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Chapter 1. New Features in Evergreen
Version 3.11

New Features in SitkaOs Evergreen 3.11 Playlist

1.1. Staff Client

¥ New visible password option on staff login screen.
¥ Library Settings Editor  now in new Angular interface.

¥ New Statistical Category Editor has separate interfaces for item statistical categories and patron
statistical categories .

1.2. Circulation

¥ Transit Slip now includes address without having to refresh screen.

¥ The Item Status list view now includes an optional column for Total Circulations. The column
must be enabled and saved.

¥ Libraries can allow patrons to renew their items after theyOve hit the maximum for fines by
setting the library setting Permit renewals when patron exceeds max fine threshold  to TRUE.

¥ Renewal Due Date Extended to Cover Lost Time. When an item is renewed before itOs due date,
libraries now have the option to extend the renewalOs due date to include any time lost from the
early renewal. For example, a 14 day checkout renewed after 12 days will result in a due date of
16 days hence. Contact Co-op Support if you are interested in this feature.

¥ Patron notes can now be unarchived.

1.3. Cataloguing

¥ New Staff View in staff catalogue. Adds a Staff View tab to the record details page in the staff
catalogue. In addition to showing various fields from the title record, it also shows a count of
hold requests and a break-down of available items versus total items, and it shows a breakdown
of similar records by format and language editions.

¥ Item Notes can now be edited.

¥ Import and Export of templates ~ now works in Holdings Editor.

1.4. Staff Catalogue

¥ Links in the staff catalogue Record Summary area now open in a new tab

¥ Title records without holdings are now highlighted in search results.


https://www.youtube.com/playlist?list=PLdwlgwBNnH4oSaT0d1i-1OiDWqS_HYT0u

1.5. Public Catalogue

¥ Emall Title details from the public catalogue now works.

¥ New Hours of Operation Note  field. When patrons click on your libraryOs hours of operations on
the OPAC, this new note field displays any split hours or service related notes.

¥ OPAC-visible statisitical categories are now visible in the public catalogue.

¥ Patron login on My Account  now includes a button to reveal the password input.

1.6. Course Reserves

¥ Courses can be un-archived. Course reserves staff can now un-archive a course that was
previously archived, either from its course page, or from the course list.

1.7. Administration

¥ New Hours of Operation Note field. You can now add a note to display split hours or other
service information to your open hours display on the OPAC.

¥ Library Settings Editor  now in new Angular interface.

¥ New Statistical Category Editor has separate interfaces for item statistical categories and patron
statistical categories .

¥ Renewal Due Date Extended to Cover Lost Time. When an item is renewed before itOs due date,
libraries now have the option to extend the renewalOs due date to include any time lost from the
early renewal. For example, a 14 day checkout renewed after 12 days will result in a due date of
16 days hence. Contact Co-op Support if you are interested in this feature.



Chapter 2. Revisions and Attributions to
Contributors

This manual was published October 22, 2023.

BC Libraries Cooperative acknowledges the Documentation Interest Group (DIG) Copyright © 2008-
2017 GPLS and others, for their contribution to this manual.

<?dbhtml-include href="/data/asciidoc/checkouts/sitka-manual-master/matomoTracking.html|"?>



Chapter 3. Sitka and Evergreen Resources

Sitka Policy

¥ SitkaOs Evergreen Policy & Best Practices Manual contains policy and best-practice documents
supporting SitkaOs consortial installation of the Evergreen ILS.

Websites

¥ The BC Libraries Cooperative website ( https://bc.libraries.coop/support/sitka/ ) provides
information about the implementation of Evergreen in BC, Manitoba, and Ontario including
Sitka documentation, and Sitka policy and governance documents.

¥ See the Evergreen site ( hitp://evergreen-ils.org/ ) for information about Evergreen for all
audiences, not specific to Sitka. Includes links to the Evergreen blog, the software development
roadmap, and general documentation.

Listservs

¥ Join the Sitka Group on the BC Libraries Cooperative website where current member libraries
discuss SitkaOs implementation of Evergreen.

! Library directors and managers can contact Co-op Support to request BC Libraries
Cooperative accounts for their staff.

Any library specific questions that include patron information should be directed to

NOTE
Co-op Support.

¥ Evergreen Mailing Lists  http://evergreen-ils.org/communicate/mailing-lists/

I Multiple lists for discussions of Evergreen inclding general, acquisitions, cataloguing, and

circulation.

I Messages sent to the General, Developer, and DIG Evergreen lists are searchable at
http://georgialibraries.markmail.org/search/

Sitka Community Documentation

We encourage Sitka sites to share locally produced Evergreen documentation with the wider Sitka
community. If you have any guides, tutorials, or tip sheets to share please contact Co-op Support.


http://docs.libraries.coop/policy/
https://bc.libraries.coop/support/sitka/
http://evergreen-ils.org/
https://bc.libraries.coop/support/
http://evergreen-ils.org/communicate/mailing-lists/
http://georgialibraries.markmail.org/search/

Chapter 4. SitkaOs Evergreen Support

The Co-op Support team strives to respond to new requests within 24 hours, excluding weekends.
To manage requests (also referred to as tickets) the Support team uses ticket tracking software
called Request Tracker (RT)

4.1. How to Contact Support

There are four ways to contact Co-op Support for regular Evergreen support:

1. Request Tracker Interface . Submit and track requests with RT Self Service. After logging in
you may use the form to create new tickets, track the progress of open tickets, or review issues
that have been resolved. More information can be found in RT Self Service.

2. Email . Send questions to the support email address. Requests submitted by email generate RT
tickets and can also be viewed online by logging in to RT Self Service.

3. Online Contact Form . Send questions to Co-op Support through the contact form on the BC
Libraries Cooperative website. Requests submitted through the contact form generate RT tickets
and can also be viewed online by logging in to RT Self Service.

4. Phone . Telephone support is available 9:00 AM to 4:00 PM Pacific Time, Monday to Friday
Call our toll free number during regular hours to speak with support staff or leave a message.
To protect our staff we do not accept anonymous calls so please ensure your caller ID is not
blocked.

The Co-op Support toll free number can be found on the Sitka Support page. This information is
also given to libraries during migration.

4.1.1. Emergency Support

Emergency support is available outside of regular support hours. If you are unable to connect to the
Evergreen server, your LibPress site is down, or patron authentication via SIP or PatronAPI is down
call our toll free support number and select option 9 to connect to an on-call tech.

4.2. Guidelines for Support Requests
Submitting Support Tickets (5:47)
Thorough and consistent reporting makes it easier for Co-op Support to respond to your requests.

¥ Report problems as they occur . Prompt reporting may help us catch a problem before it
affects other patrons, respond quickly to issues that impact multiple libraries, or save you time
if there is an easy solution. Please report issues as soon as is convenient.

¥ One issue per request . Please submit one issue at a time. Emails generate tickets in RT which
are assigned to support team members. Reporting each question separately helps us assign,
classify, and prioritize tickets more efficiently.

¥ Contact information . We strive to offer friendly, personalized service. Please include your
name, your library, and use an email address where we can reach you directly.


https://bc.libraries.coop/support/
https://bc.libraries.coop/support/sitka/
https://youtu.be/QIhx6KTXERk

¥ Descriptive subject . To make tickets easier to identify in RT please provide as descriptive a
subject as possible.

I Example of a descriptive subject line: Circ+Full Cat login unable to edit item record
I Example of a non-descriptive subject line: Editing question

¥ What, where, when, how? Be specific about what you were doing in Evergreen, what results
you obtained versus what you expected, and the steps required to reproduce the problem. If
you cannot reproduce the problem exactly please describe the circumstances in which it
occurred and the symptoms observed, including relevant patron and item barcodes.

¥ Include error messages . If the problem caused any OPAC or staff client error messages please
copy and paste error text or attach screenshots when possible. See Submitting Files to Support
for guidelines.

¥ Include example barcodes and IDs . A problem in circulation? Make sure you include the
patron and/or item barcodes that were in use when the problem occurred. Cataloguing issues?
Make sure you include the item barcode and/or the record ISBN/ISSN or record ID where the
problem occurred.

¥ Do NOT send passwords . Co-op Support will never ask for patron or staff passwords.

¥ Include report output URLS . If youOre reporting an issue or question related to a specific report
youOve run make sure you include the link to the report output so that Support view it.

¥ Troubleshooting . Spare yourself a boring or obvious email from the Support Team: tell us what
steps you have already taken to try and resolve the problem.

4.2.1. Submitting Files to Support
When submitting files to Co-op Support please follow the guidelines below:

¥ Submit images as a .jpg or .png.

! The best file formats in which to save screenshots are .png and .jpg. These files are easily
accessed by Sitka Support and are unlikely to contain viruses.

¥ Submit plain text files (.txt) for text changes to things such as email notification wording.
¥ Do not submit .doc or .docx unless absolutely necessary.

! Files saved as .doc or.docx require additional software to open them and have a higher
potential for carrying viruses.

4.3. RT Self Service

Each library has one account to access RT. Under this account staff are able to see all the tickets
associated with their library. Not sure what the username and password is for your libraryOs
account? Contact Co-op Support to find out.

4.3.1. Access RT Self Service

You can login on the RT website https://support.libraries.coop/rt/


https://bc.libraries.coop/support/
https://support.libraries.coop/rt/

The Self Service home page displays current tickets submitted by email or in RT. To re-open a closed
ticket simply add a new reply. This will change the status to open and alert Co-op Support that more
attention is required.



Chapter 5. Getting Started

5.1. Accessing the Evergreen Staff Client

¥ SitkaOs Evergreen web client is only supported in Chrome. You must use Chrome to login to
Evergreen.

¥ The web client is responsive to device and to screen size, and can look different on different
devices.

¥ The URL to log into the staff clientis https://catalogue.libraries.coop/eg/staff/

& Staff Login

< &

https://catalogue.libraries.coop/eq/staff

L} Search ~ Circulation ~ Cataloguing ~ Acquisifions ~ Booking ~ Administration~

Sign In

Uszername USEemame

Password Password L4

Sign in

5.2. Registering a Staff Workstation

Sitka Snippet Video - Register Workstation (2:06)

Every computer used with SitkaOs Evergreen for staff functions must have at least one registered
workstation.

Staff will be prompted to register a workstation if:

¥ this is the first time the computer/browser has been used with SitkaOs Evergreen.
¥ they are logging into a different server, such as Co-op SupportOs  training server

¥ the cookies for the browser have been cleared.
NOTE Only local system administrator staff accounts can register workstations.

1. Navigate to the web client log in page. The URL to log into the staff client is
https://catalogue.libraries.coop/eg/staff/
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https://catalogue.libraries.coop/eg/staff/
https://youtu.be/GsZj_3YBVRM
https://bc.libraries.coop/support/sitka/training-server/
https://catalogue.libraries.coop/eg/staff/

2. Enter a local system administrator username and password.

3. Click Sign In

Sign In

Username sitkalsaMPL
Password e @
Sign in

4. You will be prompted to register a workstation.

5. Choose your library short code from the drop down menu.

Please register a workstation.

Reqgister a New Workstation For This Browser

3

MPL - Workstation Name Reqister

Workstations Registered With This Browser

6. Enter a unique workstation name.

Your workstation settings and preferences are stored on SitkaOs Evergreen server

with your workstation name.
TIP
If you are re-registering a workstation you should use the original workstationOs

name or you will lose your stored workstation settings and preferences.

7. Click Register .

11



Please register a workstation.

Register a New Waorkstation For This Browser

s I
MPL ~ | MPLcircT] Register

Workstations Registered With This Browser

8. The new workstation is listed in the  Workstations Registered With This Browser menu.

9. Click Use Now to return to the login page.

Register a New Workstation For This Browser

MPL -~ | MPLcirc1 Fegister

Workstations Registerad With This Browser

MPL-MPLcirc1 (Default) v

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

12

Sign In
Username | Usermame

Password | Password &

Workstation MPL-MPLcirc




11. You can now use any library staff account to log into Evergreen.

5.2.1. Logging into Evergreen

1. The URL to log into the staff clientis https://catalogue.libraries.coop/eg/staff/

2. Enter your username and password.

3. Verify that the correct workstation is selected and click Signin .
4 Search ~ Circulation- Cataloging -~ Acguisitions ~ Booking -~ Administration - M English (US)
Sign In
Username sitkalsabdPL
Password serasras @
Workstation MAPL-MPLCinc?

4. If your staff user name account lacks a working location, Evergreen blocks the login and
prompts for a Working Location

If you cannot login try the following:

¥ Double check that you are using your username and not your barcode. Your
barcode cannot be used to log into the staff client unless your username is your
barcode.
TIP
¥ Use the visibility toggle to see your password and confirm it is correct.
¥ Have your local system administrator check that your account has not expired.

¥ Have your local system administrator check that your account has a working
location.

5.2.2. Logging Out of Evergreen

1. Click the menu button in the upper right-hand corner.

2. Select Log Out from the drop down menu.

13


https://catalogue.libraries.coop/eg/staff/

N Search ~  Circulation~  Cataloging ~  Acguisitions ~  Booking ~  Administration ~ sitkalsaMPL @ MPL-JP-Maple ™ English (US) =

12 Change Operator
=0
EVERNGREEN G
Item Search and Cataloging Circulation and Patrons Administration
‘: O Check Out Items I ! Sitka’s Evergreen Documentation
‘ O Check In ltems {y‘ Get Help
Sitka
Search for.. Search Catalogue | ! Search For Patron By Mame &l Patron Deletion Too
CAUTION Closing all browser windows will automatically log you out of the web client. If

you only close the tab where the web client is loaded, you will remain logged in.

5.2.3. Change Operator

1. Click the menu button in the upper right-hand corner.

2. Select Change Operator fom the drop down menu.

N Search ~  Circulation~  Cataloging ~  Acquisitions ~  Booking ~  Administration ~ sitkalsaMPL @ MPL-JP-Maple [ English (US)

= St
EVERNGREEN ® o
Item Search and Cataloging Circulation and Patrons Administration

Check Out ltems I ! Sitka's Evergreen Documentation

Check In ltems :‘ Get Help

3> Q ©

I ~
. | Search For Patron By Name Patron Deletion Too
Search Catalogue “ I

3. Enter the username and password for the staff account you would like to switch to.
4. Choose a login type from the drop down menu.
a. Temporary - The new operator will be automatically logged out after a set period of time.
b. Staff - The new operator will remain until the user selects Restore Operator  from the Menu .

c. Persistent - The new operator will replace the original operator.

14



Operator Change

Usermname: zclsaMPL
Password: O .....| ‘
Login Type: Staff v

OK/Continue |

5. Click OK/Continue

5.3. Configuring Your Workstation

5.3.1. Function Bar

The function bar can be found throughout Evergreen and enables you to page through pages, adjust
the number of rows displaying, access the Actions menu, and manage your columns and Actions
menus.

The function bar comes in two styles with similar functionality.

M 4« MW  Actonsv Rows25~ Page1l~

1. Page through pages

2.
3.
4.
5.
6.

Actions Menu

Adjust number of rows
Jump to page

Show Grid Options menu

Text wrap



5.3.2. Column Configuration

From many screens and lists, you can click on the column picker drop-down menu to change which
columns are displayed. Various search results tables may not default to the most useful columns.
For instance, the patron search results page may be easier to use if you change the columns to Card,
Last Name, First Name, Middle Name, and Primary Identification, and you may wish to have the
results sort by Last Name, then by First Name.

To customize your columns:
1. Click on the dropdown arrow or the settings symbol on the function bar to open the column
picker.

a. Some options in the menu and the resulting screens will differ depending on the version of
the function bar.

=y 4 % > Rows 25 - -
M 4 | W | Rows25~ | Pagel~|| ~ ] ‘ ‘ ‘ H H
- / Manage Columns [ Patron alias "k, Manags Columns
++ [lanage Column Widths - Manage Celumn Widths
¥ Save Columns = Manage Actions Menu
=
= Resel Columns H Sawe Grid Settings
® Download Full CSV
#1) Resst Columnz
4 Print Full Grid
&y Download Full C5V
Ackive B Print Full Grid
Earred
Awailable Date
—

2. You can select the desired display columns from the dropdown list or,
3. Click Manage columns for more options.

a. Click Visible to make a column visible or hidden [T/F].

b. Click Sort Visible Columns to Top

c. Click Move Up or Move Down to change column position.

d. Click First Visible or Last Visible to move the selected column to the top or bottom of the
list.

e. Use Sort Priority  to prioritize how sorting should work. (A negative number will sort the
column in reverse order.)

i. This option only appears in certain cases.

16



Visible Column Name Move Mowve First Visible Last Visible -
Up Down
Owmning Org Unit I Jr T 4
Mame 4 1 T 1
Is OPAC Visible? + - T yy
Can Circulate? I Jr T 4
Is Holdable? I Jr T 4
X Hald Capture Requires I b T 4
Verification
x Checkin Alert 4 L T 4
Is Deleted? 4 + 3 £
Label Prefix A 3 T 1
X Lalel Suffix 4 L T 4
x URL . n -
Lo

4. Click Manage Column Widths

a. Click Expand or Shrink to adjust column sizes.

CM Full label

5. Click Save Grid Settings

H ¥ H Rows 100 -

IE
p

Manage Columns

Manage Column Widths

Manage Actions Menu

Save Grid Settings

Reset Columns

€} Download Full 5V

Print Full Grid

4

5.3.3. Manage Actions Menu

On one version of the Function Bar, found on some screens, you can choose Manage Actions Menu
to change which actions are displayed and available. The action choices vary from screen to screen.

17



1. Click on the Show Grid Options (gear icon) menu.

2. Select Manage Actions Menu

Patron alias "\, Manags Columns

> Rows 25 = ‘

—

Manags Actions Menu

Sawe Grid Settings
1) Reset Columns
&) Download Full C5V

™ Print Full Grid

Available Date

3. Make required changes and click  Close.

18



Menu ltem
Hold
Cancel Hold
Find Another Target
Modify Hold(s)
Print Holds
Show Hold Details
Transfer To Marked Title
ltem
Mark ltermn Damaged
Mark Itemn Discard/\Weed
Mark ltem Missing
Show Last Few Circulations
Patron
Retrieve Patron

O OX=0 000000 j
&
(1]

4. Click on the Show Grid Options (gear icon) menu again.

5. Select Save Grid Settings

IE

ul * Manage Columns

‘ » H Rows 100 ~

- Manage Column Widths

o = Manage Acticns Menu

|4
B =ave Grid Settings

41} Resst Columns

&y Download Full C5W

™ Print Full Grid

5.3.4. Library Selector

Some interfaces include a library selector that enables staff to set the scope for the interface.
There are currently several styles of the library selector.

The library selector in newer interfaces shows the full names of the library if full names are

19



enabled .

Where applicable Ancestor and Descendants checkboxes are included. Multi-branch libraries can
set the library to their system and then check the Descendants checkbox to include all of their
branches.

O + Ancestors
+ Descendants

Library | Mdaple Library (MPL)

The library selector in older interfaces only shows the library shortcode. This older style of library
selector will be phased out as future updates to Evergreen replace the older interfaces.

Home Library: MEL

5.3.5. Filters

Some interfaces include filters that enable staff to filter the available rows.

Remowe Filters H Mew Shelving Location ” Apply Translations ] ‘T ‘THT | Rows 100 = ~ o ]
0 seiected | |
[ # Owning Org Unit Name Is OPAC Visible? Can Circulate? Is Holdable? Is Deleted?
Filter= Filter= Filter= Filter= Filter= Filter=
: O 1 MPL 5-6-7 Book Club ; [ s | [ ves | ;
O 2 MPL Adult Fiction [ Yes [ s | [ ves | [ 1o
O 3 MPL Adult Fiction on CD e | [ v | [ e | [ o

Depending on the data in the field the filters will either allow you to filter on true/false or the text
values.

Is Holdable? Is Deleted?
Filter= Filter=

' -
=

: ’ Apply filter l ’ Cearﬂ:erl ’ C:usel

20



Name -+ Is OPAC Visible?
Filter= Filter=
:  Operator

4 Is exactly W

Erter value to filter by

[ Apply filter l [ Clear filter l [ Close ]

When a column is filtered it will display with a blue Filter that can be edited to change the value of
the filter. Filters can be removed individually per column by clearing the filter or all filters can be
removed at once using the Remove Filters  button.

l Remove Filters “ Mew Shelving Location ” Apply Translations ] 1< < » Rows 100 = - [ Q l
0 selected
O & Owning Org Unit Name + Is OPAC Visible? Can Circulate? |s Holdable? Is Deleted?
Filter= Filter= Filter= Filter#d” Filter=
O 1 MPL Adult Fiction Vs | Ve | [ s | [ o]
O 2 MPL Adult Fiction on CD Vs | Ve | [ s | [ hio
0O 3 MPL Adult Mon-Fiction [ ves | [ ves | [ e [ o]

5.3.6. Workstation Administration
Workstation specific information can be set by going to Administration ! Workstation
Here staff can:

¥ register additional workstations

¥ configure printer settings

¥ customize receipt printer templates

¥ view and remove stored preferences

¥ view information about Hatch

¥ run latency tests

¥ disable and test sounds for the staff client

¥ set the library selector to include the full name of libraries

Staff should not use the search preferences settings found in Workstation Administration. Instead
search preferences should be set from within the staff catalogue. See Search Preferences .

5.4. Keyboard Navigation

Staff can use the following navigation bar functions to navigate Evergreen.

21



1. Use the Tab key to move between the top-level menu items.

2. Press Enter , Space, or the down arrow on a top-level item to open its submenu. Pressing Esc
will close it.
3. Shift-tab from the first submenu item back to the top level, and use Enter or Space to toggle the

button again and close the submenu.

4. Within the submenu, use either  Tab and Shift-Tab to move up and down, or the up/down arrow
keys.

Staff can also use the following keyboard shortcuts to navigate Evergreen.

Table 1. Keyboard Shortcuts

Key Function

CTRL+H Display Keyboard Shortcut List
F1 Check Out

F2 Check In

F3 Search the Catalogue

F4 Search for Patrons

F5 Item Status

F6 Record In-House Use

F8 Retrieve Last Patron

Fo9 Reprint Last Receipt
SHIFT+F1 Register Patron

SHIFT+F2 Capture Holds

SHIFT+F3 Retrieve Bib Record by TCN
SHIFT+F8 Retrieve Last Bib Record
CTRL+F2 Renew ltems

5.5. Downloading and Installing Hatch

Hatch is an optional installable program that works with your browser to manage complex
printing needs, such as printing to different printers under different circumstances.

1. Install Java Runtime Environment (JRE). Windows only requires a JRE to run Hatch, not a full
JDK. Download and install JRE version 1.8 or higher from java.

2. Install Hatch Download the executable file from Hatch and refer to the Installation Instructions

3. Install Chrome extension. If the extension was not installed automatically when installing Hatch
you can get it directly in the browser from the Chrome App Store Chrome App Store

22


https://www.java.com
https://evergreen-ils.org/downloads/Hatch-Installer-0.3.2.exe
https://evergreen-ils.org/documentation/install/INSTALL_Hatch.html
https://chrome.google.com/webstore/detail/hatch-native-messenger/ppooibdipmklfichpmkcgplfgdplgahl

5.5.1. Enable Hatch in Evergreen

Log into Evergreen as LSA.

Click Print Service ( Hatch )

g > w poPE

Click Administration ! Workstation

Make sure that you see that Hatch is available. Select  Use Hatch For Printing

Log out. Print preferences will now be stored in Hatch.

Refer to Printing with Hatch  to configure printer settings.

Refer to Troubleshooting Hatch

if you are having issues with Hatch.
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Chapter 6. Best Practices for Using the
Browser

6.1. Setting Browser Defaults for Web Client

To ensure that staff can easily get to the web client portal page on login without additional steps,
you can set the browserOs home page to default to the web client.

Setting the Web Client as the Home Page in Chrome

1. Click Menu . (three vertical dots in the upper-right corner).

2.
3.

4.
5.
6.

24

C | & Secure | httpsy/training2.catalogue.libraries.coop/eg/staff/

A Seach~ Ciculaion~  Cataloging~  Acquisiions~  Booking~  Administration~ ssisaMPL @ MPL-MPLadmin1 =

Click Settings .

In the On startup section, select Open a specific page or set of pages.

On startup

(O  Openthe New Tab page
(O  continue where you left off

(®  Open a specific page or set of pages

Add a new page

Use current pages

Click Add a new page .
Site URL: https://catalogue.libraries.coop/eg/staff/

Click Add .


https://catalogue.libraries.coop/eg/staff/

Add a new page X

Site URL
https://catalogue libraries.coop/eq/staffy

CAMNCEL ADD

6.2. Bookmarks and Shortcuts

6.2.1. Bookmark Toolbar
Sitka Snippet Video - Bookmark Toolbar (3:44)

The web client allows you to bookmark the pages that you use the most, and to use your browserOs
existing functionality to build your own custom toolbars and even to use browser profiles for
different activities.

Google Chrome Help - Create, view & edit bookmarks

6.2.2. Tab Buttons and Keyboard Shortcuts

As the staff client is loaded in a web browser, library staff can use browser-based tab controls and
keyboard shortcuts to help with navigation. Below are some tips for browser navigation that can be
used in Chrome on Windows PCs.

Keyboard Shortcuts for Tabs
¥ Use CTRL+T or click the browserOs new tab button to open a new tab.
¥ Use CTRL+W or click the x in the tab to close the tab.
¥ Undo closing a tab by hitting CTRL+Shift+Tab .
¥ Use CTRL+F5 or click the Refresh button to refresh the tab.

¥ To open a link from the web client in a new tab, CTRL+click the link or right-click the link and
select Open Link in New Tab . Using this method, you can also open options from the web
clientOs dropdown menus in a new tab

¥ Navigate from one tab to another using ~CTRL+Tab on the keyboard.

Setting New Tab Behavior

Some users may want to automatically open the web clientOs portal page in a new tab. Chrome will
not open your home page by default when you open a new tab. However, optional add-ons will

allow you to set the browsers to automatically open the home page whenever open opening a new
tab. These add-ons may be useful for those libraries that want the new tab to open to the web client

portal page.
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https://youtu.be/-nODOz_0S_M
https://goo.gl/MCa42e

6.3. Browser Configuration

6.3.1. Update browser

Make sure your browser is up to date

1. Click Menu .

@ Home x ‘ﬂ Settings
e

C | & Secure | httpsy/training2.catalogue.libraries.coop/eg/staff/

A Seach~  Circulation~  Cataloging~  Acquisitions~  Booking~  Administration~ ssisaMPL @ MPL-MPLadmin1 =

2. Click Help .
3. Click About Google Chrome

4. You should see a message saying Google Chrome is up to date.

6.3.2. Allow Pop-ups

Your browser must allow pop-ups from https://catalogue.libraries.coop or you will see a small
icon or message when a pop-up is triggered.

Eh Pop-up blocked

Allow Pop-ups
1. Click Menu .
@ Home x‘ﬂ Settings

@ Pop-up blocked

&«

C | @ Secure | httpsy//training2.catalogue libraries.coop/eg/staff/

A Search ~ Circulation~ Cataloging Acquisitions v Booking ~ Administration~ sslsaMPL @ MPL-MPLadmin1

2. Click Settings .
3. Click Privacy and Security  on left side of screen.
4. Scroll down and click  Site settings .

5. Scroll down to Content and click on Pop ups and redirects
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https://catalogue.libraries.coop

6.
7.

8.

Content

Cookies and site data

& »

Third-party cookies are blocked in Incognito mode

o JavaScript b
Sites can use Javascript

Images
Sites can show images

Pop-ups and redirects
Sites can send pop-ups and use redirects

Under Customised behaviors  click Add beside Allowed to send pop-ups and use redirects
Site: https://catalogue.libraries.coop

Click Add .

Add a site
Site

https://catalogue.libraries.coop

Cancel

6.3.3. Allow Cookies

Allow Cookies

1

© © N o o & w N

Click Menu .

% Home

&

C | @ Secure | httpsy//training2.catalogue.libraries.coop/eg/staff/

L. 3 Search - Circulation Cataloging ~ Acquisitions ~ Booking ~ Administration ~ sslsaMPL @ MPL-MPLadmin1

Click Settings .

Select Privacy and security ~ from the left hand side.

Click Cookies and other site data

Under General Settings make sure Block third-party cookies in Incognito s selected.
Clear cookies and site data when you close all windows  should be off.

Under See all cookies and site data click Add beside Sites that can always use cookies .
Site: https://catalogue.libraries.coop

Click Add .
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General settings
O  Allow all cookies v
(®  Block third-party cookies in Incognito ~

Sites can use cookies to improve your browsing experience, for example to keep you signed inor
to remember items in your shopping basket

®

%) While in Incognito, sites can't use your cookies to see your browsing activity across different sites;
for example, to personalise ads. Features on some sites may not work.

(O  Block third-party cookies v
(O Block all cookies (not recommended) v
Clear cookies and site data when you close all windows
Send a ‘Do Mot Track’ request with your browsing traffic

Preload pages for faster browsing and searching
Preloads pages that Chrome thinks you might visit. To do this, Chrome may use cookies, if you allow ®
cookies, and may encrypt and send pages through Google to hide your identity from sites.

See all cookies and site data »

Customised behaviours

Sites that can always use cookies Add

Security Software and Cookies

If you have cookies enabled in your browser, but they are disappearing, check your computerOs
security or antivirus software to see if it may be deleting your cookies on a regular basis.

6.3.4. Turn Off Autofill

1

2.
3.

4.
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Click Menu .

@ Home

&«

C | @ Secure | httpsy/training2.catalogue.libraries.coop/eg/staff/

A Search - Circulation - Cataloging ~ Acquisitions ~ Booking ~ Administration ~ sslsaMPL @ MPL-MPLadmin1

Click Settings .
Under Autofill click Addresses and more

Turn off Save and fill addresses



&  Addresses and more

Save and fill addresses
Includes information such as phone numbers, email addresses and delivery addresses

Addresses

Saved addresses will appear here

6.4. Troubleshooting

6.4.1. Clear Cache

Clear Cache

1. Click Menu .

@ Home x ‘c Settings
6

C | @ Secure | httpsy//training2.catalogue libraries.coop/eg/staff/

F. 3 Search ~ Circulation~ Cataloging ~ Acquisitions ~ Booking ~ Administration~ sslsaMPL @ MPL-MPLadmin1 =

2. Click More tools
3. Click Clear browsing data
4. Set Time Range
a. All time
5. Check the box nextto Cached images and files (other boxes can be left unchecked).

6. Click Clear Data .
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Clear browsing data

Basic Advanced

Timerange  All time -

Browsing history
56 items

Download history
1 item

Cookies and other site data
From 303 sites

Cached images and files
61.7 MB

80 0O 0O

Passwords and other sign-in data
MNone

1 0

Autc-fill form data -

Cancel Clear data

6.4.2. Clear Cookies

If you log in and see a blank page with the green bar across the top, but nothing else will load, you
may need to clear your browserOs cache and cookies.

Clear Cookies

1
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Click Menu .

# Home

&

C | & Secure | httpsy/training2.catalogue.libraries.coop/eg/staff/

L. 3 Search - Circulation Cataloging ~ Acquisitions ~ Booking ~ Administration ~ sslsaMPL @ MPL-MPLadmin1 =

Click More tools

Click Clear browsing data

Check the box next to Cookies and other site data .
Check the box nextto Cached images and files.
Set Time Range

a. Alltime (recommended)

Click Clear Data .

Return to https://catalogue.libraries.coop/eg/staff


https://catalogue.libraries.coop/eg/staff

6.4.3. Reset Settings

If you still see a blank page with the green bar across after clearing your cookies the next step is to

reset your settings for Chrome.

Reset Settings

1

© g ~ w DN

Click Menu .

C | @ Secure | httpsy/training2.catalogue.libraries.coop/eg/staff/

Administration ~

Search - Circulation - Cataloging ~ Acquisitions ~ Booking ~ sslsaMPL @ MPL-MPLadmin1

Click Settings .

Click Reset and clean up

Click Restore settings to their original defaults
Click Reset settings .

Return to https://catalogue.libraries.coop/eg/staff

6.4.4. Delete the Offline Database

If you still see a blank page with the green bar across after clearing your cookies and resetting your
settings the next step is to delete the offline database.

© ®©® N o 0 M W

Navigate to https://catalogue.libraries.coop/eg/staff

Click Menu .

@ Home x ‘c Settings
6

C | @ Secure | httpsy//training2.catalogue libraries.coop/eg/staff/

A Search ~ Circulation~ Cataloging Acquisitions v Booking ~ Administration~ sslsaMPL @ MPL-MPLadmin1

Click More tools .

Click Developer tools

Switch to the Application tab (you may need to click on the double arrow so see all the tabs).
Expand the Indexed DB section.

Click on the offline - https://catalogue.libraries.coop section.

Click the Delete database button.

Click the X in the upper-right corner of the section to close the tool frame.
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&« C 8 https://catalogue.libraries.coop/eg/staff/login?route_to=%2Feg%:2Fstaff%2F hd & e

m | T -
Applicat offline
Sign In
Sacurity origin - https;/¥catalogue libraries.coop
Username L
Version 2
Usemame
Password Delete database Refresh database
Password taloguelibraries coop
gue.libraries.coop
. = Web S
Workstation & Wik SO
» @ Cookies
Z5P-A-JP-Old-Coopville ¥
Cache
Sign in » = CacheStorage
8E Application Cache
Framas
* Dtap

6.4.5. Reconnect Hatch

If you have Hatch installed, use these directions to reconnect your browser to Hatch after clearing
your cache or deleting the offline database.

. Reconnect your browser to Hatch

Log in with a Local System Administrator account.

Register workstation and click  Use Now to log in again.

Navigate to Administration " Workstation " Print/Storage Service ("Hatch")

Select Use Hatch For Printing

Click on the Home icon.

You will be returned to the workstation registration screen again - click Use Now to log in again.

© N o o > w N B

Your local settings should now be restored.

6.4.6. Retrieve Console Messages

If you are having problems, please include screenshots and error messages from the console(s).

Chrome Console Messages:

1. Click Menu .

W Home x ‘c Settings
e

C | @ Secure | httpsy//training2.catalogue libraries.coop/eg/staff/

A Search ~ Circulation~ Cataloging Acquisitions v Booking ~ Administration~ sslsaMPL @ MPL-MPLadmin1 =
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Select More Tools.

Select Developer Tools. (This will open a pane on the right-side of your browser.)
Select the Console tab.

Change the "Default" dropdown to be sure that Verbose is checked.

Either take a screenshot or copy and paste the text that appears in the console when you see the
errors occurring. Be sure to include any of the errors that display in red.

Hatch Extension Console Messages:

1
2
3
4
5.
6
7
8
9

. In Chrome, click Menu .

. Select More tools.

. Select Extensions.

. Check the box at the top of the screen that says Developer Mode.

Scroll down to Hatch Native Messenger.

. Click on the link that says "background" page. (This will open a new window.)
. Select the Console tab.

. Change the "Default" dropdown to be sure that Verbose is checked.

. Either take a screenshot or copy and paste the text that appears in the console when you see the
errors occurring. Be sure to include any of the errors that display in red.

NOTE Please read Guidelines for Support Requests  before submitting your ticket.

33



Circulation

34



Chapter 7. Patron Accounts

7.1. Retrieving Patron Accounts

Patron accounts can be retrieved in Evergreen using the patronOs barcode or other searchable
terms from the patronOs account.

7.1.1. Retrieving an Account via Barcode

The check out screen allows you to enter a patronOs barcode.

1. Go to Circulation ! Check Out
2. Enter the patronOs barcode.

a. If manually entering the barcode click Submit .

Check Out Hems Out Haolds Bill= Motes Edit Other -

Pairon Barcods Patron Barcode Submit

3. The patronOs account will open.

Patron Opt-In

Sitka Snippet Video - Opting Patrons Into Your Library (1:10)

Libraries participating in reciprocal borrowing agreements, like BC OneCard, can opt-in patrons
from other participating libraries.

1. When the barcode is scanned a pop-up requesting the patronOs consent appears.

2. Click OK/Continue or Cancel as appropriate.

Verify Permission to Share Personal Information

Does patron James, Henry from Cadillac Book Bus (BRL-CEB) consent fo having their

personal informafion shared with your library?
=]

If a barcode is scanned from a non-participating library a message will indicate that the patronOs
record is not viewable at that library and the account cannot be opened.
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Check Out ems Cut Haolds Bills Moles Edit Other -

Pairon Barcode | VWAAAZ001 Swubmit

This patron's record is not viewable at your library.

7.1.2. Retrieving an Account via Search Term
Sitka Snippet Video - Patron Search (1:04)

The patron search enables you search using information in a patron account to retrieve your
patrons and those patrons opted into your library.

1. Go to Search ! Search for Patrons

2. Click on the arrow to see all possible search fields.

Check Out lems Out Holds Bills Moles Edit Cther ~ Patron Search
Last Mame First Mame Middle Mame Name Keywords ﬁ

3. Enter your search term or terms and click Search .

Check Out Hems Cut Holds Bills Moles Edit Cther ~ Patron Search
Last Name First Mame Middle Name MName Keywords m (1]

Barcode Alias Usemame Email

Identification Phone Street 1 Sireet 2 City
Province/Termitory Post Code Profile Group - SITKA Parent/Guardian
DOE Year DOE Month DOE Day Databaze ID Include Inactive?

¥ To ensure all relevant patrons are searched, Co-op Support recommends having
Include Inactive? checked.

¥ Libraries participating in reciprocal borrowing agreements should always set
SITKA as the search library to ensure all opted-in patrons are included in the

search.
TIP
¥ The name fields search both the primary and preferred name fields.

¥ Name keywords will retrieve patrons with the specified term present in any of the
name fields.

¥ Doing a search with Profile Group set to Post-Sec Library Staff, Public Library Staff,
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etc. is a quick way to retrieve all staff accounts for your library so you can review
them on a regular basis to ensure the appropriate people have access to the staff

client.

7.2. Working with Patron Accounts

The patron account has a summary, which displays on the left side of the patron account, and a
tabbed interface allowing staff to look at different aspects of the patron account.

|l0heckout ltems Out {2}  Helds(0/0)  Bills(315.00)  MNotes(?)  Edi

Gentle, Nikky #
| Thursday Bookelub 2022-
e | @
Patron exceeds fine 2022-
threshold 08-24
Profile PL Adult
Home Library Maple Library
L MetAccess Eiliersd
s

Alerts

7.2.1. Patron Summary

The patron summary pulls together pertinent information about the patron so it can be seen at a

glance.

Some things of note in the patron summary.

¥ The patronOs name displays at the top of the summary. The patronOs name will be in red if they

have alerts, blocks, or owe fines.

I Evergreen will use the patronOs preferred name and fall back to the primary name if there is

no preferred name.

¥ Any alerts and/or blocks will appear under the patronOs name.

¥ Last Activity - Last time the patron accessed their account via My Account or the account was

accessed for 3rd party authentication.

¥ Last Updated - Last time the account was updated via the Edit tab.

¥ Create Date - Date on which the account was originally created.

¥ Expire Date - Date on which the account will expire. This can be updated via the Edit tab.

¥ Sitka does not use Long Overdue

¥ If a library used Homeroom or Student ID as
field.

Primary ldentification

it will display in the ID1

¥ The patronOs primary name displays in the Legal Name field in the summary.

¥ The patronOs email address is a Mail To link.

¥ Any addresses associated with the patron display and can be easily copied to the clipboard or

printed.
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¥ Patron statistical category values will display if the checkbox for User Summary has been
checked for that particular statistical category.

The patron summary can be hidden using the arrows beside the patronOs name. This choice is sticky
and will stay on collapsed or expanded view until changed.

Gentle, Nikky z‘

S - T R ey

7.2.2. Check Out Tab

For information on the  Check Out tab see Check Out.

7.2.3. Items Out Tab

The Items Out tab shows items currently out to a patron. It is subdivided into three tabs.

Items Checked Out

The Items Checked Out tab shows the items currently out to the patron.

¥ Overdue items will display highlighted in red.

¥ Using the Actions menu staff can perform functions such as printing an items out receipt,
renewing items , marking items with a different status , and showing triggered events for
notifications sent to patrons about particular items.

Staff should only use Check In from the Actions menu if a checked out item has

NOTE accidentally been deleted; deleted items cannot be checked in via the Check In
interface.
Items Checkead Out (4) OtherfSpecial Circulations (2) Mon-Catalogued Circulations (2)

M # W Actions~ | Rows25~ | Pagei~ | -

# O Title Due Date  |Fines Stopped| Renewals RemCheckout/ Rer  Barcode Total Notices | Last Notice
1 O Snow 2022-07-22 .. 100 MPL 3398700129,
2 n 1 2398700026 .
3 [0 Litile Miss 5... 2022-07-15 ... 100 MPL 3398700065 ..
4 [ PRiversofsu.. 2022-07-25. .. 100 MPL 3398700118...

Other/Special Circulations

The Other/Special Circulations tab shows items that are considered to be lost by the patron or that
the patron claims they have returned.

The Fines Stopped column will show the reason the item has been moved to this tab. Items are
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removed from this tab when they are checked in, changed to a different status, or paid for. See
Mark Items for more information on handling these items.

Items Checked Out (4) OtherSpecial Circulations (2) Mon-Catalogued Circulations (2)

M | W | Actions~  Rows25~ | Pagei~ | -

# O Title Due Date  Fines Stopped Renewals RemCheckout / Rer  Barcode Total Notices | Last Notice
1 O Sunshineon... 2022-07-25 ... LOST 100 MPL 3358700100. ..
2 [ Rain! 2022-07-25 ... CLAIMSRET... 100 MPL 3398700079. ..

Non-Catalogued Circulations

The Non-Catalogued Circulations tab shows a count of non-catalogued items. These items will
disappear from the patronOs account when they reach their due date as non-catalogued check out is
for statistical purposes only. See Non-catalogued Items for more information on handling these

items.

Items Checked Out (4) Other’Special Circulations (2) Mon-Catalogued Circulations (2)

B | W B Rows 25~ | Pagei~ | =

# O Item Type: Checkout Library Checkout Date Due Date Checkout Staff
1 [ Paperback Book MPL 2022-06-27 10:12 THA2022 sitkalsaMPL
2 [ Paperback Book MPL 2022-068-27 1012 12022 sitkalsaMPL

7.2.4. Holds Tab

The Holds tab is divided into two tabs which show a patronOs open hold requests and their recently
cancelled holds.

Open Hold Requests

This tab shows holds that are waiting to be filled or are ready to be picked up by the patron.
Check Out Items Out (4) Eillz {30.0:0) Motes (2) Edit Other ~ Patron Search

Open Hold Requests Recently Canceled Holds

Place Hold Detail View bl H » Actions = Rows 25  Pagel~= -

#| 0| Title |Available Dat Hold Type |Pickup LibraiPotential ltem  Status _]Nutiﬁcaﬁuns'nuﬁﬁcations Motify by Em:
1 [ \Weather  2022062.. T MPL 1 Ready for .. 111-222-33... Mo
2 [0 Whatarec... T MPL 1 Waiting for_|. es

Staff can place new holds for the patron  from this tab as well as manage their existing holds
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The columns Notifications Phone Number , Notifications SMS Number , and Notify by Email? can be
used to determine how a patron will be or should have been notified about a particular hold.

Recently Canceled Holds

This tab shows holds that have been cancelled. Holds can be cancelled by the patron, by staff, or by
Evergreen. The Cancel Cause column will indicate why the hold was cancelled and from that staff
can determine whether the cancellation was done by the patron, staff, or Evergreen.

Open Hold Requests Recently Canceled Holds

Place Hold Detail View b H W Actions - Rows 25~ | Pagel~ |~
# 0O Title Available Date Hold Type  Pickup Library Potential ltems Status I Cancel Cause
1 O Exireme weal... T MPL 0 Cancelled Patron via phone
2 [0 Theweather ... T MPL 0 Cancelled Patron via OPAC

SeeCancelling Holds for information on how holds are cancelled.

7.2.5. Bills Tab

For information on the  Bills tab see Bills and Payments .

7.2.6. Notes Tab

For information on the  Notes tab see Patron Notes .

7.2.7. Edit Tab

For information on the  Edit tab see Editing Patron Accounts

7.2.8. Other Menu

Additional options for the patron account can be found in the Other drop down menu.
Refresh Penalties Evergreen will re-calculate patron penalties.
Display Alerts Evergreen will display the initial alert/blocks
page.
Triggered Events/Notifications Check to see if emails and/or SMS messages have

been generated for patrons. See Checking for
Notifications .

Statistical Categories View information about any patron statistical
categories assigned to the patron. For more
information on statistical categories see
[ _statistical_category_editor]
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Hold Groups

Surveys

Group Member Details

User Permission Editor

Test Password

Acquisitions Patron Requests

Booking: Manage Reservations

Booking: Create Reservations

Booking: Pick Up Reservations

Booking: Return Reservations

Completely Purge Account

7.3. Registering New Patrons

Sitka Training Video - Registering a Patron (3:35)

View any hold groups the patron is part of. For
more information on hold groups see  Hold
Groups.

View the patronOs responses to surveys. For
more information on surveys see  Surveys.

See any groups the patron is part of. Sitka does
not recommend using patron groups.

View and update staff working locations and
individual permissions

Allows you to enter the password assigned to the
account and confirm it works.

Not currently used by Sitka.

This link opens the Manage Reservations
interface in the same tab with the patronOs
barcode pre-filled.

This link opens the Create Reservation interface
in the same tab.

This link opens the Booking Pickup interface in
the same tab with the patronOs barcode pre-
filled.

This link opens the Booking Return interface in
the same tab with the patronOs barcode pre-
filled.

Not used by Sitka. See SitkaOs Patron Deletion
Tool for information on deleting patrons.

Sitka Training Video - Registering a Patron for Libraries Participating in BC OneCard (5:12)

Before registering a new patron, best practice is to check for an existing account in SitkaOs

Evergreen.

Public libraries with reciprocal borrowing agreements, such as BC OneCard, should ask the patron
if they have a library card at another public library and then retrieve the account via barcode and

opt in the patron.

As the registration form is completed Evergreen will alert you if the name, phone number, email, or
address you are entering matches that of another patron belonging to or opted in at your library.
The alert text is a link that will take you to a patron search of the matching patrons so you can
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check if they are the same patron.

Print Save Save & Clone

1 patron{z) with same name

1 patron({z) with same email

4 patron{s) with same phone

1 patron(s) with same address

7.3.1. Registering a Patron
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Select Circulation ! Register Patron.

The fields that display will depend on whether youOre showing Required Fields, Suggested
Fields, or All Fields. See Customizing the Display Fields for the settings that control which fields
display.

Show: Required Fields Suggested Fields All Fields

Enter the required information, based on your libraryOs policies. Any fields highlighted in
yellow must be filled in. See  Patron Account Fields for information on specific fields.

Register Patron

Show: Required Fields Suggesied Fields Al Fields Print Save Save & Clone

Barcode ‘[

OPAC/Staff Client User Mame ¥ r

Fassword 5161

Prererred Name

PrefiuTitle

Generate Password

First Mame

e

. If you do not wish to record the address, you need to delete the fields by clicking the red X.

Blank address fields will result in an error.

Mailing Physical

. The Holds Notices default setting is Email which makes Email Address a required field. You



can override this setting, and the required field, with the patronOs actual preferences as needed.
You must de-select the Email option to save a patron record without an email address.

Holds Matices

[l Phone

Email

[ sms

6. Click Save or Save & Clone at top-right of screen.
new record with some shared details such as phone number and optionally address.

When using Save & Clone

CAUTION

Save & Clone will save the record and open a

it is important to know whether Evergreen is
linking the accounts through the address or merely creating a copy of the

address. Local system administrators can control this with the library
setting Patron Registration: Cloned patrons get address copy

Show: Required Fields Suggested Fields Al Fields
Barcode
OPAC/Stafl Client User Name
Password 5164
Preferred Name

PrefiuTitle

First Mame

L= Lae

Register Patron

Generate Password

Print

Save Save & Clone

7. If any required fields have been missed an alert will appear asking you to enter valid values for

all the required fields.

7.3.2. Managing Pending Patrons

Libraries can turn on self-registration so prospective patrons can

catalogue .

request an account via the public

These self-registrations become pending patrons in Evergreen which staff can save or delete.

1. In the staff client select Circulation " Pending Patrons

2. Pending patrons for your library or branch will display.

Home Library: MPL

Load Patron Delete Pending Patron{s)

# [0 | Create Date | First Name Last Name
1 0O 2022-02-22 ... Gemma Smith

2 [0 2022-02-22 .. Fred Weaver

3 O 2022-02-22 ... George Walton

4 [0 2022-02-22 ... Becca MMulberry

5 [ 2022-06-21 ... Jane Smith

Email

fweaver@fa. ..
gwalioni@fak. ..

bbermy@fake...
jismithi@fake. .

Home Library
MPL
MPL
MPL
MPL
MPL

Street 1
3355 Walnut. ...
5578 Acom ...
3568 Almond. ..
1256 Cashe...
1234 Arbufu....

City
Maple City
Maple City
Maple City
Maple City
Maple City

| W W

Post Code
VIV IV
VIV 1V
VIV VI
VIV 1V
VIV 1V

Rows 25~ | Page 1~

Requested Use Date of Birth

dee5c177-94... 2000-08-06
370c63dc-94. .. 1988-05-12
GcbE3ciT-94 . 1986-05-12

bberry
jismith

2005-08-13
1985-04-12

3. To create an account for the patron, select the pending patron and click the

button.

Load Patron
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Home Library: MEL

Load Patron Drelete Pending Patron(s)

# | [ Create Date First Name Middle Name Last Name Email  Home Li
1 [ 202202-22.. Gemma Smith MPL
2 2022-02-22.... Fred Weaver fveaver@f... MPL
3 O 20220222 George Walton gwalton@f... MPL
4 [0 20220222 Becca Mulbemy bbemy@fak... MPL
5 [0 2022-0621.. Jane Smith jismithi@fak... MPL

4. The patronOs information will be loaded into the registration form. Fill in any additional patron
information required by your library and click Save to create the patron account.

After loading the patron into the registration form you should click in the pre-
NOTE filled fields (name, emalil, street address) to trigger Evergreen to check for
duplicate patrons.

5. You also have the option to delete pending patron accounts if the account is determined to be
duplicate or no longer needed. Select the pending patrons you wish to delete and click the
Delete Pending Patron(s)  button.

Home Library: MPL

Load Patron Delete Pending Patron{s)

# | [  Create Date | First Name Middle Name Last Name Email |Home
1 O 2022-02-22... Gemma Smith MFL
2 [0 20220222 . Fred Weaver fveaver@f... MPL
3 O 2022-02-22... George Walton gwaltoni@f... MPL
4 2022-02-22... Becca Mulberry bberry@fak... MPL
5 [0 2022-06-21... Jane Smith jismithi@fak... MPL

7.4. Editing Patron Accounts

To access a patron@s account:

1. Scan the patronOs barcode or search for the patron by name.
2. When the patron account is loaded, Check Out is the default tab.

3. Click Edit to retrieve the patron information.

m ltems Out (5) Holds (07 0) Bills (30.0:0) Messages Edit Other ~
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4. Make the needed edits and click Save at top right of screen.

If you edit phone numbers, email addresses, or hold notification preferences, you

NOTE will be given the option to update any outstanding holds with the new information.

Sitka Snippet Video - Hold Notification Updates (0:41)

7.4.1. Barcodes

Replace Barcode

1. Click Replace Barcode

Barcode 26524895653240 Replace Barcode | | See All

OPAC/Staff Client Usar Mame IREI4RI5R53240

Password

2. Enter the new barcode.

Barcode Replace Barcode See All

OPACIStaff Client User
Mame

26524595653240

3. If the username is still the original barcode, update it to match new barcode number.

4. Click Save at top right of screen.

Co-op Support recommends deleting barcodes that have been replaced. See Deleting Inactive Cards .

See All Barcodes

When patron accounts are merged together or a patron barcode is replaced, Evergreen marks the
barcode as inactive and keeps it in the database.

If a patron presents an inactive card Evergreen will retrieve the account with a warning that the
barcode is inactive and will not allow check outs. Staff can then decide which cards should be
active or inactive. Best practice is to delete inactive patron cards.

1. Click See All .
Barcode 26524505653240 Replace Barcode || See Al
DPAC/Staff Client User Mame IEEILRIEE51340
Password

2. All barcodes that the patron has had are displayed in a pop-up window.
3. Click Active to activate an inactive card.

4. Click Primary on the Active card, Active must be the Primary Card.
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https://www.youtube.com/watch?v=V33rC85pqy4

5. Click Apply Changes .

Patron Barcodes

Barcode Active Primary
26524000101234 O ]
26524895653240 w

6. Click Save at top right of screen.

7.4.2. Resetting a Patron Password

Co-op Support recommends libraries encourage their patrons to reset their own passwords
whenever possible. Patrons can use the Forgot Your Password link in the public catalogue or staff
can use the Send Password Reset Link  button found beside the Password field on the Edit tab of
the patron account.

Password Generale Password ’L Send Password Reset Link ||

When needed it is also possible for staff to reset a patronOs password in the staff client. This should
be a temporary password and patrons should be encouraged to sign into My Account and update
the password to something secure that only they know.

1. Click Generate Password to generate a random 4 digit password or type a new password into
the field.

Password

Generate Password

2. If your library uses the last 4 digits of phone number as default password, you may wish to set
the password to match their phone number.

3. Click Save at top right of screen.

The existing password is not displayed in the patron account for security reasons. As

TIP
well, Co-op staff cannot retrieve existing passwords.

7.4.3. Update and Test Email Address or SMS/Text Number

1. Enter new email address or SMS number, and click Save.

2. Click Send Test Email or Send Test Text.

i I il
Email Address janet_davey(@fakeemail.com Send Test Email ||| Invalidate

—_— aca : -
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3. Confirm with the patron whether or not they received the test email or text message.

7.4.4. Invalidating an Email Address

It is good practice to keep patron email addresses current to ensure service from EvergreenOs
automated messaging features. If an email to a patron bounces back you can invalidate the email
address.

1. Click Invalidate

Email Address janet_davey@fakeemail.com Send Test Email ‘I Invalidate I'
Emi' Eh“hl I EH“ hi diii I —
2. The email address will be removed and a penalty will be added to the Messages tab which will

display when the patronOs account is retrieved.

Check Out ltems Out (7} Holds (0 F 1) Bills (314.33) Messages Edit m Patron Search

Penalties

GLCONS Patron had an invalid email address 2022-02-22
jgnet_davey@fakeemail.com

Press a navigation bution above (for example, Check Out) to clear this alert

3. Evergreen will automatically archive the penalty when a new email address is entered.

4. To resolve the penalty manually see  Staff Generated Notes .

Accumulated bounced back emails may result in notification emails from Evergreen
being blocked by some email service providers such as Gmail and Outlook/Hotmail.
This denial of service affects all SitkaOs Evergreen users and we request your
cooperation in maintaining current email addresses.

NOTE

7.4.5. Invalidating a Phone Number

It is good practice to invalidate phone numbers that are no longer valid for your patron to prevent
staff from continuing to call an out of service number or a phone number that has been re-assigned
to a different person.

1. Click Invalidate

i 1
Daytime Phone 111-222-5588 | Invalidate I

2. The phone number will be removed and a penalty will be added to the Messages tab which will
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display when the patronOs account is retrieved.

3. To resolve the penalty manually see  Staff Generated Notes .

7.4.6. Renewing a Library Card

1. Click Update Expire Date  or use the calendar widget to renew a card.

L1 a1 1]

Privilege Expiration Date 2022-02-18 I = Update Expire Date

2. Click Save at top right of screen.

Update Expire Date  will give a date 3 years in the future for all Permission Groups

NOTE except PL New User, which gets a date 3 months in the future.

Libraries can manually edit the expiry date to match their local policy.

7.4.7. Invalidating an Address

It is good practice to invalidate addresses that are no longer valid. Paper overdues do not check
whether an address is valid so staff handling paper overdues should have a method for tracking
notices returned to sender.

7.

[EEN

AowWDN
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Uncheck the check box Valid Address?
Click Save.

If the library setting Invalid patron address penalty is set to False for your library the box will
simply be unchecked.

If the library setting  Invalid patron address penalty is set to True for your library a penalty will
be applied that can be seen in the Messages tab. Additionally, in the summary the address label
will appear in red.

LA ExL i T L= 1| =P I ) = R
Email

Mailing (copy/print)

78533 Terrace Grove Lane
Maple City, BC W1V 1WA

4.8. Update Patron Address

. Retrieve the patron account and click  Edit .
. Scroll down to Address to editit, and click Save.
. To delete an address, click the red coloured cross, and click Save.

. To add a new address, click New Address at the bottom of Address section, and enter required
information.



5. Select Mailing or Physical and click Save.

7.4.9. Unlinking Shared Patron Addresses

If your library links addresses in cloned accounts, the address in the new, cloned record is greyed
out, and can only be edited in the original record. The address' owning account can not be deleted
or merged when other accounts are still using the address, so there are times when you need to
unlink shared addresses. You do this by adding a new address to the cloned patron account record.

1. Uncheck the checkboxes for Mailing and Physical on the shared address.
2. Click New Address button.

3. Check the checkboxes for Mailing and Physical on the new address.

4. Enter the address and click Save.
5

. The linked address is replaced.

7.5. Patron Account Fields
Sitka Training Video - Patron Account Fields (17:09)

The patron account is made up of required and optional fields, some of which are filled out based
on local library policy and some of which are determined by global Sitka policy. Some fields can be
edited by patrons via My Account in your public catalogue.

Identification

Field Required? Description

Barcode Yes The barcode assigned to the
patron. Generally this will be a
14 digit codabar barcode; some
libraries may use a different
format for older cards or if
student numbers are used. If
your library uses non-14 digit
codabar barcodes with  barcode
completion make sure the
correct prefix, often your
library code, is included.

OPAC/Staff Client User Name Yes By default the username will
match the barcode. Patrons can
update their username via My
Account.
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https://youtu.be/OcKD-DI34YI

Password

Primary Name

Preferred Name

Name Keywords

OPAC/Staff Client Holds Alias

Date of Birth

Juvenile Check Box

50

Yes

Yes

No

No

No

Can be set as required by
libraries

No

Saved passwords are not visible
to library or Co-op Staff.

Patrons can reset their
password via the public
catalogue. Sitka Snippet Video
- Changing an Existing
Password (1:07)

A first and last name must be
entered for all patrons. Prefix,
suffix, and middle name are
optional and can be used as
needed.

These field can be used if the
patron goes by a name different
from their primary name. The
preferred name is used instead
of the primary for notifications
and displays in My Account .

Additional keywords that can
be used to group accounts for
searching purposes.

The alias can be used if a patron
doesnOt want items on the hold
shelf appearing under their real
name.

Date of birth of the patron.

Can be used to tag accounts as
juvenile for policy and

reporting purposes. When a
date of birth is entered
Evergreen checks the value for
the library setting  Juvenile Age
Threshold and automatically
checks the box if the patronOs
age falls below the threshold.
However, Evergreen does not
automatically un-check the box
when the patronOs age is above
the threshold and library staff
must manually un-check the
box. Generally the PL Juvenile
permission group is used
instead of this flag.


https://youtu.be/CaYCHhWBoOE
https://youtu.be/CaYCHhWBoOE
https://youtu.be/CaYCHhWBoOE

Parent/Guardian

Primary Identification Type

Primary Identification

Secondary ldentification Type

Secondary ldentification

Photo URL

Patron Preferred Language

No

Yes

Can be set as required by
libraries

No

No

Can be set as required by
libraries

No

Can be used to include the
parent or guardianOs name for
juvenile patrons.

A value of Other has been set as
a Sitka default for this field. Co-
op Support recommends using
the value of Other unless you
have a legitimate use case for
collecting data for one of the
other values.

This field is used to collect
identification information

about the patron. Generally this
is used by academic libraries
for data such as student
number or homeroom.

Co-op Support recommends
using the value of Other unless
you have a legitimate use case
for collecting data for one of the
other values.

This field is used to collect
identification information

about the patron. Generally this
is used by academic libraries
for data such as student
number or homeroom.

This field allows libraries to link
to a picture of a patron. Sitka
does not store the photos.
Additional permissions are
required to use this field. Please
contact Co-op Support for more
information.

Patrons can set English or
French as their preferred
language to receive email
notifications in that language.
Patrons can update their
preference via My Account . To
set up notifications in French
libraries must provide  Co-op
Support with French
translations for their
notifications.
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https://bc.libraries.coop/support/
https://bc.libraries.coop/support/
https://bc.libraries.coop/support/

Contact Details

Field

Email Address

Email checkout receipts by
default? Check Box

Daytime Phone

Evening Phone

Other Phone

Account Settings

Field

Home Library
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Required?

Can be set as required by
libraries

N/A

Can be set as required by
libraries

Can be set as required by
libraries

Can be set as required by
libraries

Required?

Yes

Description

The email address the patron
would like to be contacted at.
Multiple adresses can be
separated by a comma followed
by a space. Patrons can edit
their email via My Account
unless the option has been
disabled for your library.

Unchecked by default, this
setting enables patrons to
automatically be sent email
check out receipts. Patrons can
update this check box via My
Account.

Primary phone number for the
patron.

Phone number to be used in the
evenings.

Additional phone number for
the patron.

Description

For public libraries home
library should always be set to
the library whose tax base the
patron falls into or the library
at which the patron paid for
library service as a non-
resident. For academic and
special libraries the home
library should be the library or
applicable branch.



Main (Profile) Permission
Group

Privilege Expiration Date

Internet Access Level

Active Check Box

Yes

Yes

Yes

N/A

The profile groups are set
globally by library type. All
groups have a three year expiry
period with the exception of PL
New User which is 3 months.
Individual libraries can choose
which profiles to use and how
to configure your chosen
profiles to suit local policy.
Profiles are used by Evergreen
to determine how items
circulate so itOs important to
know which profile are used at
your library and for which
patrons. See Permission Tree
Display Entries for information
on viewing and customizing the
list that displays.

By default the date will be three
years in the future for all

profile groups, except PL New
User which has an interval of 3
months. Library staff can
manually adjust the date to
conform to local policy.

This field can be used by staff to
manually track if patrons may
access the internet at the

library. The value set doesnOt
affect patronOs access to the
public catalogue or subscribed
3rd party products. A default
value can be set using the
library setting Default level of
patrons' internet access .

This check box is checked by
default. Patron set to Inactive
are not included in patron
searches when the Include
Inactive? check box is
unchecked on search form.
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Barred Check Box

Is Group Lead Account Check
Box

Claims-returned Count

Claims Never Checked Out
Count

User Settings

Field

Default Hold Notification Phone
Number

Default Hold Pickup Location

Collections: Exempt

Holds Notices Check Boxes
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N/A

N/A

No

No

Required?

Required if Phone checked for
Hold Notices

No

No

No, but highly recommend at
least one option selected

This check box is left unchecked
by default. Patrons should only
be barred in extreme situations,
especially if they belong to a
library that participates in
reciprocal borrowing.

This check box is left unchecked
by default. This feature isnOt
used by Sitka.

Evergreen will update the value
in this field if the patron has
items marked claimed returned.
Local system administrators
can manually update this value.

Evergreen will update the value
in this field if the patron has
items marked claimed never
checked out. Local system
administrators can manually
update this value.

Description

This is the phone number used
for hold notifications via phone.
If blank Evergreen will use the
value in Daytime Phone.

Patrons can update this via My
Account.

The location at which the

patron would like to pickup

their holds. Patrons can update
this via My Account .

Not currently used by Sitka

The selected options will be
checked by default when the
patron places a hold. Patrons
and staff can uncheck options
in the process of placing a hold.
Patrons can also update their
defaults via My Account .



Default SMS/Text Number

Default SMS Carrier

Receive Overdue and Courtesy
Emails

Allow others to use my account

Address

Required if SMS checked for
Hold Notices

Required if a value is entered in
Default SMS/Text Number

N/A

No

The number at which the

patron would like to receive

hold and courtesy text messages
if enabled for your library.
Patrons can update this via My
Account.

To receive text messages
patrons must specify who their
carrier is. Some carriers may

not be listed as not all carriers
provide the information

required to allow Evergreen to
send them text messages.
Patrons can update this via My
Account.

Checked by default, this setting
enables patrons to
automatically be sent courtesy
and overdue notices. Patrons
can update this check box via
My Account . If patrons opt out
they will no longer receive
courtey or overdue emails but
will still receive hold
notifications, depending the
option chosen when the hold is
place, and paper overdue
notices for libraries that use
paper overdues.

This allows patrons to indicate
other people who can place
holds, pick up holds, check out
items, and/or view their
borrowing history. Patrons can
update who can use their
account via My Account . This
feature is enabled for all
libraries by default but can be
disabled by setting the library
setting Allow others to use
patron account (privacy waiver)
to False.

Libraries can choose to require at least one address on every account. When required a patron
account cannot be saved if an address is not included.
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Field

Type

Postal Code

Street (1)

Street (2)

City

County

State

Country

Valid Address?

Within City Limits?

Required?

Yes

Yes

Yes

No

Yes

No

Yes

Yes

N/As

N/A

Description

By default this will be set as
Mailing .

Entering the patronOs postal
code will automatically fill in
the City and State fields.

Street address details are
entered here.

Optional field for additional
street address details.

This will be autofilled when
postal code is entered.

This field can be used if there is
an applicable county for the
address.

The provincial or territorial
abbreviation must be used.

Canada is entered by default.
This can be manually updated if
entering an address from
another country.

Checked by default, this check
box indicates that the address is
valid for the patron. This can be
used in conjuntion with the
library setting Invalid patron
address penalty .

Unchecked by default, this
check box indicates that the
address is within the city limits.
This can be used in reporting;
however, libraries may choose
to use patron statistical
categories to track service areas
instead.

Multiple addresses can be included if the patron has more than one address that should be entered

in their account. Click the

Libraries can allow their patrons to edit their address via

New Address button to add an additional address.

My Account by setting the library setting

Allow pending addresses to True. Editing an address creates a pending address in the patronOs
account that must be approved by library staff.
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Thiz iz 2 pending address -u
Replaces: 1234 Forest Grove

Lane

Maple City, BC VIV 4v1

Type Mailing
Postal Code VIV 4V
Street (1) 1334 Forest Grove Lane
Street (2)

City Maple City
County

Siate BC
Country Canada
Valid Address?

Within City Limiis?

Statistical Categories

Patron statistical categories are used to further group patrons by categories not otherwise captured

in the patron account fields. Whether statistical categories are required or not depends on how

they are set up. For information on setting up patron statistical categories see Statistical Categories -
Patron Editor .

7.5.1. Customizing the Display Fields

The patron form can display Required Fields, Suggested Fields, or All Fields.

Show: Required Fields Suggested Fields All Fields

By default all fields will display. The local system administrator at your library can set the default to
Suggested Fields using the library setting  Default showing suggested patron registration fields

Customizing the fields that display and are required in the patron account can help ensure the
relevant information is being recorded for your patrons and can cut down on unnessary
information being saved. These customizations apply to both the staff client patron registration
form and the patron self-registration form.

Required Fields

There are a number of fields that are required for all patron accounts across Sitka, such as barcode,
home library and permission group. Required fields that must be filled in to save the account are
indicated in yellow.

Libraries can decide to set additional fields as required to conform with local policy. The applicable
library settings are:

57



¥ Require State field on patron registration

¥ Require at least one address for Patron Registration
¥ Require day_phone field on patron registration

¥ Require dob field on patron registration

¥ Require email field on patron registration

¥ Require evening_phone field on patron registration
¥ Require other_phone field on patron registration

¥ Require prefix field on patron registration

¥ require ident_value field on patron registration

When the setting is set to True the field will be indicated as required in yellow and will display
when Required Fields s selected.

Additionally, setting any of the library settings that begin with Show to True will cause the
applicable field to display when  Required Fields is selected, though the field does not have to be
filled in to save the account.

The Email Address , Default Phone Number , and Default SMS/Text Number fields are always required
when the equivalent check box is checked for Hold Notices . Unchecking the relevant box will stop
the field from being required.

Default Phone Mumber | |

Defauli Hold Pickup Location

Holds Motices Phone Email SMS
Default SMS/ Text Mumber

[ Defaut SIS Camier

Suggested Fields

Setting any of the library settings that begin with Suggest to True will cause the applicable field to
display when Suggested Fields is selected.

Field Examples

Libraries can display examples for how information should be input for certain fields. The
applicable library settings are:

¥ Example dob field on patron registration

¥ Example for day_phone field on patron registration

¥ Example for email field on patron registration

¥ Example for evening_phone field on patron registration

¥ Example for other_phone field on patron registration

¥ Example for phone fields on patron registration
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¥ Example for post_code field on patron registration

7.6. Patron Notes

There are three types of patron notes in Evergreen:

¥ Note - information recorded on the patron account.

¥ Alert - information recorded on the patron account that generates an alert when the patronOs
account is retrieved.

¥ Block - information recorded on the patron account that blocks patrons from checking out,
renewing, and placing items on hold.

Notes, alerts, and blocks can be applied to a patronOs account automatically by the system or
manually by staff. These can be viewed and managed on the Notes tab in the patron account.

7.6.1. System Generated Notes

When a patron has an alert or a block on their account a red Stop sign is displayed when the
account is retrieved.

@

Alerts

MPL Thursday Bookclub 2022-06-24
Check with pairen about bookclub registraticn. [JP]

MPL Patron excesds fine threshaold 2022-06-24

Press a navigation button above (for example, Check Out) to clear this alerd.

Evergreen will automatically apply alerts in the following situations:

¥ patronOs account has expired.

¥ patron has a hold ready for pick up.
¥ patron has an invalid email address.
¥ patron has an invalid phone number.

¥ patron has an invalid address.

Evergreen will automatically apply blocks in the following situations:
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¥ patron exceeds fine threshold.

¥ patron exceeds max overdue threshold.

¥ patron exceeds max checked out item threshold.

¥ patron exceeds max lost item threshold.
When these blocks are applied to an account the patron is blocked from checking out, renewing,
and placing items on hold. Evergreen will also not capture or fulfill holds for the patron. The max

checked out item threshold is an exception; patrons with this block can still renew and place holds
on items.

The thresholds for these blocks are set per library and can be edited by a local system administrator
in Group Penalty Thresholds

Evergreen will remove these blocks and alerts when the cause is resolved.

Blocks can also be overridden by staff with appropriate permissions when placing holds , checking
out items , or renewing items .

7.6.2. Staff Generated Notes

To add a note:

1. In the patronOs account click on the Notes tab.
2. Click Create Note .

3. Select the type of note you would like to created by clicking the appropriate button or selecting
the option from the  Penalty Type drop down.

Create or Edit Note

Mote m Block

Penalty Type:
| Alerting Note, no blocks w L

[ T'Patron Visible

4. If the note should be visible to patrons in My Account check the box for Patron Visible

Creagte or Edit Note

Mote m Block

Penalty Type:
Alerting Mote, no blocks w Ly

[ Patron Visible
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5. Select the depth at which the note should be visible. Libraries participating in reciprocal

borrowing may wish to set some notes atthe  Regional Libraries level so all libraries that interact

with the patron account can see the note.

Depth: | All Libraries
All Libraries
Sector
Regional Libraries

This System { This Library

Locatig

6. Enter a Title for the note.
7. Optionally, enter additional text for the note.

8. Enter your initials and click  OK to save the note.

Create or Edit Note
Mote m Block

Penalty Type: Depth: | This tem | This Librany »
Alerting Note, no blocks w Location: MPL

[_J Patron Visible

Thursday Bookclub

Check with patron about bookclub registration.

To edit a note:

1. In the patronOs account click on the Notes tab.
2. Select the note you would like to edit.

3. From the Actions menu select Edit Note .

Notes
Create Mote | | B Actions -
# | O |Penalty Name Staff  Patron Visible?  Title Mot Remove Nofe ;
1 [ SILENT MO sitkalsalPL  Yes Umbrella Hi.
2 [] PATROMN_EX... Archive Note
3 ALERT MOT.._ sitkalsaMPL Mo Thursday Bo... Checkwimp.- :
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4. Make the needed changes and enter your initials.

Creagte or Edit Note
Mote m Block

Penalty Type: Depth: | Thiz System | This Library + |
Alerting Note, no blocks L Location: MPL

[_J Patron Visible

Thursday Bookclub

Check with patron about bookclub registration. [JP] Make sure you have patron fill in
thie regisiration form

Inifials

5. Click OK.

NOTE Patron visible notes cannot be edited after the patron has viewed the note.

To delete or archive a note:

1. In the patronOs account click on the Notes tab.
2. Select the note you would like to delete or archive.

3. From the Actions menu select the appropriate action.

Notes
Create Note M # M | Actions -
# [0 |Penalty Name Staff Patron Visible? Title Not§ Remove MNote
1 SILENT_NOC... sitkalsalMPL ez Umbrella Hi, Edit Mote
2 [ PATROMN_EX... l Archive Mole I
3 [0 ALERT_MOT... sitkalsalMPL Mo Thursday Bo... Checkwmmps——

4. A pop up will appear asking you to confirm your action.

5. Click OK/Continue

6. If archived, the note will now display in the archived section. By default archived notes from the
last year display. Use the date selectors to adjust this period as needed.
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Archived Notes ‘Set Date Start: Set Date End:

2021-068-24 = 2022-06-24 =

WM« W Rows25~ | Pagei~ | ~ |

# Penalty Mame Staff Patron Visible? Title MNote Text |Read Date/Time Location Creation Date/T
1 SILENT_MOCT... sitkalsaMPL fes Urmbrella Hi, We found ... 2022-06-24 1... MPL 2022-068-241...

Patron visible notes cannot be deleted after the patron has viewed the note. Instead,

NOTE . . .
these notes must be archived to remove them from the active notes section.

To unarchive a note:

1. In the patronOs account click on the Notes tab.
2. Inthe Archived Notes section, select the note you would like to unarchive.

3. From the Actions menu select Unarchive Note

Archived Notes Set Date Start: Set

2022-10-07 = 202

M #H ¥ | Actions~

# | [ Penalty Name¢  Staff  Patron Vigibli  Title Unarchive MNote
1 SILENT_M... sitkalsaMP... Yes Umbrella

L

4. A pop up will appear asking you to confirm your action.
5. Click OK/Continue .

6. Your note will now display in the top Notes section. Any blocks or penalties associated with the
note are reapplied to the patronOs account.

7.7. User Buckets

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

¥ Home Library

¥ Profile Group

¥ Network Access Level

¥ Barred flag

¥ Active flag

¥ Juvenile flag

¥ Privilege Expiration Date

¥ Statistical Categories
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Batch modifications and deletions can be rolled back or reversed, with the exception of batch
changes to statistical categories.

Patron accounts can be added to User Buckets by scanning individual patron barcodes or by
uploading a file of patron barcodes directly in the Patron Bucket interface. They can also be added
to a User Bucket from the Patron Search screen. Batch changes and batch edit sets are tied to the
Patron Bucket itself, not to the login of the bucket owner.

7.7.1. Create a User Bucket

To add users to a bucket via the Patron Search screen:

1. Go to Search!Search for Patrons

2. Enter your search and select the users you want to add to the user bucket by checking the box
next to each user row. You can also hold down the CTRL or SHIFT on your keyboard and select
multiple users.

3. Click Add to Bucket and select an existing bucket from the drop down menu or click New
Bucket to create a new user bucket.

a. If creating a new user bucket, a dialog box called Create Bucket will appear where you can
enter a bucket Name and Description and indicate if the bucket is  Staff Shareable?. Click
Create Bucket .

4. After adding users to a bucket, an update will appear at the bottom-right hand corner of the
screen that says "Successfully added # users to bucket [Name]" .

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

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

2. Click on Buckets and select an existing bucket from the drop down menu or click New Bucket
to create a new user bucket.

a. If creating a new user bucket, a dialog box called Create Bucket will appear where you can
enter a bucket Name and Description and indicate if the bucket is  Staff Shareable?. Click
Create Bucket .

b. After selecting or creating a bucket, the Name, Description, number of items, and creation
date of the bucket will appear above the  Scan Card field.

3. Scan in the barcodes of the users that you want to add to the selected bucket into the Scan Card
field. Each user account will be added to the Pending Users tab. Hit ENTER on your keyboard
after manually typing in a barcode to add it to the list of Pending Users.

4. Select the user accounts that you want to add to the bucket by checking the box next to each
user row or by using the CTRL or SHIFT key on your keyboard to select multiple users.

5. Go to Actions!Add To Bucket or right-click on a selected user account to view the Actions
menu and select Add To Bucket . The user accounts will move to the Bucket View tab and are
now in the selected User Bucket.

To add users to a bucket by uploading a file of user barcodes:
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1. Go to Circulation!User Buckets and select the Pending Users tab at the top of the screen.

2. Click on Buckets and select an existing bucket from the drop down menu or click New Bucket
to create a new user bucket.

a. If creating a new user bucket, a dialog box called Create Bucket will appear where you can
enter a bucket Name and Description and indicate if the bucket is  Staff Shareable?. Click
Create Bucket .

b. After selecting or creating a bucket, the Name, Description, number of items, and creation
date of the bucket will appear above the Scan Card field.

3. In the Pending Users tab, click Choose File and select the file of barcodes to be uploaded.
a. The file that is uploaded must be a .txt file that contains a single barcode per row.
4. The user accounts will automatically appear in the list of Pending Users.

5. Select the user accounts that you want to add to the bucket by checking the box next to each
user row or by using the CTRL or SHIFT key on your keyboard to select multiple users.

6. Go to Actions!Add To Bucket or right-click on a selected user account to view the Actions
menu and select Add To Bucket . The user accounts will move to the Bucket View tab and are
now in the selected User Bucket.

7.7.2. Batch Edit All Users
To batch edit all users in a user bucket:

1. Go to Circulation!User Buckets and select the Bucket View tab.
2. Click Buckets and select the bucket you want to modify from the list of existing buckets.

a. After selecting a bucket, the Name, Description, number of items, and creation date of the
bucket will appear at the top of the screen.

3. Verify the list of users in the bucket and click Batch edit all users . A dialogue box will appear
where you can select the batch modifications to be made to the user accounts.

4. Assign a Name for edit set. This name will allow staff to identify the batch edit for future
verification or rollbacks.

5. Set the values that you want to modify. The following fields can be modified in batch:
! Home Library
! Profile Group
! Network Access Level
! Barred flag
I Active flag
I Juvenile flag
! Privilege Expiration Date

6. Click Apply Changes . The modification(s) will be applied in batch.

Permissions
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All permissions must be granted at the organizational unit that the workstation is registered to or
higher, and are checked against the users' Home Library when a batch modification or deletion is
executed.

7.7.3. Batch Modify Statistical Categories

Batch modify statistical categories for all users in a bucket:

1. Go to Circulation!User Buckets and select the Bucket View tab.
2. Click Buckets and select the bucket you want to modify from the list of existing buckets.

a. After selecting a bucket, the Name, Description, number of items, and creation date of the
bucket will appear at the top of the screen.

3. Verify the list of users in the bucket and click Batch modify statistical categories . A dialogue
box will appear where you can select the batch modifications to be made to the user accounts.
The existing patron statistical categories will be listed and staff can choose:

a. To leave the stat cat value unchanged in the patron accounts.
b. To select a new stat cat value for the patron accounts.
c. Check the box next to Remove to delete the current stat cat value from the patron accounts.

4. Click Apply Changes . The stat cat modification(s) will be applied in batch.

7.7.4. Batch Delete Users

To ensure needed statistics are preserved it is not currently possible to delete users through User
Buckets.

To delete users refer to  SitkaOs Patron Deletion Tool

7.7.5. View Batch Changes

1. The batch changes that have been made to User Buckets can be viewed by going to
Circulation!User Buckets and selecting the Bucket View tab.

2. Click Buckets to select an existing bucket.

3. Click View batch changes . A dialogue box will appear that lists the Name, date Completed, and
date Rolled back of any batch changes made to the bucket. There is also an option to Delete a
batch change. This will remove this batch change from the list of actions that can be rolled back.

It will not delete or reverse the batch change.

4. Click OK to close the dialog box.

7.7.6. Roll Back Batch Changes

1. Batch Changes and Batch Deletions can be rolled back or reversed by going to Circulation "
User Buckets and selecting the Bucket View tab.

2. Click Buckets to select an existing bucket.

3. Click Roll back batch edit . A dialog box will appear that contains a drop down menu that lists
all batch edits that can be rolled back. Select the batch edit to roll back and click Roll Back
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Changes. The batch change will be reversed and the roll back is recorded under View batch

changes.

NOTE Batch statistical category changes cannot be rolled back.

7.7.7. Sharing Buckets

If a User Bucket has been made Staff Shareable, it can be retrieved via bucket ID by another staff
account. The ID for each bucket can be found at the end of the URL for the bucket. For example, in
the screenshot below, the bucket ID is 32.

1. To retrieve a shared bucket click  Circulation!User Buckets and click the Bucket View tab.

2. Click Buckets and select Shared Bucket .

3. A dialogue box will appear. Enter the ID of the bucket you wish to retrieve and click Load

Bucket .

4. The shared bucket will load inthe  Bucket View tab.

7.8. Merging Patron Accounts

¥ Local System Administration permission is required to merge patron accounts.
NOTE ¥ Patron accounts can only be merged if both accounts have the same home
library; you may need to update the home library in one of the accounts before
merging.
1. Click Search " Search for Patrons
2. Search by terms shared by the two accounts such as name or phone number.

3. Select the checkboxes for the two accounts you want to merge and click Merge Patrons

Smith Susan Middle Name Name Keywords (4]

Patron Search Results Add To Buckets Merge Patrons H"‘

H » Rows 252~ | Pagel1~ =~

# [ Home Library DoB Middle Name @ First Name Last Mame Profile Card

1 O MPL 1875-08-02 Iris SUSAM Smith PL Adult 330570002456, ..
2 MPL 15980-01-20 Sarah Susan Smith PL Adult 231215181912
3 MPL 15980-01-20 Susan Smith PL Adult 231215181912 .

4. Review the details of the two accounts to confirm that both accounts are for the same user.

5. Check the radio button Use as lead above the account you want to keep.



6

Merge patrons?

® Uge as lead ) Usge as lead

Profile PL Adult Profile PL Adult

(1] 902 1D 185

Name Smith, Susan Sarah Name Smith, Susan

Home Library Maple Library Home Library Maple Library
. Click Merge .

7. The accounts will be merged together. The notes, bills, holds, and outstanding items from the
non-lead card are transferred to the lead account and the non-lead card is marked inactive by
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If you scan an inactive card on the Check Out screen, Evergreen will retrieve the
account and show the message Patron account retrieved with an INACTIVE card.

TP Co-op Support recommends manually deleting inactive cards using the

Patron

Deletion Tool or automatically deleting inactive cards by setting the library setting

Patron Merge Barcode Delete to True.




Chapter 8. Circulation

Sitka Training Video - Circulation (5:49)

8.1. Check Out

Sitka Training Video - Check Out (3:12)
Three types of items can be circulated in Evergreen:

¥ Catalogued - item that are catalogued in Evergreen

¥ Pre-catalogued - items that havenOt been catalogued yet or have been borrowed via interlibrary
loan

¥ Non-catalogued items - items that wonOt be catalogued but that the library wants to track

statistics for

8.1.1. Catalogued Items

To check out an item:

1. Retrieve the patronOs account .

2. On the Check Out tab, scan or enter item barcode.

3. The item will appear below in the grid. The due date will be determined by your circulation
policies .
Check Out ltems Out (11) Holds (07 0) Bills (30.00) Notes Edit Cither = Patron Search
Barcods Submit Diate Options - 2023-10-07 =

[] Sfrict Barcode
08 [ 15 PM

M4 4 W Actions~  Rows25- | Pagel- -

g O Barcode Call Number Due Date Title
1 [J 33987001000172 FIC MCC 2023-10-28 23:59 Sunshine on Scofland Stree...

=1 CuickReceipt |~ | Done | -

4. Click Done to exitthe Check Out screen and generate a check out receipt for the patron.

a. The icon will indicate the patronOs receipt default - print or email. Staff can select a different
option from the drop down menu.
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Mo Receipl

Email Receipt
Print Receipl

8.1.2. Pre-catalogued Items

To check out an interlibrary loan or an item that hasnOt been catalouged yet:
1. Retrieve the patronOs account .
2. On the Check Out tab, scan or enter a temporary item barcode.

3. Enter the the item information into the pop-up. The circulation modifier applicable to the item
must be chosen from the drop down menu in order for the item to follow the expected
circulation policy.

Barcode "MPLILL12345" was mis-scanned or is a non-catalogued
item.

Title

ILL: HEAT WaVE
Author

Author

ISBN

ISBH..

Circulation Modifier

{ inter-library-loan R

4. Click Precat Checkout

5. The item will appear below in the grid. The due date will be determined by your circulation
policies .

Information on using pre-catalogued items for interlibrary loans can be found in

NOTE ~
the Using Pre-cats for Incoming ILL  section of SitkaOs Evergreen Policy & Best
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Practices Manual. Pre-cats should never be used to check out Interlibrary Connect
items.

8.1.3. Non-catalogued Items

Libraries can create non-catalogued types to track statistics for items that the library will not
catalogue and does not expect to have returned.

To check out a non-catalogued item:

1. Retrieve the patronOs account .

2. On the Check Out tab, click on the drop down arrow beside Barcode to choose the applicable
non-catalogued type.

Check Out Items Out (2) Holds (0 /2) Bills (30.00)

Barcode = Submit

Barcode

Donaticns Cart

Free Magazines
Paperback Book

3. Click Submit .

4. Enter the number of items and click OK.

Enter the number of Donations Cart circulating

5. Arecord of the check out will appear in the grid.

6. The items can be viewed on the Non-Catalogued Circulations tab in Items Out  until the due date
passes at which time the items disappear from the patronOs record.
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8.1.4. Exceptions at Check Out

Item Alerts

If an item has a check out alert it will appear when the item is scanned at check out.

Item alerts

Check for accompanying dvd.
CHECKOUT  Scavenger Hunt ltem - Please give patron next clue. Clear

(=)

Staff can click OK/Continue after reading the alert to proceed with check out.

Temporary alerts will have a  Clear button which can be used to clear the alert when it is no longer
needed.

Overriding at Check Out

An item can be blocked from circulation for the following reasons:

¥ Patron has a system generated or staff generated block  on their account
¥ Item is in a non-circulating  status

¥ Item is in a non-circulating  shelving location

¥ Item has been setto Circulate = No in the item record

¥ |tem has been set to Is Deposit Required = Yes in the item record

¥ The libraryOs circulation policies  block the patron from borrowing the item

¥ Item is on the holds shelf for another patron

To override an exception at check out:

1. Check or un-check the box for Automatically override for subsequent items as applicable to

the check out.

2. Click Force Action? . Staff must have the appropriate permissions  to force the check out.
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Exceptions occurred during checkout.

PATROMN_EXCEEDS_CHECKOUT_COUNT

33987001303543

i items already checked out
H Automatically override for subsequent items?

Force Acion? | NE I |

3. The item will appear below in the grid. The due date will be determined by your circulation
policies .

Not all staff accounts can perform overrides. Please see Staff Account Permission

NOTE . . -
Groups for a general outline of the different staff account permission groups.

Open Circulation

Occasionally a patron may try to check out an item that is already checked out. This most
commonly occurs with items that got missed at check in. Staff have three options to resolve the
open circulation:

¥ Click Normal Checkin then Checkout - this checks the item in and then out to the new patron

¥ Check the box for Forgive Fines and then click Normal Checkin then Checkout - this checks
the item in, forgives any existing fines, and then checks the item out to the new patron

¥ Click Cancel - this cancels the check out and allows staff to manually resolve the open
circulation

Open Circulation

There is an open circulation on the requested item. This item was checked out by another
patron on 2022-06-29.

Forgive fines? [ N | Checkin then Checkout | |

Specific Due Date

Staff can assign specific due dates to items at check out which override the due date the system
would assign.

To assign a specific due date:
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1. Retrieve the patronOs account .
2. On the Check Out tab, click on Date Options .

3. Select Specific Due Date or Use Specific Due Date Until Logout

Check Out ltems Out {11) Heolds (0 F0) Bills (50.00) Notes Edit Other - Patron
Barcods ~ Subrmit 2023-10-08 =]
— T "
[] Strict Barcode Specific Due Date - A
Use Specific Due Date Unfil Logout | 02 | oo =T
v v

4. Use the calendar widget or enter a date.

a. For hourly loans use the time picker to select the due date time. (Daily loans always have
11:59pm/23:59pm as the due date time regardless of what is selected for due date time.)

5. Scan or enter item barcode.

6. The item will appear below in the grid. The specified due date will display.

8.2. Check In

Sitka Training Video - Check In (3:44)

8.2.1. Regular Check In

1. Go to Circulation ! Check In

2. Scan or enter the item barcode(s).

Checkin ltems

| Barcode | Barcode Submit Effective Dale | 505 10.07

Items Checked In

M 4« | »  Acions- Rows25. | Pagel~ | -

# 0O Barcode Checkin Date Location Route To Title Circulation Modifier | Circulation Library
1 [ 33987000062710 2023-10-07 20:28 Juvenile Non-Fiction Juvenile Non-Fiction The aunfs go marchi... juvenile-colleclion MPL
2 [J 33987001000172 2023-10-07 20:28 Adult Fiction Adult Fiction Sunshine on Scotlan... book MPL

Print Receipt | ) Trim List (20 Rows) ‘Checkin Modifiers «

3. The item will be listed under Items Checked In. This list will grow with each check in until you
close or refresh the browser tab.

8.2.2. Backdating Check In

Library staff can adjust the effective date to check items in as if they were returned on a different
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day.

NOTE You must change the effective date before checking the items in.

1. Go to Circulation ! Check In

2. Use the calendar widget or enter a date in the

Effective Date field.

Barcode | Barcode

[] Strict Barcode

Submit

Checkin ltems

Efiective Date | 5703 4007

3. The check in screen will update to show that backdating is enabled and the date to which items
will be backdated.

Barcode | Barcode

) Strict Barcode

Backdated Check In 2023-10-02

Submit

Checkin Items

Effective Date | 5793 40,02

) Use effective date until logout

4. If desired, check the box Use effective date until logout

you log out of the staff client.

to make the backdate effective until

Barcode | Barcode

[] Strict Barcode

Backdated Check In 2023-10-02

Submit

Checkin ltems

Effective Date | 5453 4002 =

[ Use effective date until logout

5. Scan or enter the item barcode(s).

6. The items will be backdated to the selected date.

Backdated Check In 2023-10-02

Barcode | Barcods

) Sirict Barcode

Items Checked In

& O Barcode

1 [0 33987001218824
2 O 33987001193142
3 [0 33987000062710
4 [0 33987001000172

Submit

Chackin Data

Checkin ltems

Location

2023-10-02 2359

| 2023-10-022359

Juvenile Mon-Fiction
Jiveile: Mon-Fiction

OZETUUT 2026

2023-10-07 20-28

Jvenile Mon-Ficiion
Adult Fiction

Route To
Juvenile Non-Fiction
Juvenile Non-Fiction
Juvenile Nen-Fiction
Adult Fiction

Effective Date | 5093 10,2

M| # W | Actions~

Title Circulation Modifier = Circulation Library
Trees - kings of the fo . juvenile-collection MPL
When will it rain? : no... juvenile-collection MPL
The aunts go marchi... juvenilecolleciion MPL
Sunshine on Scoflan...  book MPL

[l Use effective date until logout

Rows 25~ | Pagel1~ | -

7. To switch back to regular check in, edit

client.

8.2.3. Backdate Post-Check In

Effective Date to the current date or log out of the staff

1. Select the item(s) on the Check In screen and click Actions ! Backdate Post-Checkin
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M4 & W | Actions~

Add Items to Bucket
Retrieve Last Patron Who Circulated ltem

Backdate FPost-Checkin

Mark ltems Damaged
Mark Missing Fieces
Cancel Transits
Add Item Aleris

Manage ltem Alerts
sShow

Record Holds

Last Few Circs
Edit

Holdings
Print

Spine Labels

2. Use the calendar widget to select an effective check in date and click Submit . Overdue fines will
be adjusted according to the new effective check in date.

8.2.4. Check In Modifiers

Click the Checkin Modifiers drop down arrow. These options may be selected singly or
simultaneously. The selected option is displayed in the header area.

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

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

¥ Amnesty Mode/Forgive Fines: overdue fines will be voided or not created.

¥ Auto-Print Hold and Transit Slips: slips will be automatically printed without prompt for
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confirmation.

¥ Clear Holds Shelf. Checking in hold-shelf-expired items will clear the items from the holds shelf
(holds to be cancelled).

¥ Retarget Local Holds. This makes EvergreenOs hold targeter find the items immediately, and is
useful for checking in newly holdable items.

¥ Retarget All Statuses. Checks for a local hold to retarget, regardless of the status of the item
being checked in. This modifier must be used in conjunction with the Retarget Local Holds
modifier.

¥ Capture Local Holds as Transits. Local holds will be given an in transit status instead of on holds
shelf. The intent is to stop the system from sending holds notifications before the item is ready
to be placed on the holds shelf and item will have a status of in-transit until checked in again.

¥ Manual Floating Active. Works in conjunction with floating groups, if configured for your
library by Co-op Support.

¥ Update Inventory adds a date and time stamp, and workstation name, to item records as they
are checked in, facilitating inventory processes.

8.3. Barcode Completion

Barcode completion can be enabled for items or patrons or both depending on a libraryOs needs.

It is Sitka policy for libraries to use 14 digit codabar barcodes with their assigned prefix for items
and patrons.

Barcode completion can be used temporarily to handle duplication within SitkaOs Evergreen while
libraries re-barcode any items or patrons with non-14 digit codabar barcodes.

8.3.1. Registering Patrons with Barcode Completion

In some cases 14 digit codabar barcodes canOt be used, such as student numbers issued by a
registarOs office. In those cases a barcode prefix is used to create unique barcodes within SitkaOs
Evergreen.

When creating new patrons, either from patron registration or by loading patron records, the
assigned barcode prefix must be included in the barcode for all non-14 digit codabar barcodes. For
example, 123456 would be entered as MPL123456.

8.3.2. Circulation with Barcode Completion

1. Scan a barcode into Check Out, Check In, or Item Status .

2. If there is only one match Evergreen automatically adds the prefix and retrieves the
appropriate item or patron.

3. If there are multiple matches a pop-up will appear listing the possible barcodes.



Barcode Choice

After auto completion multiple barcodes may match your input. Please choose the barcode
you intended below:

MPL3469753 : Litfle rabbits from Maple Library (MPL)
3469763 : Giraffe and Bird from Arbutus Public Library (APL)

Mone of the above

4. Select the barcode that matches the patron or item.

5. The patron will be retrieved or the item loaded on the screen.

Barcode completion is not currently available for My Account or the Evergreen self check-out.

Barcode completion will only work at your library. We recommend rebarcoding
NOTE items before they are sent to fill interlibrary loans via Interlibrary Connect or make
a note that the item barcode must be entered as MPL123456.

8.3.3. 3rd Party Services

Libraries that use patron barcode completion for patrons need to ensure that patrons include the
prefix when logging into 3rd party services that authenticate against Evergreen, such as Overdrive.

For example, Maple Public Library uses barcode completion with the prefix MPL. The patronOs
barcode is 123456 on their card and is MPL123456 in the Sitka database. To log into their Overdrive
account the patron must enter MPL123456.

8.4. Renewing Items

Items that are checked out can be manually renewed by staff or by patrons. The new due date is
calculated from the renewal date unless a specific due date is specified. The number of renewals
allowed for a circulation is determined by the libraryOs circulation policy.

Items Checked Out (2) Other/Special Circulations (0) Mon-Catalegued Circulations (4)

M 4 W | Actions~ | Rows25~ | Pagel~ | ~
# | O Title Due Date Fines Stopped | |Renewals RemaininyCheckout / Renewal Barcode
1 [ Rabbit & Bear: aif... 2022-08-18 23:59 2 PL 33987001303543
2 [ Rabbi 2022-08-18 23:59 B -1 PL 33987000292705

Evergreen can also be set up to auto-renew items when they reach their due date. Items will not be
automatically renewed if the item has holds, exceeds the maximum number of auto-renewals
allowed, or if the patron has been blocked from renewing items. An email notification is sent to
patrons to inform them of the renewal or if the item could not be renewed.
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check out [EISSYON AV Holds (0/0)  Bils (§0.00)  Messages  Edit  Other - Patron Search

Items Checked Qut (1) Other/Special Circulations (0) Non-Catalogued Circulations (0)

Greenwood, Barrie "3

M4 & W Acions~  Rows25~ Pagel~- @~

# O Title Fines Stopped ~ Due Date Barcode | Remaining Auto Renewals || Total Notices ~ Last Notice
1 ([0 Song.ofthe camels : a Christmas poem 2020-12-24 ... SCMPL3275.15

8.4.1. Renewing ltems

1. Retrieve the patronOs account .
2. Click the Items Out tab.
3. Select the item(s) you wish to renew and click  Actions .

4. Select, Renew , Renew All , or Renew With Specific Due Date

MM « » | Actions~

Mark Lost (By Patron) Ao
J Mark Claims Returned
Mark Claims Never Checked Out

- Renew

Renew All
Renew With Specific Due Date

Check In

TIP You can also renew items on the Item Status screen.

It is not currently possible to select a specific due date time when renewing hourly
NOTE loans with Renew With Specific Due Date . For now the Edit Due Date function
should be used if a specific time is required.

8.4.2. Exceptions at Renewal

An item can be blocked from renewing for the following reasons:

¥ Patron has a system generated or staff generated block  on their account

¥ The item has no more renewals allowed as per the libraryOs  circulation policies
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¥ The item is needed to fill a hold

To override an exception when renewing:

1. Check or un-check the box for Automatically override for subsequent items as applicable to
the check out.

2. Click Force Action? . Staff must have the appropriate permissions  to force the check out.

Exceptions occurred during renewal.

MAX_REMEWALS REACHED

33987000292705

Circulation has no more renewals remaining
[ sautomatically override for subsequent items?

3. The item will be updated in the grid. The new due date will be determined by your circulation
policies .

8.4.3. Edit Due Date

1. Click the Items Out tab in the patron account.
2. Select the items and click Actions .
3. Select, Edit Due Date .

4. Select the new due date and due date time (if working with hourly loans).
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M4 W | Actions~

Print ltem Receipt
“ Edit Due Date
Mark Lost (By Patron)

Mark Claims Returned

Mark Claims Never Checked Out

Renew

Edit Due Date changes the due date in the existing circulation record without
reducing remaining renewals, or creating a new circulation record. It does not
generate new circulation statistics, and no new notices are generated. For example,
editing the due date will not generate a new pre-due notice near the new due date.
Co-op Support strongly recommends you use  Renew With Specific Due Date rather
than manually edit a due date unless you are working with hourly loans.

NOTE

8.5. Mark Items

Items can have their status changed via the  Mark functions on the Actions menus. See ltem Statuses
for more information on how particular item statuses behave.

8.5.1. Claims Never Checked Out

If a patron believes an item was erroneously checked out on their account and staff cannot locate it
to check it in the item can be marked as claims never checked out.

1. Goto the Items Out tab in the patron account.

2. Select the item and click Actions ! Mark Claims Never Checked Out
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Items Checked Out (5) OtherfSpecial Circulations (2)

Mon-Catalogued Circulations

2

M M » | Actions~-

g 0O Title Due Date  Fines Stopped Renew;  Print ltem Receipt

1 O Snow 2022-07-22 ... 100 Edit Due Date

2 m 2022-06-15 ... Mark Damaged

3 [ Litle Miss S... 2022-07-15 ... 100 | park Missing

4 [ Riversofsgu... 2022-07-25 ... 100 Mark Lost (By Patron)
5 Popular mec... 2022-07-18 ... 100

Mark Claims Returned

~ Mark Claims Mever Checked Out

3. A pop-up appears where staff can confirm that they wish to mark the item by clicking

4. The item is checked in and set to

OK/Continue

account.

Missing . The item is no longer associated with the patronOs

Libraries may wish to routinely run reports on items with the status of
searched for and replaced/deleted as appropriate.

8.5.2. Claims Returned

Missing so they can be

If a patron believes an item out on their account was returned and staff cannot locate it to check it
in the item can be marked as claims returned.

1. Goto the Items Out tab in the patron account.

2. Select the item and click Actions ! Mark Claims Returned

3. Enter the date on which the patron claims they returned the item and click
chosen date is in the past any overdue fines will be adjusted accordingly.
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Iltems Checked Out (5) OtherSpecial Circulations (1) Mon-Catalogued Circulations (2)
M H | W

& O Title Due Date  |Fines Stopped Renew; Print ltem Receipt

1 O Snow 2022-07-22 .. 100 Edit Due Date

2 n 20220615 ... Mark Damaged

3 O LitfleMissS .. 2022-07-15 ... 100 Mark Missing

4 [0 PBiversofsu.. 2022-07-25 .. 100 Mark Lost (By Patron)

5 Rain! 2022-07-25 ... 100§ WMark Claims Returnad

Submit . If the



Mark Item(s) Claims Returned

Enter claims refumed date for items: 33957000795149

2022-06-22 =

4. The itemOs status is updated to Claimed Returned. It remains associated with the patronOs
account and is now displayed on the  Other/Special Circulations tab.

Some libraries prefer to use the status  Missing . This can be set using the library
setting Claim Return: Mark copy as missing

NOTE

Items Checked Out (4) Other/Special Circulations (2) Mon-Catalogued Circulations (2)

M # W | Actions~ | Rows25~  Page1~- | -

g O Title Due Date  |Fines Stopped Renewals RemCheckout !/ Rer  Barcode Total Notices | Last Notice
1 Sunshine oo 2027 07 25 LOST 104 =] 3308700400
2 O REain! 2022-07-25 ... CLAIMSRET... 100 MPL 3308700079, ..

5. The patronOs Claims-returned Count is automatically increased. This can be viewed in the
patron summary and the Edit tab.

Libraries can use the library setting Max Patron Claims Returned Count to set a
NOTE maximum number of items a patron can claim as returned before a staff
override is required.

A claimed returned items is resolved when it is checked in or when the status is updated to Missing
or Lost following local library policy. An alert displays on check in to let staff know a claimed
returned item has been found. When an item is located staff may wish to adjust the patronOs
Claims-returned Count  accordingly on the Edit tab.

8.5.3. Damaged

If a patron damages an item it can be marked as damaged at check in, via the Iltem Status interface,
or from within a patronOs account.

1. On the appropriate interface select the item and click Actions ! Mark Damaged
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Iltems Checked Out (6) Other/Special Circulations (2] Mon-Catalogued Circulations (2]

M W | Actions~-

&g O Title Due Date  Fines Stopped Renew; Print ltem Recsipt
1 [ Litile MigsS... 2022-07-18 ... 100 Edit Due Date
2 Rain forest a... 2002-07-25 ... 100 | * Mark Damaged |

2. A pop-up appears indicating that the item will be marked damaged. Click Submit .

3. If your library has the library setting Charge item price when marked damaged set to True a
second pop-up will appear.

a. If needed, adjust the amount being billed. The processing fee from the library setting Charge
processing fee for damaged items is included in the total.

b. Select the bill type from the drop down menu.
c. If needed, add a note.
d. If you are not charging the patron in this particular case, click No Charge .

e. Click Submit .

Mark ltem(s) Damaged

Hem 33887000255537 will be marked damaged. Was returned on 0627722 13:40 pm for
Gentle, Micole null - 25757000115588. Confirmation required to charge this patron 514.95
far the damage.

Fee Type
14.95 Damaged e
Note

Item returned water
damaged. JH

4. The itemOs status is updated to Damaged and removed from the patronOs account. If the patron
has been billed for the damage the bill will display in the Bills tab. The bill displays as a single
charge which includes the processing fee.

A damaged item is resolved when it is checked in to return it to circulation, when the status is
updated to Discard/Weed , or when the item is deleted. An alert displays on check in to let staff know
a damaged item has been checked in.

NOTE Checking in a damaged item does not affect any bills that were generated when the
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item was set to Damaged.

8.5.4. Discard/Weed

If an item is slated to be removed from the collection it can be marked as discard/weed at check in,
via the Item Status interface, or from the Holds Shelf. Libraries may wish to use the Discard/Weed
status when items to be discarded need to be reviewed before being deleted.

1. On the appropriate interface select the item and click Actions ! Mark as Discard/Weed

Item Status | ! w [ Actions~
# [ Status  Alert Message Barcode Call Number Due Mark “ 1
1 3398T000555687  ES91.734 HOD 202207 lem as Damaged i
i ~ ltem as DiscardWeed I N
tem as Missing

2. A pop-up appears where staff can confirm that they wish to mark the item by clicking
OK/Continue .

3. The item is setto Discard/Weed .

A discarded item is resolved when it is checked in to return it to circulation or deleted from
Evergreen.

Staff may wish to put discarded items into item buckets to make it easier for
NOTE subsequent staff to view and work with the items. See Item Buckets for information
on using item buckets.

8.5.5. Missing

If an item cannot be located it can be marked as missing via the Item Status interface, from within a
patronOs account, or from the Holds Shelf.

1. On the appropriate interface select the item and click Actions ! Mark Missing

Items Checked Qut (5) Other/Special Circulations (2) Mon-Catalogued Circulations (2)

M W » Actions -

g 0O Title Due Date  Fines StoppedRenews  Print lfem Recsipt

1 Rain forest r... 2022-07-25 ... 100 | Ecit Due Date L
2 [ Riversofsu... 2022-07-25 ... 100 Mark Damaged

3 O Snow 20220722 ... 100 1 Mark Missing ;
& Lui ﬂﬁi aﬁa-m-lﬁ 100 TR

2. A pop-up appears where staff can confirm that they wish to mark the item by clicking
OK/Continue .

3. If the item is currently checked out a second pop-up will ask staff to confirm that they wish to
check in the item.
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4, The item is set to Missing and, if previously checked out, is no longer associated with the
patronOs account.

A missing item is resolved when it is found and checked in or when it is deleted from Evergreen.

8.5.6. Missing Pieces

If an item is returned with pieces missing it can be marked as missing pieces from Check In or the
Scan Item as Missing Pieces interface. The feature currently functions slightly different depending
on which interface it is accessed through.

Mark Missing Pieces via Check In

1. Go to Circulation ! Check In
2. Check the item in.

3. Select the item and click Actions ! Mark Missing Pieces

Items Checked In

g0 Barcode Checkin Date Location Route To  Add ltems to Bucket
1 O 33987000567353 2022-08-27 14:24 Story Box Story Box Retrieve Last Patron Who Circulated liem

Backdate Post-Checkin
Print R Mark ltems Damaged
Mark ltems Discard/\Weed

| Mark Mizzing Pieces I

M | W | Actions -

-

di

4. A pop-up appears where staff can confirm that they wish to mark the item by clicking
OK/Continue .

5. A print dialog will appear. Staff can print the slip to keep with the item.

6. The Create Note pop-up will appear. Use the pop-up to create a note, alert, or block on the
patronOs account. This note can be set as patron visible so it displays to the patron in My
Account.

7. Click OK.

8. The note is applied to the last borrowerOs account and the item is set to Damaged and checked

back out to the patronOs account.

This method of setting an item as missing pieces is missing the letter that is
generated at the end of the process. If that letter is important to your workflow
you should always mark items missing pieces via the Scan Item as Missing
Pieces interface.

NOTE

Scan Item as Missing Pieces

1. Go to Circulation ! Scan Item as Missing Pieces
2. Scan the itemOs barcode.

3. Click Mark Item as Missing Pieces?
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Barcode = 33987000567353

Title: Srow a story box
Authorn
Call Mumber: SB SNO

Mark ltem as Missing Pieces? .Cance%

4. A print dialog will appear. Staff can print the slip to keep with the item.

5. The Create Note pop-up will appear. Use the pop-up to create a note, alert, or block on the
patronOs account.

This pop-up is the old Notes pop-up and is missing the functionality that allows
NOTE staff to select the display depth and set a note as patron visible so it displays to
the patron in My Account.

6. Click OK.

7. The note is applied to the last borrowerOs account and the item is set to Damaged and renewed
on the patronOs account, if there are remaining renewals.

8. A letter is generated that can be edited and then printed and mailed to the patron.

18:20:35 27-Jun-2022
Dear Micole Gentle,

W are missing pieces for the following returned items:
Title: Snov @ & story box

Barcode: 33987000567353
Duer 2022-07-04

Please retum these pieces as soon as possible,

Thanks!

Library Staff

A missing pieces item is resolved when the pieces are returned and the item is checked in or the
pieces are never returned and the item is deleted. Notes related to the item must be manually
removed from the patronOs account.

Libraries can choose to use a different item status for missing pieces instead of

NOTE
Damaged. The library setting Item Status for Missing Pieces is used to set this.
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8.5.7. Lost

If a patron loses an item, it can be marked as lost in their account.

1. Goto the Items Out tab in the patron account.

2. Select the item and click Actions ! Mark Lost (By Patron)

Items Checked Out (5) Other/Special Circulafions (0} Mon-Catalogued Circulations (0)

M | » Actions -

# O Title Due Date Fines Stopped Renew;  Print llem Recsipt

1 O Snow 2022-07-22 .. 100 | Edit Dus Date

2 [O Snow bear 2022-07-22 . 100 ' Iark Damaged

3 [ LitleMissS_. 2022-07-16 .. 100 park Missing

4 Sunshine on... 2022-07-25 . 100 " Mark Lost By Patron)
3 [ Riversofsu... 2022-07-25 .. 100

Mark Claims Returned

Mark Claims Mever Checked Out

3. The itemOs status is updated to Lost. It remains associated with the patronOs account and is now
displayed on the Other/Special Circulations tab.

ltems Checked Out (4) OtherSpecial Circulations (2) Mon-Catalogued Circulations (2)

M # W | Actions~ | Rows25~  Page1~- | -

e = : Titla e D Gt Bl 0 0B 0 ppad Ronawalo-Hom Chooloulilofe—t oroadge—Jatalblatices | Last Notice
1 [0 Sunshineon... 2022-07-25 ... LOST 100 MPL 3398700100. ..
2 O Rain! 2022-07-25 . CLAIMSRET... 100 MPL saeeTo0078..

4. A bill is automatically added to the patronOs account on the Bills tab for the replacement cost of
the item and displays in dark red. A processing fee is included if the library has a value in the
library setting Lost Materials Processing Fee .

Eill Patron History Check &ll Refunds M H B Aclions = Rows 25~  Pagel~- | =

# [ Status Barcode Title Shelving L/Owning LitCall Numby  Type  Total Paid [Total Billed Start Balance Oy
| [+ 3398700... Sunshin... Adult Fic... MPL FIC MCC circulati... $0.00 £30.00 2022-06... $30.00

[l Receipt On Payment #ltems 1

Evergreen can also automatically mark an item as lost after the item is a set number
NOTE of days overdue. See Overdue Mark Lost Notification for information on this
process.

A lost item is resolved when it is checked in or paid for. A checked in lost item will continue to
display on a patronOs Other/Special Circulations tab until all bills linked to the item are resolved.
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This includes replacement charges, overdue charges, and manual charges added to the existing
bills. See Bills and Payments for more information on managing Lost bills.

8.6. Items with Deposits

Libraries may have some items that require a deposit. This may be materials like special books that
are hard to replace or items in a library of things collection that are expensive to replace.

Items that require a deposit will have the Is Deposit Required item attribute set to Yes and have an
amount entered for the  Deposit Amount item attribute. See Item Attributes for more information.

For libraries that refund the deposit when the item is returned the library setting Void item deposit
fee on checkin should be setto TRUE.

8.6.1. Checking Out an Item With a Deposit

1. Retrieve the patronOs account .
2. On the Check Out tab, scan or enter item barcode.
3. A pop-up will appear indicating that a deposit is required.

4. Click Force Action

Exceptions occurmed during checkout.

ITEM_DEPOSIT_REQUIRED

3398T70001635449
Payment of an item deposit is required.
[ partomatically override for subsequent tems?

Force Aclion? Skip?

5. The item is checked out to the patron.

6. Click on the Bills tab. A bill has been added in the amount of the deposit.
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Check Out ltems Qut (2) Holds (0 / 0} Bills (50.00) Motes Edit Other - Pafron Search

Total Owed: §150.00 Refunds Available: 50.00 Pay Bill
Total Billed: 150,00 Credit Available: 50.00
Tolal Paid/Credited: 50.00 Session Voided: 50.00
Payment Type Cash W
Owed for Selected: 5000 Pending Payment: $0.00 Check Number
Billed for Selecied: 5000 Pending Change: $0.00
Paid/Credited for 5000 Payment Received
Selected:

Annotate o Apply Payment

Bill Patron History Check All Refunds 4 LU Actions - Rows 25~ Page 1~ -

# | | Status Payment PendirBilling Location Barcode Title Shelving Locatic  Total Paid Total Billed
33987000163, Singer Heavy__. Skorage Physi.. $0.00

"] Receipt On Payment # Copies 1

7. Have the patron pay the deposit the same as any other bill.

8.6.2. Checking In an Item With a Deposit

1. Go to Circulation ! Check In
2. Scan or enter the item barcode(s).
3. A pop-up will appear indicating that a deposit was paid for the item.

4. Click Force Action

ITEM_DEPOSIT_PAID

339870001635449

An itemn deposit was paid.
[ Automatically override for subsequent items?

5. The item will be checked in and the screen will indicate the amount of the deposit (if the library
setting Void item deposit fee on checkin is setto TRUE.

6. Click on the patronOs barcode in the Fine Tally message to open their in a new tab acount.
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Barcode Earcode Submit

[C] Sirict Barcode

Fine Tally: | -5150.00 §Transaction for 338870001635449 billed: :—5150.&0

ltems Checked In

2| 0O Barcode Location Route To Title
1 [0 339870001635449 Storage Physical liems  Storage Physical ltems  Singer Heavy Duty Se...

7. Click on the Bills tab.

8. In the summary section of the  Bills tab you will see the amount you are refunding reflected in
the Refunds Available and Pending Payment fields.

Total Billed: S0.00 CTean Avalianie S0
Total Paid/Credited: S150.00 Session Voided: S0.00
Owed for Selected: -150.00 | Pending Payment: -150.00
Billed for Selected: 2000 ange:

PaidiCredited for S150.00

Selected:

9. Enter 1inthe Payment Received box. (There is currently a bug preventing the "Apply Payment
button from being used without a positive number in this box. The $1.00 payment wonOt
actually be applied.)

10. Click Apply Payment

Total Owed: -450.00 Refunds Available: 5150.00 Pay Bi||
Total Billed: 50.00 Credit Available: 50.00
Total Paid/Credited: 3130.00 Session Voided: 50.00
Payment Type Cash -
Owed for Selected: -150.00 Pending Payment: -150.00 Check Number
Billed for Selected: 20.00 Pending Change: $151.00
Paid/Credited for 5150.00 Payment Received 1
Selected:

Annotate o Apply Payment

Bill Patron History Check All Refunds ] “ » Actions ~ | Hows25~ | Pagel~ |~

# | [ | status PaymeniBilling L Barcode Title Last BilliShelvingOwning [Call Nun  Type Total PaiTotal Bill Start = Bill#
1 -150.... MPL 33987 ... Singe... Stora... MPL Singe... circul. 5150 50,00 2024- . 519

[ Receipt On Payment  # Copies 1

11. The payment has been refunded and you can return the money to the patron.

12. A record of the refund is available in the patronOs bill history in the full details of the payment.

8.7. In-House Use
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In-house use can be recorded for catalogued and non-catalogued items.

The library setting Record In-House Use: # of uses thresholds for Are You Sure? dialog allows you to
set a threshold at which Evergreen will ask staff to confirm that they really want to record that

many in-house uses. The library setting  Record In-House Use: Maximum # of uses allowed per entry
allows you to set a maximum number of uses that Evergreen will allow to be recorded at a time.
These settings can be useful in preventing an accidental scan of a barcode in the # of Uses from
inflating in-house statistics.

The statistics for in-house use are separate from regular circulation statistics. The

NOTE ~
in-house use count of catalogued items is not included in an itemOs total use count.

8.7.1. Catalogued Items

1. Go to Circulation ! Record In-House Use
2. Enter the number of uses if it is more than the default of 1.

3. Scan or enter barcode.

[ # of Uses: 3 Barcode - J398T 00078276 Subrnit

In-House Use

# | U # of Uses Barcode Call Number

Hn Emi T r‘wln--

4. The in-house use will be recorded in the grid.

In-House Use M | # W  Rows25+ | Pagel~ ~

#of Uses Barcode Call Number Location Title Item Status

2 0
1 03 33967000782796 ‘Science Astronomy Adult Non-Fiction Space aflas Reshelving

Keep an eye on the Item Status column when recording in-house use. You may need to

TIP
take further action if you find items with a status other than Available or Reshelving.

8.7.2. Non-catalogued Items

1. Go to Circulation ! Record In-House Use
2. Enter the number of uses if it is more than the default of 1.

3. Click on the drop down arrow in Barcode to choose the non-catalogued item type.
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# of Uses: 4

In-House Use

g | O
3

4. Click Submit .

# of Uses

Barcode ~

Barcode

Donations Cart

Free Magazines
Paperback Book

Submit

Call Number
Science Astronomy

# of Uses: -

In-House Use

5. The in-house use will be recorded in the grid.

Free Magazines -

I Submit

Call Number

In-House Use

#of Uses

# |0
1 04
=

Barcode Call Number

aonzeozn o Y

Location

=

M 4 W PRows25-  Pagel- | -

Title Item Status

Free Magazines

8.8. Item Status

Sitka Snippet Video - Item Status (2:26)

Sitka Snippet Video - Batch Update (4:30)

The Item Status screen is very useful to circulators and cataloguers at your library. Scanning a
barcode into Item Status does not affect the itemOs current status.

To access Iltem Status select Cataloguing ! Item Status

the List View will open.

or Circulation ! Item Status

. By default

The List View allows staff to view information for multiple items at a glance as well as performing

many actions on selected items via the

Actions menu.

Scan Item
Item Status
# [ | Status  Alert Message
1 0O
2 0O
3 O

Submit @ | OR [ Choose File | Ho file chosen

Barcode
33987000881051

Call Number

EBAR
33887000813013  DVD COM THI

3398700150639 JLYA

Due Date

Detail View
T
M 4 W Actions= |Rows 100~ Pagel~ =
Location ltemn Status Title Alerts

Juvenile Picture B... Checked out
oWVD HAvailable

Juvenile Book Clu... Available

Peter Pan : fromt... g ppznzpe

This is Spinal Tap... ¢ Mznzge

Howard Wallace. ... g pznzc

Print
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The Detail View allows staff to use the different tabs to see a variety of information about a specific

item.
Scan ltem
| submit @] OR Me file chosen [2] Actions= | List View
Record Summary (MARC) »
Title: Peter Pan : from the motion picture Edition: 1=t Random House TCMN: 45390 Created By:
"Peter Pan™ ed.

Author Puly Date: 2007 Database ID: 45390 Last Edited By:

Bib Call & [E] Record Owner: Last Edited On: 2021-09-03 11:23
f

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

Barcode 33937000551051 Circ Library MPL Call # Prefix Status Checked out

Price 0.00 Cwening Library MPL Call# EBAR Due Date

Acquisition Cost Shelving Location Juvenile Picture Call # Suffix Checkout Date

Books

ISBN {9750736402385} Loan Duration Mormal Renewal Type Checkout Workstation

Date Created 2021-08-03 12:24 Fine Level Mormal Tatal Circs 0 Dwuration Rule

Date Active 2021-09-03 12:24 Reference false Total Circs - Current 0 Recurring Fine Rule

ear

Sfatus Changed 2021-09-03 12:24 QPAC Visible true Total Circs - Prev Year 0 Max Fine Rule

ltem ID 32232 Hold able true In-House Uses 0 Checkin Time

Circulate frue Renewal Workstafion Remaining Renewals Checkin Scan Time

Floating Circ Modifier Age-based Hold Checkin Workstation

Protection
Inventory Diate Inventory Workstation
ltem Alerts Add Manage

Clicking on the itemOs title in either the

catalogue.

8.8.1. Upload from File (Choose file)

You can upload a .csv file of multiple barcodes using the

List View or Detail View will open the record in the staff

Choose File option. To ensure smooth

uploading and further processing of the items, it is recommended that the list contain no more than

100 items.

1. Run a report in Evergreen to list the items youOd like to load into

Item Status .

2. Open the report in a program like Excel and remove all columns other than the barcode
column, remove the header row, and save the file as a .csv file.

3. In Evergreen, open

4. Click Choose File .

Iltem Status .

Scan ltem

ltem Status

Submit | €| OF ) file chosen
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5. Follow the on screen prompts to select your file.

6. A progress bar will display as the file loads.

7. The items will be listed and the file name displays at the top.

Scan ltem
Subomit
ltem Status
# [ Status Alert Message Barcode Call Number
1 0O 3385T000817832  True Crime
2 0O 33957000580976  FIC DEL
3 0 33857000865476  JMCD SOMN DIA
S S| A0S TN0NTRIR0E_ DOOENTT 50 20

Due Date

© | OR | Choose File | missing-circ-mod-MPLesvy @

Location

Adult Hon-Fictiof

Adult Ficlion
Juvenile Mugic

Stacks

]

8. Ensure youOve set the row count high enough so that all your items display in the list.

Scan ltem
Submit | @ | OR | Choose File | missing-circ-mod-MPLcsv @ Dietail View
ltem Status “ W Aclionsk  Rows100~ | [Page i~ =
# [ Status Alert Message Barcode Call Number Due Date Lecation tem Status Title f Alerts
1. 0 33967000817832  True Crime Adult Mon-Fiction  Awvailable *You can't win (§ 0 Manags
e 22DOTAONEENOTE  ENC DE) Lchill Eintine, Locailabla Ticarao, 2 oo
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Chapter 9. Bills and Payments

9.1. Billing a Patron

There are two categories of bills in Evergreen:
System Generated Bills

Bills created by Evergreen show a type of  circulation . Evergreen will generate bills when items are
marked as lost or damaged and include any set processing fees. Additionally, once an item is
overdue, Evergreen will generate on-going overdue fines based on a libraryOs circulation policies;
overdue fines are generated overnight.

Staff Generated Bills

Bills created manually by staff show a type of grocery . Sitka libraries share a list of billing types
which staff can choose from.

Additional library specific bill types can be added by Co-op Support if a library requires a unique
bill type; default prices can be attached to the unique bill type.

9.1.1. Creating a Bill

Staff can manually add bills to a patronOs account for fees like non-resident memberships,
photocopying, replacing lost library cards, and more.

1. In the patronOs account click on the Bills tab.

2. Click Bills in patron account.

3. Click Bill Patron

Total Owed: $4.00 Refunds Available: 50.00 pay Bill
Total Billed: 54.00 Credit Available: 50.00
Total Paid/Credited: 50.00 Session Voided: 50.00
Payment Type Cash ~
COwed for Selected: 54.00 Pending Payment: $0.00 Check Number
Billed for Selected: 54.00 Pending Change: $0.00
Paid/Credited for 50.00 Payment Received
Selected:
Annotate o Apply Payment
Eill Patron |: Histony Check All Refunds ] “ » Aclions - Rows 25~ Page 1~ ~

. In the pop up that appears, select the appropriate billing type from the drop down menu.
. Enter the amount you wish to bill the patron.

. Optionally, include a note about the bill.

N~ o o A~

. Click Submit Bill
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Bill Patron: Gentle, Micole - 28757000115588

Location: MPL

Billing Type: Fee for copies w
Amount: 3.50
Mote: MNote

8. The bill will display with a type of grocery to indicate that the bill was manually created by staff.

Eill Patron History Check All Refunds ] " » Aclions - Rows 25~ Pagei~ -~
€ [ Status | Barcode Title Shelving L'Owning LikCall Numibs  Type | Paid Total Billed Start Balance Oy
1 0O grocery .00 34.00 2022-07... 34.00
2 0O grocery 0D $3.50 2022-07... 53.50

9.1.2. Adding a Charge to an Existing Bill

If the patron incurs additional charges that are related to existing charges, staff can add the new
charge to the existing one instead of creating a new bill.

1. In the patronOs account click on the Bills tab.

2. Select the bill you wish to add additional charges to and click Actions ! Add Billing

BilFatron | History | Check All Refunds M o » Rows25~ Pagele | =
# | [J| Status Barcode = Title  Shelving L Owning LikCall Numbd: Print Bills ital Billed Start Balance O
10O Void All Billings 400  202207.. 5400
B | Adjustio Zero 850 2022.07.. 5350
Refund
[] Convert Change fo n Payment #ltems 1
Full Details

3. In the pop up that appears, select the appropriate billing type from the drop down menu.
4. Enter the amount you wish to bill the patron.
5. Optionally, include a note about the hill.

6. Click Submit Bill
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Bill Patron: Gentle, Nicole - 28757000115588

Bill # 625 Total Billed $3.50
Type grocery Total Pad 30.00
Start 2022-07-05 08:13 Total Billed 33.50
Finizh Renewal?

Location: MPL

Billing Type: Fee for copies "
Amount: 500
MNote: additional copies made JP

7. The bill will be updated to reflect the new total.

9.2. Making Payments

Bills can be paid by cash, cheque, or credit, or be resolved by forgiveness, work, or goods.

If the patron should not have to pay the bill (e.g. the patron should not have been billed in the first
place) see Adjusting the Bill Balance to Zero  and Voiding Bills for additional options to resolve the

bill.
1. In the patronOs account click on the Bills tab.
2. Select or de-select bills to pay. Oldest bills are paid first by default.

3. If the patron would like a printed receipt check the box for Receipt On Payment and enter the
number of copies to printin the  # ltems field.
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Total Owed: $4.00 Refunds Available: 30.00 Pay Bill

Total Billed: 54.00 Credit Available: 30.00
Total Paid/Credited: 50,00 Session Voided: 30.00
Payment Type Cash -
Oweed for Selectad: 54.00 Pending Payment: $0.00 Check Number
Billed for Selected: 54.00 Pending Change: $0.00
Paid'Credited for 50000 Payment Received
Selected:
Annotate o Apply Payment
Eill Patron History Check All Refunds M # W Aclions+ FRows25+ | Pagel- =

g | [J  Status | Barcode Title Shelving L'Owning LitkCall Numb¢ Type  Total Paid Total Billed Start | Balance Ox
1 grocery  S0.00 54.00 2022-06... 34.00

) Receipt On Payment #ltems

4. If the patron is paying in cash and would like their change added as credit to their account
check the box for Convert Change to Patron Credit

L iOwming LikCall Numbi  Type  Total Paid Total Billed Start Balance Ow
grocery 30.00 400 2022-07... 4.00

[ | Convert Change lo Patron Credit FI Receipt On Payment # ltems 4

Libraries that do not allow patrons to have credit can set the library setting
Disable Patron Credit to TRUE to turn off this feature.

NOTE

5. Select the payment type from the drop down menu.

Fay Bill

Payment Type Cash b4

Check Number Check
Credit Card !
Payment Received Debit Card
Patron Credit I
O Woaork

Annotate Forgive

Goods

6. Enter the amount given by the patron in the Payment Received field.

If the patron is paying in cash you can enter the total amount received and the
amount of change to give to the patron will display in the Pending Change field.



L Check Number
“Pending Changs: $16.00

Payment Received 20.00

7. Check the box for Annotate if you wish to include a note with the payment.

8. Click Apply Payment

Fay Bill

Payment Type Zash W
Check Number
Payment Received 20.00

Annotate U Apply Payment

9. The payment is applied and a receipt will print if that option was checked.

NOTE Details of payments can be seen by clicking on the  History button.

9.3. Refunding Payments

If a paid bill is voided, either by staff or by the system, it may result in a negative balance on the
patronOs account. To close negative bills, you can adjust the balance to zero , add a bill entry to the
negative line item , or refund the balance amount.

On occasion staff may need to manually void a payment in order to trigger the refund. See Voiding
a Paid Bill .

The most common scenario resulting in a negative balance is a lost item that has

NOTE ~
been paid for being returned within the libraryOs refund interval.

1. In the patronOs account click on the Bills tab.

2. Select the line for the refund and goto  Actions ! Refund
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Eill Patron Histony Check All Refunds ] " » Aclions - Rows 25 - Page 1~ -~
# [J| Status | Barcode | Title |Shelving L/Owning LitCall Numbi Print Bills {tal Billed  Start | Balancs O
10 Void &l Billings 4.00 2022-07... 34.00
2 0 Adjust to Zero 8.50 2022-07... 5850
3 3398700, Treshou... AdultMo... MPL Home D... | D00 202207 4200

3. Click OK/Continue .

refunded transaction.

Are you sure you would like to refund excess payment on bills
6867 This action will simply put the amount in the Payment
Pending column as a negative value. You must still select Apply
Payment! Certain types of payments may not be refunded. The
refund may be applied to checked transactions that follow the

4. In the summary section of the
the Refunds Available and Pending Payment fields.

=)=

Bills tab you will see the amount you are refunding reflected in

Total Cweed:
Total Billed:
Total Paid/Credited:

Cwwed for Selected:
Billed for Selected:
Paid/Credited for
Selecied:

-29.50
512.50
542.00

-42.00
50.00
542.00

I‘Heﬁ.lnds Ayailahle: 54200 I

Session Voided: 30.00

IJFE!I"H:I_IHI_:] Payment: -42.00 I
ng Change:

5. Enter 1 inthe Payment Received box. (There is currently a bug preventing the "Apply Payment"
button from being used without a positive number in this box. The $1.00 payment wonOt

actually be applied.)
6. Click Apply Payment
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Total Cwed:
Tatal Billed:

Billed for Selected:
Paid/Credited for
Selected:

Eill Patron

Status

[FRENIgag
8 Oooo

Total Paid/Credited:

Crwed for Selected:

-29.50
$12.50
542.00

-42 .00
50.00
542.00

Refunds Available:

Credit Available:
Session Voided:

Pending Payment:
Pending Change:

History Check All Refunds

Barcode Title

3388700. .. Treehou... Adult No... MPL

542.00
50.00
50.00

-42.00
$43.00

L

Pay Bill
Payment Type

Check Number

Payment Received

Cash W

Annotate o

Apply Payment

L) » Aclions - Rows 25~ | Pagei~ -

Shelving L Owning LikCall Numbs Type Total Paid Total Billed

Home D..

grocery 2000 54.00
grocery 20,00 53.50

. circulati... 34200 50.00

Start | Balance On
2022-07... 34.00
2022-07... 3850
2022-07... -42.00

7. The payment has been refunded and you can return the money to the patron.

8. A record of the refund is available in the patronOs bill

9.4. Adjusting the Bill Balance to Zero

history in the full details of the payment.

This function sets any balance to zero and can be used to clear bills that you have determined the
patron should not pay, possibly because they shouldnOt have been billed in the first place. A record
of the adjustment is kept in the patronOs transaction history .

For bills that the patron should have been billed but that staff are choosing to forgive Co-op Support

recommends using the Forgive payment instead to enable staff to track amounts that are forgiven.
SeeMaking Payments .

Adjust to zero can also be used to clear a negative balance from a patron account. If money is being
returned to the patron staff should

refund the payment

1. In the patronOs account click on the Bills tab.

2. Select the bill line item and click

Actions ! Adjust to Zero

instead of adjusting it.

Eill Patron

1

History Check All Refunds

# [ Status  Barcode  Title

L Rowszsv Page 1~  ~

Shelving L Owning LitCall Numps|  Print Bills ital Billed

2 0

Start  |Balance Oy
2022-07... 34.00

\inid All Billings 400
I Adjust to Zero | 8.50

For—

2022-07... 58.50

3. Click OK/Continue on the pop-up that appears.

4. The bill has been adjusted to zero and no longer appears on the bill screen.

5. A record of the adjustment is available in the patronOs bill

payment.
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Statement Details
Billing Statement
Type Deszcription Amount Balance
Eilling Fee for copies 34.00 24.00
2022-07-05 10:13
Adjustment System: MANUAL ADJUSTMENT 400 S0.00
2022-07-05 10:13
Total Charges 24.00
Total Payments -50.00
Total -34.00
Adjustments
Balance Due 50.00

9.5. Voiding Bills

Local system administrators can void bills, either entirely or in part.

9.5.1. Voiding a Bill

When an entire bill is voided there is no record of the bill or that is was voided. Co-op Support
recommends you use the adjust to zero function instead of voiding entire bills.

1. In the patronOs account click on the Bills tab.

2. Select the hill line you wish to void and click Actions ! Void All Billings

Eill Patron History Check All Refunds e “ L4 Actions ~ Rows 25 - Pagei1~ -~
# | Status |Barcode | Title |Shelving Owning L/Call Numt Typl.FrintBills ¢ Start [Balance CLast Billin
1 339870 Weathe. .. Juvenil... MPL  E5516... circull Void All Bilings 2022-0... 51400 Damag...
2 O groce  Adustio Zero 2022-0... 3850 Fee for...

3. Click OK/Continue on the pop-up that appears.

4. The bill will no longer display on the patronOs bill tab. There is no record in the patronOs account
of the bill.

9.5.2. Voiding Part of a Bill

Sometimes you may wish to void part of a bill, such as overdue fines for a specific day or a
processing charge for a lost item.

1. In the patronOs account click on the Bills tab.

2. Select the bill line you wish to partially void and click Actions ! Full Details
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Bill Patron History Check All Refunds L] H M Rows 25 ~ Pagei1~ -~

£ | 0| Status Barcode | Title Shelving |Owning L/Call Numk Typ Print Bills : Start |Balance CLast Billin

330870... Thewi... Juveni.. MPL  EMAC circulRNeRETIIAE 2022.0... $19.44 LostM...

2 O groce  Adjust fo Zero 2022-0... 3850 Fee for...
. Refund |

[ Cenvert Change to B In Payment #Items 1

Add Billing

Full Details

3. The bill will open on the Statement tab. Click the Details tab.

Statement ' Deetails

Billing Statemnent

Type Description Arnount Balance

Billing Lost Materials 314.44 S14.44
SYSTEM GEMERATED
2022-07-05 10:25

EBilling Lost Materials Processing Fee 55.00 51944
SYSTEM GEMERATED

2022-07-05 10:25

Total Charges 519.44
Total Payments -50.00
Balance Due 51944
4. Select the specific bill line you would like to void and click Actions ! Void Billings
Bills b4 Rows 10~ | Page 1+ | ~
# |0 | Amount | Create Date Billing PeriogBilling Periog Note i? Type Billing ID
1 [ 31444 2022-07-0... SYSTEM ... Edit Note " Lost Materi... 117
2 55.00 2022.07-0... SYSTEM .. Ho LostMateri.. 118
Due to a bug, you must have the column Billing ID displayed in order to
CAUTION

select individual bill lines.

5. Click OK/Continue on the pop-up that appears.

6. The amount owing for the bill will be updated.

9.5.3. Voiding a Paid Bill

Sometimes you may need to void a bill a patron has already paid in order to process a refund.

1. In the patronOs account click on the Bills tab.

2. Click History
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Eill Patron History Check All Refunds

g [ Status E!laru:n:zu:jeI Title  Shelving 1Owni
339570... Thewi... Juvenil... MPL

3. Click on the Payments tab.

4. Select the relevant transaction and goto  Actions ! Full Details

M #  w | Aclions~ | Rows25~  Pagei~ =

# |[J | Amount PaymentTii Note |VoideTransactionLast Billing Full Details || Title Barcode tem C
1 21500 2022-06-... Mo  grocery Damaged

I ian n‘i ;i ii ﬁ siiiliﬂ Ll 'Wmhii o1 m

5. The bill will open on the Statement tab. Click the Details tab.

6. Select the bill(s) you wish to void and goto  Actions ! Void Billings

Statement Dietails

Bills 7] Rows 10~  Pagel~ |
# [ Amount Create Date Billing PericcBilling Periog MNote ' Type Billing 1D
1 515.00 2022-08-2... Wizard of | Damaged 103

7. Click OK/Continue on the pop-up that appears.

8. The patron will now have a credit of the amount voided on their account.

9.6. Viewing Bill History

In bill history, staff can see both open and closed transactions that have taken place with the
patronOs account, as well as a history of payments made by the patron.

9.6.1. Transactions Tab

1. In the patronOs account click on the Bills tab.
2. Click History

3. By default transactions from the last 12 months will display. Use the calendar widgets to choose
select a different timeframe if needed.
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Transzactions Payments

Selected Billed: Start End

50.00 Date: 2021-07-04 = Date: 2022-07-04 =
Selected Paid:

50.00

M #H W Actions~  Rows25- | Page i~ -

£ | [ lem Owning Barcode Title Type Total Paid | Total Billed Start Finish Balance Owe
1 O grocery 515.00 21500 2022-08-2... 2022-08-Z... 30.00
2 [ MPL 33987001... Sunshine ... circulation  530.00 530.00 2022-06-2... 2022-08-2... 30.00

4. Select a line and go to the Actions menu to see the full details, add billing, or print the bill out.

M M W | Aclions~

# | [ [tem Ownin{ Barcode | Title Type  Total Paid Total Add Biling i
1 0 grocery 515.00 %15  Full Details

2 MPL 3398700... Sunshine... circulaion $30.00 530/ PrintBills

3 0 MPL 3395700, Rainfore.. circulation 51495 514,95 2002006 2022-

9.6.2. Payments Tab

1. In the patronOs account click on the Bills tab.
2. Click History
3. Select the Payments tab.

4. By default transactions from the last 12 months will display. Use the calendar widgets to choose
select a different timeframe if needed.

5. For more information about a particular payment, select the line item and click Actions ! Full
Details .

The value in the Payment Type field will show how the bill was paid.

# [ | Amount PaymentTir Note VoideTransactionlast Billin ﬂ Payment Type | Title Barcode Item (

1 [ 5500 2022-07-... Mo grocery Fine forgive_payment

2 [ 514895 2022-06-... Mo circulation Damaged. -_cash_pavment Eain fore... 3398700... M...
TIP 3 O 530,00 2022-06-... System: ... Mo circulation LostMat.. B account_adjustment -unshine... 3308700... M...

Bills can be paid automatically by the system adjusting bills when lost items are
returned or manually by staff accepting a form of payment, using patron credit or
forgiving a patronQOs fines.
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Chapter 10. Holds

10.1. Working with Holds

10.1.1. Basic Hold Workflow

1. Ahold is placed by the patron or by library staff on behalf of the patron

2. Library staff capture the hold . This can happen when an item on hold is returned and checked
in or when staff pull and check in available items listed on the pull list .

3. The patron is notified automatically by text or email , or manually by staff
4. The item is placed on the hold shelf .

5. The hold is complete when the patron checks out or cancels their hold or when staff cancel or
clear the hold .

6. Staff regularly check their  hopeless holds list to resolve unfillable holds.

10.1.2. Is it Holdable?

A number of factors determine whether or not a hold can be placed.

¥ The status of the item
I Some item statuses are not holdable
¥ How the item is catalogued
! Shelving locations can be set to Holdable = NO
I ltems can be set to Holdable = NO
¥ The libraryOs hold policies can block holds based on:
I Patron types
I Circulation modifiers
I Owning/Pickup library
! Age based hold protection
I Maximum number of holds allowed at a time
¥ The library setting Has Local Copy Block
I When this is set to TRUE holds cannot be placed on available items

Individual patrons can also be blocked from placing holds due to exceeding group penalty
thresholds .

10.1.3. Hold Levels

Evergreen has four different holds levels. Library staff can place holds at all four levels, while
patrons can only place meta-record, title level, and call number level holds.
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Hold level

Meta-record

Title

Call Number

108

Abbreviation

When to use How  Who can use
to use

Patron wants first ~ Patron or staff
available copy of
multiple titles of
the same/different
format. Click on
place hold to the
right of the record.
From holds
confirmation
screen, click
Advanced hold
options and select
other applicable
formats.

Patron wants first ~ Patron or staff
available copy of a
title. Staff or
patron click on
place hold to the
right of a record
on search result
list or record
summary screen.
Libraries
participating in
Interlibrary
Connect should
use title level
holds for ILC
holds.

Patron wants the Patron or staff
first available

copy of a specific

call number of a

title. Staff click

Call Number

Hold in

Holdable? column

on the record

summary screen.

Hold tied to

Holdings attached
to multiple MARC
(title) records
sharing the same
titte and author of
selected
format(s)(book,
video, audiobook,
etc.)

Holdings attached
to a single MARC
(title) record

Call number
record



Hold level Abbreviation

ltem C

10.1.4. Hold Statuses

When to use How  Who can use
to use

Patron or staff Staff
want a specific

copy of a title.

Staff click Item

hold in Holdable?
column on the

record summary

screen.

Holds will have one of the following statuses:

Status

Cancelled

In Transit

Ready for Pickup

Reserved/Pending

Suspended

Waiting for Capture

Waiting for Item

Wrong Shelf

10.1.5. Age Based Hold Protection

Description

Hold tied to

Item barcode

The hold has been cancelled. Staff need to check
the item in to return it to circulation or capture

the next hold.

The item is in transit to the pickup library from

another library.

The item is on the holds shelf and ready for pick
up. The status of the item will show as  On Holds

Shelf.

The hold has been captured and has not been
put on the holds shelf. The status will be

automatically changed to

Ready for Pickup once

the delay period specified in library setting Hold

Shelf Status Delay.

The hold is suspended and will not be filled until
it is automatically or manually activated.

An available item has been assigned to the hold
but it hasnOt been captured for the hold yet. The

item will display on the
Requests.

Pull List for Hold

All holdable item are currently checked out or

otherwise not available.

The pickup library for the hold has changed.
Staff need to check the item in to send it into

transit to the new pickup library.
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Age based hold protection enables libraries to block holds from being filled for patrons from other
libraries or branches until the item has been active for a specified amount of time.

Age based hold protection can be set up as part of your hold policies or can be applied on a per item
basis via item attributes . Protection via hold policies will apply to holds on all items or holds using
specified circulation modifiers. Protection via item attributes is applied by cataloguers on an item

by item basis.

Single branch libraries can use age based hold protection via hold policies OR via item attribute;
you should not use both at the same time. Multi-branch libraries can use a combination of age
based hold protection through hold policies AND item attributes to control hold filling between
their branches and other libraries.

Make sure you know if and how your library does age based hold protection.

10.2. Placing Holds

Sitka Training Video - Placing Holds (6:18)
Sitka Snippet Video - Patron Search in Place Hold (0:51)
Sitka Snippet Video - Suspend a Hold While Placing the Hold (1:10)

Holds can be placed by staff in the staff catalogue and by patrons on your public catalogue.

10.2.1. Placing Title Level Holds

Sitka Snippet Video - Placing Title Level Holds (2:05)

1. To place a title level hold, click the Place Hold button to the right of the record on the search
result list, or on the record summary screen.

Cowgirl Dora 1/1items @ GLCONS TCN:Cre@ed 4/8/21 by
1/1items @ EC_PUB Hnld?gadCfEfde63b573733e521QEQS?de

1/ 1items @ PLF Edited 4/8/21 by
:g_é DvVD 1/ 1items @ MPL be21d0f6fde63b87373328e102457d0f

Phys. Desc.: videorecording, videodisc, 1 videodisc : sd., col. ; + Place Hold

Al 43sin,

Edition: Full screen.

Publisher: Hollywood, Calif. : Paramount, ¢2003.
ISBN: 0792194047
UPC: 097368794443

2. Scan or type patronOs barcode, or select your own staff login, or click Patron Search if you do
not have patronOs card.

3. Edit patron hold notification methods and pickup location, if necessary, and click Place Hold(s) .
Any method or contact number entered on this screen will override defaults in patron record,
and will be used for display and print purposes for this hold.
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https://youtu.be/MDuN4s7c-rQ
https://youtu.be/wb6Tp8sFmoA
https://youtu.be/iXIOfR16QLg
https://youtu.be/NkV8pIU2R34

Place Hold
® Place hold for patron by barcode: — Notifications

© Place hold for this staff account: ssacqadminMPL Notify by Email

Pickup Location:

() Suspend Hold —— = ‘

Notify by Phone
() Notify by SMS

SMS Carrier

o

Placing TITLE hold on record(s)
Format Title Author Part Call Number

- Cowgirl Dora N/A ANY

Email Address

Phone Number

SMS Number

S

SMS Carriers v

Barcode Holds Status Override
ANY Hold Pending

4. Click Return to go back to search results, or place another hold for this title.

Place Hold
“Retum I Q search for Patron
® Place hold for patron by barcode: Notifications

© Place hold for this staff account: ssacqadminMPL Notify by Email

Pickup Location:
ickup Location: MPL

[ Suspend Held — o ‘

Notify by Phone
) Notify by SMS

SMS Carrier

—

Placing TITLE hold on record(s)

Format Title Author Part Call Number
- Cowgirl Dora N/A ANY

Show Search Form &

Email Address

Phone Number

SMS Number
SMIS Carriers -
Barcode Holds Status Override

g Hold Succeeded

10.2.2. Placing Meta-record Level Holds

You can request acceptable formats and languages of a title at time of hold placement, or you can
group formats at time of search. Records are grouped by title, author, and format. Format

information is from the MARC record leader and fixed fields.

Group Formats and Editions Search

1. Onthe Keyword Search tab, check the box for

Group Formats and Editions

Staff Catalog

Keyword Search  Numeric Search ~ MARC Search  Browse  Shelf Browse

AllFormats || Keyword V|| contains ~ | Harry Potteq @O i

Sort by Relevance V| OLimit to Available |8 Group Formats/Editions | [ Results from Al Libraries

O Exclude Electronic Resources

MPL SN Reset

Recent Searches Search Templates =

OO pasket Actions = Catalog Preferences

2. Enter search terms and click Search .

3. Click Place Hold beside the meta-record on the result list.
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7.0 Harry Potter and the philosopher's stone 6/8items @ GLOONS  TCN: 5696psated 4/8/21 by
2/3items @BCPUB  Holds 1 Pe21d0iieE30673733e8e102457000

2 /3 items @ PLF Edited 4/8/21 by
= DVD g E-video (2 Book 0/ litems @ MPL be21d0f6fdef30873733e8e10e457d0F
Phys. Desc.: videorecording, videodisc, 2 videodiscs (152 min.) : sound,
color; 4 3/4in.

Edition: Special edition.
Pub Date: 2016
UPC: 883929557837

4. Select the acceptable formats and languages

Place Hold (Green, J
(Grean semey Q search for Patron
2652400100011 Notifications

© Place hold for this staff account: ssacqadminMPL

@ Place hold for patron by barcode:

Notify by Email Email Address

Pickup Location:
ickup Location: .

() Notify by Phone —
() Suspend Hold - |
- yyyy-mm-de | &

) Notify by SMS

SMS Number
SMS Carrier SMS Carriers o
Placing METARECORD hold on record (s)
Format Title Author Part Call Number Barcode Holds Status Override
= Harry Potter and the N/A ANY ANY Hold Pending

philosopher's stone
Formats: \# Book = DVD

Languages: Spanish English French

5. Click Place Hold(s) .

The icons indicate the available formats at the search location. The number beside the
TIP title is the number of records with physical items. Click the title to view these
individual records.

After a meta-record hold is placed, if a new MARC record is added and it meets the
grouping criteria, items under this new record will be targeted.

TIP

10.2.3. Placing Call Number and Item Level Holds

1. To place a call number or item level hold, retrieve and display the record.

2. Inthe Item Table click Call Number Hold or Item Hold inthe Holdable? column.

# Location Call Number /  Part Barcode Shelving Circulation Age Hold Active/Create Holdable? Status Due Date
Item Notes Location Modifier Protection Date
1 MPL JDVD FAM HAR ij‘ii?o(];l}"ﬁ.’ﬁw Juvenile DVD dvd 2021-04-08 | ‘I:t:‘llki‘t‘"\‘dbsr . r halds shelf
3. Edit the patron hold notification fields as required and click Submit .

Co-op Support recommends only using items holds if itOs absolutely necessary to
target a particular physical item. Iltem holds should never be used when placing
CAUTION holds on items owned by other libraries.

Do not use Recall Hold or Force Item Hold.
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10.2.4. Placing Holds via a Patron Account
Sitka Snippet Video - Placing Holds from the Patron Account (1:03)

1. Click the Holds tab in the patronOs account .

2. Click Place Hold .

Check Cut Items Out (0} Holds {1 /3) Bills (20.00) Messages Edit Other - Patron Search

Open Hold Requests Recently Canceled Holds

Place Hold I:Detail\ﬂew e “ » Actions~ | Rows 25~ | Pagel- | -

# 0O 'Request Date | Capture Date Awvailable Date| Hold Type Pickup Library Title Potential ltems Status
4+ qnnanaan 2004 04 40 202404 40 T nar T Ty 2 Dazauecn:

3. The catalogue will open.
4. Search for the title and place your hold as described in Placing Holds .

5. Click Return to return to your search results or click on the patronOs name to return to the
patronOs account.

Staff Catalog

‘ Placing hold furpatmlw ‘Greenwood, Bart . I

Show Search Form 5

face Hold O, Searcn for Fatran

(& Placa hold for nateon by harcode: Liotificatinne

10.2.5. Placing Holds For a Hold Group

Holds can be placed for an entire hold group at once:

1. In the staff catalogue find the bibliographic record for the title you would like to place the group
hold on.

2. Copy or record the Database ID for the record.

Record Summary \) Book A
Title: HOLLY Edition: TCN: 92098 Created By: sitkalsaMPL
Author: King, Stephen/ Graham, Nan (EDT) Pubdate: Last Edited By: skasalMPL
Bib Call #: Record Owner: Created On:  2/6/23, 3:13 PM Last Edited On:2/6/23, 3:13 PM
[ Patron View | Place Hold ” Add Holdings Serials = Mark For... = H Other Actions =
H H n
3. Go to Circulation Hold Groups

4. From the Hold Groups tab, double-click the hold group you wish to open.
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https://youtu.be/CBvMWZMgA24

Hold Groups Cumrent Users (3) Add Users (0) Hold Events

Mew Hold Group

mjn]

Mame Description

Gabaldon, Diana Books by Diana Gabaldon

king, Stephen Books by Stephen King

5. The group will be opened on the Current Users tab. Click on the Hold Events tab.

4

Hold Groups Current Users (3} Add Users (0} Hold Events

Hold Group #4: King, Stephen / Books by Stephen King
5 users / Created 2023-02-06 15:02 / MPL @ MPL

Hold Groups~ Mew Hold Group

6. Click on New Hold Group Event

Hold Groups Cumrent Users (5) Add Users (0) Hold Events

Hold Group #4: King, Stephen / Books by Stephen King
5 users [ Created 2023-02-06 15:02 / MPL & MPL

| Mew Hold Group Event

7. Enter the Record ID number for the bibliographic record on which you wish to place the hold.
8. Use the checkbox to override all hold-blocking conditions possible if desired.

9. Click Create Event .

New Hold Group Event

Target Record

92093

Cwverride all hold-blocking conditions possible?

10. Holds are placed for all members of the groups.
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Hold Groups Current Users (5) Add Users (0) Hold Events

Hold Group #4: King, Stephen / Books by Stephen King
5 users / Creafed 2023-02-06 15:02 f MPL @ MPL

New Held Group Event L] " » Acfions ~ | Rows25~ | Page 1~ | -

Title Create Date/Time # of holds placed Hold Cancel Date/Time

#
1 HOLLY 2/6/2023 413 PM

]
]

ln

When the library setting Randomize group hold order is set to TRUE Evergreen will
NOTE randomize the patrons in the group when the holds are placed so the same patron
isnOt always first in line.

10.2.6. Hold Placement Status Messages

When placing a hold in the staff client library staff may see the following messages in the Holds
Status column:

Hold Pending - Evergreen is waiting for the hold to be placed.
Hold Succeeded - The hold has successfully been placed for the patron.

HIGH_LEVEL HOLD HAS NO_COPIES - This indicates that there are no holdable items that can fill
the hold.

ITEM_AGE_PROTECTED - This indicates that the item is under age-based hold protection set
through the items attributes and cannot currently fill holds at your library. If you override and
place the hold it will eventually be filled when the item is no longer protected.

ITEM_NOT_HOLDABLE - This indicates that the item is under age-based hold protection set
through the Hold Policies and cannot currently fill holds at your library. If you override and place
the hold it will eventually be filled when the item is no longer protected.

The following messages indicate that the patronOs account has a system or staff generated block on
it preventing holds from being placed. The thresholds for staff generated blocks are determined by
your group penalty thresholds

PATRON_EXCEEDS_FINES - This indicates that the patron has a system generated block because
they have exceeded your fine threshold.

PATRON_EXCEEDS_OVERDUE_COUNT - This indicates that the patron has a system generated
block because they have exceeded your overdue item threshold.

PATRON_EXCEEDS_LOST_COUNT - This indicates that the patron has a system generated block
because they have exceeded your lost item threshold.

STAFF_CHR - This indicates that the patron has had a manual block placed on their account by
staff.

Staff with appropriate permissions can choose to override these blocks and place the hold.
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Placing TITLE hold on record(s)

Format Title Authar Part Call Number Barcode Holds Status Override

\‘) Rabbits Henrie, N/A ANY ANY

PATROM_EXCEEDS_OVERD) w
Fiona.

10.3. Viewing Holds

10.3.1. Via the Patron Account

Library staff can view a patronOs current holds and recently cancelled holds from within the
patronOs account.

1. Open the patronOs account.
2. Select the Holds tab.

3. By default Open Hold Requests display.

Check Out Iterns Cut (0) Holds (3 /5) Bills (5000} Hotes Edit Other ~ Patron Search

Open Hold Requests Recently Canceled Holds

Place Hold Detail View = L] " Actions = Fows 25« Page 1~ -
£ [ Current lteRequest DCapture D:Available IHold Type Pickup Lik  Title Author Potential | Status
1 [ 339870... 2023-0.. 2023-0... 2023-0... T APL Weather Vardey,... 1 Ready for Pickup
2 [ 339570... 2023-0... 2023-0... 20230.. T MPL Trees - ... Hirsch, ... 1 Ready for Pickup
3 [0 339670... 2023-0.. 20230 20230 T MPL Temy Pr... Wilkins, .. 1 Ready for Pickup
4 [0 2023-0... T MPL Faniasfi... Dahl. R... 0 Waiting for ltem
5 O 2023-0... T MPL Super fr... Housto... 1 Waifing for ltem

4. From here library staff can use the  Actions menu to:
a. Modify a hold
b. Cancel a hold .
c. Find another target for the hold
d. Transfer the hold to another title

e. Mark the currentitem as Damaged, Discard/Weed , or Missing .

10.3.2. Via the Staff Catalogue

Library staff can view the current holds on a particular title by looking at the bibliographic record
in the staff catalogue.

1. Open the bibliographic record for the title.
2. Select the View Holds tab.

3. Any holds placed on the particular title, or any volumes or item attached to it, will display.
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Record Summary | Book ~

Title: Terry Pratchett : a life with footnotes* Edition: TCN: 92046 Created By: siticalsaMPL
Author: Wilkins, Rob (Television producer] Pubdate: 2022 Database ID: 92046 Last Edited By: sitialsalViPL
Bib Call # 823914 Record Owner: Created On: 10/7/23, 59 PM Last Edited On: 10/7/23, &59 PIM

I Patron View ” Place Hold ” Add Holdings ” Serials~ ” Mark For.. = ] Other Actions~
Set Default View I

Staff View ltem Table MARC Edit MARC View Record Notes View Holds Meonograph Parts Heldings View Cenjoined ltems Shelf Browse

Holds Count: 4

Pickup Library | Meple Library {MPL)

[ ] Pre-Fetch All Holds .
— = 1< < ¥ Rows 10 = ~
0 selected
Queue

O # Cumrent Iltem Pickup Hold Potential Request Date Capture Date Available Date Status User Display Patron
Library Type Items Position Name Home
Library

01 33957000645652 MPL T 2023-10-07 21:16  2023-10-07 21:22 2023-10-07 21:22 Ready for Pickup 1 Kline , Amy MPL
02 MPL T 2023-1007 21117 Waiting for ftem 2 Green, James MPL
O s MPL T 2023-10-07 21:17 Waiting for item 3 Gerrick, Brooks ~ MPL
O 4 MPL T 2023-10-07 21:21 ‘Waiting for ftem 4 Adams, William  BRL-BRE

4. From here library staff can use the  Actions menu to:
a. Modify a hold
b. Cancel a hold .
c. Find another target for the hold
d. Transfer the hold to another title

e. Mark the currentitem as Damaged, Discard/Weed , or Missing .

10.3.3. Via the Public Catalogue

Patrons can view and manage their own holds through My Account in the public catalogue. See
Items on Hold for more information.

10.3.4. Via the Holds Shelf

ltems that have been captured for a hold can be viewed on the Holds Shelf. See Holds Shelf for
more information.

10.4. Managing Holds

Library staff can manage holds through the staff catalogue, the patron account, and in some cases,
the holds shelf. Patrons can manage some aspects of their holds via My Account in the public
catalogue.

10.4.1. Modifying Holds

¥ Set Desired Item Condition/Quality
¥ Edit Pickup Library
¥ Edit Notification Settings

¥ Edit Hold Dates
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¥ Suspend and Activate

¥ Top of Queue

Holds can be modified from the  View Holds tab in the bibliographic record by selecting a hold and
going to Actions ! Modify Hold(s)

Item Table WARC Edit MARC Wiew Record Motes Wiew Halds tdonograph Parts Holdings View

Holds Count: 4

Pickup Library Maple Library (MPL)

) Pre-Fetch All Halds D [
1 selects

[ # cCurrent Item Pickup Hold Potential Request Date Ci Hold atud
Library Type Items

Cancel Hold

[ 33%870006456582 MPL T 1 2023-02-08 11, 2 ) :ad
Find Another Target

2 MPL T 1 2023-02-06 11:... 4 . aiti
Modify Hold(s)

0 3 MPL T 1 2023-02-06 11:... FEETETEER aiti

Holds can be modified from the  Holds tab in the patronOs account by selecting a hold and going to
the Actions menu and choosing the desired action.

Check Qut Items Out (0] Holds (3 /6) Billz (S0.00) Notes Edit Other - Patron Search

Open Held Requests Recenily Canceled Holds

Place Hold Detail View e H L3 Rows 25 - Pagel~ |~

# | [ Current lteRequest DCapture D:Available IHold T [ Set Desired ltem Quality F Potential I Status

1 [J 339870.. 2023-0... 2023-0. 2023-0.. T Edit Pickup Library 1 Ready for Pickup

2 [0 339870... 2023-0... 2023-0.. 2023-0... T Edit Motification Ssttings 1 Ready for Pickup

3 [ 339870.. 2023-0... 2023-0... 2023-0.. T Edit Hold Dates 1 Ready for Pickup

4 2023-0... T " 1] Waiting for ltem
Activate

5 0O 2023-0... T 1 Waiting for ltem
Suspend

8 [ 20230 T 1 Waiting for Item

Set Top of Queus

Un-Set Top of Queue

oot

Set Desired Item Condition/Quality

Co-op Support does not recommend the use of Iltem Quality/Condition. To prevent issues with filling
holds libraries should leave the quality for all holds and items as Good.

Edit Pickup Library

1. On the View Holds tab in the staff catalogue, select the hold to edit and go to Actions ! Modify
Hold(s) .

2. In the pop-up that appears, click the drop down for Pickup Library .
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ry -
Pickup Library: Maple Library (MPL) Degred Item Good Condition Only
Condition:
Hold is [ Top of Queue: (]
Suspended:
Activate Date: Jyyy-mm-dd Request Date: 2023-02-06
Expire Date: 3033.02.03 Shelf Expire yyyy-mm-dd
Date:
ils: [
Send Emails: O Phone 111.222.3454
Mumber:
[Eei/ShAs SMS Number. [IEE/ShAS SMS Carrier., -
Number: MNumber:
Cancel Apply

3. Select a valid pickup library: a library within your system or your interlibrary connect zone.
4. Click Apply .
5. If the item is already captured for a hold the hold status will be updated to Wrong Shelf. The
item needs to be checked in so it can transit to its new pickup library.
OR
1. On the Holds tab in the patronOs account, select the hold to edit and goto  Actions ! Edit Pickup
Library

2. In the pop-up that appears, click the drop down for Pickup Library .

Edit hold pickup library

Select Library: MPL

3. Select a valid pickup library: a library within your system or your interlibrary connect zone.
4. Click Submit .

5. If the item is already captured for a hold the hold status will be updated to Wrong Shelf . The
item needs to be checked in so it can transit to its new pickup library.

Edit Notification Settings

1. On the View Holds tab in the staff catalogue, select the hold to edit and go to Actions ! Modify
Hold(s) .

2. In the pop-up that appears, add and/or remove information from the notification fields to
change how the patron will be notified.
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Pickup Library: Maple Library (MPL) Degred Item Good Condition Only
Condition:
Hold is [ Top of Queue: (]
Suspended:
Activate Date: yyyy-mm-dd e 2023-02-06
Expire Date: 3033.02.03 Shelf Expire yyyy-mm-dd
Date:
* Send Emails: ] Pho
end bmafis: ne 111-222-3454
Mumber:
[Eei/ShAs SMS Number. [IEE/ShAS SMS Carrier., -
Number: MNumber:
—
Cancel Apply
3. Click Apply .

OR

1. On the Holds tab in the patronOs account, select the hold to edit and go to

Notification Settings

2. Initially all fields in the pop-up will be blank and un-selected.

O

o

O

]

Send Emails

Phone #

Text/SMS5 #

SMS Carrier

Edit Notification Settings for 1 Hold(s)

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

3. Check the box(es) beside the natification methods you wish to edit.
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a. To remove a method of notification check the box and leave the field blank.

Actions ! Edit

b. To add or edit a method of notification check the box and fill in the relevant information.



Edit Notification Settings for 1 Hold(s)

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

[ Send Emails

Phone # | |
Text/SMS # [111-222-4444 |
SMS5 Carrier [ Telus Mobility {Canada & USA)

Submit |

4. Click Submit .

NOTE Patrons can edit their own notification settings via My Account .

Edit Hold Dates

1. On the View Holds tab in the staff catalogue, select the hold to edit and go to Actions ! Modify
Hold(s) .

2. In the pop-up that appears, edit the hold dates you wish to change.

Pickup Library: Maple Library (MPL) Desured Item Good Condition Only
Condition:
Hold is (. Top of Queue: O

Suspended:

[ -

Activate Date: Jyyy-mm-dd Request Date: 2023-02-06
Expire Date S shelrxpre U

Send Emails: o Phone 141.377.3454

Mumber:
Uil o3 SMS Number. U= i SMS Carrier.. .
Number: MNumber:

I Activate Date: The date on which a suspended hold will be activated.
I Expire Date: The date on which the hold will expire in Evergreen if it is never filled.

I Request Date: The date on which the hold was placed. Holds are generally filled in the order
they were placed so editing the request date can change the order of the queue.

I Shelf Expire Date: The date on which the hold will expire from the holds shelf, based on the
value in the library setting  Default hold shelf expire interval
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3. Click Apply .
OR

1. On the Holds tab in the patronOs account, select the hold to edit and go to  Actions ! Edit Hold
Dates .

2. Initially all fields in the pop-up will display todayOs date and be un-selected.

Modify Dates for 1 Hold(s)

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

I Hold Activate Date

2023-02-12 =
O Hold Request Date 20230712 =
[ Hold Expire Date 0230212 =
O Shelf Expire Date I023-07-17 =

Submit

3. Check the box(es) beside the hold date(s) you wish to edit and enter the new date(s).

Modify Dates for 1 Hold(s)

Check the checkbox next fo each field you wish to modify.

[ Hold Activate Date

2023-02-12 =
O Hold Request Date 0230712 =
Hold Expire Date 2023-07-31 =
O Shelf Expire Date 2023-02-12 =

Submit

I Activate Date: The date on which a suspended hold will be activated.
! Expire Date: The date on which the hold will expire in Evergreen if it is never filled.

I Request Date: The date on which the hold was placed. Holds are generally filled in the order
they were placed so editing the request date can change the order of the queue.
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! Shelf Expire Date: The date on which the hold will expire from the holds shelf, based on the
value in the library setting  Default hold shelf expire interval

4. Click Submit .

NOTE Patrons can edit the Request Date and Activate Date via My Account .

Suspend and Activate

1. On the View Holds tab in the staff catalogue, select the hold to edit and go to Actions ! Modify
Hold(s) .

2. In the pop-up that appears, check or un-check the box for Hold is Suspended to suspend or
activate the hold.

Pickup Library: Maple Library (MPL) [}egred Item Good Condition Only
Condition:
Hold is (. Top of Queue: O

Suspended:

Activate Date: yyyy-mm-dd Request Date: 2023-02-06
Shelf Expire

Expire Date: 2033-02.03 | (3
Date:
Send Emails: ] Phone 12223454
Mumber:
[Eei/ShAs SMS Number. [IEEFShAS SMS Carrier., .
Number: MNumber:

3. When suspending a hold you can add an  Activate Date so that the hold will automatically be
activated after hours on the activation date; otherwise, staff or the patron will need to manually
activate the hold.

4. Click Apply .
OR

1. On the Holds tab in the patronOs account, select the hold to edit and goto  Actions ! Suspend or
Actions ! Activate

2. Click OK/Continue on the pop-up that appears

Suspend 1 Hold(s)?
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3. The hold will be suspended or activated.

4. For suspended holds you can go to Actions ! Edit Hold Dates to add an activation date so the
hold will automatically be activated after hours on the activation date; otherwise, staff or the
patron will need to manually activate the hold.

NOTE Patrons can suspend and activate their holds via ~ My Account .

Top of Queue

1. On the View Holds tab in the staff catalogue, select the hold to edit and go to Actions ! Modify
Hold(s) .

2. In the pop-up that appears, check the box for  Top of Queue.

Pickup Library: Maple Library (MPL) [}egred Item Good Condition Only
Condition:
Hold is (. Top of Queue: O
Suspended:
Activate Date: yyyy-mm-dd Request Date: 2023-02-06
Expire Date: 3033.02.03 Shelf Expire yyyy-mm-dd
Date:
Send Emails: O Phone 12223454
Mumber:
[Eei/ShAs SMS Number. [IEEFShAS SMS Carrier., .
Number: Number:
Cancel Apply
3. Click Apply .

4. The hold will now have the queue position of 1.
OR

1. On the Holds tab in the patronOs account, select the hold to edit and go to  Actions ! Set Top of
Queue or Actions ! Un-Set Top of Queue

2. Click OK/Continue on the pop-up that appears

Move 1 Hold{s) to the front of the holds gqueue above other holds
that are not likewise flagged as Top of Queue?

3. The hold will be set or un-set to the top of the queue.
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If you want to move a hold to the top of the queue and an item has already been
assigned to the hold currently on top of the queue you need to do the following.

1. Set the new hold to the top of the queue.
NOTE
2. Suspend the original top hold.
3. Find another target for the new hold at the top of the queue.

4. Activate the original top hold.

10.4.2. Cancelling Holds
Holds can be cancelled individually by library staff and patrons

1. On the View Holds tab in the staff catalogue or on the  Holds tab in the patronOs account, select
the hold you wish to cancel and goto  Actions ! Cancel Hold

2. Choose the appropriate cancel reason from the drop down menu.

Cancel 1 Hold(s)

Cancel Reason: | Staff forced L
Held Shelf expiration
Hote: Paftron via phone
Patron in person

Staff forced

Patron via email
Patron via SMS

=

3. Enter a note if applicable.
If your library has the Holds Cancelled by Staff notification enabled
CAUTION anything entered into the  Notes field when cancelling a hold appears as the

Cancel Cause in the email sent to the patron.

4. Click Cancel Hold .
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Cancel 1 Hold(s)

Cancel Reason: Patron via phone W
Note: Patron called 2022-04-06 and requested the hold be
cancelled. JP

5. If the item was on holds shelf, check it in. The item will go into Reshelving or be captured to fill
the next hold.

NOTE Patrons can cancel their own holds via My Account .

10.4.3. Cancelling Holds for a Hold Group

Library staff can also cancel a set of holds placed for a particular hold group.

1. Go to Circulation Hold Groups

2. From the Hold Groups tab, double-click the hold group you wish to open.

Hold Groups Current Users (5) Add Users (0) Hold Events

Mew Hold Group

L MName Description
Gabaldon, Diana Books by Diana Gabaldon

King, Stephen Books by Stephen King

3. The group will be opened on the Current Users tab. Click on the Hold Events tab.

Hold Groups Current Users (3) Add Users (0) Hold Events

Hold Group #4: King, Stephen / Books by Stephen King
5 ugers / Created 2023-02-06 15:02 ' MPL @ MPL

Hold Groups~ Mew Hold Group

4. Select the set of holds you wish to cancel.

5. Click Actions " Cancel hold group event
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Hold Groups Current Users (5) Add Users (0) Hold Events

Heold Group #4: King, Stephen / Books by Stephen King
5 users { Created 2023-02-06 15:02 / MPL @ MPL

Mew Hold Group Event L] L, 3 Actions ~

Title Create Date/Time Cancel hold group event
2/6/2023 4:15 PM

- ik
B O
T
=]
=
=
len

6. Click OK/Continue
7. All holds in the set are cancelled.

8. If an item was captured for one of the holds and on holds shelf, check it in. The item will go into
Reshelving or be captured to fill the next hold.

10.4.4. Transferring Title Holds

Holds on one title can be transferred to another title with the hold request time preserved.

1. In the staff catalogue, retrieve the bibliographic record you would like the holds to be
transferred to.

2. Click Mark for ! Title Hold Transfer

Serials « Mark For... =

Add Holdings ]

Conjoined [tems

COwerlay Target

| Title Hold Transfer

=, 1< Holding Transfer

Holdings View

ied

Reset Record Marks

3. The bibliographic record ID of the marked record will now display beside the Title Hold

Transfer menu option.
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Add Holdings l

Conjoined Items

Owverlay Target

Title Hold Transfe ‘{Currentlg.r 0920948)
Holding Transfer

Reset Record Marks

Serias ™ l Mark For... =

4. Retrieve the bibliographic record that currently has the hold(s) attached to it.

5. Go to the View Holds tab.

6. Select the hold you wish to transfer and click ~ Actions ! Transfer to Marked Title

L # current Item Pickup  Hold Potential Request Date S Hold
Library Type Items

Cancel Hold
1 MPL T 1 2023-02-12 23....
Modify Hold(s)
Print Holds
Show Hold Details

Find Another Target

[ Pre-Fetch All Holds  selectes
! REiecle

7. Click Transfer .

8. The title hold is moved to the marked bibliographic record.

10.4.5. Marking Items

When a hold has an item assigned to it the item can be marked as
Missing via the Actions menu.

I‘ Transfer To Marked Title I

Damaged, Discard/Weed, or

For more information on marking items with these statuses see Mark Items .

10.4.6. Retargetting Holds

Newly created items, or items whose status was just changed from a non-holdable to a holdable
status, may not trigger holds on regular check in. This is because Evergreen automatically updates

128



the table of items eligible to fill a particular hold every 24 hours. Library staff can retarget holds

which forces Evergreen to update the table of eligible items right away.

You can retarget local holds in two ways:

¥ on the check in screen, using the checkin modifiers Retarget Local Holds and Retarget All

Statuses.

¥ by manually retargetting the hold from staff catalogue or patron account.

Co-op Support recommends multi-branch libraries manually retarget holds through
the staff catalogue or patron account in order to retarget all holds in the system. For
single branch libraries, Co-op Support recommends using the retarget related checkin

TIP

modifiers at check in.

1. On the View Holds tab in the staff catalogue or on the  Holds tab in the patronOs account, select

the hold you wish to retarget and goto  Actions ! Find Another Target

= Ee
[ Pra-Fetch All Holds =
1 selected
[ # Current Item Pickup Held Potential Request Date i Hold ]
Library Type ltems
Cancel Hold
1 MPL T 1 2023-02-06 1. "— 2
Find Anaother Target
[ 2 33QA7000FAZEE2 D T 1 202302 0F 11

2. Click Retarget .

3. The hold is retargeted. If there is an item available to fill the hold it will be assigned to the hold

with the hold status of Waiting for Capture .

4. Check in the item to capture the hold.

10.4.7. Hold Details View

Additional information about a hold can be seen in the hold details view.

On the Holds tab in the patronOs account or on the Holds Shelf select the hold you wish to view and

click the Detail View button.

Open Hold Requests Recently Canceled Holds

FPlace Hald Detail View

£ | [ Current teRequest [I'Capture D:Available IHold Type
1 239870... 2023-0... 2023-0... 2023-0... T

On the View Holds tab in the staff catalogue select the hold you wish to view and go to

Actions !
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Show Hold Details

Itern Table WARC Edit MARC View Record Motes View Holds Monagraph Parts Haldings View
Holds Count: 5
Pickup Library Maple Library (MPL)

[ pre-Fetch All Holds

|
1
f—

1 selected

[ # Current ltem Pickup Hold Potential Request Date Ci Hold at]

Library Type Items
Cancel Hold

1 33987000115577 MPL T 2 2023-02-06 11:... i &
Find Another Target
O 2z 33987000648682 MPL T 1 2023-02-06 1. 2 : iz
- Modify Hald(s)
B ] L.
Oz MPL T 1 2023-02-08 1. Print Holds al
O 4 MPL T 1 2023-02-06 1. | I Show Hold Details 3l

Useful information about the hold displays.

tem Table MARC Edit MARC View Record Notes View Holds Monograph Parts Holdings View Conjoined ltems Shelf Browse
Hold #29
Request Date 2023-02-06 Capture Date Available On
hold Type T Current [tem 33987000115577 Call Number B23.914 WIL
Pickup Lib MPL Status ‘Waiting for Capture Behind Desk false
Current Shelf Lib Current Shelving Location  Adult Non-Fiction Force Item Quality true
Email Notify false Phone Notify 111-222-9987 SMS Notify
Cancel Cause Cancel Time Cancel Note
Patron Name Liu , Michael Patron Barcode 26524000100026 Hopeless Date
Notes Staff Notifications

Notes and Staff Notifications can be added to the hold record.

1. On the Notes tab click New Note .
2. Enter the relevant information.

I Notes that have Patron Visible checked will appear in the patronOs account in the public
catalogue.

! Notes that have Print on Slip checked will print on the hold slip.
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[l Patron Wisible?
[ Print on Slip?

Mote Title

Mote Body

‘ o

e

3. Click Create Note .

4. The note will display.
5. On the Staff Notifications tab click Add Record of Notification

6. Enter the information about the notification and click Create .

Motification Method

Phone

Mote

Patron was phoned 2022-01-16 and message was left JP

7. The record of notification will display.

10.5. Pull List for Hold Requests

Sitka Training Video - Pull List for Hold Requests (2:59)

Items that are available on your shelf and have been requested to fill a hold will appear on the pull
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https://youtu.be/CYmk2mwgI5E

list for hold requests. Staff can print the list, pull the items from the shelf, and then check them in to
capture the holds. Co-op Support recommends checking the pull list at once day; libraries with a
high volume of holds may find it beneficial to check the list multiple times a day.

1. Go to Circulation ! Pull List for Hold Requests

2. The pull list displays. By default the items on the list are grouped first by shelving location, then
by call number.

The order the shelving locations display in can be adjusted to better reflect the
physical arrangement of your shelves. See  Shelving Location Order

TIP

3. Multi-branch libraries can use the library selector to look at the pull lists for any of their
branches.

4. Click Print Full List

Holds Pull List

Holds Count: 10

Wiew Pull List For: Maple Library {MPL)

 Brint Full List
0 selected

[l # Shelving CN Full label Author Title Current ltem Pickup Library
Location

[ Adult Fiction FICALL Allnutt, Luke We own the sky  33987001217818  APL

oz Adult Fiction FIC AND Anderson-Darg... Turtle Valley 33987000345274  MPL

0 3 Adult Fiction FIC ZUM Zumas, Leni 197... Red clocks /am.. 3398700120333% MPL

O 4 French Adult Fic... FRENCH FICLEM  Lemnaitre, Pierre ... Mircir de nos p..  3398700115553%  MPL

5. Pull the items from your shelves and check them in to capture the holds

6. Items that cannot be found should have their status set to Missing via the Actions menu.

Print Full List =,
1 selected
g

[l # Shelving CN Full label Author Title Cu  Hold
Location
Cancel Held
0O 1 Adult Fiction FIC ALL Allnutt, Luke We own the sky 33 )
Find Another Target
2 Adult Fiction FIC AND Anderson-Darg... Turtle Valley 33 Modify Hold(s)
v Yy =)
O 3 Adult Fiction FIC DUM Dunnett, Dorot., Toliewithlions 33 Print Holds
O 4  Adult Fiction FIC ZUM Zumas, Leni 197... Red clocks/an.. 33 Show Hold Details

[l = French Adult Fic.. FREMCH FIC LEM  Lemaitre, Pierre ... Miroir de nos p.. 33 Transfer To Marked Title

[ Adult Fiction on... CDERO Brocks, Geraldine Thesecretchord 33 ftem
O 7  AdultFictionon.. CDROB Robb, J. 0. 1950-  Goldenindestn 33 Mark ltem Damaged
ao ea e
&  Adult Non-Fiction Science Cosmal.. Sagan, Carl 193.. Cosmos 33 Mark Itern Discard/Weed

- . Mark ltem Missing

[ g Adult MNon-Fiction  Sports Hike Davis, Jennifer P... Families on foot.. 3
Shoulac: Eo Cicoiotion:

The Pickup Library column will show which library the item is going to to fill the
hold. Libraries participating in Interlibrary Connect can use this column to
distinguish between local and ILC holds and may choose not to pull ILC holds on a
day their Interlibrary Loan staff member is away.

NOTE
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Holds Pull List

Holds Count: 10

View Pull List For: | Maple Library (MPL)

Print Full List = < < b Rows 100 ~ -
0 selected

[l # sheling CN Full Iabel Author Title Current Item Pickup Library | Hold Type Potential Items ~ Request Date
Location

O 1 Adult Fiction FICALL Allnutt, Luke Weown thesky  33987001217618  APL T 1 2022-07-26 08:00

0O 2 AdultFictien FIC AND Anderson-Darg... Turtle Valley 33957000345214° MPL T 2 2022-04-07 1729

Evergreen will re-target ILC holds to another library after 24 hours if the item
hasnOt been captured for a hold, unless there is no other item in the ILC zone that
can fill the hold.

10.5.1. Print or Export Pull List for Hold Requests

The default pull list print through the Print Full List  button includes only columns for Hold Type,
Title, Author, Shelving Location, Call Number, and Item Barcode.

¥ To print exactly what is displayed on the screen, click Show Grid Options (Gear Icon) ! Print
Full Grid

¥ To export the visible columns to a CSV file, click  Show Grid Options (Gear Icon) ! Download
Full CSV.

i £ » Rows 100 - ~r

i W, Manage Columns

=~ Manage Column Widths
= Manage Actions Menu
B Save Grid Settings

1) Reset Columns

" &% Download Full C5V

™ Print Full Grid

10.6. Holds Filling Explained

When library staff or patrons initiate a hold through the staff or public catalogue, Evergreen checks
all related library settings, hold policies, and holdings under the title, to decide whether or not the
hold can be placed.
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If the hold can be placed Evergreen creates a hold request record which includes information such
as patron, pickup library, request time, and notification method and contact details.

10.6.1. Selection Depth

Evergreen also records the range of libraries' items that may be used to fill the hold in the hold
record. This is recorded in the hold request record in a field called Selection Depth , which is
viewable when viewing holds in either the patronOs account or the title record.

The value in for Selection Depth  will either be 2 or 3. 3 means the hold will be filled by items
belonging to the owning library or system. 2 means the hold can be filled by any holdable item
within the libraryOs reciprocal borrowing zone.

Selection depth is not editable and Evergreen will not reassess the selection depth when the
holdability of items change. To change the selection depth for a hold staff have to manually cancel
then place the hold anew. A common situation where this may be needed if a libraryOs item has
gone missing and they now want the hold to be filled by an interlibrary connect item.

10.6.2. Holds Targeter and Potential Targets

When a hold is placed Evergreen creates an eligible item table which includes all eligible items that
could potentially fill the hold. This table is not viewable within the staff client.

In the first 24 hours after a hold is placed, Evergreen looks for potential items to add to the eligible

item table approximately every about 15 minutes. After the first 24 hours, Evergreen checks for
eligible items once a day at approximately the time the hold was initially placed. The time is
recorded in the hold request record in a field called Previous Check Time , which is viewable when
viewing holds. If a potential target is found, it will be added to the hold target table. Items that are

age hold protected will not be used to fill holds at other libraries.

While checking for eligible items to add to the table Evergreen is also retargeting the hold. It does
this by removing the current target, checking the table, and picking another target, which may or
may not be the originally targeted item.

When an item is checked in, Evergreen quickly goes through the eligible item table to see if the item
can fill a hold and captures it if it can.

When an eligible item has the status of  Available or Reshelving Evergreen will add it to the libraryOs
pull list for hold requests. Though there may be multiple eligible items available, only one item may

be put on the pull list at a time. If a different item is checked in first Evergreen will
opportunistically capture the hold and the item will disappear from the pull list. Items will also
disappear from the pull list as Evergreen retargets holds daily and assigns new hold targets.

When there are multiple eligible items available, Evergreen will first choose the pickup libraryOs
copy, if available. Otherwise it will randomly pick up an item at another library, unless the pickup
library imposes special rules prioritizing a preferred hold target source.

Newly catalogued items and items coming out of a non-holdable status (such as Lost) are not
automatically added to the eligible item table. These items will be added when Evergreen does its
daily check but libraries may prefer to force an earlier update of the table. This is done by
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retargeting the hold.

10.6.3. Holds Queue and Filling Sequence
Holds are queued based on request time unless manually changed by library staff.

Separate holds queues are formed based on the potential target item range. For example, there is a
hold queue for item level holds and another for title level holds. If a hold is targeting your libraryOs
item for pick up at your library then other libraries' holds are not counted in the queue of holds.

Item level holds have a simple queue, which includes all holds targeting the item.

The title level holds queue counts all holds targeting any of the eligible items attached to that
particular bibliographic record that the title hold may target, including the item level holds. You
may notice missing queue numbers in item level holds queues; they are taken by the title level
holds.

For libraries participating in reciprocal borrowing there will be separate queues based on the
selection depth of the hold. Holds with a selection depth of 3 will have a separate queue based on
the pickup library since they specially target the items owned by the pickup library. This means
each library or system has its own queue if it has holdable copies.

Holds with a selection depth of 2 are queued together with the holds with a selection depth of 3 as
items from any library in the zone including the pickup library can fill the hold. When looking at
You may see missing queue numbers in selection depth 3 holds queues, which are taken by
selection depth 2 holds.

To view holds with a selection depth of 3 for your library simply filter the holds by pickup library,
where the pickup library is your library. The queue is arranged based on request time. As you view
the queue you may notice that some queue numbers are missing. This means there hold with a
selection depth of 2 that is filling that hold queue position.

10.7. Capturing Holds and Hold Transits

Sitka Training Video - Capturing Holds (2:29)

ltems are captured for holds at check in either opportunistically when an item is returned by a
patron or deliberately when items on the Pull List for Hold Requests are pulled and checked in.

Multi-branch libraries and libraries participating in reciprocal borrowing will see both holds and
hold transits captured at check in.

When the Checkin Modifer  Auto-Print Hold and Transit Slips is enabled hold and

NOTE hold transit slips will print automatically without displaying a slip pop up within
Evergreen.
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https://youtu.be/KiUAjFFqvsU

10.7.1. Capturing Holds

1. When a hold is captured at check in a hold slip pop-up will appear, unless auto-printing is

enabled.

2. Staff can click Print or Do Not Print depending on their needs.
3. The item is checked in and the item status is updated to On Holds Shelf.

4. The patron will be notified automatically by Evergreen or by library staff depending on the

method chosen for notification when the hold was placed. The chosen method will display on

the hold slip and is included on the printed slip by default.

Hold Slip

€

This item should be routed to the Public Holds Shelf

ltem Barcode: 33937000923346
Title: Finklehopper Frog

Author: Livingston, lrene

Call Mumber: E LIV

Hold for patron Greenwood, Brendan

- NIV TR THTNTN ]
I Molify by email: example usen@bc libraries coop

Request Date: 2022-04-07
Request Notes:

Slip Date: 2022-04-07

Do NOT check out the item to the patron until after the notification
processing delay has passed or Evergreen will NOT send the automatic

CAUTION

notification. For information on hold notification processing delays see

Ready For Pickup .

5. The item is placed on the libraryOs hold shelf .

Libraries with self pickup hold shelfs can customize the hold slip to limit the

amount of patron personal information that is printed.

NOTE A patronOs contact information on the hold slip may differ from what is in their
patron account. Patrons have the option to enter different notification information
when placing a hold. Evergreen will use the information saved in the hold record

when notifying patrons.

10.7.2. Capturing Hold Transits

1. When a hold transit is captured at check in a hold transit slip pop-up will appear, unless auto-
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printing is enabled.

2. The pop up will indicate what location the item needs to be sent to. This information is also
available on the printed slip by default.

Transit Slip

De=sfination APL

Arbutus Public Library
1234 Balzam Way
Arbutus, BC VIV 1V

ltem Barcode: 3395700064 1265
Tille: Bone : Crown of homns Vol 9
Author, Smith, Jeff

Call Number: J741.5 SMI

Hold for patron Beech, Rocky
Patron Barcode: 22111000148913

Request Date: 2022-03-10
Slip Date: 2022-04-07

3. The Route To column on the Check In screen will also show the library code of the library the
item is to be sent to.

Checkin Items
Auto-Print Held and Transit Slips
Barcode | Barcode Submit Effective 20230127 =
Diate
Items Checked In M # W Actions~ Rows25~  Pagel~ |~
# |0 Barcode Checkin Date Location I Route To I Title Circulation Library
1 [ 33110003138516 Junior Mon Fiction APL fater is water : abook a... APL
2 [ 33937000947258 Juvenile Mon-Fiction Holds Shelf Pieather MPL
Print Receipt [ Trim List (20 Rows) [ Strict Barcode Checkin Modifiers -

4. The item is shipped it to the destination library.

5. When the destination library checks the item they will capture the hold.

10.8. Holds Shelf
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Sitka Training Video - Holds Shelf (1:12)

Items that have been captured for a hold and are waiting to be picked up by the patron will display
on your Hold Shelf.

1. Go to Circulation ! Holds Shelf

2. The holds shelf will display.

Holds Shelf

Pickup Library | MPL

Detail View Show Clearable Holds Clear These Holds Print Full List L L » Actions ~ | Rows 25 Pagel~ ~
# (1| Currentltem Capture Date Available Date Pickup Library Post-Clear Title Status User Display Name:
1 [0 3398700094725%  2023-01-27 10:22  2023-01-27 1022 MPL Weather Ready for Pickup  Davis , Shawn
2 [ 33987000366541 2023-01-27 10:54 2023-01-27 10:54 MPL Penguins Ready for Pickup Gerrick , Brooks
3 [0 33937000292705 2023-01-27 10054  2023-01-27 10:54  MPL Rabbit Gancelled Gerrick | Brooks
4 [ 33987000477652 2023-01-27 0940 2023-01-2709:40 MPL Weather Ready for Pickup Green , James

3. Holds on the hold shelf will have a  hold status of Ready for Pickup or Cancelled or Wrong Shelf .

Items remain on your hold shelf until they are checked out to the patron or cleared by library staff.

SeeManaging Holds for more information.

10.8.1. Clearing Holds

There are two types of clearable holds:

¥ Cancelled Holds - holds that patrons or library staff have cancelled after they were already on
the holds shelf.

¥ Expired Holds - holds have been on the holds shelf past your libraryOs hold shelf expire interval.

NOTE Evergreen calculates a holdOs expire time based on the value entered for the library
setting Default hold shelf expire interval

To clear these holds:

1. On the holds shelf, click the Show Clearable Holds  button.

Holds Shelf

Pickup Library MPL

Detail View |[ Show Clearable Holds | Clear These Holds Print Full List

2. Only holds that have been cancelled or are expired will now display.

3. Click Clear These Holds . This will cancel the expired holds.
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Pickup Library | MPL

Detail View Show All Holds [ Clear These Holds l Print Full List ] L] » Actions ~ Rows 25~ Page1- -~

# |0 Current ltem Capture Date Available Date Pickup Library Post-Clear Title Status User Display Name
1 [0 33887000202705 2023-01-27 10:54 2023-01-27 10:54 MPL Rabbif Cancelled Gemick , Brooks

2 [J 33987001193142 2023-01-27 09:38 2023-01-27 09:33 MPL When will it rain? ... Ready for Pickup Russell . Jennifer

3 [0 33987000967066 2023-01-27 10:54 2023-01-27 10:54 MPL Super fresh : sup... Ready for Pickup Russell , Jennifer

4. The Post-Clear column will indicate what will happen when the item is checked in.

Pickup Library MPL

Detail View Show All Holds Clear These Holds Print Full List L] H » Actions ~ Rows 1000~  Page 1~ ~

# 0O Current ltem Capture Date Available Date Pickup Library Post-Clear Title Status User Display Name
1 [0 33937000292705 2023-01-27 10°54  2023-01-27 10:54  MPL Reshelve @ Cancelled Gerrick , Brooks

2 [0 33987001193142 2023-01-27 09:38  2023-01-27 09:38 MPL Reshelve ;\.‘hen will it rain? Ready for Pickup Russell | Jennifer
3 [0 33987000967066  2023-01-27 10:54  2023-01-27 10:54 MPL Meeded for Hold :Super fresh : sup... Ready for Pickup Russell , Jennifer

5. Pull all the cleared items from the holds shelf.
6. Go to Circulation ! Check In

7. Check in all the items. The items will either go into reshelving or generate a hold notification if
there is another patron on hold.

The Print Full List  button will give you a list of the holds that needs to been pulled
from the holds shelf for check in.

Holds Shelf
TIP

Pickup Library MPL

Detail View Show Clearable Holds Clear These Holds . Print Full List .

10.9. Managing Hold Groups

Sitka Snippet Video - Hold Groups (2:45)

Hold groups allow library staff to create lists of patrons that can then be used to place multiple title
level holds on the same bibliographic record. This is useful for book clubs, new or on-order items,
and/or high demand items.

Libraries may wish to set up a mechanism by which patrons can subscribe to be added
to a hold group. For example, a library may set up a form on their website with a list
of authors to select from that is sent to library staff so they can add the patron to the
selected author hold groups.

TIP

10.9.1. Creating a Hold Group

1. Go to Circulation Hold Groups

2. On the Hold Group tab, click New Hold Group
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Hold Groups Current Users (5)

Add Users (D) Hold Events

Mew Hold Group M|« » Rows 25~ @ Pagel~ -
# O Name Description Owning Library Patron Visible
1 [ Gabalden. Diana Books by Diana Gabaldon MPL es
2 [ King, Stephen Books by Stephen King MPL Yes
3 [ Kinsella, Sophie Books by Sophie Kinsella MPL s
4 [ Patierson, James Books by James Patterson MPL es
5 [ Roberis, Nora Books by Nora Roberts MPL Yes

Enter a name for the hold group.
Enter a description (optional).

Choose the owning library from the drop down (defaults to the workstation library).

© ua >~ »w

If you want the hold group to be visible to the patrons on the list, check the Visible to Patrons?

checkbox.

7. Click Create Bucket

Create Bucket

Name

Clancy, Tom

Description

Books by Tom Clancy

Owning Library

MPL

Visible to Patrons?

10.9.2. Editing A Hold Group

1. Goto Circulation " Hold Groups

2. From the Hold Groups tab, double-click the hold group you wish to open.

Hold Groups Current Users (5) Add Users (0) Hold Events
Mew Hold Group
Mame Description

1O

| Gabaldon, Diana Books by Diana Gabaldon

P = FE

King, Stephen

Books by Stephen King
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3. The group will be opened on the Current Users tab. Click on the Hold Groups button.

4. From the drop down select Edit Hold Group

Hold Groups Current Users (5) Add

Hold Group #4: King, Stephen / Bocks by Ste
o users [ Created 2023-02-06 15:02 / MPL @ M

Hold Groups- Mew Hold Group
& | Edit Hold Group
1 Delete Hold Group PL Adult
2 Shared Hold Group PL Adult

5. In the pop-up that appears you can edit the name, description, owning library, or visibility.

6. Click Apply Changes .

7. The hold group is updated with your changes.

10.9.3. Sharing a Hold Group

By default, hold groups are only visible to the staff member who created them but they can be
shared.

1. Goto Circulation " Hold Groups .

2. Go to the Current Users tab.

3. Click on the Hold Groups button.

4. From the drop down select Shared Hold Group
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Hold Groups Current Users {) A

Mo Hold Group Selected

Hold Groups~ Mew Hold Group

# | Edit Hold Group

5. Enter the hold group ID and click  Load Bucket .

Load Shared Bucket by 1D

Bucket ID

4

6. The shared bucket will display.

The hold group ID can be found beside the hold group name.

Hold Groups Current Uszers (5] Add Users (0
TIP

Hold Gmuing, Stephen / Books by Stephen King
S users { Created 2023-02-06 15:02 / MPL @ MPL

10.9.4. Adding Users to a Hold Group
Patrons can be added to a hold group through the Hold Group interface by barcode or search.

1. Goto Circulation " Hold Groups .

2. From the Hold Groups tab, double-click the hold group you wish to open.
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Hold Groups Cumrent Users (3) Add Users (0) Hold Events

Mew Hold Group

Mame Description

Gabaldon, Diana Books by Diana Gabaldon

king, Stephen Books by Stephen King

3. The group will be opened on the Current Users tab. Click on the Add Users tab.

4. Enter the patron barcode into the  Scan Barcode field or click Search for Patron

Hold Groups Current Users (5) Add Users (0) Hold Events

Hold Group #4: King, Stephen / Books by Stephen King

Scan Barcode Earcode Search for patron

Add All To Held Group ] “ | » Actions - | Rows25~- | Pagel~- -

5. Added patrons will be listed in the grid. Continue adding patrons as needed.

6. Select the patrons you would like to add to the group and Click Actions

or use the Add All To Hold Group  to add all patrons at once.

Add All To Hold Group il H | Actions =
# Home Library Profile First Name Add To Hold Group
1 Maple Library PL New User Jackson Clear List
2 Maple Library PL Mo-fines Mike Kelzon
3 Maple Library PL Adult Shawn Davis

7. The patrons will now appear onthe  Current Users tab as part of the hold group.

You can add some or all of the patrons in the add users list to different hold groups.

1. Go to the Hold Groups tab and double-click to select another hold group from

the list.
NOTE

2. Return to the Add Users tab and select the patrons you wish to add to the new

hold group.

3. Use the actions menu to add them to the newly select hold group.

Patrons can also be added to a hold group via the main patron search.

1. Goto Search " Search for Patrons
2. Enter your search criteria.
3. Use the checkboxes to select one or more patrons.

4. Click Add to Bucket

Add to Hold Group
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5. Choose the hold group to which you want to add the patron(s). Only hold groups created by the
logged in staff member display.

Patron Search Results Add To Buckst= | Merge Patrons

[0 Card | Mew Bucket st N
1 O 13074 ' T
2 [ 13075 | Hold Groups: Clancy, Tom [
3 [0 13076 Hold Groups: Gabaldon, Diana 3

4 26524000400017 Hold Groups: King, Stephen

L 26524000100026 Hold Groups: Kinsella, Sophis

6 [ 13080 Held Groups: Patierson, James

Hold Groups: Roberts, Mora

6. A message displays on the bottom right corner of the screen to confirm whether or not the
patrons were added successfully to the hold group.

10.9.5. Deleting a Hold Group

1. Goto Circulation " Hold Groups

2. From the Hold Groups tab, double-click the hold group you wish to open.

Hold Groups Current Users (5) Add Users (0) Hold Events

Mew Hold Group

- Name Description
[ Gabaldon, Diana
[l King, Stephen Books by Stephen King

Books by Diana Gabaldon

P = FE

3. The group will be opened onthe Current Users tab. Click on the Hold Groups button.

4. From the drop down select Delete Hold Group
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Hold Groups Current Users (5) Add

Hold Group #4: King, Stephen / Books by Ste
o users f Created 2023-02-06 15:02 / MPL @ M

‘ Hold Groups- ‘ Mew Hold Group

#
1 PL Adult
2 Shared Hold Group PL Adult

5. Click Delete Bucket .

6. The hold group is deleted and will no longer show in the list.

NOTE Deleting a hold group does not cancel any holds placed through the hold group.
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Chapter 11. Items in Transit

11.1. When Will An Item Go In Transit?

Sitka Training Video - Transits (2:41)

EvergreenOslIn Transit feature is used to keep track of items transferring among branches within a
library system or between separate Sitka libraries. It makes it easy for libraries to provide services
such as allowing patrons to return items at any branch or Sitka library, or place holds on items
belonging to another branch or library. Sitka services such as BC _ILC and SPRUCE ILL are possible
because of EvergreenOs|In Transit  functionality.

1. When an item is checked in at a non-owning branch or library, the status is changed to
Transit and a Transit Slip can be printed. Iltems in transit are sent to the destination branch or
library according to your libraryOs policy and workflow.

2. When you capture a hold with a pick-up library other than your branch or library, the itemOs
status is changed to In Transit . Holds in transit are sent to the destination branch or library
according to your libraryOs policy and workflow.

Libraries should check the Transit List on a regular basis for items that have been in transit longer
than normal or have been put into transit by misscans.

If you capture holds on the Capture Holds screen, a Transit/Hold slip is printed

TP automatically by default. If you capture holds on the Check In screen, you can choose
to print slips automatically by selecting Checkin Modifiers ! Auto-Print Hold and
Transit Slips

11.2. Receive In Transit Iltems

¥ All items received from other branches or Sitka libraries must be checked in. Checking in
updates an in transit itemOs status and its location.

¥ If it is your item coming back, its status changes to Reshelving , and its location is updated.

¥ If the item has a local hold on it, its status changes to On Holds Shelf , its location is updated,

and patron is notified.

¥ If the pickup branch for the hold is not your branch, the item is sent in transit again to the
pickup branch.

11.3. Transit Details
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Transit dates, and source and destination libraries, are displayed on the ltem Status screen.

1. Select Circulation ! Iltem Status and scan the item barcode, or click on item barcode hyperlink
to load item in Item Status screen.

2. Click Detail View

3. Select Holds/Transit  tab. Transit information is displayed on the right of the screen.

11.4. Cancel Transits

Under certain circumstances cancelling a transit may be required, but it effectively
cancels the previous check in. Cancelling a transit affects data integrity and the
accuracy of circulation statistics. Co-op Support strongly recommends that only

NOTE sending libraries ever cancel a transit, and only before physically sending out items,
while receiving libraries never cancel a transit, but check them in instead. This
recommendation is a required work flow for libraries participating in BC_ILC and
SPRUCE resource sharing agreements.

11.4.1. Cancel a Transit from Transit List

1. Select the transit and click Cancel Transit tab.

Transit List
* Transits To " 'Transits From Start Date:
Library: MPL ~ 2018-03-01 B
End Date:
2018-04-20 ]
Add Items to Bucket Edit ltem Attributes Cancel Transit Print Transits M4 4« »  Rows25+  Pagel~ -
# Barcode CN Prefix CN Suffix Title Source Library Destination Libr.Send Date/Time  Hold Type
1 |/ 33987000855 Dora the Expl.. BRL-AHL MPL 4/6/2018 905 .

2. Click Cancel Transit at prompt.

Cancel Transits and Reset Associated Holds

Cancel 1 transit? There are 0 associated holds.

Cancel Transit

3. ltem status is updated to Canceled Transit if it had been "In Transit" OLostO or OChecked OutO
before. Items with any other prior status will return to the status they were in before they were
sent into transit.

4. Itemsin Canceled Transit status must be checked in.

147



Chapter 12. Self Check

12.1. Staff Functions in the Evergreen Self Check

These instructions are specific to the native Evergreen Self Check. For instructions
NOTE on using third party self check systems, libraries should refer to the instructions
provided by the third party vendors.

12.1.1. Turn on the Self Check

1. Open the Evergreen Self Check interface in an internet browser.

Maple
Library

Self Check
(I o T
Please Login
Usemame | |
Password
Workstation
Login

2. Enter your self check login credentials and click Login .
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Please Login
Usemname  mplselfcheck

Password

Workstation

Login

12.1.2. Turn off the Self Check

Co-op Support recommends turning off all Evergreen Self Check computers at closing to avoid any
conflicts with overnight Sitka processes.

1. Close the browser

2. Turn off the computer.

12.2. Basic Check Out

1. Scan a library card and then, if required, enter the password.

Maple

Library
Self Check

Please log in with your library barcode.

(ZSP456724 )

b

For BC public libraries, patrons from other libraries must be opted in by staff at
NOTE your library before they can use the self check. See Retrieving an Account via
Barcode for information on opting in patrons.

2. Scan the item barcodes. Items are listed with a check out confirmation message.
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Self Check
Please enter an item barcode

Checkout of item 33987000791268 succeeded. Please enter another item barcode or print a receipt to finish your session.

o
Barcode Title Author Due Date Type Receipt: Email * Print None
ﬁ 33987000791268 Horses Margan, Sally 1119 Checkout Items Checked Out

3. If a check out fails a message will advise patrons to see staff.

Self Check
Please enter an item barcode

33987000791268

Unable to check out itermn 33987000791263. Please see staff.

4. Select Email , Print , or None, for a receipt. Email only appears if patron has an email address in
their account.

5. Click Logout

O D

Receipt: Email * Print Mone

If a patron forgets to logout, the system will automatically log out after the time period
TIP specified in the library setting  Patron Login Timeout (in seconds) . An inactivity pop-
up will appear to warn patrons 20 seconds before the logout.

12.3. Renew Items

Patrons can renew items at the self check if they physically have the item.

1. Scan item barcodes.

2. A renewal confirmation message displays, with item details. Type displays as Renewal , rather
than Check out .
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Self Check
Please enter an item barcode

Barcode Title Author Due Date | Type
. 33987000185446 Slippery, slimy baby frogs Markle, Sandra. 1119 Renewal
! 33987000125160 Magic hoofbeats Sherman, Josepha. 11119 Checkout

| Renewal of item 33987000185446 succeeded. |’Iease enter another item barcode or print a receipt to finish your session.

[

o

Receipt: Email  * Print None
Items Checked Out

Total items this session: 1

Total items on account: 5.

3. If the renewal fails, a message advises patron to speak to staff.

Self Check
Please enter an item barcode

33987000791268

Unable to check out itermn 33987000791263. Please see staff.

12.4. View Items Out

1. Click View Iltems Out
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Cions J covor

Receiptt Email * Print  None

Items Checked Qut

Total items this session: 1.

Total tems on account; 6.

‘ View ltems Qut l

~ Holds

You have 1 itemis) ready for pickup.
You have 3 total holds.

-~ Fines

Total fines on account: $3.25.

View Details

2. Items out list displays.

Print List

Barcode Title Author Due Date Type

.:-‘i 33987000646165 The classic tales of Brer Rabbit Harris, Joel Chandler 10/30/19 Checkout
33987000791268 Horses Morgan, Sally 11/1/19 Checkout
33987000125160 Magic hoofbeats Sherman, Josepha. 1111119 Checkout
33987000185446 Slippery, slimy baby frogs Markle, Sandra. 111719 Renewal
33987000372606 Penguins Hoff, Mary King. 1111119 Checkout
33987000368547 Lions Kendell, Patricia. 1111119 Checkout
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