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1 Circulation Overview

This chapter includes the following topics:
e The Circulation GUI

e Working Without a Mouse

e Relationship to Web OPAC

e Sublibraries

The ALEPH Circulation module enables you to register and monitor the various
circulation activities of the library (loans, returns, holds, photocopy requests),
according to each library's policies.

The system supports different circulation periods, based on the status of an item, the
status of a patron and due date formulas. These three elements can be defined by the
library to suit its circulation policies and can be changed as the need arises.

When an item is loaned, the system checks both the item and the patron. If there are
any restrictions on either one, the librarian is notified. When an item is returned, the
system checks whether there is an outstanding hold or photocopy request and whether
the item was returned late.

1.1 The Circulation GUI

The Circulation GUI has been designed with an emphasis on usability and ease of
access to circulation functions. Item, patron and loan information are interlinked and
can be accessed with a minimum of cursor movement. Multiple panes containing
relevant information for each function can be displayed simultaneously.

Here is an example of a Circulation GUI screen displaying Patron information:
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The various screen elements in the Circulation GUI (as shown above) are explained in
the following sections.

1.1.1 Toolbars

Title bar
The title bar shows the name of the program. It also displays status messages relating
to the program and to user commands:

'_; ALEPH Circulation - Yersion 16.0 Library: USMS0 - USMARC Administrative (USMS50) Server: 10.1.235.19:6991 (16..)

Menu Bar
The menu bar is laid out conventionally:

|F'.LEF'H Wieww Patrons Items Circulation Requests Reports  Services Help IE—|

Place the pointer over the menu name (for example, Items) to reveal the related menu
commands.

Patron Bar
The Patron bar contains brief information about the selected patron, such as patron
name and patron ID:

B ||1E.|:|4 IEI

To display a patron record, enter the patron ID or barcode in the box, and click :
or press Enter.

Patron List

=
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Click the EI icon from the Patron bar to invoke the Patron List window which allows
you to find a patron’'s administrative record.

On the far right of the Patron bar, two icons are located, the New Patron icon, and the
Patron Profile icon.

New Patron icon

Click the New Patron icon to invoke the Global Patron Information window, or the
Patron Registration form (depending on setup), which enable you to enter a new
patron record.

Patron Profile

an

Click the Patron Profile icon to invoke the Patron Profile list, which enables you to
create or modify a group profile.

Item Bar
The Item bar contains brief information about a selected item, such as title, author,
and barcode number:

| |j ||351'1'3' E |BIB= 361 ADM= 361 - Local history, {(Parker, Donald Dean, 1899—}_|

To display an Item record, enter the item barcode or call number in the box, and click
, Or press Enter.

The Item bar contains two icons, the Catalog Record and Create Item icon and the
Full Screen icon.

Call Number List

=

Click the EI icon from the Item bar to invoke the Item List by Call Number window,
which allows you to find an administrative record using its Call Number.

Catalog Record and Create Item

Click the Catalog Record and Create Item icon from the Item bar to invoke the

Catalog Record and Create Item window, which allows you to catalog a new item
with minimum information.
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Full Screen

Click the Full Screen icon from the Item bar to activate the Full Screen mode. Note
that this functionality is only relevant for Show screens in the Search tab. In all other
instances, this icon is inactive.

Clicking an icon invokes the corresponding screen.

1.1.2 Panes

Navigation Pane
The navigation pane contains the following:

e main tab

e navigation tree

Main Tab
The main tab consists of a row of icons that correspond to the major activities in

Circulation:

HENENERER Y

Clicking an icon invokes the interface associated with that icon. For example, clicking
the Loan icon invokes an interface for conducting loan-related activities.

Name |Icon
Loan

Return
Patron
Item

Admin ]
Search

1.2 Working without a Mouse
You can advance from one pane to another by using the following shortcut keys:

Shortcut Keys |Lets you do this

TAB move to the next control in the dialog box.

Shift+TAB move to the previous control in the dialog box.

Ctrl+TAB move from the first control in the top toolbar to the lower pane.
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Ctrl+Alt+TAB |move from the lower pane to the first control in the top toolbar.

Ctrl+1 move to the left pane, containing a tree.

Ctrl+2 move to the right upper pane.

Ctrl+3 move to the right lower pane.

Ctrl+4 move to the navigation tree (left lower pane) in Cataloging.

Ctrl+5 move to the first edit or combo field in the first line of the top
toolbar.

Ctrl+6 move to the first edit or combo field in the second line of the top
toolbar.

Note that a frame appears around the active pane.

Shortcut Keys Available in the Circulation GUI

The following table shows the default shortcut keys. These shortcut keys can be

customized.

Function Shortcut key
Catalog Record and Create Item CTRL+F8
Create Hold Request CTRL+R
Create Photocopy Request CTRL+P
Delete Hold Request by Barcode CTRL+D
Delete Patron CTRL+U
Duplicate Patron CTRL+F10

End Patron Session / End Item Session / End Loan Session / End Return
Session

F4

New Patron CTRL+F7
Print Letter - Hold Request Filled CTRL+L
Print Letter - Hold Request Not Filled CTRL+W
Reserve Items F3

Switch to Item F8
Switch to Loan F5
Switch to Patron F7

Switch to Return F6

Switch to Search F9

Switch to Admin Ctrl+[B]

The following shortcut keys are hard coded and cannot be customized:

Action Shortcut key
All Lists - Print List F11

Date Edit and Time Edit - Reset Dates |F12

Help F1
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1.3 Relationship with Web OPAC

The Circulation and Web OPAC modules are interconnected. Circulation information
relevant to each item (if on loan, expected return date, number of hold requests) can
be viewed in the Web OPAC. Each patron can use the Web OPAC to see a list of all
his loans and hold requests; to renew loans; to check his cash transactions and to place
hold requests or photocopy requests. A new patron can register through the Web
OPAC.

The patron and the library staff can communicate through message fields. The patron
reads and writes messages in the Web OPAC, and the library staff reads and writes
messages in the GUI.

1.4 Sublibraries

Circulation activities are linked to the Administrative library. Within one
administrative library, several sublibraries or branches can be defined and circulation
activities can be handled separately for each sublibrary. In this case, the password of
the circulation librarian must be defined at the sublibrary level.

Circulation is handled at the level of items. Every item belongs to a sublibrary. The
relationships between the Administrative library, sublibraries and items is shown
below.

Catalog

Admin Library

{includes files for patrons, due dates, loans, hold
requests and photocopy requests for each sublibrary)

Sublibrary A
items

Sublibrary B
items

2 Patron Overview
This chapter includes the following sections:

e What is a Patron?
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e The Patron Tab

e The Patron Bar

e Creating a New Patron

e Opening a Patron Record

e Updating a Patron Record

e Duplicating a Patron Record
e Deleting a Patron Record

e Closing a Session with a Patron
e Global Patron Information

e Local Patron Information

e Address Information

e Additional IDs

e Patron Profiles

2.1 What is a Patron?

In the ALEPH 500 system, a patron consists of several records that contain all the
information pertaining to him.

e A global record contains personal information such as name and date of birth,
as well as all patron ID information.

e One or more local records - A local record is always attached to a global
record. The local record represents the patron in his capacity as a patron of a
specific sublibrary.

e One or more address records - An address record is always attached to a global
record. Each address record stores one of the patron's addresses. Different
types of address records can be the student's dormitory address or his parents'
address.

In order to work with any patron's record, to open a session with a patron, select the
Patron tab:
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| HE P
0| 5| =
i | g o | O | =} | S I 1. List of Loans |2‘ Patran's Loan Summary |
I Patron Activity
-~ [L] Loars Bib\iugrapﬂ Due Date | Hour IBachde ]Item Stat| SublibrarJ Fine ]Requests] Descr\ptid Like item r|
-[C] Cash =] | Renew Markedl
- [H] Hold Requests
Fs Al
-[P] Photocopy Requests &I
[1]ILL Requests Delete |
- [¥] Proxies/Sponsor g— |
[R] Reading Room
- [U] Routing Lists Change Date |
[S] Circulation Summary P— |
-[£] Circulation Log
[K] Booking List
~[A] Title Req Clim Return |
= Patron Registration
- [G] Global Patron Information ir=Leg |
[©] Local Patron Infor mation
- [D] Address Information
[T] Additional IDs =l
Sort Type =l
1. Loan Detsils | 2. Renew All Log

The Patron Tab

The Patron tab is comprised of the Patron Activity root with nine nodes and the

Patron Registration root with four nodes.

Patron Activity
e Loans

e Cash - lists all transactions for which the patron is charged a fee, as
well as free transactions, credits due to the patron and the history of

paid transactions.
o Hold Requests
e Photocopy Requests
e ILL Requests
e Proxies/Sponsor
e Reading Room
e Routing Lists
e Circulation Summary
o Circulation Log

e Bookings
Patron Registration
e Global Patron Information
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e Local Patron Information
e Address Information

o Additional IDs

The Patron Bar

& ] EEN [ %

The Patron bar includes the following six elements:
1. The Patron icon .

2. The Patron field where you enter the patron ID or patron barcode.
3. The list EI button.

4. The arrow button sends the value entered in the Patron field to the
server.

5. The display area shows the patron's name and ID/barcode.

6. The New Patron and Patron Profile L% licons on the far right.
The Patron Bar is only active when either the Patron Tab or the Loan Tab are open.

2.1.1 Creating a New Patron
Click the New Patron icon on the Patron Bar to create a new patron.

@ | HE [ %

An empty Global Patron Information form will be displayed. This form is also
available by using the Ctrl+F7 hotkey or by selecting the menu entry Patrons / New
Patron.

Patrons  Items  Circulation  Reque

Mew Patron Ckrl+F7
Duplicate Fatron Chel+Fim
Delete Patran ChrlH-F1L
Patron Profile

Remoke Registration g

2.1.2 Regular Patron Registration

If the FastPatronRegistration flag in the Circ.ini file is set to N, the Global Patron
Registration form will be displayed. This form has two tabs: Patron Information (1)
and Patron Information (2).
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Global Patron Information x|
1. Patran Information (1 ] 2. Patron Infarmation (2] ]
Open Date: I 08,1007 Update Diate: I 08,1007 | Update I
Patran 1D I [ Pincade: I Refrech |
Barcode: I Barcode Werification: I
Marine: I H
o
Salutation: I H
w
Title: | |ﬂ Diate of Birth: | 00,/00,/0000 |ﬂ
Gendar! I ...l Place of Birth: I
- Title Request Limit: | o000

ILL Total Limit:

ILL Active Limnit:

Sponsar's 1D
Primary IC:

Prouy Type:

Mail Attachrent:

Language:
Budget:
Profile:

Horne Library:

Dispatch Library:

|_ Crata Export Conzent

[ Send all Letters ko Patran

I_ Receive SMS

=]

=] =]

Cancel

==
Help |

Global Patron Information E2

Elock 1:
Elack 2:
Elack 3:
Moke 1t
Moke 2:

Mate 3

Additional Maote 1;

Additional Mota 2

"Patron Loader"
Pratected Fields:

1. Patran Informmation [1)

|

2. Patron Information (2]

f oo |LI El
[oo o] El Refresh
[oo [ L El

D Cormplete Record
O rFatron Addresses
O E-mail address
D Patron Status

D Expiration Crate

Cancel

i

Help

]
Update |
[_fefeh |

Fill in the details and click Update. For a complete explanation of the Global Patron
Information form, see Opening a Patron Record on page 25.
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2.1.3 Fast Patron Registration

If the FastPatronRegistration flag in the Circ.ini file is set to Y, the following Patron
Registration Form will be displayed.

£l
Brarcode: I Barcode Verification: | Lipdate I
additional ID: | add. ID Yerification: | Save Defaults |
Patron 1D | Pincode: |
Mamne: I @
Address: |
|
|
|
E-mail: | |
Zip Code; | Date of Birth: | 00,0000 ]
Gender; I_;l Place of Eirth: |
Talephone 1: | Talephone 2: |
[~ Receive SMS SMS Mumber: |
Patron Sublibrary: | M Patron Status: | M
Patron Type: I m
Larguage: | m Harne Library: | M
Prafile: | M ILL Unit: | M
Global Mote 1: | @m
Global Mate 2: | @m
Global Mote 31 | @m Cancel |
Help |

This form registers a new patron in the system. The form contains fields pertaining to
local patron information and address information, in addition to global patron
information fields such as ID, barcode, name and date of birth.

The form contains full information on one address (including e-mail, zip code and
telephone numbers), and local patron information such as patron sublibrary and status
(for the Z305 record). The form does not contain fields relating to proxies and blocks
(delinquencies).

The form's buttons are:

Update

If you have update privileges, you may change the information on this form. To do so,
make your changes and click the Update button. (If you do not have update privileges,
any changes you make will not be saved when you click the Update button.)

Save Defaults
Clicking this button will save the following values as defaults:

1. Patron Sublibrary
2. Language
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3. Home Library
4. ILL Library

The next time the form is opened, the values that were in these fields when Save
Defaults was clicked will be automatically loaded.

The form's editable fields are:

Additional ID
The field is optional. The Additional ID may be up to 20 alphanumeric characters.
Which additional ID this field relates to is set by the system librarian.

Add. ID Verification

The field is optional, unless the 'Additional ID' field has been filled in and the system
has been defined to require verification for this ID. The additional ID verification
field can be up to 20 alphanumeric characters.

Barcode

This field is mandatory. The Barcode may be up to 20 alphanumeric characters.
Depending on the way your system administrator set up the system, you might be able
to leave the Barcode field blank, and the system will fill in a value according to a
predefined counter.

Barcode Verification
This field is mandatory. It is the security code attached to the barcode.

Depending on the way your System Librarian set up the system, you might be able to
leave the Barcode Verification field blank, and the system will fill in a value
according to a predefined counter.

Patron ID
This field is mandatory. The Patron ID may be up to 12 alphanumeric characters and
must be a unique value.

Depending on the way your System Librarian set up the system, you might be able to
leave the Patron ID field blank, and the system will fill in a value according to a
predefined counter.

Pincode

This field is mandatory. The Pincode is used for verification, providing an additional
security check beyond that provided by the Patron ID or Barcode. It is one of the
parameters used by the system to identify the patron when signing in to the Web
OPAC.

Depending on the way your System Librarian set up the system, you might be able to
leave the Pincode field blank, and the system will fill in a value according to a
predefined counter.
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Name
This field is mandatory. The Name field will be built from a last name and a first
name in the following manner:

Last Name First Name (Last Name - blank - First Name).

Address
Fill in the patron's address information.

E-mail
Fill in the patron's e-mail information.

Click == to send an e-mail message to the patron. The patron's e-mail address will
automatically be inserted in the To field.

Zip Code
Fill in the patron's zip code.

Date of Birth
Fill in the patron's date of birth.

Gender
This field is optional. Select the gender of the patron.

Place of Birth
This field is optional. Type the patron’s place of birth.

Telephone 1 and Telephone 2
Fill in the patron's phone numbers.

Receive SMS

Checking this box will enable the patron to receive SMS (Short Message Service)
messages from the library when the library administrator has chosen to allow SMS
messaging. Sending the SMS depends also on an SMS number being registered in the
SMS Number field.

SMS Number
Type in the number to which SMS messages will be sent if the ‘Receive SMS’ check
box has been checked.

Patron Sublibrary
This field is mandatory. The sublibrary entered in this field will be the sublibrary for
which a local patron record (Z305) will be created for the new patron.
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Patron Status
This field is mandatory. The status entered in this field will be the patron's status in
the local patron record (Z305) that will be created for the new patron.

Patron Type
Select from a drop-down list of allowed patron types for the sublibrary in which the
patron is being registered. System defaults will be used if no value is entered.

Language
This is the language to be used for correspondence with the patron.

Home Library

This is the patron's preferred sublibrary. The Home Library is taken as a default
pickup sublibrary for hold and photocopy requests. If no Home Library is chosen, the
default pickup sublibrary will be the item's sublibrary.

Profile

The Profile includes the definition for the set of logical bases to which the user is
denied access and various privileges in the Web OPAC. If this field is left blank, the
system will use the "ALEPH" profile.

ILL Library
Choose the sublibrary that should fill the patron's interlibrary loan requests. If this
field is left blank, the patron will not have the right to place an ILL request.

Global Notes

You may enter any additional information, such as special status (foreign exchange
student), special interests, and so on. You may enter up to 100 characters in each
field.

After the Update button is clicked, all of the patron's records (Z2303/2304/2305/Z2308)
will be created. The records are created based on the values supplied in the form and
the default values described below.

When a new patron has been registered, the record is automatically displayed in the
Patron panes (for verification and for adding local records).

2.1.4 Remote Patron Registration

The Remote Registration option enables creation of a new patron by copying patron
data from another library. Copying patron information which already exists in another
library saves the time required for data entry.

This option is relevant in two cases: in a single ALEPH application that has multiple
administrative libraries, some of which are set up as having "non-shared™ patrons; or
multiple ALEPH applications running under the same version, who wish to facilitate
sharing of patron data.

In both cases, the system copies data to create a new global record and ID records.
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The patron's barcode will be used in common in all libraries. If the barcode is changed
at a future time, it must be separately changed in each library.

Automatic creation (by copying) of the patron's address records and generation of a
local "ALEPH" record depend on setup.

Other optional features (that is features that depend on the setup) are the ability to
perform checks on the patron's global record at the remote library (and override the
checks that are displayed), and the ability to automatically register the patron's remote
"home library™ in a note field.

2.2 Opening a Patron Record

Enter a patron’s ID, barcode or additional ID (corresponding to the ID types 00,01 and
02 or other) in the Patron bar's Patron field.

@ |] EE 2] %
and click .

There are several ways to do this:
e Type the ID or barcode in the Patron field.

e Scan in the barcode.

e Select a patron from the Patron List. The Patron List is invoked by clicking the
Patron List icon EI on the Patron bar.
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2.2.1 The Patron List

X
—Sort by ...
" Patron ID IF Display Local Patrons Snby
Kewwords |
(¥ Patron Name Enter Starting Point
Mew Patron |
{” Patron Barcode I |

FPatron ID FPatron Marme ] Patron Barcode

00116829 CPTIMA B-0174381
HEALTH-ELLIOT
HOSPITAL
HEALTH SCIEMCES
LIBRARY ILL
1 ELLIOT WAy
MAMCHESTER, MH

000322315 Crach, NORBERT B-035331
f Frost Street

L

Arlington MaA 02474 p— |
Ance
00400433 Cral Medicine B-016328
00282364  CORAL ROBERTS B-014574 =l il |

The Patron List offers a number of options to search for patrons:

Sort by
It is possible to sort the list by patron name, patron ID or patron barcode number.

Display Local Patrons Only
To display only those patrons that have local records, that is for specific sublibraries,
select this option. To display all patrons leave this option blank.

Note: Whether or not patrons whose only local record is ALEPH are considered to be
local patrons depends on your system's setup.

Enter Starting Point
Jump to a particular point in the list by typing in text in the space provided and
pressing Enter. Text for Patron ID and Barcode can only be entered in capital letters.

Buttons on the Patron List
The following buttons are available on this screen:

Select
To select a patron, highlight the entry and click the Select button.

Keywords

Click Keywords and enter a text string to retrieve patrons whose names or addresses
include the keyword(s) entered. Once a patron has been called up the screen will be
populated with the patron's information. This information remains on the screen until
the end of the patron's session.
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New Patron

This button opens a Patron Registration Form, allowing you to register a new patron
according to the regular library settings. At the end of the registration process the
patron list will be closed. The button is displayed only if the patron list was opened by
using the patron bar’s ellipsis button.

@ Hs-asrzm [z [=>1 \naherg_ Oscar (0000001 2/B-087274) ‘E] 2
gl HE =
AFEIEEEL P
E-Patron Activity
[L] Loans (11} Expiration Date Last Act Date
~[C] Cash (601,55 in dehit) 08 Dec j31/2009 0 -—— Delete
[H] Hold Requests (4) Graduats studsnt  May/21/2009  seeeeee
~[P] Photocopy Requests (1)
LR oy MED: medicine Library 12 Graduate student  January/D1/2009 September/08/2008
EX]] ijj;z;ﬂﬂim *( 1 /200) HL East Asian Library 01 Faculty September/01/2009 -
- IR] Reading Roorm HIL Humanities Library
1] Routing Lists Lam Main Undergraduate
[5] Circulation Summary Lo Law Library 12 Graduate student  September/01,/2009 October(12/2008
~[2] Circulation Log (October/12/2008) LT Economics Library
[K] Booking List (2) MUS Music Library
[£] Title Req (1) WID Main Library 03 Staff June/01/2009 Septerber/18/2008
E 'Fa‘[:_’]"ctig"s;;:::?”mrmamn HILR Humanities Reading Room
CBAB CBAB
[0] Lacal Patron Informatian s s
- [D] Address Infarmation
[T] Additionial 1Ds E=C) i
|
1. Local Patron Detals | 2. Lozl Blacks and Notes | 3. Local Privikass
Patron ID: 00000012 Updlate
Barcade: B-087274 Get Defaults
Title: Cancal

Hame. #saberg, Oscar
Sublibrary: ALEPH

Patron Status: 08 M
Regitration Datet [wpomonn [P] Expivation Dater [iperom M
Patron Typs: M
Photocopy Chorae: [© [¥]
Cash Limit [om

e OPAC Message:

The patron's name, patron ID and barcode will appear on the Patron bar.

@] [-] 3] |Jones, Donald (160410250013451604) ERE

The patron's current cash balance; number of current loans, hold requests, photocopy
requests, ILL requests, advance bookings and reading room items; and the number of
the patron's proxies and sponsors will appear on the Patron tab.
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e @ |0y |&|
= Patron Activity

- [L] Loans {11}

- [C] Cash (601.55 in debit)
--[H] Hold Requests {4}

- [P] Photocopy Requests (1)

- [ITILL Requests (87 ; 20/200%
- [¥] Proxies,Sponsor (1)

- [R] Reading Room

- [U] Riouting Lists

- [S] Circulation Summary

- [Z] Circulation Log (October /1220087
- [K] Booking List {23

- [&] Title Req (1}

=- Patron Registration

- [3] Global Patron Information
- [D] Local Patron Infor mation
- [0] Address Information

- [T] Additional I0s

The upper pane displays an overview of the patron's data. In the example below, the
Local Patron Information node was selected from the Patron tab. The Local Patron
Information tab is displayed in the upper pane:

Local Patran Information |

Patron Status| De

General Patron Delete

USkS0 Exlibris Demo 0s

0

: y
Research 22/08/06

Renew
Libraries
UARCY Archives Library og Research 101103 o4/11/01
LEDLIC Education Library OB Research 10/07 /03 14,/05,/03
LELEC Electronic 0z Academic 20,/09,03 20/09,/00
Resources Staff
LRLEC LUELEC Reading
Room
LIEDoC Government
Docurments LI

The lower pane displays detailed information of the line that is highlighted in the
upper pane. This information can be edited and updated. In the example below, the
Local Patron Details tab is shown:
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1. Local Patron Details | 2, Local Blacks and Motes | 2, Local Privileges I

Patron IC: I 1604
Barcode: | 0250013491604 et Defaults |
Title: | or. o |
Marmne: I Jones, Donald @

Sublibrary: I ALEPH

Patron Stakus: I 0z m

Expiration Date: I 29/09,/2004 M

Patron Type: I PR |ﬂ

Photacopy Charge: I F M

Cazh Limnit: W

feh OPAC Message: | 2305 mote ALEPH

2.3 Updating a Patron Record

Open a patron record as described in Opening a Patron Record on page 25. Enter your
changes in any of the tabs. After making the changes, click Update to save them. Note
that generally changes are only made in the lower pane.

For the System Librarian: Note that in addition to the regular permissions required
for updating a patron record, the permissions also depend on the tabl00 USER-
PERMISSION variable.

2.4 Duplicating a Patron Record

To duplicate a patron record, highlight the Duplicate Patron entry under the Patrons
main menu or use the Ctrl+F10 hotkey.

Patrons Items  Circulation  Reque

e Patron ke +F7
Duplicate Patron Ctrl+F10
Delete Patron Chrl4+F11
Patron Profile

Femoke Registration b

The Global Patron Information form will be displayed for you to edit.

2.5 Deleting a Patron Record

To delete a patron record, highlight the Delete Patron entry under the Patrons main
menu or use the Ctrl+U shortcut key.
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Patrons Items  Circulation  Requed

Mew Patron ke +F7
Cuplicate Patron Chrl+F10
Delete Patron ChrlHFLL
Patron Profile

Remoke Registration b

You will receive a prompt asking if you are sure you want to delete.

The system will not delete a patron who owes money, has outstanding loans or
outstanding ILL requests (requests that are not closed or cancelled). In the case of
outstanding loans, you must first delete the loan transactions and then delete the
patron record. In the case of outstanding ILL requests, you must first close or cancel
the request and then delete the patron record. If all of the patron's ILL requests are
non-active, the patron will be deleted and the patron's ID in the ILL records will be
substituted with the string DELETED.

If all the patron's cash transactions have been paid or cancelled, the patron will be
deleted and the patron ID in the closed cash transaction records will be removed.

If a patron has Hold/Photocopy Requests, the system will warn you, but you can still
delete the patron record.

When the patron record is deleted, all of the information about the patron (address,
hold and photocopy requests, privileges, and so on) is deleted from all of the related
libraries and sublibraries.

Note: in a Multi-ADM environment, the patron record (Z303 record) of a patron
registered to an ADM library participating in a shared environment will be deleted
unless this patron has Z305 records in another ADM library. In the case that the
patron has Z305 records in another ADM library, only the local information (Z305
records) of the active library will be deleted. The Global Patron Information (Z303
record) will be deleted only after the patron's Z305 records in all other ADM libraries
have been deleted.

2.6 Closing a Session with a Patron
When you have finished working with the current patron, press F4 to end the session.
This will clear all information about the patron from the screen.

Entering and sending a new patron ID/barcode to the server also closes the previous
patron's session.
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2.7 Global Patron Information

The Global Patron Information pane has two tabs: Global Patron Details and Global
Blocks and Notes.

Update
View and modify administrative and personal information about the patron. Click
Update to save changes.

Refresh

In order to display values that come from counters, click Refresh. The possible
available values are: Patron ID, Pincode, Barcode, Barcode Verification. Note that
Patron ID cannot be updated once the patron has been created.

Letter

Click Letter to print a letter to a patron. You will be able to select from a number of
letter formats defined by your System Librarian. This function is also used to print the
patron's circulation list and library card.

Check
Click Check to verify whether or not the patron is blocked from loaning items. If he is
blocked the reason/s will be displayed.

Update Picture
Click Update Patron to add a new picture or update the current one. See the
explanation on the Patron Picture field for more details.

2.7.1 Global Patron Details Tab

1. Global Patron Detals | 2, Glabal Blocks and Hotes |

Open Date: IW Update Date: | 25/r3/07 o5
Patron ID: [ooonose— Fincods: EZE | Rafresh
Barcode; [ooo0mz | Barcods Verificstions | 00000035 : Lattar
Name: [ fsd_land, Dustin Check.
Salutation: | T T——
Titla: [] oste e ik 00000000 O el
Gender: [ = Placs of Eirth; dddd
1L Units TLL LA E| Tile Request Limit: | 0010
ILL Tatal Limit: 0200 Language: ENG O
1LL Actine Limit: 1140 Budget:
Frofile: 00000035 EI
Sponsor's ID; S —
Primary I0: e E—
ey Tojees w El |V Data Export Consent
Mail Attachment: P |E| [¥ Send All Letters b Patron
[¥ Recsive SMS
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Open Date
Mandatory. This is the date that the global patron record was created. The date is
filled in automatically by the system.

Update Date
Mandatory. This date is the last date the global patron information was changed.
When creating a new patron, the Open Date and Update Date are identical.

Patron ID

Mandatory. The patron ID may be up to 12 alphanumeric characters and it is a unique
value. It is also unique in relation to other keys, such as Barcode and Additional 1Ds,
allowing cross key uniqueness. This field cannot be changed.

Pincode

The pincode may be used for verification, providing an additional security check
beyond that provided by the patron ID, patron barcode or additional IDs. The System
Librarian determines whether this field is optional or mandatory.

Barcode

The patron barcode may be up to 20 alphanumeric characters and is a unique value. If
you want the patron barcode code to be used for verification as well, be sure to enter it
in the pincode field. It is also unique in relation to other keys, such as patron ID and
additional IDs, allowing cross key uniqueness. Whether this field is optional or
mandatory, is determined by the System Librarian.

Barcode Verification
This verification is used together with the patron barcode when signing in to the Web
OPAC. The System Librarian determines whether this field is optional or mandatory.

Name

Mandatory. The name may be up to 100 characters. Enter the name as it should
appear in the alphabetical list of patrons. Many libraries use the format "Last name
First name". For example, Smith John.

Salutation
The salutation may be up to 100 characters long.

Title

Optional. This is the form of address, such as Ms. or Professor. The Title may be up
to 10 characters. The list of available titles is defined in pc_tab_exp_field.Ing under
the USER-TITLE section.

Date of Birth
Optional. This field is set to 00/00/0000 by default.
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Gender
This field is optional. Select the gender of the patron.

Place of Birth
This field is optional. Type the patron’s place of birth.

Language

Mandatory. This is the language to be used for correspondence with the patron. If the
Language field is left empty when creating the patron record, the first entry from the
drop-down list is filled in automatically.

Budget
Optional. This is the budget from which cash transactions should be debited.
Automatic budget debit is not yet functional.

Profile

Optional. The profile includes the definition for the set of logical bases to which the
librarian is denied access and various privileges in the Web OPAC. If the field is left
blank, the system will use the IP address instead. If there is no IP Profile, then the
default (ALEPH) Profile is used.

The profile is defined in the Profile List available through the Patron Profile icon L5
on the Patron Bar or through the Patron Profile entry under the Patrons main menu.
See Patron Profiles on page 48.

Home Library
Optional. This is the patron's preferred sublibrary.

The Home Library is taken as a default pickup sublibrary for hold and photocopy
requests. If no Home Library is chosen, the default pickup sublibrary will be the
item's sublibrary.

If a patron places an ILL request without specifying a pickup sublibrary, the item is
loaned to his Home Library. This requires that the sublibrary code of the Home
Library be registered as a patron with a global and a local record.

When creating a Hold or Photocopy Request, whether through the Circulation GUI or
via the Web OPAC, the patron's Home Library is offered as the default pickup
sublibrary. If the Home Library is not set up as a valid pickup library for the item in
tab37 (for hold requests) or tab38 (for photocopy requests), either the item's
sublibrary or another library that has been defined by the system librarian will be used
as the default pickup location instead.

Dispatch Library
Not yet implemented.

Data Export Consent
(For external applications: Non-ALEPH)
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Optional. Select this box if the patron agrees to have his information shared with
external institutions.

Send All Letters to Patron

This box is checked by default. When it remains checked, all letters to the patron are
printed. Clear the check box if the letters that refer to the Send All Letters to Patron
parameter should not be printed. These letters are:

e Hold Request Letter (hold_request_letter_nn)
e Photocopy Request Letter (photo_request_letter_nn)
e ILL Arrival (ill_arrival_nn)

Click on ==l to send an e-mail message to the patron. The patron's e-mail address will
automatically be inserted in the To field.

Receive SMS

Checking this box will enable the patron to receive SMS (Short Message Service)
messages from the library when the library administrator has chosen to allow SMS
messaging. Sending the SMS depends also on an SMS number being registered in the
Address Details form.

ILL Library

Optional. Choose the sublibrary that will attend to this patron's interlibrary loan
requests. If this field is left blank, the patron will not have the right to place an ILL
request.

ILL Total Limit

Optional. The ILL Total Limit specifies the maximum number of interlibrary loans
that a patron may request within a specific period. If, for example, the total limit is set
to 15 requests for a certain period, the patron will be prevented from requesting
further items after the 15th ILL request is made. If your library policy does not limit
the number of total ILL requests, set the value to 9999. This will facilitate an
unlimited number of ILL requests.

A field in the Web OPAC user information screen shows the total number of ILLs
that a patron has requested. Clicking the hyperlink gives information relating to each
ILL.

ILL Active Limit

Optional. The ILL active limit specifies the number of ILL requests that may be
active at any one time. If your library policy does not limit the number of active ILL
requests, set the value to 9999. This will facilitate an unlimited number of ILL
requests.

If you want to create several supplier requests for a single ILL request but place them
on hold for later dispatch, it is important to change the status to 'PND - Pending'.
Otherwise, the ILL active limit for the patron will be inaccurate.
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A field in the Web OPAC User Information window shows the active number of ILLs
that a patron has requested. Clicking the hyperlink gives information relating to each
ILL.

This limit is active only when the ILL request is placed through the Web OPAC.

Sponsor's ID

Optional. In the standard library system, each patron is able to borrow items for
himself but not for anyone else. However, in more complex systems, the library may
allow a patron to borrow items on behalf of someone else who acts as his sponsor. For
example, a teaching assistant may be able to borrow items on behalf of sponsoring
professors.

In order to support this situation, you should first create a primary global patron
record for the teaching assistant and fill in the Patron ID, leaving the Proxy ID field
blank. Create additional global patron records for the teaching assistant acting as
proxy for his sponsors (one for each professor). Each of the teaching assistant's global
patron records will have a unique patron ID. In the Sponsor's ID field of each global
patron record fill in the Patron ID of the sponsoring professor.

Primary ID
Optional. The Primary ID is the regular Patron ID of a patron who is also a proxy.

Proxy Type
Optional. This field defines which circulation activities will be attributed to the
sponsor and which will be attributed to the proxy.

Mail Attachment

This field defines how the patron receives letters in e-mail messages. The options are
to receive only HTML attachments, only plain text within the e-mail body, or to
receive both. The default is to receive HTML attachments only.

Title Request Limit
This field defines the number of active title requests the patron is allowed to have.

Patron Picture
A picture of the patron can be displayed in the patron record in the GUI. A file
containing the picture must be present on the relevant location on the server.

Please note that the picture window is square. If the original picture is not, the picture
is compressed to fit into the GUI picture window.

A picture can be added or updated by clicking the Update Picture button. This opens
the dialog box show below.
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Update Picture " x|

(e
Cancel |
[ ]

Help

Clicking on the Browse button opens a dialog box which enables you to load a picture
file from the local PC or from the network for preview.

Open ——— HH|
Laok jn: I _ 4 Patron Pics j ﬁl

=] 0245 1358 1402 1866
= E] 1383 E] 1438 ] 1966
=131 ] 1363 ] 145 ] 1266
=] 1314 =] 1373 ] 1454 =] g94

1342 1386 1} 1604 Capl
=] 1343 1387 1866 Cap10

Ll | i

File name: {1604 Open |
Files of type: |F'i-:ture Files [”.ipg;".ipeg;*.gif;*.bmp;“-iif;“.dib;j Cancel |

Update Picture I

Cancel

Ay

Help

After confirming by clicking OK, the new picture file is saved on the server in the
bor_pics directory of the user library (for example, ./usr00/bor_pics).

The picture file is automatically renamed. The new name is <patron ID>.<original file
extension>. For example, if a file such as "mypicture.jpg” is loaded for patron
1234567, the new file will be "1234567.jpg" (under bor_pics). Note that at this point,
all other picture files of that patron are deleted (for example, "1234567.gif").

Staff User’s Guide — Circulation 36
October 5, 2010



2.7.2 Global Blocks and Notes Tab

1. Global Patron Details 2, Global Blocks and Motes l

Global Block 1 ERNED|
Global Black 2: ERD|
Global Black 3: ERD|
Global Mote 1 | IE
Global Mote 2; | IE
Global Mate 3; | E
additional Mte 1 |
additional Mote 2 |

"Patron Loadet”

Protected Fields: [ Complets Record

D Patron Addresses
O E-mail Address
D Patron Status

D Expiration Drate

All the fields in this tab are optional.

Global Block 1,2 & 3

These are reasons why the patron may be denied privileges (loan, hold, etc.). One
reason may be, for example, vandalizing property. When the patron tries to borrow an
item, the system will check for blocks and if there are any, the reasons will be
displayed to the librarian. The Block field consists of a 2-character code, and a note of
up to 200 characters.

Global Note 1, 2 and 3

You may enter any additional information, such as birthdate, special status (for
example, foreign exchange student), special interests, and so on. You may enter up to
200 characters in each field. Alternately, you may choose from a list by clicking the
button to the right of the field.

Additional Note 1 and 2
You can enter any additional notes. You can enter up to 200 characters in each field.

"Patron Loader" Protected Fields:
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o Complete Record
« Patron Addresses
e E-mail Address

o Patron Status

e Expiration Date

To protect fields/records from being overwritten when updating patron records with
the Patron Loader (file-20) service, check the corresponding boxes. When the Patron
Loader (file-20) service is run, the checked fields are not updated if they already
contain data. If a field is empty, it is updated with the new data. This refers to all
fields of the Z303/2304/Z305/Z308 records that make up a patron record during an
upload of patron records through the Patron Loader (file-20) service.

The following fields can be protected:

Complete Record all fields listed below

Patron Addresses z304_address[0]
z304_address[1]
z304_address|2]
z304_address[3]
z304_address[4]

E-mail Address z304_email_address
Patron Status z305 bor_status
Expiration Date z305_expiry_date

The values for field protection are stored in the z303_plif_modification field. Possible
values are "1","A", "B", "D" and "E".

1 - do not modify patron records at all (Z303/2304/72305/Z308)
A - do not modify address records at all.
z304_address[O0]
z304_address[1]
z304_address[2]
z304_address[3]
z304_address[4]
B - do not modify the patron status.
z305_bor_status
D - do not modify the patron expiration date.
z305_expiry_date
E - do not modify the e-mail address.
z304_email_address

When running the Patron Loader (file-20) service, the z303_plif_modification field is
consulted and the fields listed above are updated accordingly.

When creating a user online, with the normal registration, the system does not protect
the fields listed above.

Staff User’s Guide — Circulation 38
October 5, 2010



2.8 Local Patron Information

Local Patron Information determines the patron's circulation privileges. The lower
pane has three tabs: Local Patron Information, Local Blocks and Notes and Local
Privileges. The tabs have the following buttons:

Update
View and modify local administrative information about the patron. Click Update to
save changes.

Get Defaults

Default patron privileges have been defined by your System Librarian for each
category of patron. After selecting a status for the patron, you may have the system
automatically assign privileges and an expiration date by clicking Get Defaults. The
default settings are determined in the tab31 table.

2.8.1 Local Patron Information

Local Patron Information |

Patron Status | Description
General Patron 0g h 0,09,/0¢ 19/12/01 Delate |
ISMS0 Exlibris Dema 0z Research 22{08,05 05/03/03 _Re,.,ew
Libraries -
LARCY Archives Library og Research 10/11,/03 o4/11/01
LEDLIC Education Library 03 Research 10,/07,/08 14/05/03
UUELEC Electronic 0z Academic 20/09/03 20/09/00
Resources Staff
LURLEC LELEC Reading
Room
UEDoC Government
Documents LI

The Local Information tab displays an overview of the patron's local registration
records per sublibrary. Each line includes the sublibrary's code and name; the patron's
status code and status name for the sublibrary; the date on which the patron's
registration for the sublibrary will expire; and the last date that a circulation activity
was registered.

The following buttons are available:

Delete

To delete the patron's registration record from a sublibrary, highlight the desired line
and click Delete. You will be asked to confirm that you want to delete the local patron
record. The system will check to see whether or not there are any outstanding loans or
hold requests and if there are, the patron will not be deleted.

Renew
Click Renew to renew the local patron's registration for the highlighted sublibrary.
The Renew Local Patron Registration window will appear.
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Henew Local Patron Registration E

Enter MHew Expiry Date: Cancel |

I 29,/09,/2005 Ld Help |

Click OK to accept the offered option for a new expiration date, or modify the date
and click OK. The displayed expiration date is calculated according to settings in the
tab30 table.

2.8.2 Local Patron Details Tab

1. Local Patron Details I 2. Local Blacks and Mates I 2. Local Privileges

Patron I0: | oo0040s3

Barcode: I E-070372

Titla: [,

Mame: I Lezzing, Patricia E
Sublibrary: I ALEPH

Patron Status: I I..'I3 IH

Regiztration Date: Wlﬂ Expiration Crate: Wlﬂ
Patromn Type: I L.} IH

Photocopy Charge: I C IH

Cash Limit: IUUU—

el OPAC Message: I HR STAF M

[Update

Get Defaults

i

Cancel

The following fields are available:

The Patron 1D, Barcode, Title, Name and Sublibrary fields are for display only. The
information may only be changed on the Global Patron Information tab.

Sublibrary
The Sublibrary is the sublibrary you highlighted in the upper pane and for which you
want to set the patron privileges. It is for display only.

Patron Status

Patron status is a category of patrons for which a default set of patron privileges have
been defined by your System Librarian. After selecting a status for the patron, you
may have the system automatically assign an expiration date and privileges by
clicking Get Defaults.

Note that the drop down menu for Patron Status might vary in different sublibraries.
This depends on the system setup.

Expiration Date
This is the date until which the patron privileges in the selected sublibrary are in
effect. You may assign an expiration date manually, or, as soon as you select a status
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for the patron, you may have the system automatically assign an expiration date by
clicking 'Get Defaults'.

Registration Date
This is the date on which the patron was registered in the library.

Patron Type
This field specifies the type of patron and is for information purposes only. It does not
affect the patron's ability to perform transactions.

Note that the drop down menu for Patron Type might vary in different sublibraries.
This depends on the system setup.

Photocopy Charge
This field indicates whether or not the patron should be charged for photocopies. The
options are Free (F) and Charge (C).

Cash Limit

This is the maximum amount of money the patron may owe before he is prevented
from borrowing additional items. If the patron attempts to borrow an item once this
limit is reached, the system will block him and send an alert to the librarian saying
that the patron owes money.

Web OPAC Message

The Web OPAC Message field allows communication with the patron through the
Web OPAC. You can enter a message of up to 80 characters. There can be a separate
message for each of the patron's local records.

The field can be edited both from the Web OPAC Message field in the GUI and the
Message screen in the Web OPAC.

2.8.3 Local Blocks and Notes

1, Local Patron Details 2. Local Blocks and Motes I 2, Local Privileges I
izt
Lacal Black 1: I o0 m Local Black Mate 1: I H LI
> S ey
Local Black 2: I o |H Lacal Black Mate 2: I @
Local Block, 3: I i) |H Laocal Black Mot 2: I @
Local Block Date: I on/o0nong M
Local Mote 1 I Iﬂ
Local Maote 2: I H
e
Local Mote 3: I H
w
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Local Block 1, 2 and 3

Any block code you assign prevents the patron from performing certain transactions.
The system blocks him and sends an alert to the librarian. The block code is displayed
for the librarian's reference. The patron is prevented from performing transactions
only at that specific sublibrary. This does not affect the other local records of this
patron. If both the local patron and the librarian have override privileges, the librarian
may override the restriction.

Local Block Note 1, 2 and 3

This field is optional. If you enter a note, it will be displayed along with the block
code above whenever a patron is blocked. (See Local Block 1, 2 and 3 above). If you
leave this field empty, the system will enter the block note as set in the table that
defines block codes.

Local Block Date

This is the date until which the patron is prevented from various circulation activities
as defined by your System Librarian. You can manually enter a block date. Moreover,
if a patron is fined with a fine that uses a blocking method, the system will set a local
block date according to the setup of the table that controls due dates, fines and limits.

Local Note 1, 2 and 3
This information is optional. Any note you enter will only be displayed here on the
Local Blocks and Notes tab.

2.8.4 Local Privileges Tab

1. Lacal Patran Details I 2. Local Blocks and Mates 3, Local Privileges

Loan: % es " Ma Bocking Permission: % Yes Ll
Renewal: {% es Mo Ignore Hours Perrnission: ~ Yes f% No Get Defaults |
Hold Request: {* fes " Mo Rush Cataloging Request Permission: ¥ Yes " Mo Carncel |
Multiple Hold Requasts: ™ es * Mo
Photocopy Requast: % Yes Mo
Check Transactions: % fes Mo
Orverride Privilege: " fes f* Mo
Late Return Ignaored: {* fes " Mo
Allovy Hold on Awailable Ttem: % es Mo
Reading Room Parmission: ™ ez * Mo

The patron's local privileges define the scope of activities that the patron can perform
in the selected sublibrary. The privileges defined here will apply to the patron if he
does not have blocks. If he does have blocks, certain privileges may be blocked by the
System Librarian.

Loan
This field determines whether or not the patron may borrow material from the library.

Renewal
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This field determines whether or not the patron may renew a loan (if he has no blocks
that would otherwise prevent him). Note that an item may not be renewed if there is a
hold request for it.

Hold Request
This field determines whether or not the patron may put a hold request on material
from the selected sublibrary, provided the item is available.

Multiple Hold Requests

This field determines whether or not the patron may place more than one hold request
for the same item. This also determines whether the patron can place more than one
advance booking request on the same item per day.

Photocopy Requests
This field determines whether or not the patron may request a photocopy of material
in the selected library.

Check Transactions

If you select Yes, when a patron tries to perform any circulation activity, the system
checks for any problems such as overdue items or limitations (such as having already
borrowed his allotted quota of items). If such blocks are found, the librarian is notified
and the patron is prevented from performing the circulation activity. (See Override
Privileges below.) The checks are defined by your System Librarian.

If you select No, the system does not check for any blocks. You may want to select
Yes for regular patrons and No for institutional patrons such as other libraries. If you
select No for the ALEPH patron, no checks are performed.

Override Privilege

The system automatically stops a patron from borrowing materials if there are blocks
such as overdue items, or limitations such as having already taken on loan his quota of
items. If you check Yes to Override Privileges, the librarian will still be able to loan
material to the patron in spite of these blocks.

Late Return Ignored
If you check Yes, the patron will not receive a fine for returning material late and no
late return message will be displayed.

Allow Hold on Available Item
This field determines whether or not the patron may place a hold request on an item
that is available on an open shelf (that is, the item is not on loan).

Reading Room Permission
This field determines whether or not the patron has permission to request items for
pickup at a Reading Room sublibrary and/or for loan at a Reading Room loan station.

Booking Permission
This determines whether or not the patron is allowed to place a booking request on an
item whose status means that it is blocked for booking.
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Ignore Hours Permission
This determines whether library open and closed hours should be ignored when a
booking request is placed by this patron.

Rush Cataloging Request Permission

This field determines whether or not the patron is granted the privilege to place a
Rush Cataloging Request. If the permission is granted and the item is defined as a
Rush Cataloging item, then any hold request placed by the item also creates a

cataloging trigger. This trigger is used by the catalogers to prioritize the cataloging of
the item.

2.9 Address Information

2.9.1 Address Information - Upper Pane

Address Information |

Type J.i\ddress J'v'alid fram J'v'alid 1o

]
o1 Donald Jones 22/08/00 22/09/07 = Mew
45 Stone Street
Brick Lake, NI
LS4 Delets

Duplicate

il

Donald ] 22/08/00 22/09/07

The Address Information tab displays the addresses available for the selected patron.

By default, the currently active mailing address is highlighted when the Address
Information node is selected. The address that is the currently the active mailing
address depends on the address type and validity dates, as explained below.

When a new patron is created and no address is entered, his name is taken as a default
address. The address type and validity range depend on the system's default address
definition.

The following buttons are available:
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New
To add a new address for this patron, click New. The cursor will be positioned in the
address field in the bottom pane. Enter the new address and click the Update button.

Duplicate
To make a copy of the highlighted address, click Duplicate. The details of the address
will be displayed in the bottom pane. Modify the address and click Update.

Delete
To delete an address, highlight the address and click Delete. You will receive a
prompt asking if you are sure you want to delete.

2.9.2 Address Information - Lower Pane

cdress Delais |

Marne: | Dustin Aadland Update

Address: [ il awvere Caricel

[Boston raa ses17

E-mail [ |
SMS Murnber:
Telephons (1):

Telephons (2): —

Telephone (3): [

Tdzphane (41 —

el v Wm walid To: IWE
O

Address Type: 0z

The Address Details tab on the Address Information lower pane shows address
information for the selected patron.

The following buttons are available:

Update
When you are finished filling in the form, click Update.

This button is located to the right of the E-mail field. Click this button to send an e-
mail message to the patron.
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The following fields are available:

Name

The system will automatically fill in the name as entered in the patron's global
information details, but you can change it. The way the name appears in this field is
the way it will appear in letters to the patron. Therefore, if the system displays the
name with the last name first (Smith John), you may want to reverse the order and put
the first name first (John Smith). When the name or the title of a patron are updated in
the Global Patron Information pane, the name field in each of the address records
associated with him are updated accordingly.

Address
Each line of the address may be up to 50 characters.

Zip Code
The zip code may be up to 9 characters. The format of the zip code can vary
according to the definitions set by your System Librarian.

E-mail
The e-mail address may be up to 60 characters. Click the button to send an e-mail
message to the patron.

Telephone
There are four available fields for phone numbers (for example, home, work, fax and
mobile) Each telephone number can be up to 30 characters.

Receive SMS

Checking this box will enable the patron to receive SMS (Short Message Service)
messages from the library when the library administrator has chosen to allow SMS
messaging. Sending the SMS depends also on an SMS number being registered in the
SMS Number field.

SMS Number
Type in the number to which SMS messages will be sent if the ‘Receive SMS’ check
box has been checked.

Valid From/To
Enter the dates between which this address is valid. If the address is not expected to
change, enter a very distant date such as 31/12/2099.

Address Type

Various types of addresses may be available, such as a permanent address (for
example, 01 - the address of a student's parents) and a mailing address (for example,
02 - the student's local address). The System Librarian sets the system to choose the
relevant address for letters according to one of two available schemes, in accordance
with this type of field:

1. The relevant record depends on "02" in type and current from/to dates.
If no 02 with a current date is found, the system uses 01 with the
current date. If no valid address exists, the last 01 type address is taken.
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2. The relevant record depends on a table that sets which record type is
valid for a specific time period. This scheme does not take into account
the valid from/to dates in the address record.

The two schemes cannot be combined.

2.10 Additional IDs

2.10.1 Additional IDs - Upper Pane

Ackdfional 10 |

Type Type Name key Status |
oa Systern number 1604 AC 2 2dd Ip
01 Barcode 1604 AC Dekete ID

Additional ID 02

=

The Additional IDs tab is used to update patron IDs and add additional IDs. The
system allows for several types of additional IDs that can be used simultaneously as a
key to retrieve a patron record in the GUI or in the Web OPAC.

Type 00 (System Number) and 01 (Barcode) are unique. The system ID cannot be
changed once entered. The patron barcode can only be updated in the Global Patron
Information form. Additional ID types (such as type 02 and up) are not restricted to
one entry. The system allows multiple recurrences of additional 1D types.

The pincode and barcode verification can also be updated via the Global Patron
Information tab.

The following buttons are available:

Add ID
Click Add ID to add an additional ID. The Additional IDs Details tab in the lower
pane will become focused. Enter the additional ID's values in this pane.

Delete ID
To delete an Additional 1D, highlight the desired line and click the Delete ID button.
Note that the button is only active when an additional ID is activated.
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2.10.2 Additional IDs - Lower Pane

Bddtional 105 Datik |

Kay Typa: Ii ﬂ Eay Data: ,-7

Werfication Type: o m Warification: BESELT E
Stabusi AL El

The Additional IDs Details tab on the Additional IDs lower pane shows ID
information for the selected patron. This tab displays the full information of the 1D
that is selected in the upper pane, and facilitates updating of an existing ID and
creation of a new ID.

The following information is updateable:

o Key Type: The key type is the type of the ID field. On the list, the ID
and Barcode are also listed but cannot be updated. Select the additional
ID type from the list.

o Key Data: In the Key Data field, enter the additional ID itself.

o Verification Type: The only type available is 00=normal.

« Verification: In the Verification Field, enter the verification itself.
o Status: Not in use.

The following buttons are available:

Add
When you finish updating the patron ID, or filling the new patron ID's information,
click Add.

Cancel
If you wish not to accept the changes you made, click Cancel.

For the System Librarian: Note that in addition to the regular permissions required
for updating patron IDs, the permissions also depend on the tabl00 USER-IDS-
PERMISSION variable.

2.11 Patron Profiles

A profile sets user privileges and preferences in the Web OPAC. The profile includes
permissions (definitions of records to which the user is denied access, permission to
update address, and so on), and preferences (record display, interface language, and so
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on).

When a patron accesses the Web OPAC, a particular profile is activated, according to
the following setup:

Personal Profile:

When a patron signs in to the Web OPAC, if his global patron record has a
profile listed, then this profile is called up.

(0]

If the profile ID is the same as the Patron ID, the user
can save changes he makes to the profile preferences.
This is called a personal profile.

If the profile ID is different from the Patron ID (that is,
a group profile has been assigned to the patron),
preferences can be changed and saved (not only for the
session). In this case a personal profile is created for the
patron (the profile ID will be the same as the Patron
ID).

If no profile ID is registered in the global patron record,
the IP or ALEPH profile is used; the patron can change
preferences and save them in a personal profile patron
(the profile ID will be the same as the Patron ID).

IP Profile:

When a patron first accesses the Web OPAC, the system checks for a
profile 1D that most closely matches the IP station of the user. The IP
address is entered as the profile ID (without dots). The IP address can
be truncated by up to six digits, in order to include a group of IP

stations.

ALEPH Profile:

When the patron accesses the Web OPAC, if there is no IP Profile,

then the default (ALEPH) Profile is used.

When a patron signs into the Web OPAC he can modify the profile fields that relate to
display preferences if he has a personal profile. This is done on the Display Formats
window accessed via the Preferences link from the Web OPAC or from the Personal
Profile window accessed via the My Library Card window:
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Records per page: C3 10 18 C 20

Auto full: @0 Cs5 10 C15
Select default holdings sublibrary: [Lincoln Library =]
Format:  Option 1(351) € Option 2 (352)

@ Brief view-table © Card (037) C Full view (250)

Select language of interface: & English
T French

= e
Include AUT data in Browse List 7 - iz

Go

These modifications can be saved for personal profiles; that is, for profiles that have
the same ID as the user.

Identified patrons who do not have a profile listed in their global patron record will
have a personal profile created for them when they change the preferences in the Web
OPAC. If the profile field of the patron's record is blank, a profile record is created (in
which the patron's preferences are saved and permissions are defaulted to the
permissions of the default profile), and the profile field is updated. When replacing
the global profile of a patron by another profile, first delete his personal profile.

See Profile Information on page 52 for the "privilege" aspects of the profile record.

2.11.1 Profile List

The Profiles function allows you to create, view and update a profile. The profile is
used together with the Profile field in the Global Patron Information pane.

Select Patrons / Patron Profile from the main menu to activate the Profiles function or

press the Patron Profile icon %] on the Patron Bar. The following window is
displayed:
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Patron Profile List

[x

[+ Display anhy profiles with same user library as conmected user MHew
Type a Profile ID o selact one from the list
Profile ID | User Library ] Deleta |
Q0000036 USkS0 :I
oooo012 USMS2
00000121 USkSZ2 J
Q0000199
00001001
00001439
00004053
11
24042004 lase |
3216549587321 ;I = |

The Profile List shows the currently defined Profiles. You can jump to a particular
point in the list by typing in text in the space provided and pressing Enter.

Note that when this dialog opens up, the displayed profiles are only those that you can
update, as explained below in the 'Profile Information’ section. In order to see also
profiles that you cannot update, clear the "Display only profiles with the same user
library as connected user" check box.

The following buttons are available on this screen:

New

To add a new profile to the list, click New. A form will be displayed for you to fill in.
The form lists the bases to which the OPAC user is denied access, and sets privileges
and display preferences.

Modify
To change information about a particular profile, highlight the profile ID and click
Modify. A form will be displayed for editing the changes to the profile.

Duplicate

You may add a new profile by copying an existing profile's details and then editing
the Patron Profile Information form that pops up. To do so, highlight the profile
whose information you want to copy, then click Duplicate. A form is displayed for
the new profile. It is already filled in with information copied from the highlighted
profile. You can then edit the form.

Delete
To delete a profile from the list, highlight the profile ID and click Delete.
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2.11.2 Profile Information

When you click the Add, Modify or Duplicate buttons on the Profile List, the Patron
Profile Information form is displayed:

Patron Profile Information - 00000121 x|

1. General Information ] 2. Denied Records

Profile I0: I anoonizl X I

Ease Mame: I WD M Interface Lang.: I EMG M
Sublibrary: I WD M Auta Full: I {5
Records per Page:
Erief Farmat: I aoo M - q I 0
Max, Save | I 00060 Uiser Library: | LISME2 H
Mail Files:
[~ Include AUT Cata in Browse List
Perrmiszsions:
F Link Perrission |- SDI Permission
I- Sawe Permiszion |- Special Request Permission
[~ Course Permission [ Update &ddress Permission

Cancel

Help

il

There are two tabs on the Profile Information window: General Information and
Denied Records.

General Information
This section includes the following parameters for the profile:

Profile ID
This can consist of up to 12 alphanumeric characters.

You can use a computer's IP address as a patron profile 1D. Every section of the IP
address must contain three digits. If there are fewer than three digits in a section, add
leading zeroes. For example, if a computer has the following IP address,
10.1.235.199, type 010001235199 in the Profile ID field.

If several computers in the same facility, such as the Law library, share the same IP
prefixes, you can define a profile ID to be shared by all of the workstations.

For example, if the computers in the Law library have the following IP addresses:

10.1.235.199
10.1.235.200
10.1.235.015
10.1.235.079
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You can set up the following profile ID for all of them: 010001235.

Base Name
Enter the default base to be accessed when the patron signs in to the Web OPAC. The
default base is relevant only to the IP address and ALEPH profiles.

Interface Lang.
Enter the default interface language for the Web OPAC.

Sublibrary

This is the default sublibrary for holdings display in OPAC. When the List of Items is
displayed, this library is automatically chosen for display. If this field is left blank, the
default is "all sublibraries."”

Auto Full

If the number of records in the set is less than or equal to the number here, the set
displays single records in Full format; if the number of records in the set is greater
than this number, the records are displayed in Brief format.

Records per Page
Enter the value for the number of records you want to be displayed in Brief Format in
the Web OPAC.

Brief Format

Select an option from a list of predefined Brief Formats. Format 999 is brief record in
table format; other formats are selected fields from the full record, with each field
displayed on a separate line.

Max Save/Mail Files
Enter the maximum number of records a patron is allowed to save or mail at one time
from the Web OPAC.

User Library

If the profile is assigned to a library, then the staff members that are assigned to that
library and the administrative staff (meaning the staff members that have been
assigned ADMIN in the 'User Library' field) will be the only staff members that can
update the profile.

If this field is left blank, then all staff members can update the profile.

The drop-down list of libraries displayed will be the ADM libraries that the staff
member is allowed to operate in, according to the staff member's 'User Library' field.

Include AUT Data in Browse List

Check this box if you want to display AUT data in the Browse List in Web OPAC.
Authority information is displayed immediately following the heading. The following
fields from the Authority record are displayed: 260 (Complex See Reference -
Subject), 664 (Complex See Reference - Name), 666 (General Explanatory Reference
- Name), and 680 (Public General Note).
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Permissions

Link Permission
Permission for link to external files, through the 856 field.

Save Permission
Permission to save a set of records on the server.

Course Permission
Permission to send lists for Course Reading.

SDI Permission
Permission to create a personal SDI profile.

Special Request Permission

Special Request Permission allows the patron to place a request for
material that is not in the Web OPAC. This goes together with an
individual ILL permission that can be set in the Global Patron Details
tab in the Global Patron Information node in the Circulation GUI.

Update Address Permission
Permission to update a User Address from the Web OPAC.

Denied Records

Patron Profile Information - 010001235

1, General Infarmation ] 2. Denied Records ]

Library Code: FIMD Cormmand for Denied Records: Ok I

wrd=[internal ar restricted or confidential)

ka|sdlsalnalsalsalsalsa
AD 5T (@) (D) @) @) () G

Cancel

i

Help

If a library wants to deny access to certain records, it needs to define queries that set
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these restrictions using the Denied Records tab. A denied base is defined by a
Boolean FIND command. All matching records are denied to a patron who has this
profile.

Library Code
Enter the code of the BIB library.

FIND Command for Denied Records

Type the command that the system will use to create a set of denied records. You may
define only one line for each Library code. The FIND command can have up to 8
Boolean parameters and can be up to 500 characters long. Every patron who is
assigned this profile will be denied access to these records. Use "wrd=(internal or
restricted or confidential)" in order to define a base which will exclude all records that
have "internal” or "restricted” or "confidential” in the wrd word group.

3 Items
This chapter includes the following sections:

e Whatis an Item?
e The ltem Tab

e The Item Bar

e Open an Item Record

o Catalog Record and Create Item
e Change Item Information

« Restore Item Information

e Change Item Process Status

3.1 Whatis an ltem?

In the ALEPH 500 system, an item consists of a single record where the information
about it is stored.

Item records are linked to administrative records, and cannot exist without an
administrative record. Each item is identified by the administrative record number and
an item sequence number. Several items can share the same administrative record in
which case they will have the same System number although with a separate item
sequence number. Each item must also have a unique barcode. To work with any
item's record, open the Item tab:
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@ | (=[] E %

sl = EN =
EIENIEE O |l |
@ [1] Functional @ [2] Overview: ™ Loan Filter
- [M] List Of Ttems Subliorary | Collection | Status |Due Date Item Barce Reques] Loans | Last Return ];I -

--[E] &ll Items History Eoching Reg
=-[1] Item Photo Request

[H] Hold Requests
id

--[P] Photocopy Requests

~[L]Loan Elaim Return

- [O] History

Lost

[2] Circulation Log
- [5] Circulation Surmmary Print &l
- [K] Booking
[R] Maintenance Record
--[B] Bibliographic Info. Eefrach
--[T] Trigger List
[N] Maintenance Profile

Sor Optians =l

Item Details

4 | ]

In the Circulation module, you have access to the following Item functions:
o Catalog Record and Create Item
e Change Item Information

¢ Restore Item Information

e Change Item Process Status

See the Items - Items working Modes chapter for details about the Items Overview
and Items Functional Working modes.

3.1.1 Theltem Tab

The Item tab is comprised of five roots and nine nodes, which bring up corresponding
panes when clicked.

e Items List
o All Items History
e |tem
o Hold Requests
o Photocopy Requests
o Loan
o History

o Circulation Summary
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o Booking

o Maintenance Record
« Bibliographic Information
e Triggers

e Maintenance Profile

3.1.2 The Item Bar
The Item bar includes the following elements:

e The ltem icon on the far left.

e The Item field where you enter the call number or item barcode.
e The list EI button.

e The arrow button sends the value entered in the Item field to the
server.

e The display area shows the author and the title of the bibliographic
record that the item is attached to.

e The Catalog Record and Create Item and the Full screen icons
on the far right.

The Item Bar is only active when either the Item Tab or the Loan Tab is open.

=21 EE] I=1E]

3.2 Open an Item Record

Enter the item's barcode or call number in the Item Bar's Item field. (Note that the
ability to search by call number is according to the setup of the entry ITEM-
BARCODE-OR-CALL-NO in tab 100.)

| (D [ o0 [][3] |BIB= 164 ADM= 164 - Gli epigoni di Kant. — (Durante, Gaetanu).h%] |

and click .

There are several ways to do this:
e Type the item barcode or call number in the Item field.

e Scan in the item barcode.
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o Select an item from the Item List by Call Number. The Item List by
Call Number is invoked by clicking the EI icon on the Item bar:

Item Lizt by Call Mumber

Enrter Starting Point
[ [ D

Call number ]
££h287hi ]
$Eha7e. 42441167

$$hD87 655411544 [

$£ho08. 7654i.K00

$Eho00tsi eeatEmSUEEk 1114222

$thooo.2a8

$EhES40EE. W 171

$EhACTEELRBOS

$EhBRO0SEE.108

$EhBR234.56 EA

fthColumbia House PES 5748 (DS 937--D5 942
$EhE182. 8. B7EE4S

$Ehz42$5i8647.1077

£EhH1E%I. 153 Cancel |
$EhHGE329.5 D38 1970 ;I Help |

To search for an item by call number, enter the call number in the Enter
Starting Point field. In the field to the right of the Enter Starting Point field,
enter one digit that defines the call number type or choose one from the drop-
down list.

To jump to a particular point in the list enter a string in the Enter Starting
Point field and press Enter. To jump to the start of a call number type in the
list, enter a call number type in the right-hand field, place the cursor in the
left-hand field and press Enter. The first line with the chosen call number type
is displayed.

Highlight a call number and click Select. A list of items for the administrative
record that was found will be displayed in the Items List in the upper pane:
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@ [1]Functional O [2] Cverview [™ Loan Filter
= [M] List Of Items (1/93) Sublibrar JCDIIBEUUH ]Status ]Due Date ]Item Barcc‘ Reques| Loans ]Last Return I
[E] &Il It Histary Main General In-library use 3204401 1 28/10/97 ;l Booking Req |
£ [1] Item (32044014702286, 11487, Library 2506454 Photo Requsst
i [H] Hold Requests (0, 0)
- [P] Photocapy Requests (0, O) ! .
L] Loan @) MEIH General In-liorary use 3204400 1 11/10/98 Claim Returm
- [D] History {Last updated 07/04,/05) Library 4982270 e
[7] Circulation Log (07/04/05) Main General Ir-library use 3204401 20/03/93 =
[S] Circulation Surnmary Library 5207616 Erint Slip
[] Baoking (0, 0) Main General In-library use 3204401 1 19,/08/00 -~ EeT
’ ush to Items
- [R]Maintenance Record (0) L\brary : 1658895
- [B] Bibliographic Info. Iain General In-library use 3204400 1 14,/04,/02 Refrech
- [T] Trigger List L\hrary . 4966082
- [N] Maintenance Profile IMain General In-library use 3204402 2 17/08/01
Library 0105219
Iain General In-library use 3204400 1 owoem =l
Sort Options | el /Dese. fLibrary fCollection =l
Itern Dietails |
tem | it Infa |
Doc Number {Item Sequence) 518 54.0
Item Sublibrary Main Library
Item Collection General
Item Call No. 11487.24
Item Call No. 2
Item Description v.7 (1958) Ll
4 | B
Sort Options

This field indicates how a list of items that is attached to a bibliographic record, will
be sorted. There are six available options. Your system librarian will set the default
method that is used each time you retrieve an item list. You can also change the sort
option manually by clicking on the arrow and selecting an option from the pull-down
menu.

The following buttons are available on this screen:

Photo Request
Click Photo Request to place a photocopy request for the highlighted item. You may
place a photocopy request only if the patron has photocopy request privileges.

Hold Request
Click Hold Request to place a hold on the highlighted item. You may place a hold
request only if the patron has hold privileges.

Claim Return

Sometimes, a patron claims that he returned an item, even though there is no record of
it having been returned. If you want to make note of this situation, click the Claim
Return button. You will be asked to confirm that the item was claimed as returned.

Lost

If you want to declare a loaned item as lost, click the Lost button. You will be asked
to confirm that the item is considered lost. When you do so, a "Lost Material Bill"
will be sent automatically to the person who borrowed (and lost) the item.

Print Slip
To print an item slip, highlight the item and click Print.
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Push to Items
Click Push to Items to go to the Item tab in the Cataloging module to continue
working with the item record of the highlighted entry.

Refresh
Click Refresh to reload the Item List from the server so that it reflects changes that
have occurred since you first opened the window.

3.3 Catalog Record and Create Item

This option enables you to catalog a record and create a corresponding item with
minimum information. Once such a record exists, the item may be loaned. The item
may be cataloged in full later using the Cataloging module.

Note

When a record is cataloged and a corresponding item is created using Catalog
Record and Create Item in the Circulation module, a hold request is created. This
request is created for a library user whose ID is determined by the ADM library's
tab100 variable FAST-CAT-HOLD-ID. If such a variable does not exist, the ID will
be "CATALOGER" for shared ADM libraries, and CAT-nnnnn for non-shared ADM
libraries, where nnnnn is the ADM code. The request will become active at a later
date so as not to interfere with the loan process. It is created in order to display a
message when the item is returned, so that it can be transferred to the Cataloging
department when the cataloging process is completed.

If the ID does not exist as a valid pseudo-patron, no request is created.

The same Catalog Record functionality, in the Acquisitions/Serials module (under
Orders/Catalog Order), does not automatically generate a hold request.

It is NOT intended that this function be used for large-scale cataloging instead of the
Cataloging module. If it is extensively used, problems may arise because of the large
number of hold requests that are automatically created for the "CATALOGER".

Choose this option by selecting Items/Catalog Record and Create Item from the
Circulation module's main menu, or by clicking the Catalog Record and Create

Item icon on the far right of the Item bar. The Choose Bibliographic Library
window will be displayed. Select the bibliographic library where the bibliographic
record will be stored.
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i Choose Biblingraphic Library

Description
LISKOL - USMARC Bibliographic
LISMz0  LUSk20 - LISkARC ILL

LISM30  LISK30 - USkART Course Reading

Cancel

;I Help

il

The list is comprised of the bibliographic libraries that are listed as relating to the
administrative library you are connected to.

Highlight the desired library and click OK. The Catalog Record and Create Item
window will be displayed. It has two tabs: Document Information and Item
Information.

Catalog Record and Create ltem I
L. Docurnent Information ] 2. Itern Informnation ]
Author I 100 a I E | o I
Title [rmandatary) I 245 a I @
Place I 260 a I E
Crate I 260 [= I E
ISEM | 0z0 c | E
I55H | 02z c | E
Adm nate I HOTE a I @
Cancel |
Help |

Fill in the fields with the essential information for cataloging the record. Note that the
record does not undergo cataloging checks. The fields displayed in this window are
determined by your System Librarian.

Note for the System Librarian

The fields in the Catalog Record window are determined by the setup in
pc_tab_acq_fast_cat. Ing. This table has to be edited in the bibliographic library
(for the creation of the bibliographic record) and in the administrative library (for the
creation of the administrative record). Fast cataloging defaults to FMT BK, using
relevant LDR and 008 templates. However, a different FMT can be set, in which case
the default values set in tab_tag_text are used to set the appropriate LDR and 008
fields. The record does not undergo cataloging checks.
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You can determine the bibliographic fields in the pc_tab_circ_fast_cat. Ing table
located in the administrative library by using column 5 of the table to specify that the
tag is a BIB tag.

If the pc_tab_circ_fast cat.Ing table located in the administrative library
includes at least one line with a tag that is specified as a BIB tag, the
pc_tab_circ_fast_cat. Ing table in the Bibliographic library will be ignored.

This option can be used by a Multi-ADM environment as well by a single-ADM
environment.

Catalog Record and Create ltem
1. Docurnent Information W 2. Itern Information 1
Open Date: | ho o402 Sequence Mumber: | I_ o |
Itern Barcode: | Material Type: I—B cave Dk, |
Sublibrary: | |E| Callection: | |E|
Ttern Status: | |E| Ttern Process Stabus: I—B

Call Hurnber Type: |E| Call Mumber: |
2nd Call Mumber Type: |E| Second Call Humber: |

Description: |

P A Moke:

B Fo) Ao Fom ] ]

|
Intermal Mote: |
|

Circulation Mate:

Help

Cancel
e |

The Item Information window has the following fields:

Open Date
The Open Date is the date the item record was first opened. The date is filled in
automatically by the system.

Sequence Number
The sequence number uniquely identifies the item in the administrative record. The
system will automatically assign a number.

Item Barcode

This information is mandatory. You can use your barcode reader to scan in the
barcode that you stick on the item. Alternately, you may leave the field blank and the
system will automatically assign a number as soon as you click the Update button.

Material Type
This information is mandatory. Choose the material type from the drop-down menu.
The choices available on the menu are determined by the System Librarian.

Sublibrary

This information is mandatory. Choose the sublibrary from the drop-down menu. The
choices available on the menu are determined by the System Librarian. Note that no
matter what access rights you have, you can add an item to any library. However, you
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can only update the item if you have access rights to the sublibrary the item belongs
to.

Collection

This information is optional. Your library may designate collections such as Maps,
Oversize or 4th floor. You can choose from a list of collections that are valid for the
selected sublibrary by clicking the button to the right side of the field.

Item Status

This field is mandatory. Item status defines the circulation policy for the material.
Choose the sublibrary from the drop-down menu. The choices available on the menu
are determined by the System Librarian.

Item Process Status
Choose one of the options that describe the item's current process status or leave the
field blank.

Call Number Type
The Call Number Type is the method your library will use to arrange this item on the
shelf. This is an optional field and should be used according to library policy.

Call Number

This is an alphanumeric code that identifies the shelf location of the item. Depending
on how your System Librarian has set up the Items function, you may type in text,
choose from a drop-down menu, or use a form to enter a call number. If your library
assigns only one location to an item, be sure to fill in this Call Number field and leave
the Second Call Number field blank.

Second Call Number Type

It is possible to use two call number schemes. In this case use this field to enter the
second call number scheme. Information about the Second Call Number Type is not
used when the system creates a holdings record.

Second Call Number

This is an alphanumeric code that identifies the shelf location of the item. Depending
on how your System Librarian has set up the Items function, you may type in text,
choose from a drop-down menu, or use a form to enter a call number. If your library
assigns only one location to an item, be sure to fill in the first Call Number field and
leave the Second Call Number field blank.

Description
The description field can be used for volume information (such as v.16, 1995). It is
used for defining sort options.

OPAC Note
This note will appear in the Web OPAC.

Internal Note
This note will appear on the Item form.
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Circulation Note
This note will appear in Circulation transactions.

3.4 Change Item Information

This function lets you change information about an item such as its item status, the
sublibrary and collection to which it belongs, and its location. This function assumes
that you have an existing item (or a group of items) whose information you want to
change.

Choose this option from the Circulation module’s main menu by selecting
Items/Change Item Information. The following screen is displayed:

Change Item Information - Step 1 [852 Overmide in Effect]

Sublibrary: I—IH [ Permanent Change o
Itern Status: I—IH ¥ Check Requests
Itern Process Status: I—IH
Fernote Storage I0 I—IH
Collection: I—IH

all Mumber: I |§| » | Cloze |
Call Mumber 2: I |§| ’l Help |

This screen asks you to determine the new item status, sublibrary, collection, etc. for
the item(s). You only need to fill in the information that you want changed in the
items' records.

If you want the data in a particular field to be deleted, enter a minus sign.

If you want the change(s) to be permanent, with no chance to restore the original
information, then select the Permanent Change box. When the Item has a HOL record
attached to it, no permanent change is possible in the fields relating to the HOL record
(852 field): sublibrary, collection and location. You can always make a temporary
change.

If you want the system to check if an item has a hold request or a photocopy request
placed on it, select the Check Requests box. If a hold and/or photocopy request is
found, an appropriate message is displayed.

In addition, if the change is from a non short loan collection to a short loan collection,
the system attempts to reallocate the request to another like item and deletes the
request if the attempt fails.

Note that if you change an item status to an advance booking item status, an advance
booking schedule is automatically created. If you change an item status from an
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advance booking item status to another item status the advance booking schedule is
automatically deleted.

When you are finished filling in the form, click OK.

You will then receive a prompt enabling you to scan in the barcode number(s) of the
item(s).

Change Item Information - Step 2 [B52 Overmnide in Effect]

Field ]New Yalue ] o |
Sublibrary UHLTH -
Item status 12

Item process status
Femote Storage ID
Collection

Call number

Call number 2

;I Close

Help

Erter Tkern Barcode: I

id

This screen shows the changes that will be made to the item record(s) as soon as you
enter the barcode number(s). (Note that a blank in the New Value column means that
the data for a particular field will be deleted.)

You may use the barcode reader to scan in the barcode(s). Click OK or press Enter
after each barcode number that you enter. (If you want to scan barcodes for a number
of items, you may set your barcode reader to automatically insert a carriage return
(Enter) command after each barcode is scanned in.)

When you have finished changing the information for all the items you want, click
Close.

3.5 Restore Item Information

This function restores information about an item that was changed using the Change
Item Information function. You can only restore information if the change made was
not permanent.

Choose this option by selecting Items/Restore Item Information from the Circulation
module’'s main menu. The following screen is displayed:
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E-iblil:ugraphil: Info ] (]34 |
Hulst, W, G, van de MWillern Gerrit van del, b, 1879, =l
Bertierita, terutama tentang tierita Alkitab..
Djakarta, Badan Penerbit Kristen [1962].
130 p. 19cm..
[ -
Field JChanged from ]Resb:ured to ]
Item status 32 32 Bl
Sublibrary URPTH LILIMGC
Collection GEM SEM
Call number
Call number 2
Item process status
Femote Storage ID =l Close |
Enter Item Barcode: I ¥ Check Requests
Help |

To restore the information for a particular item, enter the item barcode and click OK.
If the change you made was temporary, the screen will then display the field values
that were changed earlier and restored now.

If the change you made was permanent you will receive an error message and no
information will be restored after you click OK.

If you want the system to check if an item has a request placed on it, select the Check
Requests check box. If a request is found, an appropriate message is displayed. In
addition, if the change is from a non short loan collection to a short loan collection,
the system attempts to reallocate the request to another like item and deletes the
request if the attempt fails.

3.6 Change Item Process Status
This option is accessible from the Items / Change Item Process Status option from the
Circulation module's main menu.

Use this window to update the Item Process Status or Remote Storage of a single
item.

Change Item Process Status

Itern Process Status:

dag

Rermote Storage ID: I

¥ Check Requests Cancel

Earcode: I Help
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Type in the new item process status or use the pull-down menu to select from a
predefined list.

Type in the new remote storage code or use the pull-down menu to select from a
predefined list.

If you want to be warned when an item has an outstanding Hold Request or
Photocopy request, select the Check Hold Requests box. The warning will not stop
you from performing the change.

Enter or scan in the item barcode and click OK to make the change.

3.7 Media Maintenance

3.7.1 What is Media Maintenance?

Media Maintenance is concerned with the maintenance of equipment that is
controlled by the Media Center. Examples of such equipment are DVD players,
record turntables, CD players, and so on. In many instances, the equipment must
undergo regular maintenance, dependent on time or usage. The purpose of the Media
Maintenance feature is to bring such instances to the attention of library staff, and to
track the maintenance process.

The ALEPH bibliographic record is used for identifying and describing equipment.
Each group of like (equivalent) pieces of equipment is cataloged in a single BIB
record. Each physical piece of equipment is registered in a standard ALEPH item
record (Z30) using the standard client interface. You schedule the use and registration
of requests and loans through standard Item Booking definitions and procedures (Web
and GUI).

Each physical piece of equipment is entered as a copy (item), through which it can be
requested and loaned (actions through which charges can be levied) or sent to
maintenance. As with any other item, each physical piece of equipment belongs to a
particular sublibrary and has a status, a material type, and other characteristics.

3.7.2 Maintenance Profile record

Each record that needs maintenance must have a Maintenance Profile, which
determines maintenance aspects: unit type, number of units, maintenance days,
maximum delay, service provider, and notes.

To create a Maintenance Profile:
1. Open the relevant item in the Items tab of the Circulation GUI and
click the Maintenance Profile node.
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2. Fill in all fields that are available on the Maintenance Profile form and
click Update:
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For details on each field of the Maintenance Profile, refer to the Online Help (F1).

3.7.3 Maintenance Record

Your library should run a dedicated batch job (cir-36) periodically. This service goes
through all items that have a Maintenance profile (and sometimes Maintenance
Records) and retrieves the list of items that are due for maintenance. Depending on
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setup, the batch can also book such items (for more detail on this service, refer to
Maintenance List (cir-36) on page 212). If the batch has been configured to create
booking requests for the maintenance items, and the booking is created successfully,
the batch will automatically create a new maintenance record for the item (provided
an open one does not already exist). If a booking has not been created, a maintenance
record has to be manually created. In any case, after the maintenance record exists,
you can check the item out for maintenance by clicking Send. When the item is
returned from maintenance, click Check In to check the item back in.

Note

As long as an open maintenance record exists, creating a new one is not possible.

If the item is due for maintenance but is checked out, a pop-up message will be
displayed when it is returned, indicating that the item is due for maintenance. You can
immediately create a maintenance record and send the item to maintenance.

The Maintenance Record is available through the Items tab of the Circulation module
- Maintenance Record node.

Maintenance Record List I
Date Sent JExpected Return Dat| Returned Date Service Pravider ] Cost I
01/11/04 11/11/04 12/11/04 SPROVIDER 1 12.00 ;I Hew |
02/01/05 12/01/05 10/01/05 SPROVIDER.2 10.a0 Duplicate |
14/03/05 24/03/05 2503405 SPROYVIDER 1 2.00
Draleta |
Maintznance Record I
Sent Date I 1403 f2005 IH pdate |
EDA I 240z f2005 E Sawve Defaults |
Return Crate I 25,03 /2005 IH Send |
Service Provider I SPROVIDER1 M
E A )
Reazon I g e |
Mote I @
Cost I 2.00

For details on each field of the Maintenance Record, refer to the Online Help (F1).

4 Loans
This section explains:
e Setting Up Loan Options

e Loaning an ltem
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e Fast Loan

e Offline Loan

e Recalling a Loaned Item

¢ Reloaning an Item to the Same Patron

e Loaning an Item that is on Loan to Another Patron

If applicable, see also the section on In-house Use on page 100. The In-house use
functionality lets you record the number of times an item is used by patrons on library
premises during a given period of time (usually a month or a year) as opposed to the
number of times it is loaned.

Before loaning any items to a patron, you should first check the system's loan options,
and adjust them according to your needs.

4.1 Set up Loan Options

The Set Up Loan Options window determines certain aspects of the system's
functionality when performing a loan transaction.

To activate this function, select ALEPH/Options/Set Up Loan Options from the main
menu. The following window will be displayed:

Set Up Loan Options il
I_ Dizplay Circulation Mate

I_ Display Maszages for patron's holdz and arrived I items

I_ Dizplay "Iten is requested” Meszage
I_ Patron Werification Required

I_ Dizplay Item Process Stabus

I_ Crverride Button as Default

|7 Create Return Receipt on Automatic Return

— Loan Receipt Printimg

G Mo Receipts

(" Per Single Loan
Cancel

&l Loams in One Raceipt
Help |

Display Circulation Note

Select this option to display the item's Circulation Note when the item is loaned. The
Circulation Note field is in the Cataloging module (Items tab / Items List / lower pane
/ General Information (2) tab).

Display messages for patron’s holds and arrived ILL

Select this option to display a message if there is an item on hold waiting for the
patron. Note that the message is displayed only if the patron’s on-hold item is on the
hold shelf of the circulation desk of the library in which the loan is being performed.
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In addition, message is displayed if an ILL item requested by this patron has arrived.

Display "ltem is Requested' Message
Select this option to display a message if this item is requested by another patron.

Patron Verification Required
Select this option to require patron verification in order to perform the loan.

Display Item Process Status
Select this option to display the item process status when performing the loan. If the
item is not in process this option has no effect.

Override Button as Default

This option determines whether the Override button or the Cancel Loan button is
highlighted by default if the patron does not have permission to borrow the item in
question. Select the option to set the Override button as the default.

Create Return Receipt on Automatic Return

This switch determines whether a return receipt will be printed to the previous
borrower of the item. This option is relevant if the item that is being checked out is
already registered as on loan to another patron and the system is configured to register
an automatic check-in for such a loan.

Loan Receipt Printing

You can determine whether or not the system will automatically print loan receipts.
To have the system automatically print receipts, you can choose whether they should
be printed after each loan transaction (Per Single Loan) or only at the end of a session
with a patron (All Loans in One Receipt). In the latter case, one receipt will be printed
listing all of the loans made to the patron during the current session. The current
session is ended either by pressing F4 (End of Current Session) or by entering another
patron.

4.2 Loaning an Item

When loaning an item, the system checks both the patron and the item to verify that
the loan can be performed. The system checks that:

e The patron has the right to borrow the item.

e The patron's registration has not expired.

e The patron has no block codes.

e The patron has no overdue items or debts.

e The patron has not reached the limit of items that he may have on loan.
e The item may be loaned.

e The item has no hold requests.
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If the item is loaned to a proxy, the loan is nevertheless registered under the name of
the sponsor.

Standard Loan

Select the Loan tab from the Circulation module's navigation pane. The Patron
Information tab will be displayed in the upper pane and the Loan Session tab will be
displayed in the lower pane.

Step 1:
Enter the patron's ID or barcode number in the Patron bar's Patron field.

[3] ||1E-'3'41 IEI |Junes, Donald (160411604}

Alternatively, invoke the Patron List by clicking the list button L=

Patron List x|
—Sort by ...
" Patron ID IF Display Local Patrons Snby
Kewwords |
(¥ Patron Name Enter Starting Point
Mew Patron |
{” Patron Barcode I |

FPatron ID FPatron Marme ] Patron Barcode ]

00116829 CPTIMA B-0174381 ﬂ
HEALTH-ELLIOT —I
HOSPITAL
HEALTH SCIEMCES
LIBRARY ILL
1 ELLIOT WAy
MAMCHESTER, MH

000322315 Crach, NORBERT B-035331
f Frost Street

Arlington MaA 02474 p— |
ance
00400433 Cral Medicine B-015325

00282364  ORAL ROBERTS B-014574 =l el

Select a patron from the list. (For more details on the Patron List see The Patron List
on page 26.
The patron's details will be displayed in the Patron Information tab.
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Patron Name BEEKEM DaNID

97 LOWELL 5T. #3
Address couroun | E Ma 02143

Telephone 617-775-2204
Patron Type Special borrower

Patron

Status FacLlty

[

For the System Librarian: The definition of a Loans Desk Librarian's permissions
must include the "Loan item" permission. If you want to prevent the librarian from
viewing the patron's full information, deny him the "Display patron information™

permission.

Step 2:

Enter the item barcode or call number in the Item bar's Item field. You may use the

barcode reader to scan in the item barcode.

| (D [ 410 [][3] |BIB= 164 ADM= 164 - Gli epigoni di Kant — (Durante, Gaetann)_||r:_5|:‘| |

Alternatively, invoke the Call Numbers List by clicking the list button EI

Enter Starting Point

Call number

69
70
71
72

123.36.3321
£4h2a7h;
£5h523. 155HI94b
£Eh523, 155HI94c
$+h666.55
£th 677 .5|$5i DE24a
£ENG73. 3551 T34

Call Number List [ |

Cancal

i

Help
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Select an item from the Call Numbers List. (For more details see the discussion of the
Item List by Call Number in the Items chapter.

If there are no hindrances (such as patron blocks) the Loan will be performed. Details
about the patron will be displayed in the Patron Information tab and details about the
loan will be displayed in the Loan Session tab.

Patron Information |

Patron Details | Patron Motes I Patron Loans Surnmary
;I e I -411.78 Mew Cash |
Patron Mame Aadland, Dustinn Tramsferved bo AR: | 0.00 pay Cash |
Hill &vere
Address g o g 90317 909 173535 e | 41172 Patron's Cach |
E-mail d_aadlandiba, cam

Patron Type Colege Library reserves -

Patron Status Faculty Lty |
[ -]
End Session

If the loan has not been performed yet but information has been entered in the Patron
bar and/or the Item bar, clicking End Session will clear the screen of information
about the patron and item.

If the loan has already been performed, the screen will be cleared and a loan receipt
will be printed if the loan option Loan Receipt Printing was set to All Loans in One
Receipt.

New Cash

You may register a cash transaction on an ad hoc basis by clicking the New Cash
button. A form will be displayed, enabling you to define the transaction as a debit or
credit, write a descriptive note about the transaction, and link the transaction to a
particular target, sublibrary, or item record.

Pay Cash

If the patron wants to pay some or all of the money he owes, enter the amount in the
Pay field and click the Pay Cash button. You will be asked to confirm that the patron
really does want to pay the specified amount. After confirmation, the system will
register as paid as many transactions as can be covered by the amount paid, starting
with the earliest unpaid transaction. (A given transaction may also be partially paid. In
this case, the transaction will be split into two transactions, one for the paid portion
and one for the unpaid portion.) Depending on how your System Librarian has set up
the system, one or more receipts will be printed.

Patron's Cash
Click Patron's Cash to view the patron's cash transactions list.

Letter
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Click Letter to print a letter to a patron. You will be able to select from a number of
letter formats defined by your System Librarian. This function is also used to print the
patron's circulation list and library card.

Click on to send an e-mail message to the patron. The patron's e-mail address
will automatically be inserted in the To field.

After the loan is performed its details will be displayed in the Loan Session tab.

1. Loan Session

2. Blocks |

07 /04,/03 20:00 Four YWeek

Loan

Lodge, Rupert Clendan, 1886- : The
y of Plato.. Print Session
Change Data

Loan Mokes

il

Print Session

Click Print Session to print a receipt for the loans performed during the current
session with the patron. When a loan receipt is printed for a loan that was performed
through a proxy for his sponsor, the proxy's patron details (and not the sponsor's) are
taken to fill in the loan receipt.

Change Date
Click Change Date to change the due date for the current loan. A small window will
pop up enabling you to enter a new date.

Note: If a patron's registration expires before the due date of an item being loaned, the
system will automatically shorten the loan period to correspond with the expiration
date.

Loan Notes
Click Loan Notes to enter a note that will appear on the Loan Details - Loan tab
(Patron tab / Loans node - lower pane).

If there are patron blocks, they will be reported in the Blocks tab. In this case the
Blocks tab will be displayed in the lower pane instead of the Loan Session tab.
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1. Loan Session 2. Blocks

Mo loan permission - barrower sublib ULIMC, { Oerride |

Cancel Loan |

Cancel Loan
Select Cancel Loan to cancel the loan.

Override

If the patron's privileges permit you to override the blocks and you have the librarian's
privilege to override blocks, the Override button will be active. Select Override to
perform the loan regardless of the blocks.

More information about the patron or the item is available on other tabs. You can go
back and forth between the Loan, Patron and Item tabs in the middle of the loan
transaction.

Click the Patron tab to see the Patron Record. You will be able to see information
such as the patron's loans, holds, photocopy requests, cash transactions and privileges.

Click the Item tab 21 to see all copies available for the bibliographic record. You will
be able to see information such as the sublibrary that owns each copy, the status of
each copy (how long the copy may be checked out), and the due dates of loaned
items.

4.2.1 Loan History

To see a list of all the loan transactions performed on the station, select the History
node on the Loan tab.
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Loan Hiskory
Patron ID IF'atrun Mame Item Barcode I
00000241 Hernandez, FANDOLPH E. 52119-50 LI Erirt |
Print Patron |
Item |
Patron |
Print

Highlight the lines to be printed and select Print.

Print Patron
Select a line and click Print Patron to print loan receipts for all of the selected patron’s
loans that are listed in the history node.

Item
Select a line and click Item to go to the item view of the loaned item.

Patron
Select a line and click Patron to go to the patron view of the patron that made the
highlighted loan.

Clear All
Select Clear All to clear the list.

4.2.2 Fast Loan

The Fast Circulation function is used to perform a fast loan or a fast return from the
same basic screen.

For the sake of speed, the item's bibliographic information, loan details or the return
date and the patron's details are not retrieved and are therefore not displayed. There is
also no access to the Patron List or to any search for items. Therefore the transactions
are performed more quickly than when using the regular Loan and Return screens.

The system checks whether the item has been requested, and runs all of the checks
that are defined in the LOAN section of tab_check _circ. Other checks, such as
whether the patron is blocked, are not checked.

To perform a loan using Fast Circulation, open the regular Circulation client. From
the main menu select Circulation / Fast Circulation. The following window will be

Staff User’s Guide — Circulation 77
October 5, 2010



displayed:

Fast Circulation I

Patron ID f Barcode: I

i

LLrany

Itern Barcode: I

—Choose Transaction

8 Loan

Cloze

'

™ Return
Help

Select the Loan radio button. Fill in the Patron ID/Barcode and Item Barcode fields
and click on the Loan button to perform the loan.

For the System Librarian:

The checks for Fast Circulation are set in the table pc_tab_fast_circ, which then refers
to tab_check_circ. Whether the Override button in the Circulation Report window at
the end of the circulation transaction will be enabled or not depends on the following:

e Column 4 inpc_tab fast circ:

If set to Y, overriding is allowed according to the librarian's or patron's
Override privileges.

If set to N, overriding is not allowed, no matter what privileges the
librarian or patron have.

o If the librarian does not have the privilege to override loan errors, or
the patron for whom the loan is performed does not have this privilege,
then the Override button is disabled when the errors report is
displayed.

4.2.3 Offline Loan

This function lets you record a loan transaction on your local computer in case there is
a disruption with your computer's connection to the server. Your transactions will be
saved in a file which you send to the server when the connection is re-established. The
system will then check the transactions and produce a check report. The system
checks if the item exists or not; if there is a patron record; if there are system
problems in Loan/Return (i.e., the system was unable to register the Loan/Return for
any reason). If a cash transaction could not be registered when the item was returned
late, the system will check if it was already on loan or if the item was declared as lost
or claimed returned.

To perform a loan using Offline Circulation, open the regular Circulation client. From
the main menu select Circulation / Offline Circulation. The following window will be
displayed:
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Offline Circulation = |

1. Offline Circulation ] 2. Offfime Circulation - Check Report ]
. Loan
Libraty: ILISMEIJ j
Send File
Patron ID f Barcode: I 1604
Zlzar File
Itern Barcode: I 410

Import File

—Choose Transaction

8 Loan

= Return Hlos:

F B

Help

Choose the type of transaction by clicking the Loan radio button. Fill in the Library,
Patron ID / Barcode, and Item Barcode. Click the Loan button.

Note:
For more information on what to do when the connection with the server is re-
established, see Offline Circulation on page 101.

4.3 Recalling a Loaned Item

There is no recall function per se. All available items can be recalled items, if the
library is set up for recalls. When the Circulation librarian creates a hold request for
the item, the Recall Type field (no recall, regular or rush) and the Priority field, are
set. Depending on the Recall type, running the Recall Items on Loan service (cir-13)
will recall the item.

When the patron places a request using the Web OPAC, his request will always be
registered as a regular recall and he cannot change this. When Recall Items on Loan
(cir-13) is run, the request will be included.

An item which has a recall hold request placed on it and is loaned although it is
already requested, will be recalled as it is being loaned if the matching variable in
tab100, UPDATE-RECALL-DATE, is set to Y. If this is not the case, then the loan is
recalled when Recall Items on Loan (cir-13) is run.

See the Recall Functionality chapter in the System Librarian’s Guide - Circulation
for an explanation of how to set up the Recall functionality; how to identify items that
should be recalled and items whose recalls should be cancelled.
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4.4 Reloaning an Item to the Same Patron

The reloaning of an item to the same patron after he has previously returned it can be
made subject to library-defined restrictions. The System Librarian can set up a block
that prevents the reloaning of an item to the same patron for a specified period.

45 Renewals

Loans can be renewed through the GUI or the Web OPAC. A patron can renew loans
on his own using the Web OPAC if he has the appropriate privilege and the item
status permits renewal.

If there is a reason preventing renewal a message stating the reason will be displayed.
The librarian can then decide whether to cancel the renewal by clicking on Cancel or
to ignore the reason and perform the renewal by clicking Override. Whether or not the
same reason will be displayed the next time this loan is renewed, depends on the setup
in circ.ini.

If the line RenewOverrideAllSimilar in circ.ini is set to Y, the system ignores the
same error message if the loan is renewed again.

If the line RenewOverrideAllSimilar in circ.ini is set to N, the system displays and
relates to an error message that has been overridden on the occasion of an earlier
renew action.

There are two ways to renew a loan:
e Single Loan Renewal
e Single Loan Renewal by Barcode

45.1 Single Loan Renewal
To renew a loan:

1. Inthe Patron field, enter the patron's ID or barcode.

[3] ||1E-'3'41 IEI |Junes, Donald (160411604}

2. Click the Loans node from the Patron tab. The patron's List of Loans
will be displayed in the upper pane.

3. Select the loan to be renewed and click Renew Marked. Note that you
can also select more than one loan for renewal.

4. If there are reasons to prevent the renewal, the Renew Loan - Check
Report form will be displayed. If the patron's privileges permit
overriding and you have the librarian's privilege to override, the
Override button will be active. Select Override to perform the
renewal regardless of the reasons listed in the Renew Loan - Check
Report form, or click Cancel.
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5. On the Renew Loan window that pops up, fill in the new due date and
due hour and click OK.

4.5.2 Single Loan Renewal By Barcode

From the main menu select Circulation / Renew Loan by Barcode. The Item Barcode
for Renewal screen will be displayed:

Item Barcode for Renewal = |
Enter Barcode: Cancel

| Help |

Enter the item barcode and click OK. You may use the barcode reader to scan in the
number. The Renew Loan by Barcode form will be displayed:

Renew Loan by Barcode [x I

1. Loan Information ] 2. Patrom Information ]

Bible Society (Charleston, S.C.0 ..
The constitution of the Bible Society of Charleston ; and,
The first report of its managers[microform] with a list of
it present managers and members. .

Itern Record/Sequence: I Qo000 14S-000010

Itern Barcode: I 142-10

Ttern Status: I =

Sublibrary: I LILIE

Loan Drate: | 20/2ul,2002 | 1020 A

Dhie Drate: | 20/Aug, /2002 | 02100 PM

\ = C |
Renew Date: | 28/08/2002 |ﬂ |z0:00 = il

Help
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Renew Loan by Barcode = |

1. Loan Information ) 2. Patron Information ]
Patron I0: | 1604 (o4
Patron Barcode: | 0250013491604
Patron Marne: | Dionald Jones
| 45 Stone Street

| Brick Lake, NI

| usa,

Telephone: |

Cancel

i

Help

The only information in this form that you may change is the renewal date and hour.
The other information is for reference only.

Renew Date
Enter a new date manually or use the default that was calculated by the system using
various parameters from tab16.

An internal calendar correction mechanism is activated if you change the date
manually. If the new due date falls on a closed day, the due date will be changed to
the first open day after the entered date. A manual change of the hour does not trigger
the calendar correction mechanism.

Hour

This is the hour by which the item must be returned on the date shown to the left. The
system runs on a 24-hour clock, so, in order to specify the due hour as 9 p.m., enter
21:00.

Note

This renew option is the only one in which Z305-LOAN-CHECK (‘Check
Transactions' local privilege) is consulted, so that a patron that has N in this field will
not be blocked by any checks. This is therefore the recommended option for the
handling of pseudo-patron loans such as loans to sublibraries or library departments.

45.3 Renew All

The Renew All function performs the Renew process for all the loans on the patron's
List of Loans without the need to highlight every single loan. To renew more than one
loan, select the required loan and click Renew Marked. To view the List of Loans in
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the upper pane, select the Loans node from the Patron tab. To initiate the Renew All
process, click Renew All on the List of Loans.

1. List of Loans | 2. Patron's Loan Summary I

Barcode Iterm Status Fine | Requests
ILL Home Loan
Renaw Al |
Tae Chosdn Tongnip  09/22/06  10:00 320440655579  Regular loan Delete |
HyBphoe hosho, 44 Esbﬁ:rv — |
Chang lao shih yleh  09/19/06  10:00 320440666356  Regular loan East Change Date |
k*an. 32 Agian |
Library Loan Hotes
Tangnip sinmun. 09/18/06 17:23 320440655689 Regular loan Main Last |
20 lerary Claim Return |
Computers in biology  03/22/06 00:00 954-10 Regular loan hain
and medicine, Library Cire Log |
Gearge. 09/18/06 17:25 43500-110 Reqgular loan Main =
Library
EastMwest, 09/25/06 12:20 1817-20 Regular loan rain ;l
Sork Type IItem Call Murnber (Descending) ﬂ

The Renew Loan window pops up with 00/00/0000 as the default value for the due
date and 00:00 as the default value for the due hour. These values are not actually
used. Each loan will receive a new due date calculated individually according to the
setup in tab16. Click OK to accept.

To renew all loans to the same due date, enter a due date and due hour manually and
click OK.

1. List of Loans | 2. Patron's Loan Surimary: I

Tongnip sinmup, | BUeDee CRclioty o3 T Lost
I 00,/00,/0000 m IUU:UU j Cancel | Library Claim Return
Camputers in bialo

[l==lg] Main
and medicine. Help | Library Circ Log

Bibliographic Info Due Date | Hour Barcode Iterm Status Sublibrary | Fine | Reguests
10/16/06 24:00 ILL Home Loan Ramew Mafkedl
Asian
Lrary
Tae Chosdn Tongnip  09/22/08 10:00 320440655579 Regular loan East Delete |
Hydphoe hoeho. 44 fisblf;:'y Item List |
Chang lao shib yleh 09419405  10:00 320440666355  Regular loan East Change Date |
an x b |
_I Library Loan Motes

Gearge, LB R s e TS II0 TEET]CT [l==lg] Main
Library
EastAnest, 09/25/08 12:20 1817-20 Reqular laan Main ;|
Sort Tupe IItem Call Murnber (Cescending) LI

If the system encounters a problem when trying to renew a loan, the Renew Loan -
Check Report window will be displayed (except if the system is set to automatic
override, see below). Click Override to disregard the problem and renew the
highlighted loan or click Cancel to skip the highlighted loan and move on to the next
line.

o]
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1. List of Loans | 2. Patron's Loan Summary

Item Status i Fine | Reguests
ILL Home Loan Rerew Marked
i —— Remew All
Tae Chosdn Tongnip  09/22/06  10:00 320440655579 Regular loan East Delete
Hy dphoe hoebo, 44 Asian .
Library Itern List
Chann lan shib wileh  N949406  10:00 FPN44NAEAESA  Redular Inan Fast Change Date

4R enew Loan - Check Report Loan Mates

| 239009-10 Loan cannat be renewed {no change in due date). =] Serride

Lozt

—

Claim Return

fa}

ddd1dad

Circ Log

Cancel

;I Help ;I

Sort Type IItem Call Murmmber [Dezcending) LI

L

m

As the system proceeds through the lines, a log for each line will be added in the
Renew All Log tab in the lower pane.

1. List of Loans | 2. Patram's Laan Summary I

Due Date | Hour Item Status i Fine |Reguests

Eenew Marked

ILL Hatme Laan

i

Crelete
Itemn List
Change Drate

Loan Hotes

Lost

Tangnip sinmun. 09/19,/05 15:00 320440655589  Regular loan ISETl
a0 Library

Claimn Return

Zirc Log

[ e |
[[ww |
[
EEEE
e |
|
[ gon |

Led

Sork Type IItem Call Hurnber (Cescending)

1. Loan Details 2. Renew All Log |

[ hem Barcode ] Errors
239009-10 Loan cannot be renswed (ho change in dus date), =]
32044065557944  Loan cannot be renewed (ho change in due date).

32044005535632  Loan cannot be renewed (no change in due date).
32044065568990  Successful renew (owerride)
954-10 Loan cannot be renewed (ho change in due date),
43500-110 Successful renew (override)

P R S

Loan cannot be ren d {no change in due date)

-

When renewing through Renew All, the system performs the following checks
according to the setup in circ.ini:
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If DisplayRenewAllICheckWindows = Y

First, the system checks the Renew All, by using the section RENEW-GBL in
tab_check_circ, in order to catch a general error, usually caused by a passed patron
expiration date. If a reason for not renewing the loan is encountered (according to the
section RENEW-GBL in tab_check_circ), then the Renew Loan - Check Report
window pops up showing all specific loan errors. This error message can be
overridden by clicking Override. If it is not overridden, the system cannot proceed
and no renewal can be initiated.

Secondly, the system checks all loans, trying to renew every one. For every loan that
is renewed, a message, Successful Renew, is displayed in the Renew All Log tab in
the lower pane. If a reason for not renewing the loan is encountered (according to the
section RENEW in tab_check_circ), then the Renew Loan - Check Report window
pops up showing all specific loan errors. This error message can be overridden by
clicking Override. If it is not overridden, the loan that it refers to cannot be renewed.
At the same time, a matching line with errors is added to the Renew All Log tab in the
lower pane. If the error message is overridden, the loan is renewed and the message
"Successful Renew (Override)" is displayed in the Renew All Log tab.

All the loans that were not renewed due to problems that were not overridden, are
highlighted. The error messages are shown in the Renew All Log tab in the lower
pane together with the item's barcode. For every renewed loan, a message "Successful
Renew" or "Successful Renew (Override)" is displayed in the Renew All Log tab.
Clicking a specific line in the Renew All Log tab highlights the matching loan in the
upper part. Clicking a line in the List of Loans highlights its message line. The
unrenewed loans are not displayed as highlighted the next time the patron record is
retrieved.

If DisplayRenewAllCheckWindows = N:

No error message boxes are displayed during the Renew All process, and all the loans
in the list are handled automatically, according to the flag OverrideRenewAllChecks
in the [LoanList] section of circ.ini.

If OverrideRenewAllChecks = Y:

All renew errors are ignored and the message "Successful Renew (Override)" is
displayed in the Renew All Log tab for each renewal that encountered a reason for not
renewing the loan (simulating the Override button).

If OverrideRenewAllChecks = N:

Renewals are not performed (simulating the Cancel button), and the errors messages
of the renewal attempts are displayed in the Renew All Log tab.

If WantBorListOnRenewAll = Y:

If RenewOverrideAllSimilar is set to Y, the system ignores the same error message if
the loan is renewed again.
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If RenewOverrideAllSimilar is set to N, the system displays and relates to an error
message that has been overridden on the occasion of an earlier renew action.

A printout (bor-list-renew-all) is automatically produced after the Renew All
procedure has been performed. It includes the same information as bor-list. In
addition to this, it also lists the reasons for those loans which have not been renewed.

After the end of the Renew All procedure the following dialog window pops up which
contains a check box asking whether or not the patron is present at the library desk:

) | [0 ][] |sHAH, ANISHA (0000343/0000343) ‘EJ ¥
o EiEl =
123 | 2 ® ||j | uf | =] | L. List of Laang |2.Datmn‘naan Summery |

E-Patron Activity
[L] Loans (2)
[C] Cash (48.50 in debit)
- [H1Hold Requests (0)
[P] Photocopy Requests (0)

[1]1LL Requests (@) The history  574.09 NOR [Store] Four week GC157303  Franklin-w 24/December/2007 23159 Delete
- ] Prosies /Sponsar (0) of biology : cD K Dern List
[R]Reading Room Land plants  S61.1 LAN Four week 20090372 Franklin-W  24/December /2007 23:59
[U] Routing Lists : 87 ilkins <hange Date
- [S1 Circulation Surnmary Melbourne /85201 L DAS36,M48 [LGF Four week 20066840 Maughan  24/December/2007 23:59 Loan Hotes
[2] Circulation Log (23/December/20; CEC Hurnanitie o8 it —
[K] Booking List (0) s Books Chancery Lost
- [A] Title Req (D) The 57419254 THA [Store]  Four week GCOOR11S  Franklin-W 24/Decernber,2007 23559 p—
£ Patron Registration micrabioiog b ilkins
[G] Glbal Patran Information yof Gz lem
- [0] Local Patron Informatian Reportof  37(410) GRE Four week 20085051 Franklin-W 24/December/2007 23:59
the 61 ilkiing.

[D] Address Information

[T] additional 1Ds GSTE=)
Summaries 338,181 AUS dolim-t1) 24 December /2007 23:59
of two =1 |
studies on
Yegetable 581,61 HOW 24/December /2007 23:59
EAD & [V Patrorn is present at the library desk, ]
Cancel Sort Type |Loan Tile |
Help |
1. Losn Detalls 2, Renew &ll Log
[Barcode [ Message: ]
¥ GCO0211489 Successful renew (override) =
W GC15730330 Successful renew (override)
W 2009037287 Successful renew (override)
W 2006524098 Successful renew (override)
W GCO0211570 Successful renew (override)
W 2006505161 Successful renew (override)
W Successful renew (override)
v Suce erride)

If the check box is marked, meaning that the patron is present, the printing parameters
are taken from the print.ini, function name BorListRenewAll. If not, they are taken
from the function BorListRenewAllRemote.

' Iz Patron Present? |

[¥ Patran is present at the library desk,

Cancel

Help

[[e= |
o |

If WantBorListOnRenewAll is set to N, the Is Patron Present? window does not pop
up and automatic printing is not triggered.
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45.4 Renew Through Service

Loans can also be renewed through the cir-08 (Renew Items on Loan) and cir-10
(Courtesy Notices) services. These services are available from the Services menu. In
this case, the renew librarian is registered as BATCH.

5 Due Dates

This chapter includes the following sections:
e Due Dates for Future Loans

e Due Dates for Current Loans

e Change Due Date while Loaning Item

e Renewals

5.1 Due Dates for Future Loans

Due dates are computed daily for each combination of item/patron status. This
computation takes into account days on which the library is closed.

You can view the results of this computation in the Circulation GUI from the Loans
tab:

H.ﬂ.IEPHllul:ul.lrmrl Yeisson 16.02 .; Libdaiy: LISHES0 - UISMARL Admsaiztiative [LISM50] Sedver TOUT 235 1906995 [16..)
ALEFH Wiew Pabore e Caculston Fequests Aepods Senices Hel | 7]

| [ese [+ (=] | sames, Donatd (1604r1604) Pa
E B ¥ =0
w g0l ] fcwun Cum Dt |
] i (o] Sublbrary LLIMC m Bafrash
o Loan [tem Status Pafron Stah Dus Date Mm-ﬂw@d I].&H:l.l MW-RB&]
(5] Se=sion 71 o3 18,0304 b
[H] History 71 11 11,03/04
[0] Active Due Dates =) 10 110204
o ol 11,0204
o i 11,0304
ol (5] 11,0204
w 5 110204
o D5 110204
=] o? 11,0204
=] 0 11,0204
og i) 11,03/04
m 1 11,0304
k] 1103104 1134 =
. e
Palron S =
Dius Dt B4 200 El
Dhus Hour: r3:00 | —|
Do D {Popusistund )i 113500 Ia
Dua Hour (Reguested);  |03:00 =

Fil O] dA A wOly B ald
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To display the Active Due Dates screen in the upper pane, click the Active Due Dates
node.

The list of due dates is filtered for the sublibrary that is displayed. The due date and
due hour shown are assigned to items when they are loaned. The Due Date and Due
Hour columns show the due date and due hour that are assigned to items that have not
been requested at the time of the loan. The Due Date - Requested and Due Hour -
Requested columns show the due date and due hour that are assigned to items that
have had hold requests placed on them. If no date is displayed in the Due Date -
Requested column, the regular due date is used.

The lower pane displays details of the line that is highlighted in the upper pane:

Drate Information

Itern Status:

Update

1]

Pakron Stakus:

e Drate: I 200172003 IH

Cue Hour: 1 il —=

|
Cue Crate (Requested]: I 17 f01f20032 IH
e Hour [Requested]: 23159 ﬁ

You can change and update date and hour fields that were explicitly set by the system
(such as 10/09/2004). Dates that were calculated (such as three days from now) are
not updateable. Click the Update button to save the change and send it to the server.

Note that dates that have been changed stay in effect until the end of the day. At
midnight, the system recalculates the due dates on the basis of the relevant tables.

5.2 Due Dates for Current Loans

You can change due dates for items that are currently on loan. You can edit due dates
either for a group of items that meet specific criteria, or for an individual item loaned
to a specific patron.

5.2.1 Group of Items

To change the due dates for a group of items that are currently on loan, follow these
steps:

1. From the main menu select ALEPH / Dates / Change Due Dates of
Current Loans. The following form is displayed:
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Change Due Dates of Curent Loans

Ttern Sul:ulir'g.r: I IH "
Itern Status: I IH

Cue Crate From: . ==
| 00,/00,/0000 |ﬂ |un.nn =

Crue Crabe To . ==
| 00,/00,/0000 |ﬂ |un.nn =

Mews Due Drake: \ = Cancel
| 0,/00,000 Pl ||:u:|.|:u:| -

Help

Ao

2. Fill in the form and click OK.
The following section explains each field in the form:

Item Sublibrary
Use this filter to change the due dates for loans of items from a specific sublibrary. To
choose from a list, click on the arrow.

Item Status
Use this filter to change the due dates for loans of items with a particular item status.
To choose from a list, click on the arrow.

Due Date From

You can change all loans whose due dates fall after this date. Alternatively, you can
use this field together with the Due Date To to enter a range of dates for which the
loans are currently due. In this case, the Due Date From is the earliest date in the
range.

To the right of the Due Date From field is another field. This shows the hour by which
the item must be returned on the date shown to the left. The system runs on a 24-hour
clock, so, in order to specify the due hour as 9 p.m., enter 21:00.

Due Date To

You can change all loans whose due dates fall before this date. Alternatively, you can
use this field together with the Due Date From to enter a range of dates for which the
loans are currently due. In this case, the Due Date To is the latest date in the range.

To the right of the Due Date To field is another field. This shows the hour by which
the item must be returned on the date shown to the left. The system runs on a 24-hour
clock, so, in order to specify the due hour as 9 p.m., enter 21:00.

New Due Date

Enter the New Due Date and Due Hour on the last line of the form and click OK. A
pop-up message tells you how many of the due dates matching your filters have been
changed.

5.2.2 Individual Item Loaned to Patron
To change the due date for current loan, follow the steps below:
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1. From the Patron bar, click the Patron icon. In the Patron field, type the
barcode or the ID of the patron who has borrowed the item:

B3 ||15|:|=11

IEI |Junes, Donald (16041604}

Click or press Enter.

2. Click the Loans node from the Patron tree:

L B S e B s T e IO e T e O |

w2 @ [0y |& |
- Patron Activity

- [L]Loans (8%

-[C] Cash (544.20 in debit)
-[H] Hold Requests {00

-[P] Photocopy Requests {00
-[ITILL Requests (2}

- [¥] Proxies/Sponsar (4)

F.] Reading Room
LI Routing Lists

-[2] Circulation Log {23 /January
- [K] Booking List {0}

=-Patron Registration

-[3] Glabal Patron Information

0] Local Patron Information

[
(O] Address Information
[

T] additional IDs

The patron's List of Loans

1. Lict of Loans I 2. Patron's Loan Summary I

is displayed

in the

Bibliographic Info Due Date | Hour Barcode

10/16/06 24:00

Tae Chosdn Tongnip 0922705 10:00 220440655579

Hy dphoe hoebo, 44

Chang lao shib yleh  09/19/05 10:00 320440666256

k*an. 32

Tangnip sinmur. 09/19/05 15:00 320440655589
= n}

Computers in biology  09/22/05 00:00 954-10

and medicine,

Item Status

ILL Home Loan

Regular laan

Regular laan

Regular loan

Regular laan

Sort Type IItem Call Hurnber (Cescending)

Sublibrary | Fine | Reguests

East
Agian
Library
East
Asian
Library
Main
Library
[GET]
Library

||
|

right upper pane:

Renew Marked
Renew &l
Delete
Itern List
Change Date
Loan Mokes
Lost
Clairn Return

Circ Log

dddRidaY

On the List of Loans, highlight the loan whose details you want to change and
click Change Date. The Change Due Date form pops up:
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Change Due Date ||
Crue Crake: Crae Howr:
I 05,02 f20032 MIEE.SH = Cancel

Help |

3. Inthe Change Due Date form, enter the new due date and due hour and
click OK.

Note that a patron's expiration date can be prior to the due date of a loan. In this case,
the system automatically shortens the loan period to correspond with the patron's
expiration date.

If you extend a loan due date by manually changing the due date, the original due date
is updated accordingly.

The loan list also has a ‘Patron’s Loan Summary’ tab, which summarizes the item
material types that are on loan to the patron.

1, List of Loans 2. Patron's Loan Surnmary |

Issue (bound) 3
Equipment 1
Book 3

For the System Librarian:

Note that you can change the date of several loans at the same time. This can be done
by selecting more than one line (using the Shift button) and then clicking Change
Date.

5.3 Change Due Date while Loaning Item

You can change the due date that has been calculated by the system when you loan an
item to a patron. To do so, follow the steps below:

1. Open the Loans tab.

2. In the Patron field, type the barcode or the ID of the patron who wants
to borrow the item. Click or press Enter.

[E] ||15'3"14 IEI |Junes, Donald {1604/1604)

Staff User’s Guide — Circulation 91
October 5, 2010



3. In the Item field, type the barcode or the call number of the item that
the patron wants to borrow. Click or press Enter.

ﬁ] | I 150-20 |E| |BIB: 150 ADM= 150 - Pazcal et Leibniz : {Guitton, Jean.).

4. In the lower pane, click Change Date:

1. Loan Session | 2. Blocks I

Print Session

Change Drate

Loan Hotes

Ui

The Change Due Date form pops up.

Change Due Date = |
e Crate: Crue Howr:
I 05/02 2003 M|22.5‘3 = Cancel

Help |

5. In the Change Due Date form, enter a new due date and due hour, and
click OK.

Note that a patron's expiration date can be prior to the due date of an item being
loaned. Whether or not the system shortens the due date to fall within the patron's
registration period, depends on the system setup.

For the System Librarian:

Note that you can change the date of several loans at the same time. This can be done
by selecting more than one line (using the Shift button) and then clicking Change
Date.

5.4 Library Open Hours Management Interface

The Open Hours node of the Loan Tab enables you to view and update a sublibrary’s
opening and closing hours’ schedule. The schedule that is displayed is that of a
specific sublibrary or remote depository, as selected by the user from the drop-down
list found on the upper part of the pane. If all sublibraries in the system have been
defined by your system librarian to belong to the same group, the schedule of all
sublibraries will be viewed and updated together. If the same schedule is shared by
other sublibraries, a warning will be issued prior to any update of the schedule. In that
case, you must have update privileges for all of the sublibraries who share the same
schedule.

The pane is split into the following two tabs:
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e Weekly Schedule — Enables you to manage the regular weekly schedule.
Opening and closing hours for the weekdays are defined in this tab.

e Exceptions — Enables you to manage exceptions in the regular schedule.
Exceptions may either be days on which the library is closed or days in which
the opening hours differ from the regular weekly schedule.

Note:
Any changes in Open Hours must be saved on the server before changing the GUI
interface language.

6 Returns
This chapter includes the following sections:

e Setting Up Return Options
e Returning an Item

e In-House Use

e Change Return During Return
Before returning any items, you should first set up the system'’s return options.

6.1 Setting Up Return Options

To activate this function, select ALEPH / Options / Set Up Return Options from the
Main menu. The following screen will be displayed:

Set Up Return Options E I

|- Print Return Receipt %

I_ Print Return Receipk - Transher

[ Display List of Hold Requests

[ Print Phatocopy Request Slips Autamatically Upan Return
[ Display "Item is nat on loan” Message

[~ Display Circulation Mote

I_ Display Itarn Process Skatus

—Late Return Meszage

% Mo Mezzage

" Per Each Loan
Cancel |

Ak the End of Session with Current Patron (F4)
Help |

Print Return Receipt
Click this box if you want the system to automatically print a receipt for each return
transaction.
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Print Return Receipt - Transfer
Click this box if you want the patron to receive a receipt even though the item needs
to be transferred to another site.

Display List of Hold Requests
Click this box if you want the system to automatically display a list of holds for the
returned item.

Note

If the item being returned is detected as requiring "transfer"”, the option for displaying
the list of hold requests on return will not be in effect. An item requires transfer either
when it belongs to a library that is different than the workstation's library, or when the
first hold request in the queue has been requested for pickup at a different library.

Print Photocopy Request Slips Automatically Upon Return
Click this box if you want the system to automatically print photocopy request slips
for the returned item.

Display "ltem is not on loan." Message
Click this box if you want to be notified that an item you are trying to return is in fact
not on loan.

Display Circulation Note

If you check this box, the Circulation Note that was entered in the Item Record will be
displayed when a patron returns the item. The Circulation Note field can be found in
the Items module, in the Item form under the tab General Information (2).

Display Item Process Status
Click this box if you want to display a prompt with the item's process status.

Late Return Message
Decide if and when you want to be notified that an item has been returned late.

e No Message:
Click this button if you do not want to be notified.

e Per Each Return:
Click this button if you want to be notified after each return
transaction.

e At the End of Session with Current Patron (F4):
Click this button if you want to be notified at the end of a series of
return transactions for a specific patron.

The end of a session with a patron is marked by pressing the F4 key. (F4 is the
standard setup for end of session with patron. It can be changed in the file
accel.dat.)

Staff User’s Guide — Circulation 94
October 5, 2010



Note: If you do not want to get the “item must be returned to remote storage facility”
message during return action, set RemoteStoreMessage entry of circ.ini to N.

6.2 Returning an Item
There are three ways of returning an item:
o Standard Return

o Fast Return

o Offline Return

6.2.1 Standard Return
Click the Return tab.

2 |@|O]y |8 |
@ [1] Functional @ [2] Overview
=l-Return

- [5] Session
- [H] History

Enter the item barcode or call number in the Item bar's Item field. You may use the
barcode reader to scan in the item barcode.

| (D [ 410 [][3] |BIB= 164 ADM= 164 - Gli epigoni di Kant — (Durante, Gaetann)_||r:_5|:‘| |

Alternatively, invoke the Call Numbers List by clicking the list button EI
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Call Number List [ |

Enter Starting Point
| [ D

Call number

69

70

71

72

123.96,3321
££h287h]

££h523. 155iH394b
££h523. 16£iHI94c

EEhAAA,55
£th 677.5 |8 DE24a Cancel |
£Eh678.35%1. T34 - Help |

Select an item from the Call Numbers List. (For more details see the Items chapter.)

Click the arrow to perform the return.

The Patron Information tab will be displayed in the upper pane and the Return Session
tab will be displayed in the lower pane.

Patron Information |

Patron Datais | Patron Notes | Fatran Loans Summary

= | o [0 e

Patron Name Aaberg, Oscar

P Garden St Transferred to AR: 0.00 pay Cash |
Boston MA 90917 909 17
E-mail julias@exdibris. co.il R I 1631770 Patron's Cash
Patron Type
Patron Status Graduate student
Lette

o

Ttem

Doc Number {Item Sequence) 233720 1.0
Material Type Book Override Date
Item Sublibrary Law Library
Item Status ILL Home Laan
Item Collection ILL Material
Item Call No. 000000311
Item Call No. 2
Item Description
Process Status IL
Holds on Shelf Mo holds for patron
Tl items on Shelf Patron has T items on shelf
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In a case where the system detects that your workstation is not identified as the home
sublibrary of the item being returned, but does accept returns for another sublibrary,
the system will automatically print out a transfer slip for the item, and display a
message instructing you to transfer the item to the owning sublibrary.

Depending on the return options setup, in a case where there are photocopy requests
for the item, a photocopy slip will be printed

Depending on the return options setup, in a case where there are hold requests for the
item, either a warning message will be displayed or the List of Hold Requests will be
displayed. You can use this window to select a request and notify a patron that the
item is available. Again, depending on your setup, if there is only one request on your
list, after a few seconds, it is automatically selected.

If the item that is being returned is detected as required for maintenance, the system
will display a message, along with the date on which the item is expected to be
available for maintenance.

The Return window also shows whether or not an item that the patron requested is
available for him on the hold shelf. This information is available for hold and ILL
requests. When a patron returns any item, the librarian can tell him that a requested
item can now be picked up.

The information is on the last two lines of the lower part of the Return window. The
caption of the first line is: "Holds on shelf". The messages are "No holds for patron”
or "Patron has holds on shelf" accordingly. The caption of the second line is “ILL
items on shelf”. ". The messages are "No ILL items for patron" or "Patron has ILL
items on shelf" accordingly. This is not dependent on the return options and is always
displayed.

Clear
Click Clear to erase information about the patron and item that appear on the Return
form.

Override Date

Click Override Date to register a return date that is earlier than the current date. The
override is active until it is deactivated or until the Return window is closed. Enter a
new due date and hour and click OK.

New Cash

You may register a cash transaction on an ad hoc basis by clicking the New Cash
button. A form will be displayed, enabling you to define the transaction as a debit or
credit, write a descriptive note about the transaction, and link the transaction to a
particular target, sublibrary, or item record.

Pay Cash

If the patron wants to pay some or all of the money he owes, enter the amount in the
Pay field and click the Pay Cash button. You will be asked to confirm that the patron
really does want to pay the specified amount. After confirmation, the system will
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register as paid as many transactions as can be covered by the amount paid, starting
with the earliest unpaid transaction. (A given transaction may also be partially paid. In
this case, the transaction will be split into two transactions, one for the paid portion
and one for the unpaid portion.) Depending on how your System Librarian has set up
the system, one or more receipts will be printed.

Patron's Cash
Click the Patron’s Cash button to see all of the cash transactions that the returning
patron has.

Letter

Click Letter to print a letter to a patron. You will be able to select from a number of
letter formats defined by your System Librarian. This function is also used to print the
patron's circulation list and library card.

Click on ==l to send an e-mail message to the patron. The patron's e-mail address will
automatically be inserted in the To field.

6.2.2 Fast Return

The Fast Circulation option gives you the possibility to perform a loan or a return
from one screen. Details of the item and the patron are not retrieved by the system so
the transactions are performed more quickly than when using regular Loan and Return
options.

For the sake of speed, the item's bibliographic information, loan details or the return
date and the patron's details are not retrieved and are therefore not displayed. There is
also no access to the Patron List or to any search for items.

To perform a return using Fast Circulation, follow these steps:

Step 1:

Open the regular Circulation client. Choose Circulation from the Main Menu. From
the Circulation menu, choose Fast Circulation. The following window will be
displayed:

Fast Circulation

|
Patron ID f Barcode: I =Eq] |

Itern Barcode: I

—Choose Transaction

8 Loan
™ Return s |
Help |
Step 2:

Click on the Return radio button. The screen will change to:
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Fast Circulation I

Heetirer

i

Itern Barcode: I

—iChoose Transaction

" Loan

® Return o |

Help |

Fill in the Item Barcode field and click Return.

For the System Librarian:
Whether the Override button in the Errors Report window at the end of the circulation
transaction will be enabled or not is dependent on the following:

e Column 4 inpc_tab fast circ:

If set to Y, overriding is allowed according to the librarian's or patron's
override privileges.

If set to N, overriding is not allowed, no matter what privileges the
librarian or patron have.

e Upon return the system checks if the item was returned late and if it
has been recalled.

6.2.3 Offline Return

This option lets you record a return transaction on your local computer in case there is
a disruption with your computer's connection to the server. Your transactions will be
saved in a file which you may send to the server when the connection is re-
established. The system will then check the transactions and produce a check report,
listing blocks found and other conditions (such as the existence of hold requests for an
item).

To activate this function, you can use either the stand-alone offline Circulation Client,
or the regular Circulation client. This chapter explains the regular Circulation client.
Details about the stand-alone offline Circulation client can be found in the Offline
Circulation chapter on page 101.

In the regular Circulation client, choose Circulation from the Main Menu, then from
the Circulation menu, choose Offline Circulation. The following form will be
displayed:
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Offline Circulation = |

1. Offline Circulation ] 2, Offfime Circulation - Check Report ]

Library: ILISMSIJ j Lean

Send File

Patran ID f Barcode: I
zlear File

Itern Barcode: I
Irnport File

—Choose Transaction

® Loan

Close

it

" Return

Help

To record a return transaction, follow these steps:

Step 1:
Choose the type of transaction by clicking the Return radio button.

Step 2:
Fill in the ADM library and item barcode.

Step 3:
Click the Return button.

Note:
For more information on what to do when the connection with the server is re-
established, see the ffline Circulation chapter on page 101.

6.3 In-house Use

The In-house use functionality lets you record the number of times an item is used by
patrons on library premises during a given period of time (usually a month or a year)
as opposed to the number of times it is loaned. In-house use is tracked by counting the
number of times an item is left lying on a table or at a special spot designed for
returning open-shelf material, in a public area of the library, to be reshelved by a
member of the library staff.

You record in-house use in one of two ways :

o By performing a return transaction on an open-shelf item. Every such
return of an item not on loan triggers a number 82 event as defined in
the tab_events.Ing table.

e By using the In-house Use menu option under the main menu's
Circulation menu. Enter the barcode of the open-shelf item that has
been used. This will trigger event number 80 as defined in the
tab_events. Ing table.
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To record In-house use, open the Circulation menu from the main menu and choose
the In-house use option. Enter the barcode of the open-shelf item that has been used.

In-housze Use = |

o |

Enter Itern Barcode Claze

| Help |

Although this method is never completely accurate (some patrons return materials to
the shelf on their own initiative), statistics on in-house use can be helpful in
evaluating periodical collections and in developing reference collections.

6.4 Change Return Date during Return

You can change the return date of a loan when you return the item. Before processing
the return, click the Override Date button to open the Return Date Override window.

tem | Bib 1nfo |

| | =
[ce

Doc Number (Item Sequence) 43546 1.0 Civerride Date
Material Type Izsue (bound) =
Item Sublibrary East Asian Library
Item Status Regular loan
Item Collection (k)
Item Call No. AP9S K6 T22
Item Call No. 2
Item Description
Process Status Mot in Process
Holds on Shelf Mo holds for patron

[

You can change the return date from the current date to an earlier date. This date is
then registered as the loan's return date. The Override Date button changes to a
Clear Override button. The override date is also displayed in the root node of the
return tab navigation pane. Note that you have to change the return date before
effecting the return itself.

7 Offline Circulation

This chapter includes the following sections:
e Regular Circulation Client
« Standalone Offline Circulation Client

e Registration of Cash Transactions

The Offline Circulation option lets you record transactions on your local computer in
case there is a disruption with your computer's connection to the server. Your
transactions, including loan, return and cash recording are saved in a file which you
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send to the server when the connection is re-established. The system then checks the
transactions and produces a check report.

You can use one of two interfaces to work with the Offline Circulation function:

e If you have access to the regular Circulation Client, use it to register
transactions through its Offline Circulation function.

e If you do not have access to the Circulation module, use the Offcirc
stand-alone client to register transactions.
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OFFLUNE CIRCULATION FLOWCHART

Yes

can you use CIRC module?

open regular CIRC client
renu: Circulation | Offline Circulation

Y

Perform Circulation transaction -

open stand-alone
Offcire

L

Connection re-established?

Perform Circulation transaction

-y

Connection re-established?

Y

Click Send button

Click Send button

,

Close stand-alone Offcirc

Open CIRC maodule

Click Import button

7.1 Regular Circulation Client

From the menu bar, click Circulation / Offline Circulation. The following form is

displayed:

Mo —~
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Offline Circulation = |

1. Offline Circulation 1 2, Offfime Circulation - Check Report T

Library: |USM5IJ j

Patran ID f Barcode: |

Itern Barcode: |

Irnport File

Choose Tranzaction

% Loan

" Reburn Close

Help

B

To record a transaction, follow these steps:

1. Choose the type of transaction, Loan or Return, by selecting the
appropriate radio button. The window changes according to the
transaction type that you select.

2. Fill in the Library, Patron ID / Barcode, and Item Barcode fields. The
Loan or Return button becomes active.

Offline Circulation x|
1. Offline Circulation 1 2, Offfime Circulation - Check Report T
. Laan
Library: |USM5IJ j =
Patran ID f Barcode: | 1604
Itern Barcode: | 44-10

Irnport File

Choose Tranzaction

B

% Loan
" Return Close
Help
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Offline Circulation = |

1. Offline Circulation 1 2, Offfime Circulation - Check Report T

’ Reburn
Library: |USM5IJ j =

Itern Barcode: | 44-10
Irnport File

Choose Tranzaction

" Loan

% Return Close

Help

A

3. Click Loan or Return.

7.1.1 When the Server Connection is Re-established

From the menu bar, click Circulation / Offline Circulation. The following form is
displayed:

Offline Circulation B
1. Offline Circulation 1 2. ©fime Circulation - Check Report j

Li|:urar1,r: |USM5|:| j
Send File

Patron ID f Barcode: |
Clear File

Itern Barcode: |
Imnport File

Choose Transaction

W Loan

" Return s

L

Help

When the server connection is re-established, you can use the following buttons from
the Offline Circulation tab:

e Send File
Click Send File to send the transaction file that was created to the server.
Note that the transaction file that is sent to the server is the file belonging to

the currently connected library. The Library field does not influence the Send
File operation.
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e Clear File

Click Clear File to erase the transaction file from your local computer.

e Import File

This function is used with the stand-alone offline Circulation client. It imports
the transaction file from the stand-alone offline client to the regular
Circulation client, so it can be sent to the server to be checked.

After you have sent the transaction file to the server, select the Offline Circulation -
Check Report tab to see the list of blocks and other conditions related to these
transactions:

Offline Circulation E
1. &fline Circulation 1 2. Offline Circulation - Check Report ]
Item ] Patran ] Message ] Elear File |

;I Erint |

Close |
_ b |

=l Help

The system checks:
e If the item exists or not.

e If there is a patron record.

o If there are system problems in Loan/Return (that is, the system was
unable to register the Loan/Return for any reason).

e If the due date of the loan was shortened because the patron's
registration expires before the normal due date (this exception is noted
in the report).

o If the returned item has hold requests placed on it.

o |f the item that was returned had been claimed as lost or as returned.

7.2 Stand-alone Offline Circulation Client

To activate this function, click ./offcirc/bin/offcirc.exe. The following forms are
displayed:
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= Offhne Circulation

Library I LISMS0 j

Itern barcode: I [

Baorrower: I Clear |

— Choose kransaction

(] Loan o Return

Barcode Cperation | Senil |

Delete

[ ek
Help | Close |

Note that depending on how the System Librarian set up the system, you might need
to enter a user login and password before you can access offline circulation.

To record a transaction, follow these steps:

1. Choose the type of transaction, Loan or Return, by selecting the
appropriate radio button. The window changes according to the
transaction type that you select.
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= Offhne Circulation

Library I LISMS0 j
Zleat: |
Item barcode: I BELUrn |

—Choose kransackion

e Loan ] Return

Barcode Cperation | Senil |

Delete

[ ek
Help | Close |

2. Fill in the Library, Patron ID/Barcode in the Borrower field (if it
appears), and Item barcode.

3. Click Loan or Return. The open window displays the barcode and the
action that has been performed.

4. Click Send. The transactions that have been performed are saved in the
Joffcirc/filess ADM50/Offcirc.dat file.

7.2.1 When the Server Connection is Re-established
When the server connection is re-established, follow these steps:

1. Open the regular Circulation client. From the menu bar, choose
Circulation / Offline Circulation. The following window is
displayed:

"J ALEPH Circul ation - Yersion 16.0 Library: USMS0 - USMARC Administrative (USMS0) Server: 10

2. Click Import File. A window pop ups, enabling you to browse
through directories to choose the desired file. Select the
Joffcirc/files/<lib>/offcirc.dat file and click Open.
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This imports the transaction file from the stand-alone offline Circulation client
into the regular Circulation client.

3. If the transaction file in the regular Circulation client is not empty, you
receive a message asking whether or not you want to clear the file.
Choose No, because this means there are some transactions in the
regular Circulation client that have not yet been sent to the server.
Take care of these transactions first (by clicking the Send File and
Check Report buttons). Then return to Step 2 to continue.

4. A message pops up, asking whether or not you want to delete the
import file. It is recommended to Yes so that future transactions
performed with the stand-alone client will be written in a new
transaction file. (Otherwise, if the file is not deleted, the transactions
will be appended to the old file.)

5. A further message pops up, asking whether or not you want to send the
imported file to the server now. It is recommended to choose Yes.
However, if you choose No, you can send the file to the server later by
clicking the Send File button on the regular offline Circulation window
(shown in Step 1 above).

6. After sending the file to the server, be sure to select the

Check Report tab to see the list of blocks and other conditions related to the
loan and return transactions.

Dffline Circulation

1. Ofline Circulation ] 2. Offline Circulation - Checl: Report ]

Clear File

111-50 1604 Iterm not found

i

Primt

Cloze

=i Help

e

7.3 Registration of Cash Transactions

Whether or not offline circulation registers cash transactions depends on the
setup of tab100.
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8 Hold Requests

This chapter includes the following sections:
e Hold Request Management
o Creating a Hold Request

e Viewing a Hold Request

e Updating a Hold Request

o Deleting a Hold Request

e Printing a Hold Request Slip

e Returning Items with Holds

e Unclaimed Items on Hold Shelf
e Printing Letters to Patrons

o Display Information about Holds on Shelf During Return

8.1 Hold Request Management

8.1.1 System Librarian Responsibilities
The System Librarian determines whether the system will:

e Check item availability for a hold request.
o Deliver an item to a particular location or hold the item for pickup.

e Provide different limits on the amount of time that an item may remain
on the hold shelf.

e Charge money from the patron for sending Hold Request filled letters.

Check Item Availability

The System Librarian can have the system check the availability of an item when the
service Recall Items on Loan (cir-13) is run. If an item is unavailable, the system will
print a "wait" letter to the patron and the status of the request will be changed
automatically from A (Active) to W (Waiting). If the item is available, the status will
be changed to S when the patron is informed that the item is being held for him.

The hold request status of the item can have several values that influence the
processing of the hold request.

e N - item cannot be requested.

e Y - item can be requested. In addition, item availability is checked
when a hold request is placed. If a copy is available, and the patron
does not have permission for requesting an available item, a message is
displayed.
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e« C - Item can be always be requested, there is no availability check
because hold requests are always allowed (for example closed stack).

e T - item availability is not checked when a hold request is placed,
because hold requests are always allowed (for example short-term
loan, lost, on order, etc.). However, for cir-12 (Call Slips for Requests)
and ue_06 (daemon printing of hold request slips and wait letters), the
item is not considered "available" and the letter is not printed.

Alternatively, the System Librarian may decide that the system should not check item
availability, but simply print out the call slip. In this case, the request status will be
changed to W (Waiting) only after the Circulation Librarian sends a "wait" letter to
the patron by using the Print Letter - Hold Request Not Filled function.

Pickup/Delivery Location

For each combination of sublibrary, item status and patron status, you can define the
location from which the patron will pick up the held item. The pickup location can be
a library hold shelf from which the patron will collect the item or the location to
which the item will be delivered. To do so, edit tab37 (hold requests configuration).

Time Limit on Hold Shelf

You can define different limits on the amount of time that an item is kept on the hold
shelf, depending on whether the hold is triggered by the return of the item, or
triggered by the menu entry Requests / Hold Requests / Print Letter - Hold Request
Filled. Many libraries use the utility for closed stack management and want a shorter
hold period for items from closed stacks than for other requested items that have been
returned.

The system does not differentiate between a hold request for an unavailable (loaned)
item and a pickup request for an item that is on the shelf. The difference may be in the
printed reports.

For the System Librarian: To define the different limits, edit tab44.

Charge Money for Sending Hold Request Filled Letters

A library that uses cash transactions 0024, 0026, 0027, 0028, 1024, 1026, 1027 and
1028 from tab18.Ing only to charge postal fees may not want to charge a patron if the
hold request letter is sent by e-mail. Your System Librarian can configure the setup of
tab18.Ing in order not to charge postal fees if the Hold Request Filled letter is sent by
e-mail.

8.1.2 Circulation Librarian Responsibilities

The Circulation Librarian can determine whether or not the system will automatically
display a list of hold requests for an item as soon as the item is returned, by using the
Set Up Return Options function.
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8.2 Creating a Hold Request

A hold request can be placed either by the patron through the Web OPAC or by the
librarian through the Circulation module. Note that a patron has to have the relevant
privilege in his local patron record in order to place a hold request.

In the Circulation module, there are two ways to place a hold request:

e From the Requests Menu
e From the Item Tab

8.2.1 Creating a Hold Request from the Requests Menu

Click Requests/Hold Requests/Create Hold Request. The following screen will be
displayed:

Enter Item & Patron Information

Itern Barcode: I |_I

Patran IDBarcode: I |_I

Cancel

.

Help

Item Barcode
You can use the barcode reader to scan in the barcode. Alternately, you can search for

an item by clicking the List button EI The Search for an Administrative Record
window will be displayed.

Search for an Administrative RBecord

Bibliographic Library |usmo1 - UsmaRe Bibliographic ¥ | Sureh, |

Adrninistrative Recard

Eibliographic Recaord

ISEM

I25H

Title

Author Cancel

ear of publication Help

SICI (SISAC) Code I

't

Enter search strings in one or more fields and click Search. If there is more than one
hit, the Brief List window will be displayed.
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Title Author Call Mo, | Imprint ISBM/IS Year Select I
Mew ark J8g S— |

origin of hurmans. Raintree, 1989,

The early Middle Frank, Max Mews York 1939

Ages, Faintres, 1939,

Civilizations of the  Frank, Max Mew “ork 1939

Asia, Faintres, 1939,

Civilizations of the  Frank, Max Mew “ork 1939

Middle East. Raintres, 1939,

Civilizations of the  \Wood, Mew “ork 1939

AMEericas. Yictor Faintres, 1939,

The history of the Mew Yark 1939

weor|d, Raintres, 1939,

ACTOpMA Benkoi 2000 Cancel |
SHLYSCRDIA |

Tl:rl:lﬂﬁ FI:LL::I'II\I 1did ;I HEIP

Highlight one of the items and click the Select button. You can view the full
bibliographic details of the item by clicking the View Full button and then selecting
the item.

FMT BK = Prev, Record |
LDR. 0odddnam az2 U 4500
ool Q000323450 Mext Recard |
ooz 20030401100323.0
ooz 03033051989 cau ¢ 0000engd
1001 |2 Frank, Max
24510 |a Africa and the arigin of humans,
260 |2 Mew York @ |b Rainfres, |c 1989,
200 |a 450 p. : |bealill ; |c 1989,
4400 |a The history of the world,
LKR |a AMA |b 33401 [1USMOL |v 4 |m Africa and
the arigin of humans. [n The history of the
warld,
CaT |a ¥OHAMAN |b 99 |c 20030401 || USMOL |k Cancel |
1003 =] . |

Patron ID/Barcode
Enter the patron's ID or barcode. To select a patron from a list, click the List button

Click OK. If the item has the status Short Loan the Create Advance Booking Request
window is displayed. Otherwise the following screen is displayed:
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Create Hold Request

x|
1. Request Information ] 2. Itern Filter Information ]
Ikarn: ok |
Shakespeare, William, 1564-1616.:
The plays of William Shakespeare, in eight volumes
swith the correctinns and illstrations nf varions
Sys. Mo, f Seq.: | 000030992 | 0000710
Patron IC f Mame: [ ooooo1z [ Hatoum, Robert @

Author of Patt:

Title of Part:

Pages to Copyt

Make 21

Frorm Crate:

|
!
|
Mate 13 I
!
!

15,405 /2005 |ﬂ Ter Drates | 15/11/2005 |ﬂ
Pickup Location: I IH Recall Type: I o1 IH
Prictity: I 10 IH Ma., of Requests: I R

[ Rush Handling

Crriginal Loan Due Date: I 26,/08/2005 |ﬂ |15:IZIIZI ﬁ
Recall Due Date: I 22 /05 /2005 |ﬂ
Recall Due Hour: |15:IZIIZI ﬁ
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Create Hold Request

1. Request Information ] 2. Itern Filter InFormation

X
[~ onby Selected Ttem ITI
Sublibrary: I IH T I ;

Ttern Stabus: I o1 p| vear: I i
Itern Process Status: I M Maonth: I i
Collection: IGEN—IH Doay: I k.
Wolurne: I a
Part; I c
Issue Murnber: I b

Cancel

[ e |
Help |

You can place a hold request for an item only if the patron has hold privileges. To
place a hold request, fill in the form and click OK.

If the request requires a recall and the system has been configured to allow online
recalling, a recall will be performed with the request submission.

Following is help for each field of the Create Hold Request form:

Item
This is the bibliographic information attached to the item you selected in the previous
step.

Sys. No./ Seq.
These are the system number and the item sequence of the item you selected in the
previous step.

Patron ID
The Patron ID is already filled from the previous step. If you enter a proxy Patron ID,
the request is nevertheless registered under the name of the sponsor.

Author of Part
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Enter this information in case the library decides to provide the patron with a free
photocopy of the material instead of the original. Type the author of the portion of the
item that the patron is interested in if it is different from the author of the item as a
whole. For example, a chapter may be written by one person, while the work as a
whole was edited by another.

Title of Part

Enter this information in case the library decides to provide the patron with a free
photocopy of the material instead of the original. Type the title of the portion of the
item that the patron is interested in if it is different from the title of the item as a
whole. For example, a chapter may have a title that is different from the title of the
work as a whole.

Pages to Copy
Enter the pages that the patron is interested in (again, for the purpose of
photocopying).

Note 1 and 2
Optional. Enter notes for the library staff.

From Date/To Date

Enter the period of time during which the patron is interested in receiving the
material. The system default period depends on your system's setup but you can
change the dates when creating the hold request.

Pickup Location
This is the location where the material will be delivered or held for the patron to pick

up.

Recall Type

If you want the item to be recalled, choose the level of urgency, 01 (regular) or 02
(rush). If you do not want the item to be recalled, choose 03 (no recall). If you select
02 (rush), the hold request will be automatically assigned a priority of 00 (see
explanation below).

For the System Librarian: The default Recall type is determined by the
default_recall_type variable in pc_server_defaults. If no value is found there, the
default is 03.

Priority

You can determine the position of the Hold Request in the queue by assigning a
Priority. The highest level priority is 00, and the lowest is 99. A request that is
classified as a rush recall will automatically receive a priority of 00.

No. of Requests
Depending on the number entered here, multiple requests will be made for the patron
(regardless of the patron's multiple requests privilege). Intended for special use only.

Rush Handling
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For a rush request (for example, if the patron is waiting in the library for the material),
select the Rush Handling option. A call slip indicating that this is a rush request will
be printed.

Original Loan Due Date
The due date of the current item's loan.

Recall Due Date\Hour

The required new due date and hour after recall. These fields can only be updated if
the request is required for recall and if the system is set up to recall items when the
request is created.

Item Matching Filter
Use these fields to define the group of "like" items with which the hold request may
be filled.

Only Selected Item
If you want the hold request to be filled only by a specific copy, select this option.

8.2.2 Creating a Hold Request from the Item Tab
Retrieve an item in the Item tab.

| D [ s+ [-][3] |BIB= 164 ADM= 164 - Gli epigoni di Kant. — (Durante, Gaetanu).|[§| |

Select either the List of Items node or the Item node. You can place a hold request
from both nodes.

List of Items Node
Highlight an item on the Items List tab in the upper pane and click the Hold Request
button.

Item Node
Click the Hold Request button on the Item Details tab in the right pane.

In both cases you will be prompted to enter the Patron ID or barcode:

Enter Patron Information

Cancel

Patron IDyEarcade: I |_I
Help

dall.

If the item has the status Short Loan, the Create Advance Booking Request window is
displayed. Otherwise the following screen is displayed:
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Create Hold Request : x|

1. Request Information ] 2. Itern Filter Information ]
Itermn: ok |
Shakespeare, William, 1564-1616.:
The plays of Williarm Shakespeare, in eight volumes
it thie rorrectinns and illnstrations of varinns
Sy, Mo, f Sequ | 000020932 | 000070
Patron IC f Marne: [ ooooon1z [ Hatoum, Robert @

Author of Patt:

Title of Part:

Pages to Copy:

Make 21

Fraorm Crate:

|
|
|
Mote 1: I
|
|

15,005 /2005 |ﬂ To Date: | 15,/11,/2005 M
Pickup Location: I IH Recall Type: I o1 IH
Pricrity: I 10 IH Mo, of Requests: I ]

[ Rush Handling

Crriginal Loan Due Date: I 26,/08/2005 M |15:IZIIZI ﬁ
Recall Due Date: I 2205 /2005 M
Recall Due Hour: |15'EIEI ==
' )
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Create Hold Request

1, Request Information ] 2. Itern Filter Informmation

X
[~ cnly Selected Ttem
Sublibrary: I IH Copyt I 0

Ttern Stabus: I o1 IH Year: I i

Itemn Process Stabus: I M Maonth: I i
Collection: IGEN—IH (EEH I k
Walurme: I a
Part: I c
Issus Murnber: I b

Cancel |
[ e |

Help

See the Creating a Hold Request from the Requests Menu section for a complete
explanation of the fields available in this form.

8.3 Viewing a Hold Request

Details of a hold request are accessible from the Hold Requests node in both the Item
tab and the Patron tab.

Item Tab
In the Item Tab select the Hold Requests node to display a list of hold requests for the
selected item. The hold requests will appear in the List of Hold Requests pane.
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List oF Hold Requests

[ ben Ative request:

WYaiting in jLeus 05 Delete
o to Patron
Lekter

Brint

|

To view requests that are not currently active, select the Non-active Requests option.

Click the Go to Item button to be transferred to the Item tab Select an entry from the
list to display its details in the Hold Request Information pane.

1. Hold Request Information | 2, Item Match Filker |

Patron ID/Mame: 1222 | Marth, Ellen Rita

Update |

Zance| |

4] [<m]

Drescription:

Authar of Part:

Pages ko Copy:

Hold Reguest Mote 1:

|
|
|
Tithe of Part: |
|
|
|

Hald Request Mote 2:

Cpen Date: I 13 /06,/2002 B Recall Type: I 0z m
Request Date: I 1506 f200% B End Request Date; I 16,709,003 m
Hald Date: Wlﬂ End Hald Date: Wlﬂ
Pickup Location: I LUPTH B Send Action: I 1

Hold Reguest Status: I = m Letter Stabus: I p m

Priority: I El m I_a?.u:hHandllng

Patron Tab
In the Patron Tab select the Hold Requests node to display a list of hold requests for
the selected patron.

List of Hold Renuests |

Delete

Go lo Ttem
27/05410 271140 In process HMJUAS
Go to Ttem Req

il

Print
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Select an entry from the list to display its details in the Hold Request Information

pane.

[emsjoos )
[omomes ]
[sprmes )|
KD
D
EXmmmn =

D
o |
ECCEaD
.
P
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1. Hold Request Information | 2. Ihemn Match Filter 2, Bibliographic Information

Eib Infa

Ladge, Rupert Clendon, 1885- The philozophy of Plato. Landon - Routledae & K. Paul, 1888, i, 347 p; 22 o,

8.4 Updating a Hold Request
In the Circulation module, there are two ways to update a hold request:

e From the Item Tab
e From the Patron Tab
These methods are described below.

8.4.1 Updating a Hold Request from the Item Tab
Retrieve an item in the Item tab.

| D [ s+ [-][3] |BIB= 164 ADM= 164 - Gli epigoni di Kant. — (Durante, Gaetanu).||r:_5';| |

Select the Hold Requests node.

Highlight a line on the List of Hold Requests tab in the upper pane. The details are
displayed in the lower pane:
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1. Hold Request Informmation | 2, Item Match Filker I

Patron IDHame:
Description:
Authar of Part:
Title af Part:

Pages ba Copy:

Cipen Date:
Request Date:
Hold Crate:

Pickup Location:

Pricrikw:

Hald Requast Mote 1:

Hold Request Mote 2:

Hald Request Status:

| 1222 | Marth, Eller Rika @ UiEdate |
| EN
|

|

|

|

|

| 18062003 IEl Recall Type: I 0z El

[1sp7z005 |#| End Hold Date: [23700s [¥]

WB Send Action: |1—

IS—El Letter Status: IP—El

|3U—|E| [ Rush Handling

Edit the form and click Update. Note that the Update button is only active after at
least one field has been edited. Note that the fields Hold Date and End Hold Date are
filled in automatically by the system and can only be edited if the Hold Request Status
is setto S (On Hold Shelf).

8.4.2 Updating a Hold Request from the Patron Tab

Retrieve a patron in the Patron tab.

@ |

El |Jones, Donald (1604/0250013491604)

Select the Hold Requests node.

Highlight a line on the List of Hold Requests in the upper pane. The details are
displayed in the lower pane:
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1. HolgbRequest Inforrnation | 2. Itern Match Filker I 2, Bibliographic Informmation I

Authar af Part: I | Umdate |

Title of Part: I Eanicel |

Pages bo Copny: I

Hald Request Mote 1: I

Hald Request Mate 2: I

Fequester 1D fHarne: I 1604 I Jones, Donald @

Open Date; I 11,03/2004 IH Recall Type: I'Jl m
Request Crate: I 11,/03/2004 Izl End Request Date: I 1170972004 |E|
Hald Crate: I 00,/00,/0000 IH End Hald Date: I 00,/00,/0000 B
Pickup Location: I ULIMHC |E| Send Action: I 1

Hald Request Status: I A IH Lattar Status: I P B
Priotity | 15 El [ Rush Handling

Edit the form and click Update. Note that the Update button is only active after at
least one field has been edited. Note that the fields Hold Date and End Hold Date are
filled in automatically by the system and can only be edited if the Hold Request Status
is set to S (On Hold Shelf).

8.5 Deleting a Hold Request

In the normal course of events, a hold request is deleted by the system if the requested
item is loaned to the requesting patron. If a patron has multiple hold requests on the
same item, the hold request with status S (On Hold Shelf) is deleted, even if it is not
the first hold request in the waiting list.

There are several ways to delete hold requests manually:
o Delete a Hold Request by Barcode
o Delete a Hold Request from the Item Tab

o Delete a Hold Request from the Patron Tab

o Delete Multiple Hold Requests

When a single hold request is deleted, the system can automatically print a letter to
the patron who placed a hold request, informing him that the item is no longer being
held for him. This depends on the set up of your workstation. If a proxy has placed the
hold request, then a second letter is printed for the proxy in addition to the initial letter
that is printed for the sponsor.

8.5.1 Delete a Hold Request by Barcode

Click Requests / Hold Requests / Delete Single Hold Request by Barcode from the
main menu. Enter the item's barcode in the Delete Single Hold Request by Barcode
window.
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If there is only one hold request for the item, it will be deleted automatically. If there
is more than one hold request, the Delete Single Hold Request By Barcode window
will be displayed, allowing you to view the list of hold requests and choose the one(s)
you want to delete.

Delete Single Hold Request by Barcode - 766-20 Ed

E-ihliugraphin: Info ]

California, Committee for the Study of Probation Services, . ] R
Probation services in California, 1948-1949;, —
[Sacrarmento, 1949]. Expand

Slp. illus, 28 cm..

Update

_eond_|
_ e |

Haold Da| Prior| P

Patron Mame Patron ID |Eeq

ABBOTT, EMMA 0245 21/an/2004  21,/ul/2004
Jores, Donald 1604 21an/2004  21,ul/2004 30
Cloze |
=l Help |
Delete

Click Delete to remove the highlighted request from the list.

Print
Click Print to print a letter to a patron, notifying him that the item he requested is
now available.

Expand
Click Expand to see detailed information about the highlighted hold request.

Update
Click Update to update the hold request. For example, to change the date on which
the patron is interested in receiving the material.

8.5.2 Delete a Hold Request from the Item Tab
Retrieve an item in the Item tab.

| D [ s+ [-][3] |BIB= 164 ADM= 164 - Gli epigoni di Kant. — (Durante, Gaetanu).|[§| |
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Select the Hold Requests node.

Highlight a line on the List of Hold Requests pane and click Delete. You will be

prompted to confirm deletion.

8.5.3 Delete a Hold Request from the Patron Tab

Retrieve a patron in the Patron tab.

FIR [] 3] | Jones, Donald (160410250013491604)

Select the Hold Requests node.

Highlight a line on the List of Hold Requests pane and click Delete. You will be
prompted to confirm deletion and to add a note as to why the hold request was

deleted.

8.5.4 Delete Multiple Hold Requests

Use this option to delete several hold requests together. The scope of hold requests to
be deleted is determined by the filters in the Delete Multiple Hold Requests window.
Click Requests / Hold Requests / Delete Multiple Hold Requests from the Main

menu. The Delete Multiple Hold Requests window will be displayed:
Delete Multiple Hold Requests

Request Date: 004000000 |E| IV Active [ Wifaiting

End Request Drate: 00,00,/0000 IEI [ Active [ Wiiaiting

Hold Crate: Wlﬂ
Sublibrary: Iilzl
Itern Status: Iilzl
D

Patran Skatus:

Cancel

Help

Fill in values to filter the hold requests you want to delete.

Delete Multiple Hold Requests
Request Drate:

End Request Date:

Hold Crate: 26,106 /2003 |E|
Sublibrary: LILIME |E|
Itern Status: 21 IEI
Patron Skatus: nz IEI

1306, /2003 IEI [v Active
1806 f2004 |E| [V Active

[ untaiting

ek

[ intaiting

Cancel

Help

i

Request Date
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This is the date on which the patron requested the material. You can delete requests
starting from the date entered here. Select the type of request you want to delete,
Active and/or Waiting requests.

End Request Date

This is the date up to which the patron is interested in receiving the material. You can
delete requests up to and including the date entered here. Select the option for the type
of request you want to delete, Active and/or Waiting requests.

Hold Date

The hold date is the date on which a letter was produced for the patron informing him
that the requested material is ready to be picked up. (These hold requests have status
"S".) You can delete requests up to and including the date entered here.

Sublibrary
Select a sublibrary from the list to delete hold requests for a particular sublibrary.
Otherwise, leave the field blank.

Item Status
You may want to delete hold requests of items that have a particular status.
Otherwise, leave the field blank.

Patron Status

You may want to delete hold requests for patrons having a particular status. If not,
leave the field blank. If the hold request has been placed by a proxy, then a second
letter is printed for the proxy in addition to the initial letter that is printed for the
sponsor.

8.6 Printing a Hold Request Slip

The Hold Request slip is a printout containing information about the requested item,
the requester patron, and details about the request. This slip is usually kept in the book
to indicate that this book is held for the requesting patron, and to let both the
circulation librarians and the patrons know its status.

The Hold Request slip is printed when changing the request’s status and sending
letters to patrons (manually, using a service, or with the UE_06 daemon).

It is also possible to manually print hold request slips for the following specific hold
requests:

e Print a Hold Request from the Item Tab

e Print a Hold Request from the Patron Tab

8.6.1 Printing a Hold Request from the Item Tab
You can print a hold request from the Item tab.

To print a hold request from the Item tab:
1. Retrieve an item in the Item tab.
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| (D [ o0

[-][3] |BIB= 164 ADM= 164 - Gli epigoni di Kant. — (Durante, Gactano). | [] |

2. Select the Hold Requests node.
3. Highlight a line on the List of Hold Requests pane and click Print.

8.6.2 Printing a Hold Request from the Patron Tab
You can print a hold request from the Patron tab.

To print a hold request from the Patron tab:
1. Retrieve a patron in the Patron tab.

& || [-] 3] |Jones, Donald (1604/10250013451604)

2. Select the Hold Requests node.
3. Highlight a line on the List of Hold Requests pane and click Print.

8.7 Returning Items with Holds

If the Circulation Librarian has set the system to automatically display a list of hold
requests for an item as soon as the item is returned (by using the function Set Up

Return Options), the following screen will be displayed:

The philosophy of Plato..
London @ Routledge & K. Paul, 1956..
i, 347 p.o; 22 Cm.

Patron Mame

1|:|r|EIZu:|r|=4Irl ........... e e e
Library

Hold Requeszts for Returned Item - 64-10 I
E-ibliu:ugraphic Info ] Expand |
Lodge, Rupert Clendon, 1836-: |

Update

Drelate

[t

Letter

Close

Help

g

This window shows the list of hold requests for the returned item.
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It is possible to set up the system to automatically choose and print letters for the first
request on the list. A different setup would be to let the Circulation Librarian choose
the request himself.

Whether or not the first of multiple hold requests in the list is automatically printed
depends on the setup of circ.ini [ReturnHold].

Depending on how your System Librarian has set up the system, the information
displayed for each request may include the patron name, request date, pickup location,
status and priority.

Expand
Click Expand to see detailed information about the highlighted hold request.

Update
Click Update to update the hold request, for example, to change the date when the
patron is interested in receiving the material.

Delete
Click Delete to remove a highlighted request from the list.

Letter
Click Letter to print a letter to a patron, notifying him that the item he requested is
now available.

8.7.1 Returning to Home Library

If the delivery location is type 02 (Home) or 03 (Mailbox), the item is loaned to the
patron and the hold request is deleted. In these scenarios, one letter is printed and
attached to the delivered item.

If the delivery location is type 01 (Sublibrary) two letters are printed (one for the
patron and one to be put in the item) but the hold request is not deleted from the
system. The request status is changed to "S" (On Hold Shelf) and the request is only
deleted when the item is loaned to the patron. The words "on hold" are displayed in
the Circulation and OPAC modules in place of the due date.

If the delivery location is type 04 (Reading Room) two letters are printed (one for the
patron and one to be put in the item). The item is loaned to the patron, the sublibrary
of the item is changed temporarily to the Reading Room sublibrary and a Reading
Room record is created for the item (for Reading Room control).

A hold request can be made for "pickup" or "delivery"”, depending on the definition in
tab27 and tab_sub_library. Ing. "Pickup™ is action 01 in tab27, for library types 1
or 4 in tab_sub_library. Ing. "Delivery" is action 02 or 03 in tab27 for library type
3intab_sub_library.Ing.

8.7.2 Returning to a Library Other than the Home Library

In the event that an item is returned to a location other than the item's home library
and there is a "pickup™ hold request for the item, the librarian must send the item to
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the pickup sublibrary. The system prints a transfer slip and loans the item to a pseudo
patron that has an ID identical to the pickup library code. The librarian returns the
item in order to "return” it and activate the hold requests window (as described in the
Returning Items with Holds section above). The item is then ready for pickup at the
sublibrary where it has been requested.

If an item is returned to a location which is not the item's home library and there is a
"delivery™ hold request of the 02 (Home) or 03 (Mailbox) type (as defined in tab27)
through a "special” pickup sublibrary (type 3, as defined in tab_sub_library.Ing),
the item is "in transfer” to its home sublibrary in order to proceed with the hold
request. The delivery is handled from the item's home library. This is because a Home
or Mailbox delivery request must be performed by an item's home library, (through a
type 1 or 4 sublibrary, as defined in tab_sub_library. Ing).

e The sender of a transfer slip should be the sublibrary where the item has been
returned. There is only one way to identify the sublibrary that a workstation belongs
to. This is through the setup of the sublibrary attribute type in the
tab_attr_sub_library table in the ./alephe/tab directory. Register a sublibrary
for each workstation or group of workstations by IP address or by station ID as type 7.
This allows the system to correctly identify the sublibrary where the item has been
returned and print it as the sender on the Transfer Slip. If no sublibrary is registered as
type 7 for the station where the item has been returned, the ADM library appears as
the sender.

8.8 Unclaimed Items on Hold Shelf

This section explains what to do if the patron never picks up an item that is waiting
for him on the hold shelf.

Use the Hold Shelf Report (cir-06) function available from the Services menu to
identify items that have remained on the hold shelf for more than a specific period of
time.

These items should be removed from the hold shelf. However, there may be
additional hold requests for an item. The service can be set to print the related letters
to the next patron on the request queue. If there are no additional hold requests for the
item, it may then be returned to the shelf.

8.9 Printing Letters to Patrons

After a patron places a hold request, the library will fill it if possible. In this case the
library sends a Hold Request Filled letter to the patron to inform him that the item he
requested is ready to be picked up.

If the hold request cannot currently be filled the library sends a Hold Request Not
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Filled letter to the patron informing him that the item he requested is currently not
available and asking whether he wants to wait until the item is available.

8.9.1 Hold Request Filled

Send a Hold Request Filled letter to inform a patron that the item he requested is now
available. Click Requests / Hold Requests / Print Letter - Hold Request Filled
from the Main Menu. In the form that pops up, enter the item barcode and click OK.
The following screen will be displayed:

i, 347 p.o; 22 Cm.

Hold Requests - 64-10 ]|
Bibliographic Info |
Lodge, Rupert Clendon, 1836-: | Lipdate |
The philosophy of Plato..

London @ Routledge & K. Paul, 1956.. Delete |

Letter

Patron Mame

Stnith, John 18,/056/03 Lincoln In process 3
Library

Jones, Donald  18/06,/03 Lincoln Inprocess. 30
Library

MNarth, Ellen 18,/06/03 LILPTM Inprocess. 30

Rita

Close

_ e |
=l Help |

This window shows the list of the item's hold requests. The list includes hold requests
of all statuses: In Process (A), On Hold Shelf (S), Waiting (W).

Expand
Click Expand to see detailed information about the highlighted hold request.

Update
Click Update to update the hold request, for example, to change the date when the
patron is interested in receiving the material.

Delete
Click Delete to remove a highlighted request from the list.

Letter
Click Letter to print a Hold Request Filled letter to the patron, notifying him that the
item he requested is now available. If the hold request was placed by a proxy, a
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second letter is printed for the proxy in addition to the letter that is printed for the
sponsor.

Whether or not the first of multiple hold requests in the list is automatically printed
depends on the setup of circ.ini [ReturnHold].

Whether or not a library wants to charge the patron for Hold Request filled letters (a
case in point is if the letter is sent by e-mail) depends on the setup of tab1s.

8.9.2 Hold Request Not Filled

Send a Hold Request Not Filled letter to inform a patron that the item he requested is
currently not available. Click Requests / Hold Requests / Print Letter - Hold
Request Not Filled from the main Menu. In the form that pops up, enter the item
barcode and click OK. The following screen will be displayed:

i, 347 p.o; 22 Cm.

Hold Requests - 64-10 ]|
Bibliographic Info |
Lodge, Rupert Clendon, 1836-: | Lipdate |
The philosophy of Plato..

London @ Routledge & K. Paul, 1956.. Delete |

Letter

Patron Mame

Stnith, John 2,/06,/03 Lincoln In process.
Library
Jones, Donald  18/06,/03 Lincoln Inprocess. 30
Library
MNarth, Ellen 18,/06/03 LILPTM Inprocess. 30
Rita
Close |
=l Help |
Letter

Click Letter to print a Hold Request Not Filled letter to the patron informing him that
the item he requested is currently not available and asking whether he wants to wait
until the item is available.

See the Hold Request Filled section on page 131 for an explanation of the rest of
buttons.

See the section Check Item Availability in Hold Requests on page 110 for more
information on when and why this function should be used.
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If the hold request has been placed by a proxy, then a second letter is printed for the
proxy in addition to the letter that is printed for the sponsor.

8.10 Display Information about Holds on Shelf during Return

When a patron returns an item, he can pick up items he requested that are now waiting
for him on the hold shelf.

The information whether or not a requested item is available for the patron on the
hold shelf, is displayed when performing a Return action. It is on the last line of the
Return Session's lower pane. The caption of the line is: "Holds on shelf". The
messages can be "No holds for patron™ or "Patron has holds on shelf" accordingly.

Update

e o

Doc Number {Item
Sequence) 1337 10

Material Type Book
Item Sublibrary Lincoln Litrary
Item Status Short Loan
Item Collection General
Item Description
Process Status Mot in process
Holds on Shelf Patron has holds on shelf —

8.11 Rush Cataloging Requests

The Rush Cataloging feature enables patrons to request that items be given priority to
be cataloged.

The following is a description of the Rush Cataloging process:

Patron workflow
1. The patron uses the Web OPAC to search the catalog.

2. The patron selects an item and submits a hold request. The hold request
submission is automatically followed by the creation of a cataloging trigger if
the item has a process status of “pending cataloging processing” and the
patron is authorized to make a Rush Cataloging request. The cataloging trigger
is a notification to the Cataloging department to give priority to catalog the
item.

3. The patron can follow up the request in the Web OPAC Library Card. The
request is listed with the other hold requests, but has a special ‘Rush
Cataloging’ status until the cataloging staff has cataloged the item.

4. The Circulation “Request Handling (UE_06)” daemon and “Call Slips for
Requests (cir-12)” batch job consider the request unavailable until the staff
user changes the item’s process status to an available process status.
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Staff workflow

1.

The cataloging staff may use the online Cataloging module Triggers List or
use the offline “Print Trigger Report (com-01)” report (in the BIB library) to
view all of the Rush Cataloging requests. Viewing only the Rush Cataloging
triggers is possible by filtering the department for the hardcoded value RUSH,
or for the item library or sublibrary, depending on system configurations.

The cataloging staff catalogs the record or the item.

After updating the BIB or item information, the staff moves back to the
Cataloging module Triggers List and deletes the cataloging request.

4. The Circulation system now manages the request like any other request.

8.12 Requesting Unbarcoded Items

This feature enables patrons to request items that are no yet registered in the system
(“unbarcoded items™).

The following is a description of the unbarcoded items request process:

Patron workflow

1.
2.

The patron uses the Web OPAC to search the catalog.

The patron selects an item and submits a hold request. The hold request
submission is automatically followed by the creation of a temporary item with
item status 88. The request is placed on the new temporary item.

The patron can follow up the request in the Web OPAC Library Card. The
request is listed with the other hold requests.

The Circulation system now manages the request like any other request and
manages the item as any other item.

9 Photocopy Requests

This chapter includes the following sections:

Photocopy Management
Creating a Photocopy Request

Viewing a Photocopy Request

Updating a Photocopy Request

Deleting a Photocopy Request

Printing Photocopy Request Slips

Printing Photocopy Request Letters to Patrons

Request Daemon ue6
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9.1 Photocopy Management

The photocopy requests functionality is used by libraries who offer photocopy
services to their patrons. The library staff prepare photocopies according to the
patrons' requests.

9.1.1 Photocopy Request Life Cycle

There are three statuses for a photocopy request: A (Active), W (Waiting), and Filled.
Note that when a photocopy request is filled, it is completed and therefore deleted.
Thus a Filled photocopy request does not actually have a status such as A or W.

When a photocopy request is placed, its status is A. If the request can be filled
immediately the librarian prepares the photocopies. He then sends a notice to the
requesting patron informing him that the photocopies can be picked up. This sets the
request status to Filled. If the request cannot currently be filled the librarian sends a
notice to the requesting patron informing him of the delay. This sets the status to W.

System Librarian Responsibilities

There are special parameters for photocopy request setup. The System Librarian
determines whether the system will:

o Check item availability for a photocopy request.

« Bill the patron according to paper size. For billing according to paper
size, a price for each paper format should be set.

o Delete the photocopy request after the slip is printed.

o Deliver a photocopy to a particular location or hold the photocopy for
pickup.

Check Item Availability

The System Librarian can have the system check the availability of an item when a
batch of photocopy request slips is printed using the Photocopy Request Slips (cir-22)
service. If an item is unavailable, the system will print a "wait" letter to the patron and
the status of the request will be changed automatically from A (Active) to W
(Waiting).

Note that the photocopy request status of the item can have several values that
influence the processing of the photocopy request.

e N - photocopy request cannot be placed for the item
e Y - photocopy request can be placed

e T - item availability is not checked when photocopy request is placed,
because photocopy requests are always allowed (for example short-
term loan, lost, on order, etc.). However, for Photocopy Request Slips
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(cir-22) and ue_06 (daemon printing of photocopy request slips), item
is not considered "available" and does not print.

Alternatively, the System Librarian can decide that the system should not check item
availability but simply print the photocopy request slips. In this case, the request
status will be changed to W (Waiting) only after the Circulation Librarian sends a
"wait" letter to the patron by using the command Print Letter - Photocopy Request
Not Filled.

Billing Photocopy Requests According to Paper Size

The System Librarian can set different values for the photocopy fee according to
paper size. For each defined paper format a separate value can be set in column 5 of
tab 18.1Ing.

Delete Request After Printing Slip

If the System Librarian decides that photocopy requests should not be deleted after
the slips are printed, then the Circulation Librarian will be able to record the number
of pages used for photocopying and the corresponding fee. (This is done using the
function Print Letter - Photocopy Request Filled.)

If the System Librarian decides that the requests should be deleted after the slips are
printed, then no follow-up will be possible.

Pickup/Delivery Location

For each combination of sublibrary, item status and patron status, you can define the
location from which the patron will pick up a photocopy being held for him or the
location to which the photocopy will be delivered. Edit tab38.

Circulation Librarian Responsibilities

The Circulation Librarian determines whether or not a photocopy request slip will be
printed automatically when a requested item is returned by using the Set Up Return
Options command from ALEPH/Options. If the librarian chooses not to have the
request slip printed automatically, he can manually print the request slip by using
Requests/Photocopy Requests/Print Photocopy Request Slips.

9.2 Creating a Photocopy Request

A photocopy request can be placed either by the patron on the Web OPAC or by the
librarian through the Circulation module. Note that a patron has to have the relevant
privilege in his local patron record in order to place a photocopy request.

In the Circulation module, there are two ways to place a photocopy request:

e From the Requests Menu
e From the Item Tab
Both methods are described below.
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9.2.1 Creating a Photocopy Request from the Requests Menu

Select Requests/Photocopy Requests/Create Photocopy Request. The following screen
will be displayed:

Enter Item & Patron Information

Itern Barcode: I

i ||

Cancel

Patron I Barcode: I |_I
Help

Fill in the form and click OK.
Item Barcode
You can use the barcode reader to scan in the barcode. Alternately, you can search for

an item by clicking the List button EI The Search for an Administrative Record
window will be displayed.

Search for an Admimstrative Record

Eibliographic Library II_ISr-.-1E|1 - ISMARC Bibliugraphicll Search I

Adrninistrative Record

Eibliographic Record

ISEM

IS5H

SICI (SISAC) Code

Title

Finay Summers Cancel

Year of publication

't

Help

Enter search strings in one or more fields and click Search. If there is more than one
hit, the Brief List window will be displayed.
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piower,

Wilson cornpary, 1940,

5 and prices, HD4909
arry, 1942,

“Wages and prices,.  Summers, Robert HO4909  Mew York, : The H., W, 1942

Edward, 1918- comp. Wilson camparry, 1942,
Federal information  Summers, Robert k46285 MNew York, H W, wilson co., 1949
controls in Edward, 1918- comp. 4 1949,
peacetime,
Planned econormy;  Summers, Harrison k421 Mewe vork, The H. W. 1940
Boyd, 1894~ comp. Wilson cornpary, 1940,
Increasing federal Summers, Harrison k421 MNewy York, The H. W, 1940
poer, Boyd, 1894~ comp. Wilson carmparry, 1940,

Brief List
Title I Author J Call Mo, I Irmprint J ‘ear ] | Select I
Increasing federal Summers, Harrison k421 Mewy York, The H. W, 1940 ;l —— |

Cancel

i

Help

Select an item from the Brief List.

Patron ID/Barcode

Enter the patron's ID or barcode. To select a patron from a list, click the List button

=]

Click OK. The following screen is displayed:

Create Photocopy Request - 1604/ Jones, Donald I
Crescription: oK I
Summers, Robert Edward, 1918-comp.
Wages and prices,..
Mew Yark, : The H. W, Wilson compary, 1942,
Tkem: | 0000005640000 10
Patron IC: I 1604 I Jores, Donald @
Author of Part: I Greer, Archer
Title of Part: I Zonzumer prices in the 13th century
Pages to Copiy: I 15-36
Mote 1: I
Mote 2: I
Pickup Location: I LIMGC M Charge: - M Cancel |
Help |
Author of Part

This is the author of the portion of the item that the patron wants photo

copied, if it is

different from the item as a whole. For example, a chapter can be written by one

person, while the work as a whole was edited by another person.

Title of Part
This is the title of the portion of the item that the patron wants photo

copied if it is

different from the title of the item as a whole. For example, a chapter can have a title

that is different from the title of the work as a whole.
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Pages to Copy

Enter the pages that you would like photocopied. You can enter a range such as 13-
42,

Note 1 and 2
Optional. Add up to two notes for the library staff about the photocopy request.

Pickup Location

Choose the location where the patron will receive the material. The options can
include Home Address or a Mailbox ( the photocopy will be delivered); or a certain
Sublibrary or Reading Room (the photocopy will be held for pickup). The home
library of the requesting patron will be used by default. If the patron does not have a
home library or if the patron's home library is not a valid pickup location, either the
sublibrary of the requested item or another library that was defined by the system
librarian is filled by default instead. You can choose any sublibrary from the drop-
down list and override the default pickup location.

Charge

Indicate whether or not the patron is to be charged for the photocopy. Two options are
available: Free (F) and Charge (C). The value is filled automatically after you enter
the Patron ID, according to the settings in the related local patron record.

9.2.2 Creating a Photocopy Request from the Item Tab
Open an item in the item tab.

& | = [E2]] s
[ | [raveosamoazes ][] | BIB= 518 ADM= 618 - Shakespeare quarterly. 0. =
Eﬁ)'&l@ EJ|ﬁ|§a| ItemsL\sll
@ [1]Functional O [2] Cverview [™ Loan Filter
= [M] List Of Items (1/93) Sublibrar JCDIIBEtiun ]Status ]Due Date ]Item Barcc‘ Reques| Loans ]Last Return I
[E] &l Items Histary Main General In-library use 3204401 1 28/10/97 ;l Booking Req |
£ [1] Item (32044014702286, 11487, Library 2506454 Photo Requsst
i [H] Hold Requests (0, 0)
- [P] Photocapy Requests (@0, 0)
[L] Loan (0) Iain General In-liorary use 3204400 1 11/10/98 Claim Returm
- [D] History {Last updated 07/04,/05) Liorary 4982270
*[2] Circulation Log (07/04/05) Iain General In-liorary use 3204401 20/03/92 Lt
- [S] Circulation Summary Wi SBWEe Erint Slip
[] Baoking (0, 0) Main General In-library use 3204401 1 19,/08/00 -~ EeT
’ ush to Items
- [R]Maintenance Record (0) Library 1658895
- [B] Bibliographic Info. Iain General In-library use 3204400 1 14,/04,/02 Refrech
- [T] Trigger List Library 4966082
- [N] Maintenance Profile IMain General In-library use 3204402 2 17/08/01
Library 0105219
Iain General In-library use 3204400 1 owoem =l
Sort Options | el /Dese. fLibrary fCollection =l
Itern Dietails |
tem | it Infa |
Doc Number {Item Sequence) 518 54.0
Item Sublibrary Main Library
Item Collection General
Item Call No. 11487.24
Item Call No. 2
Item Description v.7 (1958) Ll
4 | B

Select either the List of Items node or the Item node. You can place a photocopy
request from both nodes.

Items List Node
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Highlight an item on the Items List tab in the upper pane and click Photo Request.

Itern Cretails I

Ttern |Bib Infa | Laan |

Doc Humber (Ttem
Sequence) a1 S

Item Sublibrary Humnanities Library
Item Collection Gereral
Item Call No. Periodicals
Item Call No. 2
Item Description v, 19 (1931)
Item Status Indbrary use
Item Barcode 32044051959229
Item Copy No.
Last return date 21/02/2005
Last return hour 11,54
Last return station 10.1,235.173

Photo Request

[Fapron]
[
=l
e
=
e
[Fecitone]
[ ]

Hold Request
Claim Return
Lozt
Recall
Print Slip
Push ta Items

Eefresh

Item Node
The item's details are displayed on the Item tab in the right pane. Click Photo

Request.
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Il£§Detail: ]

Ttem lBib Infa I Loan ]

Doc Number (Item
Sequence) 164 10

Item Sublibrary Lincoln Library
Item Collection Gereral
Item Call No. Ch-000000025
Item Call No. 2
Item Description
Item Status Three VWeek Loan
Item Process Status Mot in process
Item Barcode 164-10
Item Copy No. O
Last return date 240372003
Last return hour 10:10
Last return station 10.1,235,158

J Phota Request
Hald Raquest
Clairn Return
Lot
Print Slip
Push to Iterns

Refrazh

el

[

The Create Photocopy Request form is displayed. Fill in the form and click OK.

Create Photocopy Request

Patron IC:

i

Author of Part:

Title of Part:

Mate 1

Mate 2

|
|
|
Pages to Copy: |
|
|
|

Pickup Location:

LILIMC IEI Charge:

Iilzl Cancel
Help
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9.3 Viewing a Photocopy Request

Details of a photocopy request are accessible from the Photocopy Requests node in
both the Item tab and the Patron tab.

Item Tab
In the Item Tab select the Photocopy Requests node to display a list of photocopy
requests for the selected item in the List of Photocopy Requests pane.

List of Photocopy Reguests |

Bibliographic Info

Pan ylieh t7an. 22/03/04 331 In process Delete |
She hui ko hsiieh chan hsien. 22/03/04 394 In process Ga to item |

Fa shang helieh pao. 22/03/04 385 In process

-

Select an entry from the list to display its details in the Photocopy Request
Information pane.

1. Photocopy Reguest Information | 2. Bibliographic Information

Drescription: | 1997 nic,13-24 @ | Update I
Authar af Part: I Greer,Archer Caried |
Title of Part: I Consumer Prices in the 19th century

Pages to Copy: I 12-24

Phato Request Mate 1 I

Photo Request Mote 2 I

Pickup Location: I WD IH Charge: I C IH
Skakuz: I A B Letter Status: I P B
Patron Tab

In the Patron Tab select the Photocopy Requests node to display a list of photocopy
requests for the selected item in the List of Photocopy Requests pane.
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List of Photocopy Reguests

Patran Mame Patron ID i

: Dalte |

Morth, Ellen Rita 1222 Lincaln Library 0z/07/03 312 Waiting in &a ta Patron |
queLE

Gelfman, Morris 1077 Lincaln Library 06/08/03 215 In process

[

Select an entry from the list to display its details in the Photocopy Request
Information pane.

1, Photocopy Request Information | 2. Biblimgraphic Information

Drazcription: I 1997 no.13-24 @ | pdate I
Author of Part: I Greer, Archer Eared |
Title of Part: I Caonsurmer Prices in the 19th century

Pages o Copy: I 12-24

Phaota Request Mote 1 I

Photo Request Mote 2 I

Pickup Location: I Wk B Charge: I C B
Stabus; I 8 B Letter Status: I P m

1, Photocopy Request Information 2, Bibliographic InFormation

Eib Info

Surmmers, Robert Edward, 1918-comp. Wages and prices,. Mew Yarl, : The H. W, Wilzon
company, 1842, 219 p. @ incl tables. ; 20 cm.

9.4 Updating a Photocopy Request

In the Circulation module, there are three ways to update a photocopy request:

e From the Requests Menu
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e From the Item Tab

e From the Patron Tab
These methods are described below.

9.4.1 Updating a Photocopy Request from the Requests Menu

Select Requests/Photocopy Requests/Update Photocopy Request. The following
window will pop up:

Photocopy Request Humber

Enter Photocopy Request Mumber: Canicel

ddl.

| Help

Enter the photocopy request number and click OK. (The photocopy request numbers
are displayed in the Lists of Photocopy Requests available through the Photocopy
Requests node in the Item tab and the Patron tab.)

The Update Photocopy Request Form will be displayed:

Update Photocopy Request - 1604/)ones, Donald I
Crescription: ok I
Summers, Robert Edward, 1918-comp.
Wages and prices,..
Flmoss Wiowle o+ Thieo L1 L) Lidilemus commm—imae 1047
Ttern: | 0000005EE-000010
Patron IC f Mame: I 1604 I Jomes, Donald @
Buthar of Part: I Greer, Archer
Title of Part: I Cansurner prices in the 19th century
Pages to Copyt I 15-36
Mate 1t I
Mote 21 I
Pickup Location: I LIMGC M Charge: I - M
Status; I A M Letter Status; I M Cancel |
Help |
Author of Part

This is the author of the portion of the item that the patron wants photocopied, if it is
different from the item as a whole. For example, a chapter can be written by one
person, while the work as a whole was edited by another person.
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Title of Part

This is the title of the portion of the item that the patron wants photocopied if it is
different from the title of the item as a whole. For example, a chapter can have a title
that is different from the title of the work as a whole.

Pages to Copy
Enter the pages that you would like photocopied. You can enter a range such as 13-
42,

Note 1 and 2
Optional. Add up to two notes for the library staff about the photocopy request.

Pickup Location

Choose the location where the patron will receive the material. The options can
include Home Address or a Mailbox ( the photocopy will be delivered); or a certain
Sublibrary or Reading Room (the photocopy will be held for pickup). The home
library of the requesting patron will be used by default. If the patron does not have a
home library or if the patron's home library is not a valid pickup location, the
sublibrary of the requested item is used by default instead. You can choose any
sublibrary from the drop-down list and override the default pickup location.

Charge
Indicate whether or not the patron is to be charged for the photocopy. Two options are
available: Free (F) and Charge (C).

Status

This field indicates whether or not the photocopy request has been processed. Two
options are available: Active (A) means the request has not yet been processed.
Waiting (W) means that a photocopy request wait letter has been printed and the item
could not be located in order to photocopy it.

Letter Status
This field indicates whether or not a "Photocopy Request Not Filled" letter has been
sent to the patron. Two options are available: Printed (P) and Not Printed (blank).

9.4.2 Updating a Photocopy Request from the Item Tab
Open an item in the Item tab.

| D [ s+ [-][3] |BIB= 164 ADM= 164 - Gli epigoni di Kant. — (Durante, Gaetanu).|[§| |

Select the Photocopy Requests node.

Highlight a line on the List of Photocopy Requests tab in the upper pane. The details
are displayed in the lower pane:
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Phaotocopy Reguest Info. |

Patron IDMMHarne: I 00004053 Shechter, Patricia @ Update |
Description: | 1997 no.13-24 E Cancel |
Authar of Part: Greer,Archer

Title of Part: I Caonzurmer Prices in the 19th century

Pages to Copy! I 12-24

Photacopy Make 1: I

Photacopy Make 2: I

Pickup Location: I WID m Charge: I C m
Status: I A IH Letter Status: I P IH

Edit the form and click Update. Note that the Update button is only active after at

least one field has been edited.

9.4.3 Updating a Photocopy Request from the Patron Tab
Open a patron in the Patron tab.

& || [-] 3] |Jones, Donald (1604/10250013451604)

Select the Photocopy Requests node.

Highlight a line on the List of Photocopy Requests in the upper pane. The details are

displayed in the lower pane:

i, Photocopy Request Information | 2. Bibliographic Inforrnation

Description: I 1997 no. 13-24 E Update I
Authar of Part: I Greer,Archer e |
Title of Part: I Consurner Prices in the 19th century

Pages ko Copy: I 12-24

Phaoto Request Mate 1 I

Phaota Request Maote 2: I

Pickup Location: I Wy IE B Charge: I s B
Status: I A B Letter Status: I P m

Edit the form and click Update. Note that the Update button is only active after at

least one field has been edited.
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9.5 Deleting a Photocopy Request
In the Circulation module, there are two ways to delete a photocopy request:

e From the Item Tab
e From the Patron Tab
Both ways are described below.

9.5.1 Deleting a Photocopy Request from the Item Tab
Open an item in the Item tab.

| (D || w410 [][3] | BIB= 164 ADM= 164 - Gli epigoni di Kant. — (Durante, Gaetanu).|[§| |

Select the Photocopy Requests node from the Item root. The List of Photocopy
Requests will be displayed in the upper pane.

List of Photocopy Reguasts |

Drelete

Patran Mame JF‘ah’Dn 1D IF‘iu:kup IDate JReq. ND.] Status I —l
Jones, Donald 1604 Lincaln Library 07/04/03 270 In process ;I m
Sith, John 10 Lincoln Library 08/04/03 271 In process

Lincaln Library 08/04,/03 272 In process

MNewhouse, \William o090

Highlight a photocopy request and click Delete. You will be prompted to confirm
deletion.

9.5.2 Deleting a Photocopy Request from the Patron Tab
Open a patron in the Patron tab.

@] [-] 3] |Jones, Donald (160410250013451604) ERE

Select the Photocopy Requests node.

Highlight a line on the List of Photocopy Requests in the upper pane and click Delete.
You will be prompted to confirm deletion.

9.6 Printing Photocopy Request Slips

There are four ways to print photocopy request slips:
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o Automatically print a photocopy request slip when a requested item is
returned.

e Manually print a photocopy request slip.

« Print photocopy request slips using the Photocopy Request Slips (cir-
22) service.

e Print photocopy request slips using the Request Daemon ue6.

9.6.1 Automatically Print a Photocopy Request Slip

The Circulation Librarian can set up the system to automatically print a photocopy
request slip when a requested item is returned. Select the check box Print Photocopy
Requests Slips Automatically Upon Return in the Set Up Return Options window.

9.6.2 Manually Print a Photocopy Request Slip

The Circulation Librarian can print a photocopy request slip manually. Select
Requests/Photocopy Requests/Print Photocopy Request Slips. In the form that pops
up, enter the item barcode and click OK. The request slip will be printed.

Photocopy request slips are usually printed manually if the system does not print them
automatically or if the Circulation Librarian needs to reprint a particular photocopy
request slip.

9.6.3 Print Photocopy Request Slips Using the Photocopy Request Slips
(cir-22) Service

Select Services/Requests/Photocopy Request Slips (cir-22) to print a batch of

photocopy request slips. You can print photocopy request slips for items with a

particular item status and various request statuses, such as new requests only or

waiting requests that are now available.

Note that the outcome of the service Photocopy Request Slips (cir-22) depends on the
setup of several variables in tab100. See the online help of Photocopy Request Slips
(cir-22) for more details.

9.6.4 Printing Through the Request Daemon ue6

You can print photocopy request slips automatically through the Request Daemon
ueo6.

9.7 Printing Photocopy Request Letters to Patrons

One of two letters are sent to the patron in response to a photocopy request. These
letters are either printed manually from the Requests menu, automatically using the
Photocopy Request Slips (cir-22) service or the Request Daemon ue6.
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9.7.1 Photocopy Request Filled

This option prints a letter to a patron informing him that the photocopies he requested
are now available.

Select Requests/Photocopy Requests/Print Photocopy Request Slips. Enter the
photocopy request number in the form and click OK.

The photocopy request numbers are displayed in the Lists of Photocopy Requests
available through the Photocopy Requests node in the Item tab and the Patron tab.

The following screen will be displayed:

Print Letter - Photocopy Request Filled I
1. Photocopy Information ] 2. Patron Information ]

Letker I

Sumrmers, Robert Edward, 1918-comp. :

Wages and prices, .. hd
ADM Record Mo.: | 00000056
Author of Part: I areer, Archer
Title of Part: I Consumer prices in the 19th century
Pages to Copyt I 15-36
Mate 1 I
Mate 2 I
Charge: I C M
Paper Size: I ad
Mo, Pages: I 11 Senee

Help

il

Fill in the charge, paper size, and number of pages used for photocopying and click
Letter. The letter will be printed, the patron's list of cash transactions will be updated,
and the request will be deleted.

9.7.2 Photocopy Request Not Filled - Wait Letter

This option prints a letter to a patron informing him that his photocopy request cannot
be filled at this time. See Hold Requests on page 110 for more information on when
and why this function should be used.

Select Requests/Photocopy Requests/Photocopy Request Not Filled. Enter the
photocopy request number and click OK.

The photocopy request numbers are displayed in the lists of photocopy requests
available through the Photocopy Requests node in the Item tab and the Patron tab.
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The letter will be printed and the status of the photocopy request will be changed to W
(Waiting).

9.8 Request Daemon ue6

The Request Daemon ue6 is a process that is used to send Hold Request printouts and
Photocopy Request printouts to printing. Use the Request Daemon ue6 to print
photocopy request slips, and filled and not filled photocopy request letters
automatically. The Request Daemon consults tab41 Request daemon configuration
for Photocopy Requests. tab41 specifies several parameters for processing photocopy
requests. One of these parameters is a suffix (a file extension) that is attached to each
print file that is produced as a result of photocopy requests placed from the
Circulation module and the Web OPAC. The suffix is identified by the print daemon
which directs the printout to a specified printer.

Run the Request Daemon ue6. The Request Daemon is stopped with UTIL E/7.

10 Booking Requests
ALEPH supports two types of booking requests:

e Rolling booking requests — These booking requests are not confined to
predefined slots. The patron may define any start and end time for the booking
request, according to the patron’s needs. This type of booking request is
usually referred to simply as a “booking request’.

e Advance booking requests — These booking requests may be created only
within the frame of predefined reservation slots. The start and end times that
are available for creating booking request have been previously defined by the
system librarian, depending on the item’s type and sublibrary. This type of
booking is usually referred to as an ‘advance booking request’ (see 11
Advance Booking on page 157 for an explanation of how advance booking
requests are managed in the Circulation system).

This chapter includes the following sections:
e Creating a Booking Request

e Viewing a Booking Request

e Updating and Deleting a Booking Request
e Fulfilling a Booking Request

e Booking Services

10.1 Creating a Booking Request

Booking requests can be placed either by a patron from the Web OPAC, or by a staff
user in the Circulation GUI.
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To place a request in the Circulation GUI:

1. Click Requests\Booking Requests\Create Booking Request. The
following dialog opens:

Enter Item & Patron Information E! I
oK
Ttem Barcode: [ 3204403663042 |_|

Cancel
Patron I0yBarcode: I nO0000 12 |_|

This dialog box lets you enter the barcode of the requested item and the ID or
barcode of the patron for whom the request will be created. You can search for

an Item and Patron by clicking the relevant L button. The search for an item
is library-configured, and usually enables searching by BIB or ADM system
number, or any one of, or a combination of, ISBN, ISSN, Author words, Title
words, Year of publication. Search for patron displays the List of Patrons.

2. Click OK. The Create Booking Request form is displayed, letting you
insert the request parameters:

Booking Request - 51339-10 - 00000012 /Hatoum, Robert il
Patron ID,Marne: [ oonoootz Hatowrn, Robert El
Drescription I this is the itern description @ Availability |
Ecoking Mate 1 I
Booking Mate 2 I
Boaoking Date From IWE Booking Hour Fram |12:35 j‘

Ecoking Date To IWIH Eooking Hour To |12=35 j
[ Delivery Meeded

Pickup Location: WID Iﬂ Pickup Sub Location: I

[ Return Meeded

Feturn Location: I—m Return Sub Location: I

Head Time IMD35— Drelivery Time I

Tail Tirne IMU25— Releaze Time I 1040

[ only Salected Tter Drelivery Method I M

Cancel

il

Help

You can also open the booking form by clicking the Booking Req. button in
the Items List.

3. Fill in the form and click OK. This submits the request and runs the
library-defined checks on the requested booking, stopping the process
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if any patron or item blocks are found to be relevant for the requested
booking.

For details on each field of the Booking Request, refer to the Online Help (F1).

10.2 Viewing a Booking Request

You can view booking requests from the Items Tab and the Patrons Tab, or from the
Administration tab.

10.2.1 From the Items Tab and the Patrons Tab
After searching and retrieving an item in the Item Tab, clicking on the ‘Booking’
node of the Items tab navigation pane displays the item’s booking list:

AEEEEEE

3 [1] Functional  Q [2] Overview

= [M] List Of Items (0/3)

- [E] &ll Items History

=- [1] Item (51629-10, call1)

- [H] Hold Requests (1, 2)

- [P] Photocopy Requests (2, 23

- [L] Loan (0}

- [2] History {Last updated 21/12,/04)

- [2] Circulation Log (11/04/05)

- [S] Circulation 5ummarﬁ;

[K] Booking (1, 2

- [R] Maintenance Record {0,)
-- [B] Bibliographic Info.
- [T] Trigger List

- [N] Maintenance Profile

After searching the patron list and retrieving a patron, clicking on the ‘Bookings List’
node of the Patron Tab navigation pane displays the patron’s booking list:
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wlg @ |0y &)
- Patron Activity

- [L] Loans {163

-[C] Cash (162.26 in debit)
-[H] Hold Requests {4}

-[P] Photocopy Requests (7)
~[ITILL Fequests {0}

- [¥] Proxies/Sponsar (2

R] Reading Room

LI] Fouting Lists

-[2] Circulation Log {11,/04,/05
=] E.Eujl::jir'u List (2
=-Patron Registration
- [G] Global Patron Information
- [0] Local Patron Information
- [O] Address Information

- [T] additional IDs

L B S e B s T e T e T e O |

In either case, the upper right pane shows a list of the relevant booking requests, such
as:

List of Booking Requests |

Title |Barcode |Eff. Start Date | Eff. End Date | Eff. Start Hour | Eff, End Hour |
Human 3204405297130 21/02/05 21/02/05 11:00 12:00 -
physiolagy / ] Go to Ttem

The Journal of 3204405197584 09,/03/05 09,0340 17:00 19:00

Deliwear

Loan

Reallocate

Mdl

Print

The lower right pane shows the details of the request highlighted in the upper pane:

1, Booking Request Information I 2. Head,Tail Times I

Patron ID/MName: I 00000012 I Hatourn, Robert @
Crescription I this is the item description @ Cancel |
Eocking Mote 1: I
Eocoking Mote 2: I
Enaking Date From Wlﬂ Eooking Hour Frarm m
Encking Date Ta Wlﬂ Eocking Hour Ta m
I Delivery Meeded
Pickup Location: WD Iﬂ Pickup Sub Location: I—
¥ Return Meeded
Return Location: I WID Iﬂ Feeturn Sub Location: I
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1. Booking Request Information 2, Head/Tail Times |

Head Time I 1035 Deelivery Time I Update
Tail Time I M0z5 Frelease Time 1040 Cancel |
[~ Only Selected Ttem Delivery Mathod I B

10.2.2 From the Administration Tab

The Administration Tab lets you retrieve booking requests of different patrons and
different items by using various filters, as shown below. An item in the list of booking
requests can then be delivered, loaned out or deleted, as described in the Updating and
Deleting a Booking Request and the Fulfilling a Booking Request sections.

To view a booking request from the Administration tab:

1. Select the Administration Tab:

gl@|o v |a<d
= administratiun
- [B]Booking

2. Click Filters, located at the upper right pane on the screen. The
following form appears:
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Booking List of Filters El

Sub Library I M |LI
Start Cate | 00000000 |ﬂ
Start Hour qu:uu ﬁ
End Date | 00,00,/0000 |ﬂ
End Haur f00:00 |
Open Duate I 00,/00,£0000 |ﬂ
Delivary Mathod I |ﬂ

[T Delivery f Pickup

Celivery Location

Matetial Type

Collection

Patron

Active Booking

Returm Location

!
!
!
Ttern Status I
!
!
!

MG ] =

Help

Zancel |
L

This form lets you fill in a list of filters which will be used to retrieve booking
requests of various items and patrons.

3. Filling the required filters and clicking on OK will retrieve the list of
booking requests, which will be displayed in the upper pane, with the
details of the highlighted request in the lower pane.

10.3 Updating and Deleting a Booking Request

The booking request list, as described in the Viewing a Booking Request section,
contains a Delete button. Clicking on this button deletes the selected booking request
and creates a delete notice to be sent to the relevant patron.

To update a booking request’s parameters:

1. Select a request by highlighting.
2. Change the request’s parameters in the lower pane and click Update
(the button is located in the lower pane).

Note that when a request is updated the changes are checked for validity, so that
changing the booking time to a time that is not available will be blocked. Also note
that if a request time is changed to a time that is not available and the conflicting
request can be re-allocated to another item, the conflicting request will be moved,
allowing the change to be made.
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10.4 Fulfilling a Booking Request
You can fulfill a booking request in one of two ways:

e Loaning the item to the requesting patron
e Delivering the item to the requested delivery location.

10.4.1 Loaning a Booked Item

Loaning a booked item can be done by clicking the Loan button that is located in the
booking request list in the Patron Tab, the Item Tab and the Administration Tab. You
retrieve the required request by clicking the Filters button, as described in the
Viewing a Booking Request section, selecting the relevant item from the Booking
List, and clicking on the Loan button.

You can also loan a booked item by using the Loan Tab just as non-booked items are
loaned. If the calculated loan period of the issued item is found to include a booking
request that was made by the loaning patron, the loan will be considered as a
fulfillment of the booking request. If the loan period falls after the start time of a
booking request that was made by the loaning patron, but before the end time of the
request, the following options will be displayed for the staff to choose from:

o Fulfill the booking request, meaning that the loan due date will be the booking
request’s end date. The loan will be considered a booking request fulfillment,
meaning that it cannot be recalled and that the booking request will cease to
exist as a request and will be transformed to a booked loan.

e Cancel the booking request, meaning that the booking request will be removed
and the loan will be processed like a regular loan using the system defined
loan period for setting the due date.

The system can be set to use one of these options as default.

Note that if the loan is made within the preview period of the booking, it will always
be considered a fulfillment of the booking request.

If an item is loaned out and a booking request that belongs to a different patron than
the loaning patron is found to start within the item’s loan period, and the conflicting
booking request can not be re-allocated to another available like item, the loan will
shortened so that it will be due before the start time of the booking request and a
notification of this change will pop up. The same check is also made when a loan is
renewed.

10.4.2 Delivering a Booked Item

If an item has been requested for delivery, meaning that the pickup location of the
request is different from the item’s sublibrary, the Deliver button in the booking
request list will be active. Clicking this button prints the delivery slip and either loans
the item to the requesting patron or puts the item in transit to the delivery location,
depending on library policy configurations.

If the item has been booked for pickup in a reading room, a reading room record will
also be created.
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10.4.3 Reallocating a Request

A booking request can be reallocated to an available like item in one of two ways:

5. System-generated reallocation - If a circulation activity, such as a loan, is being
performed on a booked item and the booking request causes constraints on the
required activity, such as, for example, the shortening of the loan period, an
attempt is made by the system to reallocate the booking request to another
available like item. If this reallocation attempt fails, the required constraint will be
imposed.

6. User-generated reallocation — You can trigger a request reallocation by clicking
Reallocate in the booking list. The system attempts to reallocate the request to an
available like item, and notifies you if the reallocation fails.

10.5 Booking Services
The following services can be used to manage booking requests:

Service Function

Call Slips for Requests (cir-12) Produces call slips for booking requests

Requests Report (cir-07) Produces a list of the requests placed for
library material

Booking Reminders (cir-33) Prints letters to send to patrons notifying
them about their upcoming booking
requests

Risk Analysis Report (cir-35) Creates a report of upcoming booking
requests that are at risk of not being filled

Report / Delete Expired Booking Request | Enables you to report / delete old booking

(cir-34) requests which did not culminate in a
loan from the database

11 Advance Booking
ALEPH supports two types of booking requests:

¢ Rolling booking requests — These booking requests are not confined to
predefined slots. The patron may define any start and end time for the booking
request, according to the patron’s needs. This type of booking request is
usually referred to simply as a “booking request’.

e Advance booking requests — These booking requests may be created only
within the frame of predefined reservation slots. The start and end times that
are available for creating booking request have been previously defined by the
system librarian, depending on the item’s type and sublibrary. This type of
booking is usually referred to as an ‘advance booking request’.

Note that an advance booking request is different from other booking requests only in
the fact that it is confined to predefined slots. After the booking request is created it is
managed like regular booking requests. Please refer to section 10 Booking Requests
on page 150 for an explanation of how booking requests are managed in the
Circulation system.
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This chapter includes the following sections:
o Define "Reserve" Item Status
e Assign Item to "Reserve" Status
o Define Time Slots for Reserve Schedule
e Open (Activate) Schedule
e Request Item
e Print Report
e Loan Item
o Delete Old Schedules

¢ New and Deleted Items

Many libraries maintain a reserve collection from which patrons may borrow items on
a short-term basis (for example, for one or two hours). The library sets up a booking
schedule. A patron requests to borrow an item during one of the time slots available in
the schedule through the Web OPAC interface. Librarians can place Advance
Bookings using the GUI. The patron borrows the requested item from the Circulation
desk of the Reserve Item collection when his time slot arrives.

Note

The terms Reserve Items, Short Loan Items and Advance Booking are used
throughout the system. Advance Booking is the standard term used in this ALEPH
User Guide.

The workflow for advance booking is shown in the diagram below. Each step is
described in detail following the diagram.
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Advance Booking Workflow

( Define Advance Booking iterm status )

|

Assign item to Reserve item collection

Define time slots for Advance Booking schedule

¥
Open (activate) schedule up to particular date (cir-60)

Advance Booking
placed through

the Circulation GUI the Webh OPAC

¥ ¥

(optional)
Librarian prints Advance Booking schedule Report (cir-09)

¥
Librarian [oans itemn to patron

¥
(Librarian deletes old schedule (cir—E*lj)
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11.1 Define ""Reserve™ Item Status

The first step in advance booking is to define an item status for the reserve item
collection. This status must be uniquely used for reserved items. To do so, your
System Librarian must edit tab15 appropriately.

11.2 Assign Item to ""Reserve'" Status

To assign an item to one of the reserve item collections, you may use either the Items
function or the Circulation GUI.

In the Items function, fill in the Item Form. In the Item Status field of the form, enter
one of the "reserve" item statuses.

In the Circulation GUI, go to the Items menu and choose Change Item Information.
Use the sequence of forms that pop up.

11.3 Define Time Slots for Reserve Schedule

In order for a patron to be able to request reserve items, you must set up the advance
booking schedule, including the time slots during which patrons may loan items. To
do so, your System Librarian must edit tab43 appropriately.

By using the Reserve Items function in the Circulation module (select Circulation /
Reserve Items from the main menu), the librarian can choose to view all reserve items
requested by a particular patron, or only the items requested for the current time slot.

The librarian might want to view the upcoming time slot. For example, the time may
be 11:30 and the upcoming time slot is 12:00-14:00. In order to enable the librarian to
view the upcoming time slot at 11:30, you can define a preview period of 30 minutes.
During this preview period, the librarian can also loan an item to a patron if the item
is available, even though it is before the end of the current time slot. The item will
then be loaned to the patron for the upcoming time slot.

If an item is available during a slot period (but before the preview period), it is
possible to loan the item to a patron immediately (during the current slot) with no
need to place a reservation beforehand.

Note that if the patron does not have permission to place multiple hold requests on the
same item, then he will not be able to reserve more than one slot per day for the same
item. Similarly, the patron will not be able to request the same material for two days
in a row if one slot is defined to be 24 hours long. Permission to place multiple hold
requests on the same item is governed by the Multiple Hold Requests privilege
setting. This definition is per sublibrary. To change the setting for an individual
patron, select the appropriate Multiple Hold Requests radio button from the Patron
Registration / Local Patron Information / Local Privileges tab.
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11.4 Open (Activate) Schedule

Once you have defined an advance booking schedule, the next step is to open, or
activate, the schedule so that it may be accessed through the Web OPAC by patrons
and through the Circulation GUI by the Circulation librarian. You can open schedules
manually, or you can set up the system to periodically open schedules automatically.

11.4.1 Opening Schedules

To open schedules, select Open Advance Booking Schedule (cir-60) from the
Services / Advance Booking menu. This service enables you to open all schedules up
to and including a particular date. Note that schedules may be open for a total of 50
days, which includes days that the library is closed. The schedule can be built for any
number of days ahead of time.

When a new item is added with an Advance Booking item status from the Items
function of the Cataloging module or from the Course Reading Web module, an
advance booking schedule is automatically created. The same happens when the
item's status is changed to an advance booking item status.

When an item is deleted (through the Items function in the Cataloging module), or if
the item status is changed, the advance booking schedule is automatically deleted. The
number of available items on the schedule grid will be reduced accordingly. If there
was only one item (the one that you deleted), then the schedule grid will be deleted
automatically.

You can set up automatic opening of schedules using UTIL E/16 Update Daemon Job
List. To set up the days and times when the system should run the Open Advance
Booking Schedule (cir-60) service, use UTIL E/16 Update Daemon Job List (in the
Administrative library). This utility contains two files that may be edited, called
job_list and job_list.conf (“conf" for configuration). First use the job_list.conf file to
define a job running schedule. Then open the job_list file. This file lists all the
services ("jobs") that you want the system to periodically run. Add the Open Advance
Booking Schedule service (p-cir-60) to the list.

Advance booking slots are opened to the end of the week in which the "to-date" falls.
There are cases, such as holidays and other blocks of days during which the library is
closed, where you might want to remove slots that have already been created. To do
this, run the service Delete Advance Booking Slots (cir-65).

11.4.2 Displaying the Schedule

After you have opened the schedules, you can determine the number of days from the
available schedule that will be displayed in the Web OPAC and in the Circulation
GUI. For example, you have opened schedules for the next two months, but in the
Web OPAC you want to display only the upcoming two weeks. This way the Web
OPAC patrons can only request items up to two weeks in advance.

In the GUI you can display the whole period for the Circulation Librarian. Go to the
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Items tab and retrieve an item that has an Advance Booking / Short Loan status. Click
Hold to place an Advance Booking. This opens a window with a schedule for this
item. You can place an Advance Booking for any slot that is not fully booked yet. The
column Requests displays the number of current bookings for each slot and the
number of items that are offered by the library for this title.

Create Advance Booking Request
Patran IC: I 1604 IEI I Jones, Donald @

Start Da Start Date Start Hour| End Houl End D3 End Date Requests

Tuesday 23/09/03 13:00 15:00
15:00 1700 0/1
17:00 19:00 0/
19:00 09:00  ‘Wednesday 24/09/03 /1

\Wednesday  24,/09/03 09:00 11:00 0/l
11:00 13:00 0/
13:00 15:00 01
15:00 1700 0/
17:00 19:00 0/
19:00 09:00  Thursday 25/09/032 /1

Thursday 25/09/03 0%:00 11:00 0/l
11:00 13:00 0/
13:00 15:00 0/
15:00 17:00 0/
17:00 19:00 01
19:00 09:00  Friday 26/09/03 0/

Friday 26/09,/03 o900 11:00 0/
11:00 13:00 0/1 S |
13:00 15:00 0/ =
1500 17:00 0/1 =] Belp |

To determine the number of days that will be displayed in the Web OPAC, edit the
www_server.conf file in the ./alephe directory. The parameter www_item_schedule
determines the preview in the Web OPAC. For example:

setenv www_item_schedule 14

To determine the number of days that will be displayed in the GUI, edit the
pc_server_defaults file in the ./alephe directory. The parameter pc_item_schedule
determines the preview in the GUI. For example:

setenv pc_item schedule 30

If you want the schedule to roll open one week at a time, you can follow this scenario:
First, open schedules for three weeks. Then set the www _item_schedule parameter to
14 (days) so that only two weeks are displayed at a time. After this has been set up,
once a week from now on you should first delete old schedules and then open new
schedules for the upcoming week.

Note
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For items whose item status has the option "Display in Web OPAC" set to "No"
(column 10 in tab15.1ng), advance booking slots are not created from the Web
OPAC but they are created from the GUI.

11.4.3 Display Advance Booking Requests

Advance booking requests can be viewed in the Items tab or in the Patrons tab, by
looking at the 'Bookings' node. The requests can be loaned or deleted from the
'‘Bookings' node, as described in Booking on page 150.

11.5 Request Item

Advance booking can be performed through the Web OPAC or in the GUI Circulation
module.

Depending on his privileges, a patron may not request more than one time slot a day
for the same material. Also, if one time slot is 24 hours long, the patron may not
request the same material for two days in a row.

Note

If the patron wishes to loan the item, he is not required to place an Advance Booking.
If the material is available, the patron can go to the Circulation Desk and ask to be
handed the material in person, and the librarian can loan it immediately.

11.5.1 Requesting Through the Web OPAC

When a patron requests a reserve item for a particular time slot using the Web OPAC,
an entry will be made in the schedule for that patron, and the item will be reserved for
him for the requested time slot. (If a preview period has been set, the patron may
receive the item from the Circulation desk during the preview period if the item is
available.)
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From
Wiednesday 020403 1700
15000

Thursday 030403 0500

11:00

1300

15:00

1700

15000

Fridanys 04,04 403 Q000

Advance Booking - Jones, Donald

To Requests
1900 Feguest 042

Qo0 Thursday 0304032 Feguest [0/2)

11:00 Feguest 042
13000 Feguest [0/2)
1500 Feguest (042
1700 Feguest 042
19000 Reguest [0/2)
QSO0 Friday 0404032 Feguest [0/2)
11:00 Feguest (042

After a patron requests a reserve item, the list of holdings in the Web OPAC will
indicate that this item has been "Requested.” The number of copies held by the library
and the number that are currently requested, are both indicated in the Web OPAC.

Advance Booking - Jones, Donald
From To Fequests

Wednesday 0204031700 1900 Reguest (0/2)
1200 0900 Thursday 030403 Reguest {052

Thursday 0304030200 1100 Reguest {052
11:00 1300 All items requested. (2)
12:00 1500 Reguest (0/2)
1500 1700 Reguest {052
1700 1900 Reguest {052
15000 09000 Friday 04/04/03 Feguest (1/42)

Friday 0404030500 1100 Feguest [0/2)
1100 1300 Reguest (0/2)
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Note

The patron does not request a specific copy; his request is per Bibliographic Record
Number and he receives whichever copy is available (as long as it has the "reserve
item" status).

11.5.2 Requesting Through the GUI

When the librarian places a request on a reserve item for a particular time slot through
the GUI in the name of the patron, an entry will be made in the schedule for that
patron. The item will be reserved for him for the requested time slot. (If a preview
period has been set, the patron may receive the item from the Circulation desk during
the preview period provided the item is available.)

Go to the Items tab and open an item with an Advance Booking / Short Loan status.
Click Hold Request to place an Advance Booking. A window with a schedule for this
item opens. You can place an Advance Booking for any slot that is not fully booked.
The column Requests displays the number of current bookings for each slot and the
number of items that are offered by the library for this title.

Enter the Patron ID and click OK to book the slot.

Patron I0: I 1604 IH I Jones, Donald @ '

Start Da Start Date Start Hour| End Houl End D3 End Date Requests
13:00 15:00
15:00 17:00 0/
17:00 19:00 01
19:00 09:00 ‘\Wednesday =24,/09/03 0/l

Wednesday  24,/09,/03 09:00 11:00 /1
11:00 13:00 0/1
13:00 15:00 0/
15:00 17:00 0/
17:00 19:00 0/
19:00 09:00  Thursday 25/09/03 /1

Thursday 25/09,/03 09:00 11:00 0
11:00 13:00 0/
13:00 15:00 0/
15:00 1700 0/1
17:00 19:00 0/
19:00 09:00  Friday 26/09/03 0/

Friday 26/09,/03 09:00 11:00 0/
11:00 13:00 0 S |
13:00 15:00 01 -
1500 17:00 0/1 =l b |

11.6 Print Report

You can periodically print a report of the current day's advance booking schedule.
The report lists information about the items that have been requested (such as title and
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call number), the time slots for which the items were requested, and the patrons
requesting the items.

11.7 Loan Item
Use the Advance Booking function to loan an item.

When the patron arrives at the Circulation desk to borrow the requested item, click the
Patron tab, enter the patron's ID or barcode and press Enter. Select the Bookings node
from the tree. The following screen will be displayed listing the patron's booking
requests:

List of Booking Reguests |

Title | Barcods |Eff. Start Date  |Eff. End Date | Eff. StartHour | Eff. End Hour |
Hurman 3204405207130 21/02/05 21/02/05 11:00 13:00 -l
physiology / &} Go ba Ttem

09/03/0% 19:00

Deliwer

Loan

Reallocate

Primt

Hdddd:

As with the regular Loan function, when you try to loan a reserve item to the patron,
the system will check to see if there are any blocks or other reasons why the item
should not be loaned to the patron. Depending on the patron's privileges, you may be
given the option to override these restrictions and loan the item to the patron.

The loan transaction for a reserve item is stored in the same Oracle database table as a
loan transaction for any other type of item.

Select Circulation / Reserve Items from the main menu to open the Reserve Items
window:
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Reserve Ikems

Patron I0/Barcode: | 00000012 Clear

|7 Current Requests Only Prink

ik §

Bibliographic In| Start Date |StartHour  |End Date | End Hour | ot
» The Journal  09/03/05 17:00 09/03/05 19:00 ;l

of modern

african

Close

0

Help

Enter the patron's ID in the Patron ID / Barcode field to see the Advance Bookings
this patron has on short loan items.

To perform the loan, go to the loan tab and perform a regular loan.

11.8 Delete Old Schedules

Old schedules should be periodically removed from the system to ensure that the
Advance Booking function works quickly.

To set the system to automatically delete old schedules, edit the job_list and
job_list.conf files to include the Delete Reserve Item Schedule p_cir_61 service.

To delete old schedules manually, select Services / Delete Reserve Item Schedule
(cir-61). You can delete all schedules up to and including the date you enter in the
form. Note, however, that the current day's schedule and those of the two preceding
days cannot be deleted.

11.9 New and Deleted Items
When adding a new item from the Item tab in the Cataloging module time slots will
automatically be created.

When deleting an item from the Item tab in the Cataloging module the relevant slots
will automatically be deleted.
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12 Recall Functionality
This chapter includes the following sections:
e Setup for Recalls
e Recall Placed Through a Hold Request

e Recalling an Item
e Returning a Recalled Item
o Deleting a Recalled Item's Hold Request

¢ Online Recall

A recall is always attached to a hold request. Depending on system configuration, the
recall can be initiated either immediately when the request is created, or when the
Recall Items on Loan (cir-13) service is run.

12.1 Recall Placed through a Hold Request

The Circulation Librarian can initiate the recall process by creating a hold request for
the item and filling in the Recall Type field (regular or rush). A default recall type is
determined by the default_recall_type variable in pc_server_defaults. If no value is
found there, the default is 03.

The patron can request an item by placing a hold request from the Web OPAC. The
request automatically receives the recall type set up by your system librarian. The
patron cannot change this recall type.

Your library may be configured to handle recalls in any of the following ways:

e Loaning of an item that has additional requests triggers the recalling of the
item. This is done without running the Recall Items on Loan (cir-13) service.
Note that immediate recall does not change the loan's due date. It merely
marks the item as recalled.

e When a staff user creates a request that requires a recall, the recall will be
triggered immediately at request creation time. When the request is submitted,
the loan's due date will immediately change, and a letter to the loaning patron
will be printed.

e Recall can be triggered only by the Recall Items on Loan (cir-13) service.

Whether or not your library works with immediate recall of items is determined by
your system librarian. The workflow below describes how Web OPAC request recalls
are handled, or GUI-placed request recalls if online recall is not used. Where online
recall is used, GUI-placed hold requests will create an immediate recall at request
creation.
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12.2 Recalling an Item

While the Circulation Librarian or patron (using Web OPAC) can request an item, it
is recalled only if the UPDATE-RECALL-DATE variable in tab100 is set to Y, or
when it is set to N and the Recall Items on Loan (cir-13) service is run (from the
Circulation module's Services menu). If your policy is to use recall functionality using
the service Recall Items on Loan (cir-13), it is recommended to run this service every
day.

In either case, when an item is recalled the following will occur:

New Due Date

The system will calculate a new due date for each recalled item. If it is a regular (not
rush) recall, the original patron can keep the item for a minimum guaranteed loan
period as set by your System Librarian.

If the new due date falls after the original due date, the original due date will remain
in effect, and the patron will receive a letter informing him that the item has been
recalled.

If it is a rush recall, the minimum loan period is ignored and the patron must return
the item by the new due date, which is calculated according to the recall period in
tab1é.

Recall Letters

Running the Recall Items on Loan (cir-13) service will generate recall letters for
patrons, asking them to return the recalled items. The letters will use one of the
following files in the library's form_Ing directory:

e loan-recall-01-nn: tells the patron he must return the item before the
original due date. If he is late, he can be fined at a higher rate for
returning a recalled item late. This is according to the library's policy
and the setup in tab16 and tab18.Ing.

o loan-recall-02-nn: tells the patron that the item has been recalled but he
can keep it until the original due date. If he is late, he will be fined as
follows: first at the regular overdue rate (since the item was returned
after its original due date), and later at the higher "recall overdue" rate
(since the item was returned after its recall due date). An extra "recall
overdue” charge is optional, and is set in tab16, column 14,

Update Display

The Items List and the patron's List of Loans will be updated, indicating that the item
has been recalled. The List of Loans will show the due date in effect according to the
due_date_format environment variable set in aleph_start. The variable controls which
due date will be displayed in the GUI and in the Web OPAC:

e« 1 - Display a single "effective due date", based on the RECALL-
METHOD variable in tab100.

e 2 - Display the recall-due-date, if there is one (even if it is later);
otherwise, display the regular due date.
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e 3 - Always display the z36_due_date; (for recall methods 2 and 3 this
means that the recall-due-date is never displayed).

e 4 - Display both: the regular due date and (if there is one) the recall-
due-date.

Immediate Recall

The System Librarian can set up the system so that an item with a recall hold request
placed on it becomes immediately recalled from the moment it is loaned to a patron
other than the one who placed the hold request on it. Note that the system may be
configured to trigger a recall whenever the staff submits a request that is required for
recall. The recall will be triggered at request creation.

Note that if a requested item's request is part of a group of parallel requests, the item
will be recalled only if all of the group's requests are not available. In addition, only
one of the group's requests will be recalled. If the request is part of a group of serial
requests it will be handled by cir-13 only if it is the first request in the group.

12.3 Returning a Recalled Item
When the patron brings the item back, return it using the Return function.

12.4 Deleting a Recalled Item's Hold Request
There are three ways to delete a hold request. All of them affect the recall:

Librarian Deletes Request
Librarians can delete hold requests in the Circulation module.

Patron Deletes Request from Web OPAC

The patron can go to the My Library Card screen on the Web OPAC, click on the
Hold Requests link and view the list of hold requests that he has made. From there, he
can select a hold request to delete.

"Like" Copy Found

The recall was placed on the exact copy that was selected. However, in the meantime,
another, "like" copy was returned and the hold request is filled with this copy. If this
happens, the hold request will be deleted and the recall cancelled. This is irrelevant in
cases where the library allows patrons to place holds on exact copies.

12.4.1 Canceling a Recall

In order to identify which requests have been deleted, run the Recall Items on Loan
(cir-13) service. For the Reset Due Date Loans of Cancelled Requests field, choose
Yes. The system will print Recall Cancellation letters to patrons, informing them that
they no longer need to return the item early because it is no longer being recalled. The
template used for these letters is loan-recall-03-nn in the library's form_Ing directory.
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The due date of a cancelled recall will revert to the due date before the recall. See Due
Date for Recalled Item below.

12.4.2 Due Date for Recalled Item

The cancellation of the recall takes effect only when the Recall Items on Loan (cir-13)
service has been run with the Reset Due Dates of Cancelled Requests flag set to Yes.

13 Reading Room Management
This chapter includes the following sections:
o Set Up Reading Room
o Patron Requests Item

e Print Call Slips

e Register Request Filled

e Inthe Reading Room

e Remove Item from Reading Room

e Reading Room Report

e Reading Room Shelf Report

e Hold Shelf Report with Reading Room Sublibraries

e Items in Reading Room

Many libraries maintain a Reading Room where patrons may read materials but not
remove them from the Reading Room. The Reading Room is often used for closed
stack materials, in which case the items are transferred from the closed stack to the
Reading Room for use by the patron.

The workflow for Reading Room management is shown in the diagram below. Each
step is described in detail following the diagram.

Staff User’s Guide — Circulation 172
October 5, 2010



Reading Room Workflow

Set Up Reading Room

Send Item To
ading Roorm

Fegister Request As Filled

il
1 hold shelf

— Yes

Librarian returns item and
transfers it to its original library

Staff User’s Guide — Circulation 173
October 5, 2010



13.1 Set Up Reading Room
To set up the Reading Room, follow these steps:

Step 1:
Define the Reading Room as a sublibrary. To do so, edit the tab_sub_library. Ing
table. A sample line from the table is shown below:

RLINC 4 USM50 L ULINC Reading Room 15A 16A 17A
RLINC ALEPH

Make sure to enter "4" in column 2, as shown above, to identify the sublibrary as a
Reading Room.

Step 2:
Define the Reading Room as a "Pickup" location. To do so, edit tab37. Following are
sample lines from the table:

ULINC 74 #
UEDUC 74 #

#
#

# RLINC
# RLINC

H H#*
H H#*

For each combination of sublibrary (column 1), item status (column 2) and patron
status (column 4), you may define the location (columns 6-15) from which the patron
will pick up an item. In the above example, the patron will pick up the items with item
status 74 at RLINC.

Step 3:
Define the "target™, that is, where the item will be sent for the patron to pick up. To do
so, edit tab27. Following is a sample line from the table:

### ## RLINC 04

Column 4 defines the "target™ (hold shelf (01), home delivery (02), mailbox (03),
reading room (04) or ILL pickup sublibrary (05)). For Reading Room, make sure to
enter "04".

Step 4:
Define due dates & loan limits for Reading Room items. To do so, edit tab16.

13.2 Patron Requests Item

The patron views the list of items on the Holdings window of the Web OPAC and
clicks the Request link to make a hold request. In the form that pops up, the patron
selects the Reading Room as the pickup/delivery location.

After a call slip for the item has been printed, any patron who views the list of items
in the Holdings window will see that the copy is in the Reading Room. Depending on
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library policy, the patron may be able to place a hold request on an item that is in the
Reading Room.

A similar hold request to the Reading Room can also be placed by the librarian from
the GUI. See Hold Requests on page 110 for more information.

13.3 Print Call Slips

Complete instructions for printing call slips are given in the chapter on Closed Stack
Management on page 212.

The name of the pickup sublibrary (in this case, the Reading Room), is printed on the
call slip. After the item is located, it is transferred to the Reading Room.

13.4 Register Request Filled

The Reading Room librarian has to confirm that the hold request has been filled. To
do so, select Requests / Hold Requests / Print Letter - Hold Request Filled from the
Main menu.

According to your library's policy you may or may not want to actually print letters to
inform patrons of items available in the Reading Room.

If you want the letter to be printed be sure that the following line appears in the
client's \Circ\tab\print.ini file:

HoldLetter04 00 N P holdltr.prn

If you do not want the letter to be printed, make sure that the line below appears in
the client's \Circ\tab\print.ini file:

HoldLetter04 00 N M holdltr.prn NO-PRINT

Whether or not the letter is printed, the following changes will occur:

e The sublibrary of the item will be changed temporarily to the Reading
Room sublibrary.

e The item will be loaned to the patron.

e A Z310 (Reading Room item loan record) will be created.

Note

The sublibrary of the item will revert back to the original sublibrary after the item is
returned (using the Return function). The item is transferred to its original sublibrary
and is therefore no longer in the Reading Room.
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13.5 In the Reading Room

The patron must report to the Reading Room librarian, in order to pick up and use the
item in the Reading Room. When the patron reports to you, click the Patron tab, enter
the patron's ID or barcode and press Enter. Select the Reading Room node from the
tree. The following screen will be displayed:

List of Reading Room Laans

RR Sublibrary: ILAWR Pl
Barcode ] Title ] Avthor I Date I Time RR I
44 Bulletin Societé vervietoize 3005410 0g:18 ;I Shelf <
darcheologie e
dhistoire.
32044035639251 Bulletin Société veriétoise 3008410 14:04 v
darchéologie et Ttem
dhistaire

300510 Brint

300510

This display lists all the items that are being held for a particular patron in the selected
Reading Room. Items which are currently in the patron's hands are indicated by a red
check-mark.

If a Reading Room sublibrary has been preset as default in .\circ\circ.ini it is
automatically displayed in the RR Sublibrary field. The Reading Room items for the
particular patron are listed. Select another Reading Room sublibrary for the list of
items in another Reading Room sublibrary for this patron.

Following are the buttons on this screen:

Shelf<--

This button is relevant only for an item that has a red check-mark in the RR column
(indicating that the item is in the patron's hands). When the patron returns the item to
you (for you to place on the shelf of the Reading Room), highlight the item on the
Reading Room window and click the Shelf<-- button. The red check-mark will be
removed from the item.

-->RR

This button is relevant only for an item that does not have a red check-mark in the RR
column (indicating that the item is on the shelf of the Reading Room). When the item
is taken off the shelf and given to the patron to use, highlight the item on the Reading
Room window and click the -->RR button. A red check-mark will be next to the item.

Item
To see the Item List (which displays all copies of an item), highlight the desired item
on the Reading Room window and click Item.

Print
To print Reading Room slip, highlight the desired item on the Reading Room window
and click Print.

Reroute
This button is relevant for an item that should be rerouted to a different reading room.
When the item is rerouted, highlight the item on the Reading Room window and click
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the reroute button. A list of all reading rooms is displayed in order to select the
reading room to which the item is rerouted.

13.6 Remove Item from Reading Room

When the reader has finished using the item, or when the item's due date has passed,
the item should be removed from the Reading Room. This is done by returning it
through the Return function in the GUI Circulation module. With this return the item
is also transferred back to its original sublibrary. To identify items whose due date has
passed, use the service cir-04 (Loan Report). Then return the items using the Return
function in the GUI Circulation module and transfer the items back to their original
sublibraries.

13.7 Reading Room Report

A report of items that are currently out in the reading room can be printed. Select
Reports / Reading Room Report from the Main menu. The Reading Room Report
dialog box is displayed:

Reading Room Report I

RR Sublibrary: I

Prirary Sort: I
Cancel

Secondary Sart: I

|

Help

Fill in the Reading Room code and the Sort options. Click OK to run the report.

13.8 Reading Room Shelf Report

A report of items that are currently sitting on the hold shelf of the reading room can
be produced. Select Reports / Reading Room Shelf Report from the Main menu. The
Reading Room Shelf Report dialog box is displayed:

Reading Boom Shelf Report I

RR. Sublibrary: I

Prirary Sork: I

|

Secondary Sort: I

Murnber of Days Since Last Use:
Cancel
[~ Update Databaze

Help

Fill in the Reading Room code and the Sort options. Fill the minimum number of days
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the item has to sit on the hold shelf in order to be included in the report. Select the
Update Database checkbox if you want the items included in this report not to be
included in the next report. In that case, the reported items will be removed from the
Reading Room, deleting the loans and transferring the item back to its original
sublibrary. Click OK to run the report.

13.9 Hold Shelf Report with Reading Room Sublibraries

To produce a report of items that are currently waiting on the hold shelf of one or
several reading rooms, use Hold Shelf Report (cir-06) available from the Services
menu.

13.10 Items in Reading Room

To produce a report of items that are currently in the reading room, whether on the
hold shelf or out in the reading room, run the service Report of Items in Reading
Room (cir-15) available from the Services menu. This service also allows to delete
Reading Room loan records for items that are already sitting for a length of time
without having to perform a return for each one.

14 Self-Check

See the document How to Set up the ALEPH 500 Self-Check Server which is
available on the Ex Libris Documentation Center.

15 Cash Management
This chapter includes the following sections:

e Cash Transactions From Patron Tab
e Cash Transactions From Loan and Return Tabs

e New Cash Transaction Form
e Cash Receipts

o Payment Report

e Cash Exporting

e Cash Related Services

15.1 Cash Transactions from Patron Tab

Access the Cash panes to display a list of cash transactions from the Patron Activity
root on the Patron tab.
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HENERENEREY
- Patron Activity

- [L] Loans {8)

- [2] Cash {54420 in debit)

- [H] Haold Requests (0

- [P] Photocopy Requests (00
- [1]ILL Requests (20

- [#] Proxies/Sponsor (4)

- [R] Reading Raom

- [1J] Routing Lists

- [Z] Circulation Log (23/anuary
- [K] Booking List (O3

The Cash upper pane lists cash transactions for which the patron is charged a fee, as
well as free transactions (only if the tab100 variable ZERO-FINE-HANDLING is Y)
and credits due to the patron.

The four tabs of the Cash upper pane display transactions filtered by the status of the
transaction. The transactions are sorted by ascending dates. Transaction with the same
bibliographic information as the transaction above it, will not display the
bibliographic information again.

Active Cash displays a list of unpaid transactions.

1. Active Cash I 2. Cash History I 3. Cancelled Transactions I 4, all Transactions I
Bibliographic Ir| Description ] Credit JDebit IDate ]Status JPayment Ident|1|
Mo bib Paid 2.00 of &.00 17 /04,05 Mot paid Pay Sum I
information.  original |
10,00, Pay Selacted
Harvard's Loan WID 5.50 09/05/05 Mot paid |
rriilitary |
recard in the M
Loan WD 5.50 09/05/05 Mot paid Partial if zive |
Loan WID 5.50 09/05,/05 Mot paid | B |
Ealance: | -44.00 Surn to Pay: I 44,00 By Sublibrary |
Amount Transferred to AR: I 0,00 Circ Log |
Subtotal: | -3.00
Sort Type ITitIe j
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Cash History lists paid and partially paid transactions

1. Active Cash 2. Cash History | 3. Cancelled Tranzactions I 4. All Transactions I

rmation.

| -]
Balance! I -44.00 Sumn to Pay: I 44,00

Amount Transferred bo AR: | 000

Subtatal: | 0.00

Sort Type ITitIe LI

Pay Suni

Pay Selected

Waive
Partial Wiaive
Print

By Sublibrary

diiiudid

Circ Log

Cancelled Transactions displays a list of fees that have been waived

1, Active Cash I 2, Cash Histary 3, Cancelled Transactions | 4, &ll Tranzactions I

[~
Balance: I -36.00 Sum to Pay: I 3600

Amount Transferred to aR: | 0.00

Subtatal: | 0.00

Sort Type ITitIe LI

Pay Sum

Pay Selected

W' aiwe
Partial Wi aive
Print

By Sublibrary

dd

Circ Log

All Transactions displays the unfiltered list

1. Achive Cash I 2. Cazh History | 3. Cancelled Transactions 4. All Tranzactions I

Ealance: I -36.00 Sum ko Pay: I 36.00

Amount Transferred to AR: | 0,00

Subtatal: I -2.00

Sart Type ITitIe ;I

Bw Sublibrary

Cire Log

Bibliographic Ir| Description I Credit ] Debit J Date I Status ] Payment Identi1|

Mo bib 10.00 17,/04,/05 Paid (Partial 333212 - Pay Sum I

infor mation. payment) F—— |

Mo bib Paid 2.00 of 8.00 17/04/05 Cancelled

information.  ariginal e |
10,00, - Waive |

Harvard's Loan WID 5.50 09,/05/05 Mot paid

miIitary Partial Waive |

record in the =] — |
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When you highlight a transaction and right-click on it, a tool tip window will open
with the full details of the transaction.

To change the information on the list, use the buttons on the right side of the pane.
The buttons are explained below.

Pay Sum
If the patron wants to pay the total amount due, make sure that amount appears in the
Sum to Pay field. Then click the Pay Sum button.

If the patron wants to pay less than the total amount due, enter the amount he is going
to pay in the Sum to Pay field. Then click the Pay Sum button.

After clicking Pay Sum, you will be asked to confirm the amount in the Cash
Transaction form. Note that you can select a payment mode from the Payment Mode
drop-down list in the Cash Transaction form or leave the default value defined by
your System Librarian. A payment identifier can also be filled in. This field can be
used for any type of ID or note that you want to have attached to the paid transaction.

After confirmation, the system will register as paid as many transactions as can be
covered by the amount paid, starting with the earliest unpaid transaction.

A given transaction may also be partially paid. In this case, the transaction will be
split into two transactions, one for the paid portion and one for the unpaid portion.
When you try to pay a partial sum, the system will try to place the new debit record as
the following sequence (in the Z31 cash transaction record). If this cannot be done,
the record will be added at the end.

Depending on how your workstation is set up, one or more receipts will be printed.

Pay Selected

If the patron wants to pay for one or more specific transactions, highlight the
transaction(s) and click Pay Selected. You will be asked to confirm that the patron
really does want to pay the specified amount. After confirmation, the transaction will
be registered as paid.

Depending on how your workstation is set up, one or more receipts will be printed.

Note that you can select a payment mode from the Payment Mode drop-down list in
the Cash Transaction form or leave the default value defined by your System
Librarian. A payment identifier can also be filled in. This field can be used for any
type of ID or note that you want to have attached to the paid transaction.

New

You may register a cash transaction on an ad hoc basis by clicking the New button.
The New Cash Transaction form will be displayed, enabling you to define the
transaction as a debit or credit, write a descriptive note about the transaction and link
the transaction to a particular target, sublibrary or item record.

Waive
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To cancel one or more non-credit transactions, highlight them and click the Waive
button. A form is displayed for you to enter a comment or a reason for canceling the
transaction(s). You cannot waive a credited cash transaction. If the patron wants to
cancel a credited transaction, a debited transaction of the same value must be created.

Partial Waive

To cancel part of a non-credit transaction, highlight it and click Partial Waive. A form
is displayed for you to enter a comment or a reason for canceling the transaction, and
the sum that will be cancelled. You cannot waive a credited cash transaction. If the
patron wants to cancel a credited transaction, a debited transaction of the same value
must be created.

If Partial Waive is used on more than one cash transaction, the ratio between the
transactions' sum and the entered sum will be used to partially waive all of the
selected transactions. For example, if the sum of the selected transactions is 300, and
the staff enters a sum of 100, one third of all of the selected transactions will be
waived.

Note that contrary to partial payment, in which the entered sum is the total sum
(including the VAT), the partial waive sum is the net sum without the VAT.

Print

To print transactions, click the Print button. If the window is currently displaying all
transactions, then all transactions will be printed. If the window is currently
displaying a filtered view, you will be asked whether you want to print all of the
patron's transactions or only those in the filtered view.

By Sublibrary

This window displays the patron's cash debits/credits totals sorted by sublibrary. The
balance by sublibrary differentiates between regular debit and debit transferred to
Accounts Receivable (AR), that is, an external collection agency.

Note: this display is unfiltered, while the display of cash transactions in the cash pane
is filtered according to the setting of type 6 in column 2 of tab_attr_sub_library.
The total in these two displays can therefore differ.

i Cazh Subtotals by Sublibrary E3
Total Amount Due: I _1274.00 Amount Transferred bo AR: _3.00

Sublibrary J Amount Due J Transferred to AR I

Exlibris Demo Libraries -18.50 (=)

Education Library -14.00

General Pafron -10.00

Health Library -3.00

Lincoln Library -022.50

Law Library -5.00

ULINC Reading Room -201.00 -2.00

Close

;' Help

it
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15.2 Cash Transactions From Loan and Return Tabs

You can pay outstanding sums or create a new cash transaction from the Loan and
Return tabs. The Patron Information tab, which is displayed in the upper pane when
the tab is selected, provides options to pay for cash transactions, adds a new cash
transaction, and displays the patron's list of cash transactions.

Patron Information |

Patron Details I

;I Cwet I -1273.50 Mew Cazh |

Patron Tramsferred to BR: | -3.00 Pay Cash |

T Jones, Donald

Donald Jones Bl I 1273 50 Patron's Cash |

43 Stone Street
Erick Lake, M
LISA End Sazsion Lettar
Zip Code 972252167 4'
Patron
Type
Patron
Status

Address

Professar

Research

New Cash

Click New Cash to register a cash transaction on an ad hoc basis. The New Cash
Transaction form will be displayed, enabling you to define the transaction as a debit
or credit, write a descriptive note about the transaction and link the transaction to a
particular target, sublibrary or item record.

Pay Cash
If the patron wants to pay the total amount due, make sure that amount appears in the
Sum to Pay field. Then click the Pay Sum button.

If the patron wants to pay less than the total amount due, enter the amount he is going
to pay in the Sum to Pay field. Then click the Pay Sum button. You will be asked to
confirm the amount. If you select No, you can alter the sum to any amount. Note that
you can select a payment mode from the Payment Mode drop-down list in the Cash
Transaction form or leave the default value defined by your System Librarian. A
payment identifier can also be filled in. This field can be used for any type of ID or
note that you want to have attached to the paid transaction.

After confirmation, the system will register as paid as many transactions as can be
covered by the amount paid, starting with the earliest unpaid transaction.

A given transaction may also be partially paid. In this case, the transaction will be
split into two transactions, one for the paid portion and one for the unpaid portion.
When you try to pay a partial sum, the system will try to place the new debit record as
the following sequence (in the Z31 cash transaction record). If this cannot be done,
the record will be added at the end.

Depending on how your workstation is set up, one or more receipts will be printed.
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Patron's Cash
Click Patron's Cash to open the Cash panes from the Patron tab and display the cash
transactions that belong to the patron for whom a loan or return is being performed.

15.3 New Cash Transaction Form

When you click the New button on the Cash upper pane or the New Cash button on
the Patron Information tab in the Loan or Return upper pane, the following form is
displayed:

Hew Caszh Tranzaction I
oK
Enter Itern Barcode: E-ibliu:ugraphiu: Info J
| 48720 |_| World Population Conference, 2d, 1965, . -
Proceedings. .
Mewy York, United Mations, 1966-,
¥, map. 26 .. j
ADM Rec, Mo, fItem Saq.: I 987 I 20
—Cash Parameters
Type: | o007 M @ Dehit
Surn: I 050 " Credit
ke I @
Description: I Photocopy request not flled @
sublibrary: I M Target: I Cancel

Help

't

This form enables you to register a cash transaction on an ad hoc basis.

Be careful when filling in this form. Changing the selection in the fields Type and
Sublibrary updates the fields Sum and Description. The correct workflow is to choose
the type and the sublibrary first. The system checks whether the sum the library
charges for a certain type of transaction is zero. If the sum is not zero, you will be
asked if you want to accept the default values from tabi18. Ing.

The same transaction can have different pricing in different sublibraries. The setup for
this is done by the System Librarian in tab18.Ing. For example:

0004 RLINC ## ## Y 5.50 Loan RLINC
0004 UEDUC ## ## Y 3.00 Loan UEDUC
0004 ##### ## ## Y 2.00 Loan

If you selected a transaction with this setup, when you select a sublibrary in the New
Cash Transaction form you will be prompted as to whether you want to update the
value in the Sum field with the default value for this type/sublibrary combination as
set up in tab18. Ing.
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Enter Item Barcode
Optional. If you want to link this transaction to a particular item, select the item by

entering its barcode or by searching for it (by clicking the EI icon). After selecting an
item, its bibliographic description, ADM record number and item sequence number
will be displayed.

Type

Optional. Leave the field empty or choose from a list of transactions by clicking the
arrow to the right of the field. Only numerical values are displayed for you to choose
from. When you select a type, the description and sum are automatically filled in,
except for type "0000", which is a general type. If you use type "0000", enter the
description and sum manually. All automatically filled values can be changed
manually. Note that system-activated transactions are assigned numbers from 0000-
8999, while manually-activated transactions are assigned numbers from 9000-9999.

Sum

Enter the fee for the transaction. The fee may be zero. When there is a library-defined
fee for the selected transaction type, it will be automatically displayed in this field.
Otherwise you can enter the fee manually.

Note that the sum you enter is the transaction's net sum. The full sum will be
calculated by the system based on the VAT rate that is configured for this transaction
type in column 6 of tab18. Ing.

Debit or Credit
If the patron owes the library money for the transaction, select Debit. If the library
owes the patron money, select Credit.

Key
This field is not functional.

Description
If you choose a cash transaction type as explained above, the system fills in the
matching description.

Sublibrary
If the transaction relates to a particular sublibrary, enter the sublibrary code here or
choose from a list of sublibraries by clicking the arrow.

When you open the New Cash Form, the Sublibrary field is filled by default with the
cash library from type 5 in column 2 of tab_attr_sub_library. If no sublibrary is
defined as type 5 in column 2 of tab_attr_sub_library, the field will be left empty.
If you leave it empty, the fees will be attributed to the active administrative library.

Target
Enter the department that will receive the fee. If no sublibrary is entered, the active
administrative library is automatically used.
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15.4 Cash Receipts

15.4.1 Number of Cash Receipts

You can define the number of cash receipts that will be printed automatically when a
patron pays for cash transactions. To do this, open the circ.ini file (found in the
client's CIRC/TAB directory). Go to the [Payment] section. Following is an example
of what you may find there:

[Payment]
CashNoReceipt=2

On the right side of the equal (=) sign, type the number of receipts (up to 9) that you
want to be printed. If you do not want any printed, type zero ("0").

The actual printer that will be used is defined in the PRINT.INI file, with the function
name PayLetter or LineLetter. A payment registered by clicking the Pay Selected
button will produce a Cash receipt using the LineLetter entry. A payment registered
by clicking the Pay Sum button will produce a Cash receipt using the PayLetter entry.

15.4.2 Cash Receipt Numbering
Cash receipts can have separate counters by IP address/station ID.

15.5 Payment Report

The Payment Report lists all the cash transactions that have occurred within a given
time period. Select Reports / Payment Report from the main menu to create an online
Payment Report:

- |

Frorn [rate I 13,05/2002 m ok I
And Hour |15:43 _I_*I
To Crate I 04,06,/2002 |ﬂ
And Hour |15:Dl _I_*I

—i_reate Report Using:

& Staff Hame 1P Address
—Sort Report By Cancel |
% Sublibrary " Payment Target Help |

From Date/And Hour
Enter the earliest date and hour that you want to be included in the report.

When entering the hour, keep in mind that the system uses a 24-hour clock, so if you
want to start the report at 6 pm, enter "18:00".
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To Date/And Hour
Enter the latest date and hour that you want to be included in the report.

o Staff Name
The Payment Report will include transactions that were processed by
the currently logged in staff member during the specified time period.

e IP Address
This option filters the Payment Report according to the current
workstation which is identified by an actual IP address or by a station
ID. This is determined by the System Librarian. The Payment Report
will include transactions that were processed by all the staff members
who used the current workstation or another workstation identified by
the same 1D during the specified time period.

Sort Report By

If you choose Sublibrary, all transactions for a given sublibrary will be grouped
together. If you choose Payment Target, the report will be grouped according to the
body that is supposed to receive the payments for the transactions.

After the Report is Generated
After the report is generated, two things will happen:

1. The system will produce a printout or a print preview that can be
printed.

2. After the printout is sent or the print preview displayed, you will be
asked whether or not you want to “update the default time". If you
choose Yes, the next time you run the report, the From Date/And
Hour will start where the previous report left off.

The online payment report includes the following columns:
o Staff Member

e Receipt Number

o Status
o Date
e Patron ID

e Transaction
° Debit
e Credit

15.6 Cash Exporting

The library can transfer debts that are difficult to recover to a third party, whether a
collection agency or the university bursar or financial department. This is done using
the Cash Export Report (cash-09) service or the Export Cash Transactions (cash-10)
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service.

Transactions that have been exported have the status Transferred to AR (Accounts
Receivable) in the Status column in the List of Cash Transactions in the Cash upper
pane.

The system can be set up to allow for the paying or the waiving of transactions that
have already been transferred to an external party. This is done per workstation in
circ.ini. Transactions that have been transferred to AR are taken into account for the
total sum due and can be paid at the library. Blocks that are based on these
transactions are still enforced.

If the workstation is not set up to allow for the paying or the waiving of transactions
that have already been transferred, transactions that have been transferred to AR are
not taken into account for the total sum due (since they are no longer due to the

library, but rather they are due to AR) and cannot be paid at the library. However,
blocks that are based on these transactions are still enforced.

15.7 Cash Related Services

The following cash related services are available from the Services / Cash
Transactions menu:

e Cash Transaction Report (cash-02)

o Payments Received Report (cash-03)

o Unpaid Transactions Letter / Update Transactions to "Paid" (cash-05)
« Notices to Patrons owing Money (cash-06)

o Cash Export Report (cash-09)

e Export Cash Transactions (cash-10)

e Import Cash Transactions (cash-11)

e Build/Correct VAT (cash-12)

16 Circulation Logger

The Circulation Logger is a tool that enables a staff user to view and filter a patron's
circulation activities or circulation activities that have been carried out on an item.
Loan and cash activities are displayed as part of a transaction, starting from the time
that an item has been loaned until it has been returned and starting from the time that
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a cash charge has been created until it has been fully paid. The Circulation Logger is
accessed from the navigation pane of the patron’s tab:

g @ |0y |& |
- Patron Activity

- [L] Loans (&)

-[2] Cash {195.45 in debit)
-[H] Hold Requests {1}

- [P] Photocopy Requests (00
-[I] ILL Requests (3}

- [#] Proxies/Sponsor (3

F.] Feading F.oom

U] Routing Lists

-[2] Circulation Log ¢23/1anuary
- [K] Booking List (1}

=- Patron Registration

- [G] Global Patron Information
- [O] Lacal Patron Information
- [O] Address Information

- [T] additional IDs

o s I e B s IO e O e T e O |

The logger view includes filtering, viewing, and update options:

Srauation Log Uz |
E_fl e
[ zenerd kean rote
[ regular loan I Group By Trarsaction
D Qffine croulsion loan
[ regudr relurn I™ st Transaction
[ offine circalasen ratuen
[ Loan deleted j
Data/Time Titke Barcode Dascrigtion Systam nate ]
28/11/04 15:11 Arnual bibliography  18050-140 Zash fransaction Cash (Debit:0.50) = fiedd
of English langusge oreated frareaton crea=d for —
and Iterature RemEwal, Met
Arnount:0.50,
WAT:0.00.
28/11/04 15:11 annual bibliography  18090-140 Batch renewal Bach renewal. New
of Engligh language due date 29/11,04
and literature 2400
28/11/04 15:09 Crocked house. SO040-200 Courtesy leter Loan natice eter
reagd criated.,
28/11/04 15:09 Crocked house. SO040-200 Batch renewal Bach renewal. Mew
cue date 27712104
2400,
28/11/04 11:48  Shakespeanz FECAA012E516956 Reqular returm Regular FRRET, FRILEN
fuisr ter iy date 28/11/04 11:48 |

The Circulation Logger can also be viewed where item history is displayed. This
includes the Circulation module's Item tab, the Cataloging module's Items tab and the
Acquisitions module’s Serials tab, for example:
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BE[M] List Of Items (1/4
'—_l [I] Item (142, Heb 2106.385.5)
-~ [H] Hold Requests ()
- [P] Photocopy Requests (0)
- [L] Loan (d)
- [0] History (Last updated 21,/02/05)
- [2] Circulation Log (23/01/05)
- [5] Circulation Summary
- [K] Booking (D)
.. [R] Maintenance Record (7)
- [B] Bibliographic Info.
: - [T] Trigger List
... [N] Maintenance Profile

= [E] Item (51545-980)
- [H] History (Last updated 16/03/05)
- [2] Circulation Log (16/03/05)
- [U] Circ, Summary

16.1 Viewing and filtering options

You can find a specific event or transaction by:

e Using the filtering and sorting options of the logger view;

e Accessing the logger from within the patron’s loans

e Accessing the logger from within the item’s loans

e Accessing the logger from within the patron’s cash transactions.

16.1.1 Filtering the Logger View

When you access the logger view from the navigation pane of the patron’s tab, the list
of log events are displayed sorted by their creation sequence. You can then filter the
view to see only specific type of actions, such as loans, returns, renewals, and so on.

You can also use the Group By Transaction option to sort the events by transactions.
This option groups together all events that are related to the same transaction, such as
all of the events that relate to the same loan or to the same cash charge, making
finding the wanted transaction easier.

When you find an event for your desired transaction, you can select the Show
Transaction option to filter the view to see only the events of that transaction. The
view will now include only the log events of a specific loan or a specific cash
transaction.

Click Add to add manual events or add comments to existing events.
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16.1.2 Viewing the Log of a Loan or Cash Transaction

You can access the Circulation Logger from the patron’s loan list of from the item’s
Loan node. Click Circ Log to open the Circulation Logger so that all of the events
that relate to the selected loan will be shown:

al cFL |
I=rmn Statug Subbbrar
25114 0300 SO0E6-10  Pidap Humanities Raniw I
Ciroulating Library Runw &l
annual bblography 2971104 In-liorary  Main Liorary
of Engligh languags 0 =) Crlita
and lierakre / Tt Litt
Crocked houss, 2312004 24:00 50040-20 advance Main Liorary
il Booking Changa Cals
Slav ranskii 10,/09/05 24:00 32044024 Regular Main Licrary Lanar bedas
Imenoslov, ili, = el loan
Sobraniz Laz
Mittelenglischa 100905 24:00 HMLHES Regular Main Liorary =| ol ssbn
[T (R [ T — [ — L
Serk Type |Lar Tille =] m,_..u

You can also access the Circulation Logger from the patron’s cash list. Click Circ
Log to open the Circulation Logger so that all of the events that relate to the selected
loan will be shown:

1. Achive Cazh | 2. “Cash History I 3, Cancelled Transactions I 4, Al Transactions I

Bibliographic Info J Description I Credit ] Debit ] Met Arnount I Date ] Status ]
The salticid Loan 12,00 12,00 25/11/04 Mot paid ;l Pay Sum |
spiders of
lzctad
Hispaniola, . Pay Select |
Mélanges grecs  Late return 15.00 15.00 25/11/04 Naot paid
ilaive |
12,00 12,00 25/11/04 Mot paid
Partial wiaive |
:I Prink |
Ealance: |-39.DD Surn o Pay: I 9,00 Ev Sublibrary
Armount Transferred bo AR: | 0,00 @
Subtotal: I -12.00
Sork Type ICredithebit LI

17 Patron Direct Queue

Patron Direct Queue (PDQ) is the name of ALEPH’s direct consortial borrowing
function. PDQ enables institutions that share a single ALEPH catalog and a common
patron file to share unified circulation services seamlessly. All Patron Direct Queue
activities are carried out within the framework of each institution’s circulation
policies.

The PDQ function includes the following features:

e The patron does not have to register more than once. This single registration
grants the patron circulation privileges in all of the institutions (that is, ADM
libraries) that participate in the direct consortial borrowing.
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e The patron can request a title, and any item that belongs to that title, no matter
which institution (that is, ADM library) owns the item.

e The patron can ask to receive an item at any pickup location in the consortium,
as configured by the library.

e The patron can borrow any item at any sublibrary, no matter what his home
library is.

e The patron can return any item to any sublibrary, regardless of the item’s
owning sublibrary.

All of the functions that are listed above are subject to sublibrary, ADM library and
consortium policies.

The following are prerequisites for using PDQ:

e All the institutions share a single ALEPH catalog (single BIB), which is either
Union View, or as shared bibliographic records.

e There are unique item barcodes across all participating libraries.
e The participating institutions have defined their patrons as shared.
e There is uniqueness of patron IDs across the participating institutions.

e There are cross-institution agreements on the meaning of the patron statuses of
the shared privileges records.

17.1 Patron Registration

Patron registration is carried out in the regular ‘Local Patron Information’ node of the
Circulation GUI’s patron tab. This is how the patron is registered in a specific
sublibrary of the connected ADM library. However, when the patron registers in the
sublibrary, a general ALEPH privileges record is created (subject to library policies).
This record will be used for granting privileges outside of the registering institution. It
is actually the set of privileges that this patron enjoys whenever no specific privileges
have been defined for him.

Local Patron Information |

i i Patron St Description irati Last Act Date

.................................. e e amm — . palse |
01 Faculty 1741106 -

MED Medicine Library

HYL East Asian Library

HIL Hurnanities Library

Lam Main Undergraduate

Ly Laww Library

LIT Economics Library

MUS Music Library

WID IMain Library 01 Faculty 1741106 00 =m=———e-

URSA URSA, Library d
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17.2 Title Requests

Title requests are hold requests that are not item-specific. Instead, any item that
belongs to the requested title can be used to fulfill the request, provided that the
institution owns holdings of the title and is willing to loan it to the requesting patron.
Thus, where institutions and sublibraries are willing to share their collections, a patron
can request a title and have the request fulfilled by any institution or sublibrary.

A title request is physically a list of potential suppliers that are found to have
available items that can fulfill the request. The potential suppliers are organized in a
queue that has been previously defined by the system librarian. The queue is handled
in the background and the user is not aware of which suppliers are in the queue and in
what order.

One of the suppliers is the active supplier. An actual request is placed on an item that
can fulfill the request and that belongs to the active supplier. The active supplier will
be able to view and manage this request like any other request as long as it is active.
The supplier will remain active until a consortium-defined interval has passed. At that
point, the next suppliers will become the active supplier, and the currently active
supplier will be deactivated.

17.2.1 Placing the Title Level Request

Provided that the patron has not exceeded the number of allowed title requests, the
title level request can be placed in the same manner as item level requests:

e Select an item in the Circulation GUI Item Tab and click Hold, or

e From the Requests menu, point to Hold Requests and click Create Hold
Request.

The only difference is that in order to make the request a title level request, the ‘Title
Request’ check box must be selected.
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Selecting this box will have the following consequences:

e The pickup location list will include the pickup locations of all of the available
items that belong to the selected item. Note that only items that have the same
enumerations, chronologies and material type as the selected item will be used
for setting the pickup location list.

e When the request is created, it will be a title request.

17.2.2 Managing the Title Request
The title request may be managed by a library from one of two points of view:

e Asatitle request — The library can use the Patron Tab’s Title Req. node to
manage the patron’s title requests. The patron’s title requests will be
accessible from this tab to all libraries that can manage the patron information.

Deleting the request and changing its expiry date from this node will affect the
entire title request.
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e Asan active request — If the library is where the active supplier is currently
found, it can manage the patron’s request from the Hold Requests node of the
Patron Tab or the Items Tab. Deleting the request and updating it from this
node will only affect the currently active supplier’s request.

17.2.3 Managing the Roster

Every title level request has a queue of potential suppliers that can fulfill the request.
The queue includes all of the potential suppliers that have been defined as supplying
to the requested pickup location, and that have items that the requesting patron is
allowed to request. The potential suppliers are sorted according to consortium and
library-defined policies.

This queue is created when a title level request is submitted. Only one supplier is
defined in the roster as active at any one time, and only the active supplier can fulfill
the request at that point. If after a consortium-wide defined number of days, the active
supplier fails to fulfill the request, the system will activate the next supplier in the
roster. At that point, only the newly active supplier will be able to fulfill the request.
Note that the system will always attempt to activate the request on an available item.
Only if no available item is found in the roster will the system activate the request on
a non-available item.

The Title Request Router (cir-79) batch service is used for moving items along the
roster.

17.2.4 Fulfilling a Request
A title request is fulfilled when a library in which the request is currently active starts
managing the request’s fulfillment. This may happen when the library takes one of the
following courses of action:
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e Prints a call slip, either by the ue_06 daemon or by the “Print Call Slips (cir-
12)’ batch.

e Puts the item on the hold shelf and issues a notification letter to the patron.
e Transfers the item to the requested pickup location.
e Issues a recall letter to a patron that has checked out the requested item.

If the item’s requested pickup location is the same location as in which it has been
retrieved, the item will be put on the hold shelf, the patron will be notified, and the
request will be considered fulfilled. If the item’s requested pickup location is outside
of the library in which it has been retrieved, then the item will be put in transfer to the
requested pickup location. The request will be considered fulfilled only when the item
arrives at the pickup location.

Note that the above described flow is true regardless of whether the requested pickup
location is another sublibrary within the same institution or a sublibrary in some other
institution.

17.2.5 Deleting a Request

Deleting a title request may be done either from the Patron Tab’s Title Req. node or
from the Patron and Item tabs’ Hold Requests node. As explained above, the Patron
Tab’s Title Req. node manages the entire title request while the Patron and Item tabs’
Hold Requests node manages only the currently active supplier’s request. Therefore,
the delete function has a different meaning, depending on the context from which it
was triggered.

e Patron Tab’s Title Reqg. node — Click Delete to delete the title request fully and
notify the patron of the deletion.

e Patron and Item tabs’ Hold Requests node — Click Delete to move the active
request to the next supplier in the queue.

17.3 Loan and Return Anywhere

Where the PDQ prerequisites are fulfilled, any item can be loaned and returned
anywhere, regardless of the connected library. This can be done in the Loan tab and
Return tab of the Circulation GUI. Simply enter the patron’s ID and the item’s
barcode in the patron bar and in the item bar. The system will identify the item even
though it belongs to a different library. Note that not all of the loan and return options
are available when loaning or returning from a non-owning library. Also note that
special staff permissions are required for this function.

17.4 Transferring Items

The system manages automatic transfer of items between sublibraries whenever it
identifies that an item has been checked in at a sublibrary but is required elsewhere.
This can be either the result of an item being checked in outside of its owning library,
or of an item being checked in at one location although an active request exists for
pickup somewhere else.
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You can also transfer items by clicking the Circulation menu and clicking Manual
Transfer. This option lets you move items from any library, even if not the owning
library, to any other library. The transfer will be done using the standard ALEPH
transfer mechanism.

18 Circulation Services

Each service is identified in the Batch Log and Batch Queue by its procedure name.

18.1 Items
The services for the Items function are described in the Items Services chapter.

18.2 Notices to Patrons

Courtesy Notices (cir-10)

This service produces courtesy notices to send to patrons. Courtesy notices are
reminders to privileged patrons and can include an automatic renewal to extend the
loan period.

Overdue and Lost Billing Notices (cir-50)

Overdue and Lost Billing Summaries (cir-51)

Overdue Summary Single Letter (cir-52)

These three services retrieve circulation loans which are overdue and print notices to
patrons. The three services are similar in intent, but have slight differences; some of
which relate to the number of notices a patron will receive, and therefore impinge on
cash transactions (since the library can opt to charge for each letter sent). Others relate
to whether the library automatically sets an overdue item to "lost" (using tab32).

e All three services can be limited to particular patron status(es) and/or
block code(s), item status(es) and sublibrary(ies).

e cir-50 and cir-51 (but not cir-52) can change an overdue item for which
the patron has received previous notices to "lost".

e cir-51 can have an input file that allows limiting the batch activity for a
pre-defined set of items

e cir-51 can change overdue items that the patron claims to have
returned to "lost".
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e cir-51 can be set to include all notice warning levels (first, second,
etc.), or a specific notice number; cir-52 includes only a specific notice
number.

o Cash relating to notices:

o cir-50 (individual notice per item) has a charge for each
letter; the charge is set per warning level (tab32 + tab18,
for example, 0080-0083).

o cir-51 (summary for all items, or summaries in separate
letters by warning level) - If the summary is for all
items, not separated by warning level, the charge is for
the letter, using tab18:0090. If separate summaries are
created by warning level, the charge is for each letter,
using tab32 + tab18, for example, 0080-0083.

o cir-52 (summary for all items that share the same
warning level) has a charge for each item in the
summary; the charge is set per warning level (tab32 +
tab18, for example, 0080-0083).

Booking Reminders (cir-33)

This service enables the printing of letters to send to patrons notifying them about
their upcoming booking requests. The service period starts at the current date and
includes the number of days defined in the Number of days to include in the report
field.

18.3 Renew Loans/Recall Items on Loan

Renew Items on Loan (cir-08)

This service enables you to renew patrons' loans according to various criteria. You
may choose to print a report without renewing the items.

Recall Items on Loan (cir-13)
This service enables you to recall loaned items which have hold requests.

18.4 Requests

Call Slips for Requests (cir-12)

This service produces call slips for booking and hold requests and Hold Request Not
Filled letters to send to patrons. Call slips will not be printed for items which are
being reshelved.
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Photocopy Request Slips (cir-22)

This service produces photocopy request slips. The service can be run only when the
active library is an ADMinistrative library.

Campus Hold Requests Router (cir-24)

This service examines hold requests and re-distributes them, according to setup
preferences that optimize choosing from which sublibrary a hold request should be
filled.

Campus Hold Requests Router - Cleanup (cir-240)

This service deletes hold requests that have been placed on an item which is not
available in its original form (either the item has been deleted or the item did not have
a process status, but now has one).

Send Letters for Hold Requests (cir-26)

This service processes items either from an input file or by input filters. The service is
used to send wait letters or cancellation letters for all of the hold requests that have
been placed on the processed items and that cannot be reallocated to other like items.

Title Request Router (cir-79)

This service manages the rosters of title hold requests. It pushes the requests through
the rosters until a supplier is able to fulfill the request.

18.5 Reports

Patron List (cir-05)

This service produces a list of patrons who meet certain selection criteria, including
the patron's expiration date and his block codes.

Requests Report (cir-07)

This service produces a list of the requests placed for library material. Such requests
can be for closed stack material, material that is currently out on loan (hold status
"W"), material that has become available and is waiting to be picked up (hold status
"S") and booking requests. The call slips for the requests may be printed using the
Print Call Slips service (cir-12).

Outstanding Hold Requests Report (cir-11)

This service produces a report of items that have been requested. The report is
intended for checking outstanding requests that have not been supplied, in order to see
whether there might be an available copy to supply to the requester. For this purpose,
choose "Only available items" in the item availability filter when running the service.
You can, however, also run this service without an availability check for a general
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report of outstanding requests. The service can be run only when the active library is
an ADMinistrative library.

Hold Shelf Report (cir-06)

This service identifies items that have been on the hold shelf for a particular number
of days and produces a letter to the patron informing him that the item is no longer
being held for him.

Loan Report (cir-04)
This service produces a list of loans according to various criteria.

Report of Items in High Demand (cir-14)

This service produces a list of items in high demand that have at least the number of
hold requests that you specify in this form.

Report of Items in Reading Room (cir-15)
This service produces a list of the items in a particular reading room.

Report of Returned ""Lost" and ""Claimed Returned'" Items (cir-16)

This service produces a report for all returned loans that were considered "lost™ or
"claimed returned”. "Claimed returned” refers to an item that was loaned and the
patron claims that he returned it, even though it is still registered in the system as
being on loan.

The service can be run only when the active library is an ADM library. The service is
run on Z36h. A library that does not keep Z36h records can not use cir-16.

Report/Delete Expired Hold Requests (cir-17)

This service enables you to identify, report and delete expired holds (i.e., hold
requests whose "Last interest date” has passed). It produces a report or produces a
report and deletes the holds as well.

Claimed Returned Items Report (cir-19)

This service produces a report of items on loan that are claimed to have been returned
by the patron (Z36-STATUS = "C"). The service can be run restricted to one
sublibrary, several or all sublibraries, one item status or all, and one patron status or
all. It is possible to determine whether the report reflects the current situation (that is,
all items that are declared as "claimed returned"” today), or if the report includes all
items that have been declared as "claimed returned” within a given range of dates. In
this case, it is based on events (Z35-EVENT-TYPE = "66"). The report can be sorted
by: call number, item barcode or patron ID.
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Risk Analysis Report (cir-35)

This service runs on upcoming booking requests and determines if they are at risk of
not being filled because the requested items are overdue, lost, claimed returned or
unavailable because of maintenance. Note that in addition to reporting on the status of
the item, the process can reallocate booking requests by checking for like items and
move the request from the item at risk to a like item that is available. Requests that
cannot be re-allocated are canceled and a notification is sent to the patron.

Report / Delete Expired Booking Request (cir-34)

This service enables you to delete old booking requests that did not culminate in a
loan from the database. The service deletes all records whose booking_end_date is
earlier than a date calculated as follows: The current date minus the number of days
defined in the Number of days to include in the report field.

Circulation Logger Report (cir-21)
This service retrieves and reports Circulation Logger events.

18.6 Advance Booking

Open Advance Booking Schedule (cir-60)

This service produces a record for each copy and time slot of the Advance Booking
Schedule, according to the parameters you enter above. The record will then be
available for the system to fill in information about the patron when he makes a
request for an item on reserve.

This procedure should be run weekly. The "End date for schedule to be opened"
should be one week more than the setup of the alephe/www_server.conf line:

setenv www_item_schedule

For example, if www_item_schedule is set to "14", then the "End date for schedule to
be opened" should be three weeks after the "Start date for schedule to be opened™.

Delete Advance Booking Schedule (cir-61)

This service deletes records of each copy and time slot of the Advance Booking
Schedule, according to the date you enter above.

It is recommended that you run this service once a week, in order to delete the
previous week's schedule.

Advance Booking Schedule Report (cir-09)

This service produces a report for the current day's Advance Booking Schedule. The
service can be run only when the active library is an ADM library.
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Delete Advance Booking Slots (cir-65)

This service enables you to delete Advance Booking slots that fall on holidays or days
the library is closed. The last slot before the start of a closed day and the first slot after
the end of a closed day are combined into one long slot which also includes the closed
day. The new slot will include the last slot before this period and the first slot after
this period. Running this service will open Advance Booking slots to the end of the
week in which the "Date (to)" falls.

18.7 Remote Storage

Remote Storage Import (cir-03)

This service imports a file from Remote Storage. When an item arrives back at
Remote Storage, the Remote Storage writes that item's barcode into a file. The service
accepts an input file of barcodes and performs a return. The loan record (created when
the item was returned) is removed, thereby removing the item's "In Transit" status.
The system checks for matching hold requests with the status "W". If found, the hold
status is changed from "W" to "A", and the print status of the hold request is changed
from "P" to a blank. This enables the ue_06 requests daemon to pick up the request.

Remote Storage Export (cir-18)

This service exports a file of requests to Remote Storage. It picks up the request files
that were created by ue_06 in order to ftp them to Remote Storage. Set the ue_06 print
format to '00" in order to ensure that the file contains barcodes only. Running this
service will close the current cycle of ue_06 and start a new one.

Remote Storage Request Arrival (cir-20)

This service transfers items found in Remote Storage to a sublibrary for pickup. This
enables monitoring of item locations after items have left the Remote Storage. Use
this service when items arrive from the remote storage facility at a central distribution
facility for transfer to their pickup locations.

18.8 Patron Records

Build Patron Indexes (cir-25)

The Z353 index is one of the suite of tables that make up library patron information. It
is used by the system when displaying the patron list and is used to identify which
patrons should be displayed when the "Display Local Patrons Only" checkbox is
checked. It contains data extracted from the Z303 and Z308 tables (ID, barcode,
name, and ADM library).

This service is used to entirely rebuild the Z353 index or to add a single ADM library
to the index. The service should be run only for initial creation; after creation, the
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index is automatically updated by the system whenever patron data is updated (Z303,
Z308 records).

If the "Delete All" check box is checked, the service drops the Z353 table and rebuilds
it. For installations that have multiple ADM libraries, the service should be run once
with "Delete All" under one of the ADM libraries, and then separately for each
additional ADM library, with "Delete All" not checked. If the database already
contains records for the library, the job will stop and an error message will be
displayed in the log file.

Update Patron Records (cir-77)

The Update Patron Record service is intended for use by libraries that have multiple
local library patron records (particularly in a Multi-ADM environment). This service
facilitates central administration for the registration of expiry dates, cross-library
delinquencies, and preparation for patron deletions.

1. This service updates the expiration date of each Z305 record so that it
matches the expiration date registered in the Z305 record of the Home
Library.

2. If any Z305 record has delinquencyl/ies, the batch inserts the value 99
into the field's Global Block 3 in the patron record (z303_deling_n_3).

3. If the patron record's Global Note 2 field (z303 field _2) has the
contents DELETE, when running the cir-77 service the system checks
whether this patron has any liabilities and replaces the contents in the
to-del field. Next time this service is run, this patron's records (z303,
2304, etc.) will be deleted.

Delete Patron Records (cir-23)
This service enables you to delete patrons from the system.

If this service is run with a specific sublibrary in the Sublibrary filter, only the Z305
of the chosen sublibrary and all records attached to this sublibrary, that is, Z31, Z37
and Z38 will be deleted.

If the service is run with the option "All" in the "Sublibrary" filter, the following
records are deleted de facto: 231, Z37, 238, Z303, Z304, Z305 and Z308 as well as
routing lists.

Note that Z31 records are not really deleted, but rather, the patron ID is removed from
all relevant record fields. If the cash transactions are not closed (in which case
deleting the patron is possible only with the override flag), their status will be
changed to Waived. This means that cash reports remain accurate even if a patron is
deleted.

Except for the Sublibrary filter, all other filters only influence the retrieval of records
and do not determine which records are deleted.
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Example: Filter Sublibrary is set to All and Filter Patron Status is set to 03: A patron
(Z303) with one Z305 record with Patron Status 03 and another Z305 record with
Patron Status 04 will be completely deleted. Any patron who has a Patron Status 03 in
any of his Z305 records will be completely deleted.

Note that photocopy requests are treated the same way that hold requests are treated.
This means that if there are existing photocopy requests, the patron can not be deleted.
If the service is run so that the existence of hold requests will not stop the patron from
being deleted, existence of photocopy requests will also not stop the deletion.

If the patron has outstanding loans or ILL requests (that are not closed or cancelled),
the patron can not be deleted. This cannot be overridden. If all of the patron's ILL
requests are non-active, the patron will be deleted and the patron's ID in the ILL
records will be substituted by the string DELETED.

Remove Patron IDs (cir-32)

This service removes the patron IDs from records that are only kept for statistical
reasons. The records from which patron records can be removed are Z31, Z36H,
Z3TH, Z40, Z35, Z68 and Z309. The service will remove patron IDs from all of the
required records that are older than the number of days specified by the user,
swapping the patron ID with SCRyyyymmdd, where yyyymmdd is the execution date.

If the patron ID is removed from the Cash Table (Z31) is removed, only transactions
that are closed or waived will be handled.

If the patron ID is removed from the Patron Requests Table (Z40), only requests that
are closed or cancelled will be removed. If the patron ID is removed from the Orders
Record (Z68), only orders that have a closed status, meaning CLS,LC,VC or CNB,
will be handled.

All records can be filtered by their age, using the Number of Days to Retain
parameter. When removing the Loans History Table (Z36H) the records can also be
filtered by the item status and the sublibrary.

Patron Loader (file-20)

This services lets you load patron records that are in a flat file or an XML file, usually
created from an external source, into the existing database. The service enables you to
add, update or delete patron records and can include an update of a patron (Z303), a
patron (Z305), ID keys (Z308) and/or address (Z304) tables. The Z303 OPEN-DATE
is set to the date on which the process is run. You can protect fields/records when
updating patron records with the "Patron Loader" (file-20) service by checking the
corresponding boxes in the Global Patron Info, Patron Info (2) tab for each patron
record. When the "Patron Loader" (file-20) is run, the checked fields are not updated
if they already contain data. If a field is empty, it is updated with the new data. This
refers to all fields of the Z303/2304/2305/2308 records which make up a patron
during an upload of patrons through the "Patron Loader" (file-20) service.

The values for field protection are stored in the field z303_plif_modification. Possible
values are "1","A", "B", "D" and "E".
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1 - do not modify patron records at all (Z303/2304/72305/Z308)

A - do not modify address records at all.
z304_address[O0]
z304_address[1]
z304_address|[2]
z304_address[3]
z304_address[4]

B - do not modify the patron status.
z305_bor_status

D - do not modify the patron expiry date.
z305_expiry_date

E - do not modify the e-mail address.

When running the "Patron Loader" (file-20) service, the z303_plif_modification field
is consulted and the updating of the above-mentioned fields is done accordingly.

18.9 Cash Transactions

Cash Transaction Report (cash-02)

This service produces a report of cash transactions for library patrons. The function
can be run only when the active library is an ADMinistrative library.

Run this function whenever you need to know the volume or cash flow for any or all
cash transactions.

Payments Received Report (cash-03)
This service produces a report of payments received.

Run this service whenever you need to know the volume or cash flow for any
workstation, library staff member, sublibrary or target.

Unpaid Transactions Letter / Update Transactions to "'Paid"" (cash-05)

This service changes the payment status from "unpaid” to "paid" for all cash
transactions that occur between the dates you enter in the form above.

The service also prints a letter for each patron, listing each transaction and the total
amount of cash owed. A library might use this service, for example, if it transfers the
responsibility for cash collection to another agency (possibly using the Cash
Transaction Report - cash-02, to report the information.)

Notices to Patrons Owing Money (cash-06)

This service enables you to print out notices to patrons who have debts exceeding the
amount defined in this service. This service can be run only when the active library is
an ADM library. It can be run to calculate the situation on a previous date and for
each sublibrary separately.
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Cash Export Process (cash-09)

This service enables you to export cash transactions to an external collection agency
such as Accounts Receivable (AR) or the institution's bursar.

The service can be run for all patrons or for a pre-defined set of patrons. To activate
the batch for set of patrons; populate the Patron Input File and the Input File Type
fields (for more information, see the Batch Service topic in the online help). The input
file can be generated by library staff using SQL statements or any other tool that is
capable of retrieving patron ID and barcodes for the relevant cash transactions data.

For the System Librarian: The service consults the Z52 counter cash-09-batch-
number in order to update the fields Z31-TRANSFER-NUMBER and Z31-RECALL-
TRANSFER-NUMBER when a transfer or recall is performed. Thus each transaction
is identified by a unique number in the reports produced by Cash Export Report (cash-
09). The service consults the table cash_09_translate in order to translate sublibrary
codes to campus codes or department codes for reporting purposes.

Export Cash Transactions (cash-10)

This service retrieves Z31 records (cash transactions) according to program and self-
defined criteria, and creates an output file that is intended for a collection agency. The
Z31 records that are included in the file are marked as "Sent". Only cash transactions
of type "Debit" are included in the report and in the export file.

The service can be run for all patrons or for a pre-defined set of patrons. To activate
the batch for set of patrons; populate the Patron Input File and the Input File Type
fields (for more information, see the Batch Service topic in the online help). The input
file can be generated by library staff using SQL statements or any other tool that is
capable of retrieving patron 1D and barcodes for the relevant cash transactions data.

The service produces a report of the exported transactions in the print directory of the
ADM library, and an XML file for export, in the ADM library's scratch directory. The
exported XML file includes information about the cash transactions (Z31), as well as
information about the owing patron (Z303/Z304/Z308) and any bibliographic
information related to the transaction. The content of the bibliographic citation is
controlled by the section of the edit_paragraph configuration table that is referred to
in the tab_format section "cash-export".

For the System Librarian: The service consults the Z52 counter last-cash-transfer in
order to update the field Z31-TRANSFER-NUMBER when a transfer is performed
and last-cash-recall to update Z31-RECALL-TRANSFER-NUMBER when a recall is
performed. Thus each transaction is identified by a unique number in the reports
produced by this service.

Import Cash Transactions (cash-11)

This service updates cash transactions (Z31 records) using data from the input file
supplied. Only Z31 records that have been exported and have not been recalled can be
updated. The update is parallel to paying the debit via the GUI, allowing both full
payment and partial payment.
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Each XML record from the input file is matched to an existing cash transaction record
by using the input elements z31-id/sequence or alternatively z31-transfer-number. A
report file is created, which includes a line for each input transaction.

The input file has to be an XML file of the following format :
<?xml version="1.0"7?>

<p-cash-11>
<record>
<z31-1d>JOHN</z31-id>
<z31l-sequence>200312151806862</z31-sequence>
<z31-sum>2.00</z31-sum>
<z31-transfer-number>12</z31-transfer-number>
<z31l-payment-date>20031212</z31-payment-date>
<z31l-payment-hour>0901</z31-payment-hour>
<z31-payment-cataloger>STF1</z31-payment-cataloger>
<z3l-payment-target>df-23</z31-payment-target>
<z31l-payment-ip>255.255.255_255</7z31-payment-ip>
<z31-payment-mode>00</z31-payment-mode>
<z31l-payment-receipt-number>RCPT-501</z31-payment-receipt-
number>
</record>
</p-cash-11>

The z31-payment-receipt-number tag is optional. If the z31-id and z31-sequence tags
are empty or do not exist, the z31-transfer-number will be used for matching an
existing z31 record against the record in the input file.

Note that z31-payment-mode is a mandatory field and must contain one of the values
set in the PAYMENT-MODE section of the pc_tab_exp_field.eng configuration
table.

Build/Correct VAT (cash-12)

This service updates VAT values of cash transactions. It can be run in one of two
operation modes:

Build VAT - In this operation mode, all cash transactions that have a status of Open
and have a VAT value of zero are scanned. If, according to tab18.Ing, they should
have a VAT rate, the existing sum is calculated to be made up of a net sum and a
VAT sum. For example, an existing transaction of type 40 has a sum of 99.00, a VAT
sum of 0.00 and a net sum of 99.00. Tab18.Ing now has a VAT rate of 10.00 for
transaction type 40. When cash-12 is run, the new transaction values will be a sum of
99.00, a VAT sum of 9.00 and a net sum of 90.00.

Correct VAT - In this operation mode, all cash transactions that have a status of Open
and have a VAT value other than zero are scanned. If, according to tab18.Ing, they
should have a different VAT rate, the existing net sum will be taken as the base for a
new VAT calculation.
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For example, an existing transaction of type 40 has a sum of 99.00, a VAT sum of
9.00 and a net sum of 90.00. The tab18.Ing VAT rate for transaction type 40 has been
changed to 20.00. When cash-12 is run, the new transaction values will be a sum of
108.00, a VAT sum of 18.00 and the net sum will remain 90.00.

18.10 Statistics

General Circulation Statistics (cir-30)

This service produces a statistical report that includes all important circulation
activities (Loans, Renewals, Holds and Returns) in one report. The service can be run
only when the active library is an ADMinistrative library.

Specific Circulation Statistics by Activity Type (cir-31)

This service produces a statistical report separated by the type of circulation activity.
It can be run for Loans, Returns, Renewals, Hold Requests, Booking Requests and
Photocopy Requests. The service can be run only when the active library is an
ADMiinistrative library.

Circulation Summary Per Patron (cir-37)

This service creates a statistical report of patrons' activities. The patrons may be
filtered by various filters.

Title Request Report (cir-81)
This service reports statistics about participation of the ADM library in cross ADM
circulation actions.

Institute Time Report (cir-82)
This service reports the average time duration that different stages in the fulfillment of
the title request.

18.11 General

Selective Dissemination of Information - SDI (sdi-01)

This service runs all SDI (Selective Dissemination of Information) queries and
retrieves records that have been added to the database since the last time the service
was run. The resulting set is then sent to the user by e-mail and / or as an RSS feed.

The format of the records is defined in the SDI profile. An SDI request defines a
search query, a sublibrary to search (a patron can also set his SDI request regardless
of location), a list of bases to search, a frequency with which the SDI query will be
run, expiry date for the SDI request, the suspend period, delivery mode (e-mail, RSS
feed or both) and the character set. In addition, a patron can define an SDI message,
alternative e-mail address, mail subject, and whether or not he wants to receive a zero
results message.
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Only users with SDI permission in their profiles can create SDI profiles. The format
for the e-mail message sent to patrons is stored in form_Ing/bor-sdi-00.

This service is identified in the Batch Log and Batch Queue as p_sdi_01.

SDI user notify (sdi-02)

This service runs over all SDI profiles and checks their expiration dates. The service
has two functions:

To send an e-mail message to patrons whose SDI profile is going to expire within X
days from the current date.

To postpone the expiration date of queries that are due to expire during the vacations
and to notify the patron about this via e-mail.

If the patron does not change the expiry date after he receives the notification that his
SDI is going to expire, he will not receive additional notifications.

The formats for the e-mail messages sent to patrons are stored in form_Ing in the
sdi-expire-00 and sdi-vacation-00 files.

This service is identified in the Batch Log and Batch Queue as p_sdi_02.

Delete expired SDI requests (sdi-03)

This service runs over all SDI requests and deletes those that have expired up to the
specified date.

This function is identified in the Batch Log and Batch Queue by the procedure name
p_sdi_03.

SDI broadcasting message (sdi-04)

This service sends a broadcasting message to all SDI users. The message is taken
from an input file under /7alephe/scratch and must not exceed 2000 characters.

This function is identified in the Batch Log and Batch Queue by the procedure name
p_sdi_04

Print Trigger Report (com-01)
This service produces a printout of triggers.

Build Word Indexes for a Record (manage-111)

This service creates keywords from various fields of the following Oracle tables:
Vendor (Z70), Vendor Address (Z72), Patron (Z303), Patron Address (Z304),
Reading Room (Z310), Budget (Z76). The keyword index that is created enables the
patron to search for records in the GUI by keywords.

Since the keyword index is automatically updated when a record is added, this
function needs to be run only after conversions.
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Restart Server (sys-01)

This service stops a server and restarts it. The server that is stopped is selected by the
user and can be the pc_server, the www_server or the oclc_server. When run, the
service will stop the existing server running on the default port and start a new one on
the same port. If a port is specified, only that port will be restarted.

Rebuild Print Templates Package (sys-02)

This service rebuilds the html.pck file after you edit a form or a letter in the
form_eng directory. For any changes to these files to appear, run this service.

Record Keys Conversion (manage-70)

This service converts record keys. It takes the input file that contains record keys of
one type (for example, BIB numbers) and, for each value it contains, lists the
corresponding key of another type (for example, Order number).

Circulation Logger Clean Up (cir-78)

This service cleans up the circulation logger. All log events that are older than the
input date will be deleted, if the transaction that they belong to is closed. This means
that loan related events will be deleted only if the loan has been returned or deleted.
Cash related events will be deleted only if the transaction has been fully paid.

Sort Printouts (print-50)

This service rearranges printouts, grouping together printouts from different files
based on a common value they have in one or more XML tag of the printout file. The
XML tags that will be used to check for common values are given as input parameters
of this batch. The printout files that will be scanned for regrouping have a common
print ID which is specified as an input parameter of the service.

Rebuild Due Dates (cir-01)

This service drops and rebuilds due dates for the current day. If the library regrets
having changed due dates using "Loan -> Active Due Dates", this service will restore
the standard due dates according to the setup of tab16 and tab17.

Count Library Tables (manage-06)

This service provides information about the size of tables and the number of records
in each table. An output file called count_report.Ist is created automatically and may
be found in the library's scratch directory.

Organize Database Tables (manage-08)

This services organizes database tables. Run this service after you have batch-loaded
a large number of records, or after every 20,000 bibliographic records have been
added to the system.
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Export Database Tables (file-03)

This service enables you to export library tables and save them in a file. Since the
tables are only being copied, the system will continue to function properly. Note that
the library tables are data files in the ALEPH format and not Oracle tables.

Use this service to reorganize the location of files on your computer hardware.

Import Database Tables - Without Checks (file-04)

This service imports data into the library's Oracle tables. The import file must be in
ALEPH sequential format. Use this service to import a data file which is in ALEPH
sequential format. Before running this service, be sure to set the desired location for
the table in the file_list using UTIL A/17/10.

Import Database Tables - With Character Conversion (file-04-cv)

This service uploads information from sequential files and converts the information
into the Oracle table format.

This routine is similar to the Import Database Tables - Without Checks (file-04)
service. The difference is that this program is used to perform character conversion to
the sequential file before converting the information into the Oracle table format.

Import Database Tables - With Checks (file-06)

This service uploads information from sequential files and converts the information
into the Oracle table format. This service uploads the records one by one and the user
may set the procedure to perform standard checking and correcting routines.

This routine is similar to the Import Database Tables - Without Checks (file-04) that
does not have an option to check and correct the records and loads them in big
chunks. It is usually recommended to use this service for conversion purposes.

Check for Duplicate Keys (file-09)

This service is used to check for duplicate keys in the database tables. The service
produces a scratch log file in which any duplicate keys are listed. The log file is
located in $alephe_scratch.

Create Filing Keys for Names (manage-64)

This service recreates name keys for Z70 (Vendor and ILL Supplier), Z303 (Patron
Data), Z308 (Patron ID) and Z108 (Course Name and Instructor Name). If your
system uses Z308-ENCRYPTION, the name key of Z308 will be created according to
the encryption type. This service should be run if a change has been made to the filing
values/rules for BORROWER_NAME_KEY and/or VENDOR_NAME_KEY and/or
COURSE_NAME_KEY and/or INSTRUCTOR_NAME_KEY.
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Remove Library (manage-92)
This service removes an ADM library from a library consortium. This includes:

e Extraction and deletion of the removed ADM library's data.

e Extraction of all shared records, such as patron and profile records, vendors
and staff permissions. Records that identified as belonging to the removed
ADM library are extracted and deleted.

e Extraction and deletion of HOL records that are identified as belonging to the
removed ADM library.

e Extraction and deletion of BIB records that are linked only to the removed
ADM library.

e Extraction and deletion of Course Reading records.
The extracted records are saved in files with names such as zxxx.seqaa.

18.12 Maintenance

Maintenance List (cir-36)

This service produces a list of items that need to be sent to maintenance in the
specified time period. Your library can choose to produce this list for specific
locations, material types, item statuses and service providers. Depending on setup,
this batch can also attempt to make a booking for such items. Note that a booking
produced by cir-36 does not add head/tail/delivery times to the booking period as in a
regular booking. It is recommended to run this service on a regular basis.

19 Closed Stack Management
This chapter includes the following sections:
o Define "Closed Stack" Item Status
e Assign Item to Closed Stack

e Request Item

e Print Call Slip

e Item Found

e Item not Available

e Remove Item from Hold Shelf

The workflow for closed stack management is shown in the diagram below. Each step
is described in detail following the diagram.
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19.1 Define ""Closed Stack' Item Status

The first step in closed stack management is to define an item status for closed stack
items. To do so, edit tab15 (using UTIL G/5/15). An example from the table is shown
below:

1 2 3 4 567829

AB15 50 L Closed stack Y

[ R

Column 8 asks whether or not the item is on an open shelf. A closed stack item is
NOT on an open shelf.

In column 8 there are three options:
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e Y - Item can be requested and the item availability is checked.
e N - Item cannot be requested.
e C - Item can always be requested. There is no availability check

because hold requests are always allowed.

Use C in column 8 when you want to define an item's status as closed stack. Closed
stack items can always be requested.

The system supports different limits on the amount of time that an item is kept on the
hold shelf, depending on whether the hold is triggered by the return of the item, or
triggered by the command "Print Letter - Hold Request Filled" under the menu
Requests.

Most libraries use this command for closed stack management and want a shorter hold
period for items from closed stacks than for circulating items.

To define the hold period for closed stack items, edit tab44 (UTIL G/5/5/44).

19.2 Assign Item to Closed Stack

To assign an item to the closed stack, you may use the Items tab of either the Catalog
module or the Circulation GUI.

In the Items tab of the Catalog GUI, open the item's information. In the General
Information(1) tab of the lower pane, set the Item Status field to the Closed Stack item
status.

%Item Display 2. General Infarration (17 I 3. Gereral Information (2] I 4, Sarial Information I 5. Serial Lavals I £, HOL Links I

Barcode: I =R ] Ttern Status: I 11 M | pdate I
Sublibrary: I LILIMC IH Itern Process Status: I M Sawe Defaults |
Collection: | El Enum, Level 1 (A)(vol) |1 Refresh |

Copy Mumber:

I Erum. Level 2 (E] I WIIT Cancel |
Material Type: I EDOK |E|

Hell, Link: [ ]

85X Type/Linking number: | 3 M [1 m ™ Temporary Location
Call Mo Type/call Mo | M [367 |ﬂ

2nd Call No Type/Call No.: | |ﬂ | El

Drescription: | v, 1o WIII(2001: Aug.) @M

In the Circulation module, select Items/Change Item Information from the main
menu. Set the Item Status field to the Closed Stack item status.
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Change Item Information - Step 1 [B52 Overmride in Effect]

Sublibrary: I—IH [~ Permanent Change G
Itern Status: I—IH ¥ Check Requests
Item Process Status: I—IH
Rernote Storage 10 I—IH
Collaction: I—IH

Call Murnber: I =] Cloze

I

Call Murnber 2: I |E| }l Help
b

19.3 Request Item

When a patron requests a closed stack item through the Web OPAC, a hold request
will be placed for the item, whether or not it is out on loan.

Depending on the library's policy, the patron may request to have the item delivered,
rather than just held for pickup. The library can allow certain patrons to have items
delivered to them, or can restrict patrons and have closed stack items delivered to the
reading room for library use only. When the item is delivered to the reading room, the
processing of the request proceeds according to the reading room functionality.

After a patron requests a closed stack item, and before the item is loaned, the list of
holdings in the Search function will indicate that this item has been "Requested."

19.4 Print Call Slip

There are two different approaches that you may take to print call slips. One approach
is to have the system print them out automatically as soon as the requests for material
are made. (See Print-As-You-Go on page 216.)

The other approach is to wait for the requests to accumulate and then print out the call
slips in one batch that may be sorted by collection, location, request date, or other
parameter. (See Wait-Then-Print on page 217.)

You can decide to use one approach for one sublibrary, collection or item status, and
use the other approach for another sublibrary, collection or item status.

Each approach is explained in detail below.

In either case, call slips will not be printed for items which are being reshelved.
Additionally, if the request is part of a group of parallel requests, a slip will be printed
only for one of the available items. If the request is part of a group of serial requests,
only the first request in the group will be handled, regardless of which approach is
used.
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The sublibrary code can also be added as a prefix to the sequence number that is
printed on the call slip. To set this up, use UTIL G/2 to create a separate "last-slip-no”
parameter for each desired sublibrary (by adding the sublibrary code as a suffix to the
"last-slip-no™ parameter).

19.4.1 Print-As-You-Go

To have the system print out call slips automatically, as soon as the requests for
material are made, you must complete the following steps:

Step 1: Edit tab39

The System Librarian must first supply information in tab39 (accessible through
UTIL G/5/5/39). This information includes the libraries, collections and item statuses
that the system should check for hold requests. This information is used in
conjunction with the "ue6™ daemon discussed in Step 2 to create print files of call
slips.

Other information that must be provided in tab39 includes the number of call slips
that should be printed out for each request, and the printers that should be used. (This
information is used in conjunction with the Print Daemon in the Task Manager,
discussed in Step 3.) Separate printers may be used according to the sublibrary,
collection and item status. The system librarian may, therefore, have calls slips for
closed stack items printed out on a printer that is located near the closed stacks, and
separately from call slips for other locations.

Step 2: Create print files of call slips

You can have the system check for call slips once a minute and create a separate print
file for each one it finds. To do so, you must activate the "ue6" daemon using UTIL
E/6. (To stop this process, use UTIL E/7. This will deactivate the "ue6" daemon.)

Step 3: Print call slips

After the "ue6" daemon has created the print files of call slips, the call slips must be
printed out. To have the system print the call slips automatically, as soon as requests
for material are made, open the Task Manager. Go to the Print Daemon tab and click
the Setup button. Use the window that pops up to choose the libraries and print IDs
that will be directed to the PC's default printer.

Next, return to the Print Daemon tab and choose the command Activate Print
Daemon. When the Print Daemon is active, the system will look periodically for files
of a particular library that have a particular Print ID, and print them on the PC's
default printer. (For more information about setting up the Print Daemon, refer to the
Task Manager chapter.)

After the call slips are printed, the system transfers the print files to a special directory
where they are saved. (The directory is <library>/PRINT/SAVE_<time_stamp>.) This
enables you to reprint the call slips, if necessary. Note that the files must be
periodically deleted from this directory.

Staff User’s Guide — Circulation 216
October 5, 2010



19.4.2 Wait-Then-Print

You may want to wait for the requests to accumulate and then print out call slips in
one batch that may be sorted by collection, location, request date, or other parameter.
If this is the approach you want to take, you have two choices:

e Manually run the Call Slips for Requests (cir-12) service from the
Services menu in the Circulation GUI.

o Alternately, you can set up the system to run the Call Slips for
Requests (cir-12) function according to a pre-determined schedule, for
example twice a day at 11:00 am and 5:00 pm.

To define a schedule for running the Call Slips for Requests (cir-12) function, use
UTIL E/16 Update Daemon Job List (in the Administrative library). This utility
contains two files that may be edited, called job_list and job_list.conf (“conf" for
configuration). First use the job_list.conf file to define a schedule. Then open the
job_list file. This file lists all the functions (“jobs") that you want the system to
periodically run. Add the Call Slips for Requests (cir-12) function to the list. (The
function is identified by the procedure name p-cir-12.)

After you have used UTIL E/16 to define the printing schedule and to identify the
function that should be run, you can turn the periodic printing on and off. To do so,
use UTIL E/15 to stop and start the job daemon.

19.5 Item Found

When an item is found, it should be transferred to the Circulation desk so that a "Hold
Request Filled" letter may be printed. To do so, open the Circulation module and go
to the Requests menu. Choose the command "Print Letter - Hold Request Filled." Use
the form that pops up to enter the barcode of the item. You may also use a barcode
reader to scan in the barcode.

The system will take into account the delivery type of the hold request ("deliver” or
"pickup™), and print a "Hold Request Filled" letter that is appropriate for the delivery

type.

For the System Librarian: You can determine which printer will be used to print the
letter.

The following sections explain the differences between the templates and procedures
for items that are to be delivered versus items that are to be picked up.

19.5.1 Item Found (Deliver)

The template for the "Hold Request Filled" letter is hold-request-letter-02-nn ("nn" is
the version number of the template).

The system will print one copy of the letter to be placed in the item.

When the letter is generated, the system automatically loans the item to the patron.
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This is because the material delivery type is "deliver" and the library's policy is to
allow delivery.

After the item has been loaned to the patron, the due date will be displayed in the
Search function, and the hold request will be deleted.

19.5.2 Item Found (Pickup)

The template for the "Hold Request Filled" letter is hold-request-letter-01-nn ("nn" is
the version number of the template). Note that the template may contain the command
to send the letter to the patron by e-mail.

The system will print out a letter and a slip. The letter is sent to the patron, and the
slip is placed in the item.

When the letters are generated, the system automatically changes the status of the
item to "S" (for Hold Shelf). The item should, therefore, be placed on the Hold Shelf
for the patron to pick up. In the Search function, the message "On Hold" will be
displayed for the item.

When the patron comes to pick up the item from the Hold Shelf, you may loan the
item to the patron. The system will then automatically delete the hold request.

19.6 Item not Available

There could be two reasons why an item is unavailable:
e All copies are checked out.

e The item was not found (perhaps due to mis-shelving).

If all copies have been checked out, no call slip will be printed, and the status of the
hold request will be changed to "W" (Waiting).

Since the item is not available, you may send a "Hold Request Not Filled" letter to the
patron. (The sections below explain in detail how to generate this letter.) The template
for this letter is hold-request-wait-nn (where "nn" is the version number of the
template). Note that the template may contain the command to send the letter to the
patron by e-mail.

You can periodically reprint hold requests for items that were not available to see if
they are currently available. To do so, run the Request Reports (cir-07) service from
the Services menu. For the Hold Request Status field, choose "W - Material not yet
available (Waiting)."

The following sections explain procedures that are specific to each circumstance,
when an item is not found, and when all copies are checked out.
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19.6.1 All Copies Checked Out

If you are using the "Print-As-You-Go" system for printing call slips, your System
Librarian may have set up the system to automatically print a "Hold Request Not
Filled" letter in case all copies are checked out.

In all likelihood, the library will set up the system so that "Request Not Filled" letters
do not print, based on the expectation that the patron knew that the item was not
available when he placed the request.

If you are using the "Wait-Then-Print" system for printing call slips, which relies on
the Call Slips for Requests (cir-12) service in the Services menu, the system will
automatically print a "Hold Request Not Filled" letter in case all copies are checked
out. If you do not want the letter to be printed you should assign it to a dummy printer
in the Call Slips for Requests (cir-12) service.

In any case, if the request is part of a group of parallel requests, a single wait letter
will be printed only if all of the group's items are not available. If the request is part of
a group of serial requests, a wait letter will only be printed if the first request in the
groups is not available.

19.6.2 Item Not Found

If the item is not found (which may happen if, for example, the item has been mis-
shelved), you might want to send a "Hold Request Not Filled" letter to the patron,
informing him that the material is not available.

You will have to manually print the "Hold Request Not Filled" letter. To do so, open
the Circulation module and go to the Requests menu. Choose the command "Print
Letter - Hold Request Not Filled." Use the form that pops up to enter the barcode of
the item. You will have to enter the barcode manually, rather than scanning it in,
because the item is not at hand. You may refer to the call slip for the barcode.

If you do not want to save the hold request for an item that was not found, you may
delete it. To do so, open the Circulation module. You have your choice of calling up
either the Item record or the Patron record. Regardless of which record you call up,
click the Holds button that appears on the window. A list of hold requests will be
displayed. Highlight the desired entry and click Delete.

If you delete a hold request, a letter will be printed, informing the patron that his hold
request has been deleted. The template for the letter is hold-delete-s-nn (where "s"
stands for single hold request and "nn™ is the version number of the template). Note
that the template may contain the command to send the letter to the patron by e-mail.

19.7 Remove Item From Hold Shelf

Sometimes a patron does not pick up the item he requested. The item must then be
removed from the Hold Shelf. There are two ways to identify which items should be
removed. You may use either the Hold Shelf Report (cir-06) service or the Request
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Reports (cir-07) service from the Services menu. Following is an explanation of each
function and the procedures to follow with each.

19.7.1 Hold Shelf Report (cir-06)

The Hold Shelf Report (cir-06) lists items with the hold status "S" that have been
waiting on the Hold Shelf for longer than a given period of time. This will enable you
to identify those items that should be removed from the Hold Shelf.

You may also determine that the Hold Shelf Report service deletes a hold request for
a patron who does not pick up his item, and prints a letter to inform him that the item
is no longer being held for him.

There are two different templates available for this letter. If a single hold request is
being deleted, the template is hold-delete-s-nn (where "'s" stands for single and "nn" is
the version number of the template). If multiple hold requests are being deleted, the
template is hold-delete-nn. Note that the templates may contain the command to send
the letter to the patron by e-mail.

If you do not use the Hold Shelf Report (cir-06) service to delete the hold request, you
should manually remove it. To do so, call up either the Item record or the Patron
record and click the Holds button that appears on these windows. A list of hold
requests will then be displayed. Highlight the desired hold request and click Delete.

Note that you should not use the Delete Hold Requests function under the Requests
menu, because that function deletes all requests, as opposed to individual hold
requests according to a pre-defined filter. You can use the Delete Hold Request by
Barcode function.

The Hold Shelf Report includes a column indicating whether or not there are
additional hold requests for the item. The exact columns that appear in the report may
be defined in the rep_col table using UTIL 1/11. In that table, the code identifying the
report is p_cir_06.

However, keep in mind that the information regarding additional hold requests may
be out of date almost as soon as the report is printed. This is because patrons are able
to place new hold requests at any time.

Therefore, you should make it a practice to manually check for additional hold
requests. To do so, open the Circulation module. Go to the Circulation menu and
choose the command Set Up Return Options. Make sure that there is a check-mark
next to the option called "Holds List Display.” Then go to the Circulation menu and
choose the command Return. In the form that pops up, fill in the barcode of the item.
You may use a barcode reader to scan in the barcode. If there are any hold requests
for the item, the Holds List will be displayed.
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19.7.2 Request Reports (cir-07)

This service produces a list of the requests placed for library material. Such requests
can be for closed stack material, for material that is currently out on loan (hold status
"W"), for material that has become available and is waiting to be picked up (hold
status ""S") and for booking requests. The call slips for the requests may be printed
using the Print Call Slips service (cir-12).
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