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1 Introduction

1.1 Database structure

The Alephino database contains bibliographic records, authority records, holdings and admin-
istrative data, devided into different interlinked master files. Depending on the type of the re-
cords, the format of the records differs.

Bibliographic records, authority records and holdings records are stored in MARC21 format.
Administrative data are stored in Alephino format. Administrative records are for example
items, acquisitions data like orders, invoices, vendors, and circulation data like partons, loans
or requests.

Bibliographic
records A
BIB Iterr_ls
- : Serials
; Administrative ACO data
y 4 data CIRC data
Authority
records
AUT
ANy
Holdings

HOL

There are the following bibliographic master files:

TIT (titles)

AUT (authors)

MEX (items)

SUB (subjects)

THS (thesaurus)

PER (persons/thesaurus)
ORT (places/thesaurus)
LND (countries/thesaurus)
MAT (materials/thesaurus)
ZTR (time periods/thesaurus)
HOL (holdings)

Next to this bibliographic data there is the administrative data for the circulation which is kept
in the following master files:

© Ex Libris (2012) Page 4 of 56
Alephino Release 4.1 Circulation



BEN (patrons)

PRM (patron priviliges)
ADR patron addresses)
VBU (loans)

VOR (requests)

CSH (fines)

1.2 Overview over the modules

Alephino has a modular structure. There are clients based on Windows which have a graphical
user interface — short GUI. These clients are used by the library staff users when they are
working in Acquistions and Serials, Cataloging or Circulation. After installation of the clients,
any module can be started from the Windows start menu.

¢ Acouisition & serials
M Cataloging

+* Circulation

nﬂ Print daermon

¥ version check

If one module is open, icons for the other ones appear at the bottom of the screen, within the
operations bar. By clicking on these icons, the module will start or, in case that it is already
open, it becomes the active one.

I N

[ &
a5
B Acquisitions & Serials

The icon with the four arrows represents the Acquistions and Serials module. This module in-
cludes ordering, inventory management, invoice handling, claiming and other acquisition re-
lated services as well as the serials management, where the staff user can manage subscrip-
tions, control issues and items, manage routing and claiming. Budgets, vendors and currencies
are managed within this module.

E Cataloging

The cataloging module is used to create, update, duplicate or delete bibliographic records as
well as authority records. In addition, holdings and items records are managed here.

@ Circulation

The icon with the two arrows represents the Circulation module. In this module, loans and re-
turns are performed, requests are managed, and patrons are administrated as well as cash
transactions.
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2 Patrons

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

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

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

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

2.1 Patron Tab

In order to work with any patron's record, to open a session with a patron, select the Patron
tab:

El

flephina  VMiew Patrons  Items Circulation  Requests  Reports  Help IE
|| [+
el E
© e @ |0|& |
--Patron Activity

[L] Loans

[C] Cash

[H] Hold Requests

[U] Routing Lists
--Patron Registration

[3] Global Patran Infor mation

[©] Local Patron Infor mation
[O] Address Information

The Patron tab is comprised of the "Patron Activity" root with four nodes and the "Patron Re-
gistration" root with three nodes.

Patron Activity

Loans

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

Hold Requests

Routing Lists

Patron Registration
Global Patron Information
Local Patron Information
Address Information
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2.2 Patron Search Bar
The Patron Search Bar becomes active when the Patron Tab has been selected.

=] B [E

The Patron bar includes the following six elements:

The Patron icon .

The Patron field where you enter the patron ID or patron barcode.
The list IEI button.

The arrow button sends the value entered in the Patron field to the server.
The display area shows the patron's name and ID/barcode.

The New Patron icon on the far right.

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

2.3 Creating a new patron

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

& | ==

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

Items  Circulaion  Re
Mew Patran Cl+F7

Duplicate Patron Cirl+F10
1 Delete Patron Chl+F11

2.3.1 Regular Patron Registration

If the FastPatronRegistration flag in the Circ.ini file is set to N, the Global Patron Registration
form will be displayed. This form has two tabs: Patron Information (1) and Patron Information

).
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Global Patron Information

1. Patron Information (1% ] 2. Patron Information (2)

Patron ID: Pincode:

Barcode: | Regisker number: |
Mame: | @
Title: El Date of Birth: on/anyo00n El
Home Library: El Language: Izl

Refresh

Open Date: 57-09-06 Update Date; | 27-09-06 Update |

Cancel

Help

i

Global Patron Information

1. Patron Information {13 ] 2. Patron Information (23 ]
Block 1: | oo m| EI Lipdate

Block 2: | a0 M @
Block 3: | o0 H @
hote 1: | @El
Mote 2; | E'
Mote 3 | E'

Refresh

0l

Cancel

i

Help

Fill in the details and click Update.

2.3.2 Fast Patron Registration

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

© Ex Libris (2012)
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Patron Registration Form

Pincode: Reqistration Mumnber: R
2ave Deraults
Last Mame: First Name;
Address: |
E-mail: | @I
Zip Code: Diate of Birth: o0foo/o000 Izl
Telephone 1: Telephone 2:
Patron Sublibrary: IEI Patron Status: Izl
Language: Iﬂ Home Library: Iﬂ
Global Mote 1: |
Global Mote 2: | El
E
Global Mote 3 | - Cancel
Help

This form registers a new patron in the system. The form contains fields pertaining to local
patron information and address information, such as e-mail, zip code and telephone numbers,
and local patron information such as patron sublibrary and status. The form does not contain
fields relating to proxies and blocks (delinquencies).

The form's buttons are:

Update
If you have update privileges, you may change the information on this form. To do so, make
your changes and click the Update button.

Save Defaults

Clicking this button will save the following values as defaults: Sublibrary, Language, and
Home Library. The next time the form is opened, the values that were in these fields when
Save Defaults was clicked will be automatically loaded.

The form's editable fields are:

Barcode

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

Pincode

This field is mandatory. The Pincode is used for verification, providing an additional security
check beyond that provided by the Patron Barcode. It is one of the parameters used by the sys-
tem to identify the patron when signing in to the Web OPAC.
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Additional ID
An additional ID can be entered here. This can be any unique number that you want to use ad-
ditional to the barcode (e.g. personal number).

Last name / First name

This field is mandatory. Enter here the last and first name of the patron. If you are working
with ‘FastPatronRegistration=N"’ (see above), you see only one field to enter the name. In this
case please enter “Last Name - comma - blank - First Name”.

For institution names, fill only the Last Name field.

Each name may be up to 100 characters long.

Address
Fill in the patron's address information.

E-Mail
Fill in the patron's e-mail information. If this field is filled in, receipt, etc. can be sent per
Email to the patron.

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

Zip Code
Optional. Fill in the patron's zip code.

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

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

Patron Sublibrary
This field is mandatory. The sublibrary entered in this field will be the sublibrary for which a
local patron record will be created for the new patron.

Patron Status
This field is mandatory. The status entered in this field will be the patron's status in the local
patron record that will be created for the new patron.

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

Home Library
This is the patron's preferred sublibrary.

Global Notes
You may enter any additional information, such as special interests. You may enter up to 100

characters in each field.

After the Update button is clicked, all of the patron's records (Global information, Address,
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Sublibrary) will be created. The records are created based on the values supplied in the form
and the default values described below.

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

2.4 Opening a patron record
There are several ways to open a patron record:

« Type the ID or barcode in the Patron field;
« Scan in the barcode;
« Select a patron from the Patron List. The Patron List is invoked by clicking the Patron

List icon. Izlon the Patron bar.

Enter a patron’s ID, barcode or additional ID in the Patron bar’s patron input field and click

;

&) | [se7e0 [IDN=000000002] Zahrte, Elke

The Patron List can be opened as follows: Click on the button IEI that is displayed next to the
input field in the Patron Search Bar.

@ ] EE] =]
Patron List
Sort by,
Select
(" Patron ID [w Display Local Patrons Only
Kewwords
(@ Patron Mame Enker Skarking Point
Mew
" Patron Barcode | —
Delete
User ID Barcode Marne, first name Date of hirth
[000000001] 12345 Gode, Sandra 03/31/1975
[D0O0O0003] 48558 Stnith, Jane 07 /0441976
[DDO0O0004] 7EO7FIST Tester, Harry 0304 ,/1956
[ODo0oD0o02] S6789 Zahrte, Elke 05/26/1962
Cancel
Help

The Patron List offers a number of options to search for patrons:
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Sort by
It is possible to sort the list by patron name, patron ID or patron barcode number.

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

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

The following buttons are available on this screen:

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

Search
Click keywords and enter a search word to find the patrons list by entering keywords.

Once a patron has been called up the screen will be populated with the patron's information.
This information remains on the screen until the end of the patron's session.

Alephing View Fatrons Items Circulation Requests Reports Help [7]

= | [ ooos 3 | ron=000000008] Dacher, Gabi
O =] =
e ® 1 Ola| Local Patron Information |
= Patron Activity
[L]Loans (2)
[C] Cash Delete
[H] Hold Requests (1) -
_Renew
[U] Routing Lists =
= Patron Registration
1, Local Patron Detals }2‘ Local Blacks and Nates | 3, Lacal Privileges
Patron ID: 00000000005! l:l
Barcode: 0008 Get Defaults
Titls:
Hame: Dacher, Gabi
Sublibrary: B
Patran Status: o bl
Expiration Date: 00/00/0000 O]
Patron Type: o4 O
Cash Limit: 0.00
\Web OPAC Message: |

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

Alephino  Wiew Patrons Items Circulation Requests Reports  Help Iz
& | [oooe [][3] | [1DN=000000008] Dacher, Gabi

=il =

The patron's current cash balance; number of current loans, cash, hold requests, routing lists
and advance bookings.
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[C] Cash
[H] Hold Requests (1}
[U] Routing Lists

--Patron Registration
[3] Glabal Patron Infor mation
[O] Local Patron Information
[O] address Information

In the example below, the Local Patron Information node was selected from the Patron tab.
The Local Patron Information tab is displayed in the upper pane:

Local Patron Information ]

Subl. Status ipti i i Last activi

Students 0 000 0 o Delete

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

1, Local Patron Details ]2. Local Blocks and Mokes ] 3. Local Privileges ]

Patron IC: | Qo00000000E!
Barcode: | 000&
Title: |
Mame: | Dacher, Gabi
Sublibrarsy: | ZEB
Patron Skatus: | 04 Izl
Expiration Date: | fi0/onyoooo El
Patron Tvpe: | 04 Izl
Cash Limit: | 0.00
Web OPAC Message: |
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2.5 Updating a patron record

Open a patron record as described in chapter 2.4. Enter your changes in any of the tabs. Gen-
erally, changes are only made in the lower pane.After making the changes, click Update to
save them.

2.6 Duplication a patron records

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

FEngelgel [tems  Circulation  Re
Mew Patron Cirl+F7
Cuplicate Patron Crl+F10

Delete Patron Crl+F11

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

2.7 Deleting a patron record

To delete a patron record, highlight the Delete Patron entry under the Patrons main menu or
use the Ctrl+F11 hotkey.

EEngea [tems  Circulaton  Re
Mew Fatron Cil+F7
Duplicate Patron Cirl+F10

Celete Fatron Cirl+F11

You will receive a prompt asking if you are sure you want to delete. The system will not de-
lete a patron who owes money, or has outstanding loans. In the case of outstanding loans, you
must first delete the loan transactions and then delete the patron record.

If a patron has outstanding Requests, the system will warn you, but you may still delete the
patron record.

When the patron record is deleted, all of the information about the patron (address, hold and

privileges, and so on) is deleted from all of the related sublibraries.

2.8 Closing a session with a patron

When you have finished working with the current patron, press F4. This will clear all informa-
tion about the patron from the screen.

Entering and sending a new patron ID to the server also closes the previous patron's session.
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3 Items

3.1 Introduction

In the Alephino-system, an item consists of a single record where the information about it is
stored. Each item linked to a title record, and cannot exist without a title record. Each item has
to be identified by a barcode or another unique number. Various activities in the circulation
procedure happen to items. Certain activities may even be initiated for a specific item. To
view the status of a medium (is the medium on loan? If yes, until when? Who borrowed

it?),you have to retrieve the item list.
To work with any item's record, open the Item tab:

flephino  Wiew  Patrons  Items Circulabion  Requesks  Reports  Help IE

@ || El
3 [l [+]

@2 |e 0 |& |
0 0

=I-[M] List Of Items
[E] All Iterms History
- [1] Item
[H] Hald Requests
[L] Loar
[©] History
[B] Bibliographic Info.
[T] Trigger List

3.2 Item list

You may directly retrieve a specific item by barcode or by location (truncating is not allowed

here), by entering the barcode or location in the Item Search bar. Then click . The item list
appears in the right frame, and the title information is displayed next to the input field.
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flephino  Wiew Patrons  Ikems Circulation Requests Reports  Help El

@ | B

H | 002051 IEI [IDN=000002014] Identity and difference / artin Heidegger.
wle s o0& )|

Trems List ]

@ [1] Functional O [2] Overview

Mo, Subl., Location Barcode Itern =

-I-[¥] List Df Items (1) ,
[E] &l Items History ooz2051
-1-[1] Item [002081]
[H] Hold Requests
[L] Loan {10/05/2009)
[©] History
[B] Bibliographic Info.
[T] Trigger List

In the item list you can see bibliographic details and the available items. By activating the loan
filter (box check in the top left of the window) the list changes and mostly details from the cir-
culation process are displayed (e.g. patron, loan date, due date). Without the loan filter, the list
shows mostly details from the item itself.

Ttems List |

Mo, | Subl. | Location Barcode | Item status | Collection Description |Loan status | Due at

ALBOS udio  Texthook loaned 10/19/2009

collection

Hold Request
Claim Return
Lost
Recall
Print Slip

Push ko [kems

|

Refresh

Sork Options | Location j

The following actions can be performed from here:

Hold Request
With the button ,,Hold request™ you may place a new hold request, if the patron has the relev-
ant privileges.

Claim Return

With the button ,,Claim Return® you can register the claimed return of an item. The item will
then be no longer claimed, i.e, the original patron will not receive any reminders. If the item
reappears and the the library staff tries to loan it, there will be a notice indicating this status.
By returning the item the regular way, the status is changed back to normal.
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Confirm Claim Return

9

“"‘4‘/ Are wou sure you wank o claim loaned ikem as returned?

Lost

With the button "Lost" you can register the loss of an item. A lost material bill will be calcu-
lated and printed. The status of the item changes to "lo" which prevents loans and returns. The
status of the item can only be changed back to normal by editing the item record and modify-
ing the item status.

Confirm Lost

9

H_..(/ Are you sure you want to declare loaned ikem as lost?

Recall

Click Recall to recall a loaned item without creating a hold. This function enables you to re-
call an item without creating an hold request. The recall button is active only for loaned items.
You can initiate only one recall per item.

Print Slip
To print an item slip, highlight the item and click Print.

Push to Items
Click -> Push to Items to go to the Item tab in the Cataloging module to continue working
with the item record of the highlighted entry.

Refresh
Click Refresh to reload the Item List from the server so that it reflects changes that have oc-
curred since you first opened the window.
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L. Full fermat {Cataloging) ]2. Field Format (Cataloging) ] 3. ISBD Format ]

]
Control no, /1D
Latest transaction
MB no.
NBA confral no.
Cataloging source
Language code
Country of publ.
Personal narme
Uniform title
Main Title

Imprint

Physical description
General nate
Subject-Topical term
AE - personal name
AE - pErsonal narme
ISBM

syailibility

Mo, items

000001893 / DDB

10,/02/2009

GFR-DMB-04, 402,0028

969546347 GyFmDR

Cataloging agency: DOB | Language: ger
eng ger

dk

Wichard, Wilfried,

atlas zur Biologie der Wasserinsekten, engl,

Biological atlas of aquatic insects /W, Wichard ; W, Arens ; G. Eisenbeis, With a foreword
by Wincent H. Resh. [Transl. by: Caroline Coit].

Stenstrup, Denmark @ Apollo Books, 2002,
339 5. : zahlr, Il graph. Darst. ; 19 cm.
Literaturverz, 5, 310 - 331
\Wasserinsekten,

Arens, Wierner,

Eizenbeis, Gerhard.

g87-88757-60-9 ;

Pp.

1

1j1

Locate

Circulation

il L1111

For information on how to create and edit items in the items module, please read the training
material for the cataloging module; further information can also be found in the section Items

in the online guide.

3.3 Catalog record and create item

If you want to loan an item but the title record has not yet been entered in the system you can
quickly create an auxiliary title record with minimal information and create an item so that the

loan can be performed.

To do so, select in the menue "ltems" the function "Catalog record and item". You will get the
window "Catalog record". It consists of two tabs "Document information" and "Item informa-

tion".

After filling in the desired information in both tabs, confirm this with OK. Now, a loan is pos-

sible.
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Catalog Record and Create ltem
1. Docurnent Information ] 2, Ttemn Informnation 1

author | 100 a | Cataloger, Tester ok |

Eitle: | 245 a | This is a short cataloging

edition B a | isted.

place | 260 € |Hamburg

seties | 430 a |

wolurne | 400 W |

Cancel

Help

Catalog Record and Create ltem

i bl

1. Document Information ] 2, Ikem Information
Open Date: | 07-05-10 Sequence Mumber: | Q0oao0 o
Item Barcode: | 135471 Material Type: 000 IEI Save Def |
Sublibrary: (6 El Callection: | 00001 El

Item Status: | oo IEI Item Process Status: IEI
Zall Mumber Tvpe: El Zall Mumber: | |

2nd Zall Number Tvpe: Izl Second Call Mumber: |

Descripkion: |

QOPAC Maoke: |

Internal Moke: |

B o Fm Fm (] ]

id

Circulation Mote: | Briefly cataloged Cancel
ance!

Help

3.4 Changing item information

Via the function Change item information in the menue Items you can change item informa-
tion in the Circulation module. The following window Change item information - Step 1
will be displayed.
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Change Item Information - Step 1

Sublibrary: rlﬂ "
Item Status: lmilzl
Item Process Status: lilzl
Femate Storage 10 lilzl
Callection: Wlﬂ

Zall Murnber |

]
Zall Murnber 2: | El Help

Iﬂ

lose

i

This window asks you to determine the new item status, sub-library, collection, etc. for the
item(s). You only need to fill in the information that you want changed in the items' records. If
you want the data in a particular field to be deleted, enter a minus sign. When you are finished
filling in the form, click OK and the following window Change item information - Step 2
will be displayed.

Change Item Information - Step 2

field newy content | | |

item status Books
Sub-lbrary 2B
Collection Feading room

Enter Ikem Barcode: |
Help

Close
[ w5

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

Click OK or press Enter after each barcode number that you enter.

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

Note that this function does not use any formal check routines resp. no dublicate check so
items should normally not be edited via this function but in the Items module.
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4 Loan

A loan requires registered patrons and registered items with definitions for each status. Before
a loan is performed, there are several checks, e.g.

 if the patron has the privilige for loaning;

« if the borrowr card is still valid;

« if the patron has delinquencies;

« if the patron has overdue loans or open fines;

 if the patron has exceeded his maximum number of allowed loans;
« if the item is loanable or not;

« if the item has any hold requests.

4.1 Setting up loan options

Before loaning any items to a patron, you should first check the system's loan options, and ad-
just them according to your needs. The "Set Up Loan Options" window determines the sys-
tem's functionality when performing a loan transaction.

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

Set Up Loan Cptions ﬁ

v Display Circulation Mote QK

Iv Display "Ikem(s) on hold For this patron” Message;

[ Display "Item is requested” Message
[ Patron Verification Required

| Display Item Process Staktus

| Owerride Button as Default

Loan Receipk Printing

{* Mo Receipts

" Per Single Loan c |
Cance
" 4l Loans in ©ne Receipk M
Help

Display Circulation Note

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

Display "Item(s) on Hold for this Patron' Message
Select this option to display a message if there is an item on hold waiting for the patron.

Display "Item is Requested' Message
Select this option to display a message if this item is requested by another patron.
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Patron Verification Required
Select this option to require patron verification in order to perform the loan.

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

Override Button as Default

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

Loan Receipt Printing

You can determine whether or not the system will automatically print loan receipts. To have
the system automatically print receipts, you can choose whether they should be printed after
each loan transaction or only at the end of a session with a patron. In the latter case, one re-
ceipt will be printed listing all of the loans made to the patron during the current session. The
current session is ended either by pressing F4 or by entering another patron.

4.2 Loaning an item

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

flephino  Wiew  Patrons  Items Circulation  Requests  Reports Help |1|
e} [
7 || [

W |e | ® | 0|8

Fatron Information

Q Q

-I-Loan
[5] Session
[H] History
[D] Active Due Dates

Enter either the barcode or the patron ID or select the patron from the patron list. The system
checks if the patron currently has open fines, overdue loans or hold requests (depending on the
definitions based on the patron status and the loan options). Depending on the definition it is
possible to ignore delinquencies and proceed with the loan by clicking the button Ignore.
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flephino View Pabrons Items Crculation Requests Reports Help [2]
@ | [oo0s 3] | on=0000000081 Dacher, Gabi =]

=] [ =
wlg|e|0|s |

Patron Information

° ° >
Balance: 0.00 Hew Cash 7.
= Loan User Dacher, Gabi Pay Cash
[S] Session Date of birth 08/25/1983 = -
[H] History Address Gabi Dacher A oo M
[D] Active Due Dates Muhlenminkl 45 -5
20351 Hamburg
[Pastal address valid from: 12/15/2005] Letter
Phone 040/8653712
Home library iz}
Loan count 2010-1 7- 006-10-0 0-0

Status: Students
val=Y / Hold request=Y / Multi hold request=Y / Selfloan=Y / Self

Permissions (to sublibraries) Sub lbra
Loan=Y
return=Y
Ianore=Y f No overdue notice=Y / User profile=Y /Requesting avaiable item=Y

When you then enter the item barcode, there also checks on the item, based on the item status
(e.g. in-house use only).

After the loan has been performed, when you see title information in the lower pane. You may
process the loan with the following buttons.

Alephin View Fabrons Ttems Circulation Requests Reports Help [ 7]

[ | [ooos []3] | 1on=000000008] Dacher, Gabi [=]
D | [aLsoz [ =
=2
w 1 g|e|0|a| Patron Information |
@ [1]Functional QO [2] Overview 7
7 | | Balance: 0 New Cash 7.
= Loan User Dacher, Gabi Pay Cash
[5] Session Date of birth 08/25/1983 . T [ ]
H] History Address (Gabi Dacher a 00 Pakron's Cash
[D] Active Due Datss Mahlenwinkl 45 -5
20351 Hamburg
[Postal address valid from: 12/15/2005] Letter
Phone 040/3558712
Home library =
Loan count 2007-5 2006-1 00 0-0 0-0
Permissions (to sublibraries) 5ub library : 78 Status: Students
oan=Y {Renewal=Y [ Hold request= / Multi hold request=" / Selfloan=" / Self
retum=Y
Ignare=Y { Mo averdue natice=Y / User prafile=Y / Requesting avaiable item=Y
v

L. Loan Session |2, Blocks |

Prink Session
Change Date
Loan Motes

End Session
If the loan has not been performed yet but information has been entered in the Patron bar
and/or the TItem bar, clicking FEnd Session will clear the screen.

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

New Cash

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

Pay Cash

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

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

Letter

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

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

The buttons in the lower pane are (Circulation Session):

Print Session
Click Print Session to print a receipt for the loans performed during the current session with
the patron.

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

Loan Notes
Click Loan Notes to enter a note that will appear on the Loan Details - Patron tab.

4.3 Loan history

To see a list of all the loan transactions performed on the station, select the History node on
the Loan tab.
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B |g | ® |08 |
o o

-I-Loan
[5] Session

[O] Active Due Dates

Loan History ]
Patron ID Patron Mame Item Barcode
Dacher, Gabi 0o0z079
Clear All

A list of the loan transactions is displayed. You may edit or view individual loan transactions
via the following buttons.

The following actions can be performed from here:
Print

Highlight the lines to be printed (multiple choice click Ctrl+Shift or Ctrl+Mouse) and select
Print.

Clear All
Select "Clear All" to clear the loan history.
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5 Return

5.1 Setting up return options

Before returning any items, you should first set up the system's return options. To activate this
function, select Alephino / Options / Set Up Return Options from the Main menu. The follow-
ing screen will be displayed:

Set Up Return Options S|

[ Print Return Receipt O

|_ Print Return Receipk - Transfer

[ Display List of Hold Requests

[w Display "Item is not on loan" Message
[ Display Circulation Moke
|_ Display Item Process Status

Late Return Message

(@ Mo Message

{ Per Each Loan

Cancel
{ At the End af Session with Current Patron (F4)

Help

Print Return Receipt
Click this box if you want the system to automatically print a receipt for each return transac-
tion.

Print Return Receipt - Transfer
Click this box if you want the patron to receive a receipt even though the item needs to be
transferred to another site.

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

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

Display Circulation Note

If you check this box, the Circulation Note that was entered in the Item Record will be dis-
played when a patron returns the item. The Circulation Note field can be found in the Items
module, in the Item form under the tab General Information (2).
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Display Item Process Status
Click this box if you want to display a prompt with the item's process status.

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

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

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

« At the End of Session with Current Patron (F4):
Click this button if you want to be notified at the end of a series of return transactions
for a specific patron.
The end of a session with a patron is marked by pressing the F4 key. (F4 is the stand-
ard setup for end of session with patron. It can be changed in the file accel.dat.)

5.2 Returning an item
Click the "Return" tab.

B 2 |@|0|& |
® [1] Functional ) [2] Owerview
—- Return

[5] Session
[H] History

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

H | 110/WEE El [IDN=000000100] Introduction to the sociclogy of development (2nd Ed.}

Alternatively, invoke the Call Numbers List by clicking the list button E and select an item
from the Call Numbers List.

Click the arrow to perform the return, or press ENTER.

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

- Balance: |U.UU Mew Cash | | P -

User Dacher, Gabi . Pay Cash
Date of birth 08/25/1983 — W .
Address Gabi Dacher i ' Patron's Cash

Mihlenwinkl 45 -
20351 Hamburg
[Postal address valid from: 12/15/2005] Litker
Phone 040/8658712
Home library ZB
Loan count 2010-1 2007-5 20056-10-0 0-0
Permissions (to Sub library : ZB Status: Students
sublibrarias) Loan=Y /Renewal=Y [ Hold request=Y / Multi hald

request=Y / Self loan=Y [ Self return=Y
Ignore=Y { Mo overdue notice=Y [ User profile=Y |
Requesting available item=Y

Clear

BIB record [000002044] Quantitative methods for conservation biology J Scott Ferson ; Mark Burgman ed. Crverride Date
media type Periodicals =

Location ALBO3

Barcode 002079

due at 05/21/2010

In a case where the system detects that your work station is not identified as the home sublib-
rary of the item being returned, but does accept returns for another sublibrary, the system will
automatically print out a transfer slip for the item, and display a message instructing you to
transfer the item to the owning sublibrary.

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

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

Override Date

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

New Cash

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

Pay Cash

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

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

Letter

Click Letter to print a letter to a patron. You will be able to select from a number of letter
formats defined by your Setup (Client). This function is also used to print the patron's circula-
tion list and library card.

Click on to send an e-mail message to the patron. The patron's e-mail address will automat-
ically be inserted in the To field.
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6 Hold requests

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

6.1 Setting up the hold requests

You can determine the following paramaters in Web Service Module / Setup Services / Circu-
lation Parameter:

Permissions

- if an item with a specific item status may or not be requested for an hold request

- if an item with a specific item status may be or not multiple requested for an hold re-
quest

- if an item with a specific item status may or not be requested, when it is not loaned.
- if a patron with a specific patron status may or not request.

- if a patron with a specific patron status may or not request multiple items from the
same title.
« if a patron with a specific patron status may request items, when they are not loaned.
Check Item Availability

« The amount of time that an item is kept on the hold shelf

« The amount of time that an available item is reserved with a specific item status

« how much a patron (with a specific patron status) must pay for a Hold Request.

« how much a patron must pay for postal fees or email such as a "Hold request filled"
message.

You can determine in Return Options (see above: Setting up return option), whether or not the
Hold Request list (Items Return) automatically will be displayed by the system.

6.2 Creating a hold request

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

« From the Requests Menu, or

e From the Item Tab.
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6.2.1 Creating hold request from the request menu
Select Requests/Hold Requests/Create Hold Request. The following screen will be displayed:

Enter Item & Patron Information &|

Item Barcode: | IEI

Cancel

Patron IDfBarcode: | IEI
Help

You can use the barcode reader to scan in the barcode. Alternately, you can search for an item

by clicking the List button IEI The "Search for Title" window will be displayed.

Search for Title R|

Eibliographic Library |Title -

all Authors

all subjects

Titles

ISBM/IS5M

Identification no.

Location
Accession Mo, Cancel
Barcode Help

Enter search strings in one or more fields and click Search. If there is more than one hit, the
Brief List window will be displayed from where you can select the record.
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Brief List

ALuthar

2/19 Wiormen, information and the 19895 2
future. Collecting and sharing
resources worldwide,
Procesdings of a conference
sponsored by the Schlesinger
Library on the History of
Wharnen in America and held at
Radcliffe Callege 17-20 June
1994
3/19 Studies in the economic history 1973 1
of the Middle East from the rise
of Islam to the present day.
4,19 The modern econamic and 1989 2
social history of the Middle East
in its world context,

5/19  Cenfral banking in history. 1993 1 w Help

Cancel

i

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

Record Number 2008 in Library M-TIT: 1 of 19

SYSID Q00o0z00a ~
Control no, fID Q00o0z00a
Latest transaction  06/22/2008

Systermn contral no, 2063 Mexk Record
Personal name Srrith, Charles D S
Main Title Falestine and the Arab-Israeli conflict, A history

with documents, 4th edition
Imprint Bedford,/St. Martin's : Boston, 2001
Physical description  xv, S41p.
General note Wiritten with objectivity and grounded in the

latest scholarly research, this 4th edition offers
a comprehensive and comprehensible
introduction to the history of the conflict
between the Arab states and Israel,
Recognizing that recent events are best
understood within historical context, the author

devotes 5 chapters 1o history before 1948 and Cancel
the creation of the state of [srael. He examines
not only the social, political, diplomatic and w Help

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

Click OK. The following screen is displayed:
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Create Hold Request - 457447 - 000000000002/Zahrte, Elke

1. Request Information ] 2. Item Filter Information ]

Iterm: | |

‘Women, information and the future, Collecting and sharing ~
resources worldwide. Proceedings of a conference sponsored by
the Schlesinger Library on the History of Wormen in America and
Feld 2t Radeliffe Calleae 17-20 Tne 1004 Hinkemith Preess

Sys. Ma. [ Seq.: |0cu:u:01659 |00cu:u:1

Patran ID: | 000000000002 | Zahrte, Elke E

Author of Part: | |

Title of Part: |

Pages ko Copy:

|
Moke 1: |
Make 2: |

Frarn Date: 09/27/2006 El Tao Date: 09)27}2007 Izl
Recall Type: |E|

Pricrity: I—El Cancel
.

[ Rush Handling
Help

Create Hold Request - 457447 - 00000000D0002/Zahrie, Elke

1. Request Informmation ] 2. Item Filker Information ]

Copy: | D

Sublibrary: 76 IEl Year:

Item Status: oo El Yolurne:

Item Process Status: El Part:
Collection: oon0i B Issue Mumber:

Cancel

Help

i

You can place a hold request for an item only if the patron has hold privileges. To place a hold
request, fill in the form and click OK. Following is help for each field of the Create Hold Re-
quest form:
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Item
This is the bibliographic information attached to the item you selected in the previous step.

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

Patron ID
The Patron ID is already filled from the previous step.

Author of Part
No implemented.

Title of Part
No implemented.

Pages to Copy
No implemented.

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

From Date/To Date
Enter the period of time during which the patron is interested in receiving the material. The
system default period is one year but you can change the dates when creating the hold request.

Recall Type
If you want the item to be recalled, choose the level of urgency, 01 (regular) or 02 (rush). If
you do not want the item to be recalled, choose 03 (no recall). If no value is found there, the
default is 03.

Priority
You can determine the position of the Hold Request in the queue by assigning a Priority. The
highest level priority is 00, and the lowest is 99.

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

Item Matching Filter
Use these fields to define the group of "like" items with which the hold request may be filled.

Only Selected Item
If you want the hold request to be filled only by a specific copy, select this option.

6.2.2 Creating a Hold Request from the Item Tab
Retrieve an item n the Item tab.

H | 110/WEEB El [IDN=000000100] Introduction to the sociology of development {2nd Ed.)
Select either the "List of Items" node or the "Item" node.
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List of Items Node
Highlight an item on the Items List tab in the upper pane and click the Hold Request button.

Item Node
Click the Hold Request button in the right pane.

In both cases you will be prompted to enter the Patron ID or barcode.

Enter Patron Information R|

Cancel

Patron IDjEarcode:! | | IEI
Help

The following window will be displayed:

X

Create Hold Request

Patron ID [ Mame:

| Gode, Sandra (0] 4

Author of Part:

Title of Part:

Mate 1:

Moke 2:

|
|
Pages to Copy: ‘
|
|
Frorn Dake: ‘

09/27/2006 El To Date: | 09j27/2007 El

Recall Type: liEl
Priarity: lilzl

[ Rush Handling

Item Matching Filker

[ only Selected Item Copy:

|

Sublibrary: lzgilzl Year: |
Tkem Skakus: IFIH Yalurme: |
|

|

Item Process Staktus: El Park:
Collection: nooo1 El Issue Mumber:

Cancel

Help

For a complete explanation of the fields available in this form, please refer to the chapter
“Creating a Hold Request from the Requests Menu”

© Ex Libris (2012) Page 35 of 56
Alephino Release 4.1 Circulation


http://baloo:4010/english/guide_eng/g-circ2-holds.htm#holdrequestform%23holdrequestform

6.3 Viewing a hold request

Details of a hold request are accessible from the Hold Requests node in both the Item tab and
the Patron tab.

Item Tab
In the Item Tab select the Hold Requests node to display a list of hold requests for the selected
item. The hold requests will appear in the List of Hold Requests pane.

List of Hold Reguests ]

valid from valid to

Delete

G0 ko Patron

Letter

Click the Go to patron button to be transferred to the Patron tab and to display its details.

Select an entry from the list to display its details in the Hold Request Information pane.

1. Hold Request Infotmation l 2. Ttem Match Fiter |

Patron ID/Name: | 000000000002 | Zahrte, Elke @ I:l
Description: | @
Author of Park: |
Title: of Part: |
Pages to Copy: |
Hald Request Mote 1 |
Hold Request Mote 2; |
Open Date: WEI Recall Type: ’7@
Request Date: 09)27 {2006 El End Request Date: 09272007 Izl
Hold Date: 00/00/0000 E End Hold Date: 00/00/0000 IH
Hold Request Status: il IEI Letter Status: IEI
Priarity: 0 El [ Rush Handing
© Ex Libris (2012) Page 36 of 56

Alephino Release 4.1 Circulation



1. Hold Request Information 2, Tkern Makch Filker l

Sublibrary: ZB m Copy! o |:|
Ttem Status: o Izl ‘ear:
Item Process Status: IE Wolume:
Collection: 00001 E Fart:
Issue Mumber: ’—

6.3.1 Patron Tab

In the Patron Tab select the Hold Requests node to display a list of hold requests for the selec-
ted patron.

List of Hold Requests l

Mo, Subl, [Barcode] tithe Status valid from valid to Prio (W | Yolume

Go ko Ikem

Click the "Go to Item" button to be transferred to the Item tab and to display its details .

Select an entry from the list to display its details in the Hold Request Information pane.

6.4 Updating a hold request

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

+ From the Item Tab, or

«  From the Patron Tab.

Each way is described below.
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6.5 Updating a Hold Request from the Item Tab

Retrieve an item in the Item tab.

B | 110/WEE El [IDN=000000100] Introduction to the sociology of development (2nd Ed.)
Select the Hold Requests node.

w2 |@ o|&|
& [1] Functional Q) [2] Overview

=-[M] List Of Items {1)
[E] All Iterns History
= [1] Item [002079]
{[H] Hold Reguests {13
[L] Loan
[O] History
[B] Bibliographic Info.
[T] Trigger List

Highlight a line on the List of Hold Requests tab in the upper pane. The details are displayed
in the lower pane.

1. Hold Request Information l 2, Tkem Match Filker

Patron IDjMame: | 000000000002 | Zahrte, Elke

(o]

Description:

Author of Part:

Title of Part:

Hold Request Note 1:

|
|
|
Pages to Copy: |
|
|

Hold Request MNote 2:

Cpen Date: 09/2712006 Izl Recall Type: IEI
Request Date: 09/27}2006 El End Request Date: 09/27(2007 EI
Hold Date: Wlﬂ End Hold Diate: Wlﬂ
Hold Request Status: M Iﬂ Letter Status: Iﬂ
Priority: a Izl [ Rush Handing

Edit the form and click Update. Note that the Update button is only active after at least one
field has been edited. Note that the fields "Hold Date" and "End Hold Date" are filled in auto-
matically by the system and can only be edited if the Hold Request Status is set to S (On Hold
Shelf).

6.6 Updating a Hold Request from the Patron Tab

Retrieve a patron in the Patron tab.

@ | [se7es [ 3] | 1DN=000000002] Zahrte, Elke
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Select the Hold Requests node.

w|e @ |0|& |
- Patron Activity
[L]Loans (1)
[C] Cash
{[H] Hold Requests {23
[U] Routing Lists
--Patron Registration
[3] Global Patron Information
[2] Lacal Patron Information
[O] Address Infarmation

Highlight a line on the List of Hold Requests in the upper pane. The details are displayed in
the lower pane.

1. Hold Request Information ] 2, Tkem Match Filter ] 3. Bibliographic Information ]

Author of Part: | | |
Title of Part: |

Pages bo Copy: |

Hold Requesk Moke 1: |

Hold Request Mote 2: |

Requester ID{Name: | 000000000002 | Zahrte, Elke
Open Date: 09/27 {2006 Izl Recal Type: Izl

Request Dake: 09/27 2006 B End Request Date: 092712007 Iﬂ

Hold Date: WE End Hold Date: WB

Hold Reguest Status: M Izl Letter Status; IEI

Pricrity: 0o Izl | Rush Handiing

Edit the form and click Update. Note that the Update button is only active after at least one
field has been edited. Note that the fields "Hold Date" and "End Hold Date" are filled in auto-
matically by the system and can only be edited if the Hold Request Status is set to S (On Hold
Shelf).

6.7 Deleting a hold request

In the normal course of events, a hold request is deleted by the system if the requested item is
loaned to the requesting patron.

There are several ways to delete hold requests manually:
« Delete a Hold Request by Barcode
« Delete a Hold Request from the Item Tab

« Delete a Hold Request from the Patron Tab
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« Delete Multiple Hold Requests

When a single hold request is deleted, the system can automatically print a letter to the patron
who placed a hold request, informing him that the item is no longer being held for him. This
depends on the set up of your workstation.

6.8 Delete a Hold Request by Barcode

Choose in Requests menu / Hold requests / Deleting Single Hold Request by Barcode Enter
your barcode in the following window.

If there is only one hold request for the item, it will be deleted automatically. If there is more
than one hold request, the "Delete Single Hold Request By Barcode" window will be dis-
played, allowing you to view the list of hold requests and choose the one(s) you want to de-
lete.

Delete Single Hold Request by Barcode - 569869

[DO0D01669] |
Wornen, information and the future, Collecting and sharing resources worldwide.
Proceedings of a conference sponsared by the Schlesinger Library on the History of Erint
Women in America and held at Radcliffe College 17-20 June 1994 Highsmith Press
ISBM 0-917246-67-2 Expand
Includes index
IUpdate
Barcode | User ID Status valid fram valid o Prio
Close
Help
Delete
Click Delete to remove the highlighted request from the list.
Print
Click Print to print a letter to a patron.
Expand
Click Expand to see detailed information about the highlighted hold request.
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Update
Click Update to update the hold request. For example, to change the date on which the patron
is interested in receiving the material.

6.9 Delete a Hold Request from the Item Tab

Retrieve an item in the Item tab.

D | 110/WEE B [IDN=000000100] Introduction to the sociology of development (2nd Ed.)
Select the Hold Requests node.

Highlight a line on the List of Hold Requests pane and click Delete. You will be prompted to
confirm deletion and to add a note as to why the hold request was deleted.

6.10 Delete a Hold Request from the Patron Tab

Retrieve a patron in the Patron tab.

@ | [se7es [ 3] | 1DN=000000002] Zahrte, Elke

Select the Hold Requests node.

Highlight a line on the List of Hold Requests pane and click Delete. You will be prompted to
confirm deletion and to add a note as to why the hold request was deleted.

6.11 Delete Multiple Hold Requests

Use this option to delete several hold requests together. The scope of hold requests to be de-
leted is determined by the filters in the Delete Multiple Hold Requests window. Select Re-
quests / Hold Requests / Delete Multiple Hold Requests from the Main menu. The Delete
Multiple Hold Requests window will be displayed.

Delete Multiple Hold Regquests B|

AL DS fioynoooon El [v Pending requests | Filled requests Ok
End Request Date; IWE'

Hold Crate: o0jo0jo000 El

Sublibrary: Iilzl

Ttem Status; IiEl

Patron Skakus: Iilzl Cancel

Help

Fill in values to filter the hold requests you want to delete.

Request Date
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This is the date on which the patron requested the material. You can delete requests starting
from the date entered here. Select the type of request you want to delete, Active and/or Wait-
ing requests.

End Request Date
This is the date up to which the patron is interested in receiving the material. You can delete
requests up to and including the date entered here.

Hold request

The hold date is the date on which a letter was produced for the patron informing him that the
requested material is ready to be picked up. (These hold requests have status "B".) You can
delete requests up to and including the date entered here.

Sublibrary
Select a sublibrary from the list to delete hold requests for a particular sublibrary. Otherwise,
leave the field blank.

Item Status

You may want to delete hold requests of items that have a particular status. Otherwise, leave
the field blank.

Patron Status
You may want to delete hold requests for patrons having a particular status. Otherwise, leave
the field blank.

6.12 Returning items with hold requests

If the Circulation Librarian has set the system to automatically display a list of hold requests
for an item as soon as the item is returned (by using the function Set Up Return Options), the
following screen will be displayed:
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X

Hold Requests for Returned Item - 457447

[[0oooo1663] | e
Women, information and the future, Callecting and sharing resources worldwide.
Proceedings of a conference sponsored by the Schlesinger Library on the History of Update
YWamen in America and held at Radcliffe College 17-20 June 1994 Highsmith Press :

VWisconsin, 1995 Delete
ISEN 0-917846-67-2

Includes index Letter

il

Barcode | User ID Status valid from | wvalid 1o Prio

[457447] Gode, Sandra item ] /
requested

[457447] Zahrte, Elke 0oaoaaooz  iwem 09/27/2006 09/27 /2007
requested

Help

Close
E

This window shows the list of hold requests for the returned item.

It is possible to set up the system to automatically choose and print letters for the first request
on the list. A different setup would be to let the Circulation Librarian choose the request him-
self.

It depends on the setup of circ.ini [ReturnHold].

Expand
Click Expand to see detailed information about the highlighted hold request.

Update
Click Update to update the hold request.

Delete
Click Delete to remove a highlighted request from the list.

Letter
Click Letter to to print a letter to a patron

6.13 Expired holds

This section explains what to do if the patron never picks up an item that is waiting for him on
the hold shelf.

Use the Web Service "Delete expired hold requests" from the Web Service Menu to identify
items that have remained on the hold shelf for more than a specific period of time.
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Use the report that will be created from this service to remove these items from the hold shelf.
However, there may be additional hold requests for an item.

6.14 Printing letters to patrons

After a patron places a hold request, the library will fill it if possible. In this case the library
sends a Hold Request Filled letter to the patron to inform him that the item he requested is
ready to be picked up

If the hold request cannot currently be filled the library sends a Hold Request Not Filled letter
to the patron informing him that the item he requested is currently not available and asking
whether he wants to wait until the item is available.

6.14.1 Hold Request Filled

Send a "Hold Request Filled letter" to inform a patron that the item he requested is now avail-
able. Select Requests / Hold Requests / Print Letter - Hold Request Filled from the Main
Menu. In the form that pops up, enter the item barcode and click OK. The following screen
will be displayed:

Hold Requests for Returned Item - 457447 R‘
[000001669] | Bt
Wiomen, information and the future. Collecting and sharing resources waorldwide,

Proceedings of a conference sponsored by the Schlesinger Library on the History of Update

Wiomen in America and held at Radcliffe Caollege 17-20 lune 1994 Highsmith Press :
WWiSConsingG 1995

ISBM 0-917346-67-2

Includes index Letter

Barcods | Lser (] StatLs valid from | walid to Prio
[457447] Zahrte, Elke item 5

requested

Close

Help

This window shows the list of the item's hold requests. The list includes hold requests of all
statuses: Title requested (V), Item requested (M), Provided (B) und (closed stack) request (S).

Expand
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Click Expand to see detailed information about the highlighted hold request.

Update
Click Update to update the hold request.

Delete
Click Delete to remove a highlighted request from the list.

Letter

Click Letter to print a "Hold Request Filled letter" to the patron. Whether or not the first of
multiple hold requests in the list is automatically printed depends on the setup of circ.ini [Re-
turnHold]. Whether or not a library wants to charge the patron for Hold Request filled letters
(a case in point is if the letter is sent by e-mail) depends on the setup of Hold Request Man-

agement.

6.14.2 Hold Request Not Filled

Send a "Hold Request Not Filled" letter to inform a patron that the item he requested is cur-
rently not available. Select Requests / Hold Requests / Print Letter - Hold Request Not Filled
from the main Menu. In the form that pops up, enter the item barcode and click OK. The fol-

lowing screen will be displayed:

Hold Requests for Returned Item - 457447

Proceedings of a conference sponsored by the Schlesinger Library on the History of
Wiamen in America and held at Radcliffe College 17-20 June 1994 Highsmith Press .
Wilisconsin, 1993

Barcode | User jin} Status valid from | valid to Prio
[457447] Zahrte, Elke

[000001A69] | Expand

wiomen, information and the future, Collecting and sharing resources worldwide.
Update

gelete

ISBM 0-917346-67-2
Includes inde:x Letter

Close

Help

X

Letter

Click Letter to print a "Hold Request Not Filled" letter to the patron informing him that the
item he requested is currently not available and asking whether he wants to wait until the item

1s available.
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See the Hold Request Filled section above for an explanation of the rest of buttons.

recall letters, run the function "Create recall letters" in the Alephino Web Service Module.
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7 Closed stack management

7.1 Define the collections

To define the collection, use the Web Service Module / Menu Setup Services / System Con-
figuration - Parameter "Collection storeroom" (= File ../etc/alephino.cfg, line Storeroom)

(Circulation)
Storeroom = 00004
Storeroom = 00005

Enter the Table code of the collection here. For example 00004. You can repeat the Storeroom
line, that is to say several collections can be defined as storeroom.

Assign item to closed stacks assign an item to the closed stack, you may use the Items tab of
either the Catalog module or the Circulation module. This item must have a collection,defined
as Collection-Storeroom.

1. Item Display 2. General Information (17 13. General Information (2) ] 4, Serial Information ] 5, Serial Levels ] 6, HOL Links ]

Barcode: ‘ 457447 Item Status: ‘ 0o El
Sublibrary: ‘ ZB Izl Item Process Status: ‘ El
Collzction: | 00004 Mlooool  texthook collection

0000z reading roorm
Copy Number: | Q0oa0 g

noooz ManUSCript roorm

Material Tyvpe: ‘ = =
reference collection

Huol, Link: ‘ 0 P
Call Mo, TypefCall Mo, | El | 120.8]M]

2nd Call Mo, TypefCall Mo, ‘ El ‘

Description: ‘

7.2 Request item

When a patron requests a closed stack item through the Web OPAC, a hold request will be
placed for the (available) item. When you click on the "I am waiting in the library" checkbox,
the item is delivered to the reading room.

Items list (to1a vequest. | [ textced ]
Hold request for Pooh, Winnie 9 Calendar - Mozilla Fikfox E@@
Period of interest: 02/25/2008 Dm: n2possentn | |\ L] hetmibaloo:0l L sliac SEOOZCHARLITIO T
i
Week Mon Tue Wed Thu Fri Sat Sun

Note S 1 2 3 4 5 &

& & 9 10 11 12 13
| want to wait in the library for the requested material 7 15 16 17 18 19 20

8 22 23 24 [25] 26 27

Today is Wed, 25 Feb 2009
[ or |_Back
Location Description Collection Barcode Status ek & Note
@ 471141 47111 Ioaned
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If the checkbox is blank, the book will be with the other hold requests and the patron will re-
ceive the following message " The item you requested is now ready to loan". (see Hold Re-
quests chapter )

7.3 Print call slip

The library must have a PC, which has a standard printer (Windows-Standard printer) in store-
room and on which the Alephino Client is setting. The Print-Daemon will be started in Task
Manager (Menu print Daemon / Print Daemon activate). The Daemon controls each 20
seconds, whether or not the requests are here (e.g. it controls, whether or not the store-
room.xxx file is available in ../temp directory ), and it print it. The period can also be changed
from Menu Print Daemon / Print-Daemon-Setup. For more information about Druck Daemon
please see the Task-Manager chapter.
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8 Cash management

8.1 Cash transaction from Patron Tab

Access the Cash panes to display a list of cash transactions from the Patron Activity root on

the Patron tab.

w2 @ |0|& |
-I-Patron Activity
[L] Loans
[C] Cash
[H] Hold Requests
[U] Routing Lists
-I-Patron Registration
[5] Global Patron Infor mation
[©] Local Patron Information
[O] address Information

The Cash upper pane lists cash transactions for which the patron is charged a fee, as well as

free transactions and credits due to the patron.

The four tabs of the Cash upper pane display transactions filtered by the status of the transac-

tion. The transactions are sorted by ascending dates.

1. Active Cash displays a list of unpaid transactions.

1. Active Cash ]2. Cash History ] 3. Cancelled Transactions ] 4. Al Transactions ]

Mo, | Subl | date fransaction +/~ | amount statls fitle info

13 ZB 09/27/2006 Loan fee 0.50 outstanding  Boughton, Jarmes M, Silent revolution. The B S
International Monetary Fund 1979-1989 IMF —
Washinton D.C., 2001 Pay Selected

2/3 ZB 09/27/2006 Hold request fee 1.00 outstanding  Abdel-Malek, Anouar Science and technology in

the transformation of the World, First International
seminar on the transformation of the world,
06 Cwverdue fee

outstanding

Balance: |-2.00 SumtoPay: | 2.00

Subtotal: | -0.50

Waive
Partial Waive
Prink

B Sublibrary

Bl i
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2. Cash History lists paid and partially paid transactions.

1. Active Cash 2. Cash History ]3. Cancellzd Transactions ] 4, All Transactions ]

|ND. Subl, | date fransaction +/- | arnount status title info |
1/4 10/19/2004 Loan fee 5 100,00 paid R |
2/ ZB 04/13/2006 Overdue fee = 0.50 paid (Cash)

3/4 ZB  D4/13/2006 Overdue fee - 050 paid (Cash) Pay Selected

03, Loan fee 0.s0 paid
Waive
Partial Waive
Prink
By Sublibrary
Balance: |-2.00

Surn ko Pay: 2.00

Subtotal; |0.00

3. Cancelled Transactions displays a list of fees that have been waived.

1. Active Cash } 2, Cash Histary 3. Cancelled Transactions ]4. All Transactions I

o Subl. | date transaction +/- | amount status title info

hinton O.C.

Balance: |-1.50 Sum to Pay! | 1.50

Subtotal; |0.00

4. All Transactions displays the unfiltered list.

1. Active Cash ] 2. Cash Histary ] 3. Cancelled Transactions 4, All Transactions l

Mo, | Subl. | date fransaction +/- | arnount statLis title info |
37 B 04/13/2006 Overdue fee = 0.50 paid (Cash) ~ Fep S |
47 ZB  09/27/2006 Loan fee = 0.50 paid (Cash) Women, information and the future. Collecting and
sharing resources worldwide. Proceedings of a Pay Selected
conference sponsored by the Schlesinger Library
57 ZB 09/27/2006 Loan fee = 0.50 remitted Boughton, James M, Silent revolution. The New
International Monetary Fund 1979-1989 IMF
‘\Washinton D.C., 2001 Waive
6/7 ZB 09/27/2006 Hold request fee - 1.00 outstanding  Abdel-Malek, Anouar Science and technology in -
the transformation of the \World, First International PR i
seminar on the transformation of the world, -
Fint
outstanding =
By Sublibrary

Balance: |-1.50 Sum ko Pay: | 1.50

Subtotal; |-0.50

© Ex Libris (2012) Page 50 of 56
Alephino Release 4.1 Circulation




To change the information on the list use the buttons on the right side of the pane. The buttons
are explained below.

Pay Sum
If the patron wants to pay the total amount due, make sure that amount appears in the Sum to
Pay field. Then click the Pay Sum button.

If the patron wants to pay less than the total amount due, enter the amount he is going to pay
in the Sum to Pay field. Then click the Pay Sum button.

After clicking Pay Sum, you will be asked to confirm the amount in the Cash Transaction
form. You can select a payment mode or leave the default value defined by your Setup (Cli-
ent). After confirmation, the system will register as paid as many transactions as can be
covered by the amount paid, starting with the earliest unpaid transaction. A given transaction
may also be partially paid. In this case, the transaction will be split into two transactions, one
for the paid portion and one for the unpaid portion.

Depending on how your workstation is set up, one or more receipts will be printed.

Pay Selected

If the patron wants to pay for one or more specific transactions, highlight the transaction(s)
and click "Pay Selected". You will be asked to confirm that the patron really does want to pay
the specified amount. After confirmation, the transaction will be registered as paid.

Depending on how your workstation is set up, one or more receipts will be printed.

New

You may register a cash transaction by clicking the New button. The New Cash Transaction
form will be displayed, enabling you to define the transaction as a debit or credit, write a de-
scriptive note about the transaction and link the transaction to item record.

Waive

To cancel one or more non-credit transactions, highlight them and click the Waive button. A
form is displayed for you to enter a comment or a reason for cancelling the transaction(s). You
cannot waive a credited cash transaction. If the patron wants to cancel a credited transaction, a
debited transaction of the same value must be created.

Partial Waive

To cancel part of a non-credit transaction, highlight it and click Partial Waive. A form is dis-
played for you to enter a comment or a reason for cancelling the transaction, and the sum that
will be cancelled. You cannot waive a credited cash transaction. If the patron wants to cancel
a credited transaction, a debited transaction of the same value must be created.

Print
To print transactions, click the Print button. If the window is currently displaying all transac-
tions, then all transactions will be printed. If the window is currently displaying a filtered
view, you will be asked whether you want to print all of the patron's transactions in the filtered
view.
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By Sublibrary

This window displays the patron's cash debits/credits totals sorted by sublibrary. The balance
by sublibrary differentiates between regular debit and debit transferred to Accounts Receiv-
able.

I Cash Subtotals by Sublibrary S|
Balance: -3.50

Mo, | Subl date fransaction +/- amount | status title info |

310 B 09/27/2006 Loan fee - 050 paid (Cash)y  Waornen, information and the future. A

Collecting and sharing resources
worldwide, Proceedings of a
conference sponsored by the
Schlesinger Library on the History of
Wormen in America and held at
Radcliffe College 17-20 June 1994
Highsmith Press : Wisconsin, 1995
4/10 7B 0972772006 Loan fee - 050 remitted Boughton, James M. Silent revalution.
The International Manetary Fund
1979-1989 IMF @ Washinton D.C.,

2001
510 FB  09/27 /2006 Hold request - 1.00 outstanding  Abdel-tMalek, Anouar Science and
fee technalagy in the transformation of

the Waorld, First International seminar
on the transfor mation of the world,
Belgrade, oct. 1979 United nations Closd
Univ,: Tokyo, 1982
610 ZB  09/27/2006 Overdue fee - 050 outstanding o =l

8.2 Cash transactions from loan and return tabs

You can pay outstanding sums or create a new cash transaction from the Loanand Return tabs.
The Patron Information tab that is displayed in the upper pane when the Return or Loan tab is
selected provides options to pay for cash transactions, add a new cash transaction, and display
the patron's list of cash transactions.

Patron Information l

Balance: -1.50 Mew Cash -
User Zahrte, Elke -

Date of birth 05/26,/1962 Pay Cash
Address Elke Zahrte Pay: 1.50 .
Patran's Cash

[Postal address valid from: 10/11/2004] ittt .
Home library B b
Loan count 2006-3 0-0 0-0 0-0 0-0 Letter
Permissions (to Sub library @ ZB Status: ermployee
sublibraries) Loan=Y / Renewal=Y / Hold request=Y / Multi hald

request=Y / Self loan=Y / Self return=Y
Ignore=Y / Mo overdue natice=" / User profile=y /
Requesting available item="

New Cash

Click "New Cash" to register a cash transaction.The New Cash Transaction form will be dis-
played, enabling you to define the transaction as a debit or credit, write a descriptive note
about the transaction and link the transaction to a particular item record.
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Pay Cash
If the patron wants to pay the total amount due, make sure that amount appears in the Sum to
Pay field. Then click the Ok button.

If the patron wants to pay less than the total amount due, enter the amount he is going to pay
in the Sum to Pay field. Then click the Ok button. After confirmation, the system will re-
gister as paid as many transactions as can be covered by the amount paid, starting with the
earliest unpaid transaction.

A given transaction may also be partially paid. In this case, the transaction will be split into
two transactions, one for the paid portion and one for the unpaid portion.

Patron's Cash
Click Patron's Cash to move to the Cash tab and to display the cash transactions that belong to
the patron.

8.3 New cash transaction form

When you click the New button (Patron tab) or the "New Cash" button (Patron Information
tab) the following form is displayed:

New Cash Transaction ﬁ‘
8.4

Enter Ikemn Barcode: [DoooC02021] |

Boughton, James M.
130.3/80U.1 [I Silent revolution. The International Monetary Fund

1979-1989 IMF ; \Washinton 0LC,, 2001
ISBMN 1-535775-971-5
Includes bibliographic references and index

Rec. Mo./Ikem Seq.: |2|:|31 ‘ 1

Cash Parameters

Type: 0005 P @& oebie

S | 2,00l " Credit
Key: |
Descripkion: | value refund
Sublibrars: IZB—B Target: Cancel

Help

This form enables you to register a cash transaction.

Be careful when filling in this form. Changing the selection in the fields Type and Sublibrary
updates the fields Sum and Description. The correct workflow is to choose the type and the
sublibrary first. (The same transaction can have different pricing in different sublibraries. The
setup for this is done in Web Service Module / Setup Services / Circulation Parameter)
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Item Barcode
Optional.If you want to link this transaction to a particular item, select the item by entering its

barcode or by searching for it (by clicking the IEIicon). After selecting an item, its biblio-
graphic description, ADM record number and item sequence number will be displayed.

Type

Optional. Leave the field empty or choose from a list of transactions by clicking the arrow to
the right of the field. When you select a type, the description and sum are automatically filled
in. All automatically filled values can be changed manually.

Sum

Enter the fee for the transaction. The fee may be zero. When there is a library-defined fee for
the selected transaction type, it will be automatically displayed in this field. Otherwise you can
enter the fee manually.

Debit or Credit
If the patron owes the library money for the transaction, select Debit. If the library owes the
patron money, select Credit.

Key
This field is not functional.

Description
If you choose a cash transaction type as explained above, the system fills in the matching de-
scription. Andernfalls konnen Sie die Beschreibung zum Gebiihrenvorgang manuell eingeben.

Sublibrary
If the transaction relates to a particular sublibrary, enter the sublibrary code here or choose
from a list of sublibraries by clicking the arrow.

Target
Enter the department that will receive the fee.

Cash receipts

You can define the number of cash receipts that will be printed. To do this, open the circ.ini
file. Go to the [Payment] section. Following is an example of what you may find there:

[Payment]
CashNoReceipt=2

On the right side of the equal (=) sign, type the number of receipts (up to 9) that you want to
be printed. If you do not want any printed, type zero ("0"). The actual printer that will be used
is defined in the PRINT.INI file, with the function name PayLetter or LineLetter. A payment
registered by clicking the "Pay Selected" button will produce a Cash receipt using the LineLet-
ter entry. A payment registered by clicking the "Pay Sum" button will produce a Cash receipt
using the PayLetter entry.

Payment report
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The Payment Report lists all the cash transactions that have occurred within a given time peri-
od. Select Reports / Payment Report from the main menu to create an online Payment Report.

Payment Report g‘
From Date | 01/a1/2006 D] Ok

And Hour |IIIIII:IIIIII -

To Dake | 09{27/2006 El

And Hour |13:56 .

Creakte Report Using:

{ Staff Mame (" IP Address

Sork Report By: ancel

(@ Sublibrary (" Payment Targek Help
From Date/And Hour

Enter the earliest date and hour that you want to be included in the report.

To Date/And Hour
Enter the latest date and hour that you want to be included in the report.

Creating Report using:

Staff Name: The Payment Report will include transactions that were processed by the cur-
rently logged in staff member during the specified time period.

IP-Address: This option filters the Payment Report according to the current workstation which
is identified by an actual IP address. The Payment Report will include transactions that were
processed by all the staff members who used the current workstation.

Sort Report By:

If you choose Sublibrary, all transactions for a given sublibrary will be grouped together. If
you choose Payment Target, the report will be grouped according to the body that is sup-
posed to receive the payments for the transactions.

After the Report is Generated

After the report is generated, two things will happen:

"1 The system will produce a printout or a print preview

"] After the printout is sent or the print preview displayed, you will be asked whether or not
you want to "update the default time". If you choose Yes, the next time you run the report, the
From Date/And Hour will start where the previous report left off.

The online payment report includes the following columns:
« Date

« Sublibrary
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« Patron ID

o Transaction

+ Soll
o Credit
« Status

Please note that Alephino always shows the most recent transactions. If you want to see earlier
transactions use if neccessary the scroll bar to get to the beginning of the list.
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