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Self guided circulation exercises for training.sitka.bclibraries.ca

Worksheet 1

1. Select F1 or choose Circulation >Check out Items. Select a patron from the list of patron barcodes provided, and scan their barcode.  

2. Check out some items from the list of barcodes provided titled “Barcodes of available items for use in Prince Rupert”.

3. Mark one of the items lost.  Notice what happens to the patron’s bills.  Also note the “(Has Bills)” note under the patron name.  What colour is the patron’s name highlighted in now?  Go into the bills and view the full details for this bill.  How much is the processing fee? 

4. Your patron has forgotten their umbrella at the library.  Add a patron visible note to their account.

5. Your patron has forgotten their password. Retrieve their record and assign a new system generated password. Jot the password down.

6. Open a web browser (i.e. Firefox, Internet Explorer) and navigate to the training OPAC at http://training.sitka.bclibraries.ca
7.  Login as your patron to “My Account “.  You’ll need the barcode number and system generated password from Step 5. Follow the onscreen instructions to update password. See what the lost umbrella note, items out and bills looks like.  Change your patron’s username to something that is easier to remember than their barcode number.   
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Worksheet 2

1. Your patron has lost their library card.  Issue them a new card—you’ll need to update their patron record and bill them $2.00 for a lost library card.  When updating their card make sure you do not change their easy to remember username back to a barcode number.  

2. Your patron wants to pay some of their fines.  Process a cash payment.  

3. Your patron thanks you for the note about the lost umbrella.  Remove this note now.    

4. Your patron returns 2 of the items they had checked out.  Check these items in.  

5. Your patron wants to check out 3 non-catalogued paperbacks.  Check these out.  Look at your patrons “items out”.  Click the “Show Non-Catalogued Circulations in the List Above” button to see these items.  Remember that even though a due date is listed, these items will disappear off the patron record and not accrue any fines. 

6. Your patron wants to renew an item that they have checked out.  How will you do that?

7. Your patron’s ILL request has been filled.  Assume that all of the ILL processing has been done.  Check out this item as a pre-cat checkout.  Use “ILL: The Lizard Cage” for the title, and “Karen Connelly” for the Author.  
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Worksheet 3

1. Your patron has moved to 12 Main St, Prince Rupert.  Update their address.   

2. Search the catalogue for one of your favourite books.  Place a title level hold for your patron (See Page 29 of the Circulation Training handout).  Check the “Enable phone notifications for this hold” box.  Uncheck the “Enable email notifications for this hold box”.  

3. Look under Holds in your patron’s record.  What is the status of the hold?

4. In a new tab, run the Pull List for Holds Requests.  This pull list will be run daily by staff and used to gather the items that patrons have requested that are in the library.  

5. Find the barcode number on this list that you placed a hold on in Step 2.  Capture holds on this barcode.  Look under Holds in your patron’s record.  What is the status of the hold now?

6. Open a web browser and login to your patron’s “My Account” (Remember that you have changed the username to be something easier to remember).  Look under Holds.  Note that the status is the same as in the staff client.  

7. Open a new tab in the staff client.  Retrieve your patron by scanning their barcode.  Notice the stop sign and alert message.  Check out the item that is on hold and waiting for pickup to the patron.   

TIP

Information on how to complete these exercises is available in the Circulation section of the Sitka training manual, available online at http://docs.sitka.bclibraries.ca/
