carter June S
100 pears of American newspaper comics : an illuztrated enc 490773000031 798 Carter June S
20 best 1992 cars, vans & trucks £ By Colman, David 4307173000031 738 Carter June S| 457
29 MISSIMG THE TRUE AMD TRAGIC... EDMUND FITZGE[ 050310 MILLS MARGE |
30 low-fat meals in 30 minutes / Fape Lewy, By Lewy, Fape [A30773000031798 Carter June S
Abduction By Cook, Robin 1340- 022476 DREW BARBARA 5
Abduction By Cook, Robin 1340- 016056 LIMTS RUTH 5
Allof it test By Hanson, Bab 023011 ABBOTT SAMDRA |
ALL TIME FAVORITES OLD TIME BADID Bw 2 CASSETT 9015876 WAL TOM BRUCE |
Amber spyglazs By: Pullman, Philip 9030420 WEIMBALM HARRIET S
Amber spyglazs  By: Pullman, Philip 9057431 ADAMS ANME S
Amber spyglass By Pullman, Philip 031733 LUEDTKE JACQUELIM 5
Amber zpyglazz By Pullman, Philip 053786 COLBY DAME 5
4 I 3 I vI
Change I Delete |
Ext | Hep |

CIRCLESS6-16

To process the search, either select the Tab key, or the Enter key on the computer keyboard.

Lesson 6 -- Page 137



LibNet Circulation Manual

Once the Tab or Enter key has been selected, the title of the item (or the closest title to it in the
system) for which the search is being conducted (in this case, Herbs, Health, and Cookery)
appears, highlighted in blue, on the Browse Patron Reserves screen (see Circless6-17,
below).

# Browze Patron Rezerves E2
By Title |

Locate Title: |herbs

nﬂlﬁ
alth. and ! Bu Loewenfeld. Claire 7 Dellen Del
HIGHLAND YELYET Hw DEVERALX, JUDE 901?914 Carter Mike
HOBEBIT By: TOLKIEM, J.R.R. 3040833 JEMMEX DEEBY |
Homeless Bird By “helan, Glaria 02261 MORRIS JULIE
Homeless Bird By “helan, Glaria 3061232 STEVEMS MARIE _I
Homeless Bird By “Whelan, Gloria 9012833 BEIDLER CAROL
Hat springs By Hunter, Stephen 9011383 STODDARD RICHARD
Hat springs  Bw Hunter, Stephen 066373 DILTS PRESTON
Hour before d_l,llluht memones of a rural boyhood / JII‘nI‘ﬂ'r' 019142 SMELTZER HELEM
Hour before daylight : memornies of a rural boyhood /iy 03011713 OLNVER ROBERT
Hour befare daylight : mermaories of a rural boyhood /' Jirrme [ 9012634 FREIE MARY
Hour befare daylight : memaries of a rural boyhood / Jimrme 1 9012261 ORRIS JULIE
HOW LIFE BEGIMNS By WValUGHAN, CHRISTOPHER 3053031 LEE SUSAN |
HOw TO BUILD AND FURMISH & LOG CABIN By HUMT | 9078733 WHITHEY MARE |
4 I » | vl

Delete |

Exit | Hep |

CIRCLESS6-17

To delete this reserve title from the Browse Patron Reserves screen, select the Delete button
at the bottom of the screen (refer back to Circless6-17, above), and the Deleting a LB_RSV
Record screen appears (see Circless6-18, below).

# Deleting a LB_RSY Record [ x|

General |ILL Shipping % Cancellation Maotice I

Feszerve Type:  Local Stauz M
Title 7 Author..._......

Herbs, health, and cookery /

Loewenfeld, Claire

Reserved To Patron._________

6767676767 Dellen. Del (231)

Reserved 372842003  12:50 PM F'riorty:l3!28!2l]l]3 |12:5l] PM Cancel On: {10/10/2003

Fatron Maotification Method

" Reg "Land" Mail
" Telephoned

Motified: Mote:

Pick Up At I 3> I

Show Holdings | oK I Lancel Help
CIRCLESS6-18

Select the OK button (see Circless6-18, above) to manually delete the record, and the system
automatically returns to the Browse Patron Reserves screen, minus this reserve.
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Changing a Reserve Record

To change a reserve record, with the mouse, highlight/select a title on the Browse Patron
Reserves screen (see Circless6-17, below), then select the Enter key on the computer
keyboard, or the Change button at the bottom of the screen (Circless6-17) to go to the reserve
change form (known as the Changing a LB_RSV Record screen -- see Circless 6-19, below),

* Browse Patron Reserves

By Title |

Locate Title:  [herbs

Patron T 5] Al Ctr

i ]

ant
HOEBIT B TOLKIEM, J.R.A. 3040833 JEMMEX DEEEY
Homeless Bird By whelan, Gloria 9012261 MORRIS JULIE

Carter

Homeless Bird By “Whelan, Glona 9061292 STEWVEMS MARIE _I
Homeless Bird By ‘Whelan, Gloria 9012899 EEIDLER CAROL

Hot springs By Hunter, Stephen 9011283 STODDARD RICHARD

Hit zprings By Hunter, Stephen 90EE279 DILTS PRESTON

Hour befare davlight : memories of a rural boyhood / Jimmy 0 9015142 SMELTZER HELEM
Hour before davlight : memaries of a rural boghood / Jiremy 0 9011719 OLIVER ROBERT
Hour before daylight : memaries of a rural boykood / Jimmy 09012634 FPREIE MARY

Hour befare davlight : memaries of a rural boyhood / Jirmy 0 9012261 MORRIS JULIE
HOW LIFE BEGINS By WALGHAN, CHRISTOPHER 2052091 LEE SUSAN

HOW' TO BUILD AMND FURMISH & LOG CABIM By HUMT | 9075783 WHITHEY MARK

3 Bl]
Delete |
Bt | Hep |
CIRCLESS6-17
# Changing a LBE_RSY Record Ea

I General |ILL Shipping % Cancellation Motice I I

Title 7 Author.._..____.
Herbs, health, and cookery /

Loewenfeld, Claire

Feserve Type:  Local Status: M

Reserved To Patron.__....__..

G/B7676767 Dellen, Del (231)

Reserved: 3/28/2003  12:50 PM Priorty:[3/28/2003 | [12:50 PM Cancel O |1I]."1 0/2003

— Patron Matification Method—
" Reg "Land" Mail
" Telephoned

M atified: Note:

Pick Up At: I >3 I
Show Holdings | oK LCancel Help

CIRCLESS6-19
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At this screen, a user can conduct any of the following functions, and make changes using any
of them.

= Update the system to show that a reserved
item is available to be picked up.

= Show where the patron who has reserved
the item can pick it up (see Patron
Notification Method list on left of screen
with circles to be checked for “No”, “Reg
‘Land’ Mail”, and “Telephoned” in Circless6-
19, below).

= Select how the patron will be notified that
the reserve is in (see Pick Up At box with
arrow in Circless6-19, below).

= Change the date and time (see Priority
boxes in middle of form, Circless6-19,
below).

= Change the cancellation date (see Cancel
On box in middle of form, Circless6-19,
below).

= [f aninterlibrary loan, make a shipping or
cancellation notice (see ILL Shipping
Cancellation Notice tab at top of screen,
Circless6-19, below).

=  Show a list of items associated with a title
(see Show Holdings key at the bottom left
of form, Circless6-19, below, which brings
up the Browse Title screen, Circless6-20,
below) — can be used to see if any items will
become available soon.
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+ Changing a LB_RSV Record [ %]

General |ILL Shipping % Cancellation Notice |

_ Reserve Type:  Local Statuz: M

Title / Author__________

Herbs, health, and cookery /
Loewenfeld, Claire

Reserved To Patron. ...

6767676767 Dellen, Del

(231)
Reserved: 372872003  12:50 PM Prinrty'l3f28.’2l]l]3 |12:5l] PH Cancel On: (1041072003

i~ Patron Matification kethod —

" Reg"Land" Mail
£~ Telephoned

Natifigd: Note:

Pick Up At I > I

Show Holdings | ’TI LCancel Help
CIRCLESS6-19

Loewenfeld, Claire

ISBN/ISSN: 0517105659
Local Copies |

EBarcode

Call Number

Exit Help

CIRCLESS6-20

Lesson 1 -- Page 141



LibNet Circulation Manual

Processing Items on Reserve

During the check-in process, items on reserve are flagged by the system. Typically, library staff
set such items aside to process or handle later, such as notifying the patron that a reserve is
ready to be picked up, etc.

To process a stack of reserved items, at the main LibNet Circulation screen (see Circless6-1,
below), select the Reserves pull-down menu, then the Reserves by Holding Barcode entry.

% LibAMet Circulation Yersion 2.08 Library is HuGen District Library
Fle Edit Catalog Circulation Security Lib Control Window Help

x 2% ) . - ) - -

.4

CIRCLESS6-1

The Reserves by Item screen appears (see Circless6-21, below).

# Bezerves By Item

[tem BarCode: |

Exit |

CIRCLESS6-21

Scan the barcode of the reserved item or type it into the Item BarCode box on this screen (see
Circless6-21a, below), then select the Enter key on the computer keyboard.

# Rezervez By Item
1RGSR 1L 1020701700

Exit |

CIRCLESS6-21a
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A list of patrons currently waiting for the item listed appears (see Circless6-21b, below) on the
Reserves For Title screen. In the instance of the screen shown below, the patron who has
reserved the title is Del Dellen and the title reserved is Snake Charmer.

NOTE: If the list features more than one patron, they are listed in order of priority with the
oldest reserve listed first.

# Reserves For Title

Snake Charmer
S Mahurabi

by Prionty Date |

KN o
LChange I Delete |
Exit Help

CIRCLESS6-21b

At this screen, the reserve records for patrons who have reserved the title can be changed or
deleted, using the buttons at the bottom of the screen (refer back to Circless6-21b, above).

To change a record, highlight a record on the list, such as the one shown previously in
Circless6-21b, and select the Change button.
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The Changing a Reserve Record screen appears (see Circless6-21c, below).

il # Changing a Reserve Record

General IILL Shipping % Cancellation Notice |

. INTER-LIBRARY LOAN REQUEST Reserve Type: | ILL Status:
Title / Author__.__.___.

Snake Charmer

S Mahurabi By Specific BarCode: ILL1030701700
Reszerved To Patron..._.__._..
6767676767 Dellen, Del (231)

Reserved 770172003  1:07 PM Pliort_‘,l:l?fl]l /2003 Il:l]? PH Cancel On |

Patron Motification Method
& 18

" Feg"Land" Mail

" Telephoned

= Email
Naotified

Hote:

Pick Up At: | 2 |

oK I Lancel Help

CIRCLESS6-21c

On the left side of this screen is the Patron Notification Method list of four selections:
= No

* Reg. “Land” Mail

= Telephoned

= Emalil

With the mouse, click on the circle next to the selection to indicate whether the patron will be
notified by mail, telephone, or e-mail, or “No” for not at all (see Circless6-21d, below).

NOTE: An “Email” option only appears on the Patron Notification Method list if the patron’s
record has an e-mail entry on it in the e-mail address field. Then, place the cursor in the box to
the right of the words, “Pick Up At,” and a pull-down menu of selections for pickup locations
appears on Browse CODES File screen.

#+ Changing a Reserve Record E

General |ILL Shipping % Cancellation Notice I

. INTER-LIBRARY LOAN REQUEST Reserve Typer 1 ILL Status:
Title / Author..........

Snake Charmer

S Mahurabi By Specific BarCode: ILL1030701700
Reserved To Patron...........
6767676767 Dellen. Del (231)

Reserved: 720142003  1:07 PM F'rinrt_l,l'l 740142003 |1:l]? PH Cancel On: I

Patron Matification Method
 No
" Reg "Land" Mail
' Telephoned
" Email
Motified: 7401 /2003 Note:
I
ght And Sound Department

Pick Up At: |55 PR

oK I LCancel Help

CIRCLESS6-21d
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In the case of this example, the Sight and Sound Department is the pickup location (see
Circless6-21e, below).

[ Browse CODES File =] B3

Code Abrey Code Desc
pa AUl MeTelence b esk

M ain Circuilation D esk,

4 3

Library: 1
o/ select | K Eait |
CIRCLESS6-21e

Click the mouse on the Select button at the bottom of the screen, and the changed interlibrary
loan record for Snake Charmer, reserved by Del Dellen, looks like this (see Circless6-21f,
below).

# Changing a Reserve Record

General IILL Shipping % Cancellation MNotice
INTER-LIBRARY LOAN REQUEST  Reserve Typerl ILL Status:

Title / Author__...____.
Snake Charmer

S Mahurabi By Specific BarCode: ILL1030701700
Reserved To Patron.....__....
6767676767 Dellen. Del (231)
Reserved: 7/01/2003  1:07 PM Frioity:[ 7/01/2003 | [1:07 PM Cancel Dn:l

Patron Motification Method
© Mo
' Reg "Land" Mail
¢ Telephoned
" Ermnail

Notified: 7401 /2003 Note:

Pick Up At: ISS

Sight And Sound Department

oK I LCancel Help

CIRCLESS6-21f

Once this process has been completed for an item, place the item at the proper pick-up location,
and proceed with the rest of the reserved items.
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Checking Reserves Using the Patron Checkout Screen

A patron’s reserves also can be accessed from the Check Out screen. To check the reserves
for a particular patron, select Circulation at the opening LibNet screen (see Circless6-1,
below), select Check Qut from the pull-down menu, and the Browse the LB_PAT File screen
appears (see Circless6-22, below).

#% Lib\Met Circulation Yersion 2.08 Lihraru iz MubGen District Library
File Edit Catalog Reserves Security Lib Control Window Help

s _ 50 _ 5 O _ .
- . . g E . g -

" N A a Y A a N A " o

CIRCLESS6-1

7 Browse the LB_PAT File E2

Patron Name |Patmn Address I Patron Barcode I Patron Location I

Mame; I

Active Phonel

Barcode Fatron Name

Jellen, el Farmer U - 1

DELOGE, LUELLA S 352-7575 FR&
3041245 DEMAMSE], WALERIE 1336 HALL [616]352-4025 FR2
9065287 DEMAREE, REBEKAH 2023 50UTH SHORE RD [231]352-4323 | FR.
3020710 DEMAREE, ROBERT W 1561 ROBIMSOMN RD 352-9302 CRY
3020702 DEMAREE, WICTORIA L 1561 ROBINSOM RD 352-3302 ChRy
3033645 DEMERLY. KRISTIE L 2966 WaLLAKER RD o92-2332 JO
3015967 DEMERS, BETTY T7EWEST 892-4333 BEM
3025307 DEMDRINOS, PEGGY A 11335 SHOREDRE 352-7536 CRY
30658271 DEMISON, PAT AND LOUIS 4240 COOPER RD [E1E1282-9133 | LAK
3042441 DEMMIS, JORDAM L 3280 FORRESTER RD [616]352-4000 BL&
a022112 DENMISOMN JR, BRYAMT W 520 SYLVAN 252-4067 L&
9022104 DEMMISON, JOYCE S 520 SvLvaN 3527232 LAK
3073206 DEMMISOMN, KATHERIMNE CSABOx 31 [B16)352-6275 | CRY
3063352 DEMMISON, MARCIA 2405 FOREST -CRYSTALLA [2311352-7811 CRY
3014481 DEMMISON, MARCIS B C5& 352-4205 ChRYy
9023532 DEMMISOM, MARY BOx 31 C5A 352-6275 CRY
9073625 DEMMISON, MATHAMNIEL C5A [231]352-7811 ChRYy
3031063 DEMMISOMN, PAMELA D LS4 352-6275 CRY
4 I I » I vI

Select Patron I

Add NEW Palmnl ¥iew / Change Patron Info. |

Exit | Help |

CIRCLESS6-22

At this screen, highlight the name of a patron, then choose the Select Patron button from the
bottom of the screen (refer back to Circless6-22, above).
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The PATRON CHECK-OUT screen appears (see Circless6-22a, below).

Regular Patron 7101703 HAS OUT — |
GIGFGTEIRT ADULT 1
Del Dellen
Enter ltem Barcode 6 Sixth Street
[l Traverse City MI 496860000 ol Out |
=l OverDue: 1

Items Checked Out Spl Due | SBal: $25.00

Due Date | R| Status | Description |
110i03 BILL-R B0024730 Aliens from space ;

Renewal -
- In Circ | SAccount | g8 Far Hepll | Not BarCoded | Print |
All Flesergesl Patron Mst | Cancel Bem | Mgy Flen, | Mext Patron | Exit |

CIRCLESS6-22a

At this screen, select the Reserves button (refer back to Circless6-22a, above) to access the
items on reserve for a patron.
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The Items on Reserve screen, which features a list of items reserved for a patron, appears
(see Circless6-21c, below). The reserves shown on this screen are listed in alphabetical order,

by title.
# Items on Reserve [ x]
6767676767 Dellen, Del
231
6 Sixth Street
Traverze [ 96860000
Status T JMatl | Description Alt Cirl | Beserved _l
Hammer of Eden - a novel / Ken Follett. b/30/03 12:45PM |
Aol Herbs, health, and cookery / 3/28/03  3:18PM
Mysteries of the ancient world / 6/30/03 12:-42PM |
Ready-55 |I Snake Charmer 7201403 1:07PM | |
4] I3
Edit Reserve I Delete Reserve | E xit |

CIRCLESS6-21c

The Type or “T” column indicates the type of reserve:

regular (a regular reserve from the library’s local collection)

incoming interlibrary loan (an incoming interlibrary loan item from another library)

union (a union reserve from a member library that shares in the library’s “union” system)
Web (an Internet reserve from the Web catalog)

The Status column on the left of this screen shows Ready (refer back to Circless6-21c, above)
if the patron in question has been notified that the item he or she awaits is on the shelf.

“N” in the Status column indicates that a reserve is new, has not been looked at yet, and that
the patron has not been notified.

Blank status indicates that the item has not been returned or located by the library yet, and the
patron has not been notified.
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Interlibrary Loans

NOTE: This section briefly describes the function of each tab listed below. For a full description
of all of the interlibrary loan functions of the LibNet Circulation system, refer to Chapter 8:
Interlibrary Loan (ILL) Processing.

Interlibrary loans (ILLs) refer to items borrowed from libraries outside of your local library or
outside of a shared system. The ILL function of the LibNet Circulation system allows a user to
(temporarily) enter ILL titles so that they can be checked out to and traced to the requesting
patron.

Select the Inter-Library Loans entry from the Reserves pull-down menu at the opening LibNet
screen, and the Browse Inter-Library Loans screen appears (see Circless6-14, below).

# Browse Inter-Library Loans
OPEN by Title |CLOSED by Title | All by DCLC ILL Number | All by Lending Libraty | By Trigger Date |
Title: |

Desciiption

g ; UE ANE TRAGIC  EBMUND H 27701 | 2/ :
B0 FABULOUS PLACES TO RETIRE IN AMERICS B 7/22/00 | 7/22/00 HEL"
BO0 BEST VACATION HOME PLANS By 8/11/98 3062032 ANC
7 HABITS OF HIGHLY EFFECTIVE FAMILIES By Cl 7/17/98 2032921 HOL
88 KE'YS THE MAKING OF & GTEINwiEY PIAND Bl 5/18/98 9037912 ARk
ABORIGIMAL FAMILY By BTOWNE, ROLLO 773799 | /9799 9012261 MOF
ABOYE TOP SECAET By GOODE 2/73/99 9069107 CRII
ABRAHAM LINCOLN THE MAN BEHIND THE MvTH = | INENDWH Pé
ACCIDENTAL BIOGRAPHY By GRIZZUTI = INENDwH Pé
ADD HYPERACTIVITY HANDBOOK FOR SCHODLS| 12712798 3011040 SN
ADOPTION SEARCHES MADE EASIER By CULLIC = INENDWH P
AFTER THE DEATH OF A CHILD By: FINKBEINER = INENDWH PE
AFTER THE ICE AGE_ By PIELOULE.C. # NENDwN Pé
AGAINST ALL ENEMIES By, HERMAN, RICHARD |10/16/98 9080169 BOw
AGAINST INTERPRETATION By SONTAG, SUSAR 3/13/97 9040965 GILF
IR COMPRESSORS By, = NENDWH Pé
ALCATRAZ By DELGADD = INENDwH Pé
ELL MY PATIENTS ARE UNDER THE BED By CAR 8/14/98 | 8/14/98 3014160 KOF
ALLOF IT_By: HAIEN, JEANETTE 11/09/98 019232 HOL
Al of it test By: Hanzon, Bob 41E/02 9023011 ARB

[ 3 | vI
Inzert | LChange I Delete |
Ext | Hep |

CIRCLESS6-14
On the Browse Inter-Library Loans screen above, a user can choose from several tabs to:

= view interlibrary loan items that are on reserve

= view interlibrary loan items were on reserve

= change information for interlibrary loan records

= add newly reserved interlibrary loan items

= delete previously reserved interlibrary loan items that have been cancelled
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These tabs are:

OPEN by Title

CLOSED by Title

All by OCLC ILL Number
All by Lending Library
By Trigger Date

The OPEN by Title tab is used when the library has not received an item or an item has not

been returned to the lending library (see Circless6-14aa, below).

# Browse Inter-Library Loans

OPEN by Title |CLOSED by Title
Title: |

All by DCLC ILL Number | All by Lending Library | By Trigger Date |

D escription

FABULOUS PLACES TO RETIRE IN AMERICA E 7

Reguested By

Request

Received

CIRCLESS6-14aa

The CLOSED by Title tab is used when an item has been returned to the lending library (see

Circless6-14a, below).

HEL
RO0BEST WACATION HOME PLANS B 8/11./38 9052092 AMC
7 HABITS OF HIGHLY EFFECTIWVE FAMILIES By C| 7/17/98 9032941 HOL
93 KEY'S THE MakiWNG OF & STEIMwAY PlaMO B 8/18/98 9027/ 2 ARk
ABORIGINAL FAMILY By BTOWMNE, ROLLO TN | 7S48 9012261 MOF
ABCWE TOP SECRET By GOODE 2423599 9088107 CRIf
ABRAHAM LINCOLM THE MaN BEHIMD THE kY'TH = UMEMOWN P2
ACCIDEWTAL BIOGRAPHY By GRIZZUTI = UMEMOWN P
ADD HYPERACTITY HAMDEOQK FOR SCHOOLS| 1242/38 011040 SN
ADOPTIOM SEARCHES MADE EASIER By CULLIG = UMEMOWN Pe
AFTER THE DEATH OF A CHILD  Buy: FIMKEEIMER = UMEMOWN Pe
AFTER THE ICE AGE Bw PIELOULE.C. = UMEM DMWY Pe
AGAIMST aLL EMEMIES By HERMAM, RICHARD | 10416432 9020169 BOv
AGAIMST INTERPRETATION By SONTAG, SUSAN 9413437 9040365 GILF
AR COMPRESSORS By = UMEMOWM P2
ALCATRAZ By DELGADO = UMEMOWN P
ALL MY PATIEMTS ARE UMDER THE BED By CAf 841493 | 814438 3014150 KOF
ALLOFIT By HAIEM, JEAMETTE 11/09/33 019233 HOL
All of it test By Hanzon, Bob 4/16/02 3023011 AEE

» | vI
Inzert | LChange I Delete |
Ext | Hep |
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Select the CLOSED by Title tab, and the Browse Inter-Library Loans screen appears with a
list of the closed titles (see Circless6-14a, below). At this screen, a user can insert, change, or
delete a closed title, using the buttons at the bottom of it.

#+ Browse Inter-Library Loans

OPEN by Title] CLOSED by Title | All by OCLE ILL Number | All by Lending Library | By Trigger Date |

Dezcription Reguest | Received Clozed Requested By | AI
i 3OUARTERS By HAMILL, DEMIS 2/10/99 | 8/10/93 | 8M1E6/93 | 5024928 SCH
i) 52 PROGRAMS FOR PRESCHOOLERS By BRIGG) 11/12/98 12/07/98 | 9012261 MOF
1] 9 5TEPS TO FINANCIAL FREEDOM By ORDMAN,| 5/08./98 E/03/98 |9022773 EER
) ABE By SLOTEIM, RICHARD 5/05/00 | 5/05/00 | 5M15/00 | 5061403 WEE
i) 4RI OO0 By SEEGER FETE 12/09/97 | 5011473
0T BUTTOMN CTO GLIDE  Bu: 0 4/ I / e
) 4B0VE THE RIVER By WRIGHT, JAMES 10/14/00 [10/14/00 |10/28/00 | S0E3082
i) ACADEMICYEAR ABROAD 1336-37 By 1/31/98 2/25/38 | 3062153 IR:
1] AC5M FITWESS BOOK. By: 10/31/98 11/16/98 | 5061847 REE
) ACTUAL INMOCEMCE By SCHECK, BARRY 7/05/00 | 7/05/00 | 7/22/00 | 5015561 CL
) ACUPUNCTURE THERAPY B TAN 2/19/98 3/04/33  |9018333 Carb—l
) ADEPT By KURTZ, KATHERIME 11416438 12/01/38 | 9027863 ROE
i) ADWANCED ENGIMNE TECHNOLOGY Bw HEISLER| 3/30./98 4/08/98 | 9062126 P&R
i ADVENTURERS B LONG, \WILLIAM S 11/22/97 | S036864 AN
) ADWVENTURES OF & YERBIVORE By LEDERER, A 6/23/33 7/08/33 | 9027073 ERE
i) ADWVENTURES OF JIMMY SKUMNE. By BIURGESS, | 4/07./39 4/28/33 | 3068073 EL
i) ADVENTURES OF JOHMNY CHUCK. By BURGESS 4/07./99 4/28/33 | 9068073 EL
) ADVENTURES OF PADDY BEAVER By 4/09/99 4/28/93 | 9068073 KEL
) ADVENTURIMG IM SOUTHERM AFRICA By BECH| 1/25/00 | 1/25/00 | 2/01/00 | 3067538 TUE
) AFTER IMAGE By BRANDOM, JAY 5/08/00 | 5/08/00 | 5/22/00 | S01E05E LIM1
}IvI
Inzert | Change I Delete
TR i Help |
CIRCLESS6-14a

To insert a new title, select the Insert key and the Adding a LB_ILL Record screen appears
(see Circless6-14d, below).

# Adding a LB_ILL Record [ %]
Inter Library Loan Record ISpaciaI Request Information |
Title|[
Author: | Price: [ 0.00
System Assigned BarCode: [LLT030701700 Times Renewed:
Checked Out: Due: Last Renewed:
Checked In:
Patran Infor

Enter Patron BarCode or Name:

| >

ILL Ny [ DCLEC Mum: |

Reguested: | 7/01/03
Received: From Lending Library: |
Due Back: Betumed:’C\osed:l Mote: Entering a Shipped date will Close the record.

TRIGGER: [8/15/03 |

’TI Shuw Heserve Becord Belieate Beseive Becond| Lancel Help
CIRCLESS6-14d

At this screen, complete the appropriate information, select the patron by entering a barcode or
name in the Patron Info box, then select the OK button at the bottom of the screen to process
the new record.
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The system automatically adds the record to the database (see Circless6-14e, below).

# Adding a LB_ILL Record

Snake Charmer
5. Mahurabi jo.o0

‘H_

CIRCLESS6-14e
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To change a title, highlight the title, such as About Buttons A Collector’s Guide shown previously
in Circless6-14a. Select the Change button at the bottom of the screen to start the process.
The Changing a LB_ILL Record screen appears (see Circless6-14b, below).

# Changing a LB_ILL Record

Inter Library Laan Recard ISpeciaI Request Information |

L ABDUT BUTTONS: A COLLECTOR'S GUIDE

ﬁulhDI:II]SBI]FINE, PEGGY PliCB:ID_DD
System Assigned BarCode: |1 1990409152 Times Renewed:
Checked Out: 471671999 3:19PM Due: 4430/1999 Last Renewed:

Checkedln: 4/16/1999  3:38PM  Checked-In On: 4/16/99 Iy

No Active Reserve Found!
Fatron Infa:

| 9060203

ILL Num:l QcCLC Ngm:l

Reguested: Im
Received: I— From Lending Librany: | DFL
Due Back: | Beturned/Clozed: [4/16/99 Mote: Entering a Shipped date will Close the recard.
TRIGGER: [
,TI Show Hezerve Record I ReCreate Rezerve Record | LCancel | Help |
CIRCLESS6-14b

At this screen, a user can make changes to the interlibrary loan record, such as the
Returned/Closed date, which has been changed from 4/16/99 to 6/30/03 (see Circless6-14b,

above, then Circless6-14c, below). Simply type in the new date and select the OK button at the
bottom of the screen to process the change.

# Changing a LB_ILL Record I

Inter Library Loan Record ISpec:iaI Fiequest Information |

Title:|ABOUT BUTTONS: A COLLECTOR'S GUIDE

&UlhDIZIUSBURNE, PEGGY PliCEZID_DD
System Aszsigned BarCode: |11 1990409152 Times Renewed:
Checked Out: 441641993 3:19PM Due: 443041999 Last Renewed:

Checked In: 441641999  3:38PM Checked-In On: 4/16/99
No Active Reserve Found!

Patran Info:

| 9060203

ILL Num:l OCLC Ngm:l

Reguested: I4!l]9!99
Received: I— Fijpielainclissgulolbossyi il
Due Back: | Returned/Cloged: | 6/30/03 ote: Entering a Shipped date will Cloge the record.
TRIGGER: |
| OK I Show Heserve Hecord ReCreate Reserve Record LCancel Help
CIRCLESS6-14c
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To delete a record, highlight the title you wish to delete, select the Delete key from the bottom of
the Browse Inter-Library Loans screen (refer to Circless6-14, below), and the record is
deleted from the list and the database.

OPEN by Title |CLOSED by Title | All by DCLC ILL Number | All by Lending Library | By Trigger Date |
Title: |
b Ef {JE ARD . JMUMND B o2A0300 203401 0 | 30E03 3 J
0 FABLILOLIS PLACES T0 RET 7 HEL
500 BEST VACATION HOME PLANS By: B/11/38 062092 ANC
7HABITS OF HIGHLY EFFECTIVE FAMILIES By C{ 7/17/98 S032921  HOL
BEKEYS THE MAKING OF 4 STEINWAY PIANO_E| 8/18/93 3037312 AR
ABURIGINAL FAMILY By BTOWNE, ROLLO 7/31/33 | 7/31/93 012261 MOF
ABOVE TOP SECRET By GODDE 2/23/33 3068107 CAf
ABRAHAM LINCOLN THE MAN BEHIND THE MYTH = LINKNOWN P
ACCIDENTAL BIOGRAPHY By GRIZZUTI = LINKNOWN P2
ADD HYPERACTIITY HANDEDOK FOR SCHOOLS| 12112798 BI040 GAM
ADOPTION SEARCHES MADE EASIER By: CLILLIE = INKNOWN P2
AFTER THE DEATH OF A CHILD By: FINKBEINER, = INKNOWN P2
AFTER THE ICE AGE_By: PIELOU.ELC. = INKNOWN P2
AGAINST ALLENEMIES By HERMAN, RICHARD | 10/16/98 S0E0163  BOw
AGAINST INTERPRETATION By SONTAG, SUISAR 3/13/97 3040955 GILF
AR COMPRESSORS By = [INKNOWN Pé
ALCATRAZ By DELGADD = INKNOWN P2
ALL MY PATIENTS ARE UNDER THE BED By: CAR 8/14/35 | 5/14/98 5014150 KOF
ALL OFIT_By HAIEN, JEANETTE 11/09/38 5019233 HOL
Allof it test By Hangon, Bob 416/02 9023011 ARB
)IvI

Ingert | LChange | Delete |
Exit Help |

CIRCLESS6-14

Lesson 7: Deactivating and Reactivating ltems

Deactivating Items

ltems are deactivated for a variety of reasons discussed in this lesson. A common example of
an item deactivation is one that has been flagged as not being available to patrons for a
particular reason that is identified by a system code.

A useful feature of the LibNet Circulation system related to deactivation is the capability to
generate a report about specific items that have been removed or deactivated from the
collection so that library staff can decide to replace items or remove (i.e., “weed”) them from the
collection.

IMPORTANT NOTE: To deactivate/reactivate items (only) use the LibNet Circulation system.
Items that have been deactivated in the Circulation system remain in the active catalog, but
appear as “inactive”. To delete items and/or titles from the active catalog and place them in
the “deleted catalog”, use the LibNet Catalog Editor (CatEdit) system.

Item weeding is performed using the LibNet CatEdit system, along with the Catalog Editor
User’s Guide module of the LibNet program user documentation series for guidance. For
specific instructions about “general” item weeding, please refer to the LibNet Catalog Editor
(Catedit) User’s Guide
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The reasons for deactivating an item, as listed on the Browse CODES File screen (see
Circless7-0, below) are because it is:

damaged (DAMG)

missing (MISSG)

new edition (NEWED)

out to (hold) (OUT-X)
replacement (REPLP)
skipped/claims returned (SK/CR)
ugly (UGLY)

weeded (WEED)

i Browse CODES File M=l

Code Abrev Code Desc
DAMG Dar

MIS5G Miszing
NEWED Mew Edition

auT-¥ Out to [ Hold |

Librar: 1

 Select X Eait
CIRCLESS7-0

NOTE 1: Codes such as the sample codes listed previously in Circless7-0 are tables that may
be added to your library’s list of codes, too.

NOTE 2: The instructions in this section may be used to deactivate any item from circulation for
any of the above reasons, EXCEPT for when a patron has not returned an item.

When an active item becomes deactivated by the system, it remains stored in the active
catalog and still is displayed along with the active items, but is treated in a special manner
because it is flagged as “inactive”.

When an inactive item becomes reactivated, the “inactive” flag is removed.

Any item that has been checked in may be deleted. A title record can be deleted if no items
remain attached to it. This is where deactivation comes in.

For the purposes of circulation, there are two ways to deactivate items:

= by title
= byitem

This lesson describes how to deactivate items both ways.
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Weeding by Title

At the main LibNet Circulation screen (see Circless7-1a, below), choose the Catalog pull-down
menu.

## Lib\Met Circulation Ye sion 2.08 Library is NuGen District Library

Fe  Edt] Catalog
CIRCLESS7-1a

eserves Circulation Security Lib Control Window Help

From that menu, select:

Browse Local Catalog
or
Browse Union Catalog

NOTE: The following procedure applies to both the Local and Union above Catalog pull-down
menu selections.

In both cases, once a Catalog menu item is selected, the Browse Holdings (either Local or
Union) screen appears (see Circless7-1, below).

#% Browse Local Holdings [ [T x]

Title |author | 15BN 1SS |

Enter Title: |

Status] Type] Description Author Pub [ 18BMUS[« |
Adventures of Captain McCargo / Ratigan, William
Adventures of Don Quixote f Miguel de Cervantes Cervantes Saavedra, Miguel d| 1950 | 014044(

CAS| Adwentures of Huckleberry Finn ; Twvain, Mark
Adventures of Huckleberry Finn [sound recording Twain, Mark 1891
Adventures of King Arthur / Wilkes, Angela 086020¢
Adwentures of Oliver Twist/ by Charles Dickens | Dickens, Charles 1956 | c$4.950
Adventures of Peter Caottontail / Burgess, Tharnton ¥
> A ~lindl

—— e
Adwentures of Sherlock Holmes Dayle, Atthur Canan 1980
ADVENTURES OF SHERLOCK HOLMES DOYLE, SIR ARTHUR COMAN 1987 | 0-89577
Adventures of Sherlock Halmes / Doyle, Arthur Conan 1963
Adwentures of Sherlock Holmes [ Sir Arthur Conal Doyle, Arthur Conan 1967 | 0895772
Adwentures of Taxi Dog J Barracca, Dehira 080370€

4 L3 A4

Holdings List | I\riew Reserues for Title Exit

ﬁsgen = 5 For Local Reserve iR
Delete > M
CIRCLESS7-1 | | |

To deactivate by title, first select the title (or titles) you wish to deactivate by highlighting it with
the cursor (refer back to Circless7-1, above). In the case of Cicless7-1 above, the title is
Adventures of Pinocchio. Next, select the Holdings List button.
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The Browse Title Copies screen appears (see Circless7-2, below). At the bottom of this
screen, select the ltem Record button.

| # Browse Title Copies
Adventures of Pinocchio /
Collodi. Carlo ISBNASSN:

Local Copies I

KNS |
Select Single Barcode for Reserve I
Exit | Help |

CIRCLESS7-2
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The record or item form for Adventures of Pinocchio appears on the Record Will Be Changed
screen (see Circless7-3, below).

# Record Will Be Changed (80012826 ]

E
Item Master Fecod |Statistics Catagolyl MUGEM 031995 E47PM 0
Adventures of Pinocchio §
Collodi, Carlo ISBNASSN:
Barcode: [E0012626 | [ Change BarCode udded To Collectior: 242741991
Item Ela§s:m— 33 |Juvenile
I:Ucaliun.l—LI Pljce.lW
CallNumber[) | [FIC [coLa Cost[0OD |
Hauwdicoui=d: LI

Circulation |nfo:

Last Ot

Last Renewed: Times Renewed

Due date:

Checked In

YTD Circ: O LTD Cirz: 0

Circulation History Trap Message LCancel Help
CIRCLESS7-3

“Deactivate” the item from this screen (refer back to Circless7-3, above) by selecting the
Deactivate> button.
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A Status field appears with an arrow to the right of it (see Circless8-4, below). Click with
the mouse on that arrow, and a list of deactivation codes (a list of reasons for deactivation)
appears (see 7-5, below).

De | Status: I il
CIRCLESS7-4

= Browse CODES File [_ (O] x]
Code &brev Code Desc
| D G Damaged
556 iging
EwED e E dition
OUT-% Out to [Haold ]
REFLP Replacement
SK/CR Skipped / Claims Return

wieeded

4 3
Librane: 1

V/ ielecll >( Exit |
CIRCLESS7-5

Select the WEED (Weeded) -- or any other code/reason pertinent to the situation -- from this list
by highlighting it using the mouse (refer back to Circless7-5, above).

Then, choose the Select button at the bottom of the screen (see Circless7-5 again).
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The item master record or the Record Will Be Changed screen reappears with the Status field
now marked WEED for Weeded (see Circless7-6, below).

# Record Will Be Changed [20012826 ]

ENEZ 5
ER—
[ s
T
—
fweeD | oo
—

CIRCLESS7-6
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Deactivating by Item

At the main LibNet Circulation screen, choose the Catalog pull-down menu. Rather than
selecting Browse Local Catalog or Browse Union Catalog, instead select either:

Browse Local Catalog — With Iltems
or
Browse Union Catalog — With Items

NOTE: The following procedure applies to both of the above-mentioned Catalog pull-down
menu selections.

In both cases, the Browse Holdings (Local or Union) screen will appear, showing items (title
copies) for each title in the box in the center of the screen (see Circless7-6, below).

Select the title of the item you wish to deactivate by highlighting it with the cursor (see Circless7-
6, below). In the case of the example below, the title to be weeded is If Life Is a Bowl! of
Cherries, What Am | Doing In the Pits?.

Next, select the Item Detail button at the bottom right side of this screen (refer again to
Circless7-6, below).

#% Browse Local Holdings

Title |author |15BN /1SSN |

Entar Title: |
Status| Type| Description Author Pub. | 15BMA1SSH «
FBE | If death ever slept Stout, Rex 1992 | 05532364
If ewer | return, pretty Pegay-0 7 hcCrumb, Sharn 0E341910.
If| had long, long hair f Hunt, Angela Ehwell 1988 | 06871 868-_|
IF T HAD WY LIFE TO LIVE OVER AGAIN STAIR, NADINE 1992 | 0-918949-
It ran the circus f Seuss 039484541
It ran the zoo £ Seuss 1877 | 03948008

If | were captain f Floethe Louise Lee

Title Copies
Barcode

80054075

Last Qut

Ri02i2000

Due Back

Call Mumher
817

ADULT 1IN

Select Single Barcode For Reserve View Reserves for Title Item Detail |I
Selections For Local Resere Complete -

Select > | Select Patron

Delete = | Exit

CIRCLESS7-6
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The item record for this title on the Record Will Be Changed screen (see Circless7-7, below)
appears. Select the Deactivates button (Circless7-7, again) and proceed with the deactivation
process, as outlined earlier in this lesson.

# Record Will Be Changed (80054075 ] [ ]

MUGEM 7031935 S48PM 1
Ibern Mazter Recard IStatistics Catagary |

If life is a bowl of cherries, what am | doing in the pits?

Bombeck, Erma ISENASSMN: 0070064512 -
Barcode: [30054075 | [ | Change BaCode Added To Collection: 440971991
Itam Cla§s:[m_ wu | Adult
Location: I—LI Pljce:lT
Call Number [a17 [BOMEE Cost[000
How Acguired: I—LI
D eactivates: |

Circulation Info:

Last Out: 6402/2000 1:20PM

Last Renewed: Times Renewed:
Due date:
Checked In: 6413/2000 12:40P YTD Circ: 3 LTD Circ: 3
Circulation History Trap Message LCancel Help
CIRCLESS7-7
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If a Patron Never Returns an ltem

Once an “overdue” notice is returned by the Post Office and once it is determined that the
patron cannot be contacted any other way, the overdue item should be deactivated using the
process outlined below.

At the main LibNet Circulation screen (Circless7-8, below), select the Catalog pull-down
menu, then select either the Holdings Record by Barcode or Browse Local Catalog -- With
Items.

# LibAMet Chcaicticar¥orsion 2.08 Library is HuGen District Library
File Edit] Catalog Reserves Circulation Security LibControl Window Help

CIRCLESS7-8

In the case of the example presented in this section, Browse Local Catalog — With Items was
selected, so the Browse Local Holdings screen appears (see Circless7-9, below).

Title |guthor|usBN:|55N|
EnterTitIe:|
Status| Type | Description Author Pub. [ 1SBMNASSH «

* INTER-LIBRARY LOAMN, MOM-FICTION * *FILL* |
|
Carle Eric 19
e a[Eguals,

Francig, Dick 1997 | 03991430;

I IE L P
10 1h. penalty f Dick Francis.

CAS |10 Lh. penalty Francis, Dick 1998 | 07887186
CAS |101h. penalty sound recording £ Dick Francis. | Francis, Dick 1997 | 03991434
100 best careers for the 21 stcentury f Shelly Fiel Field, Shelly 1996 | 00286059:
<| | >|v|

Barcode Class | Status Last Out Due Back Call Mumber

QUT | 211772001 3032001 JE

Select Single Barcode For Reserve | View Reserves for Title | Hem Detail
Selections For Local Reserve Complete -

Select = | Select Patron

Delete = | Exit

CIRCLESS7-9

Highlight the overdue item that the patron says he or she returned or with which he or she has
left town. In the case of the example above, in Circless7-9, the title of the item is 1, 2, 3 to the
Zoo: A Counting Book, by Eric Carle. The status of the book is “OUT”, as indicated under the
Title Copies section at the bottom of the screen.

To deactivate this item, select ltem Detail from the bottom right of the screen (refer back to
Circless7-9, above).
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The item record or Record Will Be Changed screen appears (see Circless7-9a, below).

#+ Record Will Be Changed (80241276 ] [ X]

COLLIER  B/22419393  252PM 1
Itern Master Record |Statistics Catagary |

1.2 3tothe zoo : a counting book { by Fric Carle.

Carle, Eric ISENASSM: 0698116453
Barcode: [502472756 | [/ Change BaiCade Added To Collection: 672241999
Itemn Cla§s:m— ﬁl.luvenile Easy Reader
Location: I— ﬁl Price: IW
Call Mumber[JE | | [CaRLE Cost[000 |
How Acguired: I— ﬁl
| Deactivates ||
Circulation Infa:
Out To: 9060997 BUZZELL, JOEL Patron Patron
LastOut 2/17/2001  10:37A 924616 peEc R sy

Last Renewed: Times Fenewed: BeMew ltem |

Due date: 320372001 Frint Renew
Receipt |
Checked In: Saa YTO Circ: 7 LTD Cie: 7

Circulation History | Trap Meszzage | LCancel | Help |
CIRCLESS7-9a

Select the Deactivate> button on this screen to begin the process of deactivation (refer back to

Circless7-9a, above). The Status box with the arrow key next to it appears on this screen
(see Circless7-9b, below). Select the arrow key to view the list of deactivation codes.

# Record Will Be Changed (80241276 |

COLLIER  B/2241993  252PM 1
Itern M aster Recard |Statistics Catagary |

1.2 3tothe zoo : a counting book { by Eric Carle.

Carle, Ernic ISEMASSH: 0698116453
Barcode: [20241276 | [ Change BaCode Added To Collection: /221999
Itern EIa§s:|JE—i|Juvenile Easy Reader
Location: I—il Prjce:lW
Call Humber: [JE | |CARLE Cost: W
Hiow Acguired: I—il
Deaivaier] Status: | 22

Circulation Info:
Out To: 9060997 BUZZELL, JOEL Patron
3652-4616 $Account

Patron
Master

Last Out: 27172001 10:37A

Last Renewed: Times Renewed: BeNew Item |

Due date: 340342001 Print Renew
Receipt |
Chacked In: SEen TD Gic: 7 LTD Cirz: 7

oK | Circulation History | Trap Message | LCancel Help
CIRCLESS7-9b
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The Browse CODES File screen appears with the list of the circulation deactivation codes (see
Circless7-9c, below).

= Browse CODES File [ [O] x]
Code Sbrey Code Desc
DakG D amaged
MISSE Mizsing
HEWED Mew E dition
OUT-# Out ta [Hald |
IHEF'tFI — f
e e
WEED weeded
1| 3
Library: 1

n§/ ﬁelectl ?( Exit |

CIRCLESS7-9c

With the mouse/cursor, highlight the SK/CR or Skipped/Claims Return code, then choose the
Select button at the bottom of the screen (refer back to Circless7-9c, above).

An Exception Message screen (see Circless7-9d, below) appears, asking the question, “If this
deactivation is because patron claims return do you want to check this item in?”

i Exception Message L

If This Deactivation Is Because Fatron Claims
Return Do You Want To Check This Item in?

oK Cancel |

CIRCLESS7-9d

NOTE: The above Exception Message appears only when the previous item was checked out.

Select the OK button to check the item in, or the Cancel button to continue on.
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In the case of the current example, assume that the patron who checked out the item left town
without returning it. So, select the Cancel button and the item record form reappears with the

item’s Status box now marked with SK/CR — Skipped/Claims Return (see Circless7-9e,
below).

# Record Will Be Changed [80241276 ] E

COLLIER  B/22/1993  252PM 1
Itern b aster Record |Statistics Catagory I

1.2 3 tothe zoo : a counting book / by Eric Carle.
Carle, Eric

ISBMASSH: 0698116453

Barcode: ISD241 27E [" Change BarCode &dded To Collection: 622241999
Item CIa§S:|JE 3 |Juvenile Easy Header

I__ocatic-n:l b | F'rjce:|1E.DD

Call Mumber: [ JE | |CARLE Cost: I 0.00
How Acquired: [ |

Status: ISKHEH > |Skipped [/ Claims Return

Circulation Imfo:

Out To: 9060997 BUZZELL. JOEL Patron Patron |
LastOut 2/17/2001  10:37A 3524618 $Account | _ Master
Last Renewed: Times Renewed: BeNew Item |
Due date: 340342001 Print Renew
Checked In: 4|H°°e"’t 1D Circ: 7 LTD Circ: 7

Circulation History | Trap Message | Cancel | Help |
CIRCLESS7-9¢e

Select the OK button at the bottom of the screen (refer back to Circless7-9e, above), and the
item will be deactivated.

From now on, when the record for this item is pulled up, it indicates that the item has been
deactivated (see Circless7-9f, below).

+ Record Will Be Changed (80241276 ]

[ ]
tem Master Resord |Slatis|ics Calagmyl COLLIER  B/22/1333  2:62PM 1
1.2 3tothe zoo : a counting book / by Eric Carle.
Carle, Eric ISBMASSH: 098116453
Barcode: IW I" Change BarCods Added To Collection: 6/22/1999
Item Elags'rﬁ—il.luvenile Easy Reader
Location: ﬁl Frice: |1B i)
Call umber: [JE | [CaRLE Cost [0.00
How Acguired. ﬁl
Status: W ilskipped / Claims Return Deaclivated: 7/08/2003
= Item Currently Inactive! I Refctivate
Ulll‘ ‘1"";2 9060997 BUZZ7FLL, JOEL Patron Patron
LastOut 2/17/2001  10:37A J52-4616 —lsﬁm’“""l o o]
Last Renewed. Times Reneved ReMew Item
Due date: 30342001 Print Renew
Checked In: 4|Re°eim 1D Cire: 7 LTD Cie: 7
Circulation History | Trap Messzage I LCancel Help
CIRCLESS7-9f
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A NOTE About Deactivating Damaged, Missing, and Weeded Items

After an item or items have been deactivated, a user can generate a report to show the items’
circulation records, reserve status, and reasons for deactivation. Before these items are deleted
for good, library staff should use this report to decide whether each item should be reordered or
updated.

So that all reports are accurate, be sure to deactivate items at the ltem Record screen as

described in the previous section, and to select the appropriate deactivation code (damaged,
missing, or weeded) from the list that automatically appears.
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Item Reactivation

If a deactivated item is found at the library, the system’s check-in or check-out functions alert a
clerk about the “inactive” status of such an item, which must be reactivated.

Use the item record, also known as the Record Will Be Changed screen (Circless7-10a,
below), to reactivate the item.

# Record Will Be Changed (80241276 ]

= COLLIER  EB/22/13393  2:52PM 1
Itermn b aster Record |Stat|stlcs Catagory |

1,2, 3to the zoo : a counting book / by Eric Carle.

Carle, Eric ISEN/ASSM: 0698116453
Barcode: [50241276 | I Change BaiCode Added To Collection: 6/22/1999
Item Clags: [E—LIJuvenile Easy Reader
Location: l—ﬁl F'rjce:W
Call Number [JIE | | [CERLE Cost[000 |
How Acguired: l—ﬁl
Status: IW LI Skipped 7 Claims Returmn Deactivatdi #7007 2003

= ltem Currently Inactive! Redctivate |

Circulation Info:
Out To: 9060997 BUZZELL, JOEL Pation Patron
352-4616 $Account Master

Last Out: 271742001 10:37A

Last Renewed: Times Renewed: ReMew ltem |

Due date: 370342001 Print Renew
Receipt |
Checked In: =sah 1D Circ: 7 LTD Girc: 7

Circulation History | Trap Mezzage | LCancel Help
CIRCLESS7-10a

Select the ReActivate button on the right side of the screen (refer back to Circless7-10a,
above).
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An Exception Message appears (see Circless7-10b, below) asking whether the user is certain
that the item should be reactivated. Select OK to continue reactivating the item, or Cancel to
cancel reactivation.

Exception Meszage

Are You Sure Item Should Be Reactivated

CIRCLESS7-10b
In the case of the example above, select OK to continue reactivating the item.

Once the OK button is selected, the item record or Record Will Be Changed screen reappears.
Note that the ReActivate button or option now has vanished from this screen, and that the
Deactivate> button has returned. Also gone is the SK/CR code and the Status box that held
the code (see Circless7-10c, below).

# Record Will Be Changed (80241276 ]

= COLLIER  B/22/1993  252PM 1
Itern Master Record |Statlstlcs Catagory |

1.2 3 to the 7zoo : a counting book / by Eric Carle.
Carle, Eric ISENASSMN: 0698116453

Barcode: |8I3241 276 " Change BarCode Added To Collection: 6/22/1999

Itemn CIa§s:|JE Al.luvenile Easy Reader
Location: | | Price: I 16.00
Call Number: [JE | |CARLE CDSIZID.DD

How Acguired: I LI
Deactivate: |

Cirzulation Infa:
Dut To: 9060997 BUZZELL, JOEL Patron

352-4616 $Account

Patron
Master

Last Out 271772001 10:37A

Last Fetewsd: Times Renswed: ReNew ltem |

Due date: 370372001 Print Renew
Receipt |
Checked I Scen YTD Cire: 7 LTD Cire: 7

oK I Circulation History | Trap Message | LCancel | Help |

CIRCLESS7-10c

Select the OK button at the bottom left side of the screen (refer back to Circless7-10c, above),
and the item now is reactivated in the system.

NOTE: Be sure to select the OK button when reactivating an item because if the OK button is
NOT selected, the item will NOT be reactivated — it will remain inactive.
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An Exception Message asking, “Are you sure item should be reactivated” appears (see
Circless7-10d, below). Select OK at the bottom of the screen, in response to that message.

E xception Mezzage I

Are You Sure ltem Should Be Reactivated

oK Cancel |

CIRCLESS7-10d

The item is now available for circulation again.

Lesson 8: Processing Interlibrary Loans (ILLs)

Introduction
There are two types of interlibrary loans:

1. items borrowed by your library, from other libraries, on behalf of your patrons

2. items borrowed from your library, by other libraries, on behalf of their patrons
Items Borrowed BY Your Library from Another Library
Items borrowed from another library should be entered into the circulation system by title and
author so that they can be checked out to the patron, checked back in, and tracked.
The system generates a unique item number for each interlibrary loan when it is entered and
assigned to the requesting patron. The interlibrary loan system also tracks all pending (open)
and all returned (closed) item
S.

Items Borrowed FROM Your Library
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Items borrowed from your library should be checked out to a special patron account that has
been established for the borrowing library. Such a special interlibrary loan patron account
allows for items to be checked out to that account, checked back in, and tracked by the system.

IMPORTANT NOTE About Duplicating Interlibrary Loan Records: ILL records are entered
on a “one-for-one” basis — one ILL record per request. Titles CAN be duplicated in the ILL
database.

Example: Ten different patrons request the same title for interlibrary loan (this is a rare
situation, but will work for the purposes of this example), so ten records are created —
one separate record for each patron. However, although there are ten individual
records, the same title and author are entered (duplicated) on each record. Now, the
browse list shows ten records with the same title and author, but each record has a
different patron’s name associated with it.

NOTE: The system automatically records the date that the patron checks the item out, and the
day the item is checked back into the library.
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Processing a Patron’s Interlibrary Loan (ILL) Request

When a patron requests an item from another library through your library, such a request must
be processed in the Circulation system.

To do this, first access the Reserves menu at the main LibNet Circulation screen (see
Circless8-1a, below).

% | ib\Met Circulation Yerzion 2.11 Library iz Nulien District Library

File Edit Catalog Circulation Lib Control Window Help

- . : s . : s . : s

CIRCLESSS-1a
The list of items on the Reserves pull-down menu are:

Reserves by Holdings Barcode
Reserves by Title

Reserves by Selected Patron

Reserves by Time “New \Hot Reserves”
Inter-Library Loans

ILL’s by Selected Patron

ILL Trigger Report

From this menu, choose ILL’s by Selected Patron.

The Browse Inter-Library Loans screen appears (see Circless8-2b, below).

OPEN by Title |CLOSED by Title | All by OCLC ILL Number | All by Lending Library | By Trigger Date |
Title: |
Cloged N
QPEN 712200 | 7422000 9052481 HEL
([Z=YM 500 BEST VACATION HOME PLANS By B/11/98 9062032 ANC
(=70 7 HAEITS OF HIGHLY EFFECTIVE FAMILIES By C| 7/17/38 9032921 HOL
([0 55 KEYS THE MAKING OF & STEINWAY PIAND B 6/16/38 S037912 ARk
([Z00 ABORIGINAL FAMILY By BTOWNE, ROLLO 7/31/93 | 7/31/99 SMZ261 MOF
(370 AECVE TOF SECRET By GOODE 2173193 8062107 CRIF
([0 AEFAHAM LINCOLN THE MAN BEHIND THE MYTH = NKHOWH P2
(g7 ACCIDENTAL BIDGRAPHY By: GRIZZUTI = NKHOWH P2
(/2= ADD HYPERACTIVITY HANDEOOK. FOR SCHOOLS| 12/12/98 9011040 SAN
(g7 ADOPTION SEARCHES MADE EASIER By: CULLIG = NKNOWN P2
([Z=YM AFTEF THE DEATH OF A CHILD By FINKBEINER = INKNOWN P2
(=70 AFTEF THE ICE AGE By PIELOUE.C. = UNKNOWH P2
I AGAINST ALLENEMIES By HERMAN, FICHARD | 1016/98 SOBO0163_ BOv
10 AGAINST INTERFRETATION By SONTAG, SUISAK 9/13/37 S040965 _ GILF
(3200 AR COMPRESSORS By = NKMOWH FE
(g1 ALCATRAZ By DELGADD = NKHOWH P2
([0 ALL MY PATIENTS ARE UNDER THE BED By CAK 6/14/98 | 5/14/98 G450 KOF
I ALL OF 1T By HAIEM, JEANETTE 11/09/98 9019233 HOL
(I Al of it test_By: Hanson, Bab 4/16/02 9023011 ABE
L 2l

Inzert I LChange I Delete I

Exit | Hep |

CIRCLESS8-2b

Select the Insert button from the bottom of this screen (refer back to Circless8-2b, above).
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The Adding a LB_ILL Record screen appears (see Circless8-3c, below).

#+ Adding a LB_ILL Record B I

Inter Library Loan Record |Special Fiequest Infarmation I

Tille:"
Author: | Price: | 0.00
System Assigned BarCode: |LL1031031702 Times Renewed:
Checked Out: Diue: Last Renewed:
Checked In:
Patron Info:

Enter Patron BarCode or Name:

I 2|

ILL Murm; I OCLC Ngm:l
Reguested: I 10431703
Received: I From Lending Library:|

Diue Back: I Returned/Clozed I Mate: Entering a Shipped date will Close the record.

TRIGGER: [12/15/03 I
oK I Show Heserve Hecord | Helreate Heserve Hecord | LCancel | Help |
CIRCLESS8-3c

Use the interlibrary loan request form to complete the following information on the Adding a
LB_ILL Record (ILL patron form — see Circless8-4d, below):

Title: Great Gatsby
Author: Fitzgerald
Patron’s Name: Dellen

Inter Library Loan Record |Special Fequest Information |

Ti“‘?il Great Gatsbhy

Author: I Fitzgerald Price: I 0.00
Syztem Azzigned BarCode: [LL1031031703 Times Renewed:

Checked Out: Due: Lazt Renewed:

Checked In:
Patron Info:

Enter Patron BarCode or Hame: D el

[6767676767 22 6 Sixth Street

23 Traverse City Ml 496860000
ILL Num:l OCLC Ngm:l
Requested: | 10/31/03

Received: I From Lending Librany: |
Due Back: I Betumed.-"[:losed:l Mote: Entering a Shipped date will Close the record.

TRIGGER: [12/15/03 |
oK I Show Heserve Hecord | Helreate Heserve Hecord | LCancel | Help |
CIRCLESSS8-4d

The system automatically creates a reserve record that can be used to notify the patron when
the item becomes available to be picked up.
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Once the Requested ILL Book Arrives from Another Library. . .

Locate the seven-digit ILL number and enter it in the ILL Num box (see Circless8-5d, below).

# Changing a LB_ILL Record I

Inter Library Loan Record |Special Fequest Infarmation |

L |6ireat Gatsby

Author: [Fitzgerald

Price: | 0.00
Spstem Assigned BarCode: |LL1031031705% Times Renewed:
Checked Out: Due: Lazt Renewed:
Checked In:
Active Reservel Pick Up Not Indicated!
Patrat |tfi:
Del Dellen
6767676767 G Sixth Street
21 Traverse City M| 496860000
[CHum] i2as67 __JoclChum[
Requested: | 10/31/03

Received: I Fram Lending Library: |
Due Back: I Eeturnedx’EIosed:l

Mote: Entering a Shipped date will Cloze the recard.
TRIGGER: |12J’15}'l]3 I

oK I Show Reserve Record I
CIRCLESSS8-5e

Belreate Bezerve Becord | Cancel | Help |

Enter the date the book arrived at the library — in this case, The Great Gatsby on November 2,
2003 -- and the name of the library that sent it (see Circless8-6f, below).

# Changing a LB_ILL Record

Inter Library Loan Recaord I Special Reguest Information |

Title:| Great Gatshy

Author: | Fitzgerald

Price: | 0.00

System Assigned BarCode: [LL1031031 705 Times Renewed:

Checked Out:

Dhue: Last Renewed:
Checked In:
Active Reservel Pick Up Not Indicated!
Patran Infa:
Del Dellen
|6767676767 B Sixth Street
i | Traverze City Ml 496860000

ILL Mum: 1234567 OCLC Ngm:l

Reguested: I 10/31/03
| Received [11/2/03 From Lending Library: [T

Mate: Entering a Shipped date will Cloge the record.

Due Back: | Eetumed#tlosed:l

TRIGGER: [12/15/03 I

Show Reserve Record | Helireate Heserve Becord
CIRCLESS8-6f

LCancel Help
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NOTE: At this time, enter other pieces of information, such as the OCLC number, the ISBN
(place in the comment box on the lower right side of the form), or anything else you wish to
recall later on about this request.

Be sure to send a pickup notice to the patron, instructions for which are outlined below.

Sending an ILL Pickup Notice

To notify a patron that his or her interlibrary loan item has been sent and is ready to be picked
up at your library, take the following steps.

At the Changing a LB_ILL Record screen, select the Show Reserve Record button at the
bottom of the screen (see Circless8-6f, below).

# Changing a LB_ILL Record

Inter Library Loan Record ISpeciaI Fequest Infarmation |

Ti“e]Eleal Gatsby

Author: I Fitzgerald Price: I 0.00
Syztem Azzigned BarCode: [LL 1031031706 Times Renewed:
Checked Out: Due: Last Renewed:
Checked Im:
Active Reserve! Pick Up Mot Indicated!
Patrati Infa:
Del Dellen
|6767676767 6 Sixth Street
21 Traverze City Ml 496860000
ILL Muri: 1234567 OcLc Ngm:l
Requested: | 10431403

Received: [11/2/03 Frarm Lending Library: | TC

Diue Back: I ﬁetumedftlosed:l Maote: Entering a Shipped date will Cloze the record.
TRIGEER: [12/15/03 |

I Show Reszerve Record |I HEelreate Hezerve Hecord LCancel Help
CIRCLESS8-6f
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The Changing a Reserve Record screen with the patron’s reserve record appears (see
Circless8-7g, below).

# Changing a Reserve Record

General |ILL - Auto Check-Out - Cancellation Noticel

: INTER-LIBRARY LOAN REQUEST Reserve Type: 1 ILL Status:
Title / Author.._._____.

Great Gatsby
Fitzgerald By Specific BarCode: ILL1031031705

Reserved To Patron.__........
6767676767 Dellen, Del (231)

Reserved: 1042142003 2:57 PH F‘riorty:|1l]}'31 /2003 | 2:57 PM Cancel On: I

Patron Motification Method

" Reg "Land" Mai
" Telephoned

Motified: Maote:

Pick Up At: | |

0K I LCancel Help

CIRCLESSS-7g

At this screen, first indicate where the item will be available for pick-up, by selecting the arrow

=20 key to the right of the Pick Up At box (refer back to Circless8-7g, above). The Browse
CODES file with three options for pick-up appears (see Circless8-8h, below):

=  Adult Reference Desk
= Main Circulation Desk
= Sight And Sound Department

nnnnn CNNEE Fila

ML M a0 Lirculahion Les]
55 Sight And Sound D epartment

Xow |
CIRCLESSS8-8h

For the purposes of the example above (Circless8-8h), the AR or Adult Reference Desk has
been selected as the place to pick up the item.

Next, select the Exit button at the bottom of the Browse CODES File screen (refer back to
Circless8-8h, above).
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The system returns to the Changing a Reserve Record screen (see Circless8-9i, below).

# Changing a Reserve Record [ ]

General |ILL - Auto Check-Out - Cancellation Noticel
INTER-LIBRARY LOAN REQUEST Reserve Type: | ILL Status:

Title # Author__________
Great Gatsby

Fitzgerald By Specific BarCode: ILL1031031705
Reserved To Patron...._....__
6767676767 Dellen, Del (231)
Resarved 103152003 2657 PW F'riort_l,l:|1l].~'31 72003 |2:5? PH Cancel Dn:l

Patron Motification Method

Muotified: Mote:

Pick Up At: |MD *» |Main Circulation Desk

(1] 4 I Cancel Help

CIRCLESS8-9i

Now, it’s time to notify the patron, Del Dellen, that his interlibrary loan item is at the library. To
do this, use the mouse to make a selection from the list under Patron Notification Method on
the Changing Reserve Record screen (refer back to Circless8-9i, above). The choices are No
for not notified yet; Reg “Land” Mail for U.S. Postal Service mail; Telephoned for calling the
patron directly; and E-Mail for sending a notification sent via e-mail to a patron via the Internet
(this option does not appear in the case of the example on Circless8-9i, above, because the
patron either does not have access to e-mail or did not provide an e-mail address for his
account).

In the instance of Del Dellen above (Circless8-9i), Reg “Land” Mail has been selected. Once

the notification method has been selected, choose the OK button at the bottom of the screen,
and the notification method will be recorded in the system.
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In the case of the example shown in Circless8-150, below, the Due Back date box contains the
date that the lending library has set as its own due date. The lending library establishes this
date when the item is received by the lending library from the other (“interloaning”) library. The
system automatically assigns a patron due date (see Checked Out in Circless8-150, below),

during check-out.

# Changing a LB_ILL Record

Inter Library Loan Record |Special Fiequest [nformation |

Tille:l Great Gatshy

Author: [Fitzgerald Price: I 0.0
e e eanen Caone LT 031031 703 Times Renawed:
Checked Out: Diuer Last Renewed:
Lhecked [n:
Active Reserve! Pick Up Not Indicated!
— Patron Info:
Del Dellen
|6767676767 6 Sixth Street
21 Traverse City M1 496860000
ILL Num:l OCLC Ngm:l
Requested: | 10/31/03

Received: [11/02/03 Fram Lending Lihrar_l,l:'
Due Back: |12!1 Hlla Eeturned!Closed:l Mate: Entering a Shipped date will Cloze the recard.

TRIGEER: [12/15/03 I

DK I Show Reserve Record | Helireate Heserve Hecord Cancel Help

CIRCLESS8-150
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From the Changing a Reserve Record screen (Circless8-10j, below), an interlibrary loan
reserve also may be cancelled. In this case, the system automatically sends a notice to the
patron stating that the item that was reserved is being cancelled (for instance, because it cannot
be located or it cannot be removed from the lending library, etc.).

INTER-LIBRARY LOAN REQUEST Reserve Type: 1 ILL Status: S

Title # Author___..__...
Great Gatsbhy
Fitzgerald By Specific BarCode: ILL1031031705

Reserved To Patron..____._...

6767676767 Dellen. Del (231)

Reserved 1043172003 2:57 PM F'riorty:|1l]f31 /72003 |2:5? PH Cancel Dn:l

Patron Matification Method

= Telephoned

Motified: Note:

Pick Up At: IMD > |Main Circulation Desk

oK I LCancel Help

CIRCLESS8-10j

To cancel an ILL reserve, first select the tab at the top of the screen, labeled ILL — Auto Check-
out — Cancellation Notice (refer back to Circless8-10j, above).

The Changing a Reserve Record screen appears with a view of the Ill - Auto Check-Out -
Cancellation Notice tab (see Circless8-11k, below).

# Changing a Reserve Record

General ILL - Auto Check-Out - Cancellation Maotice |

Reserve Cancellation Notification
l Lancel Heason Lode: || 2>||
Updated: | 10431403 257 PM

Item: 8030410 Tt 29163

1] 4 I LCancel Help

CIRCLESSS8-11k

At this screen, access the Cancel Reason Code by clicking the mouse on the arrow - to

the right of that box (refer back to Circless8-11k, above).
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The Browse CODES File screen for canceling a reserve appears (see Circless8-12l, below).

= Browse CODES File =1
ap Ot Of Print
aTH Other Reason [Custarn]
« | 3
Library: 1
| Select K et |

CIRCLESSS8-12l

From the list of cancellation codes, select/highlight a reason with the mouse, then select the
Select button at the bottom of the screen to return to the ILL — Auto Check-Out — Cancellation
Notice screen (see Circless8-13m, below). In the case of the example below, the Cancel
Reason Code appears as “CL” for Cannot Locate.

# Changing a Reserve Record [ X]

General ILL - Auto Check-Out - Cancellation Motice |

Beserve Cancellation Notification
Cancel Beason Code: |EL 531 Cannot Locate

10431403 257 PM
Iterm: 8030410 TH: 29163

ok I LCancel Help

Updated: 1

CIRCLESS8-13m
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The Changing a LB_ILL Record screen, featuring Del Dellen’s ILL record, reappears with a
notice that says, “Queued To Print Next Run,” meaning that the message of Del Dellen’s ILL

request cancellation will be distributed during the next run of messages to other libraries (see
Circless8-14n, below).

# Changing a LB_ILL Record I

Inter Library Laan Record |Special FRiequest Information I

Title[Great Gatsby

Author: | Fitzgerald

Price: W
System Aszigned BarCode: [LL 1031031705 Times R enewed:
Checked Out: Ciue: Last Renewed:
Checked Ir:
MNotice Queued To Print Next Run!
Fatron |nfo:

Del Dellen

I 6767676767 6 Sixth Street

231 Traverze City Ml 496860000

ILL Mum: 1234567 OCLC Ngm:l
Requested: |1 0/31/03

Received: [11/02/03 | From Lending Library: [ TC

Due Back: | Retumed/Closed: |

Mote: Entering a Shipped date will Close the record.
TRIGGER: [12/15/03

CIRCLESS8-14n

Belreate Beserve Becord Lancel Help
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Checking In Returned ILL Items

Before an interlibrary loaned item goes back to the library that “owns” it (lender), it must first be
checked in to the “lendee” library (the library that actually lent it to the patron, not the library that
“interloaned” the item to the lending library), using the regular check-in program and
procedures.

NOTE: Interlibrary loans are checked in using the original, “system-generated” item number.
This removes the interlibrary loan from the patron’s account. The item must then be sent back
to the “original” loaning library.

With this in mind, assume that Del Dellen has returned an interlibrary loan item, The Great
Gatsby, and it must be returned to the loaning library. How does staff check it in?

At the Changing a LB_ILL Record screen (see Circless8-16p, below), in the Returned/Closed
box near the bottom of the screen, enter the date the item is scheduled to be sent back to the
loaning library. Then, select the OK button at the bottom, left side of this screen.

# Changing a LB_ILL Record [ |
Irter Library Loan Record |Special Request Information |
Title:l Great Gatshy
Author: | Fitzgerald Frice: | 0.00
System Aszighed BarCode: |LL1031031703 Times Renewed:
Checked Out: Drue: Last Renewed:
Checked In:
Notice Queued To Print Next Run!
Patron Info:
Del Dellen
|6767676767 B Sixth Street
231 Traverze City M1 4936860000
ILL Num:l QOcLC Ngm:l
Reguested: I 10731703
Received: [11/02/703 Fram Lending Libran: [TC
DueBack: [12/14703 Betuned/Clozed: (12720 Mate: Entering a Shipped date will Close the record.
TRIGGER: [12/15/03 I
oK I Show Reserve Record | Helireate Heserve Hecord LCancel Help

CIRCLESS8-16p
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An Exception Message asking whether the user would like to clear the patron’s information
from the ILL record appears (see Circless8-17q, below).

Exception Messzage

This ILL Record Is Baing Closed. Would You
Like To Clear The Patron info. From The Record?

OK LCancel |

CIRCLESS8-17¢

Either select OK to clear the record, or select Cancel to maintain the record information (refer
back to Circless8-17q, above).

As soon as a return-date is recorded for an item in the Returned/Closed box (refer back to

Circless8-16p, above), the system removes it from the “open” list, and places it on the Closed
Interlibrary Loan list.
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Special Note About Trigger Reports

The TRIGGER box or field at the bottom left side of an item’s record (Changing a LB_ILL
Record screen — see Circless8-18r, below) can be used to “trigger” a report when an item
should be reviewed on a specific date. This is a “tickler” date set by the system, which defaults
to exactly one month from the “requested” date.

In the example of Circless8-18r, below, the requested date is July 1, 2003, so the trigger date is
August 1, 2003.

# Changing a LB_ILL Record

Inter Library Loan Recard |Special Request Information I

TilIE=3| Snake Charmer

Author: |S Mahurabi Price: I 0.00
Syztem Azsigned BarCode: [LL1030701 700 Times Renewed:
Checked Out: Due: Last Renewed:
Checked In:
Awaiting Pick Up By: Del Dellen
Patron Irfa:
Del Dellen
|6767676767 6 Sixth Street
23 Traverse Citp Ml 496860000
ILL Num:l OCcLC Ngm:l
Feguested: I 7701703

Feceived: I From Lending Librar_l,J:|
Diue Back: I Eetumed!Closed:l Mote: Entering a Shipped date will Cloze the record.

TRIGGER: [8/01/03 |

Show Reserve Record | Felreate Beserve Record Cancel Help
CIRCLESS8-18r
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Processing Requests from Other Libraries for Materials from Your Library

Before outgoing interlibrary loans can be processed, be sure that there is an ILL classification in
the Patron Classification code file in the LibNet setup program. The codes screen is
accessed from the Setup menu under Patron Classification.

First, it is necessary to create a patron record for each library to which items are loaned.

To establish such an account:

1. add a new patron record
2. enter the library’s name and address on it

Select the Circulation pull-down menu at the opening LibNet screen (see Circless8-11, below).

## Lib\Met Circulation Yersion 2.09 Likrzarei= MuCan District Library

File Edit Catalog Reserves Lib Control Window Help

Select Browse Active Patrons from the Circulation pull-down menu, and the Browse the
LB_PAT File screen appears (see Circless8-12, below).

CIRCLESSS8-11

# Browse the LB_PAT File

Patron Name |Palmn Address I Patron Barcode | Patron Location I

Name: [

ELF

5041385 “LIBRARY DISPLAYS “ UWENOWHN ADDRESS = [B16]0 -

9055476 “LIBRARY PROGRARMS 630 Main St [616]352-4671
9024530 *REPAIR* CIRC DESK BOX * Unknown P | F
3020108 *RESERYE SHELF* 20108 RESERVES * Unknown P | F
9020090 *UMREGISTERED, PATROMN® CIRC DES * Unknown P | F

0E2E10 ABBETT, JOHM P 551 CORMING AVE 35272
90247000060051 |ABBETT, ROSEMARY L 551 CORMING /27214
9024068 ABBEY, SUZANNE 500 MAIN S /2713

023011 ABBOTT, SAMDRA C RT 1 BOx 261 8324267
90247000060085 |ABEL, CHERYL K 136 THOMAS 3526143
9070814 ABRAITIS, SaUL 1399ELM [231]352-6138
9036609 ACAMS, SAM HA 518 KENT HILLS = Unknown P
9036039 ACKER, MARY B 536 E CRYSTAL DOWNS D 35629575
a054719 ACKER, MAT 1280 TAQLUAKA RD. [E16]0 -
KI|

| View / Change Patron Info. I
Patronz $Account | Ezit | Help |

CIRCLESS8-12

Select the Add NEW Patron key from this screen (refer back to Circless8-12, above).
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The patron record form (the Adding a LB_PAT Record screen) appears (see Circless8-13,
below).

#+ Adding a LB_PAT Record E
General |Agdless I Classification A Statistics | Trap Mezzage I;Balance By Library I Patron Barcodes I
Barcode: | ¥ Assign New Barcode Regular Patron
Patron Status—|
Last Name: | 3 " active ¢ ToBe Deleted
First Name: I— First Registered: 71042003 atLib; 1
: |?.u"| 0/2003 <5 et at |
Middle Name: I— Last Renewed: efllate
In Care of Mame: | <F3 #Due;
Aclive
Address:
Traverse City Ml 496840000
231 000-0000
Gender
’7(‘ Female © Male & Unknown Pirt: I
[rate of Birth: I Social Security: IDDD-DD-DDDD
Driver License: | .
Praduce Card Mailer
Patron Locatian: ITE <F3 ﬁl ’V s = No 9ER747E I‘I_

$Account | LCancel |

CIRCLESS8-13

Use this form to complete the appropriate information for the library requesting the item (see
Circless8-14, below).

# Adding a LB_PAT Record E
General |Agdless I Claszsification % Statisti Illap M g I 3$Bal By Library I Patron Barcodes I
Barcode: | V| Assign Mew Barcode Regular Patron
Patron Status—‘
(Y EVER | rytoven Public Librar <F3 ® Active € ToBe Delsted
First Mame: First Registered: FA0/2003 atlib: 1
Middle Name: Last Renewed: |?£1 0/2003 <SetDate |
It Care of Name: | <F3 $Due:
Active
Address:
Traverse City Ml 496840000
231 000-0000
Gender
’7(‘ Female " Male & Unknown Bin: I
Date of Birth: | Social Security: IDDD-DD-DDDD
Driver Licanse: | )
Produce Card Mailer
Patron Location: [T <F3 33| Cives Mo | aggpazs 1
$Account | oK LCancel |
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Then, select the Classification\Statistics tab at the top of the patron record (Adding a
LB_PAT Record screen, see Circless8-15, below) to change the classification.

# Adding a LB_PAT Record

General |Agdres I Classification } Statistics II[rap Meszzage I;Balance By Library I Patron Barcodes I

Barcode: ] IV Aszian Mew Barcade Begular Patron
Patron Status
Last Name:  [“nytown Public Library <F3  Active O ToBe Deleted
Eirst Mame: | Firzt Registered: 70,2003 atLib: 1
Middle Mame: I Last Renewed: I?ﬂ 0/2003 <SetDate |
InCare of Name: | <F3 $Due:
Active
Address:

Traverse City M1 496840000
231 000-D00D0

Gender
’7'.“ Female © Male % Unknown Pir: I
D ate of Birth: I Social Security; 000-00-0000

Driver License: |

Patron Location: ITI: <F3 33|
$Account | Cancel |

Froduce Card Mailer
IV " Yes = No 9E37ATE I-I_

CIRCLESS8-15

The Classification\Statistics tab opens the “folder” or page which has the classification
information for that record on it (see Circless8-16, below).

The system defaults to the REG (regular) classification code, but rather than use this

classification, for interlibrary loan library records it is necessary to use the ILL (interlibrary loan)
classification code.
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Change the code from REG (see Circless8-16, below) to ILL (see Circless8-23, below) by
selecting the Change button near the bottom, center of this screen (refer back to Circless8-16,

below).

#+ Adding a LB_PAT Record

General |Agdless Classification \ Statistics |1lap Message I $Balance By Library | Pation Barcodes |

K| |
| Changs | |
$Account | OK I LCancel
CIRCLESSS8-16
# Changing a LB_PMO Record

Patron Library Clagzification |

Patron Clazs: I I!! il Inter Library Loan A

[tz YT [tz LTD:

Lazt Check Out:
[ Fine Exempt MHum Bad Ckeck In:

MHurn Billed Replacement:

Owerdues and Collections ; .

& Not Exempt Murn Billed Damages:

" 0D Motice Exempt MHum Claim Retum:

" Collection &gency E <empt

(8 0D and Collections EHEITIDl 1242402 12:37 PM
CIRCLESS8-23
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The Changing a LB_PMO Record screen appears (see Circless8-17, below). At this screen,

>

select the arrow button labeled Regular Patron to the right of the Patron Class field
(refer again to Circless8-17, below).

# Changing a LB_PM0O Record

Patron Library Classification |

Fatron Class: I HEE il Regular Patron

Itz YTD: Itrns: LTDx:

Lazt Check. Out:
[ Fine Exempt Murn Bad Ckeck |r:

MHumn Billed Feplacement:

Owerdues and Collections
= Mot Exempt
0D Notice Exempt Murn Clairn Freturn:

MHurn Billed Damages:

¢~ Collection &gency Exempt
. 00 and Collections EHEITIDL‘ 1242402 12:37 PM

Cancel |

CIRCLESS8-17

A list of all of the patron classifications in the system appears on the Browse Patron
Classifications screen (see Circless8-19, below).

The patron classifications are:

= CHILD - Child Patron

= DEL - Patron to be Deleted

= |LL — Inter Library Loan Account

= REG - Regular Patron

= STAFF — Library Staff

=  XACCT — Special Handling Account

# Browse Patron Classifications |
Patron Classifications |
Lib | Clazz | Desc Renew | Allow
1| EHILD| Child Patron a
1|DEL | Patron to be Deleted a N
| 1| STAFF Library Staff 12 | %
1| #ACCT Special Handling Account 12 M
KI i

Exit | Hep |

CIRCLESS8-19
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With the mouse, highlight the ILL or Inter Library Loan Account code, then choose the Select
button at the bottom left of the screen (refer back to Circless8-20, below).

# Browse Patron Classifications

Patron Clazzifications |

Lib) Class | Desc Renew | Allow |
1[CHILD| Child Patran i
0 =
1/REG | Heqgular Patron 12 1Y
1[STAFF Library Staff 12 [ Y
1 [#ACCT Special Handling Account 12 M
[« | i
Select I

Ext | Hep |

CIRCLESS8-20
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The Changing a LB_PMO Record screen reappears (see Circless9-21, below). At this screen,
select the OK button at the bottom of the screen.

# Changing a LB_PMO Record E
Patran Library Claszifization |
Patron Class: IILL #5%| Inter Library Loan A
Itz T D Itz LTD:
Last Check Out:
" Fine Exempt Murn Bad Ckeck In:
Mum Billed Replacement:
Overdues and Collections ; .
@ Nat Exempt Mum Billed D amages:
0D Moatice Exempt Mum Clairn Beturn:
" Collection Agency Exempt
" 0D and Collections Exempt 12/24/02 12:97 PM

LCancel |

CIRCLESS9-21

The Adding a LB_PAT Record screen reappears with the new ILL code on it (see Circless9-
22, below).

#+ Adding a LB_PAT Record

General I hddress Classification A Statistics |Trap Message IjBaIance By Library | Pation Barcodes |

] | "
LChange |
$Account Lancel |
CIRCLESS9-22

To continue completing the patron record, select the General tab at the top of this screen again
(refer back to Circless9-22, above).

Once the library that wishes to borrow items has been established in the system as a patron,
check out the items it has requested, then mail the books to that library.

NOTE: Circulation rules apply to a check-out, and are based on whatever codes have been
established in the system for the ILL patron classification.

When the items are returned, simply check them back in.
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Printer (Epson LQ570+) Setup Procedure for Printing
Overdue Notices

Place box of overdue notice mailer forms directly behind printer.

Open cover to expose tractor feed mechanism and place leading form face-down between both
sides of opened tractor feeds.

Lock both sides of the form on to the tractor pin feed clips.

Flip up the lever that locks the tractor rods and slide the entire form with tractors all the way to
the right, as you face the front of the printer.

Lock the tractors on the rod with the locking levers.

On the left side of the printer inside the front cover, move the “number of copies” lever to
“multiple copy” thickness.

Press the “load” button to automatically position the forms to print on the first line.
Notices are now ready to select and print.
When printing the overdue notices is completed, reload the printer with regular paper, slide the

forms and tractors all the way to the left, and change the “number of copies” lever back to
“single copy” thickness.
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