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Introduction

Thisguide providesinformation about using Deliver functions. The Deliver Module coverstheinteractions
between the library and its patrons. The Deliver processes include check in, check out, renew, request,
hold, manage patron accounts, notices, fines and fees, interlibrary loan and course reserves.

Note

To learn more about the Deliver Module, see the Deliver Overview on the OLE Documentation
Portal.

This guide is organized to follow the layout of the Deliver tab.

 Thefirst section providesan explanation of Deliver Batch Processes. Though not included onthe Deliver
tab, it isimportant to understand some of these processes that occur behind the scenes.

+ Circulation provides access to loaning, returning, requesting, and item bills
« Patron provides access to patron records and patron bills.

 Circulation Admin includes the maintenance documents (documents that control database tables)
associated with circulation.

* Patron Admin includes the maintenance documents associated with patron records.

These sections are divided into subsections covering individual functions. For each function, the applicable
subsection presents a breadcrumb trail showing how to access the function and information on the layout
and fields on the related screen(s). As appropriate, some subsections include business rules and routing
information for e-docs and/or specia instructions for performing activities.

Note

In order to work efficiently in the system’s Deliver screens, you need to understand the basics
of the user interface. For information and instructions on logging on and off, navigating,
understanding the components of screens, and performing basic operations in the screens, see
OLE Basic Functionality and Key Concepts.

This guide as well as guides to other OLE modules are available from the OLE Documentation
Portal.

Tip

Bookmark any page within OLE. Thiswill allow you to easily navigate back to an interface or
e-doc in one click, just log in.
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Chapter 1. Batch Processes
m> Batch > Batch Job

The following table summarizes the functions of the system’s Deliver batch processes. These processes
generate notices of various kinds, generate bills for lost items, delete temporary circulation histories and
update reshelved materials' item status.

Each job may be scheduled by alibrary to run at any time. From the Admin menu, click Batch/Scheduled
Jobs to enter the lookup. ClickSear ch. Click Edit to change the schedule for any job. (As of now, the
jobsare set torun at 2 AM Eastern time. A more user-friendly scheduling method will be developed.)

Output files from these jobs are stored at alocation chosen by the library. The location isidentified asthe
system parameter PDF_L ocation which can be found at Admin > System Configuration > Parameter.

Deliver Batch Jobs

Job Name Description

Identifies overdue items and creates notices for delivery to patrons using
their preferred delivery method. A first overdue notice is generated n
days/hours after the due date/time; subsequent overdue notices (how
many determined locally) are then generated n days/hours after the last
notice. Also generates replacement fee bills for items that have received
generateNoticesJob n overdue notices.

If alibrary decidesto store temporary circulation histories, thisjob purges
those records systematically. (OLE runsthisjob at 2am every morning but
deleteTemporaryHistoryRecordJob thisislocaly configurable.)

A library may opt to send patrons notices when requested items have been
removed from an on-hold status because the patrons never picked up the
items. This job creates these notices for delivery to patrons using their
preferred delivery method but only for patrons whose records have the
generateRequestExpirationNoticeJob courtesy notice flag turned on.

Identifies requested items that have been on hold but are now beyond the
expiration date; the subsequent list then allows an operator to check-in
deletingExpiredRequestsJob these items to determine their next destination.

Creates on-hold notices for delivery to patrons using their preferred
delivery method to inform them when a requested item has become
available and at what pick-up location.

If PDFs are generated for mail delivery, the PDF_LOCATION stores the
generateOnHol dNoticeJob directory location.

Circulation Desks may set an interval to allow for the time lag between
check-in and reshelving. When this interval is defined, items checked-
in are given the item status “Recently returned”. This job, following the
updateStatusl ntoAvailableAfterReSchel vingJob interval, changes the item statusto “Available’.

A library may opt to send patrons reminder notices when borrowed items
areclosetotheir due dates/times. Thisjob createsthese noticesfor delivery
to patrons using their preferred delivery method but only for patronswhose
generateHol dCourtesyNoticeJob records have the courtesy notice flag turned on.




Chapter 2. Circulation

Loan

Request
Reqguest Re-order

[ oeiiver [RERE
> Circulation S

On the Deliver menu, Circulation provides access to a number of circulation functions that allow usersto
view and maintain a variety of standard Circulation E-Docs.

Loan

m> Circulation | & Loan Loan

A loan consists of identifying a patron and then creating temporary linksto theitem(s) being loaned to the
patron. The Loan interface allows for staff to circulate materials to patrons.

Getting Started

OLE breaks down circulation permissions into several roles. Unit Manager have al loan privileges
including override permissions. Operator have only “create loan” permissions.

Note

You will receive errors if not logged in as a user mapped to a circulation desk. Login before
selecting Loan from the Deliver Menu.

Each staff operator can be authorized to work at one or more circulation desks; one must be set as the
default. If they have more than one circulation desk, they will be able to change from one circulation desk
to another to indicate where they are. When an operator changes a circulation desk during a session, the
change will persist for the rest of the session. The next time the operator logs in, OLE will return them
to their default location.

Note

For more information about Circulation Desk maintenance and mapping, see Circulation Desk
and Circulation Desk Mapping.




Circulation

Impersonating User: edna

Circulation Desk: B_HPER -

Process Overview

1. Once you have opened the L oan interface, enter the Patron Barcode and press Enter or search for it
from the lookup Q . If you search for a patron record from the lookup, the resulting display will

show a Return Vaue link to the left of each patron. Click on that link to populate the patron field on
the Loan screen. Press Enter.

Note

The preferred addresses on a patron’ s record must be verified otherwise the warning “ Patron’s
street address has not been verified” will appear.

Tip

Clicking on the Return button will take you to the return menu, allowing you to check-in
materials.

Loan g

Patron: Q

2. Oncethe patron barcodeis entered, detail s about the patron will appear abovethe Patronfield. If thereis
ablock on the patron or some other problem, then an error message will appear. Y ou may need to access
the patron record to address the error or, in some cases an override is permitted for you to continue.




Circulation

Note

For more information about Patron Documents, see Patron.

If text exists in a user note field in the patron record, this message displays immediately whenever
the patron’s barcode is scanned into the system. (The purpose is to be able to deliver a message to
the patron in person.) The operator has the option to acknowledge and delete the message or simply
acknowledge -- in the latter case, the message remains and continues to display each time the patron
barcode is entered until the text is removed.

Enter the Item Barcode or search for it from the lookup I:L

4. Press Enter




Circulation

Loang

Close Glear Patron

~ Patron Details

Name Type Preferred Address

Alter Due Date Glaims

Phone Email

Return

Stephanie Sample Faculty 999 N Monticello,Chicago,IL,60647 7737269988 c-malmborg@uchicago.edu

Patron: | 6010570003043558 Q
Itemn: Q
Fast-Add item

~ Current Session Item(s)

Show 10 x| entries
Select Barcode Title Author
fmd1 FM test call no display

in deliver

Showing 1to 1 of 1 entries

Show 10 | entries

Barcode : Title
1501625360390912 OMKETYONT
140362498294191185 GBA00ZCMS
0273324159208 Gvoonnsmee
26081505947030 Saknobzen

Showing 1 to 4 of 4 entries

Location Call Number
University of Chicago- 7-HBB.F33
Regenstein-Regenstein, 2014
1st Floor Reserve Desk
Select All Desslect All
Author Location
485KTPIV4 Bimgtn - Education
Library-Bimgtn -
Education Library -
Stacks
TWUX24EC Bimgtn - Education
Library-Bimgtn -
Education Library -
Stacks
Bjmayb Bimgtn - Education

Enlcuxmypjag Library-Bimgtn -

Education Library -

Stacks
Yzkxb Bimgtn - Education
Vpxrhykue Library-Bimgtn -
Education Library -
Stacks
Select All Desslect All

Circulation Desk:  UG_JRLMAIN

Missing Piece Damaged

Photograph
esv | aml || xls
Claims Claims Missing Item
Proxy No Of Return Return Piece Damaged
Brrower Renew DueDate Note Date Note Note
0 04/08/2014
06:41 PM
1
csv | wml || xis
Claims Claims Missing ltem
call % NoOf ¢ Retufh Returh Piece® Damaged
Number Renew Due Date Note Date  Note Note
G873s 0 Indefinite
MB71
DA2116 0 Indefinite
G215
QEB7T11 0 04/04/2014
L85 04:27 PM
AT9 R31 0 04/10/2014
06:55 PM

Renew

OLE will calculate the due date and time and update the item status to "Loaned". This information
displaysin the Current Session Item(s) section of the screen. A sound will notify staff of successful
check-outs or alert them of issuesto address (provided the sound parameter AUDIO_OPTION isturned
on and your computer has speakers).

When loaning an item to a patron, an alert may appear to inform you of any problems based on local
configurations settings. OLE provides a pop up screen to assist staff to correct these errors and/or
override them so that the loan can proceed.

. If the patron has presented more than one item to borrow, enter the next item barcode and press Enter.
Each new item checked-out will appear at the top of the Current Session Item(s) list.




Circulation

6. Clear the patron information to prepare for the next patron.

Return
Close: Alter Due Date Claims Return
~ Patron Details
Name Preferred Address Phone Email Photograph
Stephanie Sample UnderGrad 999 N Monticello,Chicago,|L 60647 7737269999 sample55@uchicago.edu
Patron:  6010570003043558 Q
Item: Q

Fast-Ac tem

Tip

Missing Piece

Circulation Desk:  UC_JRLMAIN =l

Darmaged Renew

Each Circulation Location also defines atimeout interval which has the same effect as manually
ending asession. This can be locally configured.

Fast Adds

If an item does not have a barcode or cannot be found by a search, click Fast-Add item to create a brief
record. Thiswill open asimple record editor on top of the L oan window:

Fast-Add item

* Title:
Author:

* Location:

* Barcode:

* Item Type:

* Gall Number Type:
* Call Number:

Copy Number:

Copy Number Label:

* Checkin Note:

Enumeration:

Number Of Pieces:

Submit

Type * for all locations, other letters for matching locations

Q

L

Mo information provided

X




Circulation

1. You must enter all fields that have asterisks (*) before their l1abels, these are required.
2. Click Submit.

OLE will provideyou with an error messageif youforget to enter avaluefor required field. If the system
accepts the data, the window closes and supplies the item barcode in the Item field of the Loan screen.

3. Press Enter on your keyboard.

The Loan now proceeds.

Options available from the Loan Screen

Y ou will notice that there are arow of buttons available at the top of the Loan Screen. These are explained
below

Loane

Circulation Desk: UC_JRLMAIN j

Close Clear Patron Alter Due Date Claims Return Missing Piece Damaged Renew

~ Patron Details

Close and Clear Patron
If you change circulation desks for a loan and then want to switch back to your default location, click

Close
. You will not exit the Loan screen but default settings will be restored.

, . Clear Patron
If you need to clear a patron to loan items to a new patron, click

Renew and Modify Due Dates/Times

From the top of the loan screen, you can renew items or modify due dates/times.




Circulation

Loan e

Circulation Desk:

Close Clear Patron Alter Due Date Claims Return Missing Piece Damaged

~ Patron Details

Name Type Preferred Address Phone Emall
Stephanie Sample UnderGrad 999 N Monticello,Chicago,IL,60647 7737269999 sampleS5@uchicago.edu

Photograph

Patron: | 6010570003043558 Q
Item: Q
Fast-Add ftem

~ Items Currently Checked Out

Show 10 x| entries

osv | xml || xis

Claims Claims Missing Item
& e < ProxyS NoOf hem & < Retufn Retuth Pieced Damaged

B & & e 2 S copy e 2
£ -4 Barcode Title Author Location Call Number Number Enumeration Chronology Brrower Renew Status Due Date  Note Date Note Note
@ 29021422922347  Beads for all Bimgtn - Education TT860.B333975 0 LOANED 06/28/2014
sSeasons. Library-Bimgtn - 2005 10:11 AM

Education Library -
Childrens Collection

Showing 110 1 of 1 entries

Select All Deselect All

1. Torenew, select lineitems from the Current Session Item list or the Items Currently Checked Out list.
You can aso click the Select All button for either or both lists.

Renaw
Click

OLE will update due dates/times.
Tip

Alternatively, enter the item barcode in the item field as though loaning the item and press Enter.
Theitem will be renewed for the patron.

1. Tomodify or alter a due date/time, select line items from the Current Session Item list or the Items
Currently Checked Out list. You can aso click the Select All button for either or both lists.

Alter Due Date
Click

The Alter Due Date window will appear.

Alter Due Date

Show 10 ~| entries cov | ami | xs

Barcode Title Location Call Number Due Date Time

fmd1 FM test call no display in deliver  University of Chicage-Regenstein-Regenstein, 1st Floor Reserve Desk 7-HBB.F33 2014 4poop1a [

Showing 1 to 1 of 1 entries
1

Update Close.




Circulation

3. e
Enter in a new Due Date or use the calendar icon |_| Note that you can also adjust the due time if

your loan periods are hourly.

4.
Click = -Poate

Claims Return

Patrons sometimes notify library staff that they have returned items for which they may have received
overdue notices or replacement fee bills. In such circumstances a library staff operator with proper
permission needsto manually turnona® claimsreturned” flagintheitem and havethe system automatically
record the date of the event.

1. To perform the claims return from the loan screen, select the line item associated with the title.

2.

_ Claims Return ,
Click from the top row of buttons available.

3. Type any notes to record specific circumstances in the pop up window:

* Note: e

[ save ][ Close

4

Click | Save |

The claims return note and date will appear in the item record and if the item is requested to circulate
again.

Missing Piece

If the operator observes that the item presented for checkout is missing a piece, then they can report the
missing piece within OLE. Missing pieces are noted on the item record and will remind staff with each
circulation transaction if the item remainsin circulation.

1. To mark an item as missing a piece from the loan screen, select the line item associated with thetitle.
2.
Missing Piece
Click from the top row of buttons available.

3. Type how many pieces are missing from the item and add a notes to record specific circumstancesin
the pop up window:




Circulation

Missing Piece Count: No of pleces: 3

* Note:

sava Closa

4

Click =ave

The missing piece count, note, and date will appear in the item record and when the item is requested
to circulate again.

Damaged

If the operator observes that the item presented for checkout is damaged, then they can report the damage
within OLE. Damages are noted on the item record and a notice will pop up with each circulation
transaction if the item remainsin circulation.

1. To mark an item as damaged from the [oan screen, select the line item associated with the title.
2.
Damaged
Click from the top row of buttons available.

3. Type anotesto record specific circumstances in the pop up window:

* Note:

save Closa Remove damaged flag

10



Circulation

4.
Click = =ave

The note and date will appear in the item record and when the item is requested to circulate again.

5. .
Click Aemaove damaged flag 4 remove the damage flag.

Business Rules

« Circulation policiesare based on three factors: item |ocation, item type and borrower type. Each specific
combination determines the loan period, applicable maximum limits, and other policies pertaining to
renewals, requests, etc. These can be defined locally.

» Staff must log in and select a circulation desk before loaning, or checking-in items.

Request
m N Circulation > @ Request >
Request Lookup e

Request ¢

Helpful notes:

At thistimethe back button simply sends you back to the Deliver homescreen (not back to the last page
you were on). It does the same thing as Cancel

* If you select the wrong request type, you will receive an error, the system will allow select anew request
type without having to start over. Same with patron, simply delete patron name and barcode and select
the magnifying glassto pull up another patron.

The Request Document allows staff operators to place patron requests for library items.

Request types include:

» Recdll (for hold or delivery) - The ability for a patron to ask that an item currently on loan to another
patron be returned.

» Hold (for hold or delivery) - The ability for a patron to ask that an item currently on loan to another
patron be made available when it is returned.

» Page (for hold or delivery) - The ability for a patron to ask that an item not on loan be retrieved and
either placed on hold or be delivered.

» Copy - Theability for a patron to ask for a photocopy or PDF of a part of an item.

11



Circulation

 In-Transit - The ability for apatron to ask for anitem that is currently in route between circulation desks
* ASR - Automated Storage and Retrieval System

A “for hold” request means that the patron (i.e., the requester) will come to a pick-up location to retrieve
the item when available.

A “for delivery” request meansthat theitem will be automatically checked out and delivered to the patron’s
preferred street address when it becomes available.

Each patron’ s delivery privileges (either “yes’ or “no”) are stored in the patron record and the system will
automatically select the request method based on thisvalue. However, if apatron’ sdelivery privileges=yes,
the system still provides for selection of a pick-up location. If one is selected, the request is recall/hold,
not recall/delivery.

Delivery privileges can be automatically enabled for any patron of a designated borrower type , eg.,
you might set up OLE so that any patron belonging to borrower type “faculty” gets delivery privileges.
However, delivery privileges can be assigned on an individual basisaswell, e.g., you may enable delivery
for any student with a physical disability.

Most copy requests are now typicaly filled by scanning the required item and afile is then emailed to the
patron, meaning that copy requests are “delivered” viaemail. If a paper copy is made, the staff operator
will manually address an envel ope using the preferred street address from the patron record.

Patrons can place their own requests via a library’s user interface which will need to be customized to
interact with the OLE request logic appropriately.

Process Overview

To request new items, staff will find Create New to the very right in the Request Lookup.

1. Click Create New in the upper right side of the interface.

Request Lookup o

Patron Barcode:
h I

Patron First Name:
Patron Last Name:
Item Barcode:

Q

Item Title:

The Select Request window will appear.
2. Select the User Type from the drop down menu.

3. Select the Request Type from the drop down.

Enter the Patron Id or search for it from the lookup ':l . This can also be the Proxy Patron Id.

Asterisks indicate arequired field.

12



Circulation

Request 2 Document Number: 3568 Document Status:  INITIATED

Initiator Network Id: ole-quickstart Greation Timestamp: 10:48 AM 06/06/2014

*indicates required field

~ Request Details

User Type:  patron B
*RequestType: | igjg/Delivery Request |
* Patron Barcode: Q

Patron Name:
* tem Barcode: Q

Title:

Item Author:

Shelving Location:
Call Number:

Gopy Number:

Patron Queue Position:

Plckup Location: -lam

Create Date: | 55106/014 | EE]

Request Expiry Date:

OnHold Notice Sent Date:

5. Once you have entered the patron information enter the Item Barcode or search for it from the lookup

Q

Different Request Types call for different information. Once selected, the interface will change slightly
depending on what you select.

Below is an example of a Recall/Hold Request:

Request [~} Document Number: 3568 Document Status:  INITIATED

Initlator Network Id: ole-quickstart Creation Timestamp: 10:48 AM 06/06/2014

*indicates required fieid

~ Request Details

User Type:  paren |

*RequestType:  Recall/Hold Request =l

* Patron Barcode: Q
Patron Name:

* Item Barcode: Q
Title:
ter Author:

Shelving Location:

Call Number:

Gopy Number:

Patron Queue Position:

Pickup Location: j Q@

Recall Notice Sent Date:

Create Date: 06/06/2014 [e]

Request Expiry Date:

E

13
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Request Detail Tab Definitions

Title Description

User Type The type of patron making the request. Select the Type from the
dropdown list.

Request Type Required. The type of request being made. Select the Type from the

dropdown list.

Patron Barcode

*  and OLE

The barcode of the patron. Search from the lookup
will automatically fill al Patron infotmation.

Patron Name The name of the patron making the request.

Item Barcode Cl
Required. The barcode of the item. Search from the lookup
and OLE will automaticaly fill al Item information.

Title The title of the requested item. This will be filled automatically when
you lookup the item barcode.

Item Author The author of the requested item. Thiswill befilled automatically when

you lookup the item barcode.

Shelving Location

The shelving location of the requested item. This will be filled
automatically when you lookup the item barcode.

Call Number The call number of the requested item. Thiswill be filled automatically
when you lookup the item barcode.
Copy Number The copy number of the requested item. Thiswill befilled automatically

when you lookup the item barcode.

Patron Queue Position

The numeric position of the patron in the patron queue. Once a request
islinked to an item, any subsequent borrower requests for the sameitem
are added to the request record and assigned a position in a queue.

Patron Queues can be updated by authorized staff from Request Re-
Order

Pickup Location

The circulation desk at which the patron will pick up their hold.

Recall Notice Sent Date

The system-generated date at which OLE sent the recall notice.

Create Date The date that the patron makes the request. Defaults to today's date but
may be edited.
Request Expiry Date The date that the patron no longer needs the requested item. Enter adate

or select it from the calendar icon |;|

Copy Requests include fields for format and page information:

14



Circulation

Request o

~ Request Details
User Type:
* Request Type:
* Patron Barcode:
Patron Name:
* tem Barcode:
Title:
Item Author:
Shelving Location:
Call Number:
Copy Number:
Patron Queue Position:
Create Date:

Request Expiry Date:

Document Number: 3568 Document Status: [NITIATED

Initiator Network Id: ole-quickstart Creation Timestamp: 10:48 AM 06/06/2014

*indicates required fieid

Patron

GCopy Request

vanerzo1a 4

[

Request Detail Tab Definitionsfor Copy Requests

Title

Description

Copy Format

The format in which the patron would like to receive the copy, such as
photocopy or PDF.

Pages

The pages or content that the patron would like to have copied.

In-Transit Requests contains a Circulation L ocation and a Check-in Note field. Thisisto allow for
the situation when an item needsto be sent to another Circulation Location (only library staff may place

In-Transit Requests):

Request o

~ Request Details
User Type:
* Request Type:
* Patron Barcode:
Patron Name:
* tem Barcode:
Title:
Item Author:
Shelving Location:
Call Number:
Copy Number:
Patron Queue Position:
Create Date:

Request Expiry Date:

* Girculation Location:

Document Number: 3568 Document Status: [NITIATED

Initiator Network Id: ole-quickstart Creation Timestamp: 10:48 AM 06/06/2014

* indicates required field

Patron =l
In Transit Request |
Q
Q
oererzote |
B
Ala@
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6.

Request Detail Tab Definitionsfor In-Transit Requests

Title Description
Circulation Location The circulation desk at which the item should be routed to.
Check-In Note An additional note to be displayed at the time the item is checked-in.

Modifying or Canceling Requests

An authorized library staff operator can change a pickup location or an expiration date for a request.

1

i i i i
Enter any search criteriain the Request screen and click .

Note

To learn more about searching, see Searching OLE on the Guide to OLE Basic Functionality
and Key Concepts.

. Click edit to modify the request or cancel to remove the request from OLE.

Request Lookup o

Greate New
() Lookup Results: 1 message
Patron Barcode: Q
Patron First Name:
Patron Last Name:
Item Barcode: Q

Item Title:

e B

= 6 items retrieved, displaying all items.

Show 10 | entries

csv | aml | xs

Patron Patron

Queue & RequestType< First & Patron & Paton o < fem 5 ¢ Gall ¢ Mem ¢ SheNing © Volume: Create & Request ©
Actions Posiion  Gode Name LastName Barcode Item Barcode Type  Titie Item Author  Number Status Location Number  Date Expiry Date
edit 1 Recall/Hold  Tkn Oabxtv 7830254139 4048428634092 BOOK  75KIEOXCQ  LBG3036DR P4934  LOANED  BED-STACKS 06/06/2014 | 06/16/2014
cancel Request HaTs
edit 1 Recall/Hold Hygelr  Bivzim 113313003911 008387405118284411 BOOK  Cichimmby  Swikc 19399 ONHOLD  BED-STACKS 06/06/2014 | 06/16/2014
e Request Hxbsthqyaymw  .L577
edit 1 Hold/Delivery ~ Nnfiyku  Jakxver 1703394728 2760815734914 BOOK  Bsepxthxzn  Qgaydr AT379  LOANED  BED-STACKS 06/05/2014 | 06/15/2014
o Request Eluxhskfh ur

If you click edit, you will be able to change Pickup L ocation, the Request Expiry Date, the Patron
and the Item.
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Request o

~ Request Details

User Type:
* Request Type:
* Patron Barcode:

Patron Name:
* Item Barcode:

Title:

Item Author:

Shelving Location:
Call Number:

Copy Number:

Patron Queue Position:

Pickup Location:

Recall Notice Sent Date:
Create Date:

Request Expiry Date:

~ Modified Details

Modified Date:

* Moditying Operator :

oud

Patron
Recall/Hold Request
113313003911

Hygelrr Btvzim

008397405118284411

Cichlmmby

Swike Hxbsthayaymw
BED-STAGKS

19399 L5677

UG_GRERAR

06/06/2014
06/16/2014

old

06/06/2014

olequickstant

Document Number: 3576 Document Status: INITIATED

Initiator Network Id: ole-quickstart Greation Timestamp: 11:43 AM 06/06/2014

* indicates required field

New

Patron
Recall/Hold Request
113313003911

Hygelrr Btvzim

008397405118294411
Cichlmmby
Swike Hxbsthayaymw
BED-STAGKS

18399 .L5TT

UG_CRERAR

dam

06/06/2014

06/16/2014

New

06/06/2014

olequickstart

4. Alternatively, if you click cancel from the search screen, a confirmation screen will appear.

Double check that thisis the request you would like to cancel and click .

Request o

~ Request Details

User Type:
* Request Type:
* Patron Barcode:

Patron Name:

* Item Barcode:

Title:
Item Author:

Shelving Location:

Gall Number:

Copy Number:

Patron Queue Position:
Pickup Location:

Recall Notice Sent Date:
Create Date:

Request Expiry Date:

Document Number: 3577 Document Status:  INITIATED

Initiator Network Id:  ole-quickstant Greation Timestamp: 11:45 AM 06/06/2014

* indicates required field

Patron
Recall/Hold Request

7830254139

Tkn Oabxtv

4048428634092
75KIEOXCQ
LBC3036DR
BED-STACKS
P4934 H375

BL_EDUG

06/06/2014
06/16/2014

Therequest is canceled and you return to the Deliver Menu.
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Business Rules

* When a request for a patron is completed (i.e., the item is checked out to the patron), the request
information is removed from active requests and archived.

* Requests can only be placed at theitem level. Title-level requests will be a future OL E enhancement.
» Not al requests are allowed for any item at any time. E.g., you cannot place a page request for an item

currently loaned. In that situation, the operator would place arecall or hold request depending on the
requester’s preference.

Request Re-order

m> Circulation > 9 Request Re-order Reques‘t RE-Order

When more than one patron has requested the same item, an authorized library staff operator can display
the request record that enumerates the patrons. The queue can be reordered appropriately.

Process Overview

To reorder multiple requests for the same item, locate the Request Re-Order interface under Circulation
on the Deliver menu.

1.
Enter the Item or search for it from the lookup I:"'

2. Toreorder the request queue, change the numeration within the Queue Position

Click Save.

Home » Request Re-Order »

Request Re-Order

Item: | cIm8052 £

Request Request Type Queue ltem Title Author llem  Call Copy ltem Status Volume Patron Name Operator Operator Modifier
I Position Barcode Type  Number  Number Number Name Name

Recall/Hold Request!| 4 cIm8052 Huh {Malmborg, BOOK KG1.M1 1 RECENTLY- Michael admin
Cheryl RETURNED Kample
4 Page/Hold Request {2 clm8052 Huh :Malmborg, BOOK KG1.M1 1 RECENTLY- Mary Mample : dev2
Cheryl RETURNED

| Save ‘

Business Rules

» When multiple requests are made for the same item, recall requests are always given precedence over
other request types. Hold requests have second priority followed by paging and copy requests. If there
are multiple requests of the same type from multiple patrons, the system places them in the order in
which they were made .
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Return

m> Circulation _ & Return REturn o

A return session begins with the identification of the item being returned and endswhen all theitemsto be
checked in have been processed. Returns utilize item barcode numbers as the primary identifier to begin
processing a check-in transaction.

Getting Started

OLE breaks down circulation permissionsinto several roles. Unit Manager and operator have permissions
to return items within OLE.

Note

You will receive errors if not logged in as a user mapped to a circulation desk. Login before
selecting Loan from the Deliver Menu.

Each staff operator can be authorized to work at one or more circulation desks; one must be set as the
default. If they have more than one circulation desk, they will be able to change from one circulation desk
to another to indicate where they are. When an operator changes a circulation desk during a session, the
change will persist for the rest of the session. The next time the operator logs in OLE will return them
to their default location.

Note

For more information about Circulation Desk maintenance and mapping, see Circulation Desk
and Circulation Desk Mapping.

Impersonating User: edna

Circulation Desk: E_HPER -

Process Overview

The system automatically assumes today’ s date/time as the default date/time of any check-in. An operator
can change the date/time as needed (e.g., items returned overnight while the library is closed may be
checked-in asif returned yesterday).

Tip
Clicking on the green L oan button will take you to the Loan menu, allowing you to check-out
materials.
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To check-in items, staff will find the Return e-document under Circulation on the Deliver menu.

1
Enter the item barcode or search for it from the lookup D‘ .

2. PressEnter.

Return e

* Check-in Date: 06192014 |:| Time:

Item: Q

End Session

3. Items returned appear in the Item(s) Retur ned tab with the most current at the top of the list.

Circulation Desk:  UC_JRLMAIN j
* Gheck-in Date: | 06/18/2014 D Time:
Item: Q
~ ltem(s) Returned
Show 10 | entries
Call Copy Check-in  Item Overdue/Replacement Route

Barcode Title Author Location Number Number Enumeration Chronology Date Status Bl Location
B8513029567752048 GUBTRSTTC F7TAX4Y27K  Bimgtn - NH14 06/18/2014 In BL_EDUC

Education J122 03:31 PM  Transit

Library-

Blmgtn -

Education

Library -

Stacks

Showing 1 to 1 of 1 entries

End Session

A sound will notify staff of successful check-outs or alert them of issuesto address (provided the sound
parameter AUDIO_OPTION is turned on and the computer has speakers). A visual alert may appear
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to notify staff of any item related problems based on local configurations settings. These may include
recalls, fines, and outstanding holds, item condition notices, and number of pieces an item contains,
missing record information, and others. OLE provides a pop up screen to assist staff to correct these
errors.

If necessary, OLE will calculate any fines or penalties based upon the locally configured fine rates and
create an overdue fine bill and send it automatically to the patron.

Note

For more information about the Patron Bill, see Patron Bill.

To mark an item as Claims Return, Item Damaged, or
Missing Piece

If the patron requests a Claim Return, returns the item damaged, or returns the item while missing pieces,
you may make note of these situations from the Cir culation I nfor mation tab of the Item record.

Click on the item barcode to open the Item Record.

Note

To learn more about the Circulation Information tab of the [tem record, see the relevant section
of the Guide to the OLE Describe and Manage Module

Circulation Desk:  UG_JRLMAIN =l

* Check-in Date: 06/18/2014 |_| Time:

Item: Q

~ ltem(s) Returned

Show 10 | |entries s || waml || xis

Call Copy Check-in Item Overdue/Replacement Route
Barcode Title Author Location Number Number Enumeration Chronology Date Status  Bill Location
B513028567752048 JBUBTRSTTC  F7AX4Y27K  Blmgtn - NH14 08/19/2014 In BL_EDUC

Education J122 03:31 PM  Transit
Library-

Bimgtn -

Education

Library -

Stacks

Showing 1 to 1 of 1 entries

End Session

Business Rules

 During a check-in transaction, the system compares the due date/time in the loan transaction record to
today’ s date/time (as set on the Return screen). If today’s date time is AFTER the due date/time, the
system verifiesif an overdue fineisto be imposed and if so, the rate at which thefineis calculated. The
overdue fine bill is then created automatically as part of the return process.
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* For check-in, if an operator'scirculation desk is not the same astheitem's“home” location, OLE setsthe
item statusto "in transit" and prints arouting slip so the item can be sent to its “home” location. When
the item is checked in again at the “home” circulation desk, the item status returns to “Available” (or
“Recently Returned”—an option to alow for the time gap between check-in and reshelving. A batch
program changes “ Recently Returned” to “Available” once that time gap has expired).

» Check-in of a borrowed item increments the item’s circulation counter by “1”. If an item with no loan
transaction is checked-in, the system increments the in-house uses counter by”1”.

» At check-in, the system also displays notices of special conditions to the operator. E.g., check-in of an
item with a pending request shows a message indicating that the item needs to be placed on hold for
the requester and an on-hold dlip is printed. Other conditions result in other messages/directionsfor the
operator.
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Chapter 3. Patron

Deliver Notices
Patron

Patron Bill

On the Déeliver menu, Patron provides access to users to view and maintain standard Patron E-Docs.

Deliver Notices

m S Patron S Deliver Motices S
Deliver Notices

The Deliver Notices allow users to download pdf versions of Recall, On hold, or Overdue notices. The
noticeswill include Patron information and Title/Iteminformation. Pdfsmay be printed and sent or emailed
to patrons.

Deliver Notices are stored in a locally configurable location. This location is set by the parameter
PDF_LOCATION (Deliver Component).
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Deliver Notices ¢

Recall Notices

Show 10 j entries cev || aml | xls

RECALL_NOTICE 3469254833180 Fri_Apr_04_18:192:28_EDT_2014.pdf

Showing 1 to 1 of 1 entries

On Hold Notices

Show 10 j entries esv || aml || xls

ON_HOLD_NOTICE_3469254833180_Mon_Apr_07_14:52:02_EDT_2014.pdf

Showing 1to 1 of 1 entries

Over Due Notices

Show 10 j entries csv || aml || xle

OVERDUE_NOTICE_Item_Id_Sun_Apr_06_16:29:07_EDT_2014.pdf
OVERDUE NOTICE Item Id Sun Apr 06 02:00:13 EDT 2014.pdE

Patron

m> Patron _ & patron ., PH’[[I]II

The Patron document is used to create and maintain the contact information of patrons within OLE

Getting Started

Permissions to create and maintain Patron records are given to several roles. Patron Manager has all
privileges to modify Patrons and the maintenance documents. Full Circulation Attendant has permission
to edit patron records

To modify patrons, please sign into OLE as:

Role Login
Patron Manager admin
Full Circulation Attendant dev1, dev2
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Patron B

ills

From the Patron search screen, staff may view bills and accept payments from the Patron Bill link or
create a bill from the Create Bill link.

Note

For more information about creating patron bills, see Patron Bill Payment

Create New

Patron Id:

Barcode:

First Name:

Last Name:

Borrower Type: =
Email Address:
Active Indicator: [y
i search [ [ clearvalues | [ cancel )
Actions Patron Id 5 Name Prefix 45 FirstName 45 LastName 4 Name Suffix % Barcode % Borrower Type 4% View Bill Create Bill
edit copy delete 00001497Q Salinda Lample 6010570002006361 UnderGrad Create Bill
edit copy delete 001000550 Stephanie Sample 6010570003043558 UnderGrad Patron Bill Create Bill
edit copy delete 001261500 Jamal Jample 6010570002086988 UnderGrad Create Bill
edit copy delete 00155937C Madhur Tample 6010570002965975 Faculty Create Bill
edit copy delete 002074227 Lee Mample 6010570001340972 Guest Create Bill
edit copy delete 00267058 Yong wample 6010570003168413 Researcher Create Bill
edit copy delete 00285722W Phoebe Rample 6010570002205583 Faculty Create Bill
edit copy delete 003777551 Michael Kample 6010570002978960 UnderGrad Create Bill
edit copy delete 00389218X Kathryn Sample 6010570003113021 UnderGrad Create Bill
edit copy delete 003994105 Joann Tample 6010570002465109 UnderGrad Create Bill
Showing 1 to 10 of 51 entries First | | Previous | (1] |2 (3 ][4 (5] |Next | | Last

1.

N

3.

4.

Click Patron Bill to view and accept payments for a patron.

Patron Details

Patron Id Barcode First Name Last Name Borrower Type Grand Total
001000550 6010570003043558 Stephanie  Sample UnderGrad 120

Patron Bill

Select Bill No Bill Date Total Fee Amount Total Paid Amount Total OutStanding Amount
Bill

B 1 08/02/2013 20 0 20

] 2 08/05/2013 100 0 100

Showing 1 to 2 of 2 entries First | ( Previous | (@) [ vext ) Last

Patron Bill in Detail

Select | Bill  BillDate  Ttem Item | Item Ttem Ttem Ttem Ttem Fee Paid OutStanding  Payment | Cancel  Notes
Ttem No Barcode  Title  Author  Call Copy Enumeration  Chronology  Type  Amount  Amount  Amount Status. Note
Number  Number Own
Location
© B 1 08/02/2013 Service | 20 0 20 Qutstanding
03t
© B 2 08/05/2013 Service 100 0 100 Qutstanding
oo:
Showing 1 to 2 of 2 entries First | (Previous ) (@) [vext) (Last
= Payment Mode: [=]
* Pay Amount:
( accept ) ( forgve ) (__print ) ( cancel ) (__emor ) (_ dose )

Check the line item the patron would like to pay, either on the total amount (above) or for asingle fee
on abill (below).

Select the Payment M ode from the drop down list if you plan to accept a payment.

Enter the Pay Amount.




Patron

ol
"y

. Y
| |
Click - sl - to receive a payment.

o

i

Click | forgive

i,
| .
- to forgive an amount.

r B
| error |

Click ~—— when the charge was made in error.

~

Document Layout

Document Number: 3896 Document Status: INITIATED

Patron

Initiator Network Id: admin Creation Timestamp: 03:52 PM 08/09/2013

collzpse =l

* indicates required field

¥ Document Overview

* Description: [jisu Fatron Document ] Explanation:

Organization Document Number: l:l

Patron Id: Barcode: = [z] Seurcs: | ] [=|| Urload [Gnoose Fie] no tie chosen
®

— Image:
Type: (@)

Statistical Activation Expiration I:l
: & ‘ | e =
<

Category: Date:

=

¥ Contacts

Name Type: Preferred  Titie: *FirstName:| | Middle Name:| | = Last Name: | | suffix:

Address Type * Address Source Valid From valid To Address Verified Preferred Address Active | Actions
Details | [ Home = | Regstrar Loas = [ = [ ™ [}
Showing 0 to 0 of 0 entries (First) (Previous | (@) (Wext) [Last)

Phene Type “ ' phone Number 4% Extension Number 4+ Country 4 Preferred Number 4+ Active 4§ Actions
[ =] ‘ | | | =
Showing 0 o 0 of 0 entries (First) (Previous | (@) (vext) (Last)

Email Type 4 Email 4 preferred Email 4 Active £  Actions
\ | B Tl
Showing 0 o 0 of O entries (First) (Previous | (@) (Next) (Last)

b Affiliation

» Library Policies

» Loaned Records

» Requested Records

» Temporary Circulation History records

» Note

» Proxy Patron

» Proxy For

¥ Local Identification

P Ad Hoc Recipients

» Route Log

submit ) [ save ) (_ blanketapprove | [ dose (__cancel
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The Patron document includesthe Overview, Contacts, Affiliations, Library Palicies, L oaned Recor ds,
Requested Records, Temporary Circulation History Records, Proxy Patron, Proxy For and Local
I dentification tabsin addition to the standard tabs that display at the bottom of OL E documents.

Note

For more information about the standard tabs, see Standard Tabs on the Guide to OLE Basic
Functionality and Key Concepts.

Overview Tab

The Overview Tab of the Patron Document is different from the standard Document Over view tab found
on OL E e-documents and contains basic information about the patron record.

Patron Id: = = Source: Upload [room o fie o
Barcode: Borrower ] B mage: o fe cosen
Type: (&) a
upload
Statistical Activation Expiration e Active:
Category: =] 5 Date: 2 ®

Patron Overview Tab Definitions

Title Description
Patron ID System-assigned unique 1D
Barcode Required. A unique sequence of numeric or aphanumeric characters

printed on alabel (also including an optical, machine-readable version of
the number) attached to a patron 1D card; used to identify the patron in
the system for check-out or request transactions; can also serve as a patron
login to "my account” functions from the library’s public user interface.

Borrower Type Required. Indicates a group of library patrons sharing the same service
privileges, one of the primary determinants of loan periods, maximum
limits, fine rates, etc.

Source Identifies origin of the patron data

Statistical Category Anidentifier aslocally defined to fulfill reporting requirements

Activation Date Date on which patron’s privileges became active.

Expiration Date Date on which apatron’ s privileges expire. The expiration date in apatron
record can be null.

Active Indicates whether this patron is active or inactive. Remove the check mark
to deactivate.

Upload Image Visual ID of the patron.

upload

Browse to find the image on your local machine. Click

Contacts Tab

The Contactstab containsthe patron name and contact information. When you modify contact information
to an existing patron record, the old tabs will display above the new. When adding lines to the Addr ess,
Phone or Email sub-tabs, enter information and then select the add button.
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Patron

Name Type: Preferred  Tigje: [=] = First Name: Middle Name: * Last Name: Suffix: [+
Address Type * Address Source Valid From valid To Address Verified Preferred Address Active Actions
Details Home = Registrar Load [=] i3] = ]
Showing 0 to 0 of 0 entries First | [ Previous | [ Next | | Last
Phone Type 4 Phone Number % Extension Number 4% Country % Preferred Number % Active % Actions
Home = [=] ]
Showing 0 to 0 of D entries First | [ Previous | [ [Next) Last
Email Type A Email % Preferred Email % Active % Actions
Home = ]
Showing 0 to 0 of 0 entries First | [ Previous | [ Next | | Last

Note

Click Detailsto view and edit the address.

¥ Address
Address Type * Address Source Vvalid From valid To Address verified pPreferred Address Active Actions
Details Home. =] Registrar Load = /M /M ]
Line 1: Line 2: Line 3: City: State: B Postal Code:
Country: [«
Showing 0 to 0 of 0 entries First | | Previous | @) | Next | | Last

Patron Contacts Tab Definitions

Title Description

Name Sub-Tab

Name Type Defaults to Preferred.

Title Form of address preceding aname, used in notices and messages addressed
to patron

First Name Required. Enter the patron’ s first name

Middle Name Optional. Enter the patron’s middle name

Last Name Required. Enter the patron’s last name

Suffix A descriptor following aname and providing additional information about
aperson; used in notices and messages addressed to patron

Address Sub-Tab

Address Type A descriptor identifying characteristics of an address; an address type must
be assigned to any address

Address Source A value that identifies the origin of a patron's address.

Valid From The date at which an address becomes the preferred address for sending
notices and patron bills

Vaid To Thedate at which an addressisno longer the preferred address for sending
notices and patron bills

Address Verified Indicates whether or not the addressis verified; when checking out anitem
to a patron with an unverified address, the operator receives a prompt to
verify the address

Preferred Address Indicates which address is used when sending notices and patron bills.
Only one address can be the preferred address.

Active Indicateswhether thisaddressisactive or inactive. Removethe check mark

to deactivate.
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Line1-3 A building name, street number, room number, “attn. of: [nnn]", etc. Three
fields are available.

City Enter the name of the city for this address

State Select the state from the State list.

Postal Code Enter the postal code for this address

Country Select the country from the Country list

Phone Sub-Tab

Phone Type A descriptor identifying the type of phone number. Each Phone number
must have atype but you cannot use a type more than once.

Phone Number Enter the phone number here (only numeric characters)

Extension Number Optional. Enter the phone number’s Extension

Country Select the country from the Country list

Preferred Number Indicates which phone number is preferred for contact. Only one phone
number can be the preferred number.

Active Indicates whether this phone number is active or inactive. Remove the
check mark to deactivate.

Email Sub-Tab

Email Type A descriptor identifying the general use/purpose of the email

Email Enter the email address here

Preferred Email Indicates which email address is preferred for contact. Only one email
address can be preferred.

Active Indicates whether this email is active or inactive. Remove the check mark
to deactivate.

Affiliation Tab

The Affiliation tab contains information on how a patron is affiliated and to which campus. When adding
lines to the Affiliation tab, enter information and then select the add button.

Affiliation Type Campus Code Actions

=] =]

Patron Affiliation Tab Definitions

Title Description
Affiliation Type Select the type of affiliation from the Affiliation Type list
Campus Code Select the campus from the Campus List

Library Policies Tab

The Library Policies tab contains information about a patron’s privileges.

¥ Library Policies

General Block: [_| General Block Notes: 545 Delivery Privilege: Paging Privilege: Courtesy Notice:

Patron Library Policies Tab Definitions

Title Description

Genera Block Flag to indicate if the patron is blocked for a reason not otherwise defined
in the system; if flag is on, patron cannot checkout or request items.
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General Block Note

A field allowing staff to explain why a general block has been placed on
the patron record.

Click the '5'&

to expand the note field.

Delivery Privilege Enables automatic physical delivery of requested items versus being
required to pick up requested items from a pick-up location (i.e., a
circulation desk).

Paging Privilege Allows a patron to place a paging request.

Courtesy Notice

Allowsthe system to send courtesy notices (expired holds and pending due
dates) only to those who request them.

Note

Courtesy notices can be sent systematically any
number of times from the interval setting parameter
COURTESY_NOTICE_INTER

Loaned Records, Requested Records and Temporary Circulation

History Tabs

The Loaned Records, Requested Records, and the Temporary Circulation Historytabs allow you to
review items linked to the patron. Each tab includes basic information about atitle loaned to the patron as
well asthe due date. Click View all records to see the patron's loaned or requested items, or the patron's

temporary Circulation History Record

Note

The Temporary Circulation History Records feature allows users to look up items they have
checked out in the past. If privacy concerns trump the desire to offer this feature, alibrary can
opt NOT to create atemporary circulation history.

¥ Loaned Records

view all records

¥ Requested Records

(__ view all records

¥ Temporary Circulation History records

view all records

Proxy Patron and Proxy For Tabs

The Proxy Patron tab alows you to identify another patron as a proxy for this patron as well as set
activation and expiration dates for the proxy. When adding a proxy to the Proxy Patron tab, enter the

patron and then select the add button.

The Proxy For tab will display the details of the proxied patron. Thistab is not editable.

¥ Proxy Patron

* Patron Id “  First Name % LastName % Barcode

Q)

Showing 0 to 0 of 0 entries

Patron Proxy Patron Tab Definitions

% Activation Date % Expiration Date % Actions

= =

Title

| Description




Patron

Proxy ID System Assigned Unique ID. Enter the Patron who will act as the proxy
or use the Patron Lookup L .

First Name Display only. Once the patron ID has been entered, this field will auto-
populate.

Last Name Display only. Once the patron ID has been entered, this field will auto-
populate.

Barcode Display only. Once the patron ID has been entered, this field will auto-
populate.

Activation Date Date on which the proxy patron becomes active.

Expiration Date Date on which the proxy patron becomes inactive.

Local Identification Tab

The Local I dentification tab allows you to further distinguish a patron’s connection to the library. When
adding alocal id to the Local |dentification tab, enter the identification and then select the add button.

¥ Local Identification

Local Id “  Actions

Showing 0 to 0 of 0 entries First | | Previous | (8 | Next | | Last

Patron Local Identification Tab Definitions

Title Description

Loca ID Any identifier as localy defined to further identify the patron, e.g., any
other alphanumeric ID used in the institution

Lost/Invalid Barcode Info Tab

A patron’slost/invalid barcode number istracked to prevent fraudulent use of lost or stolen ID cards. Users
may update a patron’ s barcode on the Overview tab. When this has been done, any expired barcodes will
appear on the Expired/Updated Bar code tab with an Effective date.

¥ Lost/Invalid Barcode Info

Lost/Invalid Barcode 4 Effective date 4
6010570002006861 08/09/2013

Showing 1 to 1 of 1 entries First | | Previous | [ [ Next | | Last

To update a barcode:
1. Choose Update bar code at the bottom of the Patron record.
2. Enter anew barcode in the Overview tab.

3. Select Submit.
Process Overview

Business Rules

e Ataminimum, apatron MUST have the following data elements: last name, first name, borrower type,
delivery privileges, paging privileges, affiliation, department, barcode, address, delivery preference,
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address verified , address (can be either amail address, email or text; if amail address), address source
(required for each address of any type), courtesy notice preference

» Any attempt to create a patron record without a required field will refresh the display with a message
indicating the missing data element.

» Expiration datesin a patron's record can be set to null.

« If courtesy notices are not used by alibrary, these will be set to "No". If switched to Y es, these will only
be produced when a special batch processis run.

Patron Bill

Ccm e . .. PAtron Bill

Patron hills for overdue fines and replacement fees are generated automatically by the system through
check-in and renewal transactions using information from loan transaction records, calculated based on
information from the Circulation Policy Set governing the loan, and sent to patrons using their preferred
delivery method. Patron bill information is stored in the system; the formatted bill as delivered to the
patron is not. Operators can also manually create patron hills.

Note

Fine rates and replacement fees will be configured locally. By setting fine rates and replacement
feesto null or zero, libraries can opt to NOT automatically create these patron hills.

To view the current Circulation Policy (in xml format), see OLE Data Import Templates.

Y ou may alternatively access Patron Bills via the Patron search screen.
Patron bills for replacement and other fees can also be created manually by duly authorized operators

using locally-defined fee types, e.g., rentals, copying, etc. and then be delivered to patrons. To do so, click
Create Bill on the Patron search screen.

Note

To pay apatron bill, you must click Patron Bill from the Patron Lookup Screen. For information
about paying the bill, see Patron Bill.
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Patron

Patron Lookup e

Create New
(D) Lookup Results: 1 message
Barcode:
First Name:
Middle Name:
Last Name: Sample
Patron Type: j 0.
Email Address:
Phone Number:
Patron Id: Q
Active Indicator:  (&)Yes ()Ne ()Both
= 6 items retrieved, displaying all items.
Show 10 =| entries v |l | xls
o Name - o o Name o Py o PN
Actions Patronid ~ Prefix FirstName = MiddieName = LastName ~ Suffix Barcode " ExpirationDate ~ PatonType = ViewBil  Create Bl
edit copy delete 00100055U Stephanie Sample 6010570003043558 05/31/2015 UnderGrad Patron Bill
edit copy delete 00103786E Caprice Sample 6010570001321477 05/31/2015 Staff Create Bill
edit copy delete 00389218X Kathryn ‘Sample 6010570003113021 05/31/2015 UnderGrad Create Bill
edit copy delete 00531853E Andrew Sample 734218598 06/31/2015 UnderGrad Create Bill
edit copy delete 31822647M Jessica Sample 6010570003130818 05/31/2015 Guest Create Bill
edit copy delete 20097008Y Benjamin Sample 6010570003050306 05/31/2015 UnderGrad Create Bill
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Document Layout

Patron Bill Document Number: 4063 Document Status: INITIATED

Initiator Network Id: ole-quickstart Creation Timestamp: 02:22 PM 06/19/2014

* indicates required field
~ Document Overview
* Description:

New Patron Bill Explanation:

Organization Document Number:

Patron Section

First Name: Stephanie Last Name: Sample

Patron Bill Section

“Date: | 561192014

[

Text Note:

FeeType Section

* FeeType Section

Show 10 =| entries

* Fee Type < *Fee Amount © Item Barcode < *Payment Status < Note < Actions

Details | overdue Fine =l Q Outstanding | s

Showing 0 to 0 of O entries
Previous Next

Total Amount

* Total Amount:

+ Notes and Attachments (0)
» Ad Hoc Recipients
* Route Log

The Patron Bill Payment document includes the Patron Section, Patron Bill Section, Fee Type Section
and Total Amount tabsin addition to the standard tabs that display at the bottom of OLE documents.

Note

For more information about the standard tabs, see Standard Tabs on the Guide to OLE Basic
Functionality and Key Concepts.

Patron Section Tab

The Patron tab is used to identify the patron who has accumulated an overdue fine. It is automatically
populated with the name(s) of the individual.

Patron Section

First Name: Stephanie Last Name: Sample

Patron Bill Section Tab

The Patron Bill Section allows usersto include a date and note of when the payment was recorded.
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Patron

Patron Bill Section

“Date: | oi0m014 ] Text Note:
Patron Bill Section Tabs Definitions
Title Description
Date Required. Date a payment was recorded.
Text Note Free text field to enter information regarding the payment transaction

Fee Type Section Tab

The Fee Type Section tab contains the fee information pertaining to the bill. When adding lines to Fee
Type Section, enter information and then select the add button.

FeeType Section

¥ FeeType Section

Show | 10 ~| entries.

*Fee Type & *Fee Amount % Item Barcode %  *Payment Status %+ Note

& Actions

Details | oyardue Fine - Q Cutstanding | 200

Showing 0 ta 0 of 0 entries
Previous Next

Fee Type Section Tabs Definitions

Title Description

Fee Type Required. Choose the fee type from the drop down list. Examplesinclude
Overdue, Replacement and Service but these may be locally configured.

Fee Amount Required. Enter the monetary amount for any individual fee.

Item Barcode Enter the item barcode for the loaned item liable for an overdue fine or

replacement fee or search for it from the I tem lookup b

Payment Status Choose the status of the payment from the drop down list.

Note Optional. Enter a note about the fee.

Once the fee has been added, the Details can be expanded to see the title, author and other pertinent
information about the item.
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FeeType Section

¥ FeeType Section
Show 10 | entries

*Fee Type < *FeeAmount < Item Barcode

Detalls Overdue Fine i

OveraeFne

¥ Item Detalls

$50.00

Item Barcode Item Title Item Author

ULTIMATE TEAGHING MANUAL : A ROUTE TO SUGGESS FOR
BEGINNING TEAGHERS.

¥ Note Detalls
Forgive Note

Cancel Note

v Transaction Detalls

Showing 110 1 of 1 entries

Total Amount Tab

% *Payment Status

Outstanding

Outstanding

Item Type

% Note

Item Gall Number

Error Note

Item Gopy Number  Item Enumeration

If you create multiple fees on a patron’ s bill, the system cal cul ates the total amount.

Total Amount

* Total Amount: 550.00

Process Overview

Business Rules

» An operator can create a bill manually online by charging any fee.

% Actions

Delete.

Item
Chronology
own
Location

Previous Next

 If anitem in a check-in transaction is found to be overdue, the system creates an overdue fine patron
bill at check-in, using the applicable values in the appropriate Circulation Policy Set. This hill is then
delivered automatically to the patron provided the total amount meets the locally-determined threshold
amount. Replacement fee bills are generated by a batch program for those items that are overdue and

have received a maximum number of overdue notices.
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Chapter 4. Circulation Admin

Barcode Status
Calendar

Calendar Exception Type
Calendar Group
Circulation Desk
Circulation Desk Mapping
Copy Format

Fixed Due Date

Flagged Items Search
Location

Location Level

On the Maintenance menu, Circulation Admin provides access to a number of circulation functions that
allow usersto view and maintain avariety of standard Circulation E-Docs.

Barcode Status

> Circulation Admin > '@ Barcode Status Barcnde Status

The Barcode Status lookup is used to review available statuses for a barcode. Barcode statuses are used in
the Patron document to indicate active, lost or stolen. Y ou cannot create or edit barcode statuses.

Document Layout

Barcode Status

Barcode Status Code: @

Barcode Status Name:

search clear values cancel

Barcode Status Id *  Barcode Status Code ¥ Barcode Status Name ¥ Active Indicator ¥ Delete Indicator
1 Active Active true true
2 Lost Lost true true
3 Stolen Stolen true true

Showing 1 to 3 of 3 entries First | (Previous | [ (Vext | [Last

As afunction of OLE, you may search for barcode statuses. Execute a blank search to review the three
barcode status types.
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Calendar

S Circulation Admin >Calendar 5
Calendar Lookup

Calendar

A Calendar definesalibrary’ s open and closed days/hours for adefinite or indefinite chronological period.

Each Calendar is assigned to a Calendar Group (even if the library uses only one Calendar). A Calendar
Group can have one Calendar with no End Date and be used indefinitely OR a Calendar Group can have
a chronological sequence of Calendars, one becoming active automatically as soon as the previous one
expires.

Each Circulation Desk defines the Calendar Group it uses; if alibrary has multiple Circulation Desks that
share the same hours, all of those Circulation Desks can use the same Calendar Group. Any Circulation
Desk with its own hours will need its own Calendar Group.

A Calendar can define individual hours for each day of the week or define the days that share the same
hours. Exceptions can be defined by specific dates or by periods of time.

Note

Day(s) on which alibrary is aways closed are simply not defined when creating a Calendar and
therefore do NOT display on any Calendar.

Each library must have at least one Calendar with a Calendar Group.
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Document Layout

Cal_endar Document Number: 4283 Document Status:  INITIATED

Initiator Network Id:  ole-guickstart Creation Timestamp: 01:40 PM 03/10/2014

* indicates required field

Begin Date: 08/01/2013 12:00 AM Epq Date: [#] * Group Name: Group 1 x| @ " Deseription: Calendar 1
General
Each Day Of The Week  Actions
Each day of week: j j Open Time: AM j Close Time: AM j add
Each day of week: | Sunday j Saturday j Open Time: | 08:00 AM j Close Time:| 05:00 PM j [ Deiste
Exception Day
Actions
Date: Exception Type: Open Time: AM j Close Time: =
[ J AM j
Date: 04/01/2014 Exception Type: Open Time: AM j Glose Time: Deiete
. Holiday J
[ AM j
Date: 03/31/2014 Exception Type: Open Time: AM j Close Time: Delece
- Holiday j
[ AM j
Exception Period
Actions
Begin Date: [#] End Date: [] Exception Period Type: j sad
Description:
Begin Date:| (3/15/2014 |[] End Date:| pa/17/2014 [H] Exception Period Type: Holiday j Deete
Description:

» Notes and Attachments (0)
» Ad Hoc Recipients
» Route Log

The Calendar document includes three unique tabs - General, Exception Day, and Exception Period.
Above these three tabs, enter the Begin Date, a Group Name, and a Description.

Definitions

Title Description

Begin Date Required. Autopopulates today's date. Enter another date or use the

calendar icon |;|

End Date If the calendar is part of a chronological sequence within the Calendar
Group, an End Date may be required, depending on the position within the
sequence. If the Calendar is the only one in the Calendar Group, the End
Dateisoptional.

Group Name Required. Select the Calendar Group name to which the Calendar belongs
from the drop down menu.

Description Required. The familiar description, or name, of the calendar. The data
entered here appears in a column on the search results when searching for
a Calendar. If you will have a sequence of Calendars within a Calendar
Group, the Description could be asequence,, e.g., “Caendar 17, “ Calendar
2", etc. However, this is free text so you may describe any Calendar as
desired.

General Tab

Click |LAdd
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General
Each Day Of The Week Actions
Each day of week: j j Open Time: AM j Glose Time: AM j acd
Each day of week: Sunday j Saturday j Open Time: 0g;00 AM j Close Time: 05,00 PM j ) Deeie
General Tab Definitions
Title Description
Each day of week If the library is open 7 days a week and has the same open/close times
every day, select Monday for the first day and Sunday for the next day
(or whatever span of days your week covers, e.g., Monday and Saturday),
enter the open/close times, and then check the “Each Day of the Week”
box. If the library has different open/close times for different days, select
the same day for the first and second days and then enter the open/close
times. Repeat for the other days. NOTE: if you are always closed on a
particular day(s) of the week, do NOT enter that day(s). The system does
not accept a day entry with blank open/close times.
Open Time/ Closed Time Enter the open and close time for the library and choose "AM" or "PM"
from the drop down list.
Actions Click Add to add the general calendar times.
Exception Day Tab
Exception Day
Actions
Date: Exception Type: Open Time: AM j Close Time: =t
[ j A j
Date:  04/01/2014 Exception Type: Open Time: AM j Close Time: Delete.
- Holiday j
[# AM j
Date: 03/31/2014 Exception Type: Open Time: AM j Close Time: Delete
- Holiday j
[E] AM j
Exception Day Tab Definitions
Title Description
Date

The date of the calendar exception. Use this to define any day when the
library is closed or when a day has open/closed hours that differ from
the normal hours as defined in the general tab. Enter the date or use the

calendar icon |_|

Exception Type

Required if exception date is entered; select from the drop down menu

Open Time/Closed Time

Blank means closed all day; enter and select "AM" or "PM" to define
specific times.

Actions

Exception Period Tab

Click Add to add the exception day.

If an Exception Period is added, specify days of the week as above. Exception Periods are most likely to
be defined when the Calendar has Begin and End Dates. If your Calendar has no End Date, you typically
will use Exceptions Days instead of Exception Periods.
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Exception Period

Actions

Begin Date: [ End Date: [#) Exception Period Type: j Add

Description:

Begin Date: 03/152014 [ EndDate: g3/17/2014 [ Exception Period Type: Holiday j Deiete

Description:

Exception Period Tab Definitions

Title Description

Begin Date The beginning date of the calendar exception period. Enter the date or use

the calendar icon |;| .

End Date The end date of the calendar exception period. Enter the date or use the
calendar icon 1222

Description A descriptive title of the exception period.

Actions Click Add to add the exception period.

Process Overview

Business

Rules
Operators without create permission will NOT be able to create a new Calendar.

For “Each day of week”, you can either enter each day separately (if open/close times vary by day) or
enter a span of days (if open/close times are the same for each day).

Each day of the week check box must be checked for a span of days.
A day’s closed time may be after midnight, e.g., open time=8 AM and close time=1AM.

If a closing time for any day of the week is after midnight, you must enter each day separately with
its own open/close times.

If thelibrary is always closed on aday(s) of the week, simply omit that day(s) from your Calendar. The
system automatically assumes the library is always closed on that day(s). Do NOT define aregularly-
closed day as an Exception Day or Exception Type.

If alibrary has hours associated with an academic term, interrupted by interim periods with different
hours, the library may wish to define achronol ogical sequence of Calendarswithin aCalendar Group; in
such ascenario, the system expects the Begin Date of the second Calendar in the sequence to be the day
after the End Date of the first Calendar in the sequence; and so forth. New Calendars are simply added
to the chronological sequence. The final Calendar in the sequence may or may not have an End Date.
Alternatively, the library COULD define one Calendar with no End Date, continue to add Exception
Days and define its academic interims as Exception Types.

Validation rules have been set up to make it as difficult as possible to define a Calendar or sequence
of Calendars with overlapping Begin/End Dates.

It is possible to define an End Date for a Calendar without a chronological successor Calendar.
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» Exception Days can be added after the fact to record a closed day or a day with abbreviated hours
caused by unexpected circumstances or emergencies, e.g., weather, natural disasters, problems with a
building’s mechanicals, etc. While this will not automatically adjust certain situations (e.g., this does
NOT automatically extend aloan period for items due on that day), it will serve as areference point for
staff asked, e.g., to forgive overdue fines or make other adjustments related to the unanticipated closing.

Creating Calendars
1. Open the Calendar Document from the M aintenance tab.

2.
Enter the appropriate data. Click jckd to add a General calendar, exception day or exception period.

3. Click Submit.

Maintaining Calendars

Libraries must establish internal procedures for ensuring that Calendars are created prior to the dates that
they need to become effective. There is no automatic alert system in place to notify staff that a Calendar
isnearing its End Date.

Calendar Exception Type

Circulation Admin ~ _ Calendar Exception Type
Calendar Exception Type Looki

Calendar Exception Type®

Before setting up an OLE Caendar (used by each Circulation Desk), you must first define Exception
Types. Exception Types define the most common reasons that alibrary is closed on a day(s) that it would
otherwise normally be open. Typical Exception Types might include, but are not limited to:

Holiday

Building Evacuation
Weather Event
Snow Day

Spring Break

As soon as you create a Calendar Exception Type, the name appears in a drop-down menu on a Calendar
for use when defining Exception Days and/or Exception Periods.
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Document Layout

Calendar Exception Type® Oocment amber: <1

Initiator Network Id: admin Creation Timestamp: 01:40 PM 05/09/2014

Document Status: INITIATED

* indicates required field

~ Document Overview

* Description: Explanation:

Organization Document Number:

~ Add/Edit Calendar Exception Type
old
Calendar Exception Type Code: HDY
Calendar Exception Type Name: Holiday
Active Indicator: true 2]
» Notes and Attachments (0)
» Ad Hoc Recipients

> Route Log

The Exception Type document includes the Add/Edit Calendar Exception Type tab. The system

automatically enters datainto both the Old and New sectionsin thistab. Selected data fields are available
for editing.

Add/Edit Calendar Exception Type Tab Definitions

Title Description

Calendar Exception Type Code Required. A unique code that identifies the Calendar Exception Type

Calendar Exception Type Name Required. A descriptivetitlefor the exception type. Thisdisplaysin adrop-

down menu on the Calendar for Exception Day and Exception Period

Active Indicator Indicates whether this Calendar Exception Type is active or inactive.

Remove the check mark to deactivate.

Calendar Group

> Circulation Admin > Calendar Group >
Calendar Group Lookup

Calendar Group

A Calendar definesalibrary’ s open and closed days’hours for adefinite or indefinite chronological period.

Each Calendar is assigned to a Calendar Group (even if the library uses only one Calendar). A Calendar
Group can have one Calendar with no End Date and be used indefinitely OR a Calendar Group can have

a chronological sequence of Caendars, one becoming active automatically as soon as the previous one
expires.

Each Circulation Desk defines the Calendar Group it uses; if alibrary has multiple Circulation Desks that
share the same hours, all of those Circulation Desks can use the same Calendar Group. Any Circulation
Desk with its own hours will need its own Calendar Group.
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A Calendar can define individual hours for each day of the week or define the days that share the same
hours. Exceptions can be defined by specific dates or by periods of time.

Note

Day(s) on which alibrary is always closed are simply not defined when creating a Calendar and
therefore do NOT display on any Calendar.

Each library must have at least one Calendar Group.

Document Layout

Calendar Group Document Number: 4320 Document Status: INITIATED

Initiator Network Id:  ole-quickstart Creation Timestamp: 01:53 PM 03/10/2014
*indicates required field

~ Document Overview
* Description: Explanation:

Organization Document Number:

~ Add/Edit Calendar Group

old New

Galendar Group Code: GRP_001 GRP_001

Galendar Group Name: Group 1 Group 1
Active Indicator: true ™~

» Notes and Attachments (o)

» Ad Hoc Recipients

* Route Log

The Calendar Group document includes the Add/Edit Calendar Group tab. The system automatically
enters data into both the Old and New sectionsin this tab. Selected data fields are available for editing.

Add/Edit Calendar Group Tab Definitions

Title

Description
Caendar Group Code Required. A unique code to identify the calendar group.
Caendar Group Name Required. A descriptive name of the calendar group.
Active Indicator Indicates whether this Calendar Group is active or inactive. Remove the
check mark to deactivate

Process Overview

Business Rules

» Operators without create permission will NOT be able to create a new Caendar Group.

» Each Circulation Desk isassociated with aCalendar Group which containsa Calendar(s)—see Calendar.
If al Circulation Desks have identical hours, they can al share the same Caendar Group. Any
Circulation Desk with its own hours will need to have its own Calendar Group.

 Define as many Calendar Groups as you have Circulation Desks with their own hours.
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Calendar Groups no longer needed or used should be marked “inactive”.

Circulation Desk

Maintenance 5 Circulation Admin _ & cCirculation Desk - CImUIatlu“ I]ESk

Circulation desks are the basic work locations where operators circulate items to patrons, check-in items,
hold items to give to patrons, and help patrons by creating requests. Circulation Desks can also function
as pick-up locations where patrons can claim their requested items.

Document Layout

Document Number: 4018 Document Status: INITIATED

Circulation Desk

Initiator Network Id: admin Creation Timestamp: 09:35 AM 08/13/2013

expand all| [collapse all

= indicates required field

¥ Document Overview

* Description: | -] Explanation:

Organization Document Number:

¥ Add/Edit Circulation Desk

old New
Circulation Desk Code: BL_EDUC BL_EDUC
Circulation Desk Public Name: BL Education BL Education
Circulation Desk Staff Name: BL Education BL Education

On-Hold Days: 1 1

Shelving Lag Time(minutes): 15 ')
Pick Up Location: true rue

Print Slip: trus irue

Active Indicator: trus rue

* Location Actions
R

B-EDUC/BED-TEACHMAT Q)

B-EDUC/BED-STACKS CN

» Notes and Attachments (0)

» Ad Hoc Recipients

» Route Log

submit ) [ save ) (_ blanketapprove | ([ close ) Cancel

The Circulation Desk document includes the Add/Edit Circulation Desk tab. The system automatically
enters datainto both the Old and New sections in this tab. Selected datafields are available for editing.

Add/Edit Circulation Desk Tab Definitions

Title Description

Circulation Desk Code Required. The circulation desk code associated with this circulation desk.

Circulation Desk Public Name Required. The familiar title of the circulation desk’s public view.

Circulation Desk Staff Name Required. Thefamiliar title of the circulation desk’ s staff view; may bethe
same as the public name.

On-Hold Days The number of days an item will remain on hold at this circulation desk.

Shelving Lag Time (minutes) The amount of time, in minutes, between check-in and reshelving.

Pick Up Location Indicates whether this circulation desk can be used as a pick up location
for holds.
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Print Slip | Indicates whether this circulation desk can print receipts for patrons.
Active Indicator

Indicates whether this circulation desk is active or inactive. Remove the
check mark to deactivate.

Locations

A circulation desk can have multiple shelving locations but each shelving location can have only asingle
circulation desk. On the L ocation tab, you may add and/or delete shelving locations to circulation desks.

L Enter alocation or search for it from the lookup '™,

2.
. Add
Click .
3. o ; : delate
To remove an existing location, click
* Location Actions
a add
B-EDUC/BED-TEACHMAT ) delete
B-EDUC/BED-STACKS ) delete

Circulation Desk Mapping

Maintenance . . . ;
_ > Circulation Admin > @ Circulation Desk Mapping

Circulation Desk Mapping

Circulation Desk Mapping allows userswith the role OLE-PTRN Deliver Admin to map circulation desks
to OLE operators.

Each operator will have a default circulation desk but they can have one or more circulation desks where
they can work. If they have more than one circulation desk, they will be ableto change from onecirculation
desk to another to indicate where they are when circulating library materials.

Process Overview

To map circulation desks, staff will find the Circulation Desk Mapping interface under Circulation
Admin on the Deliver menu.

L Enter the Operator or search for the person from the lookup ™.

2. PressEnter.
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Home » Circulation Desk Mapping »

Circulation Desk Mapping

* Operator: | dev2 a
Default Allowed Desk Code Desk Name
] UC_JRLMAIN UC Regenstein Library, 1st Floor
] BL_BS_SPEA BL Business SPEA
] BL_EDUC BL Education
] BL_HPER BL HPER
] UC_DLAW UC D Angelo Law Library
] UC_CRERAR UC Crerar Library
] DU_PERKN DU Perkins
] DU_LILLY DU Lilly
] DU_FORD DU Ford
Showing 1 to 9 of 9 entries First | | Previous | P4 | Next | | Last
\ Save ‘ \ Clear ‘

3. You may changethe default circulation desk by checking one of the boxesin the default column. Every
time an operator logs into OLE to circulate materials, they will be at thislocation.

4. You may select or deselect allowed circulation desks by checking or unchecking the boxes in the
allowed column. These will appear in the Cir culation Desk drop down on the L oan/Retur n interface.

A list of circulation desks will appear below the search.

5.
I Save ‘
Click

Copy Format

. Circulation Admin > Copy Format .
Copy Format Type

The Copy Format document defines the format of a copy request. Though locally configurable, some
examples of copy format include "photocopy" and "PDF".
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Document Layout

Copy Form at Type Document Number: 5002 Document Status: INITIATED

Initiator Network Id:  ole-quickstart Creation Timestamp: 11:40 AM 03/17/2014
* indicates required field
~ Document Overview
* Description: Explanation:

Organization Document Number:

~ Add/Edit Copy Fromat

old New

Copy Format Code: Photo copy Photo copy

Copy Format Name: Photo Gopy Photo Copy
Active Indicator: true @

» Notes and Attachments (0)

» Ad Hoc Recipients

» Route Log

The Copy Format document includes the Add/Edit Copy Format tab. The system automatically enters
datainto both the Old and New sectionsin this tab. Selected data fields are available for editing.

Add/Edit Copy Format Tab Definitions

Title Description
Copy Format Code Required. The code to identify the copy format.
Copy Format Name Required. A descriptive name of the copy format.

Active Indicator Indicateswhether this Copy Format isactiveor inactive. Removethe check

mark to deactivate

Fixed Due Date

Maintenance ) ]
> Patron Admin > & Payment Status S

Fixed Due Date Lookup

Getting Started

Fixed Due Date Lookup

Create New

Circulation Policy Set: EI

search clear values cancel
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Document Layout

Document Number: 5473 Document Status: INITIATED

Fixed Due Date

Initiator Network Id: cle-khuntley Creation Timestamp: 12:02 PM 09/18/2013

expand all| [collzpse all

= indicates required field

¥ Document Overview e Required

* Description: || ] Explanation:

Qrganization Decument Number: l:l

¥ Add/Edit Fixed Due Date

= Circulation Policy Set:| =

¥ Time Span

* From Date * To Date * Fixed Due Date Actions

L= L = L 1=

» Notes and Attachments (0)

» Ad Hoc Recipients

» Route Log

This screen includes unique Add/Edit Fixed Due Date and Time Span tabs in addition to the standard
tabs that display at the bottom of OLE documents.

Note

For more information about the standard tabs, see Standard Tabs on the Guide to OLE Basic
Functionality and Key Concepts.

Add/Edit Fixed Due Date Tab

Time Span Tab

¥ Time Span

* From Date * To Date * Fixed Due Date Actions

[ = [ = [ 1=

Time Span Tab Definitions

Title Description

Fixed Due Date
Action
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Flagged Item Search

S Circulation Admin > Flagged I[tems Search
Flagged Items Search

The Flagged Item Search allows usersto look up itemsthat have been flagged as damaged, missing pieces,
or lost during circulation. Users may click the hyperlinked barcode to open the Item record.

Note

For information on the item record, see OLE Items in the Guide to OLE Describe and Manage
Module.

Document Layout

Flagged Iltems Search Lookup e

Barcode:

FlagType: -

Clear Velues Cancel

Show 10 ~| entries

ERY -~ coturee o Commbor  © ShohingLocaton ¢ Faghols ¢ e ,

Religion in Geschichte und Gegenwart 2342334 BG6T8 1 API CD fehit Missing Piece

Showing 1 1o 1 of 1 entries
,

Location

. Circulation Admin . & Location - Location Lnnkup S

Location

The goals of the location system are to:
1. Model the organization’s structure clearly and accurately.
2. Support storing configuration information at the appropriate level of the organizational structure.

3. Allow libraries to establish policies for alocation that apply to the organization’s components. This
makes administration easier.

4. Support modeling relationships between parts of the organization.

5. Support consortial models.
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The general ideais that alocation’s setting or policy will automatically apply to the location’s children,
unless the children override the setting.

Document Layout

Document Number: 4355 Document Status: INITIATED

Location

Initiator Network Id: admin Creation Timestamp: 03:30 PM 08/16/2013
collapse all
* indicates required field

¥ Document Overview

* Description: Explanation:

Organization Document Number:

¥ Add/Edit Location

old New
Location Code: B-EDUC B-EDUC
Location Name: Bimgtn - Education Library Bimgtn - Education Library
Location Level: 3 3 N
Parent Location: El

» Notes and Attachments (0)

» Ad Hoc Recipients

» Route Log

I: submit :ll save H: blanket approve :l ([ dose | cancel

The OLE Location document includes the Add/Edit L ocation tab. The system automatically enters data
into both the Old and New sectionsin thistab. Selected data fields are available for editing.

Add/Edit Location tab definition

Title Description

Location Code The code to identify the location of the Instance Record. Each location
must have a unique code with a maximum length of 40 characters.

Location Name Required. The familiar title of the location. Maximum length is 100
characters.

Location Level Required. The numerical representation of the location hierarchy. Locally

configured, valid values are 1-5.

Parent L ocation If the location level is NOT 1, chose a parent location by clicking on the
magnifying glass icon. A valid parent location must be at a higher level
than the new location being created.

Location Level

> Circulation Admin > @ Location Level S
Location Level Lookup e

‘Location Level®
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Locations are structured so that alocation can be part of another location. The various levels that make up
alocation are named and structured in this maintenance document.

Document Layout

Location Level® s0s5 NATED

Initiator Network Id: admin Creation Timestamp: 04:08 PM 04/14/2014

* indicates required field
~ Document Overview

* Description: Explanation:

Organization Document Number:

~ Add/Edit Location Level

oud New

Level Code: INSTITUTION INSTITUTION

Level Name:  Institution

Parent Level Id:

*» Notes and Attachments (0)
» Ad Hoc Recipients
» Route Log

The OLE Location Level document includesthe Add/Edit L ocation L evel tab. The system automatically
enters data into both the Old and New sectionsin this tab. Selected data fields are available for editing.

Add/Edit Location Level tab definition

Title Description

Level Code The code to identify location level

Level Name Required. The familiar title of thislocation level
Parent Level ID Thelevel in the hierarchy above thislocation level

Request Type

> Circulation Admin _ & request Tvoe » REQUEST TYpE

The Request Type document defines the type of request available on the Request e-document and allows
the system to apply logic unique to each type. For example, arequest, which could include recalls, holds
or pages, could be hold or delivery. Hold means that the patron will come to a pick-up location to retrieve
the item when it becomes available. Deliver means that the item will be delivered to the patron when it
becomes available. Reguest types could a so include Copy or In Transit Requests.

Requests are managed via check-in or check-out transactions and those operations have business logic to
follow when an item has a pending request(s) of any kind. Because of that, creating a new request type
without adding business|ogic to the code will be pointless. The Request Typeisused by an operator when
creating arequest for a patron. The Request Type determines the business logic to be followed.
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Document Layout

Document Number: 4023 Document Status: INITIATED

Request Type

Initiator Network Id: admin Creation Timestamp: 09:48 AM 08/13/2013
collapse all
= indicates required field

¥ Document Overview

* Description: | Explanation:

Organization Document Number:

¥ Add/Edit RequestType

old New
Request Type Code: Recall/Delivery Request RecallDelvery Request
Request Type Name: Recall/Delivery Request RecallDelivery Request

Request Type Description: Recall Request Recal Request

Active Indicator: true

» Notes and Attachments (0)

» Ad Hoc Recipients

» Route Log

| submit |

save ( blanketapprove | [ dose ) cCancel

The Request Type document includes the Add/Edit Request Type tab. The system automatically enters
datainto both the Old and New sectionsin this tab. Selected data fields are available for editing.

Add/Edit Request Type Tab Definitions

Title Description

Request Type Code Required. The request type code associated with this request type

Request Type Name Required. The familiar title of the request type.

Request Type Description The familiar description of the request type.

Active Indicator Indicates whether this Request Type is active or inactive. Remove the
check mark to deactivate
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Address Source

Patron Type
Fee Type
Patron Source

Payment Status
> Patron Admin . Statistical Category

On the Maintenance menu, Patron Admin provides access to anumber of patron maintenance documents.

Address Source

> Patron Admin > @ Address Source S
Address Source Lookup e

Address Source®

The Address Source document is used to define where the address came from on a Patron document. For
example, loaded from the registrar, input by an operator or patron, etc. Some or even al of your Address
Sources could beidentical to your Sources. The Address Source has been defined specifically for situations
where you wish to preserveinformation from aparticular Address source when overlaying existing patron
data during an import. For example, datafrom a Source “ Registrar Load” would typically haveits address
data identified as Address Source “Registrar Load” but you may wish to preserve any existing address
whose Address Source is “Patron Supplied”. Y ou would set your import options appropriately.
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Document Layout

Address Sou rceo Document Number: 5062  Document Status: INITIATED

Initiator Network Id: admin Creation Timestamp: 04:40 PM 04/14/2014
* indicates required field
~ Document Overview
* Description: Explanation:

Organization Document Number:

~ Add/Edit Address Source

old New
Ole Address Source Code: REGL REGL

Ole Address Source Name: Registrar Load Registrar Load

Ole Address Source Desciption: Registrar Load Registrar Load
Active Indicator: true ]
» Notes and Attachments (0)
» Ad Hoc Recipients

» Route Log

The Address Source document includes the Add/Edit Address Source tab. The system automatically
enters datainto both the Old and New sectionsin this tab. Selected data fields are available for editing.

Add/Edit Address Source Tab Definitions

Title Description

OLE Address Source Code Required. A unique code to identify an address source.
OLE Address Source Name Required. The familiar title of the address source.
OLE Address Source Description Required. A description of the source address source.
Active Indicator

Indicates whether the address source is active or inactive. Remove the
check mark to deactivate the code.

Patron Type

> Patron Admin > Patron Type
Patron Type Lookup

Patron Type®

Borrower types alow for distinct groups to be granted permissions such as the ability to borrow items,
the default circulation loan period, ability to renew and/or request, eligibility for physical delivery, etc.
Borrower type is one of the three primary characteristics controlling circulation policy sets (the other two
being item type and shelving location). Each patron record in OLE must have a borrower type.

>

Document Layout
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Patron Type®

~ Document Overview

* Description:

Organization Document Number:

~ Add/Edit Patron Type

Oold

Patron Type Code: FAC

Patron Type Desciption: Use for current Faculty

Patron Type Name: Faculty
Active Indicator: true
» Notes and Attachments (o)
» Ad Hoc Recipients
» Route Log

Document Number: 3500 Document Status: INITIATED

Initiator Network Id: admin Creation Timestamp: 09:27 AM 04/10/2014

* indicates required field

Explanation:

New
FAC
Use for current Faculty

Faculty

=

The Borrower Type document includes the Add/Edit Borrower Type tab. The system automatically
enters datainto both the Old and New sections in this tab. Selected datafields are available for editing.

Add/Edit Borrower Type Tab Definitions

Title

Description

Borrower Type Code

Required. The borrower type code associated with this borrower type

Borrower Type Description

Required. A description of the borrower type.

Borrower Type Name

Required. The familiar title of the borrower type.

Active

Fee Type

Indicates whether this borrower type is active or inactive. Remove the
check mark to deactivate.

s [T 5 7

The Fee Type document is used to define the type of fee created on the Patron Bill Payment document.
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Document Layout

Document Number: 3972 Document Status: INITIATED

Fee Type

Initiator Network Id: admin Creation Timestamp: 02:11 PM 08/12/2013

expand all | [collapse all

* indicates required field

¥ Document Overview ° Required

* Description: | ] Explanation:

Organization Document Number:

~ Add/Edit Fee Type

old New
Fee Type Code: OVR_DUE OVR_DUE

Fee Type Name: Overdue Fine Overdue Fine

» Notes and Attachments (0)

» Ad Hoc Recipients

» Route Log

_ submit ) [ save | ( blanketapprove | [ dose | cancel

The Fee Type document includes the Add/Edit Fee Type tab. The system automatically enters data into
both the Old and New sectionsin this tab. Selected data fields are available for editing.

Add/Edit Fee Type Tab Definitions

Title Description
Fee Type Code Required. A unique code to identify afee type.
Fee Type Name Required. The familiar title of the fee type.

Patron Source

Maintenance

> Patron Admin > Patron Source >

Patron Source Lookup e

Patron Source

The Source document is used to define where the information on the Patron document has been obtained.

Document Layout
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Patron source Document Number: 5060 Document Status: INITIATED

Initiator Network Id: admin Creation Timestamp: 04:19 PM 04/14/2014

* indicates required field
~ Document Overview

* Description: Explanation:

Organization Document Number:

~ Add/Edit Source
old New
Ole Source Code: REG REG
Ole Source Name: Registrar Registrar
Ole Source Desciption: Registrar Registrar
Active Indicator: true ™

» Notes and Attachments (0)
» Ad Hoc Recipients
» Route Log

The OLE Source document includes the Add/Edit Sour ce tab. The system automatically enters data into
both the Old and New sectionsin this tab. Selected data fields are available for editing.

Add/Edit Source Tab Definitions

Title Description

OLE Source Code Required. A unique code to identify an OLE source.

OLE Source Name Required. The familiar title of the source.

OLE Source Description Required. A description of the source.

Active Indicator Indicates whether this carrier codeis active or inactive. Remove the check
mark to deactivate the code.

Payment Status

Maintenance

 Patron Admin . & paymens sisnus , | AYMeNt Status
The Payment Status document is used to define the status of payment on the Patron Bill Payment.

Document Layout

Document Number: 3573 Document Status: INITIATED
Payment Status

Initiator Network Id: admin Creation Timestamp: 02:24 PM 08/12/2013

expand all | | collapse all

* indicates required field

¥ Document Overview

* Description: Explanation:

‘Organization Document Number:

¥ Add/Edit Payment Status

oid New
Payment Status Code: PAY_OUTSTN PAY_QUTSTN
Payment Status Name: Outstanding Outstanding

» Notes and Attachments (0)

» Ad Hoc Recipients

» Route Log

submit ) ( save ) ( blanketapprove ) [ cose ) Cancel
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The Payment Status document includes the Add/Edit Payment Status tab. The system automatically enters
datainto both the Old and New sectionsin this tab. Selected data fields are available for editing.

Add/Edit Payment Status Tab Definitions

Title Description
Payment Status Code Required. A unique code to identify a payment status.
Payment Status Name Required. The familiar title of the payment status.

Statistical Category

Maintenance . _

Patron Statistical Category

The Statistical Category document is used to identify statistical categories associated with an OLE patron.

Document Layout

. 5 Document Number: 3571 Document Status: INITIATED
Patron Statistical Category

tiator Network Id: admin Creation Timestamp: 02:08 PM 08/12/2013

colizpas ol

= indicates required field

¥ Document Overview © required

* Description: [] e Explanation:

Organization Document Number:

¥ Add/Edit Statistical Category

old New

Statistical Category Code: SAMPLE SAMPLE

Statistical Category Name: Sample Sampie

Statistical Category Description: Sample Sample

Active Indicator: true

} Notes and Attachments (0)

¥ Ad Hoc Recipients

» Route Log

submit | | save | | blanket approve ) [ close | Cance

The Statistical Category document includes the Add/Edit Statistical Category tab. The system

automatically enters datainto both the Old and New sectionsin thistab. Selected data fields are available
for editing.

Add/Edit Statistical Category Tab Definitions

Title Description

Statistical Category Code Required. A unique code to identify a statistical category.

Statistical Category Name Required. The familiar title of the statistical category.

Statistical Category Description Required. A description of the source statistical category.

Active Indicator Indicates whether the statistical category is active or inactive. Remove the
check mark to deactivate the code.
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Deliver Terms and Definitions

Term

Definition

Patron

An individual who has some level of library privileges. A person with
access to a library (virtual or physical) and identified as belonging to a
specific group, e.g., faculty, undergraduate, unaffiliated, etc. Each group
may have different levelsof service privileges, e.g., faculty haveindefinite
loan periods when borrowing items, undergraduates can borrow for 90
days, etc.

Synonyms: borrower, patron, library user

Borrower Type

A group of library users (e.g., “undergraduate”, “graduate”, “faculty”,
“adumni”, “affiliate”, etc.) who share a primary characteristic(s) and have
the same service privileges (e.g., loan period, fine rate, access (or not) to
interlibrary loan, etc.). Borrower type is one component in determining
whether or not a user can borrow a library item and if so, under what
policies.

Check digit

A check digit is a form of redundancy check used for error detection,
the decimal equivalent of a binary checksum. It consists of a single digit
computed from the other digits in the message. With a check digit, one
can detect simple errors in the input of a series of digits, such asasingle
mistyped digit or some permutations of two successive digits. In libraries,
e.g., check digit routines can be used to validate ISBNs, ISSN, and item
and patron barcode numbers.

Circulation

The functions, policies and processes by which alibrary loans materials
to its users, tracks such transactions and charges fines and fees for policy
violations, e.g., overdue fines for late returns, lost item replacement fees,
etc. Departments in charge of circulation may also issue patron ID cards,
rent lockers, collect copying fees, manage the interlibrary loan function,
etc.

Circulation Desk

The place that is considered an item's "home" when it is presented for
circulation transactions, i.e., it can be checked out without override AND,
when checked-in, does not need to be routed asit is aready "home".

Shelving Location

The place where a library’'s item is housed, either permanently or
temporarily. Identified in a holdings and/or item-level record, shelving
location is used as one attribute in determining whether items housed
there are eligible for borrowing and if so, the applicable policy. See also
Location.

Item status

A descriptor describing an item's state for circulation purposes, e.g., "not
checked out", "on hold", "checked out”, "on shelf", etc. If an item is still
in the order process, item status typically is the same as the order status,
e.g., "on order", "received”, "in processing", etc.

Item Type

An identifier assigned to each item in alibrary that, in circulation, is one
component to determine whether or not such an item can be borrowed
and, if so, the conditions of the loan. Item types are generally defined
by each library and can be either a specific format (e.g., “DVD”, “CD",
“Map”, “Dissertation”, etc.) or an indicator of borrowing dligibility (e.g.,
“Circulating”, “Non-Circulating”).

Loan

Theprocess by which the system: (1) validateswhether or not alibrary user
can borrow alibrary item based on defined attributes (e.g., the circulation
desk location, the shelving location of the item, item type, borrower type,
etc.); and (2) if aloan is permitted, links the item with the patron and
applies certain conditions (e.g., length of loan period) based on policies
defined in configuration files.

Synonyms: Check-out, charge, charge out

Loan Period

The period of time for which a user has been allowed to borrow alibrary
item. The loan period is usually dependent on the item type, the item’s
location and the borrower type. A loan period can be expressed in days,
hours, as afixed date, or as“indefinite”.

Location

Anelementinalibrary’s system configuration that describes a conceptual
entity (e.g., “The University of X Library") or a building (“John Doe
Memorial Library”) or an area(“DoeLibrary, Bookstacks’; “DoeLibrary,

60




APPENDIX

Circulation Desk”). All library items are assigned to a shelving area
location and this becomes an attribute in identifying an item’s eligibility
for borrowing and if eligible, the applicable loan policy. Locations may
aso refer to library staff work areas at which certain functions (e.g.,
acquisitions, cataloging or circulation) are performed on or with items
housed at shelving locations; work areas (e.g., a circulation location) are
identified at operator login.

Request

The ability of a library user/patron to ask for services relating to the
retrieval, loan or copying of an item in the library’s collections. Such
requests are now typicaly submitted online through a public interface
that must interact with the library’s “back office” system. See also Hold
Request and Recall Request.

Return

The process by which the system: removes the temporary linkage between
an item loaned by the library to a patron; calculates any overdue fines or
penalties to be charged to the patron; and resets the item status to indicate
its next state (e.g., “not checked out”, “in transit”, “on hold”, etc.).

Synonyms: Check-in, discharge

Overdue Fine

The amount charged to a patron when a loaned library item is returned
late. Overduefinesare calculated at check-in, based on an amount per day/
hour, and may vary depending upon the borrower type, theitem’slocation
and the item type.

Overdue Recall Fine

The amount charged to a patron when aloaned library item that has been
recalled is returned late. Recall overdue fines are calculated at check-
in, based on an amount per day/hour, and may vary depending upon the
borrower type, the item’s location and the item type.

Replacement Fee

The amount charged to a patron for an unreturned item. Lost item
replacement fees may be a specific amount (as defined in the item-level
record) or a standard amount based on borrower type, the item’s location
and the item type.

For additional OLE terms and definitions, see the OLE glossary.

Deliver Roles

Below are some of the roles that will be authorized to use Loan/Return, Request, Patron, My Account,
and related maintenance documents in the OLE test drive. Please see individual e-docs for specific

requirements in each workflow.

Note

Sample users are provided for ease of testing and can be replaced with local library users.

Role Name Sample User Functions/ Permissions

System user who has al permissions for patrons
Patron Manager admin and for borrower types

System wuser who can edit patrons and

maintenance documents pertaining to patrons
Full Circulation Attendant devl with the exception of borrower types

Limited Circulation Attendant

testuserl, testuser2

System user who can view but not edit patron
records and has no access to patron type.

Circ Desk Attendant |

testuserl

System user who can view patrons and edit
their address, can loan and return items, update/
backdate due dates and cresate fast adds.

Circ Desk Attendant |1

eric, edna

System user who can loan and return items,
update/backdate due dates, create fast adds, create
and edit requests, post and forgive payments.

Circulation Supervisor

devl, dev2

System user who can loan and return items,
update/backdate due dates, create fast adds, create
and edit requests, post and forgive payments,
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create and update bills, update request queue,
manage patron addresses and proxy accounts.

Super Circulation Supervisor

admin; adminl

System user who can loan and return items,
update/backdate due dates, create fast adds, create
and edit requests, post and forgive payments,
create and update bills, update request queue,
manage patron addresses and proxy accounts, and
manage circulation desks.

Shelving Location Administrator

devl, dev2

System user who can create and edit permissions
for shelving locations. Can view the location,
location level and create, edit a maintenance
document only where the location level is a
shelving level

L ocation Administrator

admin, adminl

System user who can add and edit institutions,
campuses, libraries and collections. Can view,
create, edit location maintenance documents and
can view, edit the name of the location level
mai ntenance document.

Deliver Admin

admin, adminl

System user who can initiate and map circulation
desks

Operator

edna, eric, dev2

System user who can loan materials

Unit Manager

dev2

System user who can loan and override loan

<any user-Action List>

<any Kuali user>

Linked Resources

» OLE Basic Functionality and Key Concepts.: E-Daocs, action buttons- basic overview of elements

* OLE Documentation Portal

» OLE Published User Documentation on the wiki

» OLE Roadmap
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