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Chapter 1. New Features in Evergreen
Version 3.3

SitkaOs Evergreen 3.3 - New Features (00:00)

1.1. Web Staff Client (Web Client)

¥ Local workstation settings can now be stored on SitkaOs Evergreen servers. Your current settings
stored on the browser will continue to function, but once they have been edited and saved in
any way, they will be stored on server from then on. Settings can be transitioned to server
gradually as edits occur, or, you can delete browser cookies, re-configure all workstation
settings, and save them on the servers.

! If you use Hatch to store settings, after the upgrade you will need to move your settings from
Hatch to the server. See Convert Hatch settings to Local Storage

¥ Hatch can still be used to print. Use of Hatch is optional. See Hatch

¥ Tooltip functionality is restored. You can hover your mouse over column cells to display content
of fields, to see the information you want, with no need to widen columns on the fly.

1.2. Circulation

¥ New Checkin Modifier Update Inventory adds an inventory date to item records, simplifying
inventory workflows.

¥ Update Inventory is also available on the Actions menu on the Item Status screen.

¥ Overdue items are highlighted again in patronOs Items Out tab.

1.3. Cataloguing

¥ Spine Label Sheet Printing. Cataloguers can now print spine labels onto 8 1/2 x 11 inch label
sheets.

¥ The MARC Batch Import/Export screen has been redesigned.

1.4. Catalogue/Public Catalogue

¥ Batch Actions In the Catalogue. Staff and patrons can select multiple records into a Basket, and
perform batch actions, including Place Hold, Print Title Details, Email Title Details, Add Basket
to Saved List, and Clear Basket.

¥ In the web staff client, the Basket actions also include Add Basket to Bucket.
¥ French OPAC.

¥ UPC has been added as an option in the Numeric Search.


https://www.youtube.com/playlist?list=PLdwlgwBNnH4pEJoh9XhMuiDHPmfNKrLLh

1.5. Library Settings

¥ Emergency Closing Handler. Staff can create library closings that, in addition to affecting future
circulation and booking due dates, and hold shelf expiry dates, will automatically move existing
circulation and booking due dates and hold shelf expiry times.

1.6. Patron Accounts

¥ Patron Preferred Name fields added to patron record, providing increased options and
flexibility for staff and patrons.

¥ Patron Name Keyword Search. An additional field for storing search terms in a patron record,
plus the addition of a global patron name keyword search, that searches across all name fields.

¥ Parent/Guardian field has been restored in 3.3, and displays in the patron summary.

¥ Overdue items are highlighted again in patronOs Items Out tab.



Chapter 2. Revisions and Attributions to
Contributors

This manual was published October 14, 2019. Below are subsequent content changes in reverse
chronological order. Minor changes including spelling corrections, formatting changes, and
cosmetic screenshot updates are excluded.

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

¥ The Sitka Evergreen Policy Manual contains policy and best-practice documents supporting
SitkaOs consortial installation of the Evergreen ILS. See  http://docs.libraries.coop/policy/  for html
and pdf versions.

Websites

¥ The BC Libraries Cooperative website ( https://bc.libraries.coop/support/sitka/ ) provides
information about the implementation of Evergreen in BC and MB, 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.

¥ Any library specific questions including patron information should be directed to Co-op
Support.

¥ http://evergreen-ils.org/communicate/mailing-lists/ : multiple lists for discussions of Evergreen.
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/
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 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 ,
with emergency after hours support 7 days a week . Call our toll free number during regular
hours to speak with support staff, or after hours to leave a message or request emergency
server support. 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 and email address can be found on the Sitka Support page. This
information is also given to libraries during migration.

You can check on the status of Co-op supported services at:  http://status.libraries.coop/

4.2. Guidelines for Support Requests
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 and use an email address where we can reach you directly.

¥ 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


https://bc.libraries.coop/support/
https://bc.libraries.coop/support/sitka/
http://status.libraries.coop/

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 the section called
OSubmitting Images to SupportO 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.

¥ 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 Images to Support

When submitting images to Co-op Support please follow the guidelines below:

¥ Save as a .jpg or .png.

I 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.

¥ 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/

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.


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

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

* Search = Circulation - Cataloging ~ Acquisitions ~ Booking = Administration~

Sign In
Username Usemame
Password Password

Signin

5.2. Register Staff Workstation
Sitka Snippet Video - Register Workstation (1:36)

Before logging into Evergreen, you must first register a workstation from your browser.
NOTE Local System Administrator permissions are required to register a new workstation.

1. Navigate to the web client log in page.

2. Enter Username and Password " Click Sign In


https://catalogue.libraries.coop/eg/staff/
https://youtu.be/-3HbQQdH9FQ

Sign In

Username sslsahPL

EERAABEB R

I' Sign in

Password

3. When you login for the first time on a new computer or a new server you will be prompted to
register your workstation.

4. 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

5. Enter a unique workstation name " Click Register .

a. It is important to remember your workstation name. Your workstation settings and
preferences are stored on SitkaOs Evergreen server with your workstation name. If you
rename your workstation you will lose your stored settings and preferences.
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Please register a workstation.

Register a New Workstation For This Browser

MPL ~ | MPLcirc1|

Workstations Registered With This Browser

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

click Use Now to return to the login page.

4+ . ]
Reqister

menu "

Register a New Workstation For This Browser

MPL - | MPLcirct

Workstations Registered With This Browser

MPL-MPLcirct (Default)

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

Register

11



Sign In

Username
Password Password
Workstation MPL-MFLcirc1

Sign in

5.2.1. Logging into Evergreen

1. The default URL to log into the client is

2. Enter your Username and Password.

3. Verify that the correct workstation is selected and click

Cataloging ~ Acquisitions ~

A Search ~ Circulation~

Sign In
Username
Password

Workstation

Booking ~ Administration~

MPL-MPLcirc1

Signin

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

Signin .

5.2.2. Logging Out of Evergreen

1. Click Menu " Click Log Out

Administration~

Cataloging~  Acquisiions~  Booking~

33test @ BPRtest19 =

>3Change Operator

Circulation and Patrons Administration
B -_C-' Log Out
-y © About
Check Out ltems l < ! Sitka's Evergreen Documentation
+ Hatch
O Check In ltems @ Get Help
Sitka ™ ~
Search For Patron By Name m Patron Deletion Tool
Search catalog for Search

CAUTION Exiting 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.

12



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

5.2.3. Change Operator

1. Click Menu " Click Change Operator

Cataloging~  Acquisitions~  Booking~  Administration~ 33test @ BPRtest19

>3Change Operator

Circulation and Patrons Administration CLog Out
9 About

Check Out ltems & Sitka's Evergreen Documentiation

£ Hatch

Check In ltems Get Help

§~N
QO

\
,,,,,,,,,,,,,,,,,,,,,,,,,, Search For Patron By Name Patron Deletion Tool

T3z

Search catalog for... Search

2. Enter the Username and Password .
3. Choose 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.

Operator Change
Usemame: sslsalPL
Password: [T r—
Login Type: Siaff ¥

OK/Continue

4. Click OK/Continue

5.3. 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:

13



1. Click on the dropdown arrow at the top-right of the results table.

4 MW Rows25- Pagel~-

/ Manage Columns

+ Manage Column Widths
M Save Columns

£ Reset Columns

® Download Full CSV

¥ Print Full Grid

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.)

Grid Columns Configuration
Visible Column Name Move Move First Last Sort Sort Visible Columns To Top
up Down Visible  Visible  Priority

Billing:Zip 1+ + - S k3
Billing:State 1+ + - S k3
Billing:County 1+ + - S k3
Billing:City 4+ + - S X
Billing: Street 2 4+ + - S X
Billing:Street 1 4+ + - S X
Mailing: Zip 4+ + - S X
Mailing:State 1t + 2 b 3
Mailing:County 1 + 2 b 3
Mailing:City 1t + 2 b 3
Mailing:Street 2 1t + 2 F 3

Mailing:Street 1 1 + - 3

Created On 1+ + - 3 x 0

4 3

4. Click Manage Column Widths

a. Click Expand or Shrink to adjust column sizes.
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5.

Patron Search Results M{ 4 » Rows25~ Pagei~

Add To Bucket= Merge Patrons N
# | u h‘lailing:str Created OnHome Librg DoB  |Middle NanfFirst Name |Last Name | Profile Card ID
Expand . e e .’ . =+ e = e e’
shink | ” ” ~ ” # 7 # ” ”

Click Save columns .

M « W  Rows25+ Pagel~ | =

/ Manage Columns

Last Name
7 + \Manage Column Widths
P M Save Columns

% Reset Columns
@ Download Full CSV
™ Print Full Grid

5.4. 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.

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.

Install Hatch from Hatch

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

5.4.1. Enable Hatch in Evergreen

1

2
3
4.
5

Log into Evergreen as LSA.

. Click Administration ! Workstation

. Click Print/Storage Service ( Hatch )

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.

15


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

5.5. Set Search Preferences

1. Goto Administration " Workstation
2. Use the dropdown menu to select an appropriate Default Search Library

a. The default search library setting determines what library is searched from the advanced
search screen and portal page by default. You can override this setting when you are
actually searching by selecting a different library. One recommendation is to set the search
library to the highest point you would normally want to search.

3. Use the dropdown menu to select an appropriate Preferred Library

a. The preferred library is used to show copies and electronic resource URIs regardless of the
library searched. One recommendation is to set this to your home library so that local copies
show up first in search results.

4. Use the dropdown menu to select an appropriate Advanced Search Default Pane

a. Advanced search has secondary panes for Numeric and MARC Expert searching. You can
change which one is loaded by default when opening a new catalog window here.

Default Search Library
Select... =
A Registered Workstations

The default search library setling determines what liprary

is searched from the advanced search screen and portal

page by default. Manual selection of a search liprary will

override it. One recommendation is 1o sel the search

& Print Templates library to the highest point you would normally want to
search

1 Printer Setlings

© Stored Preferences

3 Print/Storage Service ("Hatch") Preferred Library
The preferred library is used to show copies and URIs =
FTests regardiess of the library searched. One recommendation
is to set this to your workstation library so that local
copies show up first in search resulls.
Disable Sounds? Test: D Error
Advanced Search Default Pane E

Advanced search has secondary panes for Numeric and
MARC Expert searching. You can change which one is
loaded by default when opening a new catalog window
here.
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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).

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

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

2. Click Settings .

3. Inthe On startup section, select Open a specific page or set of pages.

On startup

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

(®  Open a specific page or set of pages

Add a new page

Use current pages

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

6. Click Add .

17


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
¥ 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 .

¥ 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 Seacch ~  Circulation~  Cataloging~  Acquisiions~  Booking~  Administration -

sslsaMPL @ 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
icon or message when a pop-up is triggered.

Cq Pop-up blocked

Allow Pop-ups
1. Click Menu .
# Home

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

&

L. 3 Search - Circulation~ Cataloging ~ Acquisitions ~ Booking ~ Administration ~

or you will see a small

& Pop-up blocked

sslsaMPL @ MPL-MPLadmin1 =

2. Click Settings .

3. Scroll to the bottom and click Advanced .

Advanced |~

4, Under Privacy and security click Site settings .

. Click Pop-ups and re-directs

5

6. Click Add .
7. Site: https://catalogue.libraries.coop
8

. Click Add .
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https://catalogue.libraries.coop
https://catalogue.libraries.coop

<  Pop-ups and redirects Q, Search

Allowed 9

Block Add

Mo sites added

Allow Add

6.3.3. Allow Cookies

Allow Cookies

1. Click Menu .

@ Home x ‘8 Settings
e

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

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

Click Settings .

Scroll down to the bottom and click  Advanced .

Under Privacy and security click Site settings .

Click Cookies and site data

Allow sites to save and read cookie data should be on.

Clear cookies and site data when you quit Chrome  should be off.

Click Add .

© o N o 0 M w DN

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

Click Add .

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

£ Cookies and site data Q, Search

Allow sites to save and read cookie data (recommended) 9
Clear cookies and site data when you quit Chrome

Block third-party cookies
Prevent third-party websites from saving and reading cookie data

See all cookies and site data 3

Block Add

Mo sites added

Clear on exit Add

Mo sites added

Allow 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. Click Menu .

% Home

&«

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

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

2. Click Settings .
3. Under Autofill click Addresses and more

4. Turn off Save and fill addresses

21



&  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

22

Click Menu .

% Home

&«

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

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

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

Click Clear Data .



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.

Before you clear cookies, be aware that clearing cookies will cause you to lose
your registered workstations and local settings if they are still stored on the
browser. As of Evergreen 3.3 these settings are stored on the Sitka server, and
they have to be moved from browser to server manually. Clearing cookies, and
subsequently reconfiguring local settings in Evergreen, will manually save
settings to the Sitka server by default, and then clearing browser cookies will no
longer be a concern for local settings. It is important to remember your
workstation name. Your workstation settings and preferences are stored on
SitkaOs Evergreen server with your workstation name. If you rename your
workstation you will lose your stored settings and preferences.

CAUTION

Clear Cookies

1. Click Menu .

# Home

&«

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

A Seach- Circulaion~  Cataloging»  Acquisiions~  Booking~  Administration ~ ssisaMPL @ MPL-MPLadmin1 &=

2. Click More tools

23



o g ~ »w

Click Clear browsing data
Check the box nextto Cookies and other site data .
Check the box nextto Cached images and files.
Set Time Range

a. Last hour (recommended)

Click Clear Data .

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

6.4.3. Delete the Offline Database

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

© ©®© N o u > W

24

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

Click Menu .

# Home

&

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

L. 3 Search - Circulation~ Cataloging ~ Acquisitions ~ 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.
&« (& B https://catalogue.libraries.coop/eg/staff/login?route_to=%2Feg%2Fstaff%2F T & e H
m [w ﬂ Elements Consalz Sources Metwork Performance Memory Application I
Application offline
W Maznifest
Slgn In o rSls'.'i-:e Workars
B Clear storage Sacurity origin - hitps;/fcatalogue libraras.coop
Username P
Frem Varsion 2
Usermname » B8 Local Storag
» B Session Storzge
Password v & IndexedDB Delete database Refresh database
Password » & cache - hitps//cataloguelibraries. coop
» = offline - https://catalogue libraries.coop
Waorkstation £ Web faL
» @ Cookies
Z5P-A-JP-Old-Coopville v
Cache
Signin » = Cache Storage
EE Application Cache
Frames
*Dtop



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

6.4.4. 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.

1. Reconnect your browser to Hatch

Your local settings should now be restored.

6.4.5. Retrieve Console Messages

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

Chrome Console Messages:

1. Click Menu .

@ Home x ‘ﬂ Settings
e

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

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

2. Log in with a Local System Administrator account.

3. Register workstation and click  Use Now to log in again.

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

5. Select Use Hatch For Printing

6. Click on the Home icon.

7. You will be returned to the workstation registration screen again - click Use Now to log in again.
8.

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.

o a > w D

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:

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.

© N o g > w N P

Change the "Default" dropdown to be sure that Verbose is checked.
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9. 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.
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Chapter 7. Patron Records

7.1. Patron Barcode Scan

Patron accounts are retrieved by barcode scan or name search.

Barcode scan is the recommended method if you have the patronOs barcode: it is faster and can
retrieve accounts from any Sitka library. It is also Sitka policy. Patrons from other Sitka libraries
must present their library card to scan, and must "opt in" and consent to share their personal
information with your library, before their account can be used at your library. Once opted in to
your library, their account can also be retrieved by a name search.

1. Click Check Out Items or select (F1) to scan patronOs barcode.

Circulation and Patrons

Check Out ltems

Check In ltems

‘aa

Search For Patron By Name

7.2. Patron Search

Sitka Snippet Video - Patron Search (1:04)

For patron search, we recommend you set search scope to Sitka, in order to search all opted in
patrons at your library, and to select Include Inactive? , in order to search expired patrons. These
selections are "sticky" and should be left on.

We also recommend you display all search field options by clicking the up and down arrow on right
to show all search fields.

As of Evergreen 3.3, you can search by patron Name Keywords and Parent/Guardian fields.

1. Click Search For Patron By Name , or select Search ! Search for Patrons or (F4).
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https://youtu.be/JqY14Jd-BVU

2.

Enter your search terms and click  Search.

First Name Middle Name Search o

dentification Phone Street 1 Street 2 City

State Post Code Profile Group ~ SITKA Parent/Guardian

DOB Year DOB Month DOB Day Database |C ¥ Include Inactive?

7.3. Register New Patrons

Before you register a new patron, you need to ensure the person does not have an account in SitkaOs
Evergreen. Recommended practice is to ask the patron if they have a library card from another
library in BC or MB, and scan that card in Check Out Items . If an account exists, you must ask the
patron if they agree to share their personal information with your library before using the card. If
changes to patron information are required, you should modify the existing patron account, instead

of creating a new one.

1
2.

Select Circulation ! Register Patron.

Enter required information, based on your library guidelines. This screen can look different
depending on whether youOre showing Required Fields, Suggested Fields, or All Fields. See
Library Settings Editor  for the settings that control which fields display.

Toggle between Primary Name and Preferred Name tabs to enter required names.

If you do not record the address, you need to delete the fields by clicking the red cross sign
beside Address . Blank address fields result in an error.

Click Save or Save & Clone at top-right of screen. Save and Clone will save the record, and
open a new record with some shared details such as phone number and optionally address.

Register Patron

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

Barcode

OPAC/Staff Client User Name

Password 7127

Frefemea Name

First Name

Generate Password

Last Name

Name Keywords

Primary Identification Type

Secondary Identification Type

Home Library BPR
Main (Profile) Permission Group Profile Group = Secondary Groups

Privilege Expiration Date =2 Update Expire Date hd

The patron account record is composed of required and optional fields, and some

NOTE fields are editable by your patrons via the My Account feature on your online

catalogue. It is good practice to familiarize your self with the basic functions and
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features of the patron record as described below.

¥ All fields highlighted in yellow are mandatory.

¥ Blank mandatory fields and fields with a value in the wrong format will result in a "Form is
invalid” error.

¥ Primary Name and Preferred Name enables greater flexibility, and is optional. Click on tab to
switch between fields.

¥ Juvenile flag . This flag is optional. Each library can determine an age threshold of juvenile
patrons. The checkbox must be manually de-selected, there is no automated process to update
the record.

¥ Receive Overdue and Courtesy Emails checkbox allows patrons to opt-in or opt-out of
receiving courtesy and overdue email notifications. Patrons can also set this in My Account on
your online catalogue.

¥ Main (Profile) Permission Group . SitkaOs Evergreen has a shared list of patron profile groups,
but individual libraries choose which profiles to use, and how to configure chosen profiles to
suit local policy.

¥ Privilege Expiration Date . There is a Sitka default of 3 years for all profile groups except PL
New User, which has an expiration of 3 months. The expiry date can be edited on all profile
groups.

¥ |s Group Lead Account  should always be unchecked.

¥ Statistical categories are used to further group patrons by categories not in the profile groups.
Individual libraries can create their own patron statistical categories.

¥ Save and Clone will save the patron record and open a new patron record. Phone numbers will
be copied into the new record. Depending on your libraryOs setting, addresses may also be
linked from original record, and can only be edited in original patron record.

7.4. Patron Self-Registration

Patron Self-Registration allows patrons to initiate registration for a library account through the
OPAC. Patrons can fill out a web-based form with basic information that will be stored as a
Opending patronO in Evergreen. Library staff can review pending patrons in the staff-client and use
the pre-loaded account information to create a full patron account. Pending patron accounts that
are not approved within a configurable amount of time will be automatically deleted.

Patron Self-Registration

1. Inthe OPAC, click on the link to  Request Library Card
2. Fill out the self-registration form to request a library card, and click Submit Registration

3. Patrons will see a confirmation message: ORegistration successful! Please see library staff to
complete your registration.O This message is customizable per library.
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]
Request a Library Card

Home Library Maple Library v
First Name *
Middle Name

Last Name *

Preferred First Name
Preferred Middle Name
Preferred Last Name

Street Address #

Street Address (2)

City *

Zip Code *

Date of Birth * (Example: YYYY-MM-DD or YYYY/MM/DD)

Phone Number
Email Address
Requested Username

Submit Registration

Managing Pending Patrons

1. In the staff client select Circulation Pending Patrons

2. Select the patron you would like to review. In this screen you have the option to Delete a
pending patron account or Load the pending patron information to create a permanent library
account.

3. To create a permanent library account for the patron, click on the patronOs row, right-click and
select Load Patron or click on the Load Patron button at the top of the screen. This will load
the patron self-registration information into the main Patron Registration  form.

4. Fill in the necessary patron information for your library, and click Save to create the
permanent patron account.

Home Library: .0
Load Patron Delete Pending Patron(s) ] « » Rows 25~  Pageis ~
# Create Date First Name Last Name Email Home Library City Requested Userna
1 2020-03-23 11:3... Justin Trudeau ji@canada.ca MPL Victoria 8d23dc58-6d34- ..
Library Settings
Three new Library Settings have been created to manage patron self-registration: only Co-op
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Support can edit this setting. Contact Co-op Support if you would like to enable Patron Self-

Registration

¥ OPAC: Allow Patron Self-Registration must be set to OTrueO to enable use of this feature.

¥ OPAC: Patron Self-Reg. Expire Interval to set the amount of time after which pending patron

accounts should be deleted.

¥ OPAC: Patron Self-Reg. Display Timeout to set the amount of time after which the patron self-
registration screen will timeout in the OPAC. The default is 5 minutes.

Several existing Library Settings can be used to determine if a field should be required or hidden in

the self-registration form:

¥ GUI: Require day_phone field on patron registration

¥ GUI: Show day_phone on patron registration

¥ GUI: Require dob (date of birth) field on patron registration

¥ GUI: Show dob field on patron registration

¥ GUI: Require email field on patron registration
¥ GUI: Show email field on patron registration

¥ GUI: Require State field on patron registration
¥ GUI: Show State field on patron registration

¥ GUI: Require county field on patron registration

¥ GUI: Show county field on patron registration [New Setting]

Several existing Library Settings can be used to verify values in certain fields and provide examples

for data format on the registration form:

¥ Global: Patron username format

¥ GUI: Regex for phone fields on patron registration
patron registration

¥ GUI: Regex for email field on patron registration

¥ GUI: Regex for post_code field on patron registration

¥ GUI: Example for email field on patron registration

¥ GUI: Example for post_code field on patron registration

¥ GUI: Example for day_phone field on patron registration
on patron registration

7.5. Update Patron Account

OR GUI: Regex for day_phone field on

OR GUI: Example for phone fields

Routine maintenance of your patron accounts includes updating patrons' contact information,
renewing expired library cards, marking library cards lost, re-setting patrons' passwords, inserting
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notes or alert messages, and so on. It is good practice to understand how the patron account record
functions.

1. Scan the patron barcode or search for patron by name.
2. Once the patron record is loaded, Check Out is the default tab.
3. Click Edit to retrieve patron information.

4. Make required edits and click  Save at top right of screen.

Check Out ltems Out (0) Holds (0/0) Bills ($0.00) Messages Edit Other =

7.5.1. Renew Library Card

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

2. Click Save at top right of screen.

2021-02-09

Frivilege Expiration Date Update Expire Date

7.5.2. Mark Library Card Lost

1. Click Replace Barcode
2. If the username is still the original barcode, replace it with the new barcode number.

3. Click Save at top right of screen.

Patron Edit
Barcode

Replace Barcode See All

OPAC/Staif Client User Name

7.5.3. See All Barcodes

Once a library card is marked lost, Evergreen marks the card inactive and keeps it in the database.

If the patron has lost a library card before, the See All button shows up. If patron presents an
inactive card, Evergreen will retrieve active account with inactive warning. Staff can then decide
which card to make active or inactive. Best practice is to delete inactive patron cards.

1. Click See All . All barcodes that the patron has had are displayed in a pop-up window.

2. Click Active to activate an inactive card.

3. Click Primary on the Active card, Active must be the Primary Card.

4. Click Apply Changes and Save.
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Patron Barcodes

Barcode Active Primary
23121318191214
231215318191219 ' .

7.5.4. Re-set Patron Password

1. Click Reset Password or enter a new password and click  Save.

2. If your library uses the last 4 digits of phone number as default password, please do not use
Reset Password button. Instead, enter the new phone number, and click Save.

TIP Existing password is not displayed in patron records for security reasons.

7.5.5. Invalidate Email Address or Phone Number

It is good practice to keep patron email addresses current to ensure service from EvergreenOs
automated messaging features. The Invalidate option alerts staff that a new email address is
required, and removes the invalid address.

Accumulated bounced back emails may result in courtesy and notice 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

7.5.6. Update Patron Address

1. 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.

A WD

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.

7.5.7. 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.
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1. Click New Address button.
2. Click Mailing and Physical address, enter the information, and click Save.

3. The linked address is replaced.

7.6. Patron Alerts, Notes, Messages, and Notifications

7.6.1. Patron Alerts

If a patronOs account has an alert, ared Stop sign is displayed when the account is retrieved. There
are three types of alerts in Evergreen: staff-generated, system-generated, and standing penalties.

Staff-generated Alerts

Staff-generated alerts are created by staff, and must be removed by staff.

System-generated Alerts

System-generated alerts are automatically inserted on some conditions, such as the patron account
is expired, patron has a ready-for-pickup hold, etc. Once the cause is resolved, these messages
disappear automatically.

Standing penalties

Standing penalties are inserted when a patronOs circulation condition meets criteria set up by your
library for the maximum fine threshold, maximum number of items allowed out, and the
maximum number of overdue items allowed. If a patron exceeds any of these limits, an alert will
block their account. Standing penalties are removed once the cause is resolved.

Standing penalties can be overridden on an item by item basis. Alternatively, you can remove the
standing penalties temporarily to carry out the circulation actions that need to be overridden. If the
conditions persist, once you refresh or re-access the patron account the penalties will be re-applied
immediately.

1. To remove standing penalties from a patron account, go to Messages.

2. Highlight the penalties. Click  Actions ! Remove Penalty/Message

7.6.2. Patron Notes

You can add notes to patron accounts that can be viewed by staff, and can be shared with patrons
in the My Account feature on your online catalogue.

1. To insert or remove a note, retrieve patron account and click Other ! Notes
2. Click Add New Note

3. Enter note and click OK.
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Create a new note

Title Add note

Patron Visible?

LN

Value | added this note

EG OK

The patron account will display a  Notes icon while the note is present.

7.6.3. Patron Messages
You can also enter Alerts, Notes, and Blocks onthe Messages tab.

1. Click Messages tab.
2. Click Apply Penalty/Message

3. Select Note , Alert , or Block , enter text, and click OK.

Apply Standing Penalty / Message

Note Alert Block Penalty Type

Left umbrella at girg desk|

EG (0].4

To edit, remove, or archive messages, select the message and click  Actions and follow the on screen

prompts.

Alerts and blocks created on the Messages screen are displayed on the Alert screen.
System-generated standing penalties are displayed on the Messages screen. Based
on your libraryOs setting, staff initials may be required when creating a

NOTE

Note/Alert/Block.

7.6.4. Patron Notifications

Evergreen sends various email and SMS (text) messages to patrons via
events are viewable on the staff client in patron or item records.
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1. To view notifications in the patron account, select Other ! Triggered Events/Notifications

2. Completed pre-due and overdue notifications are displayed by default. You can change the
filters for Core Type or Event State , on the right, to view any or all notifications.

3. To re-send a completed notice, select the notice, and click  Reset Selected Event at top right of

screen.

4. To cancel a pending notice, select the notice, and click  Cancel Selected Event at top right of

screen.
Action Triggers are used for, but not limited to, pre-due, overdue, and hold
notification generation. You may see other triggered events in a patron or item
NOTE record, but not all events generate notices. Events with status of Invalid or Error

encountered problems during the process. No notices were generated for such
events. Pending and some statuses other than complete, error, or invalid, may last
for a short period of time while the event is being processed.

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

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
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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:

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
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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
I 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

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.
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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 Deleting Inactive Cards and Patron Accounts by SitkaOs In-house 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
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.
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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

Bucket .

4. The shared bucket will load in the

7.8. Merge Patrons

7.8.1. Merge Patrons

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

o > w DN

Bucket View

Click Merge at bottom right of screen.

tab.

Search by terms shared by the two accounts such as name or phone number.
Select the checkboxes for the two accounts you want to merge and click

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

Merge Patrons

Merge patrons?

® Use as lead

Profile
PL Adult

Use as lead

Profile
PL Adult

7.8.2. Inactive Card

Once the two accounts have been merged, the notes, bills, holds, and outstanding items on the non-
lead card are transferred to the lead account, and the non-lead card is marked inactive.

It is good practice to delete the inactive card. Your library can also choose to automatically delete
Patron Merge Barcode Delete to True.

the inactive card by configuring the Library Setting

If you scan an inactive card on the Check Out screen, Evergreen retrieves the active
NOTE account, and provides an informative message. The situation can be managed as

per local policy.

Load
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Chapter 8. Circulation

Sitka Training Video - Circulation (5:49)

8.1. Check Out

Sitka Training Video - Check Out (2:38)
SitkaOs Evergreen circulates catalogued, pre-catalogued, and non-catalogued items.

¥ Regular circulation of items in your catalogue with a barcode.

¥ Pre-catalogued , or pre-cat, circulation of items that have a barcode but have not been
catalogued yet. Pre-cat records are created on the fly in Check Out screen, and can not be
searched in the catalogue; pre-cats can only be found in patron account or by item barcode
search. Many Sitka sites use pre-cat functionality to circulate interlibrary loan items from other
libraries. There is no need to route item to cataloguing when using pre-cat for interlibrary loan,
you can simply ignore the alert.

¥ Non-catalogued, or non-cat, circulation of items that are not catalogued.

8.1.1. Regular ltems

1. Click Check Out Iltems , or Circulation ! Check Out
2. Scan or enter patron barcode.

3. Scan or enter item barcode.
4

. Click Done or Quick Receipt , to make choice to print, email, or no receipt, and to exit the Check
Out screen.

Check Out Items Out (1) Holds (0/ 0) Bills ($0.00) Messages Edit Other - Patron Search

Barcode - Submit Date Options = 07-05- B
01 | 46 PM
M 4 W Actions~ | Rows25~ | Pagel~  ~
# Barcode Call Number Due Date Title Circulation Modifier
1 Z5P3000998 EALB 2019-07-06 23:59 Duck in the truck dvd
Strict Barcode M4 Quick Receipt  ~ Done B
No Receipt
Email Receipt

Print Receipt
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8.1.2. Pre-catalogued Items

1. Scan or enter item barcode on patronOs Check Out screen.

2. At prompt, enter required information and click Precat Checkout

Barcode "circprecat" was mis-scanned or is a non-cataloged item.
Title
Pre-cat circ

Author

BC Libraries Cooperative

ISBN

Circulation Modifier

precat v

Precat Checkout

On check-in, Evergreen will prompt staff to re-route the item to cataloguing. This

NOTE . . o . . .
can be ignored if checking in an inter library loan item.

8.1.3. Non-catalogued Items

Items are manually checked out with a due date but when the due date expires, the items disappear
from the patronOs record and no fines accrue. Circulation statistics are collected. Non-catalogued
item types are library specific and are created locally

1. Click on Check Out ltems

2. Click on the drop down arrow in Barcode to choose the type of non-catalogued items, and click
Submit .
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Check Out ltems Out (2) Holds (17 2) Bills ($0.00)

Barcode = Submit

Barcode

Paperback Book

3. Enter the number of items and click OK.

Enter the number of Paperback Book circulating

oK

8.1.4. Due Dates

Due dates based on your circulation policies are calculated automatically at Check Out . Use Date
Options to override the default due dates. You can choose to use a specific due date per session or
continuously until log-out.

1. Before you scan the item, click the drop down arrow in Date Options .

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

3. 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.)

4. Scan the item barcode.

Barcode ~ Submit Date Options = 07-05- &

Specific Due Date

Use Specific Due Date Until Logout 01 - 48 PM
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8.2. Check In

Sitka Training Video - Check In (3:44)

8.2.1. Regular Check In

1. Click Check In Items

2. Scan barcodes.

Checkin ltems
Barcode | Barcode Supmit Erfective 2019-09-19 ]
Date
Items Checked In M 4« W  Actions~ | Rows25~ | Pagei~ | ~
# [ Balance Ow Barcode  Bill# Checkin DatFamily Name¢ Finish | Location Route To  Start Tile  Girculation ICirculation L

No Items To Display

Print Receipt | [ Trim List (20 Rows) [] Strict Barcode Checkin Modifiers ~

Ignore Pre-cataloged ltems

Suppress Holds and Transits
Amnesty Mode

Auto-Print Hold and Transit Slips
Clear Holds Shelf

Retarget Local Holds

Retarget All Statuses

Capture Local Holds As Transits
Manual Floating Active

Update Inventory

8.2.2. Backdated Check In

This is useful for clearing a book drop.

1. Click the calendar widget and set date, or edit date in Effective Date field.
2. Scan barcodes. The new effective date is now displayed in the header.

3. Edit Effective Date when backdated check in is complete.

Backdated Check In 2019-09-18

Barcode | [Parcode Submit

8.2.3. Backdate Post-Check In

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. Renewal and Edit Due Date

Checked-out items can be renewed if your libraryOs policy allows it. The new due date is calculated
from the renewal date. Existing loans can also be extended to a specific date by renewing with a
specific due date, or editing the due date.

8.3.1. Renewal

1. Click the Items Out tab in the patron account.
2. Select the items and click Actions .

3. Select, Renew , Renew All , or Renew With Specific Due Date
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MM <« W | Actions ~

Mark Lost (By Patron) .
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.

8.3.2. 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

8.4. Mark Items Lost, Claims Returned, and Claims
Never Checked Out

8.4.1. Lost

Marking an item Lost automatically bills the patron the replacement cost of the item and a
processing fee if you charge one. Overdue fines can be voided or retained.

1. Click Items Out in patron accounts.

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

49



44 4 w | Actions~

Print Item Receipt
Edit Due Date
Mark Lost (By Patron)

Mark Claims Returned

Mark Claims Mever Checked Out

3. The item is now displayed on the patronOs Other/Special Circulations tab.

Check Out [UENXeNS) M Holds (0/0)  Bills ($33.00)  Messages  Edit  Other =

ltems Checked Out (2) Other/Special Circulations (1) Non-Cataloged Circulations (0)

A Lost item will display on the patron account until linked bills are resolved. Bills
NOTE include replacement charges, overdue charges, and manual charges added to the
existing bills. See Billing for more information on managing Lost bills.

When a lost item is found and returned, your library may choose to:

¥ Always void lost charges.

¥ Void lost charges if the item is returned within a specified time period, e.g. within 6 months
since the due date.

¥ Generate a refund if payment has been made.

¥ Generate a refund only if the item is returned within a specified time period since the payment
date.

¥ Restore existing overdue fines.

¥ Generate new overdue fines based on the check in date.

8.4.2. Claims Returned

The date entered for a Claims Returned item establishes the fine. If the date given is past, bills will
be adjusted accordingly, and remain linked to patron account until resolved. PatronOs Claims-
returned Count  is automatically increased, and the itemOs status is changed to  Claimed Returned

1. Click Items Out in patron account.
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2. Select the item and click Actions ! Mark Claims Returned , enter date, and click Submit .

3. The item is now displayed on the patronOs Other/Special Circulations tab.

8.4.3. Claims Never Checked Out

1. Click Items Out in patron account.
2. Select the item and click Actions ! Claims Never Checked Out , and click OK/Continue .

3. The item is checked in effective from the check out date, disappears from the patron account,
and has its status changed to Missing .

8.5. In-House Use

In-house use can be recorded for catalogued and non-catalogued items. The statistics for in-house
use are separate from regular circulation statistics. The in-house use count of catalogued items is
not included in the items' total use count.

8.5.1. Catalogued Items

1. Click Circulation ! Record In-House Use

2. Enter number of uses and scan or enter barcode.

# of Uses: 2 Barcode ~ FRE400001062] Submit

In-House Use

8.5.2. Non-catalogued Items

1. Click on Circulation ! Record In-House Use
2. Enter the number of uses.

3. Click on the drop down arrow in Barcode to choose the type of non-catalogued items, and click
Submit .

#ofUses: | 10 = ubmit

8.6. 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. Many daily
workflows are performed from this screen. It is good practice to familiarize yourself with the
functions and features of EvergreenOs Item Status .
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8.6.1. List View and Detail View

1. To check an itemOs status click Circulation ! ltem Status , or Search ! Search for Copies by
Barcode , or press Fb5.

2. Scan or enter the item barcode.

3. The current status of the item is displayed. Click the down arrow to configure columns to select
more fields to view, or click Detail View to see item summary, circulation history, and other
useful information.

Scan ltem
sumit  OR | Choose file | No file chosen e
Item Status M @ W Acions~ Rows25~ Paged~|| = ‘
# Status | Alert Message Barcode Call Number Due Date Location item Status  # Manage Columns
1 4 ZSPAS8000000... Lam Stacks Available +* Manage Column Widths

M save Columns

© Reset Columns

@ Download Full CSV
¥ Print Full Grid

Acquisition Cost
‘Age-Based Hold Protection
Alert Message

Alerts
Author
Barcode
Call Number
Checkin Date
4. Click List View to revert.
Scan Item
‘ | submit  OR | Choose file |No file chosen e Actions=
Record Summary (MARC) >
Title: Sitka Edition: TCN: 30417078 Created By: admin
Author: L'Amour, Louis. Pub Date: Database ID: 30417078 Last Edited By:  admin
Bib Call #: Record Owner: Last Edited On:  2009-01-19 21:42
Quick Summary Recent Circ History Circ Histery List Holds / Transit Cataloging Info Triggered Events
Barcode ZSPA98000000000  Circ Library ZSP-A Call # Prefix Status Available
Price 5.00 Owning Library ZSP-A Call # Lam Due Date
Acquisition Cost Shelving Location  Stacks Call # Suffix Checkout Date
ISBN Loan Duration Normal Renewal Type Checkout
Workstation
Date Created 2019-09-27 1428 Fine Level Normal Total Circs 0 Duration Rule
Date Active 2019-09-27 14:28  Reference false Total Circs - Current 0 Recurming Fine Rule
Year
Status Changed 2019-09-27 14:28  OPAC Visible true Total Circs - Prev. 0 Max Fine Rule
Year
Item ID 13639171 Holdable frue In-House Uses 0 Checkin Time
Many circulation functions are available under the Actions menu. Common tasks are view last few

circulations, retrieve last few patrons, mark item damaged or missing, insert item alert messages,
check in items, renew items, request items, update inventory, and so on.

1. Selectitem and click Actions to make choice.

2. Click on down arrow to scroll through options.
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M4 & || Actions~

Add Items to Bucket

Show in Catalog

IMake ltems Bookable

Book Item Now

Request ltems

Link as Conjoined to Previously Marked Bib Record
Delete Items

Check In ltems

Renew ltems

Cancel Transit

Update Inventory
Show
Triggered Events

ltem Holds
Record Holds

8.6.3. Upload from File (Choose file)

This feature uploads multiple item barcodes saved in a text file on your local computer. To ensure
smooth uploading and further processing of the items, it is recommended that the list contain no
more than 100 items.

1. Click Choose File and follow on screen prompts.

Scan ltem

Submit OR || Choose file ||Mo file chosen

8.7. Barcode Completion

Barcode completion is sometimes used in SitkaOs Evergreen to handle duplicate item or patron
barcodes. It adds a prefix or a suffix to the physical barcode scanned. For example, all barcodes at a
library may be prefixed in Evergreen with their Library and Archives Canada code MPL, to read
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MPL12345 in the database, but the physical barcode on the item or patron card is 12345. When
barcode completion is in use, Evergreen will add MPL to every barcode scanned, matching the
physical barcode with the correct saved record. Staff have to read the screen, and make correct
choice, for barcode completion to work as designed. Co-op Support recommends you consider re-
barcoding to better manage duplicate barcodes in SitkaOs Evergreen.

8.7.1. Multiple Matches

1. Scan a barcode. If matches are found, a pop-up will appear listing the possible barcodes.

2. Select the required barcode and title, or barcode and name, and continue.

8.7.2. Patron Barcodes

The patron barcode completion pop-up appears when a patron barcode is scanned in the following
places:

¥ Check Out

¥ Place hold for patron by barcode in the web client catalogue.

8.7.3. Item Barcodes

The item barcode completion pop-up appears when an item barcode is scanned in the following
places:

¥ Check Out
¥ Check In

¥ [tem Status
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Chapter 9. Bills and Payments

9.1. Circulation vs. Grocery Bills

There are two types of bills in SitkaOs Evergreen:  Circulation  bills and Grocery bills.

¥ Circulation bills are system-generated charges such as overdue fines, lost item costs, and
processing fees. The fine rates, replacement costs, and processing fees are determined by each
library.

¥ Grocery bills are manually created by staff. Grocery bill types can be shared by all Sitka
libraries or created by an individual library. Default price can be attached to each bill type.

9.2. Making Payments

Bills can be paid by cash, check, or credit, or be resolved by forgiveness, work, or goods.

1. Click on Bills tab.
2. Select or de-select bills to pay. Oldest bills are paid first by default.
3. Select Receipt On Payment and enter #Copies as required.

4. Select the payment type from the drop down menu.

Pay Bill
Payment Type

Check Number Check

Credit Card
Payment Received Patron Credit

Wark
Forgive

Annotate Goods

5. Enter the payment inthe Payment Received field and click Apply Payment
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Pay Bill
Payment Type

Check Number

Payment Received

Annotate

Cash

Apply Payment

i

6. Details of the transaction are displayed.

Total Owed: $15.00 Refunds
Available:

Total Billed: $20.00 Credit Available:

Total $5.00 Session Voided:

Paid/Credited:

Owed for $0.00 Pending
Selected: Payment:

Billed for 50.00 Pending Change:
Selected:

Paid/Credited for 50.00

Selected:

000 Pay Bill
£1.00
£0.00 Payment Type Cash

Check Number

$0.00 Payment Received

$0.00 Annotate

Apply Payment

TIP Click Annotate to add a note to the payment.

9.3. Patron Credit

A credit can be kept in a patron account and used later to pay bills.

1. To create or add a credit, select the payment method and enter the amount in

Received

2. Select Convert Change to Patron Credit on bottom right.

3. Click Apply Payment.
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Total Owed: $13.00 Refunds Available: $0.00 pay Bill
Total Billed: £14.00 Credit Available: £0.00
Total Paid/Credited $1.00 Session Voided $0.00
Payment Type Cash v
Owed for Selected: $13.00 Pending Payment $13.00 Check Number
Billed for Selected: £14.00 Pending Change: $7.00
Paid/Credited for £1.00 Payment Received ‘ 20.00 ‘
Selected
Annotate Apply Payment
Bill Patron History Check All Refunds M 4 W | Actions~ Rows25~ @ Pagel~ |~
# Status Balance ( Barcode Total Bille Title Last BillirPayment [Total Paid Bill # Start | Location Type
$7.00 SITKA... $7.00 Overdu... $7.00 $0.00 44040...
2 |4 $3.00 $4.00 Adjust... $3.00 $1.00 45359... 2018-0... ZSP-B
3 I« $3.00 $3.00 Adjust... $3.00 $0.00 45359... 2018-0... ZSP-B
|  Convert Change to Patron Cremt| Receipt On Payment # Copies 1

To use patron credit to pay bills, select Patron Credit as the payment type.

If your library does not use patron credit, you can turn it off through a library setting.

9.4. Adjust Bill Balance to Zero

This function sets any balance to zero, and is the easiest way to clear a negative balance from
patron account.
1. Click Bills in patron account.

2. Select the bill line item and click  Actions ! Adjust to Zero

Bill Patron History M| «  »
Check All Refunds Pagé  print Bills
- - Void All Billings
Balance tPayment Start |Last BillinTotal Pail _
@] $26.00 $0.00 2016 Lostm.. $1.00 | [ANUSTIOZE0
O $27.00 $0.00 2016-.. LostM... $0.00 Refund
$12.00 $0.00  2018-.. Adjust.. $0.00 Add Billing
Full Details
e

3. Click OK/Continue



Are you sure you would like to adjust to zero the balance on bills
377789677

9.5. Void Bills

Local System Administration staff can void bills, either entirely or in part. Co-op Support
recommends you use Adjust Bill to Zero  in most cases.

1. Click Bills in patron account.

2. Select bill line and click  Actions ! Void All Billings

Bill Patron History Check All Refunds K«  » | Actions~
[J |Balance Owed Payment Pendil start Last Billing Typ  Total Paid Type Total| Print Bills
$27.00 $0.00 2016-07-21 0... Lost Material... $0.00 $27.UO| Void All Billings
0 $12.00 $0.00 2018-0322 0 Adjustmentd__ $0.00 $1200  Adjustto Zero
Refund
Add Billing
Full Details

3. To void a partial amount, select the bill, click Actions ! Full Details

4. Select line item and click Actions ! Void Billings

Bills M4 4« » ||Actions~

# | 0 /Amount Billing TilLegacy BBilling ID Void Billings
1 [ $25.00 2016-.. LostM... 26705... S Edit Note
2 $2.00 2016-.. LostM.. 26705.. SYST false

5. Click OK/Continue .

9.6. Adding New "Grocery" Bills

9.6.1. Create New Bill

1. Click Bills in patron account.

2. Click Bill Patron
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Total Owed: $13.00
Total Billed: $24.75
Total $11.75
Paid/Credited:

Owed for $15.00
Selected:

Billed for $15.00
Selected:

Paid/Credited for $0.00
Selected:

Bill Patron History

Check All Refunds

Refunds
Available:

Credit Available:
Session Voided:

Pending
Payment:
Pending Change:

$2.00

£1.00
£0.00

$0.00

$0.00

e

Pagel~ |~

Pay Bill
Payment Type Cash v

Check Number

Ak

Payment Received |

Annotate -
Apply Payment

“« » Actions~ | Rows 25+~

3. Click on drop down arrow and select

and click Submit Bill

Billing Type , enter bill amount, and any required note,

Location:

Billing Type:

Amount:

Note:

MPL

5.00

Fee for copies

Book Club

9.6.2. Add Charge to Existing Bill

1. Select the required bill from patronOs

Bills screen and click Actions ! Add Billing
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Total Owed: $13.00 Refunds £2.00 Pay Bill
Available:
Total Billed: §24.75 Credit Available: £1.00
Total 511.75 Session Voided: $0.00 Payment Type Cash v
Paid/Credited:
Check Number
Owed for -2.00 Pending -2.00 Payment Received
Selected: Payment:
Billed for S0.00 Pending Change: $2.00 Annotate
Selected: ADDIV Pavr
Paid/Credited for  $2.00 Apply Faymer
Selected:
Bill Patron History j4q L » Rows 25 =
Check All Refunds Page  print Bills
. Void All Billings I
# Status PaymiBillingBarco Title Last EShelv C ) fotal | Start Bill # Balan
Adjust to Zero $0.. 20 45.. 2.
 da Refund
_da._. Add Billing
4 $0.... ZS... 56... Ov... Sta...| Full Details

2. Click on drop down arrow and select  Billing Type , enter bill amount, and any required note,
and click Submit Bill . The billOs balance is updated.

9.7. Bill History

9.7.1. Bill History

1. Click History in patronOs bills screen.

2. View all bills, or bills from a specified time frame. Use the calendar widgets to choose the Start
Date and End Date , and click Apply .

Bill History
Transactions Payments

Sglected Apply Start End

Billed: Date: | 50170303 & Date: | 20150323 &

$16.00

Selected

Paid:

£7.00

4 « »  Acions~ | Rows25~ Pagel~ |~
# Balance Ow Total Paid Total Billed Start Bill # Title Type Finish
1 50.00 $12.50 $12.50 2017-06-... 412840862 circulation  2018-03-..
2 -1.00 £1.00 $0.00 2017-04-... 40852370 circulation
3 $0.00 £27.50 $27.50 2017-04-... 40855794 circulation  2017-04-...
4 -2.50 $2.75 $0.25 2017-04-... 40855964 circulation
3. For more information about a particular bill, select the line item and click Actions ! Full
Details .

60



Selected Apply Start End
Billed: Date: 50170323 &= Date: 50150323 &
$16.00
selected
Paid:
$7.00

M| «  » Rows 25~ | Pagel~ | ~
# Balance Ow Total Paid |Total Billed| St Add Biling tle Type Finish
1 $0.00 $1250  $1250 2017 ' circulation  2018-03-...
2 -1.00 $1.00 $0.00 2017 Print Bils | circulation
3 50.00 $2750  $2750  2017.08=-austsrea : circulation  2017-04-...
4 250 $2.75 $0.25 2017-04-.. 40855964 circulation
5 $9.00 $7.00 $16.00  2017-06-.. 41284079 circulation
6 $5250  $5250  $10500  2017-06-.. 41284687 gameoft.. circulation

4. All transaction details are listed, such as time stamps, circulation dates, billing dates, amounts,
staff identification, and item information

9.7.2. Payment History

1. Click Payments on Bill History screen.

2. View all payments, or payments from a specified time frame. Use the calendar widgets to choose
the Start Date and End Date , and click Apply .

3. For more information about a particular payment, select the line item and click Actions ! Full
Details .

9.8. Refund

Sometimes paid bills need to be voided, such as when lost and paid items are returned. A negative
balance may be created once such bills are voided. To close negative bills, you can set balance to
zero, refund the balance amount, or add a bill entry to the negative line item.

1. Select the bill on the Bills screen and click Actions ! Refund

2. Read the instructions and confirm.
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Are you sure you would like to refund excess payment on bills
397050117 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
refunded transaction.

3. Select payment type and click Apply Payment



Chapter 10. Holds

10.1. Placing Holds

Sitka Training Video - Placing Holds (4:33)

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 web client, and by patrons on your public catalogue.

10.1.1. 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 volume-level holds.

The chart below summarizes the four levels of holds.

Hold level Abbreviation
Meta-record M
Title T

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.

Hold tied to

Holdings attached
to multiple MARC
(title) records
sharing the same
title and author of
selected
format(s)(book,
video, audiobook,
etc.)

Holdings attached
to a single MARC
(title) record
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Hold level Abbreviation When to use How  Who can use Hold tied to
to use

Volume Vv Patron wants the Patron or staff Call number
first available specific volume
copy of a specific record (local call
volume (call number resides in
number) of a title. volume record)
Staff or patron
click Volume in
Holdable? column
on the record
summary screen.

Copy C Patron or staff Staff Item barcode

want a specific
copy of a title.
Staff click Copy
hold in Holdable?
column on the
record summary
screen.

10.1.2. Title Level Hold

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.

(ic:wmrl Dora [videorecording]. « Place Hold

¥= DVD

Publisher: Hollywood, Calif. : Paramount, c2003. M neviews & M
ISBN: 0792194047 e
Edition: Full screen.

Phys. Desc.: 1 videodisc : sd., col. ; 4 3/4 in.

2. Scan or type patronOs barcode, or select your own staff login, or click
not have patronOs card.

Patron Search if you do

3. Edit patron hold notification methods and pickup location, if necessary, and click Submit . 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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Place Hold

* Place hold for patron by barcode: | B Patron search

Place this hold for me (LSA MPL)

Cowgirl Dora [videorecording].

Advanced Hold Options

Pickup location Maple Library v
Not\fy when hold is ready for piCKLIp?

Yes, by Email

Email Address
¥ Yes, by Phone
Phone Number:

Yes, by Text Messaging

IMobile carrier: | Please select your mobile carrier ¥ | Note: carrier charges may apply
IMobile number: Hint: use the full 10 digits of your phone #, no spaces, no dashes

Suspend this hold? &
Yes Set activation date

[sueme [ cancel

4. Click Continue to go back to search results, or click Place another hold for this title

Place Hold

Cowgirl Dora [videorecording].

Hold was successfully placed
Continue FPlace another hold for this fitle

10.1.3. Meta-record Level Hold

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.

Advanced Hold Options

1. Click Place Hold to the right of the record on the search result list, or on the record summary

screen.

2. Click Advanced Hold Options  under the title.

Harry Potter and the Deathly Hallows : #7 Harry Potter / J.K. Rowling.

Advanced Hold Options




3. If meta-record data is available, the different formats and languages display. Select the
acceptable formats and languages.

Harry Potter and the Deathly Hallows

Basic Hold Options

Select your desired format(s). Select your desired language(s)

If none are selected. any available formats may be used. If none are selected. any available languages may be used.
Audiobook (format unkner English -

Book French

Cassette music

CD audicbook - -

4. Edit patron hold notification methods and pickup location, if required.

5. Click Submit .

Group Formats and Editions Search

1. On the Advanced Search screen, click Group Formats and Editions

Advanced Search Numeric Search Expert Search

Search Input

|Keyword '| |Cuntains v

| | L
[And v |[Title v| [Contains v | |potter hallows %
|And v || Author v| [Contains v | | | X

Add Search Row

Search Library Sort Results
| Sitka v | |Sort by Relevance v | @ m
L) Limit to Available | ¥ Group Formats and Editions |

I Exclude Electronic Resources

2. Enter search terms and click Search .

3. Click Place Hold beside the meta-record on the result list.

Harry Potter and the Deathly Hallows [electronic v
resource] / by J.K. Rowling ; illustrations by Mary
GrandPré. (32)
Rowling, J. K

4 Y
\)' Book " CD audiobook E‘.B CD music ﬁ Cassette music @
Audiobook

Popularity: 0.3 /50

Reviews & More

4. Select the acceptable formats and languages and click ~ Submit .

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.

If no format is selected all available formats are hold targets. After a meta-record hold

TIP . . . . . o
is placed, if a new MARC record is added and it meets the grouping criteria, items
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under this new record will be targeted.

10.1.4. Volume and Copy Level Hold

1. To place a volume or copy level hold, retrieve and display the record.

2. Select record in holdings grid and click ~ Volume hold or Copy hold in Holdable? column.

Location MO 1 COPY  Barcoce Cocaton  Modiier  Pretion  Due o | Holdable? status Dot
Maple DVD ACT HAR 3398700080251 Copy.hold /
Library, (Text) view | edit DvD dvd None 02/09/2018 Vo\um_e hold On holds shelf

3. Edit patron hold notification fields as required and click Submit .

Support recommends only using copy holds if itOs absolutely necessary to target a
NOTE particular physical copy. Copy holds should never be used when placing holds on
items owned by other libraries.

10.1.5. Placing Holds in Patron Records

1. Click Holds tab in the patron record.

2. Click Place Hold .

Check Out Items Qut () Holds (0 / 0) Bills ($0.00) Messages Edit Other ~ Patron Search

Open Hold Requests Recently Canceled Holds

Place Hold Detail View 4 | 4 | » | Actions~ | Rows25~ | Pagel~ =

3. The catalogue is displayed in the Holds screen.
4. Search for the titles, and place holds as described above.

5. Click the Holds tab to go back to the patronOs Holds screen.

10.2. Managing Holds

Staff can edit holds in patrons' records or in title records. Patrons can edit their holds in their
account on your public catalogue.

Holds can be cancelled at any time by staff or patrons. Before holds are captured, staff or patrons
can suspend a hold without losing the hold queue position, can activate suspended holds, and can
change notification method, phone number, pick-up location, and expiration date. Once a hold is

captured, staff can change the pickup location and extend the hold shelf time if required.
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10.2.1. Hold Statuses

There are five types of status a hold may have:  Waiting for Copy , Waiting for Capture , In Transit ,
Ready for Pickup , and the optional Reserved/Pending . If your library chooses to delay hold shelf
status, then a hold may have the status of Reserved/Pending

¥ Waiting-for-copy: all holdable copies are checked out or not available.

¥ Waiting-for-capture: an available copy is assigned to the hold. The item is on the Holds Pull
List , waiting for staff to search the shelf and capture the hold.

¥ In Transit: hold is captured at a non-pickup library and on the way to the pick-up location.

¥ Ready for Pickup: hold is captured and on the Holds Shelf for patron to pick up. In the
catalogue, this status displays as On Holds Shelf .

¥ Reserved/Pending: hold is captured, item is in process, and yet to be put on the Holds Shelf . The
status will be automatically changed to Ready for Pickup once the delay period specified in
Library Settings Editor expires.

10.2.2. Managing Holds in Patron Records

1. Click Holds tab in patron record.

2. Select the hold record and click  Actions .

Open Hold Requests Recently Canceled Holds
Place Hold Detail View 4 | &« W | Actions~ |Rows25~ Pagelw | ~
# Hold ID |Request[Hold Type Status | Ay SctDesired Copy Quality DPickup LilCurrent CPotential |
1 @ 20 4450201 T Waiting... Mo  Edit Pickup Library MPL 339870... 1
Edit Notification Settings
Edit Hold Dates Print
Activate
Suspend

Set Top of Queue

Lin Qat Tan af Ouans

3. Manage the hold by choosing an action on the list. Use the arrow to scroll through choices.

10.2.3. Cancel Holds

1. Click Cancel Hold from the Actions menu.

2. Enter a reason if required and click ~ Cancel Hold .
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Cancel 1 Hold(s)

Cancel Reason:

Note:

Staff forced

Note.

Cancel Hold

3. If item was on holds shelf, check it in to change its status.

TIP

A captured hold with a status of

On Holds Shelf or Ready for Pickup

by staff or patrons. The item must be checked in to update its status.

10.2.4. Suspend, Activate, and Modify Holds Dates

1. To suspend or activate a hold, click Actions and make your choice.

2. To edit dates, click Edit Hold Dates

Modify Dates for 1 Hold(s)

Check the checkbaox next to each field you wish to modify.

(] Hold Activate Date 2018-04-06 =
O Hold Request Date 9018-04-06 =
O Hold Expire Date 9018-04-06 =
] Shelf Expire Date 2018-04-06 =

Submit
3. Use calendar widgets or enter dates for required action and click Submit .

TIP

can be cancelled

Suspended holds will not be filled but their hold position is kept. If there is no
activation date, suspended holds remain inactive until staff or patrons activate them

manually.
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10.2.5. Edit Holds Notification Settings

1. Select hold in patron record and click  Actions ! Edit Notification Settings

2. Edit as required and click  Submit .

Edit Notification Settings for 1 Hold(s)

Check the checkbox next to each field you wish to modify.

Send Emails

v Phone # MO0 X000

Text/SMS #

SMS Carrier v

Submit

10.2.6. Edit Pickup Library

1. Select hold in patron record and click  Actions ! Edit Pickup Library

2. Click the dropdown list of all libraries, choose the new pickup location, and click Submit .

For libraries sharing resources with other libraries, Co-op Support strongly
recommends you do not edit pickup location. Best practice is to cancel the hold and
place another hold with new pickup location. There may be eligible copies at the new
location, but the hold targeter will not find them if you just change the pickup library.
Editing the pickup location in the existing hold will not force Evergreen to re-target
the eligible copies.

TIP

10.2.7. Edit Hold Queue Position

1. Click Actions ! Set Top of Queue to move the selected hold to the top of the hold queue.

Move 1 Hold(s) to the front of the holds queue above other holds
that are not likewise flagged as Top of Queue?

2. Click Un-Set Top of Queue to remove a hold from the top of the queue.
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If an item has already been assigned to the hold on top of the queue, you need to
TIP suspend the old top hold, Find Another Target  for the new top hold, then activate the

old top hold.
You can also edit hold position by clicking Edit Hold Dates ! Hold Request Date . For
TIP most libraries, holds are filled based on request time sequence. Changing request time

will change the holds fulfillment sequence.

10.2.8. Cancelled Holds

1. Click Recently Canceled Holds tab on patronOs Holds screen.

2. Select a hold and click Actions ! Uncancel Hold if needed.

10.2.9. View Hold Details
1. Select the hold and click Detail View . Useful information about the hold is displayed.

2. Click New Note or Staff Notifications  to add information as required.

TIP Notes can be printed on the hold slip if the Print on Slip? checkbox is selected.

10.2.10. Managing Holds in Title Records

1. Retrieve and display the title record in the catalogue.
2. Click View Holds tab.

3. Select the hold and click Actions and follow steps as described above.

10.3. Pull List for Hold Requests

Sitka Training Video - Pull List for Hold Requests (1:31)

Evergreen matches hold requests with available items in your library at regular intervals. Once a
matching copy is found, the itemOs barcode number is assigned to the hold, and the item is put on
the Holds Pull List . Staff print the Holds Pull List and search for the items on the shelves.

The pull list is dynamic and is updated constantly. Once an item on the list is no longer available, or
a hold on the list is captured, the items will disappear from the list. The pull list should be checked
or printed at least once a day.

1. To retrieve your Holds Pull List select Circulation ! Pull List for Hold Requests

2. The Holds Pull List is displayed. By default the items on the list are grouped first by Shelving
Location , then by Call Number . You can re-sort by clicking the column labels.
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Holds Pull List

Detail View Print Full List M « » Actions~ Rows25~ Pagel~ @~
# Shelving Locatiol  Call Number Author Title Current Copy Parts. Copy Status  Potential Copies.
1 New Arrivals FIC 222 The Avengers FIC450001582 Available 16
2 New Arrivals ML 2533 B34 .. Composition st... CONC4400046 Available 25

10.3.1. Print or Export Pull List for Hold Requests

1. To print the default pull list, click Print Full List . The full list prints Type, Title, Author, Shelving
Location, Call Number, and Item Barcode.

2. To print exactly what is displayed on the screen, click the Column Picker ! Print Full Grid

3. To export the holds pull list to a CSV file, clickthe ~ Column Picker ! Download Full CSV

Holds Pull List

Detail View Print Full List K| « W  Actions~ | Rows25~ Pagelw | = |

# Shelving Locatio Call Number Author Title CurrentCopy | Copy Stati /~ Manage Columns
1 New Arrivals FIC 222 The Avengers FIC450001582  Available +* Manage Column Widihs
2 New Arivals ML 2533 B34 Composition st CONCA4400046  Avallable ¥ Save Columns

< Reset Columns
@® Download Full CSV
24 Print Full Grid

10.3.2. Hold Management from the Holds Pull List

1. Select a hold and click Detail View to display more information about the hold.

2. Select a hold and click Actions and make appropriate choices. You can perform the same tasks
here as in the patron or title record, such as cancel or edit hold as required.

Holds Pull List

Detail View Print Full List M|« »

Show Last Few Circulations ron Barcode Potential Copies

Rows 25+ | Pagel- =

# Shelving Locatiol Call Number Author Title Ci
1 « New Arrivals FIC 222 The Avengers FId Retrieve Patron 999336715 16
2 New Arrivals ML 2533 B34 .. Composition st._. CQ 399336715 25

Set Desired Copy Quality
Edit Pickup Library

Edit Notification Settings
Edit Hold Dates

Activate

10.4. Transferring Title Holds

Holds on one title can be transferred to another title with the hold request time preserved.

1. Retrieve the bibliographic record you would like the holds to be transferred to.

2. Click Actions ! Mark for ! Title Hold Transfer
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Mark for. = Other Aclions:. =

Conjoined Items (Currentiy 11)

Overlay Target

Title Hold Transfer (Currently §8)

Volume Transfer

Reset Record Marks

3. Retrieve the bibliographic record that currently has the hold(s) attached to it.
4. Click the View Holds tab.

5. Select the hold you want to transfer and click Actions ! Transfer to Marked Title

Pickup Library | BR1 ~

Detail View & w» | Actions~

-

# Hold ID Potential Ci Author Capture DaPatron BarcRequest DaAva  Activate
1 < 264 16 Chechik, ... 9999933... 2018-04-... Suspend

Set Top of Queue
Un-Set Top of Queue
Find Another Target
Cancel Hold

6. Click OK/Continue .

10.5. Re-targeting 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 because these copies are not yet identified as hold
targets. The holds targeter will eventually target such holds overnight, or you can re-target them
immediately. Re-targeting a hold means Evergreen searches for an available copy for the hold right
away, and puts it on the Holds Pull List if found. If there is no available copy, the holdOs status will
be set to Wait for copy

You can re-target local holds at check-in by use of  Checkin Modifiers , or you can manually re-
target holds from title, patron, or hold record as follows.
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1. Select the hold from any hold management screen and click Actions ! Find Another Target

M4 « » | Actions~
Set Top of Queue .

 UUn-Set Top of Queue
. Transfer To Marked Title
| Mark ltem Damaged

Mark ltem Missing

Find Another Target

Cancel Hold

Co-op Support recommends multi-branch libraries use Find Another Target , as
described above, in order to re-target all holds in the system. For single branch
libraries, Co-op Support recommends the check-in modifiers Retarget Local Holds
and Retarget All Statuses  be enabled. These check-in modifiers are sticky.

TIP

10.6. Capturing Holds

Sitka Training Video - Capturing Holds (2:29)

Holds are captured when a checked-out item is checked-in, or an item on the Holds Pull List is
retrieved and captured. When a hold is captured, the hold slip will be printed, unless disabled, and

if the patron has chosen to be notified by email, the email notification will be sent out.

Select Circulation ! Capture Holds or Circulation ! Check In

Scan or enter barcode and click  Submit .

Patron contact information and any routing information for the hold is captured.

The hold or hold transit slip is automatically printed on Hold Capture screen by default.

g M w poPE

On Check In screen, select Checkin Modifiers ! Auto-Print Hold and Transit Slips to print
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hold slips automatically.

Patron contact information on the slip may differ from what is in their patron account
record. Patrons have the option to enter different information when placing a hold,
and Evergreen will print information from the hold record, rather than from the
patron record.

TIP

10.7. Holds Shelf List and Clearing Shelf-Expired Holds

Sitka Training Video - Holds Shelf (1:12)

Items with Ready for Pickup status are on the Holds Shelf list. The function of the list is to help
you manage items on the holds shelf, such as cancelling expired holds.

Hold shelf expire time is calculated according to your libraryOs hold shelf time expire interval in the
Library Settings Editor.

10.7.1. Holds Shelf List

1. Select Circulation ! Holds Shelf
2. The Holds Shelf list is displayed.

3. Select a hold, click Actions , and make appropriate selection.

10.7.2. Clearable Holds

1. Click Show Clearable Holds tab to list only expired or cancelled holds.

Detail View | Show Clearable Holds | e “« » Actions ~ Rows 25 =

Clear These Holds Print Full List Page1~- | -
# Hold Ty| Title Reqguest Date = Capture Date Potentiz Status Author Availabl
1 T Alice's adventures und... 2017-03-22 1., 2017-03-221... 0 Canceled Carr... 2017
2 T The duchess - a novel  2017-12-191... 2018-01-291... 1 Ready for Pic... Steel... 2018...
3 T Shrill : Notes from a lo... 2018-02-031... 2018-02-041... 1 Ready for Pic... West... 2018...
4 T Cha, cha, cha : [Frenc... 2018-01-24 1... 2018-01-251... 2 Ready for Pic... Anay... 2018...
5 T Island: Survival Book 2 2018-01-24 1... 2018-01-251... 1 Ready for Pic... Korm... 2018...
6 T Vikings The fourth sea... 2018-02-07 1... 2018-02-071... 1 Ready for Pic... Hirst,... 2018...
7 T Vikings The fourth sea... 2018-02-07 1... 2018-02-071... 1 Ready for Pic... Hirst,... 2018...
8 T Past perfect : a novel 2017-12-191... 2018-02-071... 1 Ready for Pic... Steel... 2018...
9 c The kid who missed th._. 2018-02-01 1. 2018-02-011._ 1 Ready for Pic... McC... 2018
10 T Hatching Twitter - a tru... 2018-01-26 1... 2018-01-291... 3 Ready for Pic... Bilto... 2018...

2. Click Clear These Holds tab to cancel the expired holds.

3. Print the list, bring the items down from the hold shelf, and check them in.

If you cancel a ready-for-pickup hold, you must check in the item to make it available
for circulation or to trigger the next hold in line.

TIP


https://www.youtube.com/watch?v=ZInjm5YdSWU

10.8. Holds Filling Explained

10.8.1. Selection Depth

When a hold is attempted on the catalogue, Evergreen checks all related library settings, hold
policies, and holdings under the title, to decide whether a hold is allowed. If it is allowed, Evergreen

will create a hold request record. Besides the basic information, such as pickup library, request
time, and patron, it also records the range of libraries' copies that may be used to fill the hold. The
range is decided based on the availability of holdable copies and libraries’ policies. It 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.

Based on current Sitka settings, you will see either 1 or 2 in Selection Depth . 2 means only
holdable copies of a library, or of a multi-branch library system, will be used to fill the hold. 1

means all holdable copies within a library federation, such as BC InterLibrary Connect (BC_ILC) or
Spruce, are the holdOs potential targets. The depth setting is not editable on the staff client, nor does
Evergreen re-assess or update the setting when holdings change under a title. If Selection Depth
needs to be changed, staff have to manually cancel, then re-place the hold.

10.8.2. Holds Targeter and Potential Targets

The potential target copies of a hold are also recorded in separate records in another table, which
are not viewable on the staff client. When an item is checked in, Evergreen will quickly go through
this eligible copy table to check whether it is requested.

After a hold is placed, Evergreen will look for potential targets at a short interval (about 15
minutes), within the first 24 hours. After the 24 hours period, Evergreen will check the hold once a
day at roughly the time of day when the hold was placed. The time is recorded in the hold request
record in a field called Previous Check Time , which is also viewable when viewing holds.

If a potential target is found, it will be added to the eligible copy table. If an eligible copy is
available, it will be put on to the libraryOs  Hold Pull List . The copy will be on the pull list until the
hold is captured, filled, cancelled, or re-targeted. Evergreen does not target unavailable copies, such
as those checked out. But it will check the eligible copy table when items are checked in.

Though there may be multiple eligible copies available, only one copy may be put on a pull list at a
time. Checking in another copy before the pull list is dealt with will capture the hold. The item will
disappear from the pull list.

When there are multiple eligible copies available, Evergreen will first choose the pickup libraryOs
copy, if available. Among other libraries' copies, it will randomly pick up a copy, unless the pickup
library imposes special rules prioritizing preferred hold target source.

When Evergreen re-targets holds (at least once a day, but at different time for individual holds), it
removes the current target, then looks for and picks up another one. It may or may not target the
original copy. A copy that has been on a pull list for a day may disappear when the hold is re-
targeted.
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The eligible copy table is also updated when a hold is re-targeted. This is why Co-op Support
recommends you re-target holds on newly catalogued items, or those changing from a non-holdable
status to a holdable status.

10.8.3. Holds Queue and Filling Sequence

Holds are queued based on request time. Separate holds queues are formed based on the potential
target copy range. For example, there is a hold queue for copy level holds and another for title level
holds. Other libraries' holds are not counted in the queue of holds picked up at your library, if your
holds target your own copy.

Copy level holds have a simple queue, which includes all holds targeting the copy. Title level holds
gueue counts all holds targeting any of the copies that the title hold may target, including the copy
level holds. A title level hold takes a position in each copy level holds queue of all copies it may
target. You may notice missing queue numbers in copy level holds queues. They are taken by the
title level holds.

For resource-sharing libraries, you may see selection depth 1 and 2 holds. Selection depth 2 holds
have a separate queue based on the pick-up library, since they target a separate set of copies. This
means each library or system has its own queue if it has holdable copies.

Selection depth 1 holds are queued together with all holds (selection depth 1 and 2) targeting all
copies that the selection depth 1 hold may target. The queue number may be big when a few
libraries have a few selection depth 2 holds. Selection depth 1 holds take a position in each selection
depth 2 holds queue under the title. You may see missing queue numbers in selection depth 2 holds
gueues, which are taken by selection depth 1 holds.

To view selection depth 2 holds queue, simply filter the holds by pickup library, then follow the
request time. A missing queue number means there is a selection depth 1 hold placed between the
surrounding two holds' request time.
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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.

If you capture holds on the Capture Holds screen, a Transit/Hold slip is printed
automatically by default. If you capture holds on the Check In screen, you can choose

TIP
to print slips automatically by selecting Checkin Modifiers ! Auto-Print Hold and

Transit Slips

11.2. Receive In Transit ltems

¥ 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

Transit dates, and source and destination libraries, are displayed on the ltem Status screen.

1. Select Circulation ! Item Status and scan the item barcode, or click on item barcode hyperlink
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to load itemin Iltem Status screen.

2. Click Detail View

3. Select Holds/Transit  tab. Transit information is displayed on the right of the screen.

11.4. Transit List

The Transit List report helps manage your incoming and outgoing transits. It is best practice to pull
transit lists when sending or receiving items from other branches or Sitka libraries. Reconciling the
list against the physical items ensures your shipments are complete.

1. Click Administration ! Local Administration ! Transit List

2. Select Transits To or Transits From your library and specify ~ Start Date and End Date .

Transit List
* Transits To ' Transits From Start Date:
Library: MPL ~ 2018-03-01 =
End Date:
2018-04-20 =
Add Items 1o Bucket Edit liem Aftributes | | Cancel Transit Print Transits M« »  Rows25~
# Barcode CN Prefix CN Suffix Title Source Library Destination Libr.Send Date/Time
1 33987000855. . Dora the Expl... BRL-AHL MPL 4/6/2018 9:05 ..

Page 1+

Held Type

-

3. Click Print Transits  to print the onscreen list, or select a transit to access the
Bucket , Edit ltem Attributes  , or Cancel Transit

11.5. Cancel Transits

tabs.

Add Items to

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.

11.5.1. Cancel a Transit from Transit List

1. Select the transit and click Cancel Transit

tab.
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Transit List

® Transits To " Transits From Start Date:
Library: IPL ~ 2018-03-01
End Date:
2018-04-20

Add Items to Bucket Edit Item Attributes Cancel Transit Print Transits

Barcode CN Prefix CN Suffix Title Source Library Destination Libr.Send Date/Time  Hold Type

# | O

1 [# 23987000855... Dora the Expl... BRL-AHL

4 « »  Rows25~ | Pagel~ ~

MPL 4/6/2018 905 ...

2. Click Cancel Transit at prompt.

Cancel 1 transit? There are 0 associated holds.

Cancel Transits and Reset Associated Holds

Cancel Transit

3. Item status is updated to Canceled Transit
before. Items with any other prior status will return to the status they were in before they were

4.
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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

AREEEEEEEEEE @SS

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.

Maple

Library
Self Check

Please log in with your library barcode.

(ZSP456724 j

2. If required, enter password.

3. 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

4. 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.

5. Select Email , Print , or None, for a receipt. Email only appears if patron has an email address in
their account.

6. 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. 111719 Checkout




The Print List button can be enabled and disabled through the Library Settings
Editor.

NOTE

12.5. View Holds

1. Click View Holds .

D D

Receipt: Email * Print Mone

~ ltems Checked Out

Total items this session: 1.
Total items on account: 6.

View ltems Qut

~ Holds

You have 1 itemis) ready for pickup.
You have 3 total holds.

-
S ——

~ Fines

Total fines on account: $3.25.

View Details

2. Items on hold list displays.
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Print List

Title Author Status
n A penguin’s world Ameold, Caroline. Ready for pickup
& E:‘lnilts?l care : how to look after your rabbit, guinea pig, or Blackledge, Annabel.  #1 in line with 1 copies
Little rabbits BB #1in line with 1 copies
Colette.

The Print List button can be enabled and disabled through the Library Settings

NOTE .
Editor.

12.6. View Fines

1. Click View Details



Cions J covor

Receipt: Email * Print Mone

~ ltems Checked Qut

Total items this session: 1.
Total tems on account; 6.

View ltems Qut

~ Holds

You have 1 itemis) ready for pickup.
You have 3 total holds.

View Details

2. Current fines display. Fines cannot be paid through the self check.

Selected total: $3.25
¥ Type Details Total Billed Total Paid Balance Owed
| Miscellaneous Fine 325 0.0 325

The Print List button can be enabled and disabled through the Library Settings
Editor.

NOTE
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Chapter 13. Offline Circulation

EvergreenOs Offline Circulation Module is designed to log transactions during network outage, then
offline transactions are uploaded and processed once network operations are restored.

In order to do offline circulation, you need to prepare your workstations when you have network
access. The information that is required by the Offline Circulation program needs to be downloaded
to your computers. You need to access SitkaOs Evergreen server to get it.

13.1. Set up Workstations for Offline Circulation

Prior to using Offline Circulation, you need to do the following, which requires network access:

1. Register the workstation in the recommended browser on the computers you intend to use.
Local System AdministratorOs account is required to do this.

2. Load configuration information by performing a patron search. Select any patron on the
result list. Go to Edit tab. The relevant configuration information for the workstation is
downloaded during this process.

3. Set up a default printer for Offline Circulation, if you use Hatch. Go to Administration !
Workstation ! Printer Settings

4. Save the Offline Circulation URL as a Chrome Bookmark.

13.1.1. Save Offline URL

The permanent link for  Offline Circulation is https://catalogue.libraries.coop/eg/staff/offline-
interface . We recommend that this link is bookmarked on staff workstations. This is the location
for both entering transactions while offline as well as processing them later. You will see a slightly
different version of this interface depending on whether or not you are logged in.

13.1.2. Set Offline Printer

Print using Chrome

Browser print options - no additional setup required.

Print using Hatch

Hatch must be installed and enabled on your workstation

1. Click Administration " Workstation " Printer Settings
2. Click Offline " Select Printer " Click Apply Changes
13.1.3. Save Patron Registration Form

1. Search " Search for Patrons

2. Perform a search " select a user from the results " and open the Patron Edit interface.
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a. This will allow the Offline interface to collect the information it needs, such as workstation
information and the patron registration form.

13.2. Conduct Offline Transactions

To access Offline Circulation interface, go to  Circulation ! Offline Circulation . Alternatively you
may bookmark the URL for Offline Circulation: https://catalogue.libraries.coop/eg/staff/offline-
interface and access it from there.

The top menu bar will load when accessing Evergreen staff client at
https://catalogue.libraries.coop/eg/staff/  during offline.

You may see different contents when accessing the above two URLSs during online and
TIP offline time.

You may see some different contents on some screens in Offline Circulation module
when you access it during online and offline time, and when you are logged in and
not.

Co-op Support strongly recommends that you only use Offline Circulation for

CAUTION
Check Out & Renew .

13.2.1. Check Out

To check out items in Offline Circulation:

1. Click the Checkout tab.

2. Enter a value in the Due Date field or select a date from the Calendar widget, or choose a loan
period from the dropdown list. The date field entry will honor the format set in the Library
Settings Editor.

3. Scan the Patron Barcode in the box labelled  Patron Barcode
4. Check out items:

a. For cataloged items, scan the item barcode in the box labelled Item Barcode . Each item
barcode will appear on the right side of the screen, along with its due date and the patron
barcode. If you are manually typing barcodes, you need to click the Checkout button or hit
the Enter key on your keyboard after each Item Barcode entry in order to record the
transaction.

b. For non-cataloged items, select a Non-cataloged Type from the dropdown and enter the
number of items you wish to check out. Click Checkout . In the list to the right, the item
barcode will appear blank since this item is unbarcoded. The due date and patron barcode
will appear, however.

c. If you make an error in entry, click Clear to reset the Patron Barcode and Item Barcode
fields.

5. Make sure Strict Barcode is unchecked if you use non-codabar barcodes.

6. To print a receipt, check Print Receipt
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Workstation BRL+ * Working location BRL-AHL + Reprint Last Receipt Export Transactions

" Checkout Renew In-house Use Checkin Register Patron
Due Date: 2018-05-07 = Today+7¢c v Patron barcode Item barcode Due date
Patron barcode: 28524000100013
. ltem Barcode: 35130000214469
MNon-cataloged Type: v
[ strict Barcode ¥ Print receipt

7. Click Save Transactions in the upper-right of the screen to complete the checkout.

= E
Workstation BRL+ ¥ Working location BRL-AHL = Reprint Last Receipt Export Transactions

Checkout Renew In-house Use Checkin Register Patron
Due Date: 2018-05-07 = Today+7c¢c ¥ Patron barcode Item barcode Due date
28524000100013 35180000214469 5/712018
Fatron barcods 26524000100013

. ltem Barcode: ‘ | |

Non-cataloged Type: Select Non-cataloged Type ¥

"1 strict Barcode ¥ Print receipt Checkout

a. Save Transactions will save any unsaved transactions across the Offline tabs Checkout,
Renew, In-House Use, and Checkin.

¥ A value entered in the Due Date field will take precedence over an existing value
in the Offset Dropdown; however, if you change the Offset after setting the Due
Date field, the Due Date field will update to reflect the Offset value.

¥ Due Date and Offset values are sticky between the Checkout and Renew tabs,
and also sticky between transactions. Strict Barcode and Print Receipt are sticky

NOTE . .
among the Checkout, Renew, In-House Use, and Checkin tabs and are also sticky
between transactions.

¥ Pre-cataloged item checkout is not available in Offline Circulation. Any pre-
cataloged item checked out through Offline Circulation will result in an entry in
the Exception List and will not successfully check out.
13.2.2. Renew

To renew an item, you must know the itemOs barcode number. The patronOs barcode is optional.
To renew items in Offline Circulation:

1. Click the Renew tab.
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2. Ensure that the Due Date value is correct.

3. For each item to be renewed, scan the itemOs barcode in the Item Barcode field. If you are
typing the item barcode, click the  Renew button or hit the Enter key on your keyboard after
each item barcode.

4. (Optional) : Enter the patronOs library card barcode in the  Patron Barcode field by scanning or
typing the barcode.

Workstation BRL+ ¥ Working location BRL-AHL ~ Reprint Last Receipt Export Transactions
Checkout In-house Use Checkin Register Patron

Due Date: 2018-05-30 = Today +30 v Patron barcode Item barcode Due date

Patron barcode

ftem Barcode: 3513290000013 |

Strict Barcode Print receipt

5. The item barcode, due date, and patron barcode (if entered) appear on the right side of the

screen.
6. To print a receipt, check Print Receipt

7. Click Save Transactions in the upper-right of the screen to complete the renewal.

Workstation BRL-. ¥ Working location BRL-AHL ~ | Reprint Last Receipt Export Transactions

Checkout Renew In-house Use Checkin Register Patron

Due Date: 2018-05-30 = Today +30 v Patron barcode Item barcode Due date

Patron barcode: 35132900000183 S/30/2018

Item Barcode: |

Strict Barcode Print receipt

13.3. Upload and Process Offline Transactions

Once you are able to connect to the server, you need to upload the offline transactions. It is good
practice to do this as soon as possible, but if the local system administrator is not on site for a day or

two do not panic.
There are 3 steps to to load offline transactions into Evergreen database:

1. Create a session: to be done by local system administrators at an administration workstation.
This process creates a file on the server outside Evergreen database.

2. Upload transactions to a session: to be done by circulation staff at circulation workstations.
Offline transactions are uploaded to the file created on the server.
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3. Process the uploaded transactions: to be done by local system administrators at an
administration workstation. Offline transactions are loaded into Evergreen database.

Besides the above regular steps, you may need to handle exceptions if some of your

NOTE .
transactions can not be processed.

Once the network has come back up, a local system administrator must first create a session before
uploading transactions. Then, staff can upload transactions from each of the workstations used in
offline circulation to that session. Once all of the library/branch workstations have uploaded their
transactions, the local system administrator will process all the transactions in the session at once.

CAUTION Do not use slash (/) or backslash (\) in the session name.

13.3.1. Create a session

1. Log into Evergreen with a local system administrator account.
2. Go to Circulation ! Offline Circulation
3. On Session Management tab, click Offline Sessions

4. Click Create Session .

L] Search - Circulation~ Cataloging Acquisitions = Booking ~ Administration ~ English (US) ™

Workstation MPL-webina ¥ Working location MPL Reprint Last Receipt

Session Management Checkout Renew In-house Use Checkin Register Patron

Pending Transactions Offline Sessions

Create Session I Refresh

Session List

Organization Created By Description Date Created ~ Upload Count  Transactions Processed Date Completed

5. On the prompt, type in a name. Click OK/Continue .

6. The new session shows up on top of the list.

13.3.2. Upload transactions to a session

If there are pending offline transactions on a workstation, on the login page there will be an alert.
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Sign In

Username Usermame
Password Password
Workstation BRL-AHL-Cat\Web v
Sign in

You need to upload the transactions to the session just created on each workstation used for offline

circulation.

1. To upload, log in to Evergreen.

2. Go to Circulation ! Offline Circulation

3. You will see transactions listed on  Pending Transactions tab under Session Management

Session Management Checkout Renew In-house Use Checkin Register Patron

Pending Transactions Offline Sessions

Export Transactions Import Transactions

Patron Non-cataloged Checkout Due Checkin First Last
Type Timestamp Barcode Item Barcode Type Date Date Date Name Name
checkout  5/11/2018 10:50 12332111 123243545665?5& 5/11/2018 512512018
10:50 AM

AM

tab. You will see the session your local system administrator just created.

4. Click Offline Sessions

Click Upload .
Session Management Checkout Renew In-house Use Checkin Register Patron
Pending Transactions Offline Sessions
Export Transactions Impert Transactions
Patron Barcode Item Barcode Non-cataloged Type Checkout Date Due Date Checkin Date  First Name Last Name

Type Timestamp
checkout 9/30/2019 2:47 PM  ssacqadminMPL  33987000578012 9/30/2019 2:47 PM 10/14/2019
H30/2019 2:47 PM 101442019

checkout  9/30/2019 2:47 PM  ssacqgadminMPL ~ 3398700007573%

5. Repeat the above process on each workstation used for offline circulation. Once done, local
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system administrators may process the session.

13.3.3. Process the uploaded transactions

To process uploaded transactions, you need to log in with a local system administratorOs account.

1. Go to the offline session you created.

2. Check the Upload Count , which indicates the number of workstations that have uploaded
offline transactions.

3. If the number matches the number of workstations used during offline, click Process.
Session Management Checkout Renew In-house Use Checkin Register Patron
Pending Transactions Offline Sessions
Session List
Organization Created By Description Date Created = Upload Count Transactions Processed Date Completed
BRL-AHL Sitka Staff upgradedowntime18 4/30/2018 3:54 PM 4 0 I

4. It may take a while if you have many transactions. Click Refresh to see the processing progress.
Once all transactions are processed the Date Completed and Transactions Processed columns

will be updated.

Session List
Organization Created By Description Date Created ~ Upload Count  Transacticns Processed Date Completed
BRL-AHL Sitka Staff upgradedowntime18 4/30/2018 3:54 PM 4 4 4/30/2018 3:55 PM

Exception List

Non-

cataloged Checkout Checkin
Workstation Type Timestamp Event Name Patron Barcode  Item Barcode Type Date Due Date Date
BRL-AHL- checkout 4/30/2018 ASSET_COPY_NOT_FOUND  28524000100013 35150000214469 4/30/2018  &/7/2018 |ﬁ|
CatWeb 233 PM 2:33 PM I |
| Debug |
5. Scroll to the bottom of the screen to see if there are any entries in the Exception List . Some of

these may require staff follow up.

13.3.4. Handle Exceptions

Exceptions are problems that were encountered during processing. For example, a mis-scanned
patron barcode, or an item that was not checked in before it was checked out to another patron

would all be listed as exceptions. Those transactions causing exceptions might not be loaded into
Evergreen database. Staff should examine the exceptions and take necessary action.
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These are a few notes about possible exceptions. It is not an all-inclusive list.

¥ Checking out a item with the wrong date (i.e. the Offline Checkout date is +2 weeks and the
itemOs regular circulation period is +1 week) does not cause an exception.

¥ Overdue books are not flagged as exceptions.

¥ Checking out a reference book or another item set to not circulate does not cause an exception.

¥ Checking out an item belonging to another library does not cause an exception.

¥ An item that is targeted for a patron hold and captured via offline checkin will not cause an

exception unless that item also goes to an In Transit status.

¥ An item that is on hold for Patron A but checked out to Patron B will not cause an exception.
Patron AOs hold will be reset and will retarget the next time the hold targeter is run. In order to

avoid this it is recommended to not check out holds to other patrons.

¥ If you check out a book to a patron using a previous barcode for that patron, it will cause an
exception and you will have to retrieve that patron while online and re-enter the item barcode

in order to checkout the item.

¥ The Offline Interface can recognize blocked, barred, and expired patrons if you have

downloaded the Offline Block List in the browser you are using. You will get an error message
indicating the patron status from within the Standalone Interface at check-out time. See the

section on the Offline Block List for more information.

At the right side of each exception are buttons for Item , Patron , and Debug .

¥ Clicking the Item button will retrieve the associated item in a new browser window.

¥ Clicking on the Patron button will retrieve the associated patron in a new browser window.

¥ Clicking the Debug button will result in a modal with detailed debugging information.

Exception List

Workstation Type Timestamp Event Name Patron Barcode  Item Barcode
BRL-AHL- checkout 4/30/2018  ASSET_COPY_NOT_FOUND  28524000100013 35180000214469
Catweb 2:33 PM

Non-

cataloged Checkout Checkin
Type Date Due Date Date
4/30/2018  5/7/2018

233 PM

Common event names in the Exceptions List include:

¥ ROUTE-ITEMIndicates the book should be routed to another branch or library system. YouOll
need to find the book and re-check it in while online to get the Transit Slip to print.

¥ COPY_STATUS_LOmmdlicates a book previously marked as lost was found and checked in. You

will need to find the book and re-check it in while online to correctly clear it from the patronOs

account.

¥ CIRC_CLAIMS_RETURNiidicates a book previously marked as claimed-returned was found and

checked in. You will need to find the book and re-check it in while online to correctly clear it

from the patronOs account.

¥ ASSET_COPY_NOT_FOhditates the item barcode was mis-scanned/mis-typed.
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¥ ACTOR_CARD_NOT_FQObdieates the patronOs library barcode was mis-scanned, mis-typed, or
nonexistent.

¥ OPEN_CIRCULATION_EXIBid®ates a book was checked out that had never been checked in.

¥ MAX_RENEWALS_ REACHHiDates the item has already been renewed the maximum times
allowed. Note that if the staff member processing the offline transaction set has the
MAX_RENEWALS_REACHED.ovepedmission at the appropriate level, the system will
automatically override the error and will allow the renewal.

13.4. Transfer Offline Transactions

Offline transactions can be exported from one workstation and imported to another. This will be
helpful when a workstation containing offline transaction can not access network. You may use
another workstation to upload the file.

13.4.1. Export Offline Transactions

To export transactions while you are offline, navigate to Circulation ! Offline Circulation

click Export Transactions in the top-right of the screen. This will save a file entitled pending.xacts
to your browserOs default download location. If you will be processing these transactions on
another workstation, move this file to an external device like a thumb drive.

Search ~ Circulation ~ Cataloging ~ Acquisitions ~ Booking ~ Administration ~

and

Checkout Renew In-house Use Checkin Reqister Patron

Due Date:

No Offset  + ‘ Patron barcode Item barcode Due date

Workstation BQt -~ Working lecation BQ -~ Reprint Last Receipt Expo@l’ransactions

Depending on your browserOs setting, you may be prompted to choose a location to

NOTE .
save the file.

To export transactions while you are logged in, navigate to Circulation ! Offline Circulation

and

click on the Session Management tab. Click on the Export Transactions button to generate the

pending.xacts file as above.

Double check to make sure the file is saved safely on the workstation, click Clear Transactions
clear the pending transactions.

to
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Search - Circulation~ Cataloging~ Acquisitions ~ Booking ~ Administration ~

Workstation BQ-t v Working location BQ - Reprint Last Receipt Download block list
Session Management Checkout Renew In-house Use Checkin Register Patron
Pending Transactions Offline Sessions
Export Transactions Import Transactions
Patron Item Non-cataloged Checkin First Last
Type Timestamp Barcode Barcode Type Checkout Date Due Date Date Name Name
checkout 5/11/2018 12:09 reqrewqrewrw rewrewrw 5/11/2018 12:09 5/25/2018
P P

If you do not clear transactions after exporting, next time when you do offline

CAUTION , _ . .
circulation, your records will be appended to these transactions.

13.4.2. Import Offline Transactions

To import transactions, make sure your exported transactions file is available to the workstation
you wish to load them to.

1. Log in to the staff client.
2. Navigate to Circulation ! Offline Circulation

3. Click on the Session Management tab.

4. Click on the Import Transactions button.

Session Management Checkout Renew In-house Use Checkin Register Patron
Pending Transactions Offline Sessions
Export Transactions Import Transe:u:tion@j
Type Timestamp  Patron Barcode ItemBarcode  Non-cataloged Type Checkout Date Due Date  Checkin Date

5. Navigate to the location on your computer where the exported pending.xacts file is saved.

6. Select the file for importing.
7. The Pending Transactions list will populate with your imported transactions.

8. You may now proceed according to the instructions under Upload Offline Transactions
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Chapter 14. Searching the Database for
Cataloguing Purposes

Sitka Training Video - Search the Catalogue (5:16)

It is critical to search the database before adding titles, volumes, or copies. Good practice is to
assume the item you are adding already exists, and to do an exhaustive search for the item before
cataloguing it. By doing so, you will discover whether you need to add your item to an existing title
record, or if you need to import or create a new title record. It is very important that you scope
your cataloguing searches to the entire Sitka database, either at the time of each search or via
Workstation or My Account preferences.

You can set workstation search preferences to configure default search location and preferred
search library, and you can choose to have Numeric Search or MARC Expert search be the default
advanced search view. These workstation preferences override account login preferences set in My
Account. For cataloguing workstations it is recommended that the Default Search Library be set to
Sitka. This will ensure staff using those workstations are always searching all of Sitka.

14.1. Advanced/Numeric Search

1. To search the catalogue for holdings select Cataloguing " Search the Catalogue , or Search "
the Catalogue , or press F3.

Cataloging =  Acquisitions ~

Q, Search the Catalog
Q, staff Catalog (Experimental)
Record Buckets

" EE Copy Buckets

|M Retrieve Bib Record by ID
|W Retrieve Bib Record by TCN

“ petrieve Last Bib Record

+ Create New MARC Record

& Import Record from Z39.50

T, MARC Batch Import/Export
. T MARC Batch Edit

&0 Link Checker

B Manage Authorities
|® Retrieve Authority Record by 1D
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2. The advanced search screen is loaded. In this example, the search screen defaults to the
Numeric Search  tab. You may set up a different default search tab via
Administration . In this example, note the search library is set to Sitka. A cataloguer must

ensure they are searching the entire Sitka database.

Workstation

Search the Catalogue Basic Search Browse the Catalogue

Advanced Search Numeric Search Expert Search

My Account

Numeric Search: | ISBN v | [identifier Search Library: | Sitka

3. Enter your search criteria and click ~ Search .

Search the Catalogue Basic Search Browse the Catalogue

Advanced Search Numeric Search Expert Search

My Account

Numeric Search: | ISBN v | 9780770429072 Search Library: | Sitka

4. In this example, the title has 6 copies in Sitka.

1. The princes of Ireland /
Rutherfurd _Edward.

U Book

Publisher: Toronto © Seal Books,

ISBN: 9780770429072

Phys. Desc.: 8O0 p. -ill; 18 cm.
Library Shelving location

Fort Nelson Adult Paperbacks

Public Library (main level) - General

Salmo Public _—

Library Paperback Fiction

Salt Spring Island )

Bublic Library Paperback fiction

Shilo Community .

Library Adult Fiction

Tumbler Ridge

Bublic Library Adult Paperback

& of 6 copies available at Sitka.

5. To view record details, click on the title link.

2006.

Call
number

FB
REUT
FBK
FIC
RUT
FB FIC
RUT

FRUT

APB
RUT

Status

Available

Available

Available

Available

Available

.|%
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1. The princes of Irelapd /
Rutherfurd _Edward

S Display record details for "The princes of [reland /™
\) Book
Publisher: Toronto : Seal Books, 2006.
ISBN: 9780770429072
Phys. Desc.: 800 p. - ill: 18 cm.

Library Shelving location _ S status

number
Fort Nelson Adult Paperbacks PB .
Public Library (main level) - General RUT  ~vallable
. FBK

W Paperback Fiction FIC Available
=afan RUT
Salt Spring Island - PB FIC _
Public Library, Paperback fiction auUT Available
Shilo Community _— .
Library Adult Fiction FRUT  Available
Tumbler Ridge APB .
Bublic Library Adult Paperback RUT Available

& of 6 copies available at Sitka.

6. Confirm bibliographic data as displayed in the brief record. If satisfied that the record matches
the item in hand, you can proceed to add holdings as described in Adding Holdings to
Bibliographic Records

Vanderhoof Public Library PB-GEN RUT (Text) 35193000076168 view | edit Adult Paperback

Record details

« |SBN: 9750770429072

« ISBNM: 0770429076

« Physical Description: 800 p. - ill - 18 cm.
» Publisher: Toronto - Seal Books, 2005.

Content descriptions

7. You may also choose to view the MARC record by clicking on MARC Record button near the
bottom of the screen, or click MARC View above the search bar.
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Record Summary

Title: The princes of Ireland Edition: TCN:
Author: Rutherfurd, Edward. Pub Date: 2006 Database ID:
Bib Call #: Record Owner:

Start Previous Next End Back To Results (1/2)

OPAC View MARC Edit MARC View View Holds MOan\'a ph Pans Holdlngs View Coﬂjolﬂed Items

Numeric Search: ISBN v Search Library: Sitka | search |

Search: [9760770429072 [Type: | Keyword v | Format: | All Formats v Library: Sitka v @ m
Recent searches < Search Results showingitem10f2  Preferred library: Fort St. John Campus Next »

The princes of Ireland /
Rutherfurd, Edward. (Author).

8. This presents detailed bibliographic data to help you determine whether the record matches the
item in hand.

LDROO485nam a2200181 a 4500

001 30516612

003 SITKA

005 20160819214008.0

008 08061352006 xx g 00 1eng d

020 a 9780770429072

020 Fa 0770429076

040 Fd LiQrBLW

100 11  Fa Rutherurd, Edward.

245 1|4 ta The princes of Ireland /

260 3a Toronto © b Seal Books, fc 2006.
300 Fa 800p.: fbill; fc 18 cm.

430 1 {a The Dublin saga ; v 1

1a A sweeping panorama steeped in the tragedy and glory that i

520 Tara, with the fate of two lovers, the princely Conall and the ravis
650 |0 fa Mythology, Celtic $v Fiction

650 |0 fa Princes tv Fiction

651 |0 fa Ireland £x History To 1603 fv Fiction

€51 |0 fa Dublin {Ireland) +x History $v Fiction

6855 |0 fa Historical fiction.

830 |0 fa Dublin zaga.

8521 1h PB i RUT ip BFSJ101838

M Fa 30216612 b SITKA Fc 30516612 #t biblio

¥ It is possible to search ISBNs by Keyword, but results may not be exhaustive. We
recommend using Numeric Search as described above.

TIP ¥ If an OCLC number is nine digits then Evergreen uses ocn as a prefix. For example:
0cn123456789.

¥ If an OCLC number is less than 8 digits then Evergreen uses ocm as a prefix. In



addition Evergreen will automatically prefix the number with zeros so that it is
nine digits. For example: ocm01234567, or ocm00123456.

¥ If searching a LCCN do not use a hyphen, add a 0 in place of a hyphen, e.g.
2001001234.

14.2. MARC Expert Search

1. To search the catalogue for holdings select Cataloguing " Search the Catalogue , or Search "

the Catalogue , or press F3 and click on Expert Search tab.

2. Enter tag definitions and search criteria and click Search .

Search the Catalogue Basic Search Browse the Catalogue

Advanced Search Numeric Search Expert Search

Expert Search

Tag: Subfield:[a | Value: [frog toad | X

Add Search Row

Search Library: | Sitka v

=

3. You may search multiple tags by clicking  Add Search Row . The Boolean operator between the

tags is always AND.

Advanced Search Numeric Search Expert Search

Expert Search

Tag: Subfield: a | Value: frog toad X

Add Search ROWI}

Search Library: | Sitka v

4. You may now search multiple tags.
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TIP

Search the Catalogue Basic Search

Advanced Search Numeric Search Expert Search

Expert Search

Tag: Subfield: a | Value: frog toad X
Tag: Subfield: D Value: |rand0m | %

Add Search Row

Search Library: | Sitka v

=3,

You can toggle record views during a session. You may set a default view by selecting
the view, then clicking on  Set default view  button. Next time a record is loaded, it will
be displayed in the selected view. MARC Edit is set as the default view in this example.

Start Previous Next End Back To Results (1/212)

OPAC View MARC Edit MARC View View Holds Monograph Parts Holdings View Conjoined ltems

Add Volumes Serials = Mark for: = Other Actions: =

Numeric Search: ISEN v \|ldentifier Search Library: Sitka v
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Chapter 15. Adding Holdings to
Bibliographic Records

15.1. Adding Holdings to Bibliographic Records

Sitka Training Video - Holdings Editor (7:26)

15.1.1. Adding a Single Call Number/ltem

1. Search the catalogue for a record that matches the item in hand, as described in Searching the
Database for Cataloguing Purposes . If you do not find a match, refer to the Sitka Cataloguing
Policy for recommendations on required procedures. If you do find a match, proceed to next
step.

2. When the record details are loaded, click  Holdings View

Start Previous Next End Back To Results (1/188 ) Add Holdings Serials = Mark for: = Other Actions: =

OPAC View MARC Edit MARC View View Holds Menograph Parts Holdings \.’iev'% Conjoined ltems

Set default vij

Show holdings at or below =~ BW

Show empty call numbers & Show empty libraries ¥ Show item detail ¥ Show call number detail ¥ M« | W | Actions~ | Rows25~ | Pagel~
# Owning Library Call Number Location Item # Barcode Status Alerts
1 BBGVL .. BW 0 Manags
3. To add a new call number (also known as volume), click on Add Holdings , as shown in the

above image.

4. The Call Number/ltem creator opens up in a new tab.
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Record Summary

(MARC)

Title: Game of thrones Author: Martin, George R.R. Pub Date:
Edit Item Templates Defaulis
Hide Holdings Details Hide Hem Attributes
Batch Apply r v v
Owning Library Call Numbers Classification Prefix Call Number Label Suffix Items
MACW 1 Dewey (DDC) v v v 1
MAOW Add call number
Waorking ltems Completed ltems
ITemp\ate Adult Fiction Audiobook Apply I
Circulate? Status Circulating Library
® Yes No In process MAGW
Shelving Location OPAC Visible? Circulation Modifier
Stacks (SITKA) v * Yes No <NOME>
Loan Duration Acguisitions Cost Circulate as Type
Normal v <NONE=>
Deposit? Deposit Amount Ape-based Hold Protection
' Yes " No 0 <NONE>
Fine Level Item Notes Item Alerts
Normal v tem Notes Item Alerts
Item Tags Statistical Categories Spruce Co-operative : Special Collections
View/Edil ltem Tags Filter by Library <NONE>
Store Selected Save & Exit
e Barcode Created Activated CN Prefix

Database ID:

Apply

Item #

Reference?

Holdable?

* Yes

Quality

'* Good

Floating

<NONE=

Spruce Co-operative : Vendor

=NONE=

Call Number

11015134

Part

No

' Damaged

CN Suffix

Clear

CAUTION

Make sure your browser allows Evergreen to open pop-ups.

I For multi-branch libraries, you may need to select the branch before clicking

Add Holdings

TIP

Show holdings at or below

SCRL

Show empty call numbers ¥/

Show empty libraries ¥/

Show item detail ¥/

Show call numb

. If you do not select one, the default owning and circulating
library is your login working location.

er detail ¥/

# L Owning Library Call Number Location Item #
1 ¥ SPRUCE ... SCRL ... MWOW
2 O SPRUCE ... SCRL ... MMOW
s O SPRUCE ... SCRL ... MAOW
4 [ SPRUCE ... SCRL ... MMIOW
§ O SPRUCE ... SCRL ... MMA

! Make sure both Show empty call numbers
checkboxes are selected in order to display libraries without items on the
library list.

5. Complete the required fields in both call number and item records. Refer to

and Show empty libraries

Working on Item
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Attributes for information about individual fields in an item record. To ensure data consistency,
using holdings templates is recommended. Select one from the dropdown list, then click on
Apply . Refer to Holdings Template for more information.

6. Once done, click on Save & Exit . The pop-up tab is closed. Use the browser function key to
refresh the screen to see new items.

¥ By default, a new item has In Process status, unless you choose a different one
when creating it. Item must be checked in to become Available and to create
itemOsActive Date .

¥ You can configure the default displayed fields in Call Number/Item Editor. Click on
Defaults on Call Number/ltem Editor. See Call Number/ltem Defaults for more

information.
Record Summary (MARC)
Title: Dora the Explorer Author:
TIP
Edit Item Templates DeTa%.s

Hide Holdings Details Hide Item Attributes

Batch Apply v v - v
Owning call Classification Prefix Call Number Label Suffix
Library Numbers

MWOW 1 Dewey (DDC) v v v

15.1.2. Adding Multiple Items to One Call Number

1. To add multiple items to one library on Call Number/ltem Creator, use the arrow in the ltems
column to increase the number. Extra lines show up for more barcodes.

Batch Apply v M - v Apply
Owning Call Classification Prefix Call Number Label Suffix Items Barcode Item # Part
Library Numbers

MACW 1 Dewey (DDC) v v v ‘ 3 = ‘ -

2. Type/scan in barcodes for each item.
NOTE Save & Exit is greyed out until barcodes are entered.

15.1.3. Working on Multiple Items

If you add multiple items, and they do not share the values in one or more item attributes, you can
select and work on those that share item attributes as a group. You can also temporarily store some
items to Completed Items tab, then work on those on  Working Items  tab, which share the same
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attributes. Save and exit when all items are done.

1. After you enter the barcode(s), items are displayed under Working Items . Select those items
that share the same item attribute values. Complete the item attributes for these items. To move
them to Completed ltems tab, click on Store Selected

Item Tags Statistical Categories Spruce Co-operative : Special Spruce Co-operative : Vendor
Collections
View/Edit ltem Tags Filter by Library v <NONE=> v
<NONE> v

Store Se\ecteij Save & Exit -
|+ Barcode Created Activated CN Prefix Call Number CN Suffix
v al1234 MAR
[ w1234 MAR
¥/ m1234 MAR

2. Select more items on Working ltems . Complete the required fields. Once done, store them in
the Completed Items tab, or click on Save & Exit .

Item Tags Statistical Categories Spruce Co-operative : Special Spruce Co-operative : Vendor
Collections
View/Edit ltem Tags Filter by Library v <NONE= - <NOMNE= v
Store Selected Save & Exit -
1 Barcode Created Activated CN Prefix Call Number CN Suffix
o w1234 N MAR

3. Completed items may be further edited, if needed. Select those you want to edit, then click on
Edit Selected

Working Items Completed Items

Save..~ Edit Selectjﬁ!

] Barcode Created Activated Call Number | Circ Library Shelving Locati Circ Modifier Circulate?
[ a1234 MAR Altona Library  Stacks best-seller Yes
[ mi234 MAR Altona Library  Stacks best-seller Yes

4. Selected items are moved back to the Working Items  tab where you can edit them. After
editing, you can store them inthe  Completed Items tab, or click Save & Exit when all items are
done.

5. You can Save Completed items or Save & Exit from Completed Items tab. When you choose to
Save Completed , item records are created in the database, but they remain on the Completed
ltems tab.

109



Working Items Completed Iltems

‘ Save. . = | Edit Selected

@ Save Completed @ ted Activated Call Number = Circ Library Shelving Locati Circ Modifier
[ Save & Exit MAR Altona Library ~ Stacks best-seller
O mi234 MAR Altona Library  Stacks best-seller

¥ Stored items on Completed Items tab are not saved in the database until
you click on Save & Exit or Save Completed . They are available on the
current Call Number/Item Creator only. If you close the browser tab without
CAUTION saving them, you will lose them.

¥ Save Completed will save those items on Completed Items tab only. Those
on Working Items  tab will be considered discarded, though they do not
disappear.

15.1.4. Adding Call Numbers/ltems to Multiple Libraries

1. On Holdings View , select the libraries you want to add items to. Click Add Holdings

Start Previous Next End Back To Results (1/188) Add Holdings Serials = MMark for: = Other Actions: +

V)

OPAC View MARC Edit MARC View View Holds Monograph Parts Holdings View Conjoined liems

Set defa
Show holdings at or below | BWLCR

Show empty call numbers ¥ Show empty libraries ¥ Show item detail ¢/ I “ » Actions~ = Rows 25~ | Pagqg

Show call number detail ¥

# i Owning Library Call Number Location Item # Barcode Status Alerts
1| ¥ BC_ILC ... BWLCR ... BWLCRL 0 Manage
2| W BC_ILC ... BWLCR ... BQ 0 Manage
3| ¥ BC_ILC ... BWLCR ... BMH 0 Manage
2. If you want to add multiple call numbers/items to one library, use the arrow in Call Number

and Items volumes to increase the number. Extra lines will show up. Complete or edit call
numbers and barcodes, then you can work on items on the Working Items  tab.

Batch Apply M M - v Apply
Owning call Classification Prefix Call Number Label Suffix Items Barcode Item # Part
Library Numbers
BWLCI 1 Dewey (DDC) v v v ‘ 23 ‘ -
{ J
BQ 1 Dewey (DDC)  + v v 1 -
BMH 1 Dewey (DDC) ~ v v 1 -

You may also add call numbers to more libraries on Call Number/ltem Creator
screen. Use the arrow in the Owning Library  column to list the libraries, then

NOTE
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click on Add call number

Batch Apply v v - M Apply
Owning Call Classification Prefix Call Number Label Suffix Items Barcode Item #
Library Numbers

BWLCH 1 Dewey (DDC) v v N 1

BQ 1 Dewey (DDC) ¥ v M 1

MAOW Add call number

¥ You can hide or display call number and item details by coordinating the two
hide/show buttons shown below.

Record Summary (MARC)
Title: Dora the Explorer Author:

Edit Item Templates Defa ﬁﬁs

Hide Holdings Details " Hide ltem Attributes

TIP Batch Apply v v - v
Owning cCall Classification Prefix Call Number Label Suffix
Library Numbers
MWOW 1 Dewey (DDC) v v v
¥ If all call numbers share the same attributes, you can select the values in Batch
Apply row, then click Apply . The selected values will be copied into all call
numbers.

15.1.5. Adding Items to an Existing Call Number

1. If your library has multiple call numbers and you want to add Items to a particular one, select it
on Holdings View , then click Add Holdings

Start Previous Next End Back To Results { 1/188) Add Holdings Serials = Mark for. =
OPAC View MARC Edit MARC View Wiew Holds Monograph Parts Holdings View Conjoined Items
Show holdings at or below | SCRL
Show empty call numbers ¢/ Show empty libraries ¢/ Show item detail ¥/ Show call number detail ¥/ M 4« W | Actions~ | Rows
# L Owning Library Call Number Location Item # Barcode Status
l«#] SPRUCE ... SCRL ... MAOW 45 Stacks 563566 Inprocess g

2. Enter the barcode to continue to edit item attributes, then save.
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15.1.6. Adding a Call Number without an Item

Sometimes you may need to create a call number record without any item. For example, you may
want to move one of two regular collection items to reference, which will use a different call
number prefix, or catalogue a pre-catalogued item.

1. Find the title record, then click on Holdings View , select your library, go to Actions list, and

scroll to Add to select Add Call Numbers

Show holdings at or below | ZSP-

Show empty call numbers ¢ Show empty libraries ¥ Show item detail ¥ M|« »

-

Show call number detail ¥ Triggered Events

ltem Holds
# Owning Library Call Number Lt  Print Labels
1 UNFEDERATED .. ZSP .. ZSP-B  fif DVD  Mark
2 zsP-B ins Non Fi¢ €M as Damaged
— Item as Missing =
3 ZSP-B  junior DVD
| Library/Call Mumber as Transfer Destination
4 ZSP-B Audiobt  aqd
5 ZSPB test Stacks Add Call Numbers I
- Add ltems
2. Complete the call number fields, then click  Save & EXxit .
Edit Copy Templates Defaults
Batch Apply v M v
Owning Volumes Classification Prefix Call Number Suffix Save & Exit
Library
BGF-MAIN~ | 1 Dewey (DDC) v v v
BFSJ = Add volume

¥ Evergreen does not allow one library to have two identical call numbers under one
titte. When saving new items or editing existing items, items sharing the same call
number are grouped under one call number record. This call number can be
edited via any item under it, and any edit affects all items. If only one item needs a
different call number, you need to create a new call number record, then transfer
the item to it.

TIP
¥ Adding call number/items functions are also available on the Actions dropdown

list, or right click your mouse when an entry on the library list is selected.
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Show holdings at or below | SCRL
Show empty call numbers ¥ Show empty libraries ¥ Show item detail ¥ Show call number detail ¥ M o« »

# Owning Library Call Number Locati | Nggered Events 4

1 SPRUCE . SCRL _MAOW 45 Stacks ltem Holds 4
i Print Labels T

2 MAOW  MAR Stacks i
 Mark |

3 MAOW  MAR Stacks ltem as Damaged a

4 ¥ SPRUCE _ SCRL  MWOW | Item as Missing |

5 SPRUCE .. SCRL . MMOW Library/Call Mumber as Transfer Destination 1
. Add

6 SPRUCE ... SCRL ... MMIOW 2 S RNAEE o

7 SPRUCE ... SCRL ... MMA ‘ Add ltems

15.2. New Items and Holds

Because of the way Evergreen targets holds, new items are not guaranteed to fulfill pre-existing
holds correctly until 24 hours after cataloguing. If your cataloguing turn-around time is shorter

than 24 hours you can ensure the new item is captured correctly at check in by using the checkin
modifiers Retarget Local Holds and Retarget All Statuses , or by following the steps below. Co-op
Support recommends single-branch libraries use the checkin modifiers, as once selected they are
"sticky" and it is a simpler workflow than that described below. We recommend multi-branch
libraries not use check-in modifiers to retarget holds, as the check-in modifier will only re-target

the top local hold, which may not be the top system hold. We recommend you using the following
procedure.

1. After adding the item, click on  View Holds .

OPAC View MARC Edit MARC View View I;]_ﬁljds Monograph Parts Holdings View
Mumeric Search: I1SEN ¥ |ldentifier Search Library: EC Interlibrary Conne
Search: Type: Keyword v Format: All Formats ¥ Libr

Recent searches Oyt standing in the field / Sandra Perron.

+  Parron _Sandra, (author.).

2. If there are outstanding hold requests, select the hold that is next in line then click Actions !
Find Another Target . This forces Evergreen to re-target the hold and recognize the newly
catalogued item.
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Pickup Library

#
1

Detail View

Request Date
v 2018-02-27 14.... Perron, Sandra

SITKA ~

Author Capture Date

Patron Barcode
sitkacirc

Available Date

Status
Waiting for Copy Out :4

2

2018-02-27 14:... Peron, Sandra

09876

\Waiting for Capt... Out s

M 4« W | Acions~ | Rows 25~
tdit Hold Dates
Activate

Suspend

* <up Library
|

Set Top of Queue
Un-Set Top of Queue
Transfer To Marked Title
Find Ancther Target
Cancel Hold @

3. Check in the new item to capture it for the selected hold.

15.3. Adding Holdings for Non-physical Resources

There are two ways to catalogue non-physical resources in Evergreen. Recommended process is to

use specially coded MARC

records as described in

Cataloguing

Non-physical Resources

Alternatively you may add dummy holdings to a MARC record, using the same steps as adding
physical holdings as described above. Adding dummy holdings will scope your non-physical
resources to your catalogue. If you use dummy holdings it is important to use item barcodes from

within your designated barcode range.
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Chapter 16. Maintaining Holdings

16.1. Working on Item Attributes

Fine Level Circulation Modifier = Loan Duration Statistical Categories Circulate as Type

Sitka Training Video - Item Editor (6:17)

The item editor is used to create or edit item records. It is accessed through the Holdings View tab,
or from the Item Status screen, or by clicking Edit beside the item barcode on record details
screen. Item records contain multiple fields, called Iltem Attributes . The Item Attributes  fields

display during the process of cataloguing or editing an item record. It is best practice to understand
how these attributes work.

The table below provides detailed descriptions of each field in an item record.

Attribute Description Note
Circulate? Indicates whether the item can Leave it as "YES", unless the
circulate or not item is in a circulating shelving

location but should not itself
circulate. If the shelving
locationOs Circulate? attribute is
"NO", this field will have no
effect. The "NO" value in this
field overrides the shelving
locationOs Circulate? "YES"
value.

Circulation Library Library currently circulating
the item

Shelving Location Shelving locations belonging to
the working location and the
organizations on a higher
hierarchal level (library system,
federation, or Sitka) are
displayed in the dropdown list.
Multi-branch libraries may
create system level shelving
locations for all branches to
share.
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Attribute

Circulation Modifier

Loan Duration

Circulation as Type

Holdable?
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Description

An identifier used for applying
circulation policies or for
statistical purposes

Indicates whether an item uses
the Short, Normal, or Long loan
duration attached to its
circulation modifier or shelving
location set up in the
circulation policy.

Indicates whether the item is
holdable or not

Note

A shared list of Sitka circulation
modifiers displays in the
dropdown list for all libraries.
Each library selects circulation
modifiers to use, and defines its
own circulation policy for each
modifier.

Each circulation
modifier/shelving location may
have three loan durations,
corresponding to these three
values. Use Normal if only one
loan period is used. Please
contact Co-op Support if you
need multiple loan durations
for one circulation
modifier/shelving location.

Circulation policy may be
controlled by the media type in
MARC records. When media
type is used, this field can be
used to override the MARC
media type for individual items.
It can also be used for statistical
purposes.

Leave it as "YES", unless the
item is in a holdable shelving
location, but holds should not
be allowed on this particular
item. If shelving locationOs
Holdable? is set to "NO", this
field will have no effect. The
"NO" value in this field
overrides the shelving
locationOs Holdable? is "YES"
field.



Attribute

Age-based Hold Protection

Fine Level

Floating

Description

Allows libraries to restrict holds
to be picked up at a range of
libraries

Indicates whether an item uses
the Low, Normal, or High fine
level attached to its circulation
modifier or shelving location
set up in the circulation policy.

Indicates whether an item
belongs to a floating group

Note

Sitka provides two sets of rules:
x_month_within_single_branch
and
X_month_among_multi_branch.
The former allows holds to be
picked up at the itemOs
circulating library only for x
months, while the latter at
libraries sharing the same
parent with the circulating
library, e.g. all branches of a
library system or all single-
branch libraries within a
federation. In general, use the
former if you are a
single_branch library and want
to restrict holds to your own
library, or if you are a branch of
a multi-branch library system
and want to keep the holds at
your own branch. Use the latter
if you are a multi-branch

library system and allow items
to fill holds picked up at all
your branches, but not to go out
of your system.

Each circulation
modifier/shelving location may
have three fine levels,
corresponding to these three
values. Use Normal if only one
fine level is used. Please contact
Co-op Support if you need
multiple fine levels for one
circulation modifier/shelving
location.

This functionality must be
configured by Co-op Support. If
Co-op Support has not
configured floating groups for
you, leave the field blank.
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Attribute

Status

Reference?

OPAC Visible?

Price

Acquisition Cost

Deposit?

Deposit Amount

Quality
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Description

Current status of the item

Indicates whether the item is
visible in the public catalogue

ItemOs price

The actual amount of money
paid for the item

Indicates whether the checking
out item requires a deposit or
not

Amount required as a deposit
for the item

Indicates the quality of the item

Note

By default a new item record is
assigned a status of In Process.
Item must be checked in to
become Available or cataloguer
can choose to change status to
Available when a creating item
record. Some statuses, such as
Checked Out and On Holds
Shelf, are not editable. They can
only be used by circulation
functions.

This flag can be used for setting
up circulation policies or for
statistical purposes.

Leave it as YES unless the item
is in an OPAC visible shelving
location, but should not be
displayed on OPAC. If OPAC
Visible? is "NO" for the shelving
location, this field will have no
effect. The "NO" value in this
field will hide the item, if OPAC
Visible? is "YES" for the shelving
location.

Billed amount in Acquisitions
module

When the item is checked out a
bill for this amount is
automatically created in the
patron account.

Quality is used to determine
whether an item can be used to
fill a hold. By default, only Good
items will be used to fill holds.
Co-op Support strongly
recommends leaving the quality
of the item as Good for all
items, unless you want to block
holds on the item.



Attribute Description Note

Item Note

Item Tags

Iltem Alert This message will show up
when the item is retrieved or
checked in or out

Statistical Categories item statistical categories Use the dropdown list to choose
created by your library or which organizationOs entries to
federation display.

16.2.

Call Number/ltem Defaults

You may select to hide some fields in call number and item records.

1. To configure the default fields, click on ~ Defaults on call number/item editor.

Record Summary (MARC)
Title: Dora the Explorer : Dora in Wonderland
Author: Tillworth, Mary
Bib Call #:
Edit ltem Templates Defaults

Hide Holdings Details Hide Item Attributes

Batch Apply

2. Select/deselect the fields you want to show/hide. Once done, close the tab or go to another tab.
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Edit Iltem Templates Defaults

Holdings Detail defaults

Always display Holdings Detail pane

Allow Call Number attributes in Item
Templates

Creation Defaults

Use Library Setting
Unset Default Prefix

Unset Default Suffix

Auto-generate Barcodes

Use checkdigit

Print Item Labels on Save & Exit

Display defaults for Working Item tab

Item display
#| Activated
“| Created

#| Call Number

Circulation

#| Circulate?

#| Circulation Library
| Circulation Modifier
#| Circulate as Type

#| Loan Duration

“| Fine Level

#| 8helving Location
¥ Holdable?
¥/ Age-based Hold Protection

#| Floating

Miscellaneous

¥ Add/Edit Item Alerts
Deposit?
Deposit Amount

¥/ OPAC Visible?

| Price

# Quality

¥ Reference?

«| Acquisition Cost

¥l Status

¥ Add/Edit Item Notes

I Item Notes are Public

Statistical Categories

| Edit Statistical Data
| Add/Edit ltem Tags

Display defaults for Completed ltems tab

¥ Barcode

#| Created

“| Activated

#| Call Number
#| Circ Library
#| Shelving Location
#| Circ Modifier
¥ Circulate?

¥| Reference?
¥/ Status

#/ OPAC Visible

<! Item ID

3. When you load the call number/item editor again, you will see those deselected fields are gone.

If you wish to print spine and/or pocket labels when saving item records, select Print

TIP Item Labels on Save & Exit
screen when clicking on

16.3. Holdings Template

Sitka Snippet Video - Holdings Templates (4:55)

checkbox. You will be directed to the spine label printing
Save & Exit on call number/item editor.

Holdings templates allow you to set up default values for selected call number and item attributes.
For example, all adult fiction items use the same shelving location and circulation modifier. You
may set up a template for adult fiction with the appropriate shelving location and circulation
modifier values. When you apply this template, the two fields will be automatically filled with the
default values. Use of templates enhances item creation and helps ensure consistency in records.

16.3.1. Creating Holdings Template

1. You can create a holdings template directly under
or you can create an item template when creating a new item or editing an

Template Editor
existing item record.
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Record Summary (MARC)

Title: Cara the Explorer : Dora in Wonderland Edition:
Author: Tillworth, Mary Pub Date:
Bib Call #:

Edit ltern Templates Defaults

Y

Hide Holdings Details Hide Item Attributes

Batch Apply v v

2. On Call Number/ltem Editor, select/enter value for each required item attribute sharing the
same default value.

Template AudioCD - Apply Saﬁ Delete Import | Export
Call Number Atfributes

Classification | _, . Prefix “NONE=> v Suffix <NONE> v

Item Attributes

Circulate? Status Circulating Library Reference?

Yes No v Yes No
Shelving Location OPAC Visible? Circulation Modifier Price

Audiobooks (Z5P) v Yes No audiobook-cd v
Loan Duration Acquisitions Cost Circulate as Type Holdable?
v <NONE=> v Yes No

Deposit? Deposit Amount Age-based Hold Protection Quality

Yes No <NONE= v Good Damaged

3. Type in a name for the template. Click  Save.

If you choose to allow call number attributes to be included in holdings template,

you will be able set up classification scheme and call nhumber prefixes for the
TIP template, as shown in the above screenshot. When the template is applied, these

attributes will be applied to the call number. Refer to Call Number/ltem Defaults

for how to allow call number attributes to be included in holdings template.

4. When you go to Call Number/ltem Editor again, you will see the newly created template listed in
the Template dropdown list.
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Working ltems Completed Iltems

Template Adult Fiction Audiobook - Apply

Circulate? 5t3 Circulating
Adult multilingual fiction

@ Yes @ No 4 Adult multilingual nonfiction

Adult non-fiction

Adult paperback

Shelving Location OoP i Circulation
AudioCD @

Stacks (SITKA) v { Bestseller <NONE>

5. To use it, select it and click Apply .

16.3.2. Sharing Holdings Template

Templates are saved on the Evergreen server, but only viewable by the staff account that created
them. To share templates with other staff logins, you will need to export the templates, and have
staff import them into their accounts.

1. To export holdings templates, click on  Export on Holdings Template Editor.

Record Summary (MARC)

Title: Dora the Explorer - Dora in Wonderland  Edition: TCN: 109402954 Created By:

Author: Tillworth, Mary Pub Date: 2014 Database ID: 109402954 Last Edited By:

Bib Call #: Record Owner: Last Edited On
Edit Item Templates Defaults

Template Atlas Shelf Referen | = Apply Save  Delete Import EXD@

Call Number Attributes

Classification | _, 00 - Prefix “NONE=> v Suffix <NONE= v

Item Attributes

Circulate? Status Circulating Library Reference?

O Yes ' No v O Yes

2. You are prompted to specify a folder to keep the template. Click Save once done.
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€ Savehs x
Uk » Tina » Sitka » 2018 w 0 Search 2018 ye
Organize « Mew folder f== » 0
[ This PC A Mame a Date modified Type Size
__' 30 Objects ternp 2018-02-26 &:39 AM  File folder
I Desktop E exported_copy_templates.json 2018-02-26 11:00 ...  JSON File 2KB
Documents
; Downloads
J'ﬁ Music
[&] Pictures v < R
File name: | exported_copy_templates json -
Save as type: | JSON File (.json) ~
A~ Hide Folders Cancel

3. Copy or email the file to the staff who wants to load the templates.

4. Open the Holdings Template Editor on their workstation. Click on Import
Template - Apply Save Deleis Import Export
Call Number Attributes
Classification | _yonE. v| HErefic <NONE> v | [Suffix <NONE> v
ltem Attributes
Circulate? Status Circulating Library Reference?
2 Yes 2 No v 2 Yes

5. Follow the prompts to locate the templates file to be loaded. Click Open.
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€ Open et

<« v » Tina » Sitka » 2018 w Search 2018 g
Organize « New folder =~ W @
2 Mame Date modified Type Size
3+ Quick access
termnp 2013-02-26 8:39 AM  File folder
@ OneDrive | exported_copy_templates.json 2018-02-26 11:00 ...  JSOM File 2KB
O This PC
_J 3D Objects
[ Desktop e >
: exported_copy_templates json Date modified: 2018-02-26 11:00 AM  Date created: 2018-02-26 11:00 AM
’,' JSON File Size: 14T KB
File name: exported_copy_templates.json i | All Files e

When importing holdings templates, existing templates will be kept, and new ones
added. Templates sharing the same name will be overlaid by the new templates.

TIP

16.4. Item Alert, Note, Tag and Stat Cat

16.4.1. Iltem Alert

Item alerts pop up on the screen when the item is retrieved. There are a few types of item alert that
show up when the corresponding type of action is applied to the item. For example, you may add a
checkin item alert when you are checking out an item to a patron and notice that the spine label
needs to be replaced. When the item is returned, on checking in, staff will see the message you left.
You may create a checkout item alert for items that have accompanying materials kept separately.
When the item is checked out, the alert will pop up on the screen.

Item alerts can be added when you create or edit a item record.

1. Click Item Alerts
2. Choose a type from the dropdown list.
3. Type in the message, Click OK.

4. Back on the item editor, click Save & Exit .
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New Item Alert

Type

MNormal checkout v

Accompanying disc kept at cirg desl.

5. When the item is checked out, the alert pops up.

TIP

Item alerts

CHECKOUT  Accompanying disc kept at circ desk

1. Alerts can be made temporary by selecting the  Temporary check box when adding
the alert. A Clear button shows up when the alert is displayed. Click it to delete the
alert. Below is a checkin alert reminding staff to print spine label for the item.
Click Clear , then OK/Continue .
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Item aleris

CHECKIN Pass to cataloguing to reprint spine label Clear |

OKfContinue

2. An Alert column is available on some screens to provide a quick link to viewing
and/or managing the alert message. Click Manage in the column, the item alert
pop-up opens. You may edit/clear the message. Manage is greyed out if the item
does not have an alert.

Item Status M4 & W Actions~ Rows25~ Pagel-
# | status Barcode Call Number Due Date Location Item Status Title Alerts
1 [ 35211000264004 E TIL (Bin) 2019-06-20 23:59 CHILDRENS Bin Bo... Checked out Dora the Explorer- .| g Manage
2 0 audiocd? audio Audiobooks In process Dera the Explorer- .| 4| pmanage
3 0 audiocd1 audio Audiobooks In process Dora the Explorer 1| Manage

3. Alerts may be manually removed, following the same process as adding item
alerts. On item alert pop-up window, select Clear? check box, then click OK. Click
Save & Exit on item editor.



New ltem Alert

Type ) Temporary

Mormal checkin Y

Existing Item Alerts

Type # Temporary ¥ Clear?

Mormal checkin v

Pass to cataloguing to reprint the spine label

16.4.2. Iltem Note

Notes can be added to item records. Notes will not show up when items are retrieved, but they can
be made public and displayed on the catalogue.

1. To add a note, go to the item record and click  Item Notes .

2. Enter the note content in the pop-up window.

3. Select Public to make it show up on the catalogue.

4. Once done, click OK to go back to item editor.

5. Click Save & Exit .
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New ltem Note

Accompanying material at circ desk ¥ Public Note

Initials

6. Public item note is displayed on the catalogue.

Recent searches Toad or frog, swamp or bog? : a big book of nature's confusables / by
-* ' Graham-Barber_Lynda. {(Author). Gillman, Alec. (ill).

\)‘ Book
Available copies Current holds
« G of 6 copies available at Sitka. (Show) 0 current holds with 1 fotal copy.

« 5 of 5 copies available at BC Interlibrary Connect. (Show)
« 1 of 1 copy available at Fort St John Public Library.

Location Call Humber / Copy Notes Barcode Shelving Location
Fori St John Public Library j 508 GRA (Text) BFSJ041002 view | adit JUNICOR Mon-Fiction

| Accompanying disc at circ desk.: [§j @EFSJ] |

7. To delete a note, open the item record to access item note. Click  Remove , then OK in the popup
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window. Save & Exit the item record.

New ltem Note

Title... ¥ Public Note

MNote. ..

(0].4

Existing Item Notes

g

Accompanying material at circ desk

[ @ Z5P-B ]

NOTE Notes can not be edited. There can be multiple notes for one item record.

16.4.3. Item Tag

Not in use yet.

16.4.4. Item Statistical Category (Stat Cat)

ltem Statistical Category, aka Item Stat Cat, is another piece of item level information that may be
added to item records. As the name suggests, it may be used to facilitate reporting categories, if the

data is not available in item records. Libraries create their own stat cats. Refer to Statistical
Category Editor .

1. To add a item stat cat, go to item editor.

2. In the Statistical Categories  column, choose an entry from the appropriate stat cat dropdown
list. The value is added when the item record is saved.
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Item Notes

[tem Notes

Statistical Categories

Filter by Library

reated Activated

Item Alerts

Item Alerts

Spruce Co-operative : Special Collections

<NONE>

Focal Collection
Multilingual collection

CN Prefix

Floating

<NONE=

Spruce Co-operative : Vendor

<NONE=>

Call Number

16.5. Editing Holdings

In Evergreen, the call number is kept in a separate record, called call number record. Items under
the same title with the same call number share the same call number record. Item records and call
number records can be edited at several places.

16.5.1. Editing Call Number and Item on Item Status

1. Go to Circulation ! Item Status
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Circulation~ Cataloging ~

2 Check Out

2 Check In

A Capture Holds

2 Pull List for Hold Requests
2 Renew Items

X Register Patron

- Retrieve Last Patron

1> Pending Patrons

User Buckets

" Verify Credentials
# Record In-House Use

= Holds Shelf
Il Replace Barcode

¥ ltem Status @

¥ Reprint Last Receipt

A Offline Circulation

Items . In this example, we choose

i Scan Item as Missing Pieces

A

ltems .

2. Scan or enter the barcode to retrieve the item. Select the item on the list. Click Actions
dropdown list. Scroll down to  Edit, then select Call Numbers

, ltems or Call Numbers and
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Scan ltem

1

Submit OR | Choose File | No file chosen
Item Status
# [ status Alert Message Barcode Call Number
audiocd1 audiol

YAy ALY Ui

Mark

Item as Damaged
Item as Missing
Add
ltems
Call Numbers and ltems
ltem Alerts
Edit
Call Numbers
Items
Call Numbers and Ite%tg
Replace Barcodes
Manage Item Alerts
Transfer
Items to Previously Marked Library

Items to Previously Marked Call Number

Y

Title

khe Ex|

3. The Item editor opens in a new tab. Make the changes, then

| Show Holdings Details Hide Item Aftributes I

Save & Exit to close the tab.

Working Items Completed Items
Template AudieCD - Apply C
Circulate? Status Circulating Library Reference?
* Yes ' No In process v 7SP-B U Yes * No
Shelving Location OPAC Visible? Circulation Modifier Price
Audiobooks (Z5P) v * Yes ' No audichook-cd 0
Loan Duration Acquisitions Cost Circulate as Type Holdable?
Mormal v =MNOMNE> * Yes ' No
Deposit? Deposit Amount ‘Age-based Hold Protection Quality
Yes * No i} <MNOMNE= ® Good ' Damaged
Fine Level Item Notes Item Alerts Floating
Mormal v ltem Motes Item Alerts <MONE> v
Item Tags Statistical Categories Coopville Public Library : Test Coopville Public Library : Vendor
Vieww/Edit ltem Tags Filter by Library v =MNOMNE= <NOMNE= v

Spruce Co-operative : Special Collections

<MONE= v

Store Selected Save & iﬁj

Spruce Co-operative : Vendor

<NONE=> v

TIP
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Use the Show Holdings Details

and Hide Item Attributes

buttons to choose to

display call number or copy only, or both call number and item at the same time.




16.5.2. Editing Item on OPAC View

You can access the item editor in the catalogue on record details in the OPAC view.

1. Click Edit beside the item barcode that you want to edit. The item editor opens in a new tab.

Recent searches  Frog and Toad [sound recording].
+ ' Lobel,_Arnold. (Author).

- '::a CD music
Available copies Current holds

« 0 of 1 copy available at Sitka. 0 current holds with O total copies.
« (0 of 0 copies available at Post-Secondary Libraries.

« 0 of 0 copies available at Northern Lights College.

« 0 of 0 copies available at Fort St. John Campus.

Shelving Location  Circulation Modifier Age Hold Protection

Location Call Number / Copy Notes  Barcode
MNakusp Public Library JF AUDIO LOB (Text) 35160000482753 view | ediI Juvenile Audio book None

16.5.3. Editing Call Number and Item on Holdings View
You can edit call numbers and items in the record®s  Holdings View

1. Select the item you want to edit, click  Actions dropdown list. Scroll down to  Edit . Click Call
Numbers , Items or Call Numbers and ltems

OPAC View MARC Edit MARC View View Holds Monograph Paris Holdings View Conjoined Hems

Show holdings at or below | ZSP

Show empty call numbers # Show empty libraries # Show item detail ¥ Show call number detail # M o« »
| Add ltems -
# Owning Library Call Number Location Add Call Mumbers and ltems
1 UNFEDERATED ... Z5P ... Z5P-B  audioil Audiobooks Add Ttem Alerts
2 @ ZSP-B  audiol Audiobooks: Edit
3 UNFEDERATED . Z5P .. Z5P-A Edit Call Numbers 1
Edit ltems

Edit Call Numbers and ltem:
Replace Barcodes
Manage ltem Aleris
Delete
Delete Empty Call Numbers
Delete tems
Delete Call Numbers and ltems
Transfer
Call Mumbers to Previously Marked Destination
ltems to Previously Marked Destination -

16.6. Replacing a Barcode

Sitka Snippet Video - Replace Barcode (1:26)

1. You can replace an itemOs barcode in a few places. The simplest way is to use  Replace Barcode
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function on the Circulation

then the new one.

2. Replace barcode function is also available on
the item, click Actions dropdown list. Scroll down to

Replace Item Barcode

Enter Original Barcode for Item

54321125

Enter New Barcode for [tem

30000054321125

Submit

Holdings View

Show holdings af or below | Z5P

-

Show empty call numbers ¥

Show empty libraries ¥ Show item detail ¥ Show call number detail #

Owming Library Call Number Lecation
UMFEDERATED ... Z5P ... Z5P-B  audiol Audiobooks
+ Z5P-B  audiol Audiobooks

w|

UMFEDERATED ... Z5P ... Z5P-A

on Record Details
Edit , then choose Replace Barcodes

1+ Add Call Mumbers
1 Add ltems

Add Call Numbers and ltems
Add Item Alerts

Edit

Edit Call Mumbers
Edit ltems
Edit Call Mumbers and ltems
Replace Barcodes @
Manage ltem Aleris

Delete
Delete Empty Call Humbers
Delete tems

Delete Call Humbers and ltems

Transfer

Call Mumbers fo Previously Marked Destination =

dropdown menu. You are prompted to enter the old barcode and

screen. Select

-

3. You are prompted to type in or scan a new barcode. The prompt will be closed once you hit
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Enter or click Submit . Refresh the screen to see the new barcode.



Replace ltem
Barcode

Enter Original Barcode for Item

BR22868

Enter New Barcode for Item

‘ 3000001234455|

SUD%

4. You can also replace an itemOs barcode on Item Status screen. Select the item, click Actions
dropdown list. Scroll down to  Edit , then choose Replace Barcodes .

Scan Item
Submit | OR | Choose File | Na file chosen o

Item Status M| « W | Actions~

. Mark
# Status Alert Message Barcode Call Number Due Date Local 1
1 & audiocd1 audiol Audiobogks | em as Damaged
ltem as Missing
Add

ltems

Call Numbers and ltems

ltem Alerts
Edit

Call Numbers

ltems

Call Numbers and ltems

Replace Barcodes

Manage ltem Alerts @
Transfer

ltems to Previously Marked Library

ltems to Previously Marked Call Number .

16.7. Batch Editing Items

You can edit items in batch on the Item Status screen, or in Item Bucket . On Holdings View , you
can edit a few selected Items under the same title.

Batch Editing Items on Item Status Screen

1. Scan the barcodes to retrieve the items you want to edit, or click "Choose File" to load items
from a text file of a list of barcodes*.

2. Select records to edit, click Actions dropdown list, scroll downto  Edit, and click Items .
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Scan ltem

Item Status

Submit

OR | Choose File | No file chosen

# || Status Barcode Call Number Due Date

1 ¥ 35140001056368 E DCR 2019-06-25 23:59‘
2 31894000415835 EDOR 2019-04-05 23:59
3 ¥ 3310003362785 E DOR

2019-06-16 23:59‘

(2]
FTnL LdDels
Originating Acquisition

Mark
Item as Damaged
ltem as Missing
Add
ltems
Call Numbers and ltems
Item Alerts
Edit
Call Mumbers
ltems
Call Numbers and ltems
Replace Barcodes
Manage Item Alerts
Transfer
Items to Previousy Marked Library

-

T

3. Item Editor opens in a new tab. Edit the items and click

Working ltems

Completed ltems

Save & Exit .

Template AudioCD - Apply Clear
Circulate? Status Circulating Library Reference?
* Yes No Chacked out v Unset) Yes * No
Multiple values -
Shelving Location OPAC Visible? Circulation Modifier Price
v * Yes No juvenile-collection 5
Multiple locations =
N
Loan Duration Acquisitions Cost Circulate as Type Holdable?
Normal v <NONE> ¢ Yes No
Multiple costs + Multiple typas =
Deposit? Deposit Amount Age-based Hold Protection Quality
Yes * No 0 <NONE> ¢ Good Damaged
1. When the selected items do not share the same value in a field, the field is
empty and a dropdowm list with the multiple values shows up under the field.
NOTE 2. For each field, you can only put in one value for all the selected records. Do not
touch fields that you do not intend to edit, esp. those with multiple values.
3. You can select a few items to edit, store them in the  Completed Items tab, then

work on other items.
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Batch Editing Items in Item Buckets

1. Click Cataloguing ! Item Buckets

2. Select an item bucket from the

3. Select the items you wish to edit and click

Buckets dropdown list.

Actions ! Edit Selected ltems

16.8. Spine/Pocket Labels

Printing Spine Label during Cataloguing

You may choose to print spine labels during the cataloguing process. On saving item records, you

will be automatically directed to the printing item label screen. However, you need to set it up first.

1. Go to Defaults on item editor.

Record Summary (MARC)
Title: Dora the Explorer Author:

Edit [tem Templates Defaﬁtj's

Hide Holdings Details Hide Item Aftributes
Batch Apply v v
owning Call Classification Prefix Call Number Label Suffix
Library Numbers

MWOW 1 Dewey (DDC) v v

checkbox.

2. Select Print Item Labels on Save & Exit
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Edit Item Templates Defaults

Holdings Detall defaults
Always display Holdings Detail pane

# Allow Call Number attributes in ltem
Templates

Creation Defaults

Use Library Setting v
Unset Default Prefix v
Unset Default Suffix v

Auto-generate Barcodes

Use checkdigit

# Print ltem Labels on Save & Exit

N

3. With the above setting in place, when you finish editing item records, click Save & Exit.
Item Labels screen opens up in a new tab. Make adjustments, if necessary.

4. Click Print .

Print

Print Item Labels

Template Apply Printer v Save | Delete Import | Export | Default

Call Number Template Call Numbers Settings Label Template .
Label Preview

Formatted Call Numbers sig.aes
Manual adjustments may be made here. These do not get saved with templates
355.009

PER

TIP
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Print [tem Labels

Template spine and pocket labels - |

spine and pocket labels

Call Number Template

CallN  spine label only oel Template

spine and pocket lawels

Printing Spine Labels by Batch

You may choose to print spine labels after cataloguing a batch of items.

1. Scan the items on Items Status screen and select them.

2. Click Actions ! Show ! Print Labels

Scan ltem
Submit OR | Choose File | No file chosen
Item Status M| « »
Cancel Transit -
# L Alert Message Barcode Call Number Due D Show
1 @ 35140100018855 BIO PER 2017-05-23 2 B
< Triggered Events
2 W 35146002024933 355.0092 PER 2017-11-15 23 ttem Hold
3 © 33923005805860 3550092 PER Rem d°HSId
i @ 3521100031755 355.009 PER 2017070427 corenios
Print Labels @
Mark
ltem as Damaged
Itama ae Miccina v
3. Choose a template, if needed.
4. Click Print .
Print Item Labels
Template spine label only - Agply Printer v Save | Delste Import | Export = Default | Print |

Call Number Template Call Numbers Settings Label Template

Label Preview

355.0092
PER

Formatted Call Numbers

Manual adjustments may be made here. These do not get saved with templates.
355.0092
PER

BIO
PER

BIO
PER
355.8092
PER

355.009
PER

355.8e9
PER
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You can also print labels froma  Item Buckets

Bucket #6020: biography 2 items / Created 2018-03-26T11:37:52-07:00 / JI (Tina) @ Z5P-B

Buckets~ M 4 »

-

# Barcode Call Number Location Title | Remove Selected Copies from Bucket
1 @ BFSJ041055 J 570 BUR JUNIOR Non-Fiction ~life story ltems .
2 v 35211000137663 AF MUN ADULT Fiction dear life Request Selected Copies

Edit Selected Copies

Transfer Selected Copies to Marked Volume

Delete Selected Copies from Catalog
Show

Print Labels

16.8.1. Configuring Label Printing
You configure label printing on the Print Item Labels  screen. There are four tabs on this screen.

1. Call Number Template  shows the template used to extract information for the spine label. The

default includes call number prefix, copy location prefix, call number label, call number suffix
and shelving location suffix.

2. Call Numbers shows the spine label generated for the item based on the above template. For
individual spine labels, you may edit them temporarily for the current printing only.

Print Item Labels

Template - Apply Printer v Save | Delete

Call Number Template Call Mumbers Settings Label Template .
Label Preview

Formatted Call Numbers i
Manual adjustments may ba mads here. These do not gat saved with templatas. DOR
DVD

KIDS

DOR

3. Settings is the place where you set up the format of the printing and the label. Settings here will

override the group of settings under Item Print Label on Library Settings Editor. Here you may
configure the following:

a. Print Feed Option: click the radio button to choose to use sheet labels or roll labels
(continuous).

b. Starting Position on Label Grid: specify the starting row and column.

c. Label Set Configuration: click the Spine Label and/or Pocket Label radio button(s) to print
spine or pocket label only or both. Each call number is considered a label set. You may
specify the number of labels in each set and which label (spine label or pocket label) to be

140



printed in which column. The screenshot shows two labels to be printed for each call
number.

d. Page Settings section allows you to specify the position of the labels on the page: the page
margin, number of rows and columns of labels on each page and gaps between labels.

e. Font & Label Settings: here you define the size of the label, position the printed content in
the label and format the print.

Print ltem Labels

Template = label - Apply Printer v Save = Delete Import | Export | Default

Call Number Template Call Numbers Settings .
Label Preview

Label Template

test test HE HE HE

2888 2888 28
. . . . M3 M3 .P9g
All settings will be saved with templates 1972
Print Feed Option
IConﬁnuous: " Sheet: 'I
. . . HD HD e HF e
Starting Position on Label Grid @ assa assa 5549 5549 2751
k4B k4B Pasg Pasg JFB5
I Row: |1 | Column: |1 |I 1978 1978 1981 1981
Label Set Configuration @
. - @ - @ HD HD HE HE HD
ISplne Label: ® Pocket Label: © I o o . . oo
WC22 WC22 WR33 WR33 I35
I Number of Labels in Set: |2 I P59 P59 1978
Column 1 [Spine Label v | Column 2 [Spine Label v U U
BROOK BROOK
Page Settings E E 940.4 940.4 HE
ALE ALE 15 15 4e1
Page Margins @ La23 La23 W5
1991 1991 528
Top: 0 | Left: 0 | 1963

Print Grid Size @

Rows: [1 | Columns: 5 |

Gap Between Rows @
Gap Between Label Sets @

P |

Font & Label Settings

These settings do get saved with templates and will override corresponding
Library Seftings.

Item Print Label Font Family @

4, Label Template includes the script used to do the printing job. The top portion is the
explanation. The lower portion is the code for printing. Changes in Settings will be reflected in
the code. You do not edit the code directly.

Label Printing Template

You can save your adjustment on label printing settings to a label printing template. For example, if
you usually print spine labels only, but sometimes print both spine and pocket label, you can create
two templates: one for spine label only, the other for both labels. When printing the labels, you just
need to choose the appropriate one from the list, then click Apply .
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To create a label printing template, make the necessary adjustment on any or all tabs. Once done,
type in a name in the Template box, and click Save.

Print Item Labels

Template Printer

spine label only - Apply v S% Delete Import | Export = Default

Call Number Template Call Numbers Settings Label Template .
Label Preview

- DVD
KIDS
DOR

get_bib_for(copy)[title’] | wrap:28

This would try to the wrap the item’s title every 28 characters
get_bib_for(copy)[title] | wrap:2&:multi’ '

This does the same thing but indents subsequent lines with 2 spaces each
get_bib_for{copy)['title] | wrap:28:once” '

This wraps the title just once, prefixes the second line with two spaces
and truncates anything after the 2nd line

>

<table class="labels" style="page-break-after: always;" ng-repeat="copy in copies"><ir valign="top"><td>
<l Spine Label contents >

<pre class="spine” style="border:none” ng-show="true">

{{get_cn_for(copy)}}

</pre>

<ftd>
=itr=

<itable>

Label printing templates are linked to login accounts. To share templates, you can
TIP export them, and send them to your colleagues for them to import into their own
accounts.

16.9. Transferring Holdings

There are times when you need to move item records from one title record to another, or move
items from one call number to another under the same or another title record. There are functions
in Evergreen to allow you to do so. The critical step is to ensure that you first mark the destination
record, then move the source record with the corresponding transfer function. Co-op Support
recommends you read through the process first before starting, as each scenario has different
characteristics.

16.9.1. Transferring Call Numbers and Items

When you want to transfer all items under one call number to another title record or another
library under the same title, you use the Transfer Call Number function. Evergreen will transfer
both the call number record and all items under it to the new title and/or library.

Transferring Call Numbers to Another Title Record

1. Find the destination or target record. On Mark for dropdown list, select Holdings Transfer
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Dora the explorer. Explore the Earth!

Start Previous MNext End Back To Results { 2/53 ) Add Copies Serials ~ Mark for: - Other Actions: =
C d It

OPACView  MARCEdt  MARC View  ViewHolds  Monograph Pats  Holdings View  Conjoined Items onjoimed frems
Overlay Target (Currently 119513369)
Title Hold Transfer
Ho\dlngs Transfer {C@nﬁy 103244380)

Numeric Search: ISEN v Search Library:  Fort St John Public v w l Reset Record Marks

Search: title:dora explorer Type: Keyword v Format: All Formats v Library: Fort St John Public v w w

Recent searches <4 Search Results Showing Item 2 of 53 Preferred library: Burns Lake Public Library 4 Previous Next »
+

Nick Jr. (Firm) (Added Author). Paramount Pictures Corporation. (Added Author). Paramount Home Entertainment (Firm) (Added Author). Viacom International. (Added Author).

2. Confirmation appears at bottom right of the screen.

Holdings transfer target set

Transfer target is kept until it is reset (via

NOTE .
or a new target is marked.

3. Go to Holdings View

Actions list. Scroll down to  Transfer Choose Call Numbers to Previously Marked
Destination
Start Previous Next End Back To Results (2 /20 ) Add Holdings Serials - Mar
OPAC View MARC Edit MARC View View Holds Monograph Parts Heldings View Conjoined ltems
Show holdings at or below | BBGVL
Show empty call numbers Show empty libraries Show item detail Show call number detail ¥ K| &« » | Actions~

Call Number
BEGVL .. BW EALB

Owning Library

Location

Reset Record Marks on Mark for list)

of the source title. Select the call number you want to transfer. Click

oA TS

Add ltems
Add Call Numbers and ltems

Ite

Add ltem Alerts
Edit
Edit Call Numbers
Edit ltems
Edit Call Numbers and ltems
Replace Barcodes
Manage ltem Alerts
Delete
Delete Empty Call Numbers
Delete ltems
Delete Call Numbers and ltems
Transfer
Call Numbers to Previously Marked Destination
Items to Previously Marked Destination @

-

4. The confirmation pop-up appears on bottom right of the screen.

Call Mumber(s) transfered
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