EVER[LLIGREEN

INDIANA

OPEN SOURCE INTEGRATED LIBRARY SYSTEM

Offline (Standalone) Mode

Evergreen—Standalone Interface / Offline Interface
Courtesy DCPL-Evergreen

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

Open the Offline Interface

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

* Evergreen Staff Client 3 =13

Startup / Shutdown
Server Workstation
Hostrisie e, qapines, org CECPL-CEN-depl-beh
Shabus 2T O
W
Authentication Difline Lse
Usenane [dclcenydema-stalf
Bassword [ | .
s rﬂl&hﬂ:ﬁ:
o) (et S—

| Exit Evergresn |

Evergroen (flne
[(oxsmsizary | ghechont | [_genew | [nijoseves | [chwcin | [Rogmer paven | [aseecne | ez |

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

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

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

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

Everireen Offline will open. You'll see a menu bar and some text on a reddish background.
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Check Out Items

1. Click on the [Check Out] button.
: CER

Evergreen Offlo

[metem | (hectous | [pmaw | [intoserus | [Omiiin | [Roguter puien | [Lamiocst ) [ £2 |

| Check Out

2. The Standalone Check Out screen will open.
, £ER
Evergreen (fflne
[metem e | (reow | (e | [niasesse | [chosipe | [Regterpuiven | [pmiscset ) [ £2 |
standalone Check Out

Step 1) Checkbodey's date sbave. Cowre | e Barcods | poam Date (]|
Step Z) Enber the pateon’s bancods!

Chsck barcods? [
Step ) Erer the ke due date:

| z008-08-08
or chiades one of these '+
Step4) Ertes the em baroods

I Core )
o choose & non-bercoded option. .., |

Step 5) Repest Shaps 3 and 4 unti done.
Step6) Frih

Dot Sesieni b Lrafripctans

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

~ Evergreen Offline

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

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

Step 2) Enter the patron's barcode;

| 210189061 72806 |
Check barcode? [

5. Check that the due date is correct. You may need to change this depending on whether you are checking out
a book or a DVD. To change the due date, click on the small down arrow and choose the correct setting
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(Today+7 days or Today+14 days).
Step 3) Enter the item dus dake:

| z005-09-08

Step 43 Enter the item barcode: ¥ or choose one of these
Today + 3 days
Today + 7 daws
Today + 14 days

Today + 30 dawvs

||

[ ar choose a non-barcod

o

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

3101800220099 |

[ or choose a non-barcoded option.. . |"]
Check barcoder?
Scan all the patron's items, changing the due date as necessary.

© N

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

o

L5

Evengreen DiFline

[(znos0e-a5 1araise | [(gheduoue | [[Benew | [niouseuse | [(checkin | [Regster petron | [Lestfecspt | B |
Standalone Check Out

Step 1) Check today's date sbave. [Cort [ temiwcods | CumDate [=]
Step 2} Enter the patron's barcode: SU0IS00GIIEGE  2O0E-05-08

|2 L0306 | 7280 | SI0IGOEEN0FN] 2006000

Chedk barcods? 2] OO0 0401

Step 3N Enber the ken cus dabe:

F
| Z00&-03-01

T +7 -
Step 4) Enter the kem baroods:

G

o chanisi & aibubreadind option. .. -|
Chedibarcode? [

Step 5} Repast Staps 3 and 4 unkl dore.
Step B} Frish

Print recet? [

[ canced e thetse trarciactans

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

EVERLIGREEN

INDIANA

OFEN SOURCE INTECRATEDR LIBRARY SYSTEM



one displayed. [OK]

Printer
Marne;

Status:
Type:
“Where:

Comment:

Frint range

() Al
i) Pages

from: | 1 | tar |1 |
_ Iﬂl Iﬁ Collate
Selection

Frint Framesz
Az laid out on the zoreen

The selected frame

Each frame separately oK ] [ Cancel

Star SP212 Line Mode Printer w | [ Properties... ]
Ready
Star 5SP212 Line Mode Printer
LPT1:
1 Prirt ta file
Copies
Mumber of copies; 1 £

Renew

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

number.

1. Click on the [Renew] button.

"
[(otsmas izarar | gheck ot | [ Renew | [Intjuseves | Ok | ([Rogter pubven | [Latmocsiet | [ £t |

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

Evergresn Offlne

[(zoocoe-es 1em:e9 | [ghediowe | [[genew | [mpouseuse | [(checkin | [Regsterpatron | [pesnecept | [ B2 |

Standalone Renew
Step 1) Check bodsy's date shove.
Step 2} (Optional) Enter the patron’s barcode:

Step 3 Enbar the ke cdus dabe:

I

Check barcedds? [

[k'l.ll.' £-0a-58

Toeem Baronds

|| Eums st =

Step 4) Enter the kem barcods:

i chocss one of these |

l

Step 5) Repeat Seps 3 and 4 untd done.
Step B} Findth

Check barcode? [

Prink recet? [

(e

Cancel IIEMIIW

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

4,

5.

~ Evergreen Offline

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

" Standalone Check Out

—

Step 1) Check today's date above,

It is optional to scan in the patron's library card barcode.
Step 2) (Optional) Enter the patron's barcode:

1015906172806

Check barcode?

|z006-03-03 |

[ ot choose one of these |Y]

Check that the due date is correct. You probably won't need to change the date, since you won't be
enewing DVDs, but you can use the drop-down to select another date if necessary.

Step 3) Enter the item dus dake:
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©

Step 4) Enter the item barcode:

3101800200992

Evergresn Offlne

Check barcode?

Scan or type in all the patron's items.

|

If the patron is at the Circ Desk, make sure the Print Receipt box is checked.

Click the |Save These Transactions| button.

(2060535 1619323 | (e | ([(Renew | [(npouseuse | [checkin | [Repsterparen | [Lestecent | [ Ex |

Standslone Renew

Step 1) Check bodsy's date shove.

Step 23 (Optional) Erker the patron’s barcode:
|20 L P0G

Check barcoda? [
Sbep b Enter the ben s date:
|z00¢-a9-0n |

o chocss one of these | »
Step 4) Enter the kem baroods:

e |
Check barcode? (7]
Shep 5) Repest Staps 3 and 4 urkl done.
Step B} Finih

Frint reosi? [ |

Cancel IlEMh'm

7

Tt larcode [ Do Dt [
FOLEI0E OGS
Diedetn colectad bransaction

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

Prink receipk?

10. If printing a receipt, choose the “Star SP212 Line Mode Printer” to print to the standard receipt printer. If

necessary, click on the down arrow next to the printer name to select a different printer than the one
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displayed. [OK]

Frinter
Marne; Star SP212 Line Mode Printer w | [ Properties... ]
Status: Ready
Type: Star SP212 Line Mode Printer
“Where:  LPT1:
Comment: ] Print to file
Frint range Copies
& al Murnber of copies: 1 -
i) Pages from: |1 | tar |1 |
Collate
Selection
Frint Framesz
Az laid out on the zoreen
The selected frame
Each frame separately oK ] [ Cancel

In House Use

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

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

Farrgreen il
[(tstmas izarar | gheck ot | [ Renew | [Intjuseves | Ok | ([ Rogter pubven | [Latiocset | [ £t |

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

screen.
. BB
Evergreen OFlne
[(zoocoe-2s 1ewras | [ghediow | [[genew | [mpouseuse | [checkin | [Regsterpatron | [hesaecent | [ E2 |
Standslones In House Use
Step 1) Chack today's date shove. Court [ them Bearcede =

Step 2} Enter the number of uses fior the ibem:
1]
Step 3} Enter the kom bancods;

| Comer |
check barcode? [
Shep 4) Repaat Saps 2 and Junkl done.
Step 5) Prish

Frint recept? [

[ cancel | [ gave these trancactions |

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

Evergreen Offline

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

standalone Check Out
’7 Step 1) Check koday's date abaowve,

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

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

Click the [Save These Transactions] button.

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

PN 1k

Check In

This is for checking in items.
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1.

2.

3.

4.

5.

Click on the [Check In] button.

"
[(otsmas izarar | gheckout | [ Rorew | [Intpusetes | Ok | ([t patven | [Lstmoeset | [ £t |

| Check In /

The Standalone Check In screen will open. This screen looks pretty much like the Check Out screen
without a place for the patron barcode.

Evergreen Dilline

[ 20060025 165848 | [Chechont | [[Benew | [Inpouseiis | [Sheckin | [Begster potren | [Lastrecent | [ B2t |
Standalene Check In
Step 1) Check today's dat abave. Trem Barcods | =]

Step 2)  Entar the Rem bancode:

[ | =)
Check barcode? [

Step 3) Repest Steps 2 until done.
Step 6) Firsh
Prit recept? [

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

Evergreen Offline

[ zon6-08-25 12:41:02 |

" Standalone Check Duk

Step 1) Check koday's date above,

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

3101800221197 |

Check barcode? [

: . : . . Prink receipt?
If you want a receipt to print, make sure the Print Receipt box is checked. it TEEER
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6. Scan in any other items you want to check in.

7. Click the |Save These Transactions| button.

Evergreen Dilline
[[200¢-m-25 17:04:36 | [ checkone | [[genew | [inpouseiis | [checkin | [Regeter patren | [LostRecert | [ B |
| Standalene Check In
Step 1) Chack today's date sbove. Bar [=]
Step 2)  Enter the Rem bancods: A nsaE1E
| =)
Check barcode? [
Step 3) Repest Steps 2 until done,
Step B) Fresh
Prirk recot? [ |
[_concal | [ gove thesn transactions |
mmm.

8. If printing a receipt, choose the “Star SP212 Line Mode Printer” to print to the standard receipt printer. If

necessary, click on the down arrow next to the printer name to select a different printer than the one
displayed. [OK]

Register Patron

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

1. Click on the [Register Patron] button.

- Evergreen (iflne
[(mestazs 129797 | [ghedhout | [onewr | [inbjousetse | [Checuien | [Regute putren | [Lamibect | [ Et |
| -
. Register Patron
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2. The Standalone Patron Registration screen will open.

Evergroen Dilline
| 2000028 17703 | | Sheckiar | | Bovew | [[Inpoues e | | Sheckin | | Begster Patron | | LostRecent | | Bt |
Staedalone Patron Registration
Home Liesry: [TOCPLCEN  Contral Ukrary =]
et
paenl | s akee
Mew Pasewrord: [a177 — ]

' L [ 1
LT ] =3 | |
FritNams: | : Stats [Ga :
L e — Posdcode [ |
bt e ot
Mectvabe [ | Palrin viker regitration Ry

11 Wousd yous s R ot B vob bodiny
Mlﬁ.. vl

[_conel | [ Savm patron regiteation |

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

‘ Home Library: [ DCPL-CEN iZentral Library |v]

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

[ Patron | - ]

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

Mew Barcode: (2015001357191 |
Mew Password: |41?? |

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

Birth (make sure you use the YYYY-MM-DD format), [Tab].
Lask Marne: | Lime |
Firsk Mame: | Skuart |

Date of Birth: |J.98|:|—|:|9—|:|5 |

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

number.
Ident Type: [ Crivers Licence |""]
Ident value:  [Ga-n01357191 |
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8. Type in the patron's address information. Line 2 is optional, but fill in all the other address fields.
Biling Address

Lz 1 | 300 Pine Ave |
Lime 2 | |
ity | Albarey |
Skake | et |

|

Postal Code |31?|:|1

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

Yoter Registration

Pakron waketr registration survey
13 Would wou like to register bo woke boday?

Choose a Fesponse. ..,

¥ Choose a response. . .
Pegistered
Leclined to register

Took woter registration form

Already registered to wote

10. Click the [Save Patron Reiistration] button.

Evergreen Dilline
(2006025 17:3343 | [ Checkonk | [ Benew | [Inpouseise | [eckin | [Fegster potron | [ LastRecent | [ Et |
| Standalene Patron Registration
Hoett LExary!  [CngpLacen Contral Libe ry |
Frefies
e Doxcacie Bing A
Mo Passweed: [4177 G 3000 Pirw Ao
Ure 2 [ 1
L W Lime Ry ikearry |
FrotMame: s | State [aa 1
Detacf Bethc  [.apc-ga-0c Postal Code  [3373
L N T * Voter Registration
et e Pt v rogren ey
1) Whoaad yous ks L negisher ko vobe Lodkny?
Mwbm Ivl

I&IL&M&I_
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11. You should get a message that the patron registration was saved. [OK]

[JawvaScript Application] E'

i_ Patron Registration Saved
- ;

Last Receipt

This button re-prints the last receipt you printed.

1. Click on the [Last Receipt] button.

Ewergreen (o
[(oos-ceas ey | ghecktut | [ Berww | [ntiometiss | [ Shediin | [ Roguter Batron | [hastboceet | et |

| Last Receipt

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

one disilaied. ‘OK'

Frinter

Marne;

| ine Mode Printer V| [ Properties... ]

Status; Feady
Type: Star SF212 Line Mode Printer

“Where:  LPTT:

Frint range Copies

(OF] MNumber of copies: 1

Frint Frames

Az laid out on the zoreen

The zelected frame

Comment; (| Frint b file

(") Pages [ru:um:|1 | !Di|1 |
Iﬂl Iﬁ Collate
Selection

Each frame separately oK ] [ Cancel
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Exit

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

1. Click on the [Exit] button.

Evergreen (fine
[esmam izaray checkone | [_pemew | [Intouseise | [[Chediin | [Regster patren | [Lastikecect | | Eg
I -
| Exit

Next Steps

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

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

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

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

The confirmation screen will appear.

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

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

Once the network has come back up, a manager (someone with manager permissions in Evergreen) must
first create a “session” before uploading transactions. Each branch must create one session for that
specific branch. All of the branch staff workstations will upload transactions to that one session. Once all
of the branch workstations have uploaded their transactions to the session, the manager will process all
the transactions from all the workstations at once.

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

1. Loginto Evergreen with a manager's username (OPSM or LIBM) and password.

2. From the menu bar, select {Admin} {Offline Transaction Management}.

3. The Offline Transactions screen will open. Previously created sessions will be listed in the Offline
Sessions section. Otherwise, the Offline Sessions section will be blank.

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

File Edit Search Circulation Cataloging

1 Offline Transactions ﬂ

~ Offline Sessions

i Date Created ; Upload Court i Transactions Processed i Processing? i Date Completed iB‘.‘
Completed 2006-08-26 12115

Descripkion
Metwork Outage 2006-... 2006-08-26 12:13 1 4

~ Exceptions for Network Outage 2006-0826

&ll transactions From this session have been processed, The errors, iF any, are lisked below,

‘Workstation I Timeskamp i Type i Event Mame i Item Barcode Patron Barcode IB‘.‘

4. Inthe upper Offline Sessions section, click on the [Create] button to create a new session.

% 2: dcpl-cen-demo-admin@DCPL-CEN-3TK§

File Edit Search Circulation Cataloging

E}n 2ffline Transactions 3

~ Offline Sessions

Descripkion i Date Created i ]
mebwork Outage 2006-,., 2006-08-26 12:13 1
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5. Enter a name for the session, like “Network Outage 2006-09-06.”

http:/fdemo.gapines.org - Create an Offline ... |5

@ Flease enter a description:

hitp:/fdemo.gapines.org - Create an Offline ... |

3 Flease enter a description:

| Metwork Outage 2006-09-06 |

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

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

File Edit Search Circulation Cataloging Admin{=) Help

1 Cffline Transactions ]

~ Offline Sessions

Description Date Created 1

load Count | Transactions Processed Processing? Date Completed E%

MNetwork Cubage 2006-09-06  2006-08-26 15:20

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

~ Uploaded Transactions for Network Dutage 2006-09-06

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

Date Uploaded i ‘Warkstation i =

7. Inform thour library staff that the session has been created and what its description is. In this ample ]
it's “Network Outage 2006-09-06".
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8. Wait until all the staff workstations have uploaded their transactions to your session. (See Uploading
Transactions to Session for details.) As the workstations are uploaded, each one should appear in the
Uploaded Transactions section. You will need to click on the [Refresh] button to see them. In the example
below, 3 different workstations uploaded their transactions to the “Network Outage 2006-09-06" session
Once all the workstations have uploaded to your session, continue with Process the Transactions.

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

Process the Transactions

| The transactions Fram the Following workstations have besn uploaded, but not processed, When all expected workstations are present here, use the
| Process button above.
Date Uploaded Wrkskation 2
2006-058-26 16:01 DCPL-CEN-3TKE021
A second workstation has uploaded to the session:
[~ Uploaded Transactions for Network Outage 2006-09-06
The transactions from the Follawing waorkstations have been uploaded, but not processed, Whan all expected workstations are present here, use the
| Process button abowe. |
Date Uploaded wiorkstation 3
2006-03-26 16:01 DiZPL-CEM-3TkBO21 [
2006-08-26 16:07 DZPL-CEM-GSEE021
The third workstation has uploaded to the session:
i~ Uploaded Transactions for Network Outage 2006-09-06
The transactions from the Following workstations have been uploaded, but not processed. When all expected workstations are present here, use the
| Process button above.
Date Uploaded Workskation %
2006-058-26 16:01 DCPL-CEN-3TKE021
2006-05-26 16:07 DiZPL-CEN-GSKE021
2006-058-26 16:16 DiZPL-CEM-0044 00488027

Wait until all the appropriate staff workstations have uploaded their transactions to your session. You

should see the workstations listed in the Uploaded Transactions section. You'll need to be logged into
Evergreen as a manager (LIBM or OPSM) to complete the Processing step.
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1. Highlight the correct session and, if necessary, [Refresh] to verify all the appropriate workstations have
uploaded their transactions to your session.

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

File Edit Search Circulation Cataloging

1 Offline Transactions ]

~ Offline Sessions

8]

pload Count | Transackions Processed Processing?

5:20
13 Completed

Date Completed

2006-08-26 12:15

~ Uploaded Transactions for Network Outage 2006-09-06

Process button above,

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

Date Uploaded 1 ‘workskation i i
2006-05-26 16:01 DCPL-CEM-3TEE021

2006-08-26 16:07 CiZPL-CEM-GSKENZ1

2006-08-26 16:16 DCPL-CEM-6044DW 434027

2. hckont Process] button.

% 2: dcpl-cen-demo-admin@DCPL-CEN-3TK6021. demo.gapines.
File Edit Search Circulation Cataloging

1 Qffline Transackions ]

~ Offline Sessions

Deescription Upload Count

Metwork Sutage 2006-09-06

Metwork Qutage 2006-0326  2006-03-26 12113
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3. The bottom section of the screen will change to “Processing Status goes here.” (This is a bit deceptive since
no processing status ever appears there.

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

File Edit Search Circulation Cataloging Admin{=) Help

1 Cffline Transactions ]

~ Offline Sessions

| Befresh L
Description i Date Created i Upload Count i Transactions Processed 1 Processing? i Date Completed iB‘J
Metwark Qutage 2008-09-06  2006-08-26 1520 3 0 Yes

Metwork Qutage 2006-0826  2006-03-26 12:13 1 4 Completed 2006-08-26 12:15

~ Processing Status goes here

4. Click on the [Refresh] button. Depending on the number of transactions to process and the amount of time
you wait between clicking [Refresh], you may need to [Refresh] more than once. You'll know the
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transaction processing is complete when the Processing? column says Completed.

4

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

File Edit Search Circulation Cataloging Admin {3 Help

1 offline Transactions ]

~ Dffline Sessions

Date Created I | Processing? Date Cornpleted
08-26 15:20 Compleked 20 8-26 1
Z2006-058-26 12:13 1 4 Completed Z2006-058-26 12:15

M ks 6-02-06
Metwark Oukage 2006-0826

~ Exceptions for Metwork Outage 2006-09-06

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

Workstakion i Tinmestamp ; Twpe i Event Mame ; Item Barcode ; Patron Barcode iE-"

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

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

File Edit Search Circulation Cataloging Admin (-1 Help |

1 OFffline Transactions ]

[~ Dffline Sessions

[ Refrash ] [ Create ]

Descripkion | Date Created Upload Count Transactions Processed Processing? Date Completed i
Testing Exceplions Z006-058-26 17:30 1 11 Completed 2006-08-26 17:31
Metwork Outage 2006-... 2006-08-26 15:20 3 10 Completed 2006-08-26 16:32
Mebwark, Oukage 2006-,,, 2006-08-26 12:13 1 4 Completed 2006-08-26 12:15

[~ Enceptions for Testing Exceptions

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

Witorkstation | Timestarmnp | Type | Event Mame | Item Barcode Patron Barcode |ﬁ
DZPL-CEN-3TEBOZ1 2006-03-26 17:10 checkin ROUTE_ITEM 31018000405752 e

DZPL-CEM-3TEAOZ1 2006-08-26 17:11 checkin ROUTE_ITEM 36142000090926 Y

DZPL-CEN-3TKE0Z21 2006-03-26 17:12 checkin BSSET_COPY_MOT_F... 31013001456551 e

DZPL-CEM-3TEROZ 1 2006-08-26 17113 checkin COPY_STATUS_LOST F9375001673530 Y

DZPL-CEN-3TKB0Z21 2006-08-26 17:17 checkout CIRC_CLAIMS_RETUR... 31018000564745 210183061725306
DZPL-CEN-3TEBOZ1 2006-03-26 171235 checkout ACTOR_CARD_NOT_F... 31013900092353 210180011725306
DZPL-CEM-3TEAOZ1 2006-08-26 17127 checkout OPEM_CIRCULATION_,.. 31018001750365 2101330617 2806

Exceptions

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

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

Overdue books are not flagged as exceptions.

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

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

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

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

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

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

e ASSET_COPY_NOT_FOUND: Indicates the item barcode was mis-scanned or mis-typed.

e ACTOR_CARD_NOT_FOUND: Indicates the patron's library barcode was mis-sacnned or mis-typed.

e OPEN_CIRCULATION_EXISTS: Indicates a book was checked out that had never been checked in.

e MAX RENEWALS_REACHED: Indicates the item has already been renewed the maximum times allowed (or
its a video/DVD).

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

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

Once the network has come back up, a manager (someone with manager permissions in Evergreen) must
first create a “session” before uploading transactions. Each branch must create one session for that
specific branch. All of the branch staff workstations will upload transactions to that one session. Once all
of the branch workstations have uploaded their transactions to the session, the manager will process all
the transactions from all the workstations at once.

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

Upload Workstation Transactions to a Session

Wait until your manager has created a session and told you that it's ready for your upload. There may be
several sessions shown on the Offline Transaction Management screen, so you'll need the name of the
correct session from your manager.

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

*11: dcpl-cen-demo-staff@DCPL -CEN-GSK6021. demo.gapines.org

File Edit Search Circulation Cataloging Admin (=) Help

1 Offline Transactions ]

~ Offline Sessions

Processing? Date Completed

k Qutage 2006-02-06 2008

Metwork Outage 2006-0526 Z006-08-26 12115 1 4 Completed 2006-05-26 12115

~ Uploaded Transactions for Metwork Outage 2006-09-06

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

Date Uploaded 1 Workstation i %
2006-05-26 16:01 DZPL-CEM-3TREDZ1

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

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

File Edit Search Circulation Cataloging Admin (=) Help

1 Offline Transactions ]

.~ Offline Sessions

eated Upload Count | Transactions Processed Processing? Date Completed 7

Mebwork Oukage 2006-0826 2006-08-26 12:13 1 4 Completed Z006-05-26 12:15

.~ Uploaded Transactions fFor Network Outage Z006-09-06

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

Date Uploaded i Workstation i i
2006-08-26 16:01 DCPL-CEM-3TRE0Z1

5. Click on the [Upload] button.

% 1: dcpl-cen-demo-staff@DCPL-CEN-GS -
File Edit Search Circulation  Cataloging Admin (-3 Help

1 Offline Transackions ]

~ Offline Sessions

Date Completed

Date Creake

MNetwork Ciuka ge 2006-09-06 2006-08-26 1

Metwork Qutage 2006-0526 2006-03-26 1. 2006-03-26 12:15

6. The Uploaded Transactions section should now list your workstation. You may need to click the [Refresh]
button for it to appear. Also, in the Offline Sessions section, the value in the Upload Count column should
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have been increased by 1.

*1: dcpl-cen-demo-staff@DCPL-CEN-GSK6021. demo.gapines.org
File Edit Search Circulation Cataloging Admin {-) ﬂelpé

1 OFffline Transactions ]

i~ Offline Sessions

Refrash ] [ Create ] [ Process ]
| | Description | Date Created Upload Count Transactions Processed Processing? Date Completed
Metwork Qukage 2006-09-08 2006-08-26 15:20 2 ] Mo
MNetwork Outage 2006-0326 2006-08-26 12:13 1 4 Campleted 2006-08-26 12:15

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

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

| | Date Uploaded | wy'orkstation |E’1‘-
2006-08-26 16:01 DCPL-CEM-3TRB021 |
| DCPL-CEN-GSKE0Z1

7. etyour manager know that your transactions have been uploaded to the session.

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

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

Once the network has come back up, a manager (someone with manager permissions in Evergreen) must
first create a “session” before uploading transactions. Each branch must create one session for that
specific branch. All of the branch staff workstations will upload transactions to that one session. Once all
of the branch workstations have uploaded their transactions to the session, the manager will process all
the transactions from all the workstations at once.

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

1. Loginto Evergreen with a manager's username (OPSM or LIBM) and password.

2. From the menu bar, select {Admin} {Offline Transaction Management}.

3. The Offline Transactions screen will open. Previously created sessions will be listed in the Offline
Sessions section. Otherwise, the Offline Sessions section will be blank.

%' 2: depl-can-demo-admin@DCPL-CEN-3TK6021. demo.gapines.org

File Edit Search Circulation Cataloging Admin {-) Help

1 Offline Transactions |

~ Offline Sessions

|..

[ Refresh | | Create | | _ e
Description i Date Created i Ipload Count i Transactions Processed i Processing? i Date Completed iﬂ
Metwork Outage 2006-.., 2008-08-26 12:13 1 4 Completed 2006-08-26 12:15

~ Exceptions for Network Outage 2006-0826

all transactions From this session have been processed. The errors, iF any, are listed below,

[ Ea

‘Warkstation i Tineskamp i Type i Event Mame i Item Barcode i Patron Barcode iB‘J

4. ntheupper Offline Sessions section, click on the [Create] button to create a new session.
% 2: dcpl-cen-demo-admin@DCPL-CEN-3TK§

File Edit Search Circulation Cataloging

E}n 2ffline Transactions 3

~ Offline Sessions

Descripkion i Date Created i ]
mebwork Outage 2006-,., 2006-08-26 12:13 1
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5.

6.

7.

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

http:/fdemo.gapines.org - Create an Offline ... |5

@ Flease enter a description:

hitp:/fdemo.gapines.org - Create an Offline ... |

3 Flease enter a description:

| Metwork Outage 2006-09-06 |

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

* 2. dcpl-cen-demo-admin@DCPL-CEN-3TK6021. demo.gapines.org =
File Edit Search Circulation  Cataloging Admin {-)  Help

1 Offline Transactions ]

~ Offline Sessions

U

lpad Count | Tramsactions Processed Processing? Date Completed

Me Qutage -09-06 200

Metwork Oukage 2006-0526  2006-08-26 12:13 1 4 Complated 2006-08-26 12115

~ Uploaded Transactions for Network Outage 2006-09-06

The transactions From the following workstations hawve been uploaded, buk not processed. When all expected workstations are present here, use the
Process butkon above,

Date Uploaded 1 ‘Workstation I i

Inform the your library staff that the session has been created and what its description is. In this example
it's “Network Outage 2006-09-06".

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

Once all the workstations have uploaded to your session, continue with Process the Transactions.
One workstation has uploaded to the session:

i~ Uploaded Transactions for Network Dutage 2006-09-06
: The transactions frorn the Following workskations have been uploaded, but not processed, When all expected workstations are present here, use the
| Process button above,
| | Date Lploaded Wrkstation 2
| |z008-08-26 16:01 DiCPL-CEM-3TKGOZ1
A second workstation has uploaded to the session:
i~ Uploaded Transactions for Network Outage 2006-09-06
j The transactions frorm the Following workstations have been uploaded, but not processed, When all expected workstations are present here; use the
| Process button above,
| | Date Lploaded Wiorkstation =
2006-05-26 16:01 DCPL-CEN-3TEGOZ1
| |2006-08-26 16:07 DiZPL-CEM-G3KA021
The third workstation has uploaded to the session:
i~ Uploaded Transactions for Network Outage 2006-09-06
The transactions From the Following waorkskations have been uploaded, but not processed, When all expected workstations are present here, use the
| Process button above,
Date Uploaded Waorkskation 2
2006-08-26 16:01 DCPL-CEM-3TKEOZ1
2006-058-26 16:07 DCPL-CEM-G5RE021
2006-08-26 16:16 DCPL-CEM-604400W 4534027

Process the Transactions

Wait until all the appropriate staff workstations have uploaded their transactions to your session. You

should see the workstations listed in the Uploaded Transactions section. You'll need to be logged into
Evergreen as a manager (LIBM or OPSM) to complete the Processing step.
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1. Highlight the correct session and, if necessary, [Refresh] to verify all the appropriate workstations have
uploaded their transactions to your session.

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

File Edit Search Circulation Cataloging Admin (=) Help

1 OFfline Transackions ]

~ Offline Sessions

Upload Count | Transactions Processed Processing? Date Completed

Completed 2006-03-26 12:15

~ Uploaded Transactions for Network Outage 2006-09-06

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

Date Uploaded 1 witorkskation !E‘J
2006-058-26 16:01 DCPL-CEM-3TRE021

2006-05-26 16:07 DiZPL-CEM-GSRE0Z]1

2006-08-26 16:16 DCPL-CEM-604400 458027

2. llckonthe [Process] button.

% 2: dcpl-cen-demo-admin@DCPL-CEN-3TK6021. demo.gapines.
File Edit Search Circulation  Cataloging

1 Qffline Transackions ]

~ Offline Sessions

Date Created
2006-08-26 15:20

2006-03-26 12:13

Upload Count

Metwork Outage 2006-0526
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3. The bottom section of the screen will change to “Processing Status goes here.” (This is a bit deceptive since
no processing status ever appears there.

*12: depl-cen-demo-admin@DCPL-CEN-3TK6021. demo.gapines.aorg

File Edit Search Circulation Cataloging

1 Offline Transactions ]

~ Offline Sessions

[ Refres [
Description 1 Dake Created 1 Upload Count i Transactions Processed ; Processing? i Date Completed iB‘J
Metwaork Outage 2006-09-08  2006-03-26 15:20 3 o Yes

Metwork Outage 2006-0826  2006-03-26 12:13 1 4 Completed 2006-05-26 12:15

~ Processing Status goes here

4. Click on the [Refresh] button. Depending on the number of transactions to process and the amount of time
you wait between clicking [Refresh], you may need to [Refresh] more than once. You'll know the
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transaction processing is complete when the Processing? column says Completed.
*2: depl-cen-demo-admin@DCPL -CEN-3TK6021. demo.gapines.org

File Edit Search Circulation Cataloging Admin{=) Help

1 Offline Transactions ]

~ Offline Sessions

Processing?
L Outage 2006-09-06 20 9:20 3 Completed 2008 1
Metwork Outage 2006-0826  2006-08-26 12:13 1 Completed 2006-08-26 12:15

| Transactions Processed Date Completed

Upload Count

~ Exceptions for Metwork Outage Z2006-09-06
All transactions Fram this session have been processed. The errars, iF any, are listed belaw,

‘wharkstation i Timestamp i Type i Event Mame i Item Barcode i Patron Barcode il!-"

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

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

File  Edit

Search  Circulation  Cataloging

Admin {-)  Help

1 Offline Transackions ]

[~ Offline Sessions

{ Refresh ] [ Cteate l
Description | Date Created Upload Count Transactions Processed | Processing? | Date Completed
Testing Exceptions 2006-03-26 17:30 1 11 Completed 2006-08-26 17:31
Network Outage 2006-.., 2008-08-26 15:20 3 10 Completed Z006-08-26 16:32
Metwork Oukage 2006-,., 2008-05-26 12:13 1 4 Completed 2006-03-26 12:15

[~ Exceptions for Testing Exceptions

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

Workstation | Timestamp | Type | Event Name | Item Barcode Patron Barcode |E’1‘-
DCPL-CEN-3TKB0Z1 2006-03-26 17:10 checkin ROUTE_ITEM 310185000408752 77
DCPL-CEM-3TKE021 2008-08-26 17:11 checkin ROUTE_ITEM 36142000090926 Y
DCPL-CEN-3TKBO0Z1 2006-05-26 17112 checkin ASSET_COPY_NOT_F... 31018001456551 7T
DCPL-CEN-3TKB0Z1 2006-03-26 17113 checkin COPY_STATUS_LOST 39375001673830 77
DCPL-CEN-3TKB0Z1 2006-03-26 17117 checkout CIRC_CLAIMS_RETUR... 31013000564745 Z21015306172506
| |DCPL-CEM-3TRB021 2006-05-26 17125 checkout ACTOR_CARD_MOT_F... 31018900092353 21015001 172506
DCPL-CEN-3TRE0Z1 Z006-05-26 17127 checkout QOPEM_CIRCULATION_. .. 31013001750365 Z1015306172506

Exceptions

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

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

e Overdue books are not flagged as exceptions.

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

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

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

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

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

e COPY_STATUS_LOST: Indicates a book previously marked as lost was found and checked in.

e CIRC_CLAIMS_RETURNED: Indicates a book previously marked as claimed-returned was found and
checked in.
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ASSET_COPY_NOT_FOUND: Indicates the item barcode was mis-scanned or mis-typed.
ACTOR_CARD_NOT_FOUND: Indicates the patron's library barcode was mis-sacnned or mis-typed.
OPEN_CIRCULATION_EXISTS: Indicates a book was checked out that had never been checked in.

MAX_RENEWALS_REACHED: Indicates the item has already been renewed the maximum times allowed (or
its a video/DVD).
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