EVER[LLIGREEN

INDIANA

OPEN SOURCE INTEGRATED LIBRARY SYSTEM

Offline (Standalone) Mode

Evergreen—Standalone Interface / Offline Interface
Courtesy DCPL-Evergreen

The terms “Offline Interface” and “Standalone Interface” mean the same thing—a separate program to
handle simple circulation tasks while the network is down.

Open the Offline Interface

If the network goes down while you are using Evergreen, you'll get a series of Network Failure error
messages. There are several ways to get into the standalone interface, but the programmers recommend
using the Evergreen log-in screen. So, confirm and close the network failure errors rather than using the
[Proceed Offline] button. Close the Evergreen online interface with {File} {Close Window}. Bring up the
Evergreen log-in screen. If you're still logged in, [Log Off] and then click on the [Standalone Interface]

button.

1. Open the Evergreen Logon screen. Click on the [Standalone Interface] button.

[E9((=1e3]

* Evergreen Staff Client 3

Hostnate [ gong gapresceg |

Status Z00: O
Vargion

Authentication

Lsemame | gepy.cen-demoestaff
) —

Coon ) (rogoff )

Offline Lise

EVERLIGREEN

OFEN SQURCE INTEGRATEDR LIBRARY STSTEM

1 (Updated August 2009)



2. Everireen Offline will oEen. You'll see a menu bar and some text on a reddish background.

Erergreen (il
ghecknk | [CRenew | [(inpoweuee | [Checiin | [Reguter pateon | [astewcoict | [ Est |

Use this interface when you have no network connectivity.
Some considerations:

. You should synchronize with Evergreen as often as possible by
logging in when nebtworked. This updates the offline patron list and
the offline clock (the button in the upper left corner).

- You should not modify your local system time through your
operating system once you have synchronized with Evergreen. The
servers keep track of all time differences between machines and
normalizes them when ordering and processing transactions.
Howewver, if the offline clock differs greatly from reality, you may
adjust it from within this interface by clicking on the date/time
button in the upper left corner.

. WYou may upload offline transactions after you regain network
connectivity by logging in and choosing Admin -> Upload Offline
Transactions from the menubar. Once all transactions have been
uploaded, you may review and process them from Admin ->
Offline Transaction Management.

Check Out Items

1. C

lick on the [Check Out] button.

Evergreen (iflne
| 0060325 123727

[oheckone | [_Ronew | [ntpasese | [Chedis | [[Regster buren | [Lastmecet | B |

2. The Standalone Check Out screen will open.

Check Out

=13
Evergreen Oiflne:
[Cootscezs 1zt |

(pecione | [Commess | [(npseiee | (Checips | [eguterpuiren | [Lasteecet ) (e ]

standalone Check Out

Step 1) Checkbeday's date sbave, ot
Step Z) Ender the patron's barcode:

| en Barcode [pmowe =]

Chesck bascote? [
Step 3} Enber the ke dus dake:
[2006-03-08

or chooss ore of these

T
o thaoze & norbartoded option, I=

Check barcode? [

Step ) Enter th Rembarcods:

Step 5) Repest Steps 3 and 4 undd done.
Step) Froh
Pt recsct? [

Ctinte soitited trafnain
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Make sure the date (on the left end of menu bar) is the correct date.

~ Evergreen Offline

[ 2006-08-25 12:41:02 |

~ Standalone Check Dut
Step 1) Check koday's date abowve,
Scan in the patron's library card barcode.

Step 2) Enter the patron's barcode:

| 2101 5906172806 |
Check barcode? [
Check that the due date is correct. You may need to change this depending on whether you are checking out

a book or a DVD. To change the due date, click on the small down arrow and choose the correct setting
(Today+7 days or Today+14 days).

Step 3) Enter the item due dake:

| z005-03-08 |

Step 4) Enter the item barcode: v or choose one of these

| Today + 3 daws

Today + 7 daws
[ o choose a non-barcod  1o4:y + 14 days

Today + 30 days

Scan in the barcode from an item the patron is checking out. It will appear on the right side of the screen.
You may instead choose to select an ephemeral item from the drop-down box below the barcode field.
Step 4) Enter the item barcode:

31013002200991 |

[ ar choose a non-barcoded opkion. .. |"]
heck barcode?

Scan all the patron's items, changing the due date as necessary.

: . : Prink receipt?
Make sure the Print Receipt box is checked. fiTE PEEER
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9. Click the [Save These Transactions] button.

Evergresn Ofline
[(zo06-0825 14:14:59 | [Ghedkon | [[Benew | [[inousotse | [checkin | [Rogsier patvon | [t Recet | [ ek |
‘Standalone Check Dot 1
Step 1) Check todsy's date shove. Court | ToemBercods | Dum Date I
Step 2) Enber the patron's barcods: SI0IEN0CIO0EAT  200G-C08
| 2101 L T | F0IS00EI00RH 20060005
Chedk bareede? [ NosotEen  2006-0e-01
Step 33 Enber the e dus date:
200E-09-01
Shep 4) Enter the kem barcods:
N | - |
or chooss a nen-barcoded option. .. -|
Chedsbarcode? [
Step §) Repaat Steps 3 and 4 unkll dore.
Step ) Frsh
Prink receigt? [

|_Cancel | [ Save these transactions |

Dielete seleched bransaction

10. On the printer dialog box, choose the “Star SP212 Line Mode Printer” to print to the standard receipt
printer. If necessary, click on the down arrow next to the printer name to select a different printer than the

one disilaied. ‘OK'

Frinter

Name: | 2 Ling Mode Printer v| [ Properties. .. ]

Status: Fieady
Type: Star SP212 Line Mode Printer

‘Where:  LPT1:
Commerit; [T Prirat b file

Frint range Copies

@ Al Number of copies: 1 =

() Pages _fn:nm: _lDZ EE ﬂl Caollate

Selection

Frint Frames
Az laid out on the screen

The zelected frame

Each frame separately K ] [ Cancel
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Last Receipt

This button re-prints the last receipt you printed.

1. Click on the [Last Receipt] button.

Evergreen (ifine
[(eoostmas izarar | ghecktnt | [ Berew | [Intioseuss | [Checipn | ([Regster pabron | [LatBocect | [ Et |

Last Receipt

2. On the printer dialog box, choose the “Star SP212 Line Mode Printer” to print to the standard receipt
printer. If necessary, click on the down arrow next to the printer name to select a different printer than the

one displayed. [OK]

Pririter

Mame: Star 5P212 Line Mode Frinter

v| [ Froperties. .. ]

Status: Ready

Where:  LPT1:

Comment;

Print range

@ al

Selection

Pririt Frames

Type: Star SP212 Line Mode Printer \

) Pages _fr-:m: !01

As laid out on the zcreen
The zelected frame

Each frame separately oK l [ Cancel

[ Print ta file

Copiez

B

g

Mumber of copies:

Exit

Exit the standalone interface when the network comes back up and you are ready to go into the online

Evergreen Staff Client.
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1. Click on the [Exit] button.

Evergreen (fne
(oo o ghedont | [[fmew | [intosetss | [Chockin | [ Rogeter pateon | [Lastbocret | [ E |
| -
| Exit
Next Steps

After exiting the standalone interface, the transactions need to be sent to the online Evergreen database.

1. A manager (someone with manager permissions in Evergreen) at the library branch must create a session.

2. Each workstation that was used in standalone mode must upload transactions to the session. Circulation
Staff can do this step.

3. A manager must process the session to send all the transactions into the Evergreen database.

Evergreen—Standalone Interface—Creating and Processing Standalone
Transactions Sessions—for Managers

Note: Circ Staff uploading transactions to the session does not put the transactions into the Evergreen
database. The transactions will not be sent to the Evergreen database until the manager processes the
session.

Create a Session

1. Loginto Evergreen with a manager's username (OPSM or LIBM) and password.
2. From the menu bar, select {Admin} {Offline Transaction Management}.
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3. The Offline Transactions screen will open. Previously created sessions will be listed in the Offline

4,

Sessions section. Otherwise, the Offline Sessions section will be blank.

&

" 2: depl-cen-demo-admin@DCPL-CEN-3TK6021. demo.gapines.org

File Edit Search Circulation Cataloging Admin () Help

1 Offline Transactions |

~ Offline 5

Description i Date Created i Upload Count i Transackions Processed I Processing? I Date Completed iE}
Metwork Outage 2006-... 2006-08-26 12:13 1 4 Completed 2006-08-26 12:15

~ Exceptions for Network Dutage 2006-0826

All transactions from this session have been processed. The errors, if any, are listed below,

YWarkstation i Timeskamp i Tvpe i Event Mame i Item Barcode i Patron Barcade iﬁj

File Edit Search Circulation Cataloging

1 Offline Transactions

Offline Sessions

Descripkion i Date Created i 4]
Metwork, Outage 20068-,.. 2006-03-26 12:13 1

Enter a name for the session, like “Network Outage 2006-09-06.”

http:ffdemo.gapines.org - Create an Offline ... 3

@ Please enter a description: @ Please enter a descripkion:

http:/fdemo.gapines.org - Create an Offline ...

| [Metwark Gutage 2006-09-06 |
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6.

8.

In the Offline Sessions section, highlight the session you just created. An Uploaded Transactions section will
appear in the bottom of the screen. Initially, this section will be empty.

*2: dcpl-cen-demo-admin@DCPL -CEN-3TK6021. demo.papines.org

File Edit Search Circulation Cataloging Admin{=) Help

1 Cffline Transactions ]

~ Offline Sessions

load Count | Transactions Processed Processing? Date Completed E%

Description Date Created 1

2006-08-26 15:20

Mebwork Outage 2006-0826  2006-058-26 12:13 1 4 Completed 2006-08-26 12:15

~ Uploaded Transactions for Network Dutage 2006-09-06

The transactions Fram the Following workstations have been uplaaded, but not processed, When all expected workstations are present here, use the
Process button above.

Date Uploaded i ‘Warkstation i =

it's “Network Outage 2006-09-06".

Wait until all the staff workstations have uploaded their transactions to your session. (See Uploading
Transactions to Session for details.) As the workstations are uploaded, each one should appear in the
Uploaded Transactions section. You will need to click on the [Refresh] button to see them. In the example
below, 3 different workstations uploaded their transactions to the “Network Outage 2006-09-06" session.
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Once all the workstations have uploaded to your session, continue with Process the Transactions.
One workstation has uploaded to the session:

i~ Uploaded Transactions for Network Outage 2006-09-06

The transactions from the Following workstations have been uploaded, but not processed. When all expected workstations are present here, use the
| Process button above.

| | Date Uploaded Wrkskation
| |2006-08-26 16:01 DCPL-CEN-3TKE021

A second workstation has uploaded to the session:
[~ Uploaded Transactions for Network Outage 2006-09-06

| The transactions Fram the Following workstations have been uploaded, but nok processed, When all expected workstations are present here, use the
| Process button abowe.

| | Date Uploaded wiorkstation
| |2006-05-26 16:01 DCPL-CEM-3THE021
| |2006-08-28 16:07 DCPL-CEM-GSKE021

The third workstation has uploaded to the session:
i~ Uploaded Transactions for Network Outage 2006-09-06

| The transactions From the following workstations have been uploaded, but not processed. When all expected workstations are present here, use the
| Process button above.

| | Date Uploaded Workskation

2006-058-26 16:01 DCPL-CEN-3TKE021
2006-05-26 16:07 DiZPL-CEN-GSKE021
2006-058-26 16:16 DiZPL-CEM-0044 00488027

Evergreen—Standalone Interface—Uploading Standalone Transactions to a
Session—for Circ Staff

Note: Circ Staff uploading transactions to the session does not put the transactions into the Evergreen

database. The transactions will not be sent to the Evergreen database until the manager processes the
session.

Upload Workstation Transactions to a Session

Wait until your manager has created a session and told you that it's ready for your upload. There may be

several sessions shown on the Offline Transaction Management screen, so you'll need the name of the
correct session from your manager.

1. Loginto Evergreen with your normal username and password.
2. From the menu bar, select {Admin} {Offline Transaction Management}.
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3. The Offline Transactions screen will open. You should see at least one session in the Offline Sessions
section. You may see old sessions listed there as well.

*1: depl-cen-demo-staff@DCPL-CEN-GSK6021. demo. gapines.org

File Edit Search Circulation Cataloging Admin{-3  Help

1 Offline Transactions ]

~ Offline S

Date Created Upload Counk Date Completed
2005 15:20 1

2008-08-26 12:13 1

| Transactions Processed Processing?

Completed Z006-08-26 12:15

~ Uploaded Transactions for Network Outage 2006-09-06

The transactions Fron the Following workskations have been uploadad, buk not processed. When all expected workstations are present here, use the
Process button above,

Date Uploaded i Workstation ! i
2006-05-26 16:01 DCPL-CEM-3TKE0Z1

4. In the upper Offline Sessions section, highlight the correct session. The bottom “Uploaded Transactions”
section will list other workstations that have already uploaded. In this example, workstation GSK6021 is
ready to upload transactions to session “Network Outage 2009-09-06.” and workstation 3TK6021 has
already completed its upload.

*1: dopl-cen-demo-staff@DCPL-CEN-GSK6021. demo. gapines.org _
File Edit Search Circulation Cataloging Admin{-3  Help

1 Offline Transactions ]

~ Offline S

Description L Upload Count | Transactions Processed Processing? Date Completed 7

Metwork Outags 06
Metwork Oukage 2006-0826 2006-08-26 12:13 1 4 Completed 2006-08-26 12:15

~ Uploaded Transactions for Network Outage 2006-09-06

The transactions from the Following workstations have been uploaded, but not processed, When all expected workstations are present here, use the
Process butbon above,

Date Uploaded i “Workstation i 5
2006-05-26 16:01 DCPL-CEM-3TKE0Z1
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5. Click on the [Upload] button.

* 1: dcpl-cen-demo-staff@DCPL-CEN-GS

File Edit Search Circulation Cataloging

Admin (=} Help

1 Qffline Transackions ]

~ Offline Sessions

2006-08-26 1

2006-03-26 1.

Metwork Outage 2006-0826

2006-03-26 12:15

Date Completed

6. The Uploaded Transactions section should now list your workstation. You may need to click the [Refresh]

button for it to appear. Also, in the Offline Sessions section, the value in the Upload Count column should
have been increased by 1.

*1: depl-cen-demo-staff@DCPL-CEN-GSK6021. demo.gapines.org

File Edit Search Circulation Cataloging

Admin (-3 Help

1 offline Transactions ]

~ Offline Sessions

[:;:;F‘pﬁ'egs ' """ b

Descripkion i Dake Created i Upload Count i Transackions Processed 1 Processing? 1 Dake Completed iE‘J
Metwork Qutage 2006-09-06 2006-08-26 15:20 2 0 Mo

Metwork, Oukage 2006-0326 2006-08-26 12:13 1 4 Completed 2006-053-26 12:15

~ Uploaded Transactions For Network Outage 2006-09-06

Pracess button aboive,

The transactions From the Following workstations have been uploaded, but not processed, when all expected workstations are present here, use the

Date Uploaded

; Workstation

2006-08-26 16:01

200 fi07

DCPL-CEN-3TKB0Z1

DCPL-CEN

7. Letyour manager know that your transactions have been uploaded to the session.
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Evergreen—Standalone Interface—Creating and Processing Standalone

Transactions Sessions—for Managers

Process the Transactions

Wait until all the appropriate staff workstations have uploaded their transactions to your session. You
should see the workstations listed in the Uploaded Transactions section. You'll need to be logged into
Evergreen as a manager (LIBM or OPSM) to complete the Processing step.

1. Highlight the correct session and, if necessary, [Refresh] to verify all the appropriate workstations have
uploaded their transactions to your session.

*12: dcpl-cen-demo-admin@DCPL-CEN-3TK6021. demo.gapines.org

File Edit Search Circulation Cataloging

1 Offline Transactions ]

~ Offline Sessions

8]

pload Count

| Tranmsactions Processed Processing?

Completed

Date Comp

2006-08-26 12:15

~ Uploaded Transactions for Network Outage 2006-09-06

Process button above,

The transactions From the Following workstations have been uploaded, but not processed. When all expected workstations are present here; use the

Date Uploaded i ‘wiorkskation i i
2006-08-26 16:01 DCPL-CEN-3TKE0Z1
2006-08-26 16:07 DCPL-CEN-GSKE021
2006-08-26 16:16 DCPL-CEN-6044DW48A027
2. Click on the [Process] button.
* 2: dcpl-cen-demo-admin@DCPL-CEN-3TK6021. demo.gapines.
File Edit Search Circulation Cataloging
1 OFfline Transactions ]
~ Offline Sessions K
Z06-08-26 15:20
2006-08-26 12:13
EVER[ILIGREEN
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3. The bottom section of the screen will change to “Processing Status goes here.” (This is a bit deceptive since

no processing status ever appears there.

* 2: dcpl-cen-demo-admin@DCPL-CEN-3TK6021. demo.gapines.org

File Edit Search Circulation Cataloging

Admin (=) Help

1 Offline Transactions ]

~ Offline S:

Mebwork Outage 2006-0826  2006-03-26 12113

Description i Date Created i Upload Counk i Transactions Processed i Processing? i Diate Completed iB‘J
Metwork Outage 2006-09-06  2006-08-26 15:20 3 a Yes
1 4 Completed 2006-05-26 12:15

~ Processing Status goes here

4. Click on the [Refresh] button. Depending on the number of transactions to process and the amount of time

you wait between clicking [Refresh], you may need to [Refresh] more than once. You'll know the

transaction processing

File Edit Search Circulation Cataloging

is complete when the Processing
* 2: dcpl-cen-demo-admin@DCPL-CEN-3TK6021. demo.gapines.org

1 Offline Transactions ]

~ Offline Seg®ions

Date Created
J0E-08-26 15:20

Mebwork Outage 2006-0826  2006-03-26 12113

1

U

Transackions Processed Processing? Date Completed

10 Completed 2006

load Count |

4 Completed

2006-08-26 12:15

~ Exceptions for Network Outage 2006-09-D6

&l transactions from this session have been processed. The errors, if any, are lisked below,

[

iTpe

I Event Mame i Item Barcode i Patron Barcode

‘Workstation i Timeskamp
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5. Ifany problems were encountered during processing (like an item that needs to be returned to another
library), they will be displayed in the Exceptions section. In the example above, there were no exceptions. A
second example below shows several exceptions.

* 3, depl-cen-demo-admin@DCPL-CEN-3TK6021 . demo.gapines.org

File Edit Search Circulation Cataloging Admin (=3 Help |

1 OFfline Transactions ]

[~ Offline Sessions

[ Refresh ] [ Create ]

| Date Created | pload Count | Date Completed | £

Descripkion Transactions Processed | Processing?

Testing Exceptions 2Z006-05-26 17130 1 11 Completed 2006-08-26 17131
Metwork Outage 2006-,., 2006-08-26 15:20 3 10 Completed 2006-03-26 16:32
Metwork Outage 2006-,,, 2006-08-26 12:13 1 4 Completed 2006-03-26 12:15

[~ Exceptions for Testing Exceptions

| &l transactions From this session have been pracessed. The errors, if any, are listed below,

‘orkstation Timestamp | Type Event Mame Item Barcode Patron Barcode i
DiZPL-CEM-3TKB021 2006-08-26 17:10 checkin ROUTE_ITEM 31018000405752 ey

CuZPL-CEM-3TEGOZ 1 2006-08-26 17:11 checkin ROUTE_ITEM F6142000090925 Y

DZPL-CEM-3TKBE0Z1 2006-08-26 17112 checkin ASSET_COPY_MOT_F... 31013001456551 Y

CZPL-CEM-3TEAOZ 1 2006-08-26 17:13 checkin COPY_STATUS_LOST 9375001673530 Y

DZPL-CEM-3TEGOZ 1 Z006-05-26 17117 checkout CIRC_CLAIMS_RETUR,.. S1013000564745 210153061725068
DiZPL-CEM-3TKB021 2006-08-26 17125 checkout ACTOR_CARD_NOT_F.., 31018900092383 21018001172506
CuZPL-CEM-3TEGOZ 1 2006-05-26 17:27 checkout CPEM_CIRCULATION_, .. 51013001750365 21018306172505

Exceptions

These are a few notes about possible exceptions. It is not an all-inclusive list.

e Checking out a DVD with the wrong date (leaving due date set at +2 weeks instead of +1 week) doesn't
cause an exception.

e Overdue books are not flagged as exceptions.

e Checking out a reference book doesn't cause an exception.

e Checking out an item belonging to another library doesn't cause an exception.

e The Standalone Interface doesn't recognize books on hold, no exceptions will be generated for that.

e The Standalone Interface will recognize blocked, barred, and expired patrons as well as lost cards, IF you
have recently done an {Admin} {Download Offline Patron List} on the workstation on which you're using
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the Standalone Interface. You will get an error message indicating the patron status from within the
Standalone Interface at check-out time.

ROUTE-ITEM: Indicates the book should be routed to another branch or library system. You'll need to find
the book and re-check it in (online) to get the Transit Slip to print.

COPY_STATUS_LOST: Indicates a book previously marked as lost was found and checked in.
CIRC_CLAIMS_RETURNED: Indicates a book previously marked as claimed-returned was found and
checked in.

ASSET_COPY_NOT_FOUND: Indicates the item barcode was mis-scanned or mis-typed.
ACTOR_CARD_NOT_FOUND: Indicates the patron's library barcode was mis-sacnned or mis-typed.
OPEN_CIRCULATION_EXISTS: Indicates a book was checked out that had never been checked in.
MAX_RENEWALS_REACHED: Indicates the item has already been renewed the maximum times allowed (or
its a video/DVD).

Evergreen—Standalone Interface—Additional functions—Not Recommended by
Evergreen Indiana

Renew

To renew items, you need the item barcodes. You can't renew items simply with the patron's library card
number.

1. Click on the [Renew] button.

Errrgreen (ke
[chectone | [Cnemawr | [inppsoise | [checips | [Ragter putren | [Lampocet | [ E2 ]
|
| Renew
The Standalone Renew screen will OEen. This screen looks pretty much exactly like the Check Out screen.
Evergreen Offlne
[(zoostes 1eanan | ((Chediout | [[Eenen | | ) [(chediin ) ((Fegster potron | [ ] Cex ]
Standalone Renew
Step 1) Chweck todsy's dake shave, e Barcode [ e Dt [=]
Step 2 (Optional) Enter the patron’s barcode:
Check barcede? [
Step 3) Enter the e o dabe:
[E'III:D-DS-UD |
Step 4) Enter the kem barcode:
| G
Check barcode? [0
Step 5) Repeat Steps 3 and 4 unkl done.
Step B) Finih
Print receict? [
Cancel | lwmhﬂﬂm’
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©

10.

Make sure the date (on the left end of menu bar) is the correct date.

~ Evergreen Offline

[ 2006-08-25 12:41:02 |

Standalone Check Out
’7 Step 1) Check koday's date abowve,
It is optional to scan in the patron's library card barcode.
Step 2) (Optional) Enter the patron's barcode:
| 210189061 72806] |
Check barcode?

@)

heck that the due date is correct. You probably won't need to change the date, since you won't be
enewing DVDs, but you can use the drop-down to select another date if necessary.
Step 3) Enter the item dus dake:

—

|z006-09-03 |

[ ar chonse one of these |T]

Scan or type in the barcode from an item the patron is renewing. It will appear on the right side of the
screen.
Step 4) Enter the item barcode:

3101800200992 |

Check barcode?

Scan or type in all the patron's items.

. : . . . Prink receipt?
If the patron is at the Circ Desk, make sure the Print Receipt box is checked. fiTE FEEEp

Click the |Save These Transactions| button.

Evengreen Offlne

[(zo0s0s-2s 16143:za | [[checkows | [[genew | [(npouseuse | [chedkin | [(Regster patron | [[ast Recepe g |
Standalone Renew
Step 1) Check boday's date hove. [ BtomBarcods [ ue Date [e]
Step ) (Optional) Enter the patron's barcode: 0100200992 0060905

[iomoemoe |
Check barooda?  [5]
Step 3} Enter the i dus date:
[ Z00£-09-08

Step4) Enter the kem barcode:

| Cexec]
Ches barcede? ()
Step 5) Repsat Seps 3 and 4 untd done.
Step k) Fisit
Print recet? | 7]

Caneel ||;gm::nm

7z

If printing a receipt, choose the “Star SP212 Line Mode Printer” to print to the standard receipt printer. If
necessary, click on the down arrow next to the printer name to select a different printer than the one
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disElaied. ‘OK‘

Pririter

Marne: | Star SP212 Line Mode Printer

v| l Froperties... ]

Status: Ready

Type: Star SP212 Line Mode Printer
Where:  LPTT:

Comrnent:

Selection

Print Frames
Az laid out on the soreen
The gelected frame

Each frame separately

Print range Copiez

@ Al Mumber of copies: 1 2

() Pages _fmm: !03 ﬁ ﬂ Collat
ollate

[T Printt ta file

ak l [ Cancel

In House Use

This is for checking out items that do not leave the library, like reference books. We probably will not

need to use this function.

1. Click on the [In House Use] button.

Evargreen (ke
[(oms-taas vzt | ghechtnt | enew | [Inbsetie | [(checiln | [[Regute pabren | [Lastiocest | [ E2 |

: / In House Use
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2. The Standalone In House Use screen will open. This screen looks pretty much exactly like the Check Out

screen.
. EEx
Evengresn Oiflne
(20080525 1647145 | [ chedkont | | Benew | [InHouseise | [(ched:in | [Regster patron | |1 ] e ]
Standalone In House ke
Step 1) Check today's date shove. Count | Ihem Barcods =

Step 2) Ender the numiber of uses fior the Rem:
1]
Step 3} Entar the e buaroods;

Step4) Repaat Reps 2 and Junkl done.
Step 5} Fish
Prit recept? [

[cancel | [[gave s s |

Dilets selocted bransadtion

3. Make sure the date (on the left end of menu bar) is the correct date.

Evergreen OMfline

[ 2006-08-25 12:41:02 |

" Standalone Check Out

Step 1) Check today's date above,

Enter the number of times the items was used.
Scan in the item's barcode.

: . : . . Prink receipt?
If you want a receipt to print, make sure the Print Receipt box is checked. it TEEER

Click the [Save These Transactions] button.

If printing a receipt, choose the “Star SP212 Line Mode Printer” to print to the standard receipt printer. If
necessary, click on the down arrow next to the printer name to select a different printer than the one
displayed. [OK]

PN 1k

Check In

This is for checking in items.
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1. Click on the [Check In] button.

[zoms-0e-28 y2aamar | ghechtng | [(Benew | [intoseine | [Checijn | [Rogue pairen | [Lastioceee | [ £z |

| Check In /

2. The Standalone Check In screen will open. This screen looks pretty much like the Check Out screen

without a ﬁlace for the Eatron barcode.

Evergreen Dilline
(20060025 1ecss-4n | [[chackur | [[Renew | [Inpsossuss | [[checkin | [[Fngster patron | (Lastrecsnt | [ £ |
Standulons Chck In
Shep 1) Chadh todar's date sbave. Them Barcode =]
Step 2] Erier the dom hancode:

[ | Ce=)

Chackbarcode? [

Step 3) Repest Sheps 2 until done,
Step &) Frish

Frint recept? [

[_Caneel | | Zave ibwsn trarsactions |

3. Make sure the date (on the left end of menu bar) is the correct date.

Evergreen Offline

[ 2006-08-25 12:41:02 |

" Standalone Check Duk

Step 1) Check koday's date abowve,

4. Scan in the barcode from an item that's been returned to the library. It will appear on the right side of the
screen.
Step 2} Enter the item barcode:

3101800221197 |

Check barcode? [

: . : . . Prink receipt?
5. Ifyou want a receipt to print, make sure the Print Receipt box is checked. it TEEER

6. Scan in any other items you want to check in.
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7. Click the [Save These Transactions] button.

Evergreen illine

(20060825 17:04:36 | [ Checkout | [_Benew | [inpiousese | [(heckn | [Regster paton | [Lact Recept | [ Ext |
- Stamdalone Check In
Step 1) Chack todary's data above. Them Barcode [=]
Step 2) Enber the ibem barcods: 01115
| | O]
Chesk barcods? [
Step3) Repest Sheps 2 unti done.
Step6) Frsh

Prirk recept? | |
[_cance | [ 5ove thwan transacticns |

Deslate sinchad Erandaction

8. If printing a receipt, choose the “Star SP212 Line Mode Printer” to print to the standard receipt printer. If
necessary, click on the down arrow next to the printer name to select a different printer than the one
displayed. [OK]

Register Patron

This is for entering a minimum of information necessary to register a new patron.

1. Click on the [Register Patron] button.

- Ewergreen il
(Eheckinz | (Chovww | (intromeves | [Checkln | ([Femgste Butron | [asiecoct ) [Ezt |

~ Register Patron j
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2. The Standalone Patron Registration screen will open.

Evergreen (lline
[(zoocm-25 170703 | [checkowt | [[Benew | [inpiuseuee | [heckin | [Regete poton | [Lastrecept | [ B |
Standalone Patron Regisiration
Home Lbeary: [TDEPLCEN Contrdl Lbemry =
Pl
prnel] ] S ke
Mo Passwoed: 177 ] at |
L 1]
=3 | ] X [ ]
Firit; Nar: | Stabe |G.:
. o Ragracn
Tdert ks |— Fatron voker reqistration survey
B) ok yois e b regber R0 vk bodkn
MIM.. -

(Lol | [ S patron regutvation |

3. Ifthe correct home library is not displayed, use the drop-down box to select the correct library.

‘ Home Library: | DCPL-CEN iZentral Library

=)

4. Leave the profile as Patron or choose a different profile using the drop-down box.

Prafile:

[ Patron | w ]

5. Scan in the new library card number. Accept the system generated password. Press the [Tab] key to get to

the Last Name field.

Mew Barcode! (7015001357191 |
Mew Password: |41?? |

6. Type in the patron's Last Name, [Tab]. Type in the patron's First Name, [Tab]. Type in the patron's Date of

Birth (make sure you use the YYYY-MM-DD format), [Tab].
Lask Mame: | Lire |
Firskt Mame: | Skuark |

Drate of Birth: |198|:|—|:|9—|:|5 |

7. Use the drop-down box to select the type of identification (usually driver's license for adults). Then type in
the license number/social security number. Remember to type GA- at the beginning of the driver's license

number.
Ident Type: [ Drivers Licence |‘"]
Ident alue:  [Ga-po1357191 |
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8. Type in the patron's address information. Line 2 is optional, but fill in all the other address fields.

11.

Biling Address
Line 1

Line &

ity

State
Postal Code

Use the drop-down box to select the patron's answer to the voter survey question.

Yokter Registration

| 300 Fine Ave

|
|
|.ﬁ.||:|an';.-' |
|
|

|G

[21701

Patron woter registration survey
13 would wou like to reqgister to waoke boday?

Evergreen Dilline

Choose a response. ..

¥ Choose a response. ..
RBegistered

Declined to register

Took woter registration form

Alre: red to wote

10. Click the |Save Patron Reiistrationl button.

(zooeon 28 173043 | [ checkoue | [ geven | [inpionsetse | [[checkin | [[Begoter patron | [LostReceit | £ )

Standalene Patron Registration

Home Lbcary! [TDCMCEN  CentralLbrary

=]

P
2108001 357191

Mew Barcode:
M Pasgwrd: (507

Lt B Lime

Frsthams: (et |
Deenof Brth: [ ay0-09-0s

s
ot v

i 300 Pine Avn

Lk 2 [—'
Qb Albany |
Statw [aa ]

PostlCode  [zi70y |

Yober Registeation
PBLNOn Woter eqetration sunwey
1) ok yious ki 1 regter 10 vobe bodkny?

mmwm vI

(=Rl | |

You should

[JavaScript Application]

i-'i Patron Reqistration Saved

get a message that the patron registration was saved. [OK]
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