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Common Tasks 

Discharging Bookdrop Wizard  

The Checkin Bookdrop Items wizard is used to discharge items left in the bookdrop or when the library is 
closed. You can use this wizard to check in multiple items left in the bookdrop and backdate their date of 
discharge.  

1. Click Circulation Module Common Tasks group wizard.  
2. Click the Discharging Bookdrop wizard.  
3. Under Enter Date of Discharge, in the Date box, (The current date will default), or use 

the Calendar gadget to select a check in date.  
4. Under Identify Item, scan the item ID in the Item ID box. The bookdrop item will display 

in the List of Discharges.  
5. Repeat steps 3 and 4 for each item you want to check in from the bookdrop.  

After checking in items from the bookdrop, select one of the following options:  

 Clear Discharge List to clear the list of bookdrop items.  
 Close to close this wizard.  

Ephemeral Checkout Wizard 	

The Ephemeral Checkout wizard is used to check out impermanent materials to a library user. Libraries 
may have items that they want to circulate, but do not want to track for overdue notices or billing 
purposes. Impermanent materials can include items such as donated paperbacks and pamphlets.  

This wizard checks out a number of copies to an item ID you created for a type of impermanent materials.  

The Ephemeral Checkout wizard checks an item out and then immediately discharges it. The wizard 
repeats the charge and discharge sequence for every item presented for checkout. In the previous example, 
the Ephemeral Checkout wizard would repeat the charge and discharge sequence for all seven paperback 
romance novels in one transaction.  

Checkout transactions are recorded for statistical reports and checkout data, but they are not used for 
generating late notices or bills. If you display an item’s record, checkouts done with the Ephemeral 
Checkout wizard do not display in the list of current checkouts, but they are counted in the total number of 
charges for the item.  

A common use of ephemeral is for computer / wireless internet usage. 

To check out impermanent materials  

1. Click the Circulation Module Common Tasks group wizard.  
2. Click the Ephemeral Checkout wizard.  
3. In the User ID box, scan the user’s ID or use the User Search helper to locate the user. If 

you type the user ID, click Get User Information to display the user record. You may also 
use the Current user button to access the last user displayed.  

4. In the Item ID box, scan the item’s ID, or use the Item Search helper.  
5. In the # Copies box, type the number of items.  
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6. Click Check Out Item to User, or press Enter.  
7. Repeat steps 4 through 6 for all items presented for checkout.  

As items are checked out, they are added to the List of Checkouts. The total number of 
items checked out displays.  

To continue, click one of the following options.  

 Check Out to New User to check out materials to another user.  
 Close to exit this wizard.  

Checkout Wizard 	

The Checkout wizard is used to check out items to a library user. This wizard displays on the Circulation, 
Academic Reserves, and Outreach Services toolbars.  

1. Click the Circulation Module Common Tasks group wizard 
2. Click the Checkout wizard.  
3. Do one of the following.  

o In the User ID box, scan the user’s ID.  
o If the Current button is available, click the button to select the last user record that 

was displayed, modified, or added.  
o Type the user ID in the User ID box, and click Get User Information.  
o Use the User Search helper to search for the user. If a list displays, select the user 

you want, and then click Check Out to User.  
4. In the Item ID box, scan the item ID or barcode.  
5. If Cache Item IDs is selected in behavior properties, you can scan multiple item IDs in this 

box. Click Check Out Item to User to send all item IDs for checkout.  
6. In the List of Checkouts heading, the number of items checked out displays. Under List of 

Checkouts, the item’s title and item ID, date due, and item type display. If the item that is 
charged results in a charge fee, the bill amount also displays. If the user has a patron credit 
account, and the wizard is configured to pay bills automatically with funds from the credit 
account, the amount paid from the credit account displays. Click the item ID glossary to 
view detailed information about the item.  

7. Repeat step 3 (or 4) until all items are checked out.  

After you have checked out items to the patron, select one of the following options:  

 Check Out to New User to checkout items to a new user.  
 Close to quit the wizard.  
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Discharging Wizard 

The Discharging wizard is used to check in items returned to the library by the user.  

To check in items  

1. Click the Circulation Module Common Tasks group wizard 
2. Click the Discharging wizard.  
3. In the Item ID box, scan the item’s ID. Notice that the item displays in the List of 

Discharges.  
4. Click Discharge Item to discharge the item you scanned.  
5. Repeat steps 2 and 3 until all items are discharged.  

After discharging items, select one of the following options:  

 Clear Discharge List to clear the discharge list.  
 Close to exit the wizard.  

Fine Free Discharge Wizard 	

The Fine Free Discharge wizard, also called the No Fault or Clear Charge wizard, allows you to check in 
items for which you do not want to collect fines, such as if your library has a designated fine free day.  

When overdue items are discharged with this wizard, fines and suspensions are not assessed to the user. 
The wizard performs all other discharge functions (such as transits, check for holds, and update item 
records) that the existing discharge wizards do except for assessing fines and suspensions.  

To check in overdue items without assessing fines or suspensions  

1. Click the Circulation Module Common Tasks group wizard 
2. Click the Fine Free Discharge wizard.  
3. In the Item ID box, scan the item’s ID.  

The item displays in the List of Discharges list.  

4. Click Discharge Item to discharge the item you scanned.  
5. Repeat steps 2 and 3 until all items are discharged.  

After discharging the items, select one of the following options:  

 Clear Discharge List to clear the discharge list.  
 Close to exit the wizard.  
 Cancel to close the wizard without completing the transaction.  

Renew User Wizard 	

The Renew User wizard is used to renew a single item or all items for a user. The wizard can record the 
renewals as”seen” renewals or as ”unseen” renewals.  
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 A ”seen” renewal means the item is physically present for the renewal.  
 An ”unseen” renewal means the item is not physically present, such as when items are 

renewed by telephone.  

 

The Renew User wizard differs from the Renew Item wizard in that the Renew User wizard 
displays a list of all items that are eligible for renewal for the user, and can renew multiple 
items at once.  

To renew items for a user  

1. Click the Circulation Module Common Tasks group wizard. 
2. Click the Renew User wizard.  
3. Do one of the following.  

o In the User ID box, scan the user ID.  
o If the User Search Helper is set in wizard properties to display as the first step of 

the wizard, search for the user. The helper will automatically fill in the User ID box 
with the ID you select.  

o Click the User Search helper, and search for the user.  
o Type the user ID in the User ID box, and click Get User Information.  
o If the Current button is available, click the button to select the last user that was 

displayed, modified, or added.  

When the user record is located, under Current User Checkouts, the total number of items 
eligible for renewal will displays for the selected user. The Renew check box, Seen check 
box, title, item ID, date due, Reserve Desk (if applicable), item status, and item type 
display for each item in the list of items eligible for renewal.  

4. Do one of the following.  
o To renew all eligible items as ”unseen” renewals, select the Select All check box.  
o To renew all eligible items and record the renewals as ”seen” renewals, select the 

Select All check box and the Select All Seen check box.  
o To renew only selected items as an ”unseen” renewal, select the Renew check box 

next to the item or items you want to renew.  
o To renew only selected items and record the renewal as a ”seen” renewal, select the 

Renew check box and the Seen check box next to the items or items you want to 
renew.  

5. Click Renew Selected Items.  

The number of items renewed and the number of items not renewed display. Renewed 
items display in the Item(s) Renewed list. Items that were not renewed display in the Not 
Renewed list.  

After you have renewed this user’s charges, click one the following options.  

 Renew for This User continues to renew items for the currently-selected user.  
 Renew for Another User renews charges for another user.  
 Close exits this wizard.  
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Renew Item Wizard 	

The Renew Item wizard is used to renew a single checked out item.  

 

The Renew Item wizard focuses on a single item rather than all items associated with a user, and 
allows quick scanning of the item’s barcode. Although similar to the Renew User wizard, you can 
use this wizard when the user comes into the library with the item to be renewed. The Renew Item 
wizard renews items that are physically presented at the Circulation Desk.  

To renew a single item  

1. Click the Circulation Module Common Tasks group wizard. 
2. Click the Renew Item wizard.  
3. If you want the renewal to be recorded as a ”seen” renewal (item is physically present for 

the renewal), select the Mark Item as Seen check box, if it is not already selected.  
4. Do one of the following.  

o In the Item ID box, scan the item’s barcode.  
o Type the item ID in the Item ID box, and click Renew Item.  
o Use the Item Search helper to search for the item. If a list displays, select the item 

you want, and then click Renew This Item.  
o If the Current button is available, click the button to select the last item record that 

was displayed, modified, or added.  

The item is renewed and added to the Item(s) Renewed list. The insertion point 
automatically returns to the Item ID field so you can renew another item.  

For each renewed item, the title, user name, and new due date display. If a renewal fee is 
generated, the amount billed displays for the renewed item.  

If the user has a patron credit account, and the wizard is configured to pay bills 
automatically with funds from the credit account, the amount paid from the credit account 
displays.  

5. If the Review Items Before Renewing wizard property is selected, the Renew This Item? 
dialog box opens. Do one of the following.  

o Click Renew This Item to continue the renewal process.  
o Click Do Not Renew to close this dialog.  

6. If applicable, give the user a receipt for the renewed item or items.  

After you have renewed the item, select one of the following options:  

 Clear Renew List to clear the renew list.  
 Close to quit the wizard.  
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Billing a User Wizard 	

The Bill a User wizard is used to issue a bill to a user. Patrons can accrue bills for library services or 
overdue items. Bills can be created automatically if defined in the user configuration library policies or 
created manually. The Bill a User wizard guides you through the process of issuing a bill to a user.  

To create a bill  

1. Click the Circulation Module Common Tasks group wizard. 
2. Click the Bill a User wizard.  
3. Do one of the following:  

o In the User ID box, scan the user’s ID.  
o Type the user ID in the User ID box, and click Get User Information.  
o If the Current button is available, click the button to select the last user record that 

was displayed, modified, or added.  
o Use the User Search helper to locate the user record. If a list of users displays, 

select the user you want, and click Bill User.  
4. Under Enter Item & Bill Information:  

o In the Reason for Bill list, select a bill reason specified by your library’s Bill 
Reason policies.  

o In the Amount box, type an amount (for example, $1.75 or $.50).  
o In the Item ID box, scan the item ID if the bill is associated with an item.  
o In the Payment Type list, select the payment type, if needed. The items in the 

Payment Type list are based on the Payment Type policies defined by your library.  
5. Click Pay Now to pay the bill in full now, or click Bill User to pay the bill later.  

At the end of this transaction, select one of these options:  

 Bill Another User to continue.  
 Close to exit this wizard.  

Pay Bill Wizard 	

The Pay Bill wizard is used to accept payments for a user’s current bills. You can apply payments for each 
individual bill or for the total amount owed, beginning with the oldest bill first.  

To pay bills  

1. Click the Circulation Module Common Tasks group wizard. 
2. Click the Pay Bill wizard.  
3. Do one of the following.  

o If the User Search Helper is set in properties to display as the first step of the 
wizard, search for the user. The helper will automatically fill in the User ID box 
with the ID you select using this helper.  

o In the User ID box, scan the user ID. I  
o Type the user ID in the User ID box, and click Get User Information.  
o If the Current button is available, click the button to select the last user record that 

was displayed, modified, or added.  

Information about the user and bill(s) displays. Under Total Bills and Payments, the total 
number of bills and total amount owed displays. Under Individual Bills and Payments, 
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each bill displays on a separate line. Click glossary links for more information about the 
bills.  

4. Do one of the following set of steps, depending on whether you are applying a payment to 
the total amount owed, or to an individual bill.  

o If you are applying payment to the total amount owed, do the following.  
o Under Total Bills and Payments, type the payment amount in the Payment box 

(for example, 1.75, $1.75, .50, or $.50).  
o In the Payment Type list, select the payment type.  
o Click Pay Bills.  

Payment information displays in the Payment column. When the payment is 
applied to the total bill, bills are paid in chronological order, from the oldest bill to 
the most recent.  

o If you are applying payments to an individual bill, do the following.  
o Under Individual Bills and Payment, select the bill to be paid.  
o Click the Payment Type field on the selected bill, then select the payment type.  
o Select the Payment field, and type the payment amount (for example, 5.00).  
o Click Pay Bills.  

Payment information displays in the Payment column.  

After making a payment, click one of the following options.  

 Pay More Bills to continue making additional payments for this user.  
 Make Payments for Another User to accept payments from another user.  
 Close to quit the wizard.  

Check Item Status Wizard 	

The Check Item Status wizard is used to display the current status of an item. This wizard is especially 
useful if you find an item and want to know where it should be shelved or if it should be put in transit.  

To use the Check Item Status wizard  

1. Click the Circulation Module Common Tasks group wizard. 
2. Click the Check Item Status wizard.  
3. If the Item Search Helper is set in properties to display as the first step of the wizard, 

search for the item. The helper will automatically fill in the Item ID box with the ID you 
select using this helper. See the helper topic for more information.  

4. Scan the item ID. The Current Status of Item window displays with information about 
the item, proposed action, and status.  

After you have viewed the status of this item, select one of the following options.  

 Check Another Item to continue checking the status of other items.  
 Close to exit the wizard.  
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Library Calendar Wizard 	

The Library Calendar wizard can be used by library staff members to display and modify the closed 
days/dates for their individual library. Staff members will only have access to the calendar for their 
library. The wizard displays the calendar for the library linked to the user’s login.  

To modify your library’s calendar, do the following.  

1. Click the Library Calendar wizard. The current calendar settings for your library appear.  
2. In the Closed Dates box, click the gadget to select dates the library is closed. No due date 

ever falls on a day the library is closed. If a due date would normally fall on a closed day it 
is moved forward to the first open day. Up to 64 closed dates may be selected. Ranges of 
dates, such as December 24-25, may be used as one closed date.  

3. Under Closed Days, select check boxes for the days of the week your library is closed. 
Each day of the week, Sunday through Saturday, can be selected as Closed. No due date 
ever falls on a day of the week that the library is closed. If a due date would normally fall 
on a closed day, it is moved forward to the first open day.  

4. Click Save. Library calendar changes made in this wizard will update the corresponding 
Library policy.  
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Users 

User Registration Wizard  

The New User Registration wizard is used to register a new user for your library.  

To register a new user  

1. Click the Circulation Module / Users group of wizards.  
2. Click the User Registration wizard.  

The Identify New User window displays.  

3. In the User ID box, scan the user’s ID.  
4. In the Profile Name list, select the user profile you want.  
5. Click OK.  

The User Registration window displays.  

6. Click each tab in the User Registration window, add information about a user, and specify 
the type of user access the user is to have. For more information on the fields used in the 
User Registration tabs, go to User Information Tabs.  

7. Click Check Duplicate User – If duplicates are found, a list of users displays in the hit list.  
This is your opportunity to ensure that the same user is not registering twice for a library 
card.  There may be situations where 2 people have the same name, alter the registers name 
with a middle initial or use a proper name, for example: Mike – Michael  

8. When the new record is created, the following message displays.  

User name is registered  

After a new user is registered, select one of the following options:  

 Register Another User to register another user.  
 Make More Changes to make more changes to this user registration.  
 Clone/Copy This User to New User to create a new user based on the user you just 

created.  
 Close to exit the wizard.  

 

 

 



 

   12

 

 

Display User Wizard  

The Display User wizard is used to display an existing user record.  

To display a user record  

1. Click the Circulation Module / Users group of wizards. 
2. Click the Display User wizard.  
3. Identify the user.  

The User Search helper is set in properties to display as the first step of the wizard. The 
helper will automatically fill in the User ID box with the ID you selected using this helper.  

If a duplicate ID is found (perhaps because an ID used previously for a user has been 
assigned to a different user), then the system prompts you to select the user record you 
want.  

4. You may navigate through all of the tabs contained in the User Profile. 

The following helpers are available for use in the wizard.  

o Pay Bills Helper  
o Modify User Helper  
o Display Credit Account Transaction History Helper  
o Print User Helper  

Modify User Wizard  

The Modify User wizard is used to change an existing user record.  

To modify a user record  

1. Click the Circulation Module / Users group of wizards. 
2. Click the Modify User wizard.  
3. Do one of the following.  

o The User Search Helper is set in properties to display as the first step of the wizard, 
search for the user. The helper will automatically fill in the User ID box with the 
ID you select using this helper.  

o In the User ID box, scan the user’s ID.  
o If the Current button is available, click the button to select the last user record that 

was displayed, modified, or added.  
o Type the user ID in the User ID box, and click Get User Information.  
o Use the User Search helper to search for the user. If a list displays, select the user 

you want, and then click Modify User.  
4. Click any of the following tabs as needed to make changes to the existing user record. The 

tabs that display are determined by property settings.  
o Basic Info Tab: Users  
o Privilege Tab  
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o Demographics Tab  
o Addresses Tab  
o Extended Information Tab  
o User Groups Tab  

5. After modifying user information, click Modify User.  

A dialog box displays indicating that the record has been updated.  

After modifying this user, select one of the following options:  

 Make More Changes to make more changes to this user record.  
 Close to exit this wizard.  

 

Confirm Address Wizard 	

The Confirm Address wizard is used to confirm or update a user address while checking out an item.  

1. Click Circulation Module / Users group of wizards.  
2. Click the Confirm Address wizard.  
3. In the User ID box, scan the user ID, or click Current to select the most recently displayed 

user record.  

o Use the User Search helper to search for the user. If a list displays, select the user 
you want 

o If the Current button is available, click the button to select the last user record that 
was displayed, modified, or added.  

 

4. Select the Primary Address option you want. The primary address field specifies which 
address will be used for mailing notices to users. This field is also used when information 
is printed by the Debt Collection reports for the collection agency.  

5. Click the Address1 or Address2, tab to confirm or update address information in the 
address fields. Each address consists of entry fields, such as City, State, Postal code, 
Daytime Phone, and Fax.  

6. Click Confirm Address to save any changes.  

You can select one of the following options.  

 Modify Another User Address to modify another user address.  
 Make More Changes to Address to make additional changes to this user record.  
 Close to exit the Confirm Address wizard.  
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Renew Privilege Wizard 	

The Renew Privilege wizard is used to renew or extend a user’s library privileges.  

To renew a user’s library privileges  

1. Click Circulation Module / Users group of wizards.  
2. Click the Renew Privilege wizard.  
3. Do one of the following.  

o In the User ID box, scan the user ID.  
o Click the User Search Helper, and search for the user.  
o Type the user ID in the User ID box, and click Get User Information.  
o If the Current button is available, click the button to select the last user that was 

displayed, modified, or added.  
4. Under Privilege Info, select one of the following privilege renewals options.  

o Normal automatically renews library privileges for a full segment of time, as 
defined in the user’s Profile policy.  

o Special renews library privileges for the specified length of time, from today until 
the selected date. When you select this option, additional fields become available.  

 In the New Privilege Expiration Date box, use the Calendar gadget to 
select an expiration date.  

 In the Override box, enter your library’s override code. An override code is 
required to set a special privilege expiration date. If you do not know the 
override code, contact your supervisor or system administrator.  

Note: The expiration date can be set to NEVER, which means the privilege will not expire. 
You cannot set an expiration date to a date earlier than today, and you cannot set the 
privilege to span several individual time segments.  

5. Click Extend Privilege.  

A dialog will display and confirm that you have extended this user’s privilege to the 
displayed date  

After extending user’s privilege, click one of the following options.  

 Make More Changes to modify the existing user  
 Renew Another User’s Privilege to renew another user’s privileges.  
  Close to quit the wizard. 
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Remove User Wizard 	

The Remove User wizard is used to remove a user record from the catalog. If a user moves out of the 
library district or graduates from a school or university, that user record should be removed from the 
database.  

 

You cannot remove a user record if the user has items currently checked out, holds, unpaid bills, 
unanswered requests, unread library messages, dispatches, or has a charge history. If the, “Cannot be 
removed.” notice appears because of one of these conditions.  You must address the reason for the 
alert before you can remove the user record. Refer to FAQs: Removing User Records for 
information.  

To remove a user record  

1. Click Circulation Module / Users group of wizards.  
2. Click the Remove User wizard.  
3. Do one of the following.  

o In the User ID box, scan the user ID.  
o Click the User Search Helper, and search for the user.  
o Type the user ID in the User ID box, and click Get User Information.  
o If the Current button is available, click the button to select the last user that was 

displayed, modified, or added.  

Information about the selected user displays in the Removing User window.  

4. Verify that the displayed user record is the record you want to remove, and then click 
Remove User.  

A dialog box displays to verify that the user has been removed.  

When you have finished removing the user record, select one of the following options:  

 Remove Another User to remove another user.  
 Close to exit this wizard.  

Suspend User  Wizard  

Some libraries prefer to suspend a user’s loan privileges when overdue materials are returned rather than 
assess overdue fines. The library can define policies to suspend loan privileges automatically for a 
specified period of time when materials are returned. In addition, staff members can use the Suspend User 
wizard to manually suspend a user’s loan privileges for a specified number of days or until the selected 
date.  

To suspend a user  

1. Click Circulation Module / Users group of wizards.  
2. Click the Suspend User wizard.  
3. Do one of the following.  
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o In the User ID box, scan the user ID.  
o If the User Search Helper is set in wizard properties to display as the first step of 

the wizard, search for the user. The helper will automatically fill in the User ID box 
with the ID you select.  

o Click the User Search helper, and search for the user.  
o Type the user ID in the User ID box, and click Get User Information.  
o If the Current button is available, click the button to select the last user record that 

was displayed, modified, or added.  

The Suspend User window displays.  

4. In the Reason for Suspension list, select the suspension reason.  
5. In the Suspend for Number of Days box, enter the number of days to suspend the user’s 

loan privileges.  
6. If the suspension reason is associated with an item, type or scan the item ID in the Item ID 

box.  
7. Click Suspend User. The suspension information for the user will display under the List of 

Suspensions.  

After suspending the user, select one of the following options:  

 Suspend Another User to suspend another user.  
 Close to exit the wizard.  

Unsuspend User Wizard 	

Using the Unsuspend User Wizard, you can unsuspend individual suspended users. You can do this by 
issuing an unsuspend suspension record for the suspension amount of an individual record or for all 
suspended records.  

You can forgive or cancel the suspension by a particular number of days or waive it completely.  

To unsuspend a user  

1. Click Circulation Module / Users group of wizards.  
2. Click the Unsuspend User wizard.  
3. Do one of the following.  

o In the User ID box, scan the user ID.  
o Click the User Search helper, and search for the user.  
o Type the user ID in the User ID box, and click Get User Information.  
o If the Current button is available, click the button to select the last user record that 

was displayed, modified, or added.  
4. In the Reason for unsuspension field, select the reason for unsuspension from the list. The 

reason selections are based on library policies.  
5. In  the Unsuspend by Date Selection box, enter the date on which the user will again have 

loan privileges.  
o The Unsuspend for Number of Days box, Has been grayed out and is not an 

option 
6. Click Unsuspend User.  

The suspension information for the user will display under the List of Suspensions.  



 

   17

After unsuspending this user, select one of the following options:  

 Unsuspend Another User to unsuspend another user.  
 Close to exit the wizard.  
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Items 

Add Brief Title Wizard  

The Add Brief Title wizard is used when you need to circulate an item that has not been fully cataloged, 
or does not need to be fully cataloged. This wizard creates a brief record (brief title, call number, or item 
to the catalog) to circulate the item. When discharged, the item can be routed to cataloging so that the full 
record can replace the brief record, if a full record is needed.  

To add a brief title  

1. Click the Circulation Module / Items group wizard.  
2. Click the Add Brief Title wizard.  
3. Under Title Info, enter the personal author and title (Title is a required field).  
4. Under Call Number and Copy Info, change New Call Number, and select Library, Item 

Type, Home Location, Item ID and Item Category 1 and Item Category 2 fields as 
needed.  

5. Click Add Brief Title.  

After the brief title record is added to the catalog, select one of the following options:  

 Add Another Title adds another brief title.  
 Make More Changes modifies the brief title information.  
 Close exits the wizard.  

Mark Item Missing Wizard 	

The Mark Item Missing wizard is used to check out an item in the catalog to MISSING. You may decide 
that an item should be marked as missing if the item cannot be found or when the item has been charged 
to a patron and is long overdue. Marking the item as missing indicates that the item may not be lost. 
Charging the item to MISSING alerts staff and shadows (hides) the item from the public to prevent futile 
efforts to locate this item.  

To mark an item as MISSING  

1. Click the Circulation Module / Items group wizard. 
2. Click the Mark Item Missing wizard.  
3. The Item Search Helper is set in properties to display as the first step of the wizard, search 

for the item. Select the item from the resulting list and click Mark Item Missing. The Item 
ID box will be filled in with the ID you select using this helper, and item information will 
show in the header.  

When not using the Item Search helper, you will be prompted to scan the item ID. Once 
scanned, item information displays in the header.  
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4. Click Mark Item Missing.  
5. Repeat steps 2 and 3 until all missing items are marked.  

After the item has been marked as MISSING, select one of the following options:  

 Mark Item Missing to mark another item missing  
 Close to exit the wizard.  

 

Edit Items Wizard  

The Edit Items wizard is used to select and modify individual items of a library’s title.  

1. Click the Circulation Module / Items group wizard. 
2. Click the Item Maintenance group wizard.  
3. Click the Edit Items wizard. The Item Search window appears.  
4. Use Item Search to search for the title you want. If a current record exists for the item, 

click the Current information link to access the last record displayed, modified, or 
added.  

5. If your search finds results, a list of matching records displays in the hit list area. If the 
view pane is turned on, the selected title will display in the lower portion of the window 
with two tabs, Description and Call Number/Item. Select the item you want to modify, 
and then click Modify.  

6. Modify the fields as needed. For more information on these fields, go to Call 
Number/Item Tab.  
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Holds 

Place Hold Wizard  

The Place Hold wizard is used to place holds on library materials.  

To place a hold on an item  

1. Click the Circulation Module / Holds group wizard.  
2. Click the Place Hold wizard.  
3. Do one of the following.  

o In the User ID box, scan the user ID.  
o Type the user ID in the User ID box, and click Get User Information.  
o If the Current button is available, click the button to select the last user record that 

was displayed, modified, or added.  
o Search for User using Helper “User Search” 

4. Do one of the following.  
o Scan the item ID in the Item ID box.  
o Type the item ID in the Item ID box, and click Get Item Information.  
o Search for item using Helper “Item Search” 

5. Under Hold Info, complete the following information as needed.  
o Do one of the following.  

 In the Pickup At field, select the pickup library.  

If this field is left blank, the default library is the station library of the login 
that is used to place the hold.  

o In the Comments box, add any comments.  
o In the Date Suspended box, use the Calendar gadget to select a beginning date of 

the hold’s suspension.  

When a hold is suspended, the suspension period begins at 00:01 on the beginning 
suspension date.  

o In the Date Unsuspended box, use the Calendar gadget to select the ending date of 
the hold’s suspension.  

When a hold is unsuspended, the suspension period ends at 00:01 on the ending suspension 
date.  

o Under Level/Range, select a Level option and a Range option.  

Note: If your library is a single library system, the Range options do not display, and range 
is automatically set to Library.  

o If you want the hold to be first in the queue, select the Make Hold First in Queue 
check box.  

6. Click Place Hold.  
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If the hold is successfully placed, click one of the following options.  

 Place a Hold for Another User to place a hold for another user.  
 Place Another Hold for this user to place another hold for this user.  
 Modify Hold to make changes to this hold.  
 Remove This Hold to remove the hold you just placed.  
 Close to exit the wizard.  

 

If a user record or item record has any exceptions, a status alert window may display. If your 
site uses the User Groups feature and this user’s responsibility level is LINKED, then this 
user will inherit the delinquency status of the worst-case user in the group. If a user in the 
same group is delinquent, blocked, or barred an alert window will appear.  

Display User Holds Wizard 	

The Display User Holds wizard is used to display all holds placed by a specific user. This wizard is useful 
when a user asks if any of the requested holds are available.  

To display user holds  

1. Click the Circulation Module / Holds group wizard.  
2. Click the Display User Holds wizard.  
3. Do one of the following.  

 In the User ID box, scan the user ID. 
 Under Identify User, in the User ID box, you can search for a user by either 

scanning in the user’s ID or using the User Search helper.  
 If the Current record button displays, you can click this button to select the current 

user.  

At the top of the Holds tab, the total number of holds displays for this user. In the holds 
list, the item’s title and item ID, hold level, hold status, date the hold was placed, the 
library from which the hold should be picked up, the date by which the hold should be 
picked up, hold expiration date and mail service displays for each of the user’s holds. The 
hold suspension date and hold unsuspension date will display if the Display suspension 
dates property is selected in the Display User wizard.  

4. Under Display Options, you may select options to display holds for the user by Pickup 
Library, Placed at Library, or Owning Library. Select a library name in the Library 
list, and select one of the display library options.  

In the Type of Hold list, you may choose to display All holds, only Available holds, only 
Active holds, only Inactive holds, only Reserve holds, or only Recalled holds for the user.  

When Inactive is selected as the Type of Hold, the Inactive Reason column displays. The 
inactive hold reasons are Cancelled (hold was cancelled or removed), Expired (hold 
expired), Hold was cancelled when item was placed on reserve, Hold was filled, and Hold 
expired on holds shelf.  
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Modify User Holds Wizard 	

The Modify User Holds wizard is used to modify one or more holds for a user. For example, if the user 
wants to pickup materials from a library other than the one specified, you can make that change with this 
wizard. This wizard also allows you to add comments about a user’s hold.  

To modify holds for a user  

1. Click the Circulation Module / Holds group wizard.  
2. Click the Modify User Holds wizard.  
3. Do one of the following.  

o In the User ID box, scan the user’s ID.  
o Use the User Search helper to search for the user. If a list displays, select the user 

you want, and then click Modify This User’s Holds.  
o Type the user ID in the User ID box, and click Get User Information.  
o If the Current button is available, click the button to select the last user record that 

was displayed, modified, or added.  

In the List of Holds, the item’s title, recall status, pickup location, pickup by date, 
expiration date of the hold, hold status, comments, record status, beginning and ending 
dates of the hold suspension, and mail service may appear. A Modify check box also 
displays next to each hold.  

4. Do one of the following:  
o To modify all of the user’s holds, select the Select All check box.  
o To modify selected holds, select the Modify check box next to each hold you want 

to modify.  
5. Click Modify.  

The Modify Holds for User window displays.  

6. Modify the following information, and click OK.  
o Allow Recall permits the item to be recalled to fill the hold  
o No Recall does not allow the item to be recalled  
o Recall Now (RUSH) specifies that the current user’s charge due date is changed to 

the current date.  
o Pickup At specifies the pickup library for the hold.  
o Expires specifies the expiration date of the hold.  
o Date Suspended specifies the beginning date of the hold’s suspension.  

Note: This field displays only if your library uses Demand Management. If your library 
uses Traditional Holds, you cannot suspend a hold.  

o Date Unsuspended specifies the ending date of the hold’s suspension.  

Note: This field displays only if your library uses Demand Management. If your library 
uses Traditional Holds, you cannot suspend a hold.  

o Comment allows you to type optional text to display with the hold information. 
When editing comments, you can select one of the following options.  

 Append add text at the end of the existing comment.  
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 Replace replaces existing text with another comment.  
 Remove removes the existing comment.  

After modifying this user hold, select one of the following options:  

 Modify to make more changes to this hold.  
 Modify Another User’s Holds to modify a hold for another user.  
 Close to exit this wizard.  

Remove User Hold Wizard 	

The Remove User Hold is used to remove holds placed by a specific user.  

To remove a hold placed by a specified user  

1. Click the Circulation Module / Holds group wizard.  
2. Click the Remove User Hold wizard.  
3. Do one of the following.  

o In the User ID box, scan the user ID.  
o Click the User Search helper, and search for the user.  
o Type the user ID in the User ID box, and click Get User Information.  
o If the Current button is available, click the button to select the last user that was 

displayed, modified, or added.  

User information and a list of holds display for the selected user. The List of Holds list 
shows the holds that have been placed by the user. For each hold, the List of Holds 
displays the title, the hold level, whether the item is circulated by the Reserve Desk, the 
hold status, and the pickup library.  

If the library uses Demand Management and the Display Suspension Dates property is 
selected in the wizard properties, the begin suspension and end suspension dates display if 
the hold is suspended.  

If the library is configured to ship items to users using Books by Mail, the mail service to 
be used for shipping the item displays, if applicable.  

4. Do one of the following.  
o To remove all of the user’s holds, select the Select All check box.  
o To remove only selected holds, select the Remove check box for each hold you 

want to remove.  
5. Click Remove Holds. You will returned to the Remove User Hold window.  

When you have finished removing holds, select one of the following options:  

 Remove Holds for Another User to continue.  
 Close to exit this wizard.  
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Display Title Holds Wizard 	

The Display Title Holds wizard lists and summarizes all Title level holds placed on a title. This wizard 
provides various hold counts and item counts to help you determine how many Title level holds of various 
ranges are on a title, as well as how many items attached to a title can be used to fill holds.  

 

This wizard is available only for libraries that use the Demand Management feature. 

To display Title level holds on a title  

1. Click the Circulation Module / Holds group wizards.  
2. Click the Display Title Holds wizard.  
3. The Item Search wizard will appear.  In the Search for field, type a search term. Make the 

desired selections for Index, Library, and Type, then click Search to start the search for a 
title.  

4. If the search produces a list of possible matching titles, double-click the desired title in the 
list.  

5. In the Display Title Holds window, a summary count of items and holds for the title 
display along with a list of all the Title level holds that have been placed on the title.  

The summary shows the total number of items the title has, the number of those items that 
can have holds placed on them, the total number of Title level holds on the title, and totals 
for the holds with the various hold ranges (system, group, and library).  

Note: The hold totals include available holds, suspended holds, unfilled holds, and holds on 
titles that are on order and have no copies. The total holdable items count includes items 
that are holdable whether or not they are currently available to fill a hold.  

Under List of Holds, a listing of all the Title level holds placed on the selected title 
display. The user ID, user name, hold range, hold status, date the hold was placed, the 
library from which the hold should be picked up, the date by which the hold should be 
picked up, hold expiration date, and mail service display for each hold. The hold 
suspension date and hold unsuspension date will display if the Display suspension dates 
property is selected in the Display User wizard.  

To display more detailed information about the holds on the title, use the Detailed Hold 
Count helper.  

After displaying holds for a title, you can select one of the following options.  

 Display Another Title’s Holds shows holds on another title.  
 Close exits the Display Title Holds wizard.  
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Display Item Holds Wizard  

The Display Item Holds wizard is used to display a list of all holds placed on a specific item.  

To display holds on a particular item  

1. Click the Circulation Module / Holds group wizards. 
2. Click the Display Item Holds wizard.  
3. In the Item ID box, scan the item ID, or click the Item Search helper to look up an item 

ID. To accept the most recently viewed or modified item, click Current.  
4. Click OK.  

The number of holds placed on the item displays.  

Under List of Holds, the user ID, user name, hold range, hold status, date the hold was 
placed, the library from which the hold should be picked up, the date by which the hold 
should be picked up, hold expiration date, and mail service display for each hold. The hold 
suspension date and hold unsuspension date will display if the Display suspension dates 
property is selected in the Display User wizard.  

5. If the item has multiple copies or volumes, and you want to see a list of holds for another 
copy or volume, click Display This Item’s Holds to return to the Display Item Holds 
window.  

After you have reviewed the items holds information, select one of the following options:  

 Display Another Item’s Holds to return to the Display Item Holds window.  
 Close to exit the wizard.  
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Special 

User Claims Returned Wizard  

If a user receives an overdue notice, but claims to have returned the materials earlier, use the User Claims 
Returned wizard to mark materials with a claims returned date.  

When you mark an item with a claims returned date, the Claims Returned value in the user record is 
increased by one. The Claims Returned field contains the number of times a user has claimed to have 
returned items. This field is automatically updated when you date a user’s charge in the Claims Returned 
field. The value shows the number of times a patron has claimed to have returned materials during the 
history of the patron’s use of your library.  

Because this number is a historical counter, the value does not decrease if the items are later found and 
checked in, or marked as MISSING or LOST. This historical counter can be useful in determining if a 
patron is abusing his or her library privileges.  

To mark an item as Claims Returned  

1. Click the Circulation Module Special group wizard.  
2. Click the User Claims Returned wizard.  
3. Do one of the following.  

o In the User ID box, scan the user ID.  
o Use the User Search Helper to search for the user. The helper will automatically 

fill in the User ID box with the ID you select.  
o Type the user ID in the User ID box, and click Get User Information.  
o If the Current button is available, click the button to select the last user record that 

was displayed, modified, or added.  

The title and date due for all items checked out to the specified user display in the List of 
Checkouts.  

4. In the Claimed Returned field of the title you want to mark as Claims Returned, click the 
Calendar gadget, select the date that the user claims to have returned the item, and click 
OK.  

5. Click Mark Items Claimed Returned.  

The List of Checkouts displays the Record updated message for item that you marked as Claims 
Returned.  

After you have updated this record, select one of the following options:  

 Mark Another User’s Claims Returned to process another claim.  
 Close to close this wizard 
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User Lost Card Wizard  

The User Lost Card wizard is used to replace a user’s lost library card.  

To replace a lost library card  

1. Click the Circulation Module Special group wizard.  
2. Click the User Lost Card wizard.  
3. Do one of the following.  

o In the User ID box, scan the user ID.  
o Click the User Search helper, and search for the user. If a list of users displays, 

select the user you want, and click Assign New Card.  
o Type the user ID in the User ID box, and click Get User Information.  
o If the Current button is available, click the button to select the last user record that 

was displayed, modified, or added.  

The selected user record displays.  

4. In the New User ID box, scan or type the new library card ID, and then click Assign New 
Card.  

A dialog box displays that confirms the User has been assigned a new User ID and that the 
old User ID has been deactivated.  

After you have assigned a new card to the user, select one of the following options:  

 Mark Another User’s Card Lost to mark another user’s lost card.  
 Close to exit the wizard.  

Modify Due Dates Wizard 	

The Modify Due Dates wizard is used to modify an item’s due date. A library can choose to extend an 
item’s due date temporarily if the user is unable to return the materials by the original due date.  

To modify an item’s due date  

1. Click the Circulation Module Special group wizard.  
2. Click the Modify Due Dates wizard.  
3. Do one of the following:  

o In the User ID box, scan the user’s ID.  
o Click the User Search helper, and search for the user. If a list of users displays, 

select the user you want, 
o Type the user ID in the User ID box, and click Get User Information.  
o If the Current button is available, click the button to select the last user record that 

was displayed, modified, or added.  

The title, date due, and any claimed returns for all items checked out to the user display in 
the List of Checkouts.  
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4. Do one of the following.  
o To assign the same due date to all of the items currently checked out to the user, 

select the Select All check box, select the Apply Same Due Date check box, and 
specify the due date in the Due Date box. You can use the Calendar gadget in the 
Due Date box to select a due date.  

o To assign the same due date only to selected items in the list of checkouts, clear the 
Select All check box. Select the check box for each item to which you want to 
assign a due date, select the Apply Same Due Date check box, and specify the due 
date in the Due Date box. You can use the Calendar gadget in the Due Date box to 
select a due date.  

o To specify different due dates for items, clear the Select All check box. Select the 
check box for each item with a due date you want to modify, and use the Calendar 
gadget in each item’s Due Date field to specify the new due date.  

5. Click Modify User Due Dates to update the record.  

The”Record updated” text displays next to the item(s) for which the due date was modified.  

After the record has been updated, select one of the following options:  

 Modify Another User’s Due Dates to modify another user’s due dates.  
 Close to exit the wizard.  

Mark Item Used Wizard 	

The Mark Item Used wizard is used to mark an item as Used. Items retrieved from various areas of the 
library, such as the Reference section, can be marked as used for statistical purposes. These items are not 
actually charged.  

To mark an item as Used  

1. Click the Circulation Module Special group wizard.  
2. Click the Mark Item Used wizard.  
3. Scan or type the item ID in the Item ID field.  

You may also click Current, if available, to display the current item.  

4. Click Mark Item Used.  

The item’s call number, copy number, and item ID will display in the List of Items 
Marked Used.  

5. Repeat steps 3 and 4 for each item you want to mark as used.  

After marking the item as used, select one of the following options:  

 Mark Item Used to mark another item used.  
 Clear List to clear the list of items marked as used.  
 Close to exit the wizard.  

 



 

   29

 

In Transit Item 

Pending Transit Wizard  

The Pending Transit wizard is used to display a list of items currently in transit to a specific library.  

To view a list of items in transit to a library  

1. Click Circulation Module In-Transit group wizard.  
2. Click the Pending Transit wizard.  

The library that the items were routed to, the total number of items in transit, and the 
number received from transit appear. In the List of Items in Transit, the item’s call 
number, title, item ID, and history display.  

If no items are pending Transit a message will appear “No items are currently in Transit to  
Library Name” 

3. To receive an item (take the item out of transit), select the item from the List of Items in 
Transit, and then click Receive Item.  

The item display in the List of Items Received. In the List of Items Received, the item’s 
title, item ID, route/transit to, and transit reason display.  

4. Repeat step 3 until you have finished receiving items.  

After you have finished receiving items, select one of the following options:  

 Clear Received Item List to clear the items from the List of Items Received.  
 Close to exit the wizard.  

Receive Transit Wizard 	

The Receive Transit wizard is used to take items in transit to your library out of transit. You can also 
perform this function using the Pending Transit wizard.  

To receive an item from transit  

1. Click Circulation Module In-Transit group wizard.  
2. Click the Receive Transit wizard.  
3. Do one of the following.  

o In the Item ID box, scan the item’s barcode.  
o Use the Item Search helper to search for the item. If a list displays, select the item 

you want, and then click Receive.  
o If the Current button is available, click the button to select the last item record that 

was displayed, modified, or added.  
4. Click Receive Item to take the item out of transit.  
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The title, item ID, route/transit to, and transit reason information displays under List of 
Items Received.  

5. Repeat steps 3 and 4 until you have finished receiving items.  

After you have finished receiving items in transit, select one of the following options:  

 Receive to receive another item.  
 Close to exit the wizard.  
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