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Understanding the program elements in

circulation

There are several program elements in the Circulation part of the program, including
different windows that let you perform different circulation tasks, menu commands, and

buttons.

For help performing circulation tasks, see "Understanding circulation" in the Circulation
chapter of the Spectrum CIRC/CAT User Manual.

For more information about the elements in circulation, see the following sections:

Menus and commands in circulation
Components of the Circulation window
Lookup window

Material Inquiry window

Patron Inquiry window

Check In window

Advance Booking window
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Menus and commands in circulation

To help you perform circulation activities, circulation adds three menus to your program:
e Circulation
e Materials

e Patrons

Using these menus, you control all aspects of your library’s circulation routines. Many of
these commands may also be used with the buttons in the Circulation window itself. You
can also use shortcut keys when available (they’re listed on the menu next to their
respective commands) or scan the printed command barcodes.

Please note that variations of the same commands may exist in each menu. Each
command may display similar information from a different perspective. For example,
when you select Reserve in the Circulation menu, a material is placed on reserve.
Selecting Reserves in the Materials menu displays the patron(s) who reserved a particular
material—and selecting Reserves in the Patrons menu displays the material(s) reserved
by a particular patron.

You can choose to protect circulation activities with a password to prevent unauthorized
access (see "Setting up passwords" in the Setup chapter of the Spectrum CIRC/CAT User
Manual for more information).
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Circulation menu commands

The Circulation menu lets you perform your library’s main circulation activities, such as
checking materials in and out. All of the commands on the menu have barcodes for
scanning and some have corresponding buttons in the Circulation window.

The following table describes the available button and menu commands in the Circulation
menu.

Menu Command Button Description

Check Out* Checks the selected material(s) out to the
selected patron. It uses the checkout period set
for each material—unless it's overridden by the

Check Out

patron type options.

Check Out/Set N/A Checks the selected material(s) out to the

Date selected patron and lets you set the date the
material is due. If you select more than one
material, the same due date is assigned to all of
them.

Renew Checkout* Checks the selected material(s) out again to the
g same patron.

Check In* Checks in the selected material(s).

Reserve Title* Puts a flag on the selected material(s) to remind

you that a patron wants to check it out. This is

how you put a hold on a material that is

Reserve | cyrrently checked out. Although a material is
reserved for a patron, you can still check out the
material to another patron.
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Menu Command Button Description

Reserve Holding N/A Puts a flag on the selected material's holding to
remind you that a patron wants to check it out
once it's available. This is how you put a hold on
a particular copy of a material that is currently
checked out.

Advance Booking Reserves the selected material(s) for a specific

h date in the future over a specific time period,
b regardless of the material's loan period.

Adwvance

Clear All* Resets the Circulation window to its original

¥ | state by removing loaded patron and material

L = records.
Cleat All

Print Receipts N/A If selected, prints checkout slips with the

checkout receipt options and fine receipts
options you set up. If not selected, no checkout
or fine receipts print, regardless of what options
you've set up. Note: This option is only available
is you've purchased the SLIP printer for
Spectrum CIRC/CAT.

* If no materials are selected in the Materials entered list, then all of the materials are
processed.
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Materials menu commands

The Materials menu lets you manage your material records in circulation. All of the
commands on the menu have barcodes for scanning and some have corresponding
buttons in the Circulation window.

The following table describes the available button and menu commands in the Materials

menu.

Menu Command

Button

Description

Look Up [Material]

Opens the Lookup window, so you can
browse for material records.

Inquire [Material
Inquiry]

Opens the Material Inquiry window with the
Itemized List tab active. It contains the
following tabs:

e Jtemized List

e MARC Record

e Card Image

e Local Info

e Reserves

e Advance Bookings

e Circ Log (if the option to log
circulation transactions is
selected in Circulation Setup)

Reserves

N/A

Opens the Material Inquiry window with the
Reserves tab active. It displays a list of
patrons who have the selected material(s) on
reserve.

Advance Bookings

N/A

Opens the Material Inquiry window with the
Advance Bookings tab active. It displays a
list of patrons who have the selected
material(s) booked in advance.
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Menu Command

Button

Description

Messages

N/A

Opens the Material Inquiry window with the
Messages tab active. It displays a list of
messages attached to the selected material(s).

Circ Log

N/A

Opens the Material Inquiry window with the
Circ Log tab active. It lists the circulation
activity of the selected material. Note: This
tab is only available if the option to log
circulation transactions is selected in
Circulation Setup.

Place on Special
Reserve

N/A

Opens the Special Reserve window where
you assign a temporary material type to
materials that you want to use in a situation
that differs from the regular routine.

Take off Special
Reserve

N/A

Resets the selected material(s) to its original
material type when the time of special use is
finished.

Change Status to
Lost

N/A

Changes the status of the selected material(s)
to lost.

Clear Item [Clear
Materials]

Clear ltem

Removes the selected material(s) from the
Materials entered list.

Clear List

N/A

Removes all materials from the Materials
entered list.
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Patrons menu commands

The Patrons menu lets you manage your patron records in circulation. All of the
commands on the menu have barcodes for scanning and some have corresponding
buttons in the Circulation window.

The following table describes the available button and menu commands in the Patrons
menu.

Menu Command Button Description

Look Up [Patron] Opens the Lookup window, so you can
browse for patrons.

Laok Up

Inquire Opens the Patron Inquiry window with
Ja the General tab active. It contains the
B following tabs:

Inguiry o General

e Reserves

e Advance Bookings
e Messages

¢ Fines

e Circ Log (if the option to
log circulation transactions
is selected in Circulation
Setup)

¢ Fine Log (if the option to
log fine transactions is
selected in Circulation
Setup)

Reserves N/A Opens the Patron Inquiry window with
the Reserves tab active. It displays a list
of the items a patron has on reserve.

Advance Bookings N/A Opens the Patron Inquiry window with
the Advance Bookings tab active. It
displays a list of the items a patron
booked in advance.
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Menu Command

Button

Description

Messages

N/A

Opens the Patron Inquiry window with
the Messages tab active. It displays a list
of messages attached to a patron's record,
if any exist.

Fines

N/A

Opens the Patron Inquiry window with
the Fines tab active. It displays a list of
patron's fine, if any exist.

Circ Log

N/A

Opens the Patron Inquiry window with
Circ Log tab active. It displays a patron's
circulation activity log, if available. Note:
This tab is only available if the option to
log circulation transactions is selected in
Circulation Setup.

Fine Log

N/A

Opens the Patron Inquiry window with
the Fine Log tab active. If displays a
patron's fine log, if available. Note: This
tab is only available if the option to log
fine transactions is selected in Circulation
Setup.

Show Suppressed
Materials

N/A

When selected, displays any material
with a suppressed attribute (according to
its material type) in the Circulation
window. For more information, see
"Setting up material types" in the Setup
chapter of the Spectrum CIRC/CAT User
Manual.

Renew Privileges

N/A

Renews a patron's library privileges by
extending the expiration date. The date
the expiration date extends to depends on
the privilege options set up in Patron
Type Setup for each patron type.

Clear Patron

Clear

Removes a loaded patron record from the
Circulation window.
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Components of the Circulation window

The following are the four distinct areas of the Circulation window:
e Patron information
e Materials checked out list
e Materials entered list

e System statistics

Each part displays important information about the patron or material(s) that are currently
loaded in the Circulation window. For instance, you can see if a patron has any materials
on reserve, if a material has a message attached, if a patron's library privileges have
expired, and so on.

- - You can set up color options in Circulation Setup to have the information contained in
"l these four areas display in different colors. See "Setting color options" in the Setup
chapter of the Spectrum CIRC/CAT User Manual for more information.

Patron information

When you enter a patron number, information about that patron is displayed in the patron
information area of the Circulation window. Several of the items in this window are links

that directly open the corresponding tab of the Patron Inquiry window (Windows users
only).

Patron information part of the Circulation window

In this part of the Circulation window, you can view information about the currently loaded
patron record.

Number: 100001 Reserves: 1
Name: Daryn Buchner Fines: 1
Expires: 09/19/02 Type: 1-Freshmen Messages: 1
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The following table describes the information found in the patron area of the Circulation

window.

Element Description

Name The patron's name.

Number The patron's number, also known as a barcode number. A
patron number can consist of up to 30 characters. You assign
a patron number to each patron record. A patron and material
can have the same number as long as you print your patron
numbers with a leading "P". You can also use a partition to
separate material and patron numbers. See "Setting your
location's number options" in the Setup chapter of the
Spectrum CIRC/CAT User Manual for more information.

Type The patron's type as assigned to them in Patron Edit.

Expires The date a patron's circulation privileges come to an end.

Reserves The number of materials a patron has on reserve. To learn
more about a patron's reserves, you can open the Reserves tab
of the Patron Inquiry window by clicking this link.

Fines The number of materials a patron owns fines on (not the total
fine amount). To learn more about a patron's fines, you can
open the Fines tab of the Patron Inquiry window by clicking
this link.

Messages The number of messages associated with a patron. To learn

more about a patron's messages, you can open the Messages
tab of the Patron Inquiry window by clicking this link.

Patron Image

Displays an image of a patron, if available. You can click it to
view an enlarged version of the image. This button is only
available after you enter a valid patron number and if patron
image data is loaded.
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Element Description

Number of materials ~ The number of materials a patron currently has checked out,

checked out including any suppressed materials. If the number displayed
does not match the actual number of materials in the
Materials checked out list, some materials are probably
suppressed. Choose "Show Suppressed Materials" from the
Patrons menu to see any items that are suppressed.

Materials checked out  The scrollable list of all the materials a patron currently has
list checked out.

Materials checked out list

When you enter a patron number, the materials a patron currently has checked out appear
in the Materials checked out list, which is located immediately under the patron
information.

Materials checked out list part of the Circulation window
In this part of the Circulation window, you can view information about the materials that are
currently checked out to a patron.

Materials checked out: 2 Due date
44 StarWars / 10/26/00 =
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The following table describes the information found in the Materials checked out list area
of the Circulation window.

Element Description

Materials checked out  The number of materials a patron currently has checked out.

Number The material's number, also known as a barcode number. A
material number can consist of up to 30 characters. You
assign a material number to each material record. A patron
and material can have the same number as long as you print
your patron numbers with a leading "P". You can also use a
partition to separate material and patron numbers.

Title The material's title.
Due date The date or hour a material is due.
Overdue Overdue holdings are color-coded and bolded. You can set

up your color options in Circulation Setup. See "Setting
color options" in the Setup chapter of the Spectrum
CIRC/CAT User Manual for more information.

Materials entered list

When you enter material numbers, the materials appear in the Materials entered list (the
bottom box of the Circulation window).

When you select a command in the Circulation menu, the program looks to the Materials
entered list for items to process. The program processes only the materials you select
from the list (or all materials if none are selected).

Materials entered part of the Circulation window
In this part of the Circulation window, you can view information about the currently loaded
materials.

Materials entered: 3
13 The doorinthe wall / Fiction In [ Y ;I
12 The night befare Christmas / a00-6949 In =]
9 Adventures of Huckleberry Finn / Fiction In a
H
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The following table describes the information found in the Materials entered list of the
Circulation window.

Element Description

Materials The total number of materials loaded in the Materials entered list.

entered

Number The material's number, also known as a barcode number. A material
number can consist of up to 30 characters. You assign a material number
to each material record. A patron and material can have the same number
as long as you print your patron numbers with a leading "P". You can
also use a partition to separate material and patron numbers.

Title The material's title.

Type The material's type.

Status

The material's circulation status (such as In, Out, or Lost). This status is
maintained by the program and cannot be edited.

[«

This icon indicates that a material is on reserve.

This icon indicates that a material has at least one message attached to it.

This icon indicates that a material has been booked in advance.
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System statistics

Spectrum maintains checkout statistics, which are displayed in the bottom of the
Circulation window.

System statistics part of the Circulation window
In this part of the Circulation window, you can view circulation statistic information.

Total checkouts Today: 4 To date: 55

The following table describes the information found in the system statistics area of the
Circulation window.

Element Description

Today The total number of items checked out today.

To date The total number of items checked out since the program started keeping
track or since you reset the counter (if you want to reset this number, see
"Clearing checkout totals" in the Maintenance chapter of the Spectrum
CIRC/CAT User Manual).
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About the Lookup window

The Lookup window is one of several ways to load material and patron records into the
Circulation window. When you enter text in the entry box of the Lookup window, the
closest match to what you enter is selected in the list. To learn more about how to use the
Lookup window, see "Loading records using the Lookup window" in the Circulation
chapter of the Spectrum CIRC/CAT User Manual.

¥

okup

-[B[x] Lookup window

Index: IMaterlaINumber

Here you can look
| u -
p materials and

haterial number. I

patrons to load into

1 Coping with stress - a guide to living / BF 575 575 M54 1! In ﬂ th.e Circulation
2 The seven habits of highly effective peopl BF 537 .58 C68 19E In window.
3 The modern cantest: a systemic guide to- BF 637 .38 GB7 198 In

4 The magic of thinking big / BF 637 .5853619¢ In

5 Motivation and personality / BF 503 M375 1987 In

b Genograms : the new tool for exploring the BF 698 M329 1989 In

7 Fersonality development in adulthood /  BF 724.85 P47 W7 Lost

i The forgotten language: an infroduction to BF 1078 In

10 The Bovhood of Martin Luther King, Jr.f 3234 Pop Lost

1 Faul Revere, son of liberty / 9271 Rev In

12 The night before Christmas / 811.1 Moo In

13 The doarin the wall / FIC DeA In

14 The secret at Shadow Ranch / FICKee In

15 Queen Elizabeth |: an illustrated biography, 921 Eli In

16 == FIC Nay In

17 The unlikely ramance of Kate Bjorkman ¢ FIC Plu In

18 Jessie: anovel based on the life of Jessie FIC Alt In |

" Load Item

The following table describes the elements in the Lookup window.

Element

Description

Index

Lists the available indexes you can use to look up item(s). The
available indexes are: material number, title, author, call
number, subject, patron name, and patron number.

Entry box(es)

Lets you type the item(s) you are looking for. After you pick the
index, this box adjusts accordingly, so you can enter
information that matches the selected index.
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Element Description

Item list Lists items that match the information you type into the entry
box(es). The closest match to what you enter is selected in the
list.

Holdings found list  Lists the holdings that are associated with the items found. This
is only displayed if you select the title, author, or subject
indexes.
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About the Material Inquiry window

The Material Inquiry window is where you view and manage information for material
records in circulation.

=5 Material Inquiry _[O] x] Material Inquiry

(iiemized st | MARC F\eculdl Card Imagel Local Inful Reserves I Advance Buukingsl Messa 1| ¥ window
Call Number: FICTwa This window
Title: Adventures of Huckleberny Finn / B
Edition: 1sted. contains S(?veral
Author: Twain, Mark. tabs in which you
Publisher: Mewrork:Random House, .
Publication Date: 1996, can view and
Physical Description: x«viii, 418 p. il ; 25 cm manage material
LCCN: 96158044 information in

ISBN: 0673448396 . .
circulation.
Subjects:
Finn, Huckleberry (Fictiious character)—Fiction
Boys—Travel—Mississippi River—Fiction.
Boys—tissouri-Fiction

EreviEns iaterisl | e b Eterial |

The Material Inquiry window contains the following tabs:
e Itemized List
e MARC Record
e Card Image
e Local Info
e Reserves
e Advance Bookings
e Messages
e CircLog *

* May not be available if the option to log circulation transactions is not set up in Circulation

Setup.

For help conducting a material inquiry, see "Inquiring about material records" in the
Circulation chapter of the Spectrum CIRC/CAT User Manual.
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Material Inquiry—Itemized List tab

The Itemized List tab displays a clearly labeled list of material information, including
title, author, call number, publisher, ISBN, and so on. You edit this information in the
Easy Entry window of Material Edit. See the Materials chapter of the Spectrum
CIRC/CAT User Manual for more information.

5 Material Inquiry _[O] =] Material Inquiry—
{itemized List | MARC Recard | Card Image | Lacal Info | R | Advance Baakings | Messages | Itemized List tab
Call Number: FIC Twa This tab displays a
Title: Adventures of Huckleberry Finn / .
Edition: 1sted parts of a material's
Author: Twain, Mark.
Publisher: Mew vork : Random House, MARC record

Publication Date: c13498

Physical Description: xviil, 416 p.:ill.; 25 cm |nf0rmat|0n Inan

LCCN: 95159044 easy-to-read format.

ISBN: 0673448696

Subjects:
Finn, Huckleberry (Fictitious character)—Fiction.
Boys—Trawvel-Mississippi River—Fiction
Boys—Migsouri—Fiction

Previsus fatErs! | =R if=ti==] |

Note: Only the information that is listed in a material's MARC record is displayed here. If
it's not included in the MARC record, it's not listed in the Itemized List tab.
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Material Inquiry—MARC Record tab

The MARC Record tab of the Material Inquiry window contains a material’s MARC
record information as displayed in the Edit MARC window of Material Edit. You edit
this information in Material Edit. See the Materials chapter of the Spectrum CIRC/CAT

User Manual for more information.

=5 Material Inquity

hemized List

LDR00793nam 2200241u 45007
001 961590447

003 DLC”

005 20000908144224.0™

008 000908619961 885myua 001 eng *
010 _a 36159044

020 _a0679448896

040 _aDLC_cDLC_dDLC

043 _an-us-ms _an-us-mo

05000 _a P31305 _k A1 1996C
08200 _a813/4_220

1001 _aTwain, Mark, _d 1835-1810

addendurm by Wictor Doyno

250 _alsted

260 _aMNewYork: _b Random House, _c c1996.

300 _asoodil, A18p.:_hill; _c26em

B50 0 _a Finn, Huckleberry (Fictitious character) _x Fiction
650 0 _aBoys _x Travel _z Mississippi River _x Fiction
650 0 _aBoys _z Missouri _x Fiction

Bk Material Inquiry—
| Advance Haakings | Messages | MARC Record tab

24510 _a Adventures of Huckleberry Finn / _c Mark Twain ; introcuction by Justin Kaplan ; foreword and

This tab displays
specific information
about a material's
MARC record.

Previsus fatErs! =R if=ti==]
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Material Inquiry—Card Image tab

The Card Image tab of the Material Inquiry window displays material record information
in card catalog layout.

i Material Inquiry M= Material |nquiry_
lemized List| MARC Record { Card |I1WQE| Local Info | R | Advance Bookings | M ges | Card Image tab
FIC Twain, Mark, 1635-1910 This tab di5p|ay$ a
Twig Adventures of Hucklebery Finn / bark Twain introduction by Justin Kaplan : foreward and T .
addendum by Victor Doyno — 1st ed — New York : Random House, c1996 material's information
ooviil, 418 p. il 26 em. .
ISEN 0879448896 in card catalog
1. Finn, Hucklebemy (Fictiious character)-Fiction. 2. Boys—Travel-Missizsippi River— format

Fiction. 3. Boys—Missouri—Fictian. | Title.

46159044

Previsls i atErsl | =R if=ti==] |

This information is drawn from the information contained in a material's MARC record.
If the information needs to be modified, you can edit it in the Easy Entry or Edit MARC
windows of Material Edit. See the Materials chapter of the Spectrum CIRC/CAT User
Manual for more information.
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Material Inquiry—Local Info tab

The Local Info tab of the Material Inquiry window displays the holding information of a
material record. You edit this information in the Holdings window of Material Edit.

= Material Inquiry

haterial number: 9
Title: Adventures of Huckleberny Finn /
Call number: FIC Twa
Price: 0.00
Material type: 2 - Fiction
Usage: 3
In-library usage: 0
Fines: 0
Status: Out
Borrower: Diaryn Buchned
Date due: 12/05/00
Last borrower: Craig Kilbourne

ltemized List | MARC Record | Card Image Local Info |HESENES Advance Buukingsl Messagesl

Previcue fatersl | e atens] |

Material number: 10001

Title: Adventures of Huckleberry Finn
Call number: FIC Twa

Price: 12.95

Material type: 2 - Fiction

Usage: 24

In-library usage: 5

Fines: 0

Status: In

Last borrower: Chris Jones

Material Inquiry—
Local Info tab

Here you can view a
material's local
information.

Here’s an example of how local information of a material is displayed in the Local Info
tab:
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Material Inquiry—Reserves tab

You manage material reserves in the Reserves tab of the Material Inquiry window. For
help performing reserve tasks, see "Managing reserves" in the Circulation chapter of the
Spectrum CIRC/CAT User Manual.

MNurnber: 9

MNumber Patron

Estee, Brian

=5 Material Inquiry Material
ltemized List | MARC Hecurdl Card Imagel Local Info |1 Booking | M g | Inquiry—
Title:  Adventures of Huckleherry Finn / Reserves tab

In this tab, you

at resered me rewed manage your
/21400 29 Al

material reserves.

Previaushisterisl |

Ilexthiaterisl | Bemove Reserve |

The following table describes the elements in the Material Inquiry—Reserves tab.

Element

Description

Title

Title of the material on reserve.

[Material] Number

Material number of the material on reserve.

[Patron] Number

Patron number(s) of the patron(s) that reserved the material.

Patron

Name(s) of the patron(s) that reserved the material.

Date reserved

The month, day, and year that a reserve was placed.

Time reserved

The time of day that a reserve was placed.

Remove Reserve
button

When clicked, deletes the selected patron(s) from a material's
reserved list.
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Special Reserve window

The Special Reserve window is where you assign temporary material types to materials
that you want to use in a situation that differs from the regular routine.

Special Reserve Special Reserve window
- Here you can set up special
Select a new material type: reserves for materials.
2 Fiction
3 Feference
4 Biography
5 Easy
a 000-093
i 100-1549
i 200-299
- 300-395
10 400-435
11 500-539
12 BO0-639
13 700-739
14 g00-g44
15 500-935 |
0K I Cancel |

The following table describes the elements in the Special Reserve window.

Element Description

Select a new material type box  Lets you enter a new material type to temporarily
assign to the selected material(s).

Material type list Lists all the materials types set up in your program.

For more information about special reserves, see "Placing materials on special reserve" in
the Circulation chapter of the Spectrum CIRC/CAT User Manual.
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Material Inquiry—Advance Bookings tab

You view, edit, and remove material advance bookings in the Advance Bookings tab of
the Material Inquiry window. For help performing advance booking tasks, see "Managing
advance bookings" in the Circulation chapter of the Spectrum CIRC/CAT User Manual.

[Ty E—— =] B3 Material |nquiry_
Hemized Lisll MARC F\E[:nrdl Card Imagel Local Inful Reserves  Advance Eunkings‘l Mi | AdVanCe BOOkingS
Title: Adventures of Hucklebermy Finn / tab
MNumber: 9

Here you can view,
Number Name Start dateftime End dateftime .

Mannobla, Justine 11/21/2000 030 PM__12/05/2000 0430 PM edit, and remove
advance bookings
from a material's
advance booking list.

Previous faterial | [alExt i Etetis | Edit | Bemowe Booking |

The following table describes the elements in the Material Inquiry—Advance Bookings

tab.

Element Description

Title Title of the booked material.

[Material] Number Material number of the booked material.

[Patron] Number Patron number(s) of the patron(s) that booked the material
in advance.

Patron Name(s) of the patron(s) that booked the material in
advance.

Start date/time The month, day, and year that an advance booking was
placed.

End date/time reserved The time of day that an advance booking was placed.

Circulation: About the Material Inquiry window 149

SCC5rm1200tb



Element Description

Edit button Opens the Edit Advance Booking window where you can
modify the selected advance booking.

Remove Booking button  When clicked, deletes the selected patron(s) from a
material's advance booking list.

Material Inquiry—Messages tab

You manage material messages in the Messages tab of the Material Inquiry window. See
"Managing messages" in the Circulation chapter of the Spectrum CIRC/CAT User
Manual for more information on how to add, edit, and remove messages.

=5 Material Inquiry o] Material |nquiry_
Itemized List| MARC Recnrd' Card Image' Local Infu| R | Advance Booking: Messages tab
Title:  Adventures of Hucklebery Finn / In this tab, you
Number: 3 manage material
Frarm Subject Date messages
= Kelly Hill Spine label 11/21/00 9 .
Previcug ieterial | [elEvi i EteriE] | Al Edlit | e | DElEte) |

The following table describes the elements in the Material Inquiry—Messages tab.

Element Description
Title Title of the material you're inquiring about.
Number Material number of the material you're inquiring about.
150 Spectrum CIRC/CAT Reference Manual

SCC5rm1200tb



Element

Description

From

Person's name that added the message. This is usually a library staff
member.

Subject

A word or phrase that describes what the message is about.

Date

The date the message was added to the material record.

Add button

Opens the New Message window in which you add a message to a
material record.

Edit button

Opens the Edit Message window in which you can modify the
selected message.

View button

Opens the Messages window in which you can view the selected
message.

Delete button

Removes the selected message.

New/Edit Message window

You add and edit messages in the New or Edit Message window. See "How to add and
edit a material message" and "How to add and edit a patron message" in the Circulation
chapter of the Spectrum CIRC/CAT User Manual for more information on adding and

editing messages.

New / Edit

_ Message window
Sy I Here you can add or
Subject I edit messages.
Message:
Cancel
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The following table describes the elements in the New Message window.

Element Description

From box Here you enter your name. You are required to fill in this box in order to
save the message.

Subject box Here you enter a word or phrase that describes the message. This box is
optional.

Message box  Here you enter the full message. You are required to fill in this box in
order to save the message.

Material Inquiry—Circ Log tab

You can view details of a specific material's circulation activities in the Circ Log tab of
the Material Inquiry window. See "Viewing circulation log information" in the
Circulation chapter of the Spectrum CIRC/CAT User Manual for more information.

Important! This information is only available if you already enabled the logs in

o Circulation Setup and then generated log data by performing circulation transactions in
circulation. If you don't set up circulation logs in Circulation Setup, this tab is not
available. For more on setting up circulation logs, see "Setting log options" in the Setup
chapter of the Spectrum CIRC/CAT User Manual.

5 MAEEIETT Material Inquiry—
MARC Recurdl Card Imagel Local Ininl Reserves | Advance Euukingsl Messages C Circ Log tab
Material number: 3 You can view
Title: Achventures of Huckleberry Finn / . . .
circulation transaction
Patron Number Patron Name f .
Date / Time Out Date/ Time Due Date / Time In |nf0rmat|0n fOI'
J— Mot Bakon materials in this tab.
12/05/00 11:37 AM 12/05/00 11:59 Pk **Checked Out™
Previaus kiateris] [lExthatetial
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The Circ Log tab displays the following information:

Material number

Title of material

Patron number

Patron name

Date and time the material was checked out
Due date and time

Date and time the material was returned
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About the Patron Inquiry window

The Patron Inquiry window is where you view and manage information for patron
records in circulation. It contains several tabs in which you can view and manage patron

information in circulation.

The Patron Inquiry window contains the following tabs:

General

Fines

Reserves

Advance Bookings
Messages

Circ Log *

Fine Log *

* May not be available if the option to log circulation and fine transactions is not set up in

Circulation Setup.

For help conducting a patron inquiry, see "Inquiring about patron records" in the
Circulation chapter of the Spectrum CIRC/CAT User Manual.
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Patron Inquiry—General tab

The General tab in the Patron Inquiry window gives you overview information about the

patron currently loaded into the Circulation window.

= Pation Inquiry

IFleserves I Advance Ennking5| Mesgagesl Fines | Circ Lngl Fine Lngl

MName: Brian Estea

MNurnber: 100006

Address: N5485 YWashington Dr
Springfield MO 65801

Date added: 08/31/00

Card expires: 08/31/02

Fatran type: 2 - Juniors

Homeroom: Mr. Smithers

Farents name(s): Joseph and Hanna Estes
Emergency cont: Joseph Estes

Circulation Information
Materials checked out: 3
Feserves: 1

Fines: 0

Usage: 3

Messages: 1

- 10] %]

Patron Inquiry—
General tab

Here you can view
specific information
about patrons.
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Patron Inquiry—Reserves tab

You manage patron reserves in the Reserves tab of the Patron Inquiry window. For help
performing reserve tasks, see "Managing reserves" in the Circulation chapter of the
Spectrum CIRC/CAT User Manual.

=5 Pation Inquiry

[B[x] Patron Inquiry—

General | Reserves | Ad

MName: Brian Estee
Title:

Bookings | Messages | Fines | Fine Log | RESe-rVeS tab
Number. 100008 In this tab, you
Date resenved Time resened manage patron

Adventuras of Huckleberny Finn / 11/21/00 reserves.

Remowe Reserve

The following table describes the elements in the Patron Inquiry—Reserves tab.

Element

Description

Name

Name of the patron that reserved the material(s).

[Patron] Number

Patron number(s) of the patron(s) that reserved the material(s).

Title

Name of the reserved material(s).

Date reserved

The month, day, and year that a reserve was placed.

Time reserved

The time of day that a reserve was placed.

Remove Reserve
button

When clicked, deletes the selected material(s) from a patron's
reserved list.
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Patron Inquiry-Advance Bookings tab

You view, edit, and remove patron advance bookings in the Advance Bookings tab of the
Patron Inquiry window. For help performing advance booking tasks, see "Managing
advance bookings" in the Circulation chapter of the Spectrum CIRC/CAT User Manual.

=5 Patron Inquiry

Mame: Brian Estes
Number Title
CQueen Elizabeth |: an illustrated biograph 11/21/00 12:00 Pk 12, 12:00 PhA

=lad)  Patron Inquiry—

| Messagesl Fines | Fine Lngl Advance BOOklngS
Number 100006 tab
Start date ftime End date /time Here yOU can view
’

edit, and remove
advance bookings
from a material's
advance booking list.

Edit | Bermove Booking |

The following table describes the elements in the Patron Inquiry—Advance Bookings

tab.

Element

Description

Patron

Name of the patron that booked the material(s) in advance.

[Patron] Number

Patron number of the patron that booked the material(s) in
advance.

Title

Title(s) of the booked material(s).

[Material] Number

Material number(s) of the booked material(s).

Start date/time

The month, day, and year that an advance booking was placed.

End date/time
reserved

The time of day that an advance booking was placed.
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Element

Description

Edit button

Opens the Edit Advance Booking window where you can
modify the selected advance booking.

Remove Booking
button

When clicked, deletes the selected materials(s) from a patron's
advance booking list.

Patron Inquiry—Messages tab

You manage patron messages in the Messages tab of the Patron Inquiry window. See
"Managing messages" in the Circulation chapter of the Spectrum CIRC/CAT User
Manual for information on how to add, edit, and remove messages.

%= Patron Inquiry

Mame: Brian Estee
Fram

B Betty Gundetson

Generall Hesewesl Advance Bookings {Messages | Fines I Fine Lugl

B[ Patron Inquiry—

Messages tab
Mumber. 100005 You manage

Suject Date patron messages in

Library fines 11/21/00 this tab.

as | Edi | view | Deete |

The following table describes the elements in the Patron Inquiry—Messages tab.

Element Description

Name Name of the patron you're inquiring about.

Number Patron number of the patron you're inquiring about.

From Person's name that added the message. This is usually a library staff
member.
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Element Description

Subject A word or phrase that describes what the message is about.

Date The date the message was added to the patron record.

Add button  Opens the New Message window in which you add a message to a
patron record.

Edit button  Opens the Edit Message window in which you can modify the selected
patron message.

View Opens the Messages window in which you can view the selected patron

button message.

Delete Removes the selected patron message.

button
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Patron Inquiry—Fines tab

The Fines tab of the Patron Inquiry window shows the total fixed amount currently due
and the projected total amount which would be due if all the materials with fines were
returned that day. Projected fines (for overdue materials) are color-coded. For more
information, see "Managing fines" in the Circulation chapter of the Spectrum CIRC/CAT

User Manual.

'{- Patron Inquiry

Generall ReServesI Advance Euokingsl Messages Fines
Name: hatt Bakken
Nurnber Title

Frojected total: 0.00

=10l Patron Inquiry—

| Fine Log| Fines tab
Number. 100008 You manage
Amount patron fines in this

Look atthe desert animals tab.

Posted total: 1.20 Fine total: 1.20

Print

Add | Details | MNegotiate | Caollect I

The following table describes the elements in the Patron Inquiry—Fines tab.

Element Description
Name Name of the patron you're inquiring about.
Number

Patron number of the patron you're inquiring about.

[Material] Number

Material number(s) of the material with fines.

Title

Title of the material(s) that have fines attached to them.

Amount

Quantity of the individual fines.
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Element

Description

Projected total

Sum of the possible fine amount calculated on an overdue
material before the material is checked in (and so is subject to
change before being posted).

Posted total

Sum of the payable fine amount calculated when an overdue
material is checked in. A posted fine is system-generated at
checkin or manually added by library staff.

Fine total

Grand total of all the fines.

Print button

Lets you print either a fine notice or receipt (available if you
have the Spectrum SLIP program).

Add button

Opens the Add Fine window where you can manually add fines
to a patron's account. You might want to add a fine to a patron's
record for a lost or damaged material.

Details button

Opens the Fine Details window where you can view specific
information about each fine.

Negotiate button

Opens the Negotiate Fine window where you can adjust the
amount of the fine.

Collect button

Opens the Collect Fine window where you can accept payment
for the fine.
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Add Fine window

If you click the Add button in the Fines tab of the Patron Inquiry window, the Add Fine
window opens. In this window you can manually add a fine to a patron's record. You
might want to add a fine to a patron's record for a lost or damaged material. For more
information, see "Adding fines manually" in the Circulation chapter of the Spectrum

CIRC/CAT User Manual.
Add Fine window
Here you can manually
Title: add a fine to a patron's
account.
MNumhber: I
Eine amount; I
Feason: & Lost " Damaged 0K |
™ Other

The following table describes the elements in the Add Fine window.

Element Description

Title The title of the material that you want to add a fine for displays
after you enter a valid material number in the Number box.

Number box Lets you enter the material number of the material that you want
to add a fine for. You must enter a valid material number in this
box, otherwise the program does not save the added fine.

Fine amount box  Lets you enter the amount of the fine. You can enter a digit with
up to seven integers before the decimal point.

Reason Lets you choose either lost, damaged, or other for the reason you
are adding the fine. You must choose one of the three options.
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Fine Details window

If you click the Details button in the Fines tab of the Patron Inquiry window, the Fine
Details window opens. In this window you can view details about a patron's fine(s). Only
one fine can be viewed at a time in the Fine Details window. For more information, see
"Viewing fine details" in the Circulation chapter of the Spectrum CIRC/CAT User

Manual.

Fine Details

Name: Matt Bakken wm(.iovs./

Mumber: 100008 In this window,

Title: Look at the desert animals. you can view

Material number: 81 specific

Reason for fine: Other information

Date added: 11/08{00 02:51 PM about a patron's
fines.

Original fine amount: 1.20

Balance changes
Mone

Erevicus Eine llextEine

Negotiate Fine window

If you click the Negotiate button in the Fines tab of the Patron Inquiry window, the

Negotiate Fine window opens. In this window you can adjust a patron's fine(s). Only one
fine can be negotiated at a time in the Negotiate Fine window. For more information, see
"Negotiating fines" in the Circulation chapter of the Spectrum CIRC/CAT User Manual.

Negotiate Fine

Title:  Look atthe d irnal Qriginal fine: 1.20 window
ifle:  Look atthe desert animals. riginal fine: 1. In this window,
Mumber: &1 Balance dus: 1.20 you can adjust the
amount of a
MNew balance: |1.DU patron's fine.
e e [HExiERE Done
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The following table describes the elements in the Negotiate Fine window.

Element

Description

Title

The title of the material whose fine you want to negotiate.

Number

The material number of the material whose fine you want to
negotiate.

Original fine

Total amount of the initial fine before any payments or
negotiations were made.

Balance due

Current fine amount that needs to be paid.

New balance box

Here you can enter a new amount for the fine. After you enter a
new amount and click the Save button, the Balance due updates
to show the new amount due.

Collect Fine window

If you click the Collect button in the Fines tab of the Patron Inquiry window, the Collect

Fine window opens. In this window you can accept payment for a patron's fine(s). Only
one fine can be collected at a time in the Collect Fine window. For more information, see
"Collecting fines" in the Circulation chapter of the Spectrum CIRC/CAT User Manual.

Collect Fine x| Collect Fine

window

Title: Look atthe desertanimals. You can accept

Balance due: 1.20

Arnount received: |1-2|:|

payment for a
patron's fine in

this window.

Eresims Eine et Eirie Daone
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The following table describes the elements in the Collect Fine window.

Element Description

Title

The title of the material whose fine you want to collect.

Balance due

Current fine amount that needs to be paid.

Amount received box

of in this box.

Patron Inquiry—Circ Log tab

You can view details of a specific patron's circulation activities in the Circ Log tab of the
Patron Inquiry window. See "Viewing circulation log information" in the Circulation
chapter of the Spectrum CIRC/CAT User Manual for more information.

You enter the amount of the fine the patron wants to take care

Important! This information is only available if you already enabled the logs in
Circulation Setup and then generated log data by performing circulation transactions in
circulation. If you don't set up circulation logs in Circulation Setup, this tab is not
available. For more on setting up circulation logs, see "Setting log options" in the Setup
chapter of the Spectrum CIRC/CAT User Manual.

13

.‘-:3 Patron Inquiry

Generall Heservesl Advance Booking: | M g | Fines |Circ ED‘“Q“" Fine Lngl

MName: Brian Estee
MNumber. 100006

Material Number Title
Date / Time Out Date / Time Due

17 The unlikely romance of Kate Bjorkman /
12/05/00 11:52 Ak 12/31/00 11:59 P

The daoor in the wall /
12/05/00 11:52 Akt 12/31/00 11:59 PM

Adwventures of Huckleberry Finn
12/05/00 11:52 Ak 12/05/00 11:59 P

The forgotten language: an introduction to the
12/05/00 11:52 Akt 12/31/00 11:59 PM

Date / Time In

*Checked Out™

**Checked Out™

**Checked Out™

*Checked Out™

Patron Inquiry—
Circ Log tab
Here you can view
circulation
transaction
information for
patrons.
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The Circ Log tab displays the following information:

e Patron name

e Patron number

e Material number

o Title of material

e Date and time the material was checked out

e Due date and time

e Date and time the material was returned

Patron Inquiry—Fine Log tab

You can view details of a patron's fine transactions in the Fine Log tab of the Patron
Inquiry window. See "Viewing fine activity" in the Circulation chapter of the Spectrum

CIRC/CAT User Manual for more information.

Important! This information is only available if you already enabled the logs in

o Circulation Setup and a patron has generated fines. If you don't set up fine logs in
Circulation Setup, this tab is not available. For more on setting up fine logs, see "Setting
log options" in the Setup chapter of the Spectrum CIRC/CAT User Manual.

=5 Pation Inquiry

MName: Matt Bakken
MNumber: 100008

Material Number
Date

B2
08/10/00
08/10/00

08/08/00

11/08/00

B2
11/08/00

81

General' Reserves' Advance Bnnkings' Messages' Fines

Title

Action Amaount  Code
Iwantto be a baskethall player,

Payrnent 1.20 52958885

Adventures of Huckleberry Finn /
Payment 140 52958884

Adventures of Huckleberny Finn /
Payment 1.00 52958883

Adventures of Huckleberny Finn /
Addition 240 52958882

Iwantto be a baskethall player,
Adddition 1.20 52958881

Look atthe desert animals.

= B

Patron Inquiry—
Fine Log tab

In this tab, you can
view patrons' fine
transactions.
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The Fine Log tab displays the following information:

Patron name

Patron number

Material number of the material that has fines
Title of the material that has fines

Date of the transaction

Action - Possible actions are "increase" or "reduction” if you negotiate
a fine, "addition" if you manually add a fine, and "payment" if you
collect a fine.

Fine amount

Code - Each fine transaction has a unique number assigned to it. If
anyone has a question about a fine transaction, you can use this
number to locate the transaction in the fine log.
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About the Check In window

You check in materials in the Check In window of the Circulation part of the program.
See "Checking materials in" in the Circulation chapter of the Spectrum CIRC/CAT User
Manual for more information.

Check In
Mumber Title Last horrower Firstreserve WIrl(;IOW
Adventures of Huckleberry Finn Buchner. Daryn Estee, Brian This is wh e.re
you check in
materials.

7 Close I Details

The Check In window sorts materials in the following order:
1 Materials with reserves
2 Materials with reserves and overdues
3 Materials with overdues

4 Materials with none of the above

The following table describes the elements in the Check In window.

Element Description
Number Material number of the material being checked in.
Title Title of the material being checked in.

Last borrower  Name of the patron who last checked out the material being checked
in. If the material was last recorded as in-library, the last borrower is
listed as "In-Library."
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Element

Description

First Reserve

Name of the patron who is next on the reserve list for the material
being checked in.

Details button

This button opens the Check In Details window where you can view
specific information about each material being checked in.

Check In Details window

If you click the Details button in the Check In window, the Fine Details window opens.
In this window, you can view details about the material(s) you check in. Only one
material can be viewed at a time in the Check In Details window. For more information,
see "Viewing checkin details" in the Circulation chapter of the Spectrum CIRC/CAT User

Manual.

Important! In order to view checkin details, you must have the "Display additional

material information after check in" option selected in Circulation Setup. See
"Circulation Setup—General tab" in the Setup chapter this manual for more information.

Check In

Material number
Title

Last borrower:

Date out:
Date due:

Fine amount due:

First reserve for:

PreviEs etz

g Details

. Adventures of Huckleherry Finn / window
In this window,

Buchner. Daryn Number: 100001 you can view
: specific
117217400 Time out: 11:24 Ak . .
information

12/05/00 Tirme dug: 11:59 Phd about each
- material being

: checked in.
Estee, Brian MNumber; 100006

et sterial [MegatiEte Eihe EallectiEie

The following table describes the elements in the Check In Details window.

Element

Description

Material number

Material number of the material being checked in.

Title

Title of the material being checked in.
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Element

Description

Last borrower

Name of the patron who last checked out the material being
checked in. If the material was last recorded for in-library
usage, the last borrower is listed as "In-Library."

Number

Patron number of the patron who last checked out the
material being checked in.

Date out / Time out

Date and time the material was checked out. If the material
is being recorded for in-library usage, this information is not
available.

Date due / Time due

Date and time the material being checked in was due. If the
material is being recorded for in-library usage, this
information is not available.

Fine amount due

Lists any fines associated with the material being checked
in.

First reserve for

Name of the patron who is next on the reserve list for the
material being checked in.

Number

Patron number of the patron who is next on the reserve list
for the material being checked in.

Negotiate Fine button

This button opens the Negotiate Fine At Check In window
where you can adjust any fines during the checkin process.

Collect Fine button

This button opens the Collect Fine At Check In window
where you can accept payment for any fines during the
checkin process.

Negotiate Fine At Check In window

If you click the Negotiate Fine button in the Check In Details window, the Negotiate Fine
At Check In window opens. In this window, you can adjust the fine amount associated
with the material being checked in. For more information, see "Managing fines at
checkin" in the Circulation chapter of the Spectrum CIRC/CAT User Manual.

Important! If you want to have the option to take care of fines at checkin, the "Allow

payment of fines at check in" option must be selected in Circulation Setup. See
"Circulation Setup—General tab" in the Setup chapter of this manual for more

information.
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Negotiate Fine At Check In Negotiate Fine At
Check In window

Here you can adjust a
Mumber: 18 Balance due: 510 patron's fine at

checkin.

Title: Jessie: anovel based onthe life Original fine: 5.10

Hew balance: |3.20

Daone

The following table describes the elements in the Negotiate Fine At Check In window.

Element Description

Title The title of the material whose fine you want to negotiate at check
in.

Number The material number of the material whose fine you want to

negotiate at check in.

Original fine Total amount of the initial fine before any payments or
negotiations were made.

Balance due Current fine amount that needs to be paid.

New balance box  Here you can enter a new amount for the fine. After you enter a
new amount and click the Save button, the Balance due updates to
show the new amount due.

Collect Fine At Check In window

If you click the Collect Fine button in the Check In Details window, the Collect Fine At
Check In window opens. In this window, you can accept payment for the fine associated
with the material being checked in. For more information, see "Managing fines at check
in" in the Circulation chapter of the Spectrum CIRC/CAT User Manual.

Important! If you want to have the option to collect fines at check in, the "Allow

o payment of fines at check in" option must be selected in Circulation Setup. See
"Circulation Setup—General tab" in the Setup chapter of this manual for more
information.

Circulation: About the Check In window 171

SCC5rm1200tb



Collect Fine At Check In 'x]| Collect Fine At

Check In window

Title: Jessie : a novel based on the life of Jessie Ben Here you can collect
Balance due: a patron's fine at
check in.

Amount received; [2.10

The following table describes the elements in the Collect Fine At Check In window.

Element Description

Title The title of the material whose fine you want to collect at
check in.

Balance due Current fine amount that needs to be paid.

Amount received box  You enter the amount of the fine the patron wants to take care
of in this box.
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About the Advance Booking window

You book materials in advance in the Advance Booking window. For help performing
advance booking tasks, see "Managing advance bookings" in the Circulation chapter of
the Spectrum CIRC/CAT User Manual.

Fairon: Brian Estee

Title: The secret at Shadow Ranch /

Advance
Booking
window
In this

I | [ window, you
Start date: 1142172000 Start time: 430 Ptd e Yy

place

End date: I“Z"'IE"IEDDD End time: |433D Prd :I' advance

Possible conflicts:

bookings

Ereviais iatetisl e atetisl Flace Booking | i Close I

The following table describes the elements in the Advance Booking window.

Element Description

Patron Name of the patron who wants to book a material in
advance.

Title

Title of the material that a patron wants to book in advance.

Start date box

Lets you enter the beginning date for the advance booking.

Start time drop-down
list

Lets you select the beginning time from the list of times for
the advance booking.

End date box

Lets you enter the ending date for the advance booking.
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Element

Description

End time drop-down
list

Lets you select the ending time from the list of times for the
advance booking.

Possible conflicts list

Lists the possible conflicts with the selected start date/time
and end date/time of an advance booking if it is placed.

Advance Booking Conflict window

The Advance Booking Conflict window opens when the calculated due date for the
material that a patron wants to check out conflicts with the start date/time and end
date/time of an advance booking for another patron. There are several ways to resolve an
advance booking conflict. See "Resolving advance booking conflicts" in the Circulation
chapter of the Spectrum CIRC/CAT User Manual for more information.

Advance
The program has calculated a due date that conflicts with an advance hooking. How would BOOking Conflict
wou like to proceed? window
& AHUV\_f chec_k out but assign the gate_andt\me entered b_e\clw as the due date. I{this date Here you need to

conflicts with another advance booking. the check out will continue.
YT resolve any
[ advance booking
 Allow check outusing the calculated due date. conflicts during a
¢ Do not allow check out. checkout.

Material number: 15

Title: Queen Elizaketh |: an illustrated hiography.
Start date /time End date ( time

Fatran

Calculated due date: 12/19/2000

Erian Estes
Ciaryn Buchner

11,/21/2000 12:00 P 12/05/2000 12:00 Phd
12/06/2000 12:30 P 12/19/2000 12:30 P
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The following table describes the elements in the Advance Booking Conflict window.

Element

Description

Allow check out, but
assign the date and

time entered below

as the due date

This lets you specify a different loan period that doesn't
overlap with the advance booking.

Due date box

You enter a different loan period that doesn't overlap with the
advance booking in this box. This box is only available if you
select the "Allow check out, but assign the date and time
entered below as the due date" option.

Allow check out using
the calculated due
date

This lets you check out the material even though there's a
conflict. If you select this option, you have to either notify the
patron who booked the material in advance that it might not
be available when they want it or edit the advance booking so
it doesn't conflict with the loan period of the checkout.

Do not allow check
out

This stops the checkout from happening, allowing the
advance booking to remain free from conflicts.

Material number

Material number of the material being checked out.

Calculated due date

Due date for the material being checked out. This is based on
the loan period you set up for the material's type.

Title

Title of the material being check out.

Patron

Name of the patron who booked the material in advance.

Start date / time

Start date and time for the advance booking.

End date / time

End date and time for the advance booking.
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