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TEXTBOOKS

Use the LRMS Library System for Textbook Distribution

This document addresses

Textbook Distribution is available with all versions of the G4 Library Management System.
No Licensing is required to use this feature; LRMS does allow collection sharing,
|t interested contact us for requirements.
Contact LRMS for more details.
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. Introduction:

Preparation: This document assumes you have nothing set-up for Textbooks!

Begin by determining how and to whom you want to circulate your textbooks too, will you
circulate these materials only to your teaching staff and where they intern assign these items to
students? Or will these textbooks and teacher materials be circulated directly to the students
and staff much like how library books are circulated?

Using G4 allows you flexibility to choose your method of distribution along with controlling periods
of circulation, in other words you can assign circulation codes that allow for different circulation
lengths of time of these materials. So, you can have full year checkout, Semester checkout for
practically whatever is needed to for your textbook requirement.

Add this capability to any networked Workstation, Notebook or Tablet computer and if you have a
wireless network take Textbook distribution to anywhere wireless goes. Those of you who have
our hosted services can also use Apple ilS systems (iPads, iPhone, Mac), Android Tablets and
smart phones. No Chrome Book computers for operating G4 other than viewing the Online OPAC
Catalog.

Organize your Textbook Details Preparation:

Lather your Textbook information for data entry; at a minimum you will need the follow list of
items to fill into your textbook record. LRMS has a stock template for this purpose; you as the
facilitator can determine how much or how little information for each textbook is necessary.

What is important is the consistency of what and how you enter your data and this is the purpose
of this Guide.
Minimum Data Entry List:

. Publisher/vendor
Title of Textbook
Subject
(uantity of each title
ISBN number
Individual book price
IMPORTANT: Bar code numbering scheme (we always suggest that the Library barcode
schema be used for adding these materials.) Turn on the 54 Auto-numbering for creating
barcode |abels numbers. Keep this simple! Do not use barcode numbers to Identify
different types of materials or locations as in every case this eventually becomes
unmanageable!

~Nmen > oan
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2. LRMS Textbook On-line Connection Setup

SKIP this step if you already have access to the G4 program.

Welcome to getting started with you Genesis b4 Online Library Automation system access.
Use this document if you are creating your ability to access your G4 program for the first time or if you just need
to reload your desktop access. Reference your E-mail instruction for the balance of your setup credentials.
Setting up your RDP Terminal Service connection Remote Desktop Connection:
Begin by using your computers Desktop “Start” button found at the lower left corner of your desktop monitor
SCreen.

. Select "ALL Programs or type RDP" and the select the Accessary.

2. Select the Remote Desktop Connection.

a. Expand your Remote Desktop Connection by selecting the “Options”

Remote Desktop
3 Connection

Gieneral | Display | Lacal Fssuices | Programs | Espeiience | Advanced |

Logon seitinar
M/ Erterthe name of the femote compus

Computer: — [tnman s com =

User name: — [TINMAN \cbal

“Fou wil b asked for credartials whan you connect

I Allow 1 to v cradertials

Connection sstings

[

Zostart| B @ [0 7 maoicdack

Gonwral Diplay | L

Fiemots desklop size
Choose the sizs of yout remote deskiop. Diag the sids il the
way ta the right to o fullscreen.

3. Select the Display Tab and move the
setting to Full Screen, set as shown.

Leas

| Mo
|

Ful Seieen

Note: 5 etlings o the remote camputer might override this
selting,

Colors
% Higheat Qualiy (32 bi ~
I T

I Display the connection bar when in ful scisen mods

=====

Zrsean| B @ » il magcack ! 63 Documents E ol reating Your 63 orll.. Vahoo! Scarch
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4, Select Local Resources, set all

Remote Desktop - -
A as shawn.

N ' Very Important Setting

General| Display Looal Resources | Progiems | Expeiience | Advanced | Connection

Remote compute sound o T
[ BJ [Bring 1 the computor | T e e
R

W = b \inkowa key corbinat ¥ Smart cands
~ Apry\Windows key combination:
- lor exemple ALT+TAB) 19 Seial port

T Il scrcen made only — =] 1 [ Dives
#1 [ Supperted Plug and Play devices

devicss and 18s0UIeRs you want 10 L in our
Hior:

I# Piinters [ Clpbosrd

More,

high Plug and Play devices can | use in my ismele session?

Cancel

Cancel Options ¢¢
| |

Y 3 Connect |

Computer Remate
L

CEIKT|
[oaw= [y & | auwshapes - S W DO E 4l [3][>-L-A-=STE B ﬁ;_\ | ol [ttt [T B a0 (o] | a5 xax.\
Page 1 sec 1 EL T e = [l o P
Costart| W @ » fill magicdack | _# &3 Documents | 55 skypem - rmstraiing .. |[“a. Remote Desktop ... | B) Creating Your &3 Orii . [ rahoor [« Ol TR 1231 M

nt
Manual

";“QZ;:;Z:E;_SM :
' Conticiiiy ; 3. Select Programs and set as

Geeral | Ditplay | Local Resouce:  Programs | Experience | Advanced | L
shown.
)T Stanthe folowing program on connaciion
Prooram et ard e nane:

Startinthe folowing (olden

Cannect Cancel

Computer etwerk  Recyele Bi t pri ler  DEChanges

» fol magcack | _# G3Dosuments | 23 Skyper - mstraining.. |[7a. Remote Desktop C... ) Creating Your G3 O . “ahoo! Search |~ s \Oull (IRYD 12034 A

T ™

ARS installrdp

& s A

[

Remote Desktop
J Connection

Genera | Display | Local Fesource | Fiograms  Evpeiince | Advanced
Perlomance
.w Choose your connection speed o oplimize performarnce.
- T - c s bloggerske  hew

Allon the falowing
I Desktop background
I Font smoalhing
I Deskiop compasition
I Shaw contents of windon while dragaing
I Menu and windaw animation
T~ Themes
™ Bitmap caching

[P Reconnect if connection s dropped

Connact Gancel p_ | _Options << |

- e i maaiciack | _# G3Dosumentz | 53 Skyper - mstraining. . |[7a. Remote Desktop C... ) Creating Your G3 Gl . [_~ahoo! Soarch | IR 1234 a0
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Nera

i 7. Select Advanced and use “Connect and
3| don't warn me”.

nnnnnnnnnnnnn

...... 5 7 megcdack ‘ G3 Documents 38 aning.. |7 remote Deskton €. 8] Crasting Your &3 Oril . whont Search | [« Wbl (IRII0) 1288 MM

8. Select the General Tab and select “Save As" and save this RDP to your Desktop of your Computer, we
recommend the name G4 Library or Textbook System - (use your LRMS account number).

3. Using 4, login to your G4 Program SKIP this step if you already have access to the G4
program

L4 has been setup with defaulted Login names and Passwords for various uses by different staff,
Textbook login is very simple, it has been created with certain restrictions to avoid the operator
using Textbook administration from getting into the Library side of b4. Because you share the
same program, we have provided the ability for the use of common program areas with the
safety of having a unique setting for special purposes.

Defaulted Textbook setup:

Login as use your custom login
Passward is using your custom password
Contact LRMS if you do not have login information.

Library Resource Management Systems, Inc. b
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Your program Login Screen:
|t prompted Insert your Account Number - (use your Acct #
otherwise add the following)

Insert your G4 Username - Username

Insert your G4 Password - Password

Online

4. Maneuver between Menus - TIPS: Optional Method
The G4 Alt+Tab will display a dialog box.

Using these function keys to manage your 4 Launcher
Will help to eliminate multiple openings of any one G4 Menu item.

The Alt+Tab keys function is a basic Windows keystroke that lets you move through two or more windows while
using any version of Windows.

Library Resource Management Systems, Inc. li
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To use this option; press and hold the Alt key on your keyboard, and then “tap” the Tab key to cycle through the
windows.

This window will open on your
computer screen, as you tap
the Tab key the box around the
icon will move. Find the |con
you want and release the Tab
key: this will open that specific
(4 menu.

Hold the Alt- key down

|t Alt+Tab isn't working for you then try clicking the minimize button in the top right corner of the computer
screen to find your other minimized windows at the bottom of the screen.

The Program Launcher window, this is where you launch the various sections of G4, if it is maximized then simply
double click the dark blue bar at the top of the screen. Make sure you don't double click the drop down tan colored
bar that appears in the center top, this lets you minimize all of G4, and all that you will see is your computer
desktop screen.

Library Resource Management Systems, Inc. 8
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a. Setup 64 Textbook Preferences

a. Modify, Add or Delete Assign circulation codes

b. Determine Textbook Circulation periods

c. Assign Circulation periods to each Grade/Group Level
What are these codes? Circulation codes govern how a Textbook is managed; G4 has defaulted codes already in
place for managing textbook materials for circulation. (You may add your own codes or modify the existing
Textbook codes to work within your requirement)

Modify, Add or Delete Assign circulation codes

¢ Circulate _ |# BackOffice ‘

w Self-Circulation

To Add or Maodify Textbook Circ codes, begin by

selecting the "Back Dffice/Catalog Management”
button.

Library Resource Management Systems, Inc

IMPORTANT READ- Click here to View!

G4 Online Launcher screen

Library Resource Management Systems, Inc. g
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+ LRMS(Build 3.7.3) : DEMO (User: Irms ) {Server: lion.rms.local )
Logout L ogor Previous Mens Main Meny  [Your Favorite LAMS Library]

LRM} DJ Main Menu/Back Office

o Circulation Management

ﬂ’" Create Labels
Circulate, Manage Circulation Periods & Calendars a0t Barcode, Spine Labels & ID Gards

950 Borrower Management Advanced Settings

L3

AgdEdivDelete, Import & Manage Patron Groups Manage Master settings, Printers, & Program Users

Catalog Management

UBLLMY . 112022 or imgont catsiogea recoras, create wMutple Coliectons Contact Customer Support
R uichey 300 merc recorns - Easy isn Cataioging & itk & Pul
Cataiogng

SENd RES-IME SUPRDM T22aDaCk 3nd requests

A Book Cover I yperinks
Fertorm Prysical nventary of Haldings
Reports Management
Q’ P g o7 Help
/' Unize mastig o create custom Cieulation, Cataing et 1o W —
E et & Ashysis Reports Redrect (o Web ased help documentation

Library Resources Management Systems, Inc.
Copyright 1991 - Present
LE77- 7005767

@Al Presse visitwew ks com for suppor Holdngs Infa atlogon -=> A 52688 0 1311 L:77 0: 16 P- 3% 15 Overtlue’ 20 0D 60+ deys: 20

42020 330 P
s - [ g

G4 Online Back Office or Locally Hosted G4 Main Menu screens

+ LRMS(Build 3.7.3) : DEMO (User: Irms ) {Server: lion.rms.local )

Logout_Logon___ Previous Menu__ Maln Menu___[Vour Favorite LRMS Library]

[
Catalog Menu

Basic Functions
ﬂ Search/Edit Catalog
T importExport

&P Easy ISBN Cataloging
Instanily Search & Catalog MARC records

Advanced Functions
&2 Manage Collections
Define Call Number Categories

8% Design Form Templates

Using LRMS and numero: HDes\nnMAR:Tnmplms

ot hose ¥ oefine catetog indexes
ll Mass Update

~
739,50 5 by ISBN number
ﬂ:«' Inventory
Labels & Cards
[ Pick and Pull
Atemat

mate & Cataloging
by Title, A rd & Number

T Select Maintain Holding Codes, here you
e can Modify, Add or Delete codes. This

area of G4 controls and lists the various
codes to organize your materials for
circulation and reporting.

-1
ﬁo Type here to search Hi ~ m T a) o |

Catalog Menu screen

34 has predefined Textbook or Long-term Circulation Codes:

I 81 - Textbook Annual Circulation (most commonly used at Primary & Secondary level)
2. 97 - Textbook Semester Circulation (most commanly used at Secondary level)
3. 83 - Textbook Teacher Resource

Library Resource Management Systems, Inc. 10
PO Box 10973, Prescott Arizana, 86304-0973
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# 63 (Build 2.5.16) : SOMERSETECES (User: text } {Server: (local)\tinman ) - [LAS Codes]

Fie Refresh Help  PreviousMenu  MainMenu
Code Typs: [Circulation hd
Manage all codes here
Code IEH Description ITexlbuuk Annual Circulation

Modiy | Add | Delete |
| Y

10 Class Sets or
1 CD Compact Disc
12 Audio Cassette Tape
13 Magazines and Periodical

By clicking on a specific code B4 will place the code within the

15 it Usage and acceptsbings upper area of this screen making it ready Modification, Add or

16 Student Laptop Computer )

 —— Deletion.

» et gy To alter an existing code, click on the code;

T Timetcategn To Modify a code, click on the code; type over the information in the

23 Unsed Categor ey . . .

a ﬁfﬁf“ﬁ”? I Code or Description Fields and click the Modify button.

31 ot Vil No Cieution To Delete a code, click on the code then click on the Delete button.

D To Add a code, type the information in the Code and Description -
B[Ot Ly ol Fields and click the Add button.

95 Classroom Technology Equipment

98 Technology Equipment :l'

[9/19/2008 [240PH

Maintain Holding Codes screen

aa. Determine Textbook Circulation periods

Assign circulation codes

+ LRMS(Build 3.7.3) : DEMO (User: Irms ) (Server: lion.Irms.local )

Logout _Logor Previous Menu___Main Menu___[Your Favorite LAMS Library]

LRMSE
Main Menu/Back Office

o Circulation Management W Create Labels

Circulate, Manage Croulanan PRAoas & CHEnsrs i it Barcone, Spre Labels & D Cards

0,0 Borrower Managemer Advanced Settings

3

AUUWECVDEIEME, IMPOTT & Manage Ptk Group: Manage Master seftngs, Printers, & Program Users

Catalog Management
% Contact Customer Support

Send Reakime support feedback and requests

Reparts Management

Borrower,

o0o? Help

Cireulation, Catal

ale custom Edirect o Web Bas imentation
alysis Reports FRedirect 1D Web based help documentation

To Add or Modify Textbook Circ periods, begin by
selecting the "Main Menu/Back Dffice/Circulation”
Circulation Management

o Prese visitwawimis.com 1or Suppan Hokdngs Infa atlogon «=> A 52688 0 1311 L: 77 0:16 P- 3415 Ovértiue: 20 0D 60+ days: 20 4B 30 P
st - [Py e
Library Resource Management Systems, Inc. It
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Back Office or Main Menu Screen

Assign Circulation Periods & Limits codes to each Grade/Group Level

Logout Logor  Previous Menn  Wain Menu__[Drange City Christian Schuol]

Circulation Menu

& Circuiate

reulation Periods & Limits
reulation Calendars

& Labels & Cards

 Reports

© Copyright 1991 - Frasant
Library Resanrce Management Systems Inc.

Unautherized reproducion or disbibuien is prahibited

Select Define Circulation Periods and Limits

17) : LATEXO_HS (User: admin ) (Server: (ocalhoz ¥ - [0

Circulation Menu

Sefine Circulation Periods & Limits]

Fils  Healp Previous Menu Main Merna
Group [o7 =] CicDays[a | Grace Days [0 Fine perDay [o.0o geve sattings |
Renawals ID Max Fine ID <irc Limit Ig I~ Serial or Periodical
[SelDue Date_| Cire Days [Grace Days  |[Fine per Day | Man Renews | Max Fine Sre Lirnit__=
0z 3 Y 5] 5] 0.00 aga 999.00
03 [Dermun =] o o 0.00 L] 899,00
o4 Library Equiprment o o 0.00 a9 999.00
o7 Video Materisls o o 0.00 o9 999.00
ns Microcaormputer SoMware o o 0.00 99 {495 .00
11 CD Compact Disc o o 0.00 EE) 999.00
12 Audio Cassette Tape o o o000 949 4499 .00
13 Magazines and Periodicals
32 e e s Select your Groups by selecting from the drop-box as
18 Laptop Computar, aother
19 DVD Materials H H H
i e e, shown and apply the process described in Figure B
21 Unsed Category
22 Unsed Category
23 Unsad Category
31 Lost Vidges™ Mo Circulation o o o.o0 949 4499 00
32 L Dok - Mo Circulation 0 0 0.00 99 999.00
a1 T e E | eszooel o o oool o oool |
a3 Texthook Elective Schedule o o 0.00 o9 999.00
a4 Classroorm Library Matarials o o o000 99 [958 .00
as Classroorm Technology Equipment o o 0.00 a9 a9g.on
8192008 [1:04 b4

Figure A

Library Resource Management Systems, Inc.
PO Box 10973, Prescott Arizana, 86304-0973
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# G3 (Build 2.5.17) : LATEXO_HS {User: admin ) (Server: {local}\oz ) - [Define Circulation Periods & Limits]

File Help Previous Menu Main Menu
Graup lﬁ Gire Dayslg_ Grace Days IU_ Fine per Day W Save Set‘lingsl
Forced Due Date \MaxRenewals ln— Max Fine: ln— Cire Limit. [g I Serial or Perindical
Z:j;fzuoze [scription \ [SetDue Date [GireDays _|Grace Days |Fine per Day [MaxRenews [MaxFine [ Girc Limit =]
o AN This is a once-per-year or semester process and only needs to be changed for
o hartterm cAout the next year or for the next semester ending date.
o s e [. Manage this by selecting your Circ code 31, 92 or 33
o Frofecarona et 2. b4 will place your selection in the details area at the top of this screen. to use
E Eécgnéﬁp a Date place your courser inside the "Force Due Date” box, 54 will open a
1z wegaaree ansrencg/as \ N | [alendar, move to your date/day choice and click the day, change or add your
& remaining details and Click the “Save Settings” button to retain your
1 information. (Set your Circ Limit quantity and place zero's in fields not used)
B 3. Repeat this process for each Group/Grade level that will receive circulation of
5 Textbook materials.
: incrawn wateriais o cicuste| 4. NOt addina this will orevent Circulation.
g% Loctsook 1o Z”.;?n” 5 5 0o 2 333133_
——— e
i T — 0 0 o0 oo _
[ [8419,2008 [1:03 M

Figure B

NOTE: Circ Limit represents the total number of Textbooks circulated per individual per
Group level. (Example one 7. Grader will have no more then 8 Textbooks.)

B. How to Create or Modify Textbook Catalogue Templates

Ell DBSlgn FurmTBmplates

Catalog Menu

Basic Functions Advanced Functions

MR searchEdit cataiog 152 manage Collections
a

& imporvExport 4 nann b

@ Easy ISBN Catal
)y Search & C;
i

Catal
B mass Upaate
T2 Maintain Authority Tables

B Maintain Holding Codes
[ Edit MARC Tag Definitions
- vendor Book Order

Using the Back Office or the Main menu of G4, chose the
Design Form Templates to Add or Modify Templates.

Library Resource Management Systems, Inc. 13
PO Box 10973, Prescott Arizana, 86304-0973
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# 63 (Build 2.5.16) : SOMERSETHS (User: al ) (Server: {local)\tinman ) - [Template Designer]

File Action Help  PreviousMenu  Main Menu

o | [ |

[New Template)

Soltware Templale
Temporary Materisls Template
Tesbook OPAC

Kl

Vettical Files Tempiate
Widen OPAC

Video Templete
Viden Template - Condensed Tanple

|

Most G4 programs have a Textbook template and a WebOpac Template and will make
modifications easier. Simply select the template through this drop-down menu, use new
template for making your unique template or modify an already made template and
Save it as a different name.

[9/19/2008 [858FM

# 63 (Build 2.5.16) : SOMERSETHS (User: al ) (Server: {local)\tinman ) - [Template Designer]

File Action Help  PreviousMenu  Main Menu

P ) e

| S [

T AR AEREREAE R RYARORRT AT RN

| el aper i 252 SUNCELD T T

| exthook Title*. [TAG. 245 SUBFI |
ISBIN™ Use no Dashes in number | [TAG:020 SUBFIELI

| Puisher Do R N Template construction or modification is accomplished by |

ST restee SNl using MARC tags and Subfields in conjunction with placing |

__DE;JDSIIDMDIS(?’IK]U(M [TAG:260 SUBFIELD:b \ . . . . . iy
P Coe (PR <~ understandable descriptions for each item listed in the

|| [Eopyright Date: AG:260 SUBFIELD:c N\ . . . [

el EFE VI S template. Once a template is available it can be saved and |

e e even Exported to other libraries wanting to use the same |

|| Etate Contract Notes: | [TAG520 SUBFIELD & . . . I

template, export and import by selecting the File menu. il

[Email Contact: [TAG:B56 SUBFIELD:f | |
IURL Address [TAG.856 SUBFIELD .U | |

A T T A AT

NOTE: Where ™ are shown, be sure to add this information for each Textbook heing dome T
|| Multi-add feature within the "Holdings" function to add large quantities of book bar code numbers.

[8/19/2008 [3.00FH

Library Resource Management Systems, Inc. 4
PO Box 10973, Prescatt Arizona, 86304-0973
Copyright 2013



_
sesis 4 | | jbrary Resource Management Systems, Inc.

# 63 (Build 2.5.16) : SOMERSETHS (User: al ) (Server: {local)\tinman ) - [Template Designer]

File Action Help  PreviousMenu  Main Menu

o[

L S N
TN TN T TP T
852 SUBFIELRn N\ i

[Textbook Form il
[Call Number = / |

|

|| [Tetbook Title** / [TAG 245 SUBFIELDN\ N
ISBN™ Use na DashegM number | [TAG:020 SUBFIELD:a \ N\,
7

[TAG:260 SUBFIELD &

A\ N Copies Box information, only use with

MARC Tag and e, i

s MU Web0PAC or OPAC Catalog
Subfield Field NG T R—
i X
Dut of Adoption Date: [TAG:516 SUBFIELD & \

[Telephone No [TAG:270 SUBFIELDk \
[Fax Number. TAG 270 SURFIFI Y] \

[State Contract Notes:
< Description Field

| | Email Gontact
|1 [T T T A T T

LRL Address:
NOTE: Where ** are shown, be sure to add thig information for each Textbook being added. Uge the
| | Multi-add feature within the "Holdings" function to add large guantities of book bar code numbe

w

[9/19/2008 [3.00FH

1. Create Textbook Categories
a. lextbook =TXT*
b. Teacher Editions = TE *

t. leacher Resources = TR *

+ LRMS(Build 3.7.3) : DEMO (User: Irms ) (Server: lion.Irms.local )
& _Legan

Previous Menu_ Maln Menu [Your Favorite LRMS Library)

||
Catalog Menu
Basic Functions Advanced Functions
SearchiEdit Catalog
ImportiExport (9. Define can Number Categories
& Easy ISBN Cataloging B Design Form Templates
g LANS and mamaroms & Design MARC Templates
139.50 data bases by ISBN number Define Catalog Indexes
g o=y Mass Update
o ';::‘:n&d[;:"f' [E Maintain Authority Tables
emate MARC B waintain Holding Codes
e v it [ Ecit MARC Tag Definitions

‘Vendor Book Order

@ Copyright 1991 - Prosent
Library Resource Managoment Systoms Inc.
wevewe 1, com

Unauthonzed reproduction or distrahution 1s probibited.

To Add or Modify Call numbers use the Define Call Number Categories

Library Resource Management Systems, Inc. 1a
PO Box 10973, Prescott Arizana, 86304-0973
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# 63 (Build 2.5.16) : SOMERSETHS (User: al ) (Server: {local}\tinman ) - [Call Number Categories]
File A[tlwelp FreviousMenu  Main Menu

Categoiies

PAPERBACK BOOKS

= | STORY COLLECTION

VIDED MATERIALS
WVERTICAL FILES
WwESTERN COLLECTION
VOUNG ADULT

TE&ACHER EDITIONS j
TEACHER RESOURCES il

Tl Call Humber Display Preferences

[Call Number Pattern ta Match. Use * for wildeard.]

Categan Imege E A vevomvmmicatuns | Note: [:EItEgI]Fy DFEfEFEﬂEES is how the G4

[®  UseSinge patCalMo. (852honly) |

e e ) | Program organizes the relationship
books1b.gif [ Use LT Classification Call Number ] hEtWEEﬂ thE |[T|EgE, Edlt FI]I‘H'I ﬂnd [”]AE
Edit Form extbook Template - H H
[Temezok Tame = [ Use NLM Classiication Cal Number ] Form. When this category is attached to a

OPACForm [T utbook OPAC - Y
Use UDE Classification Call Number

| | library ltem B4 makes the item available
through the OPAC. How the item is
displayed is based upon the templates used
and the Call Number assigned to the item.

[8/19/2008 [3.04FH

8. Create and Setup a Textbook Collection

+ LRMS(Build 3.7.3) : DEMO (User: Irms ) {Server: lion.rms.local )
Logout L ogor Previous Menu inMenu  [Your Favorite LRMS Library|

[
Catalog Menu

Basic Functions
ﬂ Search/Edit Catalog
T importExport

& Easy 1SBN Cataloging
Instanily Search & Catalog MARC records

Define Call Number Categories.
8% Design Form Templates

Using LRMS and numoro - 4 Design MARC Templates
B IO s Define Catelog Indexes
B invertery !Masa Update
Labels & Cards [ aintain Authority Tables
e Tty B wartan oteng cosee To add a collection within G4
R e e I it MARC Tag Definitions

G Vendor Book Order

begin by using the Back Office or
Main menu, click on the Catalog
Management menu. Select
Manage Collections
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+ LRMS(Build 3.7.3) : DEMO (User: Irms ) (Server: lion.Irms.local ) - [Manage Collections]
_File Action Previous Menu Main Menu

Add Collection  Cirl4ins
S Hemove Calleciion_CirlvD)

Transfer to Collection

MAR COLLECTION
ALL AL
BATCHMORK FILE

BATCHMORK FLE
E-800KS E-BO0KS
EQUIPMENT

LANGUAGE BOOKS
LoST BOOKS LoST BOOKS.
PREK LERARY PRE-K LBRARY
[PROFESSIONAL COLLECTION [PROFESSIONAL COLLECTION
TEcknn) Tecune o

Select Add Collection, G4 will place your new

“Textbooks” collection within both columns shown here.
Use this same method to remove any collection.

Ad a Collection

+ G3(Build 2.5.16) : SOMERSETHS {User: al ) (Server: (local)\tinman ) - [Manage Collections]
File Action Help

Previous Meru  Main Menu

Selected Collection

Transfer Destination

TAGGED
MAIN COLLECTION

MAN COLLECTION
a;ﬁ} oLl
AL BATCH WORK FILE
BATCHWORK FILE Transter E-B00K COLLECTION
E-BOOK COLLECTION

WIDED MATERIALS

CRIPENT
T FROFESS 0N Add your collection, do not use
LOST BOOKS . = .
RIS conow — characters such as™, ‘or “in your
— description.
[TEXTBODKS] X

9/19/2008 [9:08PM

Library Resource Management Systems, Inc. 17
PO Box 10973, Prescatt Arizona, 86304-0973
Copyright 2013



—

f]
sesis 4 | | jbrary Resource Management Systems, Inc.

Name your collections

o)

It you add a Textbook collection use the Action
menu (use only alpha characters to name a
collection). After adding all Textbooks to this
collection and after textbooks have been
\ circulated. Remember to set this Flag. The “Flag

as Textbook”; checked setting will hide Textbook
Circulation from daily Library Book circulation.
When this flag is not checked during mass
distribution (circulation) of Textbooks will allow
Check out verification through the Circulation
Screen.

ﬁ QO Type here to search o =i

Set "Flag” preferences

What does set this Flag mean?

Having a Check Mark within the “Flag as Textbook” hides any circulated textbooks from the library's current
circulation of regular library books. This was done so to avoid Textbooks from being reported or displaying within
reqular library reporting and management.

NOTE: This Flag should be turned off (Unchecked) as shown below when Textbooks are being checked out at the

first of the school year for distribution. After distribution has been achieved set this flag by clicking on the "Flag
as Textbook” button.

# LRMS{Build 3.1.2) : DEMO {User: admin ) (Server: lion ) - [Manage Collections]

File Action Help Previous Menu Main Menu

Selected Collzction Transfer Destination

AL
MAIN COLLECTION ﬂ;g> MAIN COLLECTION
PROFESSIONAL COLLECTION Transfer PROFESSIONAL COLLECTION
BATCH/AWORK FILE BATCHAWORK FILE
E-BOOKS

T —— TEXTBOOKS
SPECIAL COLLECTION SPECIAL COLLECTION
TECHAMOLDGY ShowIn ORAC TECANOLOGY

L0ST BAOKS LOST BOOKS

Flag as Tertbook

Batch Transfer Callection

o
b=l
2

TAGGED Only
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How to Review Textbook items Checked out to an individual?

To review what Textbooks any individual has checked out can be easily accomplished through the Circulation
screen of the program. Simply bring the individual up in the Checkout screen, if the Textbook collection was not
flagged than view the current circulation as shown below.

2 LRMS {Build 3.1.1) : DEMO - [Circulation] {User: admin } {Server: lion } - [Circulation]
Wiews  Help Exit Circulation

Check Cut | Check In | Renew | Hold (0 - 12 | Transfer |

Check Out [tefrns [ Adomsic bue Dete Determination Chack Out Date: [omm7rzo13 |
Default Due Date I—
Enforce Reading Levels Suppress Patron Photos

orHame: [5757 it ot
F3-Last hame Partial Lookup
Szerlong. Allen R 107 ‘Sacceptable Use Policy ctatict
istics

'This Account has been cleared for circulation by user admin on 05-01-2013 ﬁl
This Accounthas been flagged Restricted by user admin on 04-13-2013 =

Accelersted Reader: Mot Set | v| Lexile Measures: kot Set | v| Reading Courts! Mot Set | v|

Save Motes | Print Motes | Account No Photo
out |Dus [Calinomitle |EstFine |Cost = Date Amount | Description
0EMDSM 4 THB F Abiendo P Lectura oo 55 10/M 852012 -.50 Paymert on #03101 Do

082113 F BRO § Arthur accu fula] 11 1001 652012 1.00 | #03101 Due:SM 8/2012
052113 62913 / Flight : oo 12 . BALANCE 00
5 Zarpann - iy »

- . - Al
‘\ The "Flag as Textbook" when not cheched within the

termn Barcode: I

Check Out Date I
Due Date
I Check Out

Print Receipt Manage Collections of the Cataloz

Ma t/Catalog Menu allows the library program
to display Textbooks with normal library item
circulation.

WWhen the the "Flag as Textbook"” is checked the
textbook circulation is hidden from the library
circulation and this circulation can be viewed through

the Circulation button and then Texthook Circulation.
it Circulation Detaif Rows: |1 5

Guick ftem Add |

Quick Collection tem Search |

“iew Library Catalog |

Circulate Serials Periodicals |

7 LRMS (Build 3.1.1) : DEMO - [Circulation] (User: admin } (Server: lion } - [Cir ulation]
view  Help Exit Circulation

Check Qut | Shesk In | Eenew | Hoid 0 - 1) | Iranster | I

Check Out items
Enforce Reading Levels

or Name: |5767 # Borrower Circulation

F3-Last Mame Partial Lookup
5767

Szerlong, Allen RJ 07
[This Account has been cleared for cireul
This Account has been flagped Restricte  gaorlong, Allen R/
,

To TAGAUMNTAG just click FROW. A tagged record will turn the barcode field GREEM.

Automatic Due Date Determinstign

Chetk Out Date: [ogm7izo 3
Default Due Date: Suppress Patron Photas

Accelersted Reader: Mot Set |v‘ Lex

Circulation Seve Motes | Print Notes

ttem Out Due <
08M07A3 082113 |
08M7A3 0HZ1A3 |

[out [Due
06/21/2013

Call Mo Title
216007633 THB Abiendo Paso: Lectura

[Barcode

Htem Barcode: |

Check Out Date I
Due Date I

Current Circylation Auto Renew Tagged Print to Report Print to Receipt
Quick ftem S ltems Frinter Frinter
Cwick Collection It k= h
_ Suick collecion tem Search _| [_Testbook Circulation
“isw Library Gatalog Limit Circuiation Detail Rows: |15

Circulate Serials Periodicals

Library Resource Management Systems, Inc. 19
PO Box 10973, Prescatt Arizona, 86304-0973
Copyright 2013



|

4
sesis 4 | | jbrary Resource Management Systems, Inc.

9. Catalog your Textbook materials
a. Add Detail - (Holdings)
i.  Assign Bar Code Label Numbers
ii.  Assign Value
iii. ~ Assign Circulation Codes

When logged into the 64 Online service you will be presented with the following “Program Launcher” Screen. If you
are running G4 on a local server you will see the same screen displaying Catalog Management button enters
Catalog Menu through this point.

+ LRMS(Build 3.7.3) : DEMO (User: Irms ) (Server: lion.Irms.local )
Logowt Logon  Previous in ey [vour F

ur Favorite LAMS Librar

LRMS DJ Main Menu/Back Office

o Circulation Management ﬂ”l Create Labels
Circulate, Manage Circulation Periods & Calendars a0t Barcode, Spine Labels & ID Gards

9,0 Borrower Management Advanced Settings

Catalog Management
Contact Customer Support

AUWECIVDEIEME, IMPOIT & Manage P3tron Groups 4 Manage Master seftngs, Printers, & Program Users

1 _Ea | e J£01 TECOrS, CrEate MUMplE Collections
(i aaloging & Pick & Pl

SENd RES-IME SUPRDM T22aDaCk 3nd requests

Reports Management
BOT

create custory
s, & Analysis Reports

ﬁ o7 Help
Redrect to Web ased help documentation

@Al Presse visitwew ks com for suppor

e o Fi e To add Textbooks; Select the “Catalog Management menu .
b4 Program Main Menu Screen
Library Resource Management Systems, Inc. 20
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ATEXO_HS - [Search Catalog] {(User: Text ) (Serv oz ) - [Search Catalog]

Action et Help Exit Program
(=1 Search
Collect TEXTBOOKS =~ [ Show Taoged records in TEXTEO0DKS Only

Find for | =D =] [Sterts witn =1 |
[Aauthority arch ] Erint ][ Expand Rows for Image Miews ]
Right Click on RED words for possible correct spelling.

sortby [TITLE ~
Mext Free Barcods: 30327001 052529

S P < B Union Search:
¥ N

[ show Content Enrichment | LN\ Show last 5§ items entered in TEXTEOOKS

S

To begin cataloging you're Materials; Select the "Action” Menu

[sr19/2008 [T am

34 Program Catalog Screen

3 (Build 2.5.17) : LATEXO_HS - [Search Catalog] {(User: admin ) (Server: (local)yoz ) - [Search Catalog]

rent  Help Exit Prograrn

Edit Recor rl+Ins N
Edi: Heldinas ShrtH "‘ = [ Show Tagged records in TEXTBODKS Orls
Copy Record. .. crrl+c
=] [Starts witr =
Remove Record D _I I —I I
Document Repository CErl+R - [Authority arch ) L Print [ Expand Rows for Image Wiews ]
Right Click on RED wards for possible corect spelling.

Mext Free Barcdde: 30327001052329

b"? ('| E~| |1 ~| Total records in reduit setis 2. Displavina page 1 of 1 W s &
nion Search:
|

[ Show Content Enrichment | | Show last 5 itfms entered in TEXTBOOKS I =1

United States Governfment Dermocracy In Actio ERTBOORS!
4B15] (Copies: 36 Available:36 )

United States Governmment Democracy In Action Teacher Edition (TEXTBO0KS)

4618 ¢ Copies: 2 Available:2 )

Select "Add Record” using the “Simple Form”

[sr13/2008 [T10am
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#wG3 Library Program - 1015 - oz.Irms.com - Remote Desktop =] A ||
&, G3 (Build 2.5.17) : LATEXO_HS - [Search Catalog] (User: admin ) (Server: (local).oz ) - [Simple MARC Edit]
Filz  “iew Tools Help Previous Menu

Collection: |ySeyiElaTass

Texthook Farm

Call Numhber ** THT Gow

Texthook Title*: United States Government Democracy In Action
ISBMN™: Use no Dashes in er 0078285682

FPublishers:

Subject=:

Grade Level

Optianal Fields:
DepositoryDistributor,

Fublisher Code
Copyright Date:
Adoption Date:

Cut of Adoption Date:
Telephone Mo

Fax Mumber:

State Contract MNotes:

G4 will open your Blank Textbook
Template. Place your courser into the
first field to add your information and
(4 has been pre-programmed to use these Call No.'s to repeat this process until you have added
identify your Textbooks for the purpose of consistency. no less then the required fields as

TXT for Textbooks (Ex. TXT GOV) indicated by the ** markings.

TR for Teacher Resources (Ex. TR GOV)

These Lall No.'s can be modified and more can be added,

TE for Teacher Editions (Ex. TE GOV) ~
| _DI‘

pex|
| ED”tEEt I_RMS fur ESSIStEI’IEE jcrosoft ... -"’_._ G3 Library P... |8 b 28 %0 @ % [T]DIE @ e 12:57 Am

‘:i'\ G3 (Build 2.5.16) : SOMERSETECES - [Search Catalog] (User: tent ) (Server: (local)\tinman ) - [Simple MARC Edit]

File | ¥igw Tools Help  Previous Menu

Holdings  ctrl+H
C Ful MARC Ctrl+M

Texthook Form

Call Murnber **; THT Math

Texthook Title*: Texas Math Student P
ISBN™: Use no Dashes in number 9780021066711
Publigher™. Mehdillian MeGrawHill
Subject™ Math

Grade Level Kinder
Cptional Fields:

DepositoryiDistributor:

Publisher Code:

To add your Holdings, such as information like a Bar
Sopra o code number, Circulation Code, Cost, etc., select the
O View Menu and then click on Holdings.

Fax Mumber,
State Contract Notes:

Email Contact,
URL Address:

MNOTE: Where ™ are shown, be sure to add this information for each Texdbook being added. Use the
Multi-add feature within the "Holdings” function to add large quantities of book bar code numbers

il | B
Oostart| W@ [0 Emegctek | 6 windows... -| W2 Mcrasaft .. +| 5 Sk -, | @ Lbrary Resa... | g Eudora |[%n Tivman - 1. [ ahoo! Search | = [« i3 T8 =17 am
Textbook Template View can vary from this displayed image.
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#% TINMAN - 12.164.196.25 - Remote Desktop M=
@, 63 (Build 2.5.16) : SOMERSETECES - [Search Catalog] (User: text ) (Server: (local)stinman ) - [Simple MARC Edit]

File View Tools Help  Previous Menu

Collection: [TEsTBOOKS i

# Edit Holdings [ <]

Borrower ID Due Date Owner Code

Texthook Form
Call Murnber **; THT Math
Tesxthook Title™: Texas Math Stude n. D
IBBN™ Use o Dashes in number 9780021088711 [0 Change | Belie | iz | Print Dymo Barcode(s) |
Fubligher. Mehillian MeGran L
Subject™: Math {6 Nurnber B 467
0 Murnber Barcode?
Grade Level Kinder s | Save

) Barcade: I
Cptional Fields:

DepositoryiDistributor:
Fubligher Code:
Copyright Date:

an'l Issue: I Cancel

“endor Code: x Ilulti Add |

Acy Date'l

Adoption Date: Circ Code: > Loc Code

Qut of Adoption Date
Telephone No.

Fanmer e G4 will present this screen for adding your

S contaioes Copy St Legens | information, to begin click on the “Add"

Email Contact 2= vailable ; B=Bindery Repair ; D=Destroyed ; H=Hold ; I=Inter Library L}N . . K i .
[ buttan. When adding this information, you will

NOTE: ¥here ™ are shawn, be sure {0 add this informa 9N Lean From. I Lo

- [0=0ut ; P=Paid; V=sithciranwn
Multi-add feature within the "Holdings" function to add 1z USE E” ﬁEldS With thESE EXEEEtiD”S-
St oy __emwenier || Sprigl#, Vol, Issue, On Loan from and Loan
Due Back.

Owner Code: Copy Stal

=

< | By
Crstart| B @ [0 > B megiiack 6 windows... ~| [ 2 Microsaft. . +| (3 skype™ -, | @ Library Reso... | & Eudara |/ Tvman -1 [ ahoo! Search | = [« Spull\d S8 w22 am

Add Holdings View

#% TINMAN - 12.164.196.25 - Remote Desktop

@, G3 (Build 2.5.16) : SOMERSETECES - [Search Catalog] (User: text ) (Server: (local)tinman ) - [Simple MARC Edit]
File View Tools Help  Previous Menu

Collection: [TEsTBOOKS i

# Edit Holdings [ <]

Texthook Form

Call Murnber **; THT Math

Textbook Title™: Texas Math Stude n. L
ISBN™: Use no Dashes in number 9780021066711 Add Multi Add LD Barcode(s)
Fubligher. Mchdillian McGraw —

7

Subject™ Math o Number af copies
utc

Grade Level Kind |

eI — Barcode: (310001 Cancel Save

Cptional Fields:

DepositoryiDistributor: L
Publisher Code: Acg Datednay g E3 Cancel
oy

Copyright Date:
Adoption Date: Circ Code: |91 j Loc Code: ITXTRM j “endor Code: IMAC Multi Add
Qut of Adoption Date

Telephone No Owner Codel[ 51D = Copy Status: | 4 -

Fax Mumber,

State Contract Notes:

Fund Code: |1234 j
’—Cnp Status Legend:

[~ 2vailable ; B=findery Repair ; D=Destroyed ; HeHold ; I=inter Library Loan ; L=Last ; M=Missing

SUCTCLE! [0=0ut ; P=Paic; Wi=withcirawn

URL Address:

pore wnere mae o resweass) - [Inpe you have added your starting Bar Code number and the balance of your Codes -
Click on the Multi-add button to Globally add multiple copies of this item.

Example: if you have 3B items, place the number 36 into the “Number of copies” field and
! click “0K". 64 will add 36 copies in consecutive order. (See Multi - Add Record View)

Costart| W@ [0 Emegctsk | 6 windows... +| ]2 Micesoft.., <] 5 skype -Ir... | @ Library Reso. .. | 5 Eudors |/ Tvman -1 [ ahoo! Search | = [« i all\d S8 545 am

Multi-Add View
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Multi-Add View

@, "= (Build 2.5.17) : LATEXD_HS - [Search Catalog] {User: Text ) {Server: {local),oz ) - [Simple MARC Edit]

File Wegw Tools Help Previous Menu
CollectiNg: _|
TEATBOOKS 7 Edit Holdings [ ]
Earcode Status Eorrower ID Due Date Crwiner Code = =
910001

Textbook Form 910002 LISD

Call Mumbet **: 21000 LISD I
Texthook Title**: 910004 LISD -
ISBMN*: Lse no Dashes inNum ;I_' 3
Fublisher=: G 3

Suhject™ Audd | Ch‘nge | Delete i ove i Print Dymo Barcode(s) |
Grade Level:

Optional Fields: ™ Auto NL\thI’ Barcode?

DepositoryDistributor: code |91DEIEI1 Serial # I Save
Publisher Code:

Copyright Date: Acq D elgﬂg,guug Cust.lsy_gg \/U\.I Issue: I Cancel
Adoption Date:

O A (D Circ Code Loc Code ~| Vendor Cade: | = Il Add
Telephone Mo TATRM BLEN _

Fax Mumber: Owner Code m Copy Status: m

State Contract Notes

Fund Code I \| j

Ernail Cantact:
URL Address:

MOTE: Where ™ are shi
iulti-add feature withing

Once you have added your multiple or single Holding(s) of any record “Remember to

u

save" your work”. G4 will confirm that your work has been saved with an on-
screen statement “Record Saved Successfully”.
You can "Edit" this information after you have Saved it to G4 by using the View Menu
selection and select “Edit Holdings". If you modify your data "Remember to “Save”
your waork”.

If you make a mistake adding your Holdings and there is a great number of Bar code
numbers involved simply delete the entire record and start over.

2

Multi - Add Record View

Library Resource Management Systems, Inc.
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; LRMS Program Launcher

Circulate | BackOffice
\

Self-Cireulation

Log OfffQuit Prm

AN

Using the G4 Launcher Menu or Main Menu.
Select Circulate to Check out and Check in
materials.

Re-Enter Account Humb

Library Resource Management

New features and more

€G3 {Build 2.5.20) : DEMD - [Circulation] {User: al ) {Server: (local)4oz ) - [Circulation]
View Help  Exit Girculation

Check Qut |Chack In | Renew | Holdd (10 - 2) | Transfer |

A S

Check ©J1S & _Automstic Due Date Determination Check Out Date l—ogm 12008
Default Due Date: l—
Enforce Reading Levels Suppress Patron Photos
~
Borrower ID or Hame: I
F3-Lasst Mame Partial Lookup

Accelerated Reader: Mot Set ‘7] [ Lexile Measures: Mot Set "] l Reading Courtst Not Set

SR Select the Tab that provides the function
you want to operate with; ex. Check Out
or Check In.

ttem Barcode: | TR
e | — — We will illustrate the Check Dut
procedure next.

Due Date I
Check Out

Quick tem Add

Quick Collection tem Search o . .
Limit Circufation Detall Rows: |5
iew Library Catalog

TCUEtE Senals
Perigdicals

ii

9/21/2008 [11:23FM
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“ 63 (Build 2.5.20) : SOMERSETHS - [Circulation] (User: kext ) (Server: (local)\tinman ) - [Circulation]
View Help  Exit Circulation

Check out | check in | Benew | Holo 0 - 0) | Transter |

Check Out Iterns (& uvomatic bus bate Determinstion Check Out Date: [gaim3ao08
— Default Due Date: |—
Enforce Reading Levels - ﬁ Suppress Patron Photos
Borrower 1D or Hame: o - =
oo e Pl Lo A [t ]

LostName: [og Entertotist oo | cancel
AGUALLO, DESTINEE N [12] PID[7O0D003]

AGUERO, JALISSA (03] PID[700095] Search By:

Teacher ID

Class Period

e = s

vres ot set [ ] [ mesaing courtst norse |yt
AGUILAR, KATHIA J [10] PID[ZO0095]
AGUILAR, RACHELLE P [10] PID[700083]
AGUILAR, REBECCA  [10] PID[7O0082]
AGUILAR, STEPHAN P [11] PID[700008]
AGUILERA, ANDREW [09] PID[700082]
AGUILERA, JACOB  [11] PID[700092]
AGUIRRE, SADIE [09] PID[7D0026]

circulation | | Save tiotes | | Frict notes

S
Item Barcode: |amasn o

arch
e < il retain
i chby i

Checked.
Check Out Date Print Receipt 000 Maximum Displayed Records,
Due Date
[ ChecHout
Email Hotice

‘ Next step is to identify whom you will Check Out materials to. Typing in a few letters or a
Ceoencd person's full last name and pressing the F3 Function key does this, or by typing in their |D
= number or by scanning a Bar code that represents their ID number into this field.

“2 G3 (Build 2.5.20) : SOMERSETHS - [Circulation] {User: text ) (Server: (local)\tinman ) - [Circulation]
View Help  Exit Crculation

Check out | check in | Renew | Hokt (0 - 0) | Transter |

Check Out Items [© suvomstic bus bate Determintion Check Out Date: [og23r2008 |
—

— Default Due Date:
Enforce Reading Levels |/ Suppress Patron Photos

Borrower 1D or Hame: add
F3-Last Name Partial Lookup

LastMame: [og Enertolisn o

Cancel
AGUALLO, DESTINEE N [12] PID[700003] Search By
AGUERO, JALISSA  [09] PID[700095] —
Teacher ID
[ Acoelerated Reader: Mot Set "] [ Lexils Maﬁslles Mot Set "] [ Reading Courtst Not Se Pl == s W LT W [ B )

Class Period

AGUILAR, KATHIA 1 [10] PID[700094] I
Groug:

AGUILAR, RACHELLE P [10] PID[7O0083]
AGUILAR, REBECCA  [10] PID[FO0082] [ [clear Ssarchsy |
AGUILAR, STEPHAN P [11] PID[7O000S]

AGUILERA, ANDREW  [09] PID[700052]
AGUILERA, JACOE  [11] PID[FO0092]
AGUIRRE, SADIE  [09] PID[7O002E]

sssssss g F3 on subsequent searches will retain
Search By oualifiers urtil Clear Search by is
Checked

ttem Barcode: [50550

Check Out Date
Due Date

8,000 Masimum Displayed Records

For Manual Selection -

. Typing into this field a few letters of a person's last name and pressing the F3 function key will
open a Lookup Borrowers dialog box. The more of the lastname typed into the Borrower 1D or
Name field the more refined and closer your search results are. Click on the name and Click the
Select button or double click on their name will place their [D number into the field.

2. Typingina person's ID Number and pressing the Enter key will also find and insert the borrower
infarmation.

3. Scanning an |D Card or bar-coded label will pravide the fastest and most accurate method to

circulate. One scan and no extra keystrokes show scanning to be the fastest way to Circulate
Materials.

‘-

Library Resource Management Systems, Inc. 26
PO Box 10973, Prescott Arizana, 86304-0973
Copyright 2013



, 4
sesis 4 | | jbrary Resource Management Systems, Inc.

163 (Build 2.5.20) : SOMERSETHS - [Circulation] (User: text ) (Server: (local)\tinman ) - [Circulation]
View Help  Exit Circulation

Check Cut | Check in | Renew | tole (0~ 0) | Transter |

Check out ’tems % _Automatic Dus Date Determination

Check Out Date: |ngy23/2008

— Default Due Date
Enforce Reading Levels /SHPFVESS Patron Photos:
Borrower ID or Hame: [30g7gg =
F3-Last Name Partial Lookup

AGUILAR, FRANK /09

Sle==

=l

[ Accelerated Reader: Not Set ‘v] [ Lexile Measures: Mot Set ‘v] [ Reading Court]

(o ] (oo [ | (nce your borrower has been identified, their [D number will appear in the
——— Borrower ID or Name Field and your courser has moved to the ltem

Barcode Field.

o Breaie: roee] . Simply scan or type in the barcode number of the book or ltems
oo e i until you have completed checking out all of the items to your

Due Date | Check Out
[omsa ] borrower.

2. Upon completion and if there is a printer or receipt printer
available a Receipt can be printed for circulation.

3. Tap the Ctrl key once and G4 will place your courser back into
the Borrower ID or Name field and highlight any earlier entry
making it ready to be scanned or typed over.

]

163 {Build 2.5.20) : SOMERSETHS - [Circulation] {User: text ) {Server: {local)\tinman ) - [Circulation]

View Help  Exit Grculation

Check Out |Check In | Renew | Holdl (0 - 0) | Transter |

Check Out ftems Check Oul Dste: [gaz3izos |

Enforce Reading Levels zﬁu?wm i FiEls efaultOu bete: |
—— |. - When an ltem barcode is scanned G4 will

508798 (e | . .
AGUILAR, ERANK 108 _\- o automatically circulate and record your
j ! transaction.

pre T = | JPeTe—— e | ————— 2. When |D numbers are manually entered and
[N BT T —_ not scanned you will use the Enter key to

process your transaction, scanning numbers
automatically progress field to field.
Item Barcode: ||

,—/‘/ 3. Manually entered “ltem Bar code” numbers
Check Out Date ,W Print Receipt

Nl will require the “Check Out" button to be
e manually activated to complete the Check

Quick tem Acd [l |_|t
Quick Callection tem Search

Wigw Library Catalog

Circulate Serials Perioticals

Limit Circufation Detaif Ro

[9/23/2008 [2182M
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€163 {Build 2.5.20) : SOMERSETHS - [Circulation] {User: testt ) {Server: {local)\tinman ) - [Circulation]
View Help  Exit Grculation

Check Out |Check In | Renew | Hold (0 - 0) | Transter |

Check Out Items Check Out Date: [ogj237200a
— Default Due Date
[ entwos rosangrers ] , — |

Borrower ID or Hame: [501751

F3-Last Name Partial Lookup

AGUILERA, ANDREW /09

ltems that have been circulated will appear in Green
5 e atec .
| = within the current transaction field. Red Marked items
[ Accelerated Reader: Mot Set ‘V][ Lexile Measures: Mot Set "]I Reading Courtst Not Set |'/
[

indicate overdue [tems. Depending on how the library

ot | [ [l vtne ] lares 1w | Creates preferences for Non-library material Girculation;
0912308 092408 DYD F ART J Artificial inteligence oo 00| . . . . .

cazsoncooes waAme/Me«hmmrsam@g(mms » ws| materials like Textbooks may not appear in this field area.

[TTj M 1]

Item Barcode: ||

DWD FART
Check Out Date  [ps;23/2008 Print Receipt Artificial intelligence

Checked OUL03/23/2008
Due Date Ingmmug ek ot Dug Date:09/24/2008

Quick ftem Akl /

Quick Collection fem Search

Limit Circulation Detall Rows: |5
Wigw Library Catalog

Confirmation of circulated ltems

Check Out Screen

63 (Build 2.5.20) : WALLOWA COUNTY LIBRARIES - [Circulation] (User: al ) (Server: (local)\oz ) - [Circulation]
View Help  Exit Girculation

Check Out  Check |Eer\ew| Holel (1 - 12) | Transfer |

Checkin Date: Jogi2612008 Express Check In
| ﬂsunpress Pairon Photos

Borrower ID or Hame:
F3-Last Name Partial Lookup

To Check In any ltems, select the Check in Tab. G4 will
automatically place your courser in the “ltem Barcode”
field. Simply scan in or type in your returning bar code

numbers. G4 will identify the returning item to the l

Circulation Save Motes Prirt hotes

borrower and will reconcile their account.

Item Barcode: ||

e o Should you have a large number of ltems to be checked
in you can select the Express Check In menu button.

This option avoids any circulation alerts from
displaying during Check In.

Limit Cird
iew Library Catalog

1i

[a/25/2008 [1:298M
Check in Screen
|3. Locate Owner of a found circulated item
Library Resource Management Systems, Inc. 28
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4. Classify a damaged or lost Textbook within your collection

., 63 {Build 2.5.20) : SOMERSETHS - [Search Catalog] (User: Text ) (Server: {localy\tinman ) - [Search Catalog]

Action Cantent Envichment  Help  Exit Frogram

Catalog Search
Gollection: [TExTROOKS =] [ Shaw Tagged records in TEXTBOOKS Only }
Find for  [aRcODE SEARCH =] [sterts with =l [aoom
Sortby ,—_[TITLE = # Edit Holdings
Next Free Barcode: 390 [Barcode [Status [Barrower ID [Due Date [Crwiner Code B
2P <] [ =] Totalrecords in result se o001 A SISD
90002 A SIsD
[t Content Enictment ] | Shom st 5 e ent S0 A e
90004 A SISD -
Algebra 1 Hm Tutor DYD (TEXTBOOKS) 3 5

4088 | ¢ Copies:260 Available:2688)
Iove | Print Dymo Barcode(s) |

Al Change | Delete

[T Aito Huribier Barcode?.
Barcode: IgUUE” Serial # I Save
Acy Dalelgggfgum CDSLI 0o VU\I lssue; I Cancel

Circ Code: [5 - Loe Code: SHS ~| Wendor Code: |- - Multi Add
Owner Coder| 5150+ Copy Status: | 2 -

Fund Code: |5329 j
’rCu Status Legend

[=Auailable ; B=Binciery Repair ; D=Destrayed ; HeHold ; IHimter Library Loan ; L=Lost ; M=Missing
[0=0ut; P=Peid ; WWithdraver; T=Transferred

On Loan From: I Loan Due Back:
) ) Print tem History
Circulation History

Date Action Borrawer [D Barrawier Name

| [9/25/2008 [3182M

Use the Back Office or Main Menu/Catalog Search of 54 - Whether you are looking for who a book
has been circulated too or if there is a need to declare an item as lost or damaged.

. Set Find for to Title Search and enter the Title into the description field.

2. ToChange a Status of an ltem; select the Action menu and Select "Edit Holdings"

3. Select Copy Status and chose an appropriate code to describe the changing of this items

code. L = Lost, D = Damaged
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library Resource Management System, Inc.

PO Box 10973
877-700-a7k7
Customer Support
Feed-back Link
Prescott, Arizona, 86304
LISA
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https://docs.google.com/forms/d/e/1FAIpQLSf6e-5E6BPUe1fpN_rQ5mWUwrugY3kMUmYqN64iZFslxpm7xA/viewform?vc=0&c=0&w=1

