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Librarian Desktop Features

Log Off Toolbar Button and Hotkey

You can now add a Log Off button to your toolbar for your convenience to quickly sign out of Atriuum. You can
also configure a Hotkey to add a keyboard shortcut for this action.
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To add the Log Off button to your Toolbar

Click Administration from Atriuum’s Menu Bar, and then click Library.

Click Worker Toolbar And Hotkey Configuration.

In the Available Buttons form, click the Other tab.

Double-click the Log Off button to add it to the Enabled Buttons form above.
Click and drag buttons to adjust the order.

Click Save.

ok wnNeE

To add a Hotkey to Log Off

From the Worker Toolbar And Hotkey Configuration form, click the Other tab.

Next to Log Off, click Define Hotkey.

Use your keyboard to enter the combination you want to use for your shortcut (ex. Ctrl+L).
The combination displays. To assign this hotkey, click OK.

Click Save.

ik wnNe
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Left Column Filters

You can use the Left Column to quickly find item or patron records. Cues in the
search fields tell you what criteria you can use to find records:

Quick Cataloging
e ISBN / UPC - search by 10- or 13-digit ISBN or by UPC
Item Lookup
e Edit Bibliographic - search by keyword, barcode, or ISBN
e Review Bibliographic - search by title, barcode, or ISBN
e Review Item - search by title or barcode
Patron Lookup
e Patron Name / Barcode - search by name or barcode
e Search - search by a criterion from the drop-down list (Patron Link Identifier,
Unique User Defined Field, User Defined Field)

Cart Lookup

e Cart Name / Barcode - search by name or barcode

BookSysters

Worker Log On s

User: Bonnie

Library: Main Street Public
Library

Branch: East Branch

View Permigsions

Go To Bookiracks

Log Off Bonnie

Quick Cataloging s
ISBN / UPC:

I |

ltem Lookup s

Edit Bibliographic:

Lookup

Review Bibliographic:

Lookup

Review Hem:

Lookup

Patron Lookup =

Patron Mame / Barcode:

Lookup
Search:

[Patron Link Identifier |
Search

Cart Lookup s

Cart Name / Barcode:

Lookup
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Temporary Worker Accounts

Do you have volunteers or seasonal school staff that you would like to block from logging on when they are not
actively working? You can now create worker records for a specific time frame and include an expiration date,
such as the last day of school.

Add/Edit Worker

Usemame: [Margaret |

Password: |Iliiillii |

Verify: |lllllllll |
|

Email Address:  |msmith@main.org
Worker Group:  |volunteers |

Account Expires: Never () After Date: (® |05/31/2019 ek

|save| |GoBack| | Selectall| |Deselect A

To add an expiration date for an existing worker account

1. Click Administration from Atriuum’s Menu Bar, and then click Library.

2. Click Worker Records.

3. Click [Edit] in the Action column for the worker you want to modify. The Add/Edit Worker form
displays.

4. Click the After Date: radio button adjacent to Account Expires: to indicate that this is a temporary
account.

5. Enter the date the worker record should be disabled, or use the calendar icon to select a date.
6. Click Save to keep your changes.

The account will be disabled on the expiration date, and the worker will no longer be able to log on.

BookSysters
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Cataloging Features

Quick Cataloging by UPC

Quick Cataloging is the fastest way to add bibliographic records to your database. This feature has been
enhanced to search by Universal Product Code (UPC) for items that do not have an ISBN, such as DVDs. The
Quick Cataloging form now recognizes UPC numbers and searches your Z39.50 servers to find results so you

can quickly add a record for the item.
To search for a record by UPC

1. Scan the UPC barcode into the
Quick Cataloging form.

Quick Cataloging )
ISBN/UPC:
(043396507104 |

2. If a matchis found, the Add Item:

Bibliographic Record form opens.

Modify fields as needed, including

Material Type, Age Group, etc.

Click Save.

4. Add holdings to the record just as
you would for any other item.

w

@ If Atriuum does not return a record based

on the UPC, click Advanced, and enter other
information to find a record. You can also add
more Z39.50 servers to your Quick Cataloging
Settings to ensure better results.

Add Item : Bibliographic Record

Title: [The crown |
This Is A Brief Record: [ ] Remove Record After Check In: []

Core

Age Group:  [Adult |
terial Type: [DVD ~]

Author Type: ‘ Personal Name |

Author's Name: | |

Author Dates: | |

Publisher Sony Pictures Home Entertainment |
Place of Pub.- Culver City, California |
S —
Copyright Date: [2g17 Pub. Date: |:|
LCCN: [ |
ISBN: ‘ |
043396507104
UPC: 043396519015
Analytics
Elizabeth II, Queen of Great Britain, ~
1526---Drama.
Churchill, Winston, 1874-1965--Drama.
Philip, Prince, consort of Elizabeth II,
Subject Headings: Queen of Gre_at Britain, 1.92_1--_-Drama.
L 2 George VI, King of Great Britain, 1895-
1552--Drama.
Elizabeth, Quesn, consort of George
I, King of Great Britain, 1900-2002--
Drama.
Series Title: | |
Title frem disc surface. 7
Originally made available for online
Note: streaming by Netflix in 2016.
Disc 1. Wolferton Splash ; Hyde Park
Corner ; Windsor -- Disc 2. Act of

- The British Empire is in decling, the
Summary: - L y
Ty political world is in disarray, and a |
Media
URL Note

View:

BookSysters
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Last Modified By and Last Modified Date filtering options

If you need to find items that were cataloged by you or a specific worker, you can now use the Last Modified
By filtering option to narrow your results. This might be useful if your library has multiple catalogers who work
simultaneously (such as one for Adult materials and one for Juvenile materials). Each cataloger can filter for

the items he/she worked on when printing barcodes or spine/pocket labels.

You can also use the Last Modified Date filter to limit your results to items modified on a certain date, such as
if you come back to work on a Monday and need to finish a stack of items you worked on the previous Friday.

An example of using one of these new filters is explained below.

To print Spine and Pocket Labels for items cataloged by one worker

1. Click Catalog from Atriuum’s Menu Bar.

2. Under Labels, click Spine/Pockets.

3. Click Filter. Modify the Branch (Centralized only), tem Report Class, or any other filters as needed.

4. Under Holdings Status, click the first drop-down button (leftmost), scroll to Last Modified By, and click
to select it.

5. Click the next drop-down button (middle), and click again to select equals.

6. Click the next drop-down button (rightmost), and click again to select the worker name from the list.

7. Modify any other criteria as needed, and then click Generate List.

8. The records populate the Print Queue. Follow your usual procedure for printing.

Creating List: Holdings

Create Filter
Branch Equals |E35t Branch V|
ltem Report Class Equals | Non-Fiction |
Barcode Labels | |
Spine And Pocket Labels [Have NOT Been Printed |
Holdings Status [Any Status |
> [Last Modified By | [equals +| |Bonnie ]
[Holdings Barcode ~| [is less than or equal to v |
[ call Number | |contains phrase | | |

|use Advanced Filtering |

|Generate List| [Close Wizard |

BookSysters
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View History of Edits to an Item Record

If you need to determine what change was made to an item record, when, or by whom, you can now access a

report of edits to a specific holding or bibliographic record (see “Viewing History Permissions for Workers” on
page 44).

o Only changes to records made after your Atriuum upgrade will display in this report.

To view edit history

1. Open the bibliographic or holding record you need to examine using the Left Column lookup forms or
the Menu Bar.

2. On the Edit Item: Bibliographic Record form (Full View only) or the Holding Record form, click Display
Edit History.

3. Alist of changes made to the record displays along with the editing worker and the old and new values
of the field.

Holdings Edit History
Catherine, called Birdy (00003254)

Date Field New Value 0Old Value Worker
11/28/2018 09:32:30AM  Physical Location Teen Reading Nook Main Stacks Bonnie
11/28/2018 09:32:17AM  Holdings Notes Damage to interior back cover (pen markings) Bonnie
11/28/2018 09:31:2BAM  Condition Fair Like New BEonnie

Display Extended Title in More Locations

By default, Atriuum displays an item’s extended title in bibliographic records and in Full Details (in OPAC). If
you catalog items such as DVDs with season or disc information in the extended title and need to differentiate
quickly when working in Atriuum, enable this setting to see extended titles in more locations.

To enable extended titles throughout Atriuum

1. Click Administration from Atriuum’s Menu Bar, and then click Catalog.
2. Click Catalog Settings.

3. Next to Display Extended Title Where Applicable:, click Yes; then click Save.

Reserve Shelf

Email Patron That ltems Are Available
Title: House of Cards. Season 1 Delete /| Remowe From Shelf
Author: Metflix Return To Reserves
Barcode: 00007458 Re-Print Reserve Receipt
Placed On Shelf: 03/08/2019 01:10:35PM
At: East Branch

BookSysters
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Print Settings Configurations

When printing different types of labels for items or patrons, you can create and save a settings configuration
that can be accessed at any time. This is useful if different catalogers work simultaneously or if different
printers are used.

To establish settings for labels

1. From any form for printing item or patron labels, click Add/Edit.

2. To modify an existing configuration, click the Print Settings: drop-down button, and click again to select
the one you need to change. Edit fields, font, alignment, etc. as needed, and click Save Changes.

3. To create a new print configuration, click Add Custom. Enter a name for the configuration, edit fields,
font, alignment, etc. as needed, and click Save Changes.

4. Successes and Errors display as they apply. Click Back to return to the previous form.

5. Continue printing labels as usual.

Print item Barcodes

Print Dumb Barcodes
Barcode:

Label To Print: |1 per page form feed (BSI 70-Z1C31 | | Refresh Labal5|
Print Configuration: [Holdings Barcode Default ] Add/Edit
Starting Row:

Starting Column:

Copies Per Barcode:

Print Test Border: |

Add Type And Library Code: ]

Check Digit Type:

Choose Item Barcode Fields For Holdings Barcode Default

Queue By:

|Save Changesl |De|ete| |Renarne| |Add Custurnl

@ Print Settings: |HU\dings Barcode Default |
Barcode Field 1: ® [Title |[Font...|
Print Gueuo
Barcode Field 2: ® |Ca|| Number H ant...l
Barcode Field 3: @ [Buthor's Name H Font... |
Barcode Field 4: O |Ph\f’5ica| Location H ant...l
® ]

Display Human Readable: Yes: @ No

Display Library Name:  Yes: ® No: ()

Use Static Library Name: [ [ ]

Sample:

Barcode Fiedd 1  Barcode Field 2
Barcode Field 3 Barcode Field 4

00000000
Library Name

Choose Barcode Alignment Settings For Holdings Barcode Default

Horizontal Offset {in points): o]
Vertical Offset (in points): ]
Internal Label Padding (in points): D

|Save Changesl |De|ete| |Renarne| |Add Custurnl

BookSysters
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Circulation Features

Patron Report Class Pictures in Self Check Out

If your report classes are based on classrooms, you can add images for each teacher. This helps younger
patrons easily identify their class when using the Self Check Out module (active license required).

To add images for patron report classes

1.
2.
3.

Click Administration from Atriuum’s Menu Bar, and then click Patrons.

Click Patron Report Class Pictures.

Next to the report class you want to add a picture for, click Browse... (or Choose File depending on your
browser). Navigate to the file you want to add, and click Open.

Repeat these steps for all the report classes you need to add images for.

Click Save Changes. The form refreshes, and a thumbnail of the teacher’s image displays.

KIRKMAN [ Browse... |Delete @
KLEINMAN [ Browse... |Delete ‘
KRYZCEV [ Browse... |Delete E

To enable report class pictures

N

Click Administration from Atriuum’s Menu Bar, and then click Circulation.

Click Circulation Settings.

In the Self Check Station Settings section, click Yes next to Display Patron Report Class Pictures During
Self Check Out: to enable the setting.

Click Save.

If you have the Choose By Class patron lookup method enabled, images display during Self Check Out.

——y

KLEINMAN

KRYZCEV

G

BookSysters
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Happy Birthday Song in Self Check Stations

If you have younger patrons who just love to bask in their special day, enable a custom sound to help them
celebrate. If the patron checks an item in or out using Self Check Stations on his/her birthday, a song or sound
will play.

To add a custom sound

1. Click Administration from Atriuum’s Menu Bar, and then click Library.

Click Custom Sounds.

3. Under Self Check Stations, click the drop down list next to Patron Birthday Notification, and click again
to select a sound, or click Upload Local Sound in the list to use an .mp3 file from your computer.

4. Click Save.

5. When patrons check items in and out on their birthday, the sound will play.

N

Custom Sounds

Customize circulation sounds by task using the options below. Visit Circulation Settings to disable all sounds. 9

Main Circulation

Successful Check Out [checkout.mp3 |
Successiul Check In [checkin.mp3 -]
Unsuccessful Check Outfin (Including Override Nofifications) |fai|ure.mp3 v|
Reserve Shelf Notification (When An Item Is Checked In) |onresente5he|f,mp3 v|
Barcode Scanned/Entered In Check Out |Loca| Sound V|
Inter-Branch Loan/ILL Notification |5ca|es.mp3 v|
Patron Birthday Motification [happy-birthday.mp3 |
Kit Notification [chime1.mp3 ~|

Self Check Stations

Successful Check Out [checkout.mp3 ]
Successful Check In [ checkin.mp3 -]
Unsuccessful Check Outfin (Including Override Nofifications) | failure.mp3 |
Reserve Shelf Nofification (When An ltem Is Checked In) |onreserve5helf.mp3 v|
Patron Birthday Motification [happy-birthday.mp3 | ———

Customize sounds by Item Circulation Class to provide a unigue tone for diffierent types of items being circulated.

ltem Circulation Class: | AudioBook |[create]

BookSysters
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Restrict Self Check using Circulation Rules

If you have valuable items that you do not want patrons to be able to check in or out using Self Check Stations
(active license required), you can use Circulation Rules to ensure those items are checked in/out by staff. For
example, you might allow patrons to check out books and DVDs using Self Check Out but require them to see a
staff member to borrow a tablet or laptop.

To restrict self check circulation by item and patron class

1. Click Administration from Atriuum’s Menu Bar, and then click Circulation.
2. Click Circulation Rules.

Patron Circulation Class: [Student | [Clone] [Go Back]

CircPeriod  Fine Fine Max Grace ,MaX Max Max Max  ajlow In

ttem Circulation C1ass o Circ Date Amount Period Fine Period ' Renewals Reserves o OPAC self Check ACtON
Books 10 days 0.10 1 days 10.00 1 days 5 2 5 5 Yes  Edit
Circulation 10 days 0.05 1days 5.00 1days 4 3 10 10 Yes  Edit
Class Sets nong 0.00 Odays 000 0days i} 0 10 10 No  Edit
Equipment 90 mins 0.50 5mins 500 5mins 1 0 1 0 No  Edit
ILL Materials 14 days 1.00 1days 50.00 1 days 3 0 3 3 No  Edit
Professional none 0.05 1days 5.00 1days 1 1 10 10 No  Edit
Reference nong 0.00 Odays 000 0days i} 0 10 10 Yes  Edit
Serials 14 days 0.10 1 days 10.00 1 days 3 1 3 3 No  Edit

Click "Edit" to specify due date calculation method/measures and to allow Bookings.

[View By Item Circulation Class] [Go Back| [Recalculate Late Fees

w

In the Action column for the Item Circulation Class you need to modify, click Edit.
Under Restrictions, click No for the Allow In Self Check: option. Then, click Save.
5. The Circulation Rules By Patron

E

Circulation Class form reopens. To Riverdale Middle

add this restriction to another patron Hl]l]k@ﬂ]ﬁ" Students

class, click the drop-down button, S— SE—
and click to select another class.

Then repeat steps 3-4. If needed, There """"“’,:','::;;:;;';ih":,;',;';‘,‘;;f,_“e“gf"““"’

you can allow some patrons (SUCh You do not have permission to check out items of this type.

as teachers) to check out/in using
Self Check but not others (such as
students).

6. When patrons try to check out a
restricted item, they will see an error
message.
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Self Check Patron Name

For better readability, some text elements in the Self Check modules (active license required) have been
increased in size.

Main Street Public Library

Adults

Name: Virginia Nesbitt €< ID: 401643

Total Fines: 0.00

Item Barcode:| |

Items Checked Out

Title Barcode  Call Number Due On
"D" is for deadbeat : a Kinsey Millhone mystery 00000765 FIC Gra 02/19/2019
A death in Sweden 00007356 FIC Wig 02/20/2019

Admin Log Off

- SELF CHECK OUT

BookSysters
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Automatically Assign Patron-Cancelled Reserves To Next In Line

By default, when a patron cancels a reserve through My Items, the reserved item is assigned to the next
patron in line. This setting allows you to disable that option and choose to manually make these reserve
decisions instead.

To disable automatic reserve reassignment

1. Click Administration from Atriuum’s Menu Bar, and then click OPAC.

Click General And Patron Account Settings.

3. Under Reserve Settings, next to Automatically Assign Patron-Cancelled Reserves To Next In Line:, click
No to disable the setting.

N

4. Click Save.
Review Item
Title: Mosquitoland ! David Arnold. Review Bibliographic
Author: Amold, David, Patron Reviews/Ratings i -
/-
Barcode: 00005060 ° Cost: 12.09 Funding Source: ﬁ.
Call Number: FIC Arn Physical Location: Teen Reading Mook Iy

Item Status: Held at Reserve Shelf
for: Jones, Hollie (400840)
At Branch: East Branch
Since: 03/08/201% 01:20:23FM

Copy Status: 1 of 1 copies currently available

Holdings Note:
Kit Information:
Lexile: F&P Reading Level:
Study Program:

List Of Reserves

[Create Reserve For This Item |

Smith, Genna

Barcode: 792

Date Reserved: 03/08/2019 01:20:50PM
Pick-Up Branch: East Branch

Branch: East Branch
Check Out To Patron

Email Patron That ltems Are Available
Delete / Remove From Shelf

Return To Reserves

Re-Print Reserve Receipt

Watch List Terms For This Author
Watch List Terms For These Subjects
History For This Iltem

Check Out To Patron
Review Patron

Add To Reserve Shelf
Reserve Details

If the setting is enabled (default) and patron Hollie Jones in the image above cancels her reservation through
OPAC, the Reserve Shelf will automatically update to show Genna Smith as the patron entitled to the item.
If the setting is disabled, the Item Status will be /tem is not checked out and you must add the item to the
Reserve Shelf for Genna manually.

BookSysters
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Simplified Action Required Notices on Check In

When an action is needed for an item being checked in, a green summary message displays before the warning
S0 you can see at a glance what needs to be done. Messages display when items need to be sent to another
branch (Centralized only), placed on the reserve shelf, returned to an Interlibrary Loan (ILL) location (requires
an active license), or placed back in your library’s stacks after returning from another branch.

These green messages display by default. To see additional pop-up notifications, you can enable a circulation
setting.

To enable pop-up action notifications

1. Click Administration from Atriuum’s Menu Bar, and then click Circulation.
2. Click Circulation Settings.
3. Next to Pop-Up Action Notifications On Check In: (first section of settings), click Yes.
4. Click Save.
. Check In Items .
Barcode: Special Check In Date:
| | | | 5] Waive Overdue Fines: [ ] Email Confirmation: [ ]
Successful Check In: 1
Failed Check In: 0
Items With Warnings: 1
|Check In| |Start Over
- Warnings
Place On Reserve Shelf - ltem "Pecan pies and homicides / Ellery Adams." (00000057) is on reserve and should be
put on the Reserve Shelf for patron Jones, Hollie (400840).
Pick-up is expected at Branch East Branch. Item was In Transit. Its home location is at Branch Main Library.

Items For Placement On Reserve Shelf

Action Required ®

Pecan pies and homicides (00000057 is On Reserve For Jones, Hollie (¢
Print Reserve Receipt Email/Text Patron That ltems Are Availabld
Patron Contact Preference: Mone

Home Phone: (555) 5559982 Email Address: hjones1234@mail.com

Place On Reserve Shelf.

Close

BookSysters
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Check In Errors and Warnings for Items Not Checked Out

Since many libraries use check in to monitor an item’s status, a new circulation setting allows you to specify
whether you want to see an Error, a Warning, or an In-House Use alert when items are scanned that were not
previously checked out. Depending on your library’s workflow it may or may not be common practice to scan
these items, so you can choose an alert that reflects the level of concern in this situation. Warnings are simply
for reference, In-House Use adds to library statistics, and Errors alert you that something is wrong.

To choose a setting preference

1. Click Administration from Atriuum’s Menu Bar, and then click Circulation.

2. Click Circulation Settings.

3. Next to Treat Checked In Items When Not Checked Out As:, click to select Error, Warning, or In-House
Use.

4. Click Save.

The images below show what you will see for each of the options.

Errors

Title: Gathering blue.
Barcode: 300356 Awuthor: Lowry, Lois
Cost: 15.00
ERROR: ltem 300356 is not checked out. Last Check In date: 09/27/2018 02:58:17PM

Error
Successes Successes
Title: Gathering blue. Title: Gathering blue.
Barcode: 300356 L~ Mot Checked Out Barcode: 300356 L~ In-House Use
Author: Lowry, Lois Physical Location: Main Stacks Author: Lowry, Lois Physical Location: Main Stacks
Cost: $15.00 Reclassify Cost: $15.00 Reclassify
Warning In-House Use

BookSysters
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Custom Sounds for Inter-Branch/ILL Items

If you move items frequently between branches (Centralized only) or process a lot of ILL transactions (requires
active license), you can add a custom sound to alert circulation workers that a checked in item needs to be sent
to another branch or returned to a lending library.

To add a custom sound

1. Click Administration from Atriuum’s Menu Bar, and then click Library.

Click Custom Sounds.

3. Next to Inter-Branch Loan/ILL Notification, click the drop-down button, and click again to select an
.mp3 file from the list. (To upload a unique sound from your computer, click Upload Local Sound. Then
navigate to the location of your saved sound, click Open, and click Save.)

4. Click Save. Successes and errors display as they apply.

5. During check in (Circulation Menu and Circulation Desk), the sound will alert staff that an action needs
to be taken regarding the item.

N

Custom Sounds

Customize circulation sounds by task using the options below. Visit Circulation Settings to disable all sounds. @

Main Circulation

Successful Check Out [checkout.mp3 |
Successful Check In [checkin.mp3 ~]
Unsuccessful Check Qutfin (Including Override Nofifications) |fai|ure.m.p3 o |
Reserve Shelf Notification (When An Item Is Checked In) |gn|-esenreshe|f_mp3 4 |
Barcode Scanned/Entered In Check Out |Loca| Sound W |
Inter-Branch Loan/ILL Notification | scales.mp3 A | <
Patron Birthday Mofification [happy-birthday.mp3 |
Kit Notification [chime1.mp3 ]

Self Check Stations

Successful Check Out [checkout.mp3 ]
Successful Check In [ checkin.mp3 ]
Unsuccessful Check Outiin (Including Override Nofifications) |failure.mp3 ]
Reserve Shelf Notification (When An Item Is Checked In) |onre5enre5he|f.mp3 i |
Patron Birthday Mofification [happy-birthday.mp3 |

Customize sounds by Item Circulation Class to provide a unique tone for different types of tems being circulated.

[tem Circulation Class: | Audio Book \/| |Create|

BookSysters
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Improved Reserves Workflow for Inter-Branch Loans (Centralized only)

If you would like to streamline the inter-branch loan process, new settings allow you reserve items at another
branch without an override and to update items’ status with a single scan.

To enable the settings

1. Click Administration from Atriuum’s Menu Bar, and then click Circulation.

Click Circulation Settings.

3. Inthe first section of settings, next to Treat Checked In Items When Not Checked Out As:, click
Warning. (This is recommended to prevent seeing errors as items move between branches.)

4. Under Branch Settings, click Yes next to Allow Reservation Without Override When Item Is At Another
Branch.

5. Under Inter-Branch Loan Settings, click Yes next to Automatically Mark ‘In Transit’ If Reserve Pickup Or
Home Location Is Another Branch.

6. Click Save.

N

Workflow Example

Here, we cover one scenario. A patron wants to reserve an item to be picked up at the Main Branch, but
the Main Branch does not have a copy. The East, North, and West Branches each have a copy. One of those
branches needs to pull the item from the shelf and send it to the Main Branch so that the patron can pick it up.

Margaret, the librarian at the Main Branch, creates a reserve for the item Artemis: a novel for patron Larry
Smith. Copies of this item are available at the East, North, and West Branches.

Copies To Reserve
Reserve For: Smith, Larry (557)
Title: Artemis : a novel
Author: Weir, Andy
Comment: [
Hold tem At
Select All| |Deselect All
1. Barcode: 00007174 Reserve:

Branch: East Branch at Main Stacks
Item Circulation Class: Circulation Call Number: FIC Wei

2. Barcode: 00007175 Reserve:

Branch: North Branch at Main Stacks
Item Circulation Class: Circulation Call Number: FIC Wei

3 Barcode: 00007176 Reserve:
Branch: West Branch at Main Stacks
Item Circulation Class: Circulation Call Number: FIC Wei

Itern 00007174 is on the shelf at East Branch
Item 00007175 is on the shelf at North Branch
Itern 00007176 is on the shelf at West Branch

You do not have permission to override reserve wamings.
| Reserve | | Go To Check 0ut|

BookSysters
20




atriuume

What’s New in Atriuum 12.5

At the East Branch, librarian Bonnie is ready to pull items from the shelves for her own branch’s patrons as well
as items that need to be sent to other branches. She uses the new Reserves Pull List report to create a list of
all the items she needs to gather from the stacks (see “Reserves Pull List” on page 49).

1. Click Reports from Atriuum’s Menu Bar.

N

Under Patrons, click Pull List. Click Generate Report.

3. The report shows all items the East Branch needs to collect. The Branch column indicates the patron’s
pickup location. Items only display on the list if your branch has an available copy that can fulfill the

reserve.

Reserves Pull List

9 Result(s) Found.
Displaying Results 1- 9

Edit This Report Email Report Printable Version Export Report As CSV  Export Report As Text Export Options

Action Line # Reserve Date Patron Name Title Branch ggsr’:nrr:nt hﬁ;obfafsa“
Details 1 DI1S/201 Nesbitt, Penny  The birds of Bethienem L35 [E] DeP
Details 2 oo Davis, Judy Lord of the flies : a novel Eg}gw FIC Gol
Details 3 ?ﬁfgg’%gﬂl Crane,Melody  Circe Efasr: @ 813.6 Mil
Detaits 4 §2212009 Ortner, Athena  Black Panther e BLA DVD
Details 5 (/22009 Smith, Genna Princess 'L“'I'g:gw FIC Pat
Details 6 3?{2;‘32;% .‘;glﬂa.r' Aleandro ¢ erine, called Birdy g‘;‘;ﬁin FIC Cus
Details 7 parar2o1d Crane, Melody ~ 1¢ End ofthe wasp season . East FIC Min
Details 8 Oo/0//2019 Smith, Dorothea  Scandal e

r Details 9 ?g?i%gl!—‘?.ﬂ Smith, Larry Artemis : a novel 'L"?gi;w FIC Wei

Edit This Report Email Report  Printable Version Export Report As CSV  Export Report As Text  Export Options
Save Report Template For Quick Generation

Template Name: |:| Replace Existing Template: O

If a librarian at
another branch has
already agreed to
send this item, it will
not display in East
Branch’s list

She collects all the items on
the list. To begin the transfer
process, she simply needs

to scan each item using the
Check In Items form. She scans
Artemis: a novel. A message
tells her that this item should
be sent to the Main Branch
and its status has automatically
been updated to In Transit. If

Check In [tems

Barcode: Special Check In Date:

| [ Waive Overdue Fines:[| Email Confirmation: [

Warnings

Successful Check In: 1
Failed Check In: 0
ltems With Warnings: 1

Send To Main Library - ltem 'Artemis : a novel’ (00007174} is on reserve for patron Smith, Larry {557).
Pick-up is expected at Branch Main Library. ltem has been marked as In Transit to that location.

Items Marked “In

Artemis : a novel

Print Transit Receipt

Title: Artemis : a novel

Barcode: 00007174 - Mot Checked Out

Author: Weir, Andy Physical Location: Main Stacks
Cost: $24.99 Reclassify | Transfer

she needs to, she can click Print

Transit Receipt to include a printed slip with the destination (see “In-Transit Receipts for Inter-Branch Loans
(Centralized only)” on page 23). She sets the book in a bin to be transported to the Main Branch. Atriuum
flags the item as Reserve Being Fulfilled so that West and North branches do not send duplicate items.
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At the Main Branch, librarian Margaret receives the bin of items from East Branch. She scans each item using
the Check In Items form. When she scans Artemis: a novel, she sees a warning telling her she needs to place
this book on the Reserve Shelf for patron Larry Smith.

Check In Items
Barcode: Special Check In Date: Successful Check In: 1
| | | | Email Confirmation: [_] Failed Check In: 0
Items With Warnings: 1
Check Ir1| |Start Over
Warnings

Place On Reserve Shelf - ltem "Artemis : a novel’ (00007174} is on reserve and should be put on the Reserve Shelf for patron Smith, Larry {557).
Pick-up is expected at Branch Main Library. ltem should currently be located at East Branch. Its home location is at Branch East Branch.

Successes

Title: Artemis : a novel
Barcode: 00007174 -
Author: Weir, Andy
Cost: $24.99

Not Checked Out
Physical Location: Main Stacks
Reclassify | Transfer

Special Scenarios

Reserve Details

[Fulfill Reserve With Alternate Item

If you cannot locate your library’s

COpy Of a reserved |tem or |f you Reserve Details For: White, Linda (400524) Review Patron Branch:
7
do not want to send it to another [Change Pidup Location] [East Branch - |
branCh, you can use new Opt‘ions on Title: An American marriage : a novel / by Tayari Jones.
. Author: Jones, Tayari,
the Reserve Details form to update Fick Up AL East Branch
the status. For example, you might Date Frcode: 00007172 ] s _
not want to lend a popular title you xpected Call Numbor: FIC Jon Reject
prefer to keep for your own patrons. Add To Reserve Shelf
Title: An Americar_l marriage : a novel / by Tayari Jones.
If . Pick Up AC East Branch
you are unable to fulfill a request, Currently At: North Eranch
. . . Barcode: 00007177
click the drop-down list, click to select Date Reserved: 12/1212018 [Fiaricas) [Missing =

.. . Expected Return Date: In =
a status, such as Missing, and click Call Number: FIC Jon [Reject]

Mark As.

Add To Reserve Shelf

Title: An American marriage : a novel / by Tayari Jones.
Author: Jones, Tayari,
Pick Up At: East Branch
Currently At: West Branch

If you are unwilling to fulfill the
request, click Reject. If all copies are
removed, the reservation is deleted
and the patron will be notified that
their reserve could not be fulfilled
(based on settings).

Barcode: 00007178

Date Reserved: 12/12/2018 [Mark as] [Missing

Expected Return Date: In
Call Number: FIC Jon

Reject

Add To Reserve Shelf

Go Back
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In-Transit Receipts for Inter-Branch Loans (Centralized only)

If you frequently move items between branches to fulfill patron reserves and automatically update their status
when in transit, you can print a receipt to accompany the item to the new location.

To enable the setting and print transit receipts

1. Click Administration from Atriuum’s Menu Bar, and then click Circulation.

Click Circulation Settings.

3. Under Inter-Branch Loan Settings, click Yes next to Automatically Mark ‘In Transit’ If Reserve Pickup Or
Home Location Is Another Branch:.

4. Click Save.

When a checked in item needs to be sent elsewhere, a link displays to Print Transit Receipt.

6. Click the link to open a preview of the receipt and printing options (based on your browser).

N

d

Check In Items
Barcode: Special Check In Date: Successful Check In: 0
| | | | Email Confirmation: [ ] Failed Check In: 1
Items With Warnings: 1
|C.heck Ir1| |Starl Over|
Errors

Title: Give me your hand
Barcode: 00007411 Author: Abbott, Megan E.
Cost: 27.00
ERROR: Item 00007411 is not checked out. Last Check In date: Not Available
Send To East Branch - WARNING: Item "Give me your hand’ (00007411} is on reserve for patron Nesbitt, Virginia (401643).
Pick-up is expected at Branch East Branch.
Item has been marked as In Transit to that location

Items Marked "In Transit"

Give me your hand 2> Pprint Transit Receipt

Main Street Library

In Transit Receipt
Title: Give me vyour hand
Barcode: 00007411
Buthor: Abbott, Megan E.

This item has been marked as 'In Transit’

To Branch: East Branch

03/06/2018 01:38:08PM
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See Locations When Reviewing Bibliographic and Holdings Records (Centralized only)

If an item is not at its home location, it is easy to see where it is currently held from the holding or
bibliographic record. Status, home branch, and destination information display in holdings lookup results, and
current location for each copy displays on the Review Bibliographic form and other applicable forms.

Holdings Lookup Results

Search results for: holdings with fitles containing phrase "library history™

Sort By: Title Relevance Series Title Author Copyright Call Number
1. Library : an unquiet history

Barcode: 00000028 Item Circulation Class: Circulation

Branch: In Transit (belongs to Main Library, being sent to East Branch) Call Number: 027.01 Bat

Status: In

2. The library : a world history

Barcode: 00003586 Review Bibliographic

Branch: East Branch Title: Library : an unquiet history

Author: Battles, Matthew.

Copy 1 of 1 copies currently available

Status:

Usage: Last Year's Circulation: 1
Total Circulation: 5

Notes: Reprint. Originally published: c2003.
Includes bibliographical references (p. [215]-227) and index.
Reading the library — Burning Alexandria — The house of wisdom — The battie of the books — Books for all - Knowledge on
fire — Lost in the stacks.

View History For This Bibliographic Record
Heldings Information (1)

0 Patron Reviews/Ratings

Watch List Terms For This Author
Watch List Terms For These Subjects

Status: In

Barcode Status Last Checked Out To Reservations Current Location Physical Location Action
00000028 In Golden, Anna (402599) 0| In Transit from Main Libral Main Stacks Review liem

Edit Reserve Location (Centralized only)

If a patron mistakenly chose the wrong branch for pickup or needs to pick the item up at another location, the
reservation can be edited from the librarian side of Atriuum. The location can be changed using the Reserve
Details form, which is accessible by clicking Reserve Details from the Review Patron or Review Item form or
Details on the Reserves Pull List report.

Simply click the drop- Reserve Details

down button, and
click again to select
a different branch.
Then, click Change

[Fulfill Reserve With Alternate Item

Reserve Details For: Hall, Margaret "Peggy” (400913) Review Patron

Branch

[change Pickup Location| [East Branch | -

Pickup Location.

Title: The Architect's Apprentice / ENT Shafak.

Author:

Pick Up At:

Currently At:

Barcode:

Date Reserved:
Expected Retumn Date:
Call Number:

Shafak, EIif
East Branch
East Branch
00007020
121172018
On Reserve
FIC Sha

|Mark As||Missing e

Add To Reserve Shelf

[Cancel Reserve| [Go Back|
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Create Reserve Link on Review Bibliographic

If you have looked up a title for a patron to locate available copies, you can use a link on the Review
Bibliographic form to begin the reserve process.

Click Create Reserve to begin searching for a patron and creating a reserve.

Review Bibliographic

Title: Nine perfect strangers Liane
Author: Moriarty, Liane 0 Patron Reviews/Ratings Mortarty
Copy Status: 2 of 2 copies currently available Watch List Terms For This Author '.,;__,_i
Watch List Terms For These Subjects ™
— Crodte RESeTVe Nillt‘"’%"'ﬂ'[
Usage: Last Year's Circulation: 5 Strangprs

Total Circulation: 5
Notes:
View History For This Bibliographic Record

Holdings Information (2)

Barcode Status Last Checked Out To Reservations Current Location Physical Location Action
|{lDDﬂ?412 In Crane, Melody (844008) 0 Main Library Main Stacks Review ltem |
00007413 In Cooper, Samantha (30) 0 In Transit from East Branch Main Stacks Review ltem
Details
Title: Nine perfect strangers

9781250060825

. . . 1250069823

Author: Moriarty, Liane ISEN: 9781250315373

Series Ti Copies To Reserve
Publishe Reserve For: White, Linda {400524)

R TR Title: Mine perfect strangers
Stmt. of |  Author: Moriarty, Liane

Physical Comment:

Artist | Hold item At: |East Branch - |

Lexile:

[select All| [Deselect All|

1. Barcode: 00007412 Reserve:
Branch: Main Library at Main Stacks
Item Circulation Class: Circulation Call Number: FIC Mor

2. Barcode: 00007413 Reserve:

Branch: East Eranch at Main Stacks
Item Circulation Class: Circulation Call Number: FIC Mor

Item 00007412 is on the shelf at Main Library
Item 00007413 is In Transit

Reserve | [Go To Check Out |
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Place Block on Reservations for Fine Limits

Now, if patrons have accumulated enough fines to block them from checking out items, they cannot reserve
items in OPAC. They will see the error message shown here. No additional setup is needed.

Reserve Iltem B

-

~

Error: You have exceeded the maximum fines allowed.

A SPARK OF LIGHT

Author:  Picoult, Jodi
Comment:
Pick Up At:East Branch

Close Help

Bookings Show Available and Unavailable Copies

Bookings forms show the number of available and unavailable copies so you can see how many holdings are

available to book. Unavailable copies are those that cannot be booked due to Circulation Rules. Items hidden
from OPAC also reduce the number of available copies.

Edit Booking
Bookings For: Brewer, Andrew "Drew™ Patron Report Class: Staff
Barcode: 07800662 Patron Circulation Class: Staff

Booking Mame: |5hakespeare report
Begin Dale: [03/21/2019 [z
End Date: [03/28/2019 e

Buffer Period (Days):

Title Available Copies Requested Copies Action

Much ado about nothing 117 (and 2 unavailable) Delete | View All
Hamiet 50 (and 3 unavailable) Delete | View All
The Adventure of English 3 (and 1 unavailable) [ 1 Delete | View All

Add Items To Booking | |Save Bouking| |Cance| Boukingl | Return Te Boukings| |Return To Review
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Improved Notifications
Mobile Phone Added to Check In Results

A patron’s saved mobile phone number and other contact info now displays in the Items For Placement On
Reserve Shelf form when a reserved item is checked in, saving you the step of looking up that information.

Check In Items
Barcode: Special Check In Date: Successful Check In: 1
| | | Waive Overdue Fines: [] Email Confirmation: | Failed Check In: 0
Items With Warnings: 1
|Check Ir1| |Start Overl
Warnings

Place On Reserve Shelf - Item "Among the ten thousand things : a novel / Julia Pierpont.” (00005975) is on reserve and
should be put on the Reserve Shelf for patron Farley, James (400691).
Pick-up is expected at Branch East Branch.

Items For Placement On Reserve Shelf

Among the ten thousand things : a novel (00005975) is On Reserve For Farley, James (400691)
Print Reserve Receipt EmailiText Patron That ltems Are Available

Patron Contact Preference: Mobile Phone

Home Phone: 555-123-4567 Mobile Phone: 555-987-6543 Email Address: jfarley@mail.com

Succ

Title: Among the ten thousand things : a novel / Julia Pierpont.
Barcode: 00005975 ' Checked Qut To: Smith, Janice (Check Out)
Author: Pierpont, Julia. ~ Patron Circulation Class: Child
. Patron Report Class: Child
Was Due On: 12/19/2018 Cost: $15.99
Physical Location: Main Stacks
Reclassify | Transfer

Reserve Shelf Netification - Microsef.. = O X | Email Address Added to Reserve Shelf Pop-Up
mainst . .
A patron’s saved email address now displays on the Reserve Shelf
Title: Among the ten thousand things - a | Notification pop-up (based on Circulation Settings).
; novel (00005975)
Author: Pierpont, Julia.

Reserved To: Farley, James (400691)
Home Phone: 555-123-4567
Mobile Phone:  555-987-6543

Email: jfarley@mail com

Contact .

Preference: Mobile Phone

Placed On P .

Reserve Shelf: 12/12/2018 10:00:01AM
[ Print Receipt
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Automatic Notifications for Reserve Status Changes

A new circulation setting allows emails, text messages, and phone call notifications to be queued when a
reserve’s status changes, such as when an item is moved to the Reserve Shelf or when a reserve is cancelled.

To enable automatic reserve status notifications

bl o

Click Administration from Atriuum’s Menu Bar, and then click Circulation.

Click Circulation Settings.

Next to Automatically Notify When Reserve Status Changes: (first section of settings), click Yes.

Click Save to keep your changes.

Manual Notifications for Reserve Shelf Cancellations

If you do not want to automatically notify patrons about every reserve status change but would like to send out

notifications for cancelled reserves, you can do so manually when removing items from the Reserve Shelf.

Click Circulation from Atriuum’s
Menu Bar. Under Reserve, click
Reserve Shelf.

On the Items On The Reserve
Shelf form, click to select

the Send notifications for all
deleted items: check box.

Click to select the Delete: check
box for any items you need to
remove.

Click Save Changes. A success
message displays, items are
taken off the list, and patrons
are sent notifications. Based

on your patron and circulation
settings, as well as what data is
saved in the patron record, the
notification may be an email or
text message, or a Phone Call
Requested notification may be
added to the patron record.

Viewing the reserve shelf at | East Branch | [change view

Items On The Reserve Shelf

Save Changes

Patron: Smith, Janice (401375)
Title: The fallen

Author: Baldacci, David

Barcode: 00007168
Contact Preference: Home Phone
Placed On Shelf: 10/26/2018 09:13:49AM
Pick Up At: East Branch

1 [2] Next >

Send notifications for all deleted items: [ h

Comment:

Patron: Ramsey, Chris (810)
Title: The Guemnsey Literary and Potato Peel
Author: Shaffer, Mary Ann
Barcode: 00007150
Contact Preference: Home Phone
Placed On Shelf: 11/02/2018 08:39:57AM
Pick Up At: East Branch

Pie Society

Comment:

Patron: Aguilar, Alejandro “Alex” (401769)
Title: A Fable
Author: Faulkner, William,
Barcode: 00000086
Contact Preference:

Placed On Shelf: 11/02/2018 09:18:58AM
Pick Up At: East Branch

Comment:
|slejandro "Alex" (401769)

Reserved from OPAC by patron Aguilar,

Delete: []
Re-Print Reserve Receipt

EmailiText Patron That
ltems Are Available JEENESSES

Return To Reserves

Delete: []
Re-Print Reserve Receipt

Return To Reserves

gee Se=

Delete: [

Re-Print Reserve Receipt 1
EmailiText Patron That m

ltems Are Available
Return To Reserves .o -
B

B
pat
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Phone Call Notifications

For patrons who do not have email but need to know the status of reserved items, a form displays at the top
of the Patron Information form alerting you that this patron needs to be called (contact preference must be a
phone number). Notifications also display during circulation; the Phone Call Requested form displays on the
Batch Check Out Items form, and a phone icon displays when using the Circulation Desk. You must enable the
Automatically Notify When Reserve Status Changes: setting for these notifications to be queued.

Phone Call Requested

Reason: 'Elevation’ is available for pickup at East Branch on 03/04/2019

[Mark contacted/Clear all]

You can also use a new standard report to see a list of patrons who need to be notified by phone. For more
information on this report, see “Phone Call Requests Report” on page 50.

Text and Email Notification Improvements

Text and emails can now be sent at multiple times a
day so that your patrons always have the most up-to-
date information on their reserves and other statuses.
To update your preferences, you need to modify a
server setting, so contact your system administrator or
call Book Systems Tech Support.

The related server setting has been split, and different
times can be entered separated by semicolons. By
default, these customized times for emails will be
used rather than sending them when the overnight
background tasks are completed. If you do not wish to
use custom times to send emails, you must disable the
related patron setting.

Global Settings

[SEIVEN | ComPeer | Backup | Logging | Catalog | Email | Path | Other Servers | District | LDAP | eBooks | MEND

Server Settings
Senver Prefix

External Prefix
Server Password

Verify Password

Server Login Timeout (Seconds)

Report Console Timeout (Seconds)
Email Alerts When Disabled:

Email Alerts To

Automatically Upgrade Databases

Background Tasks Start Time (Daily)

Background Tasks Stop Time (Daily)

Send Text Messages To Patrons (Daily)

Send Email Messages To Patrons (Daily)

http://mainst
http://mainst
----------------

3600

600

Yes: () No: ®

maggiem@mainst.org

Yes: ® No: )

02:00 AM

06:00 AM

9:00 AM; 12:00 PM; 2:00 PM; 4:00 PM
11:00 AM; 4:00 PM

Save Changes| Go Back
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Action Items List

Action Items are notifications sent directly to the Librarian Desktop for patron OPAC reservations, Reserve
Shelf additions and removals, and Scheduled Reports. These alert staff that an item needs to be pulled from
the stacks to fulfill a hold or returned to the stacks if a reservation is cancelled. A clipboard icon
displays the number of notifications; click to see details. Workers with the Manage Action Items 2
Administrator permission will see Action Items about reserves. Any worker can see an Action Item @
for a scheduled report (no permission required).

The first time you use this feature, your browser will prompt you to allow your Atriuum site to show
you notifications. You must allow this in order to see updated information.

Action Items Action Item: Reserve
Actions: 2 The following item has been recently reserved:
Mar 1 Reserve

" Mar1 Reserve Ite_rn resemnved fru-m OPAC by patron Sch_rader, Robin (795000).
g Click here to review the Reserve Details

Call Number: FIC Jam

Title: Roller Girl

Author: Jamieson, Victoria,

Date Reserved: 03/13/2019 08:37:13PM

Available Locations:

Comment Reserved from OPAC by patron Schrader, Robin (795000)

You can also use this feature to push reports to individual workers’ accounts rather than sending them to
email addresses. This allows your workers to quickly see everything they need when the library is busy. For
example, you could schedule the new Reserves Pull List report to be sent to workers each hour so reserves are
processed in a timely fashion.

To manage action items

1. Click the clipboard icon to open the Action Items list.

2. Click Manage Action Items.

3. Click check boxes to select individual messages, or click Select All to choose all messages.

4. Click Mark Read to indicate messages have been viewed, or click Delete to permanently remove

messages from the list.

Action [tems
Actions: 3 Deselect All| | Delete | Mark Read | Selected: 0
1Y Mar1, 2019 12:03 PM Reserve The following item has been recently reserved: ltem reserved from OPAC by patron Aguilar, Alejandro...
1Y Mar1, 2019 11:59 AM Reserve Shelf The following item should be placed on the Reserve Shelf: Item reserved from OPAC by patron Nesbit...
[ Mar 1, 2019 11:59 AM Reserve The following item has been recently reserved: Item reserved from OPAC by patron Nesbitt, Virginia {...
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Patron Checked Out This Item Before

Patrons can view a message that they have read a book before in OPAC (on the Full Details pop-up) and Self
Check Out Stations (active license required). Now you as the librarian see this message automatically when
you are checking out items. No additional setup is needed.

Reserve Shelf

House of Cards. Season 1
Author: Netflix
Barcode: 00007458
Placed On Shelf: 02/08/2019 01:10:35PM At: East Branch

Delete | Remove From Shelf

Batch Check Out Items

Patron Name: Nesbit, Virginia .~ ) Patron Barcode: 401643
Barcode: [ Special Due Date
Item List: 0

|| SEarchl |Brcwwse| |Print Circulation Recewpt‘ |Reserve An Item
[C] ANl Information On Receipt

New Patron Name / Barcode |

Check Out Results

Successful Check Out: 1 Failed Check Out: 0
Title Barcode Call Number Due On
Acceptance / Jeff VanderMeer. 00007148 FIC Van 032212019

Patron checked out this item on  01/18/2019

Items Checked Qut (1)
Title Barcode Call Number Due On Select
Acceptance / Jeff VanderMeer. 00007148 FIC Van 03/22/2018 O

|Select AII| \Renew Selected | |Update Custom Item Status For Selected \ |Mar‘k Selected Lost| |Check In Selected |

Outstanding Fines/Fees

Title Barcode  Type Reason Amount Action
"D" is for deadbeat : a Kinsey Millhone mystery 00000765  Overdue Overdue. Checked in on 02/27/2019 10:16:31AM. Was due on 02/19/2019. $4.00 [Pay This]
A death in Sweden 00007356  Overdue Overdue. Checked in on 02/27/2019 10:16:31AM. Was due on 02/20/2019. $3.00 [Pay This]

Outstanding Reserves

Title Author Date Reserved Pick Up At Position In Queue Action

Gray Mountain : a novel Grisham, John 02/27/2019 10:20:13AM East Branch 1st View Details | Cancel Reserve
Comment: Automatically Reserved Based On Watchlist Setting

Give me your hand Abbott, Megan E. 03/06/2019 01:37:24PM East Branch 1st View Details | Cancel Reserve

After checking out an item, a message displays in the Check Out Results form displaying the date the patron
last borrowed the item. You can then ask the patron if they intended to borrow this item again or if they were
unaware they had read it before.
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Current Status on Circulation Receipts

Patrons’ current status includes checked out items, fines, and reserved items. The option to print this on
receipts has been split into three settings, allowing you to further customize what is displayed.

To customize Current Status printing options

N

Click Save.

At any time, you can override receipt settings and choose to show every piece of data on a patron receipt by clicking the All
Information On Receipt check box during check out.

Click Administration from Atriuum’s Menu Bar, and then click Circulation.
Click Circulation Settings.
Under Receipt Settings, click to select/deselect the following options as needed:
e Print Checked Out Items Status On Receipts - information for all items currently borrowed will be

¢ Print Current Fine Status On Receipts - information for all currently owed fines will be printed.
e Print Current Reserve Status On Receipts - information for all currently reserved items will be

Main Street Library

Receipt for Patronm 01627782
Smith, Angela
Patron Report Class: Adults

Fines Owed

26201046 All the light we cannot see @

(Doerr, Anthony,)
$2.50
Coffee ring=s in back cover

Total Amount Due: £2.50

Items Omt
26201048 The girl on the train
(Hawkin=s, Paula.)
Cost: $15.00
2/24/2018

Reserved Items
The Reckoning
{John Grisham)
Date Reserved: 1/27/201%9

2/04/2018 03:08:22PM

a novel
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Patron Features

Required Fields For New Patron Records

To ensure your patron records are consistent and thorough, you can specify fields that must be completed in
order to save a patron record. When adding a patron manually, the record cannot be saved unless all required
fields are filled out (does not apply to patron imports). By default, patron last name and barcode are always
required. When an existing patron record is edited, these mandatory fields must be completed before changes
can be saved.

To establish required fields for patron records

1. Click Administration from Atriuum’s Menu Bar, and then click Patrons.
2. Click Patron Required Fields.
3. Click check boxes to select mandatory fields; then click Save.
4. When adding a patron record, required fields display with a red asterisk.
Required Fields For New Patron Records
I First Name
[ Patron Branch
[ Gender
[ girth Date
Add Patron
] Address
Dcﬂy
D Last Name: | |*
ZIP Code ]
DEmaiI :-I'E: Mame: | |*
ICEname:
[ImMobile Phone Barcode: | |*
CWork Phone . - |next available |
Barcode Type: [Patron Barcodes (6 dig.) ]
[l Home Phone

Email Address:

Block Patron From Circulation: [

[] Patron Link Identifier Block SI1P2 Validation: O
(I patron Username Reason: |
[IPassword Patron Branch: [None
[Juser Def 1
[Juser Def 2 Primary Demographics
[l user Def 3 To Alternate Demographics.
[Juser Def 4 Patron Circulation | adults |
[Juser Def 5 351553 Renort Cl
atron Report Class: Adult
O Unigue User Def 1 ) | — |
Gentor —
[ unique User Def 2 e | E
City: [Pleasantville | State: AL v
Country: USA ZIP Code: [s3s55  |*
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Default Patron Branch to Worker Branch

To save time when manually adding a new patron to the system, you can automatically assign the worker’s
logged on location as the patron’s branch.

To assign patron branch by worker branch

1. Click Administration from Atriuum’s Menu Bar, and then click Patrons.
2. Click Patron Settings.
3. Next to Default Patron Branch To Worker Branch:, click Yes.
4. Click Save.
5. When the Add Patron form opens, the worker’s branch will be selected.
Worker Log On - Add Patron
User:  Bonnie
Library: Main Street Public Last Name: .

Library

I |

Branch: East Branch <@ First Name: | |
| |

|

View Permissions

Go To Bookiracks Nickname:

Log Off Bonnie Barcode: |next available *

Quick Cataloging - Barcode Type: |Patron Barcodes (6 dig.) \f|

ISEM / UPC: Block Patron From Circulation: [

| | Block SIP2 Validation: O

Reason:
| |

Patron Branch: [East Branch | <

Item Lookup L
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Patron Lookup by Birth Date or Email

There are two new ways to search for a patron using the Patron Lookup form. To search by birthday, click the
drop-down button next to Other Info:, and click again to select Birth Date; enter a date in the field in the mm/
dd/yyyy format, and click Search. To search by email address, click the drop-down button next to Other Info:,
and click again to select Email Address; enter the address in the field, and click Search.

Search:
Other Info:

Mame / Barcode: |

Patron Lookup

Please specify the patron record that you want to edit.

| [search]

|Palron Link Identifier | |Search|

Email Address
Phone Number,
Birth Date

View History of Edits to the Patron Record

If you need to determine what change was made to a patron record, when, or by whom, you can now access a

report of edits to a specific patron record (based on permissions).

o Only changes to records made after your Atriuum upgrade will display in this report.

To view edit history

Ell o

old and new values of the field.

Click Patrons from Atriuum’s Menu Bar; under Patron, click Edit.
Search for the patron record you need to examine.
On the Edit Patron form, click Display Edit History at the bottom of the Other Info form.
A list of changes made to the patron record displays along with the worker who made the edit and the

Patron Edit History
Linda White (400524).

Date

11/28/2018 09:26:53AM
11/28/2018 09:26:53AM
11/28/2018 09:24:21AM
11/28/2018 09:24:21AM

Field

Primary City

Primary Address

Birth Date

Primary Email Address

New Value Old Value
Pleasantville Glendale

2567 Allandale Rd. 2567 Main Street
037121979

lindawhite@mail.com

Worker
Eonnie
Eonnie
Bonnie

Bonnie
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Patron Responsibility Setup

You can easily select all the members of a family when setting up responsibilities (Responsible To and
Responsible For). This makes connecting patron records fast and convenient. You can also now add

Responsible To information directly from the dependent’s record rather than having to open the responsible

party’s record.

To add multiple patron responsibilities to one patron record

1. Click Patrons from Atriuum’s Menu Bar.
2.
3. Next to Add Responsibilities:, click Lookup.
4,
number.
5.

All Checked Records.

7. The Edit Patron form reopens with the newly added family members.

The Patron Lookup Results form opens with a list of matching records.
6. Click the check box next to each name as applicable. When you have made your selections, click Add

Under Patron, click Edit. Search for the patron. The Edit Patron form displays.

Enter the last name of the family or a shared piece of information, such as an address or phone

Patron Lookup Results
[Add All Checked Records|

OJ 1.Kelley, David
Barcode: 5§29
Address: 456 Eastbrook Ln
Birth Date: 07/16/1980
- 2 Kelley, Diana
Barcode: 830
Address: 456 Eastbrook Ln

Patron Report Class: Adults

Patron Circulation Class: Adults

Patron Branch: Main Library

Patron Report Class: Adults

Patron Circulation Class: Adults

Birth Date
3 Kelley, 5al  Edit Patron
Barcode:
Address: [save| [History| |[Delete] [Review| |[Make Copy| [Add New Patron| [Messages
Birth Date .
4 Kelley, Sa| Last Name: [Kelley |
Barcode: - :
Address: | [ To Name: [David |
Birth Date,  Nickname: | |
|Add All Checked Recordsl Barcode: |529 |*
Barcode Type: [Patron Barcodes (6 dig.) |
Patron Lookup Block Patron From Circulation: []
Please specify the patron you  Block SIP2 Validation: O
Mame / Barcode: [Kelley Reason: | |
Search: Kelley
- Responsible For: Kelley, Sarah (831) Delete
Demographics:
|: Kelley, Sam (832) Delete
Kelley, Diana (8320) Delete

Add Responsibilities: [Lookup | [Add By Address|

Kelley, Diana (830)
Add Responsibilities: |Lookup

|Main Library

Responsible To:

Patron Branch:

Copy Demographics

Retrieve Demographics Delete
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Patron Responsibility in Form Letters

Existing form letters have been updated to automatically include overdue items and fines/fees for patrons the
recipient is responsible for, such as children or dependents (if responsibility is enabled). No additional setup is

needed.
Edit Form Letter
Form Letter Name: |Overdue Ttems w/Cost plus Fine 1|
Email Subject: [Motification From Your Library |
[Address v]
[Library Address | Insert Misc Field
|Fines,n’Fees (Unlimited fines/fees displayed) hd
Print Format: One Per Page: (@) Two Per Page: () Three Per Page: ()  Fill Entire Page: ()

] Show Line Between Form Letters

Formats + Font Family ~ FoniSizes ~

B 7 U S =

=
]
I
|
A~
A
|=
4
=
4

=i@Library.LibraryName@ =
<{@5ettings ADDRESSINFO@ =
<@5ettings.PHONENUMBER:@ =
<@5ettings. LIBRARYEMAILG >
<@Date@>

<{@Patron.PatronNameFirstLast@ =

<@Patron.Address@>
<@Patron.City@ >, <@Patron.State@> <@Patron.Zipcode@>

Dear <@FPatron.FirstName@ >,

Our records indicate that you have either overdue items or you have fines due from previously returned items. For overdue items fines will
continue to be added until they are returned. Additional overdue charges may be prevented by returning your items. Please come to the library

at your earliest convenience to clear your account. Your cooperation concerning this matter will be greatly appreciated.

<@Template.Overdues (Unlimited |tems displayed)@=

Fine Info:
<@Template.Fines/Fees (Unlimited fines/fees displayed)@=

Total Amount Due: $ <@Patron.TotalFinesIncludingResponsibleFor@:» < ——————

[save| [Go Badk] | Add/Edit Form Letter Templates
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Patron Responsibility Moved Up on Patron Information

To make it easier to see patron responsibilities, the Responsible For The Following Patrons and Responsible To
The Following Patrons forms have been moved up on the Patron Information form. They now display below
Contact Information rather than at the bottom of the form.

Patron Information

Name: Kelley, Diana - Edit This Patron

Barcode: 830 Check Out ltems To This Patron
Patron Report Class: Adults Assess Fines For This Patron
Patron Circulation Class: Adults Assess Fees For This Patron

Reserve ltems For This Patron
Print Patron's Circulation Receipt
Email Patron's Circulation Receipt

Total tems Out: 0 Pay Fines For This Patron

Total Amount Due: $0.00 History For This Patron

Projected Late Fine: $0.00 Patron Reviews/Ratings

Credit: $0.00 Modify Credit Print Patron's Fines Paid Today
Email Patron's Fines Paid Today

Card Expires: 07/09/2020 Watch List Terms For This Patron

Community Posts For This Patron

Contact Information

Address: Home Phone: (555) 123-4567
456 Eastbrook Ln Work Phone:

Pleasantville, AL 55555 Fax Phone:

Email: dianakelley@mymail.com Mobile Phone:

Contact Preference: None

Responsible For The Following Patrons

Responsible For Total Fine
Kelley, Sarah (831) 0.00
Kelley, Sam (832) 0.00
Kelley, David (829) 0.00

Responsible To The Following Patrons

Responsible To Total Fine
Kelley, David (829) 0.00
Notes And Alerts

Lexile:
F&P Reading Level:
Comment:

Circulation Permissions
Max ltems Out: 10 Max Overdues: 3

Max Fine: $25 Max ltems Reserved: 10
Permissions By ltem
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New Contact Preference Option: Text

If your patrons prefer to be notified of reserved items or cancellations via text, you can now select this
option on patron records. The Enable Mobile Phone Text Messaging To Patrons: setting must be enabled for
notifications to be sent.

To specify a patron’s preference

1. Click Patrons from Atriuum’s Menu Bar.

2. Under Patron, click Edit. Search for the record you need to modify. The Edit Patron form displays.

3. Inthe Other Info section, next to Contact Preference:, click a radio button to select an option, such as
Text.

Contact Preference: Mot Specified: ) Email: )  Text @  Home Phone: ) Mobile Phone: () Work Phone: ()

4. Click Save to keep your changes.

This option also displays in the Account tab of My Items if you allow patrons to change their account
information from OPAC (General And Patron Account Settings).

PATRON: NESBITT, VIRGINIA

You Have 1 Items Waiting For Pick Up
You Have 5 Items Reserved

You Owe $1.00 In Fines/Fees

You Have 3 Bookbags

“You Have 7 Waich List ltems

You Have 4 Community Posts

Reserves ltems Out Fines | Account | Interests History

CHANGE YOUR ACCOUNT INFORMATION

15434 N. 161 Ave.

Address: Pleasantville, AL 55555

—Joy

Contact Preference: Mot Specified: ) Email: ) Text ®  Home Phone: ) Mobile Phone: () Work Phone: ()
Email Address: [vnesbitt@mail.com
Remind Me By Email When My ltems Are Due Back
Days Before ltem Is Due
Home Phone: [(555) 555-7932 |
Mobile Phone: (555) 555-1234 |
Work Phone: (555) 555-5678 |
Create A New OPAC Password
New Password: 1
Verity New Password: |:|
Disable History Yes: (D) Noi@)




atriuume

What’s New in Atriuum 12.5

Report Features

Scanned Barcodes Report

If you have a group of items that represent a unique subset of an Accession List or List Of Titles report, you can
scan each item to add it to a report. For instance, you might scan all the items in a topical display that come
from different parts of the library.

To create a scanned barcode report

1. Click Reports from Atriuum’s Menu Bar.

Under Utilities, click Scan Items For Reports.

3. Inthe Items For Reports: field, scan the barcodes of the materials you need to add one at a time. After
each addition, the list below refreshes to show the added title.

4. When you have added all the relevant items, click View in the Action column next to the report type
you need to use.

N

Scan Items For Reports

Iltems For Reporis: |

Reports

Report Name Action
Accession List View
Titles View

Mumber Of Scanned ltems: 6  Remove All

# Title Barcode  Action
1 A train in winter : an extraordinary story of women, friendship, and resistance in occupied France 00000572 Remove
2 The wages of destruction : the making and breaking of the Nazi economy 00001181 Remove
3 Engineers of victory : the problem solvers who turned the tide in the Second World War 00002655 Remove
4 We die alone : A WWII epic of escape and endurance 00004351 Remove
5 The girls of Atomic City : the untold story of the women who helped win World War I 00005439 Remove
6 A world elsewhere : an American woman in wartime Germany 00005450 Remove

5. If you need to customize the report, click Edit This Report, modify your columns and sorts as needed,
and click Generate Report.

6. To save this list for later, enter a name for this report in the Template Name: field, and click Save
Template. This report can be accessed from the Saved Report Templates form.
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Manual Statistics

If you need to keep track of unique information for local or state reporting purposes, you can now create your
own manual statistics and store data within Atriuum.

To create a new statistic type
1. Click Administration from Atriuum’s Menu Bar, and then click Circulation.

2. Click Manually Added Statistics.
3. Click Add New Manual Statistic.

Add Manual Statistic

Statistic Name: | |

Description:
Vanable List:
Add New Variable: |
Manually Added Statistics
Name Description Action
3D Printer Use Data on use of 3D Printer Add Data | Edit | Reporis
eBook Use by Vendor Do patrons use one vendor more than others Add Data | Edit | Reports
Entering Library Number of people entering the library on a specified date. Add Data | Edit | Reports
Materials Needed Mumber of materials needed for programs. Add Data | Edit | Reporis
Meeting Room Use Data on meeting room usage Add Data | Edit | Reports
New Library Cards Library card applications processed for new patrons Add Data | Edit | Reports
Number of Programs Number of programs the library has offered. Add Data | Edit | Reports
Program Attendance Mumber of people attending programs. Add Data | Edit | Reporis
"Number of Programs”, And Similar All statistics requiring the following variables: Age Group, Program Name, Taught By Add Data | Edit | Reports
|Add New Manual Statistic| |Go Backl

4. Enter a name for the statistic you want to track. This name becomes the field for the main numerical
value associated with the statistic.

5. Enter a description for the statistic.

6. Inthe Add New Variable: field, enter a variable, such as Age Group, that you want to track using
reports.

7. To add more than one variable, click More, and enter up to five unique variables.

8. When you have added all the variables you need to track, click Save.

BookSysters
41



atriuume

What’s New in Atriuum 12.5

To add reports for this statistic type to Manual Statistics Reports

1. From the Manually Added Statistics form, click Reports in the Action column to open the Specify
Reports form.

2. If you have more than one variable, enter a name for each report you would like to be able to view in

the future. If you leave a field blank, a report by that grouping will not display on the Manually Added

Statistics form.

Click Specify Reports.

4. These reports can now be accessed through the Statistical Reports form.

w

Specify Reports
Statistic (Column Header In Report): Reference Questions
Variable List: Age Group, Subject

Enter a name for a variable that needs a related report; otherwise, leave the field empty.

Name Of Report Grouped By Age Group: |Reference Questions By Age Group |

Name Of Report Grouped By Subject. |Reference Questions By Subject |

Manually Added Statistics

[Add New Manual Statistic] | Go Back]
Name Description Action
Entering Library Number of people entering the library on a specified date. Add Data | Edit | Reports
Materials Needed Number of materials needed for programs. Add Data | Edit | Reports
Number of Programs Number of programs the library has offered. Add Data | Edit | Reports
Program Attendance Number of people aftending programs. Add Data | Edit | Reports

Reference Questions Questions asked of Librarians at the reference desk Add Data | Edit | Reports
“Number of Programs”, And Similar All statistics requiring the following variables: Age Group, Program Name, Taught By Add Data | Edit | Reports

To enter data for a statistic

You may enter data daily, weekly, or at whatever interval you prefer for reporting purposes.

1. Click Administration from Atriuum’s Menu Bar, and then click Circulation.

2. Click Manually Added Statistics.

3. Click the statistic name or Add Data for the statistic you want to record.

4. Next to the Statistic Name (Reference Questions in the example below), enter a numerical value.

5. Use the calendar icon to select the date the value corresponds with, or enter a date in the mm/dd/yyyy
format.

6. If needed, select a different branch (Centralized only; defaults to your logged on location).

7. For the variables you created, enter a variable value, or select one from the list (only available after it

has been entered previously).
8. Click Add Data to save this information for reporting purposes.

Reference Questions - Add Data

Reference Cuestr
Date: [oR/oo/z018 __J
Branch

Age Group: (Adult E Existing Values:
Subject: |Library Programs [4] Eexisting values:

[Add Data] 21
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To view a Manual Statistics Report

NoubkwNe

Click Reports from Atriuum’s Menu Bar.
Under Administration, click Statistical Reports.
Click Manual Statistics Reports.

In the Manual Statistics Reports form, click View next to the report you want to see.

By default, the report displays all saved data.
To narrow your results, select a specific branch (Centralized only) or date range.
To print a copy of the report, click Printable Version.

Manual Statistics Report - Reference Questions By Age Group

Filter Criteria: Branch:
From Start Date: [07/11/2018 | To End Date: [07/20/2018 ]

Use the following date format: mm/ddiyyyy

|Genemte Report Using New Filter

Printable Version

Age Group Reference Questions
Adult 8
Juvenile 5
Total: 13
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Viewing History Permissions for Workers

To further allow you to customize which workers have access to what information, the preexisting permission
has been divided into four separate permissions so you can give each worker the access he/she needs.

To assign permissions

PN

for the history permissions described below:
e View History For All Workers - workers can edit history reports and review all history in the
database, including information about all workers, patrons, and items.

¢ View History For Worker Logged On - workers can only review their own history.
* View Item History - workers can access reports with complete transaction and edit history for
individual item records.
* View Patron History - workers can access reports with complete transaction and edit history for
individual patron records.

5. Click Save.

Click Administration from Atriuum’s Menu Bar, and then click Library.
Click Worker Records.
In the List Of Workers, click [Edit] for the worker whose permissions you need to modify.

Scroll down to the Supervisor Permissions section, and click to select/deselect check boxes as needed

History

Report Results For Date of Action is greater than or equal to "11/27/2018" AND Date of Acfion is less than or equal to "12/04/2018"
89 Resull{s) Found.
Displaying Results 25 - 30

< Previous [1] 2 [3] [4] [5] [6] Next > (Total Pages:6) [ |

Author's Holdings Patron

e e Name  Barcode Name
25 House of Cards
26
27 House of Cards 00007306
Tudor : passion,
manipulation, murder - . i
28 the story of England's E:ah'g':- 00000755 cﬁsm
most notorious royal ' 9
family
Tudor : passion,
manipulation, murder : A ]
29 the story of England's D “g'e- 00000755 c.es!"_“’
most notorious royal Cane] Irginia
family
Planet Earth: The Neshitt,
30 Complete BEC Series 00005385 Virginia

History Action
Comment

Assess Fine: $10.00
Reason: Overdue.
Checked in on
1172812018
09:50:40AM. Was due
on 11/06/2018.

Assess Fine: §4.00
Reason: Overdue.
Checked in on
1172812018
09:50:40AM. Was due
on 11/19/2018.

Date of
Action
1172812018
09:428:54AM
1172812018
09:49:25AM
11/28/2018
09:49:4TAM

1172812018
09:50:41AM

111282018
09:50:41AM

1112812018
09:50:41AM

History
Action

Edit
Bibliographic

Log On

Add Holding

AS5E55

CheckIn

Assess

< Previous [1] 2 [3] [4] [5] [6] Next > (Total Pages:6) [ |

Replace Existing Template: O

Edit This Report Email Report Printable Version Export Report As CSV  Export Report As Text Export Options

Worker History

Name

Bonnie =

misha

Bonnie

Bonnie

Bonnie

Bonnie

Branch
st
Branch
East
Branch
Main
Library

East
Branch

East
Branch

East
Branch

Edit This Report Email Report Printable Version Export Report As CSV  Export Report As Text Export Options
Save Report Template For Quick Generation

Temptate Name: [
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List of Deleted Items

If you need to be able to compile information about items you have removed from your database, you can use
this report to view record data even after the items have been deleted.

Enhanced record data is available for items deleted after your upgrade. For items removed before your
upgrade, the basic information is retained in the History Action Comment.

To run a standard List Of Deleted Items report

Click Reports from Atriuum’s Menu Bar. Under Administration, click Standard/Saved.

Click List Of Deleted Items or View in the Action column.

The report opens in a new window displaying a list of deleted holdings.

To limit by a date range, branch (Centralized only), or worker, click Edit This Report, use the Report
Wizard to specify your criteria, and click Generate Report to run the report again.

bl o

List Of Deleted Items
Report Results For: History Action equals "Delete Holding"
2988 Result(s) Found.
Displaying Results 1 - 15
Edit This Report Email Report Printable Version Export Report As CSV  Export Report As Text  Export Options
1[21 [3] [4] [5] [6] Next > Last >>> (Total Pages: 1533) |
. . Author's Holdings " . . History Worker
Line # Title Name Barcode History Action Comment Date of Action Action Name
. Michelle . 1111512018 Delete .
1 Becoming Obama 00007304 00007304 (Becoming) 08:50-41AM Holding misha
- Collins, 00007302 (Mockingjay) Reason: 1111312018 Delete .
Z Mockingjay Suzanne. (CIEIRTE Damaged 08:36:18AM Holding Bonnie
. 00007263 (Infinity Base (Omega City))
3 QFJ}W Base {Dmegaggﬁ:reund, 00007263 Reason: torn pages and doodles g?’fig%g;sm Ez:ﬁ}ﬁ misha
makes it unreadable. o a
Wilde in love : the 00007135 (Wilde in love : the Wildes of
4 Wides of Lindow pares 00007135  Lindow castle) Reason: Damaged  gaaaaansy e, Rachel
castle £ beyond repair - unreadable e 9
The Forbidden Peterfreund, 00007256 (The Forbidden Fortress)  09/20/2018 Delete .
5 Fortress Diana, 00007256 peason: Lost 01:4445PM  Holding ™M@
6 Infinity Base (OmegaPeterfreund, 00007227 00007227 (Infinity Base (Omega City)) 09/19/2018 Delete X
City) Diana, Reason: Waterffood damage 12:20:11PM  Holding Bonnie
. Peterfreund, 00007226 (Omega City) Reason: 09/19/2018 Delete .
7 Omega City Diana, 00007226 ‘Water damaged copy 10:48:27AM Holding misha
. - Westover, 00007217 (Educated: a memaoir) 081772018 Delete .
J [SETEEITEE & IEES Tara, Reason: Tom 09:22:56AM  Holding Bonnie
. - Westover, 00007216 (Educated: a memaoir) 081772018 Delete .
g Educated: a memoir Tara, Reason: Torn 09:22:56AM Holding misha
. - Westover, 00007215 (Educated: a memaoir) 081772018 Delete
i Eucateddalmenog Tara, Reason: Torn 09:22:56AM Holding Rachel
11 00007033 (Empress of a thousand 04/26/2018 Delete misha
skies) 01:28:22FM Holding
. 04/26/2018 Delete .
12 00007034 (We are okay : a novel) 01:23-23PM Holding Bonnie
13 00007038 (Being me with OCD : how | 04/26/2018 Delete misha
learned to obsess less and live my life) 01:20:43PM Holding
00007036 (Rocket science for the rest
Ly 04/26/2018  Delete  Rachel
14 o_f us : cutting-edge concepts made 01-16-06PM Holding ache
simple)
. 04/26/2018 Delete .
15 00007137 (The hate u give) 01-13-11PM Holding misha
1[21 [31 [41 [5] [6] Next > Last >>> (Total Pages: 1533) |
Edit This Report Email Report Printable Version Export Report As CSV Export Report As Text Export Options
Save Report Template For Quick Generation
Template Name: |:| Replace Existing Template: [
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Cash Drawer Statistics

New additions to this statistical report allow you to view a breakdown of fines/fees paid to the library. Fine
categories include Overdue, Damaged, Lost, Missing, Rental, and Other. You can also see transactions sorted
by worker.

To run a Cash Drawer Statistics Report

Click Reports from Atriuum’s Menu Bar.

Under Administration, click Statistical Reports.

Click Cash Drawer Statistics to run a standard report.

If needed, modify the date range using the calendar icons.

To view payments collected by a specific staff member, click the View By: drop-down button, and click
again to select Worker.

6. Click Generate Report Using New Filter to run the report with your modified criteria.

LA o

Cash Drawer Statistics : 07/01/2018 to 07/11/2018

Total Fines Received: 2,693.32

Filter Criteria:  Start Date: i :
07/01/2018 | ] Total Fines Refunded: 1710
End Date: [07/11/2018 || View By: Credit Used To Pay Fines:  -6.00
[Generate Report Using New Filter| Credit Received: 0.90
Credit Refunded: -0.00

Email Report Printable Yersion Export Report As Text

Cash Change Over Period: 2,671.12
Charts: L] Remove Currently Owed Column On Printable Version g ’
Display Received Columns As: (® Combine Cash/Electronic () Separate Cash/Electronic

Cash Drawer Statistics : 07/01/2018 to 07/11/2018

Item Report Class Received Waived Refunded Overdue Damaged Lost Missing Rental Other Curroe“r:.g:
000 - 099 3775 0.00 0.00 0.00 10.75 27.00 0.00 0.00 0.00 67.50
100- 199 31.25 10.00 0.00 10.50 10.00 0.00 10.75 0.00 0.00 0.00
200 - 299 4525 0.00 0.00 20.00 5.00 17.25 0.00 3.00 0.00 13.00
300 - 309 59.00 0.00 0.00 38.00 3.00 0.00 15.00 3.00 0.00 29.00
400 - 499 135.00 32.00 0.00 0.00 60.00 75.00 0.00 0.00 0.00 8.80
500 - 509 81.00 15.00 0.00 40.00 12.00 0.00 18.00 11.00 0.00 11.00
600 - 6o9 26.00 9.00 0.00 26.00 0.00 0.00 0.00 0.00 0.00 63.00
700-799 102.00 13.00 0.00 75.00 0.00 0.00 27.00 0.00 0.00 75.00
300 - 809 T73.00 12.00 0.00 30.00 15.00 23.00 0.00 5.00 0.00 33.00
900 - 999 157.99 13.00 0.00 70.00 0.00 57.99 12.00 18.00 000 101.00
Audio Book 273.00 80.50 0.00 65.00 38.00 0.00 27.00  143.00 0.00 93.50
Author Set 655.00  294.00 0.00 10000 37500 12500 55.00 0.00 0.00  457.00
Biography 129.00 25.00 0.00 45.00 39.00 45.00 0.00 0.00 0.00 58.00
Class Sets 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
eBooks 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Equipment 206.00 0.00 0.00 17.50 1050  100.00 0.00 78.00 000 109.50
Fiction 46098 29950 0.00 44200 5.00 13.08 0.00 0.00 000 530.75
Mon-Fiction 165.60 10.00 17.10 T7.50 6.50 52.10 29.50 0.00 0.00 17.50
Periodicals 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Professional 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Reference 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Undefined 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Fees 55.50 14.00 0.00 55.50 0.00 0.00 0.00 0.00 0.00 70.00
Total 269332 827.00 17.10 1,112.00 58975 53632 10425 261.00 000 174255

Email Report Printable Version Export Report As Text
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Today’s Statistics
On the Today’s Statistics report, you can separate cash from electronic payments processed by the library.
To view transaction types using the Today’s Statistics report

1. Click Reports from Atriuum’s Menu Bar; under Administration, click Today’s Statistics.

2. The report opens in your Atriuum Window.
3. To view different rows for cash and electronic transactions, click the Separated radio button.

Today's Statistics

From [12/18/2018 | To [12/18/2018 |- |Refresh|

Display Cash/Electronic: Combined () Separated @

ltems Checked Out:
ltems Checked In:
Renewals:
In-House Use:

2

R B S B

Bibliographic Records Added:
Bibliographic Records Modified:
Bibliographic Records Deleted:

S =]

Holding Records Added:
Holding Records Modified:
Holding Records Deleted:

Patrons Added:
Patrons Modified:
Patrons Deleted:

(= T ] [=R=N =]

Total Amount of Fines Owed: *  $1,437.20
Total Fines Paid with Cash: $110.50
Total Fines Paid Electronically: $0.00

* - This report data will not change if new dates are enteres
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Patrons With Items Report

Check boxes have been added so you can customize the information shown in this report that combines patron

and item status in a unique color-coded format.

To customize the Patrons With Iltems Report

1. Click Reports from Atriuum’s Menu Bar; under Patrons, click Patrons With Items.

N

The report wizard opens in a new window.

3. Inthe List Only Patrons Who Have form, click checkboxes to filter your patron records. You can choose
to show patrons with items out, those with fines, overdue items, and more. Each checkbox acts as an
AND boolean operator, so selecting more checkboxes will limit the report to patrons who match all

criteria.

4. In the For Selected Patrons Show form, click checkboxes to show or hide data for each patron. You can

choose to limit the types of items or fines shown.
5. Click Generate Report. The report opens displaying color-coded results.

Creating Report: Patrons With Items

Create Filter

[Patron Name | Contains Phrase [ |

[Patron Barcode ~+| Contains Phrase [ |
Patron Circulation Class Equals [Any Patron Circulation Class |

Patron Report Class Equals |.r!5.n:.r Patron Report Class e |

Patrons That Owe |Greater Than Or Equal To | | |
Patrons Who Have ltems | Greater Than V] Days Overdue
List Only Patrons Who Have

Items Qut [items Overdue CIFines
[Citems On Reserve [items On The Reserve Shelf

For Selected Patrons Show

[CJoverdue Items Only Fines
[“IReserves Reserve Shelf ltems

Color Coding:

Items checked out
Items overdue
Fines and fees
Items on reserve

[Select Circulation Columns| |

5 Golden, Emmie Claire 28 Young Adults
3 Item{s) Checked Out
) Crichton,
FIC Cni A case of need Michael,
781.64 Sto  Hidden history of Mississippi blues Stolle, Roger.
FIC Hel Paloma and the dust devil at the balloon festival Heller, Marcy.
Total Fines/Fees Owed: § 4.00
781.64 Sto  Hidden history of Mississippi blues Stolle, Roger.
1 ltem(s) On Reserve
Getting Started with Latin : Beginning Latin for Linney, William
Homeschoolers and Self-taught Studenis of Any Age E.

00000106 11/20/2018 999
00000101 11/07/2018 16.00
00000102 11/07/2018 17.50
00000101 10/24/2018 4.00
10/30/2018
10:52:19AM

BookSysters
48




atriuume

What’s New in Atriuum 12.5

Reserves Pull List

This new report shows which items need to be collected from the stacks for your library’s Reserve Shelf or to
send to other branches (Centralized only) to be held for their patrons.

The report data is based on the location where you are logged on. Items that have a Custom Item Status
are excluded since those are usually not available for circulation. The Branch column displays the patron’s
preferred pickup location, i.e. where the item should be sent.

To run a standard report

1. Click Reports from Atriuum’s Menu Bar.
2. Under Patrons, click Pull List. The Report Wizard opens in a new window.
3. Click Generate Report.

You can click Printable Version to print a hardcopy to take into the stacks. You can also schedule this report to
be sent to worker email addresses or as Action Items (see “Action Items List” on page 30) at regular intervals
using the Schedule Reports feature.

Reserves Pull List

2 Result(s) Found.
Displaying Resulis 1 -8

Edit This Report Email Report Printable Version Export Report As C5V Export Report As Text Export Options

Action Line # Reserve Date Patron Name Title Branch gg?:;"r:m hﬁ;obra;:sa“
Details 1S3 oa0ls Nesbitt, Penny ~ Thebirds of Bethiehem oot [E] DeP
Details 2 oamaonny Davis, Judy Lord of the flies : a novel E'g'rgw FIC Gol
Details 3 J/0420%9 Crane, Melody  Circe Fast 812.6 Mi
Details 4 %gﬁgﬂﬂ Oriner, Athena  Black Panther Ef:: " BLA DVD
Detalls 5 J/oaa Smith, Genna  Princess Eg'rgw FIC Pat
Details 6 ﬁfﬂ’g‘:ﬁgﬂl fﬁﬂ?r' Alejandro - iherine, called Birdy E"rgf‘tch FIC Cus
Details 7 oqoeoqmey Crane, Melody e €nd of the wasp season - £ast FIC Min
Details 8 ggfggﬁgﬂl Smith, Dorothea  Scandal Eg'rgw

Edit This Report Email Report Printable Version Export Report As CSV  Export Report As Text Export Options
Save Report Template For Quick Generation

Template Name: | |  Replace Existing Template: [
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Phone Call Requests Report

If patrons prefer to be notified by phone of reserve status, you can run a report to know who needs a call from
staff. You must enable the related circulation setting for phone call requests to be queued. Notifications are

also added to the Patron Information form (see “Phone Call Notifications” on page 29) as well as during
circulation (Circulation Menu and Circulation Desk).

To enable the setting

Click Administration from Atriuum’s Menu Bar, and then click Circulation.
Click Circulation Settings.

Next to Automatically Notify When Reserve Status Changes: (first section of settings), click Yes.
Click Save to keep your changes.

A

The new Phone Call Requests report allows to you to quickly see all the patrons who need to be notified

by phone about their reservations or cancellations. Patrons and contact information display in this list if the
patron’s contact preference is set to a phone number (Home, Work, or Mobile) and an item they have reserved
is available for pickup or a reservation was cancelled because it could not be fulfilled.

To run a standard report

1. Click Reports from Atriuum’s Menu Bar.
2. Under Administration, click Standard/Saved.
3. Click Phone Call Requests.

Phone Call Requests

Report Results For: Phone Call Requested equals "true”
5 Result(s) Found.
Displaying Resulis 1- 5

Edit This Report Email Report Printable Version Export Report As CSV  Export Report As Text Export Options

Action Line # Patron Name Contact Preference Mobile Phone Home Phone Work Phone Phone Call Reason

Alert
Review 1 Butler, Matt Mobile Phone 555-555-6789 Beauty and the beast is available for pickup at East Branch
Review 2 Farley, James Mobile Phone 555-987-6543 555-123-4567 The last bookaneer is available for pickup at East Branch
Review 3 Florez, Virginia Home Phone 5555551234 5555551234 5555551234 The Guernsey Literary and Potato Peel Pie Society is available for pickup at East Branch
Review 4 Main, Edward "Manny” Home Phone 555-555-2222 555-555-2222

The Civil War : the final year told by those who lived it is available for pickup at Main Library
And grant you peace - a Joe Burgess mystery is available for pickup at East Branch

Edit This Report Email Report Printable Version Export Report As CSV  Export Report As Text  Export Options
save Report Template For Quick Generation

TemplateName: [ | Replace Existing Template: [

Review 5 Ramsey, Chris Home Phone 55R5551238

You can schedule this report to be sent to worker email addresses or Action Items (see “Action Items List” on
page 30) at regular intervals using the Schedule Reports feature.

As you or your staff call patrons, click Review next to the patron you have contacted to open the Patron
Information form. Click Mark Contacted/Clear All to indicate that the patron was successfully reached so that

he/she will be removed from the report.
BookSstems:
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Reserve Shelf Reports Options

New columns are available on Reserve Shelf reports to help you manage your items on hold. A new default
column called Expired lets you can see at a glance which items need to be returned to the main stacks or
assigned to the next patron in line. You can also add a column to show the Reserve Shelf Timeout for the item
(based on its Item Circulation Class) to see when the reservation expires. Use these fields to customize and
schedule a report that can be sent as an email or Action Item so your Reserve Shelf stays up-to-date.

To customize the List On Reserve Shelf report

bl o

d

Click Reports from Atriuum’s Menu Bar; under Administration, click Standard/Saved.

Click List On Reserve Shelf.
Click Edit This Report.

If your library is Centralized, click the Branch Equals drop-down list, and click again to select your

location.
Click Columns in the Report Wizard menu bar.

Scroll down the list of Possible Columns, and double-click Reserve Shelf Timeout to add it to the list of

Selected Columns.
Click Generate Report.

The report lists all the items on your reserve shelf. Expired reservations are listed first so they can easily

be identified and removed from the shelf or assigned to the next patron.

Reserve Shelf items

11 Result(s) Found.
Displaying Results 1 - 10

Edit This Report Email Report Printable Version Export Report As CSV Export Report As Text Export Options

1 [2] Next >
Line # E:?:Ne Shelt Patron Name Title Reserve Shelf Comment
06/29/2018 ] ] o .
1 09-04-54AM North, Nellie American housewife : Stories Restored Reserves
0702018 " .
2 02-11-56PM North, Nellie Maze runner trilogy
10/26/2018 ; ]
3 09-13-40AM Smith, Janice The fallen
4 1110272018 Aguilar, Alejandro A Fable Reserved from OPAC by patron Aguilar,
09:18:58AM "Alex" Alejandro "Alex" (401769)
11/05/2018 S ]
5 01-37-25PM White, Linda Fahrenheit 451
6 11/06/2018 Golden, Emmie The story of buildings : from the Pyramids to the Reserved from OPAC by patron Golden,
09:40:51AM Claire Sydney Opera House and beyond Emmie Claire (23)
1211772018 ) . .
7 11-02-09AM Jones, Hollie Pecan pies and homicides
. MNeed this for my wife
8 ﬁgg‘?gﬁq Rg:"re : rrl;h el Water for elephants Reserved from OFPAC by patron Rowe,
= €qg Michael "Greggory” (530)
1202712018 - Reserved from OPAC by patron Schrader,
9 12-56-27PM Schrader, Ryan Island of Silence Ryan (803000)

1212812018 . " X . Reserved from OFPAC by patron Schrader,
10 07-50:39AM Schrader, Robin Beyond the dinosaurs : monsters of the air and sea Robin (795000)

1 [2] Next >

Edit This Report Email Report Printable Version Export Report As CSV Export Report As Text Export Options
Save Report Template For Quick Generation

Template Name: |:| Replace Existing Template: O

Expired
true
true

true

false

false

false

Reserve Shelf
Timeo

ut
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RBdigital, formerly OneClickdigital, is an online repository of audiobooks and eBooks that can be integrated
with your OPAC. If your library subscribes to this service, you can see an RBdigital tab in OPAC search results,

allowing your patrons to locate digital items alongside your regular catalog items. If the registration email
address for the patron’s RBdigital account matches the saved email address in his/her patron record in
Atriuum, the patron can see items they have checked out and reserved in My Items (based on settings).

To enable RBdigital

Nk wWNE

Click Administration from Atriuum’s Menu Bar, and then click OPAC.

Click Add Ons.

In the Digital Resources section, locate the RBdigital settings.
To show patrons’ checked out and reserved items in My Items, click Yes next to Enable In My Items.
To show the RBdigital tab in search results, click Yes next to Enable In Searching.
Enter the Library ID provided to you by RBdigital.

Enter the Library URL provided to you by RBdigital.

Click Save.

Search results from your RBdigital collection display in a unique tab in OPAC search results. Patrons can click a
link or icon to open the item record at RBdigital.

OverDrive

Catalog

Copies: Online
W = Default Blank

opens...

RBdigital

Community

iore8 The Best Science Fiction and Fantasy of the Year Volume 12

FICTION & FANTASY
OF THE YEAR

Click Here To GO To eAUdi0 < ———————————

The latest in a series that has been called "a must-read for fans of science fiction, fantasy, and short stories in general" Science fiction is a portal that

ONLINE

The Best Scienc
Copies: Online
£ Default Blank

Bl Click Here To G¢

List View

Catalog OverDrive RELILIE| Community:
ONLINE ONLINE ONLINE ‘: ONLINE Icons indicate
13 Hangmen About That i Absolute a Addison eBook or
Night I Pressure limniness — Addley and N
. : the Trick of audiobook.
4l the Eye
ABSOLUTE PRESSURE
by Art by Norah _ by Sigmund by Melody /
Corriveau McClintock Brouwer MeMillian I
] €] s d=s
ONLINE ONLINE ONLINE ONLINE‘\
Above All Murder on a Murder On A Murder Runs
Else Girl's Night Bad Hair Day in the Family
Qut
by Jeff Ross by Anne by Anne by Anne
George George George
H= @ = - = @ =
Grid View
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Card Registration Options

During library card registration through OPAC, patrons can specify what their preferred branch is and whether
or not they want their circulation history collected. Branch displays by default but is not required unless you
make it mandatory using the Online Registration Settings form. The history option only displays if you enable
this option using the same form.

To establish Online Registration Settings

Click Administration from Atriuum’s Menu Bar, and then click OPAC.

Click General And Patron Account Settings.

Under My Items Settings, next to Allow Patrons To Register For Library Card Online:, click Edit Settings.

If needed, click Yes to allow patrons to register online.

If needed, use the check boxes to select which registration fields are mandatory, including Patron

Branch.

6. Next to Show Disable History At Registration: click Yes to allow patrons to choose whether or not to
hide their circulation history during the registration process.

7. Make sure an email address is included so a librarian receives notifications for new card requests.

8. Click Save. If you need to modify any registration messages or terms and conditions, use the links to
modify your preferences.

9. When the new patron fills out the Register For Library Card form in OPAC, he/she will see the option to

hide his/her circulation history and select a branch.

LA o

B SS===_,_SSSSSG@==©®\\®S\@\\\=\_-——S;_nnbS=HSE___=_=_————————_,—————_S____s_s__ ;.S ____,_,—_—__———,__S——-—S————_—_—___;_—-S——_sS—_=-;=S-~—,

fRegisler For Library Card

Please fill out this form to sumbit your request

First Name: | Last Name. | | *
Contact Information
Address: | ‘ *
city: | | State: [AL | " ZIP Code: -
Email: | | *
Home Phone: | | Work Phone: | |
Mobile Phone: | |* Mobile Phone Carrier.
Text Message Address. |

—-|  Disablé History: Yes: ) No: @

Enter any additional information the library may need to consider your request.
Additional Information:

* []1 agree to the Terms and Conditions of the Library. View Terms And Conditions

BookSysters
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Show Number of People in Line for Reserves

If patrons want to reserve a popular title, they may like to see how many people are in line ahead of them
before finalizing the reservation. The existing setting Show Number Of Prior Patron Reservations: lets patrons
see their placement on the Reserves tab of My Items. The same setting now applies to the Reserve Item pop-
up so that patrons can see where they will be in line before reserving the item.

If you use Reserve Priority or manually rearrange reserve ordering for VIP patrons, you
may not want to enable this setting so that patrons do not see their place in line change.

To display patron reserve position

Click Administration from Atriuum’s Menu Bar, and then click OPAC.

Click General And Patron Account Settings.

Under Reserve Settings, click Yes next to Show Number Of Prior Patron Reservations.
Click Save.

bl o

To view reservation placement in OPAC

These reservation steps may vary depending on your reserve settings. Below is an example. This option does
not work with Quick Reserve.

Search for an item, and click the item title in your search results to open Full Details.
Click the Reserve button or Holdings tab.

Click Reserve.

If you are not logged on to My Items, you are prompted to do so before continuing.
The Reserve Item pop-up displays with a message showing your potential place in line.
To continue and confirm the reservation, click OK; otherwise, click Cancel.

oukwNeE

Reserve Item

s ~
Please confirm that you want to reserve this item.

You will be 4th in line.

THE FALLEN

Author: Baldacci, David
Comment:|
Pick Up At: Main Library

Cor L omee | e

BookSysters



atriuume

What’s New in Atriuum 12.5

Custom Reserve Message
If you need patrons to be aware of specific library policies when reserving items through OPAC, you can
customize the message that displays on the Reserve Item pop-up to include this information (does not apply to

Quick Reserve).

To customize the reserve message

1. Click Administration from Atriuum’s Menu Bar, and then click OPAC.

2. Click Messages And Information.

3. Click Edit Custom Reserve Message.

4. The default message displays. Delete this and enter your own statement in the field. This might include
policies such as how long items are held, fees that apply, and more.

5. Format content using the text editor buttons.

6. Atany time, click Clear to empty the field and start over, or click Restore to return to the previous
message content.
7. Click Save.

This message displays when patrons reserve items through OPAC. Other fields and information on the pop-up
may vary depending on your settings.

' !

Reserved items are held for 5 days at the Main Library. A reserve fee of $.50 applies per
item.

You will be 1st in line.
A DEATH IN SWEDEN

Author:  Wignall, Kevin.
Enmment:|

Pick Up At:| Main Library -~

CocY oo Lo
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Custom Item Status and Reserves

Often, custom item status indicates an item is not available to check out, such as items that are Missing, In
Repair, etc. Iltems with these statuses can be hidden from OPAC. If holdings are hidden, patrons cannot reserve
them through OPAC. They can be reserved by librarians with an override.

To make a custom item status hidden from OPAC and prevent reserves

Click Administration from Atriuum’s Menu Bar, and then click Circulation.

Click Custom Item Status.

Click Edit in the Action column for the status you need to modify.

Next to Include In OPAC:, click No.

Click Save.

Any holdings with this status will not display in OPAC or be available for reserve.

oukwNeE

Edit Custom Item Status

Name: |In Repair | @
Description: |Item5 have been sent for repair |
Include In OPAC: () Yes @ No

Add/Edit Custom Item Status

Include In Action
Name Description OPAC
Use Circulation Status Status automatically specified based on circulation Yes None
At Bindery The item is being re-bound o o ] Yes Edit | Delete
Claims Returned The last patrqn to_ borrow this |_tem claims it has been returned, but Atriuum has Yes Edit | Delete

no record of it being checked in

Damaged This item is damaged Yes Edit | Delete
FOL Sale Books designated for patron sale Yes Edit | Delete
In Library Use Only ltems that can only be used in the library Yes Edit | Delete
In Repair ltems have been sent for repair Yes Edit | Delete
In Transit This item is in transit Yes Edit | Delete
Lost and Paid For This item has been lost and is paid for Yes Edit | Delete
Missing This item is missing but it is not yet considered lost No Edit | Delete
giesuglg;owes (27 S New movies are rented out for one dollar Yes Edit | Delete
On Display This item is on display Yes Edit | Delete
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Advanced/Expert Search Filter

The Advanced Search option in OPAC and Expert Search option in Atriuum have been rearranged to be more

user-friendly.

To perform an Advanced Search in OPAC, click Advanced from the
Search widget. The Search Type, Filter, and Search Terms read in

order like a sentence. Enter criteria and click Search.

Advanced Search

Search Type Filter

Search Term(s)

|Keyword ~~|  [Contains v

Search For: | ALL materials

vl

s et | amore et ] seon | cear | coce ] e

To perform an Expert Search in Atriuum, click Search from Atriuum’s Menu Bar, and then click Expert. The
Search Type, Search Method, and Search Terms read in order like a sentence. Enter criteria and click Search.

Expert Search

Search Type  [Title

Search Method

Search Term(s) | |

And '® Or " And Mot

Search Type  [Title

Search Method

Search Terms) | |

And '@ Or | And Mot

Search Type  [Keyword

Search Method

Search Term(s) | |
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Electronic Search Results Reminder

When patrons perform a search in OPAC, a new message at the bottom of the Catalog tab reminds them to
check results for enabled electronic services.

GhrANEESQ
Not finding what you're looking for? Search OverDrive or RBdigital 1 |of8pages » »

This new feature requires no additional setup. If you want to rename your OverDrive tab, use the steps below.
To rename the OverDrive tab

Click Administration from Atriuum’s Menu Bar, and then click OPAC.

Click Add Ons. The Add On Settings form displays.

In the Digital Resources form, click Setup OverDrive. The OverDrive Setup form displays.
In the Default OPAC Label: field, enter a new name for the tab in OPAC.

Click Save.

Preview your selection in OPAC to ensure it displays properly.

oukwNeE

Trailers in OPAC

To entice readers to try a new item, you can add a link to its trailer; an icon displays in OPAC search results (List
View), and a link displays in the item’s Full Details.

To add a trailer URL

1. Click Catalog from Atriuum’s Menu Bar. Under Item, click Edit.

2. Search for the record you need to modify. The Edit Item: Bibliographic Record form displays.
3. Inthe Media form, enter the address in the Trailer URL field.

4. Click Save.
Media

Trailer URL

|htlps:!fwww.ynutube. com/watch?v=IQLIUik0
Other URL

Catalog eBooks Community

W

Call Numbers: FIC Rig IN (at Main Library)

A map of days
by Riggs, Ransom - 2018 - Copies: 1 of 1 available Lexile: HL750L

£ Miss Peregrine’s Peculiar Children 4

"After having saved the peculiar world, Jacob Portman is back in Florida with his .
peculiar friends, where they set out on a journey across America to discover the Boowg
truth about Jacob's grandfather™—

vy
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MARC Display in OPAC

If you need to view MARC data for an item you have located in OPAC, you can now view that information from
the Details tab in Full Details. Simply click the MARC Record link to show or hide this data. If you have enabled
the Combine Summary And Details Tabs: setting (General And Patron Account Settings form), this option
displays with other details on the Summary tab.

Full Details ®

Summary Snapshot Details Holdings

Author: Wignall, Kevin. 53

Title: A death in Sweden
Material: Book

ISBN: 9751503947570
1503947874

Publisher: Thomas & Mercer,
Place Of Publication: Seattle :
Copyright Date: [2015]
Stmt. of Resp.: Kevin Wignall.
Physical Description: 266 pages ; 21 cm.

MARC Record

Tag Ind1 Ind2 Code Data
LDR 02147cam 2200445li 4500
001 914224432
003 OColLC
005 20160826085343.0
008 15071152015 wau 000 feng d
020 a 9781503947870
020 a 1503947874
020 C 15.99
L 035 a (OCoLC)914224432 )
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New OPAC Themes

More Main themes have been added for use in your library’s public catalog. Options include holiday themes
like Stars And Stripes, Christmas Ornaments, Roses, and Easter Eggs. There are also subject-based themes for
Space, Fairy Tales, and more. A library celebration theme--Libraries Rock--allows you to celebrate the awesome
service your library provides to your community. An entire new category of Faith-Based themes contains
options for religious organizations and schools.

Main Street Public lerary

Q :
7 Not Logged On h
| —JJ Tenporay Bookean 0

“Home | Search Visual List Llnks CIHG)

P —

Great to see you again!

Main Street Public Library

3606 COT2018)

Fairy Tales

reading now? The Rivr at Night by Erca

‘Ask a question at ahot@mainsireet oy

5 Main Street Public Librar Main Street Public Library

Google

| A

oo LEnge g

DD e

powerad by Afruum (vrsion 12.1.0.1524:Sun Jul 8 22:3806 CDT 2018) o or 2 avaable

Libraries Rock

Call No.: FIC Lag
Coples: 20f2 avalable:

i =
Librista

inks
i

Crafs, Kayaking

Y
Google
= AR Bookiner g now? The Rverat Night by
Mo
RP——

L e -

—~ - Dol 0l () poviered by Atrum (version 12.1.0-1533:Tue Jul 17 22:38:01 COT 2018) mms’
Ichthus Rosary

To change your Library’s Main OPAC Theme

1. Click Administration from Atriuum’s Menu Bar, and then click OPAC.

Click Themes And Layouts.

3. Under Default OPAC Theme Settings For Library, click the drop-down button next to Default Main
Theme:, and click again to make a selection. (To see thumbnails of all available options, click Browse...)

4. Click Save to keep your changes.
BookSstems:
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Block SIP2 (Online Resource Access) for Patrons or Classes

You may choose to allow patrons to check out physical items but restrict their use of online resources. For
example, you might allow out-of-county residents to check out books if they pay a fee for a library card.

You can block these patrons from using online services that use SIP2 authentication either on individual
patron records or by Patron Circulation Class. Some services that use SIP2 authentication for patrons include
MackinVia, CASSIE, Bibliotheca, Cybrarian, and more.

To block an individual patron from using SIP2 resources

1. Click Patrons from Atriuum’s
Menu Bar. Under Patron, click
Edit.

2. Search for the patron you need
to find. The Edit Patron form
displays.

3. Click to select the Block SIP2
Validation: check box.

4. Click Save.

Edit Patron
[save| [History| [Delete] [Review| [Make Copy| [Add New Patron
Last Name: |Sm ith | *
First Name: |Damon |
Mickname: | |
Barcode: |401?20 | *
Barcode Type: [Patron Barcodes (5 dig.) ]

Block Patron From Circulation: [ ]
Block S1P2 Validation: - —

Reason: |0ut—of-CounI:y Patron

To block a Patron Circulation Class from using SIP2 resources

1. Click Administration from Atriuum’s Menu

Bar, and then click Patrons.
2. Click Patron Circulation Class.

3. Click Edit in the Actions: list next to the

class you need to modify.

4. Next to Block SIP2 Validation:, click Yes.

5. Click Save.

Edit Patron Circulation Class

Name: [out-of-County Residents |
Description: |IJbrar\,|I card fee; can check out items but no eBooks |
Fine Limit; [10.00 |
Overdue Limit [z |
ltems Out Limit: [5 |
ltems Reserved Limit [z |
OPAC Items Reserved Limit: [2 |

Reserve Priority: [o |

Reserve Fee: [0.50 |

Review Or Rate [tems: [Review with Approval ]

Create Community Post: [Post with Approval V]

Show Bookings In OPAC:  Yes: () No: @
Show Hidden In OPAC: Yes: () No: (®)
Allow Circulation Override: Yes: ® No: O
Block SIP2 Validation: Yes: @) No: ([ G
Cancel
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Allow Patrons to Change Password in OPAC by Circulation Class

You may allow some patrons to change their own passwords in OPAC but not others. For example, you might
want teachers to be able to change their own passwords but not students. You can edit Patron Circulation
Classes to allow or block groups of patrons from changing their own passwords.

o To see this option, you must enable the Allow Patrons To Change Their Password: setting under My
Items Settings on the General And Patron Account Settings form. Then you can disable the option for
any necessary circulation classes.

Edit Patron Circulation Class

Mame: [Student |
Description: [Students |
Fine Limit: [1.00 |
Overdue Limit: [10 |
[tems Out Limit: [10 |
ltems Reserved Limit [3 |
OPAC Items Reserved Limit: E |

Reserve Priority: | 5 |

Reserve Fee: [0.50 |

Review Or Rate ltems: |Rate Only |

Create Community Post: | Post with Approval |

Show Bookings In OPAC: Yes: (® Noo (O

Show Hidden In OPAC: Yes: (O No: @

Allow Circulation Override: Yes: (@ Noo (O

Allow Patron To Change Password: Yes: (O NOU @) @

Block S1P2 Validation: Yes: () Noo (@

To allow or restrict patron classes from changing passwords

1. Click Administration from Atriuum’s Menu Bar, and then click Patrons.

2. Click Patron Circulation Class.

3. Click Edit in the Actions: list for the class you want to modify.

4. Next to Allow Patron To Change Password:, click Yes to permit this option; otherwise, click No to
disable this option.

5. Click Save.
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Watch Lists by Material Type

Patrons can now specify a preferred material type for each watch list term they have set up for favorite
authors, series, or subjects. For instance, they might want the latest John Grisham book, but only the
audiobook format. Patrons can edit this information through My Items in OPAC. Librarians can also edit this

information in Atriuum.

To edit a watch list term in Atriuum

1. Click Patrons from Atriuum’s Menu Bar. Under Patron, click Review.

2. Search for the patron whose terms you need to modify.

3. The Patron Information form displays. Click Watch List Terms For This Patron.

4. Click Edit in the Action column for the term you need to modify.

5. By default, preexisting terms are for Any Material Type. To limit this term, click the second drop-down

list, and click again to select a specific type.

6. Click Save.

7. Patrons will be notified via email or text when watch list terms are matched (based on settings).
Add/Edit Watch List Terms

Patron Name: MNesbitt, Virginia
Barcode: 401643

Patron Report Class: Adulis
Patron Circulation Class: Adults

[Author ~| |Grisham, John | [Audiobooks

| [save| [Delete] [Clear]

Automatically reserve new items that match this term: Yes: ® No: O

Watch List Terms For This Patron

Type Term Material Type Auto Reserve Action

Subject Cookbooks Book Yes Edit | Delete
Subject Dystopian Fiction Book Yes Edit | Delete
Author Grisham, John Audiobooks Yes Edit | Delete
Author Homolka, Gina Book Yes Edit | Delete
Series Title Kinsey Millhone Mysteries eBook No Edit | Delete
Subject Philosophical Counselling Any Material Type No Edit | Delete

Subject
Add/Edit Watch List Term 0
[Author — ~~][Grisham, John |[Audiobooks ] ) |
Automatically reserve new items that match this term: Yes: '@‘ No: C‘
Your Watch List Terms
Type Term Material Type Auto Reserve Action
Subject Cookbooks Book Yes Edit | Delete
Subject Dystopian Fiction Book Yes Edit | Delete
Author Grisham, John Audiobooks Yes Edit | Delete
Author Homolka, Gina Book Yes Edit | Delete
Series Title Kinsey Millhcne Mysteries eBook No Edit | Delete
Subject Philosophical Counselling Any Material Type No Edit | Delete
Subject Palice—-England--Fiction DVD No Edit | Delete
Subject Paolitics Any Material Type No Edit | Delete
Subject Sustainable living Any Matenal Type No Edit | Delete
A vy

Subject
Subject
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Watch Lists Pickup Locations (Centralized only)
In a Centralized library system, a pickup location is assigned to automatic reserves of Watch List items.
The patron’s preferred branch will automatically be designated as the pickup location when the reserve is

generated through background tasks.

To enable auto-reservations of Watch List terms

1. Click Administration from Atriuum’s Menu Bar, and then click OPAC.

2. Click General And Patron Account Settings.

3. Under Reserve Settings, next to Allow Patrons To Auto Reserve Watch List Items:, click Yes.

4. Click Save.

5. Patrons can designate whether to auto-reserve items for specific terms using My Items. Auto-reserved
items will be held at the branch specified on the patron record. Staff can also edit patron preferences in
Atriuum.

Add/Edit Watch List Term )
|Series Title ~~||Dave Robicheaux |[Any Material Type | Save J Cancel J
Automatically reserve new items that match this term: Yes: (®) No: ()  <E—
Your Watch List Terms
Type Term Material Type Auto Reserve Action
Series Title Dave Robicheaux Any Material Type Yes Edit | Delete

B s A

PATRON: WHITE, LINDA

You Have 2 Items Checked Out
You Have 1 Items Reserved
You Have 1 Bookbags

You Have 1 Watch List ltems

Reserves ltems Out Fines Account Interests History

YOU HAVE NO ITEMS WAITING FOR PICK UP

ITEMS YOU HAVE RESERVED

For Selected Items: Cancel |Resewe

[ The New lberia blues : a Dave Robicheaux novel
Author: Burke, James Lee,
Date Reserved: 03M15/2019
You are 1st in line.

To be held at: East Branch €

For Selected ltems: Cancel |Resewe
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Allow Reserve Copies From Any Location (Centralized only)

If your library frequently moves items between branches to satisfy patron reservations, you can enable this
setting to place reservations on all available copies, regardless of the patron’s branch.

To reserve all available copies

Click Administration from Atriuum’s Menu Bar, and then click OPAC.

Click General And Patron Account Settings.

Under Reserve Settings, click Yes next to Reserve Available Copies From Any Location.
Click Save.

bl o

In OPAC, a single Reserve button displays on the Holdings tab of Full Details. All available copies that can fulfill
the patron’s request are reserved.

Summary Snapshot Details I Holdings |

Where can you find it? Resemwe|

¥ Main Library
= Main Stacks
* FIC Pat/ 00007265/ In

¥ Morth Branch
= Main Stacks
* FIC Pat/ 00007266/ In

OK Help
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Branch Customization for OPAC (Centralized only)

This new option for Centralized libraries allows different branches to customize their public catalog with
different themes, messages, and more.

0 This option can be enabled by calling Book Systems Tech Support.

Once this setting is enabled, staff with the Set OPAC Administration Information worker permission can edit
various OPAC preferences for the branch they have log on permission for (if they have access to ALL, they can
edit all branches). Each branch can have its own theme, messages, and more. Widgets like What’s Hot will
display items from that branch only.

Main Street Public Library | East Branch v Main Street Public Library | West Branch v

Account Account
Not Logged On

‘Search r
Ve Z Temporary Bookbag (0) [ Viow ] ra o . K
i :

‘Temporary Bookbag (0)

ome ( Seareh | [ Viial | [ Lst | [ Liks EXE
icti T Red sparrow / by Jason Matthews
Science Fiction Book Club meets Sign up for your own library card today! Great to see you again! P B atnove sscon
Wednesday to discuss Artemis by 771 pages ;
Andy Weir, the award-winning Library Card L EED) We are excited about our new 3D Printer [ uor | suvect | seres | Call No FIC Mat
author of The Martian. Meeting will and hope you will take advantage of this new FIITIIT]  Copies: Tor 1 avaiauie

addition to the library. Make a three-
dimensonal object using plastic filament (10
cents per gram).

be held in classroom B at 6:00 s
p.m.

9391055701

ARTEAIS

v

What's Coming What's Hot

powered by Atriuum (version 12.1.0.1534 Wed Jul 18 22:37:57 CDT 2018) 3 powered by Afriuum (version 12.1.0.1534:Wed Jul 18 22:37:57 CDT 2018)

In the sample images above, two branches have customized their home pages to show different widgets and
information for patrons. Patrons can switch between branches using the drop-down button at the top by the
library name. Searches can default to all branches or search only the selected branch, depending on your
settings.

Many aspects of OPAC can be customized. What follows is a list of options that can be modified per branch:

e Themes And Layouts Branch - |East Branch | 9
e Scheduled Themes

e News And Messages

e Library Information

e Custom Reserve Message
e Meet Your Librarian

e Reminders And Sayings

e Community Posts

A drop-down list on applicable forms allows
workers with permission to switch between
branches to modify settings.

BookSysters
66



atriuume

What’s New in Atriuum 12.5

Acquisitions Features (requires license)

Atriuum’s Acquisitions module has been streamlined to allow more customization and faster workflows.
Budget Configurations

Your Tech Support Specialist can set up your module in one of three configurations based on how you manage
your money:

e Full Budgeting - multiple funds and sources allow you full control over where allocations are assigned
and spent.

e Simple Budgeting - a single fund and source allow you to manage your allocations as a single pool of
money.

¢ No Budgeting - you can still manage requests and update the status of orders if you have a different
software for managing your budget.

Depending on how Book Systems sets up your module, you may see varying degrees of complexity within the
product. The image below shows a simple budget with a single fund and source.

Budget

Print Budget
Allocate To Funds

Current Fiscal Period -~ | | Di.s.play|

(") Fund or (® Source View
() Easy or (® Full View
Total Working Actual
Allocations Approved Encumbered Balance Invoiced Balance

Operating
Budget $12,000.00 $54.57 $28.00 $11,917.43 $0.00 $12,000.00
$12,000.00 554 57 $28.00 $11,917.43 $0.00 $12,000.00
Budget Total $12,000.00 $54.57 $28.00 $11,917.43 $0.00 $12,000.00

End Fiscal Period

Closing the fiscal period clears invoiced amounts from the budget. Depending on your Acguisition Settings, the remaining balance may carmy
over to the next fiscal period or be reset to zero. Saved fiscal period data can be viewed by selecting the period in the drop-down list above
the budget and clicking Display.

Period Name: [2018 |
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Easy and Full Views for Budgeting and Allocations

If you only need to see the funds you started with and what you have available, you can hide other columns
and only show your allocations and balance. Simply toggle the radio button to switch between views.

Budget
Review AFund:  [Adult DVDs ~ Print Budget
Review A Source:  [Friends of the Library Donations - ||Review| Allocate To Funds

[current Fiscal Period | [Display|

0 Fund or ® Source View

() Easy of ® Full View —~CE—

Total Working Actual
Allocations Approved Encumbered Balance Invoiced Balance
General
gﬁggﬁng $4,700.00 $379.21 $353.28 3,824 67 5142.84 54,557.16
E:;:lde District $100.00 $44.98 $0.00 $55.02 §0.00 $100.00
$4,800.00 $424.19 $353.28 $3,879.69 $142.84 54 65716
Gift Budget
ETMS Review AFund:  [Adult DVDs ] Print Budget
ibrary ) =
Donatio| Review A Source:  [Friends of the Library Donations - ||Review| Allocate To Funds

|Current Fiscal Period | | Displaﬂ
Bud (O Fund or (® Source View

—ey-  (®) Easy or ' Full View

Total Actual
Allocations Balance

General
Operating Budget 54, 700.00 54 557.16
}‘Outside District Fees $100.00 $100.00
$4,800.00 54 657.16

Gift

| Friends of the Library Donations 55,000.00 54.972.00
$5,000.00 $4,972.00
Budget Total $9,300.00 $0,629.16
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Clear Budget At End of Fiscal Period

If you forfeit money not spent at the end of a financial or calendar year, you can enable a setting to
automatically zero out your budget when you close the fiscal year using the Budget form.

If the setting is disabled, closing the fiscal year will reset only your invoiced amounts. If the setting is

enabled, closing the fiscal year will reset both your invoiced amounts and allocations to zero. Approved and
encumbered amounts (for requests that have been approved and/or ordered but not yet invoiced) always roll
over to the next fiscal period.

To enable automatic budget clearing

PN

Click Administration from Atriuum’s Menu Bar, and then click Acquisitions.

Click Acquisition Settings.

Under Other Settings, next to Clear Budget When Fiscal Year Is Closed:, click Yes.
Click Save.

To close the fiscal period and reset amounts

Click Acquisitions from Atriuum’s Menu Bar. Under Funds, click Budget.

In the End Fiscal Period form, enter a name for the time frame in the Period Name: field (ex. FY2018,
Quarter 1 2018).

Click Close Fiscal Period.

End Fiscal Period

Closing the fiscal period clears invoiced amounts from the budget. Depending on your Acquisition Settings, the remaining balance may camy
over to the next fiscal period or be reset to zero. Saved fiscal period data can be viewed by selecting the period in the drop-down list above the
budget and clicking Display.

Period Mame: |Q4 2018 |
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Auto-Allocate To Funds

Don’t want to worry with complex calculations for your allocations? You can quickly allocate a source’s money
to all its funds by percentage. If your library distributes resources equally, you can use an alternative option to
divide the money evenly between the funds.

To auto-allocate to funds

1. Click Acquisitions from Atriuum’s Menu Bar; under Funds, click Allocate.
2. Click the Review A Source: drop-down button, and click again to select a specific source; then, click
Review. The Review Source form displays.
Click Auto-Allocate to open the Auto-Allocate To Funds From: Fund Name form.
Enter a total amount to allocate in the field at the bottom of the Amount To Allocate column.
5. Choose how to allocate funds:
e Enter percentages to assign to each fund. (The total must add up to 100%)
e Click the Distribute Evenly check box to assign money equally between all funds.
6. Click Apply Allocations.

hw

Auto-Allocate To Funds From: Operating Budget

Review A Fund:  [Adult DVDs i Print Budget
Review A Source: [Operating Budget | [Review| Return To Budget
Source Details
Name: Operating Budget Edit Source
Description: Money allocated from the general budget
Source Type: General Allocate To Funds

Available Funds

Total Percent To Amount To

Fund Allocations Allocate  Allocate
Adult DVDs 5900.00 % $0.00
Adult Fiction $3,500.00 % $0.00
Adult Magazines $400.00 % $0.00
Adult Non-Fiction $1,100.00 % $0.00
Children's Fiction $2,000.00 % $0.00
Children's Magazines 5375.00 % $0.00
Children's Non-Fiction &725.00 % $0.00
Movies 5$300.00 [ 0% $0.00
Music 5500.00 % $0.00
$9,800.00 100.0 % $0.00

The amount to allocate must be $1.00 or more.
Enter the

total amount

Distribute Evenly [ ] Apply Allocations $0.00 here to begin
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Automatically Approve Worker Requests

To streamline your request management workflow, you can allow worker requests created through Atriuum to
be automatically approved. Patron requests made from OPAC still require approval.

To automatically approve worker requests

LA o

Click Administration from Atriuum’s Menu Bar, and then click Acquisitions.

Click Acquisition Settings.
Next to Automatically Approve Worker Requests:, click Yes.

Click Save.

When requests are made by workers using the Create Request form, they will be automatically

approved upon saving, as shown below.

Edit Request

Title Of ltem:
Author's Name:
ISBN:

LCCN:
Publisher:
Material Type:
Cost Per Copy:

Number Of Copies:

Suggest A Fund:
Source Of Info:
Source Of Info 1D:

Other Info:

Save Changes

Request made successfully. Request has been approved automatically.

Review The Full Reguest

[<ingdom of the Blind

|Louise Penny

ISSN: ]
[ ]  edon ]
[ ] Place Of Publication: [ ]
Total Cost £28.99

|Genem| e | |Adu|t Fiction \f |

I |

| |
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Approve Requests Report

This report allows you to quickly merge duplicate requests, reject extraneous requests, and approve multiple
requests from one simple form.

To use the Approve Requests Report

1. Click Acquisitions from the Menu Bar; under Requests, click Approve.

2. The report displays. Each line has a check box and a row of radio buttons. By default, each request on
the list is under consideration.

3. To merge duplicate requests, click to select check boxes, and then click Merge Selected Requests. A
Select Master Request pop-up displays; click to select the request you prefer to be the main record.
The records are combined. Click Refresh.

4. Click the radio buttons to indicate request status: click Reject for requests you need to remove from the
report, and click Approve for those you intend to purchase. Then, click Update Statuses. Records are

updated.
Approve Requests
9 Reguest(s) to approve.
Merge Selected Requests Print Report
Line # Title Information Consider Reject Approve
0 A A City Dreaming (o)
1 copy(s) costing 24.99 taken 100% from Adult Fiction (source: Operating Budget).
0 2 Hunger Games (Movie) O]
1 copy(s) costing 0.00 taken 100% from Adult DVDs (source: Friends of the Library
Donations).
O 3 Skinnytaste One and Done Cookbook ()
1 copy(s) costing 25.00
0 4 Stillnouse Lake (O]
3 copy(s) costing 33.00 taken 100% from Adult DVDs (source: Friends of the Library
Donations).
] s the clockmaker's daughter (O}
1 copy(s) costing 0.00
1 & The Clockmaker's Daughter: a novel (=
1 copy(s) costing 28.00 taken 100% from Adult Fiction (source: Operating Budget).
0o 7 The Garden of Lamentations (®)
1 copy(s) costing 19.95
] s The Melancholy Death of Oyster Boy & Other Stories (.
1 copy(s) costing 0.00
1 9 The Night Bird O]
1 copy(s) costing 15.95
Merge Selected Requests Print Report
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EDI Ordering

If you place your orders with a vendor that allows electronic ordering through EDI (Electronic Data
Interchange), you can place those orders directly through Atriuum. Setup has two parts: establishing shipping
information and adding vendor information.

To establish EDI shipping information

1. Click Administration from Atriuum’s Menu Bar, and then click Acquisitions.
2. Click Acquisition Settings.
3. Under EDI Shipping Information, enter the library’s name and address in the applicable fields.
4. Click Save.
EDI Shipping Information [7]
Name To Ship To:
Address Line 1:
Address Line 2: ]
City:
e
ZIP Code:

To add vendor EDI information

1. Click Administration from Atriuum’s Menu Bar, and then click Catalog.

2. Click Vendors.

3. Click Edit next to the provider you need to modify.

4. Under EDI Settings, enter the information provided to you by your vendor.

5. Enable EDI Testing Mode: (click the corresponding Yes radio button) until you have completed
successful test transactions. When your connection and settings are tested, return here and click No.

6. Click Save.

7. To test your connection at any time, click Test next to Check Connectivity:.

EDI Settings [7]

EDI FTP Connection Type: | |

EDI Vendor Identifier: | |

EDI Customer Identifier | |
| |
| |

EDI FTP Usemame:
EDI FTP Password:

EDI Testing Mode: () yes () No
Check Connectivity:

To place an order using EDI, simply click the Send EDI Order button on the Edit Order or Review Order form.

| Send EDI Order |

BookSysters
73




EDI Details for Orders

Information about outgoing and incoming messages associated with an order are now accessible directly from

atriuume

What’s New in Atriuum 12.5

the Review Order form under EDI History.

EDI History

Ewvent Date
011252019 02:19:18PM

View EDI Details

Action
Purchase Order Sent

Transaction Code
850

To view detailed information about a message, click View EDI Details. Information includes item and vendor

IDs, line items with ISBNs, quantities, and costs, and more.

EDI History For Order 20180125

Messages Received

Messages Sent

EDI Request Sent [2 =
From Vendor ID: EKSY789

To Customer ID: 1697978

Transaction
Purchase Order Number:
Purchase Order Date:

Purchase Order Sent (850)
20190125
01125/2019

Line Item for ISBN:
PO Quantity:

PO Unit Price:

PO Price Code:
Discount Multiplier:

4780525512172 (21 Lessons for the 21st Century)
1
2800

0

Line ltem for ISBN:
PO Quantity:

PO Unit Price:

PO Price Code:
Discount Multiplier:

9780765380098 (Blood and Sand)
1
17.99

0

Line tem for ISBN:
PO Quantity:
PO Unit Price:

9781984519192 (Brief Answers to the big questions)

1
25.00
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Place Order directly from Edit Order Form

If you have modified an order’s details to add prices or other information, you can now update the order’s
status to Placed directly from the Edit Order form. Click Place Order to update the status after you have sent
the order to the vendor. If you use EDI ordering, click Send EDI Order to transmit your electronic order and
also update its status in Atriuum.

To edit and place an order

Click Acquisitions from Atriuum’s Menu Bar. Under Orders, click Review Order.

Search for the order you need to modify. The Review Order form opens.

Click Edit Order.

Fill in additional details, such as price, shipping and processing costs, etc. Click Save.

Click Place Order to update the order’s status within Atriuum after you have sent it to the vendor; click
Send EDI Order to electronically send the order and update the order’s status in Atriuum at the same
time.

LA o

Edit Order

Order Saved Successfully.

Review Order
Vendor: |Baker and Taylor ~ |
PO Number: [12112018
Comment:  [gaker and Taylor Winter 2018

Cancel Order

Add Items To Order

|Lookup Requests For Order| |Fi|ter For Requests| |Add Selected To Order| | Import Requesls| |Import MARC|

Line items
| Deselect All | |Selecl All | | Remove Selected |
Title List Price Discount Quantity Cost
Defy the Stars $29 00 % 1 52755 O
2 Free To Fall $28.00 58 1 $26.60 O
3  The Castle Behind Thoms $32.00 5log 1 53040
List Price  §89.00 Line Item Total $84.55

Shipping Costs +
Processing Costs +

Total Before Tax $108.50
Tax Rate % [ o
Tax + $0.00
Total $108.50
top
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Import MARC as Order

If you create an order on a vendor’s website (such as Ingram) that can be downloaded as a MARC file, you can
import that file into Atriuum to create requests in the database and attach them to an order.

To import a MARC file to an order
1. Click Acquisitions from Atriuum’s Menu Bar. Under Orders, click Create Order.

2. Select a vendor and enter a purchase order number; then, click Create Order.
3. On the Edit Order form, click Import MARC.

Acquisitions MARC Import

Bibliographic Rule Set Definition: |Defau|t Import Rules |

Acquisition Rule Set Definition: ||::-efau|t Acquisition Rules |
MARC File Name: | Browse... |

[Import Options | [Continue| [Go Back|

Note: Request records will be imported automatically.

4. On the Acquisitions MARC Import form, click the first drop-down button, and click again to select a
Bibliographic Rule Set Definition. This set contains rules for importing information specific to the title
record.

5. Click the second drop-down button, and click again to select an Acquisition Rule Set Definition. This
set contains rules for importing information specific to the request record, such as expected cost and
number of copies.

6. Click Browse... (or Choose File, depending on your browser) next to MARC File Name:, and locate the
file you need to import; then, click Open.

7. When you are ready to begin the import, click Continue.

8. After the file is imported, your order reopens with the items added to it along with expected cost and
number of copies, and the associated requests are stored in the database.
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ILL Features (requires license)

Reserve Temporary (ILL) Items

Temporary records are created for managing ILL borrowing. If you create temporary records using the Create
A Brief Bibliographic And Holdings Record For ILL Circulation form, you can also create reserves to hold those

items for patrons.

To reserve an ILL item

A

5.

Click Circulation from Atriuum’s Menu Bar. Under Reserve, click Reserve.
Search for the patron who needs the item.
Scan the item barcode, or use search options to locate the temporary item.

The Copies To Reserve form displays with the patron and item information. A warning alerts you that

this is a temporary item.

Copies To Reserve
Reserve For: Smith, Angela (01627782)

Title: Nine Perfect Strangers
Author: Liane Moriarty
Comment: |
Select AII| |Dese|ect AII|
1. Barcode: 000000038 Reserve: ||

This holding is a temporary item.
Item Circulation Class: ILL Material Call Number:

No copies are suitable to reserve.

[l override reserve warnings

Reserve | [Go To Check Out|

Click the Reserve and Override reserve warnings check boxes, and then click Reserve.
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Serials Features (requires license)

Export MARC Serials Redesign

The Export Serial MARC Records form has been updated to resemble the standard MARC Export form.

To export MARC records for serials

1.
2.
3.

Click Serials from Atriuum’s Menu Bar. Under Serials, click Export.

Scan the ISSNs into the Items: # field, or use the lookup or filter options to find records.

The Automatically Correct RDA Fields: check box is enabled by default. This means Atriuum will check
MARC fields to determine if the record is RDA compliant and update the MARC leader if needed.

Click Export Queued Records. A progress bar displays. After the export is complete, the form refreshes
with a link to download the file.

Click Download This File and follow the options onscreen to save the file.

Export Serial MARC Records
ltems: O
Rule Set Definition:
| Default Rules for MSHS |
Automatically Comrect RDA Fields:
|Export Queued Records | | Clear Queue|
Export Records Queue
Gueue Is Empty
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What’s New in Atriuum 12.5

Debt Management Features (requires license)

Exclude From Debt Management for Individual Patrons

If you use this module to improve patron fine collection, you have always been able to exclude specific groups
using Patron Circulation Class. Now, if there is a particular patron or small group you need to exempt, you can
do so using the Add/Edit Patron form or the Reclassify Patrons form.

To exclude a single patron from Debt Management collection

Click Patrons from Atriuum’s Menu Bar.

Under Patron, click Edit, and search for the patron you want to exempt. The Edit Patron form displays.
In the Other Info form, click to select the Exclude From Debt Management check box.

If the patron was already referred, click to deselect the Referred To Collection Agency check box so that
this patron will be removed from the delinquent patrons list overnight.

5. Click Save. The patron will not be referred to the collection agency in the future.

N

Password. SEL R
diron Username: ; I as Barcode Been Printed?
Patron U ~emith /] Has Barcode Been Printed?
Can Publish Bookbags As Book Lists
— Exclude From Debt Management
[] Referred To Collection Agency
[] Disable History
Review Or Rate ltems: |Review With Approval |
Create Community Post. [yse Circulation Class Permission |
To exclude a group of patrons from Debt | (Reciassiy Patrons
Management CO"eCtion Patrons: ["] Change Patron Circulation Class
— [[] Change Patron Report Class
[[] Change Rate Or Review Option |Use Circulation Class Permission |
1. Clle Patrons from Atrluum'S [[] Change Community Post Option [Use Circulation Class Permission |
Men u Ba r [ change Post Bookbags As Book Lists Option
’ . . [[] Change Exclude From Debt Management _
2. Under BUIk, C||Ck ReC|aSSIfV- ["] Change Referred To Collection Agency
3. Enter the patron barcodes in the [7] Change Disable History Option
. . —_—— [[] Change Send Email When Items Are Due Option
ﬁeld’ or SearCh or ﬁlter for the [[] Change Send Text When ltems Are Due Option
patrons you need . [[] Change Send Text For Reserve Pickup Option
4. CIle tO Select the change Exclude [[] Change Send Text For Watch List Triggered Option
[[] Change Card Expires :ﬁ
From Debt Management check - ]
box, then click the drop-down [ Change 1
button, and click to select Yes [ Ghange L 1
to exempt these patrons from [Reclesiy petrons] |Clear Quevel
collections.

5. Click Reclassify Patrons.
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