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Logging In

Click on the Evergreen staff client icon located on your desktop:

The login screen opens:

“ Evergreen Staff Client 3 g@
Startup / Shutdown
[ About this client. ., ] [ Open New Window ]
Server Workstation
Hostname .evergraen..-h.la.in‘us HMMPL-sarahc
Status 200 ; Ok
Version 200 ; OK
Authentication Offline Use
Password ‘. |

Exit Evergreen

In the Authentication box, type your staff client user name in the box labeled
“Username.” Then, type your staff client password in the box labeled
“Password.” Note the Open New Window button in the top left.
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The Portal Page will open in a new window:

¥ 1: hm-cat1@HMMPL sarahc.evergreen. lib.in. us

Fle Edit Search  Crculstion  Cataloging Admin (=) Help
Tab 1

>

EVERILIIGREEN

INDIANA.

OPEN SOURCE INTEGRATED LIBRARY SYSTEM
Welcome Cat One. Click an icon below. To return to this page, click File > New Tab

Check Out Items

Check In Items

Search For Patrons By
Name

Search For Patrons By
Barcode

Register Patrons

Local Administration
and Reporting

Search For Items

Submit A Helpdesk
Ticket

L 1 PRERO AT

The log-in window will minimize, but it will not close. If you close it, you will close
the Evergreen Staff Client, so you will have at least two Evergreen windows open
when you use the Evergreen Staff Client. You can open additional Evergreen
windows if you wish by going to the Log-in Window (labeled Evergreen Staff
Client), and clicking the Open New Window button. Your working windows will
be labeled with your log-in name.
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Clicking on the icons on the Portal Page will open the desired function in a new
tab, except for Submit a Helpdesk Ticket, which will open in the current tab, as
shown:

* 1: hm-cat1@HMMPL -sarahc.evergreen. lib.in.us |ZHE|E|
File Edit Search Circulation  Cataloging Admin (=) Help
1Tab1
b
Indiana State Library Inspire/Evergreen Helpdesk
Home Submit a Request for Assistance

» Submit a Request - )
Check on a Request f;g;iﬁdcgzﬂgloeotﬁ?:;zrgig?;ow detailing your request and a member of our support staff will
Knowledge Books Hame:

= Indiana-Migration ‘

Listsery Archive

Email:

Phone:

Request Details

Is this request urgent?:
MNo |+

This is what 1 DID:
This is what | EXPECTED to happen:
This is what ACTUALLY happened: |

If you are experiencing a problem with Evergreen, submitting a Helpdesk ticket is
the preferred way to request assistance. Do not submit cataloging questions to
the Helpdesk, those should be directed to the Cataloging Listserv
evergreen_indiana-catalog@lists.in.gov. For questions about how to use
Evergreen or one of its functions, first consult your Cataloging Manual, then the
Listserv. The Helpdesk should be used when the Evergreen Catalog is not
functioning, you've gotten unexpected error messages, something is functioning
differently than usual, etc.

Navigating with File Commands

There are various ways to perform tasks in Evergreen. A combination of menus
and function keys are used to access different tasks.

In the upper left corner, note the File, Edit, Search, Circulation and Cataloging
menus.
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Function key prompts include:

Other keyboard shortcuts include:

F1 to checkout
F2 to checkin,
F3 to search the catalog
F4 to search for patrons
F5 to check item status

CTRL + C: Copy
CTRL + X: Cut

CTRL + V: Paste
CTRL + Z: Undo
CTRL + B: Bold
CTRL + U: Underline
CTRL + I: ltalic

Using Tabs

Evergreen uses a tabbed interface. Tabs allow you to have several pages open
at the same time in a single window. You can easily switch between tabs in the
same window.

The tabs appear below the menu bar in Evergreen with a descriptive title. Click

on a tab to bring it to the front and view the page displayed in the tab. You can
use tabs to have access to multiple things all at the same time: patron records
and searches, bibliographic records and searches, circulation or cataloging
interfaces—anything at all in Evergreen.

Note that when you select a new function from the Evergreen Menu or use the
shortcut keys, this function will open in your active tab, replacing whatever
function you currently had open in that tab. If you had work that had not been
saved, you would lose it, so remember to open new tabs for new functions.

Create a new tab by pressing Ctrl + T on the keyboard or selecting New

Tab from the File (Alt + F) menu.

Close a tab by pressing Ctrl+W on the keyboard or selecting Close Tab

from the File (Alt + F) menu.
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