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1. Introduction and Getting Started

‘_ 7~ ou can use the Virtua Profiler to customize various aspects of the Virtua™
ILS — Integrated Library System. This user’s guide describes how you can use
the Virtua Profiler to set parameters related to the Circulation Control

subsystem.

Note: From this point on, we refer to the Virtua ILS — Integrated Library System as
simply Virtua or the Virtua system in this guide.

This chapter covers the following topics:

= Using this Guide
= Overview of Circulation Parameters
= Recommended Order for Setting Profiler Parameters

1.1 Using this Guide

The VVirtua Profiler/ Circulation Parameters User’s Guide provides instructions for
configuring Circulation parameters via the Virtua Profiler. This guide is one of six
uset’s guides that make up the documentation for the Virtua Profiler. The other guides
are . ..

o VVirtua Profiler Getting Started Primer

o Virtua Profiler/ Global Settings User’s Guide

o Virtua Profiler/ Cataloging Parameters User’s Guide
o Virtua Profiler/ OPAC Parameters User’s Guide

o Virtua Profiler/ Acquisitions Parameters User’s Guide

Throughout this user’s guide, we assume that you have read the VV7rtua Getting Started
Primer, which offers an overview of the Virtua system and an explanation of
terminology.

In addition, we assume that you are familiar with the introductory chapters in the

Virtua Profiler/ Global Settings User’s Guide, which desctibe the tree structure, tabs,
windows, menu bar, pop-up menus, and editing features of the Virtua Profiler.
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You can use the list below and the Table of Contents to locate specific information in
this user’s guide. For your easy reference, this guide also contains a Table of Figures
and an Index. In addition, each chapter begins with a list of topics that are hyperlinked
to sections included in the chapter.

For... See...
Details on setting the Location + Item Matrix Chapter 2
Details on setting the Location + Patron Matrix Chapter 3
Details on setting the Location + Patron + Item Matrix Chapter 4
Details on setting Location-specific Parameters Chapter 5
Details on setting the Patron Types parameter Chapter 6
Details on working with Scheduled Jobs parameters Chapter 7
Details on setting Circulation System Parameters Chapter 8
Worksheets that you can use to record the settings for Appendix A

your Circulation parameters before setting them in the
Virtua Profiler

Workflow for Convert Fine to Block Functionality Appendix B
Describes parameters that are specific to the Hong Kong Appendix C
Public Library

Details on the changes that were made to update this Appendix D

uset’s guide from the last version.

Note: In this user’s guide, we discuss Circulation parameters in alphabetical order, the
same order in which they appear in the Virtua Profiler tree. The organization of this
user’s guide does NOT represent a recommended workflow. For details on a
recommended workflow, see the section “Recommended Order for Setting Profiler
Parameters” in this chapter.
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1.2 Overview of Circulation Parameters

Circulation parameters appear on the Circulation tab of the Virtua Profiler main
window (Figure 1-1).

=

7 Virtua Profiler =B |t

File Edit Systern Options Help

Global Settings | OPAC | Cataloging  Circulation | Acquisitions | ASR |

Bicreuwinon
- Location + kem

- Location + Patron

- Location + Patron + ltem

- Location Specific Parameters
- Patron Types

- Scheduled Jobs

- System Parameters I

Connected to hood on VTLSES

Figure 1-1. Virtna Profiler Main Window - Circulation Tab

Circulation parameters consist of . . .

e Location + Item Matrix
e Location + Patron Matrix
e Location + Patron + Item Matrix
e Location-specific Parameters, which consist of . . .
¢ Library-defined Dates
e Patron Types
e System Parameters, which consist of several location-independent parameters.

PROPRIETARY INFORMATION OF INNOVATIVE INTERFACES, INC.



4 Virtua Profiler/Circulation Parameters (v. 16.1)

Each Circulation parameter appears on a separate window, where you can set
appropriate values. For details on accessing the window associated with a particular
parameter, see the following sections.

1.2.1 Accessing Circulation Parameters

To access a Circulation parameter in the Virtua Profiler,

1. On the Virtua Profiler main window, click the Circulation tab.
2. Double-click CIRCULATION.

The tree structure expands to display a list of Circulation Parameters (Figure 1-2).

wf Virtua Profiler l =HE ﬁ

Eile Edit System Options Help

Global Seftings | OPAC | Cataloging  Circulation | Acquisitions | ASR |

- Location + ttem

- Location + Patron

- Location + Patron + ltem

- Location Specific Parameters
- Patron Types

- Scheduled Jobs

- System Parameters I

Connected to hood on VTLSES

Figure 1-2. Circulation Parameters Main Headings Expanded

3. Double-click the desired heading.
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4. Continue expanding the tree structure until you locate an item in the tree that has
no subheadings.

5. Double-click the item.

The window associated with the parameter appears, where you can set your
parameter values. For example, Figure 1-3 shows the window for the Item Class
Definitions parameter, which is located under the System Parameters heading.

Item Class Definitions

Code |rtem Claz= Definition Claz= Type Media Type Cannot Delete tem |

1 Adult Lending Accompanying C...  Regular Audio Tape *M... -

2 Adult Lending Accompanying ...  Regular Book

3 Adult Lending Books Bookakble Audio Tape *M...

4 Adult Lending CD-ROM Regular Audio Tape *M...

5 Adult Lending Group Materialz Rezerve Book

g sdult Lending Materialz Regular Book [v]
Delete Save Cancel |

Last modified at 9842011 12:57:10 PM by Root Uzer

Figure 1-3. Item Class Definitions Window

The status bar at the bottom of the window helps you determine whether the
parameter is set ot not set.

e Ifyou are setting the parameter for the first time, the status bar displays NOT SET.
This message appears in the status bar until you save values for the parameter.
-OR-

e If you have already set the parameter, the status bar displays the last modified date
and time for the entire parameter, as shown in Figure 1-3.

For details on the different types of windows that appear in the Virtua Profile and for
details for standard editing functions available on each window, see the [7rtua Profiler
Getting Started Primer.

PROPRIETARY INFORMATION OF INNOVATIVE INTERFACES, INC.



6 Virtua Profiler/Circulation Parameters (v. 16.1)

1.2.2 A Note About System-assigned Settings

Some parameters have system-assigned settings. In most cases, you cannot modify or
delete system-assigned settings because Virtua requires them to function propetly.
Throughout this guide, where appropriate, system-assigned settings are listed for each
parameter. In addition, we specify whether you can re-define certain elements of these
settings.

1.2.3 About Adding Items to the Tree

You cannot add Circulation parameters to the Virtua Profiler tree structure. Instead . . .

® You can add values associated with a parameter (when the parameter window
contains a table and an Add button). For example, you can add item classes to the
Item Class Definitions parameter.

-OR-

® You can add an item listed under a parameter. For example, you can add a patron
type under the Patron Types parameter.

Note: In most cases, you cannot add a new item under a parameter directly.
Rather, new items appear under parameters when you define other parameters in
the Virtua Profiler. For example, main locations appear under each Location-
specific Parameter when you add new main locations on the Global Settings tab.
For details on adding locations, see the 7rtua Profiler/ Global Settings User’s Guide.

When it is possible to add items under a parameter, a pop-up menu (Figure 1-4) is
available and displays options that are appropriate to the selected heading.

What's This? Ctrl+F1

Add CEFl+-&
Delete Ckrl+Dr
Maodify [y B

Figure 1-4. Profiler Pop-up Menu

The pop-up menu can have the following options:

e What’s This? - Displays context-sensitive help for the selected tab.
e Add - Lets you add an item to the Profiler tree.
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e Delete - Lets you delete the selected item from the Profiler tree.
e Modify - Lets you modify the selected item.

1.3 Recommended Order for Setting
Profiler Parameters

Before you configure your Circulation parameters, you will want to configure the
parameters that appear on the Global Settings tab in the Virtua Profiler.

FW Virtua Profiler E]@-\

File Edit Swstem Options Help

Global Seftings IOPAC | cataloging | Circulation | Acquistions | AsR |

- SYSTEM

Currencies
Language Codes
L Country Configuration
LDAP Options
Library Members
Location List Sorting

+ Location Mames
Orwverride Uzer-Level Location
Pazzword Management
Permissions Default
Postal Codes
Session History

+ Status Displays
I=er List

+ ﬁ =er Profiles

Connected to grendel vils.com on 10_4MC

Figure 1-5. Global Settings Tab

For details on configuring these parameters, see the 17rtua Profiler/ Global Settings User’s
Guide.
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Note: Library locations are an integral part of your of your Circulation parameters.
Therefore, before you configure your Circulation parameters, it is especially important
that you configure the Location Names parameter.

After you have configured your Global Settings, you can configure your Circulation
parameters in the order of your choice. We recommend, however, that you set up ALL
your item classes and patron types before you configure the . . .

e Alerts and Blocks Matrix

e Location + Patron + Item Matrix
e T.ocation + Patron Matrix

e J.ocation + Item Matrix

e Check-out Limits parameter

If you do not configure your item classes and patron types first, each time you add a
new item class or patron type to the database, you will also need to set the values in
any parameter that uses the new item class or patron type.

Important: In order for your Circulation system to work propetly, you must set ALL
the combinations in each of the Circulation matrices: LLocation + Patron + Item,
Location + Patron, and Location + Item. You can run the script
CheckCircParameters.sh to determine if any of the combinations in the Circulation
matrices have not yet been set. For details, see the Virtua Systens Management: Circulation
User’s Guide.

e Tor details on configuring item classes, see the section “Working with Item Class
Definitions” in this guide.

e For details on configuring patron types, see the chapter “Working with the Patron
Types Parameter” in this guide.

e For details on working with the Circulation matrices, see the sections “Working
with the Location + Item Matrix,” “Working with the Location + Patron Matrix,”
and “Working with the Location + Patron + Item Matrix” in this guide.
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2. Working with the Location + Item
Matrix

for each item class that you have defined. Using the Location + Item Matrix,
you can set the following values for each Shelving Location/Item Class
combination in your library:

T he Location + Item Matrix lets you define location-specific library policies

e Library calendar

e DPickup location for requests

e Due at closing policies

e Item replacement cost at billing

e Default item price

e Accrual of fines during non-operating hours

e Amount of time allowed for picking up holds

e Default preparation, inspection, and booking times for use with item booking
e Default and minimum booking times for materials

e Authorization for renewals within X amount of time of due date setting
e Minimum and maximum floating item count thresholds

Once you have set the desired values in the matrix, you have options for applying
those values, singly or in batch, to other location and item combinations

Important: In order for your Circulation system to work propetly, you must set ALL
the combinations in each of the Citculation matrices: Location + Patron + Item,
Location + Patron, and Location + Item. You can run the script
CheckCircParameters.sh to determine if any of the combinations in the Circulation
matrices have not yet been set. For details, see the 17rtua System: Management: Circulation
User’s Guide.

This chapter covers the following topics:

= Accessing Location/Item Combinations
=> Settings on the Item Info Tab
= Applying Settings to Other Matrix Combinations

PROPRIETARY INFORMATION OF INNOVATIVE INTERFACES, INC.



10 Virtua Profiler/Circulation Parameters (v. 16.1)

2.1 Accessing Location/lItem
Combinations

To access a specific location/item class combination in the Location + Item
Matrix,

1. On the Virtua Profiler main window, click the Circulation tab.

2. Double-click CIRCULATION to see the expanded list of Circulation parameters
(Figure 1-2).

3. Double-click Location + Item.

The tree expands to display a list of main locations (Figure 2-7).

f‘\? Virtua Profiler E]@\

File Edit System Options Help

Global Settings | OPAC | Cataloging ~Circulation | Acquisitions | ASR |

N

(=1- CIRCULATIO

[+]- Brenham Campus Library
[+]- Bryan Campus Library

[+]- Guest/iportal

[+]- Schulenburg Campus Library
[+]- Sealy Campus

Location + Patron

Locatien + Patron + ltem
Location Specific Parameters
Patron Types

Scheduled Jobs

System Parameters

[+

[Connected to clay.vtis.com on VTLS68

Figure 2-1. Location + Item: Parameter Expanded to Show Main Locations
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This list of main locations comes from the Location Names parameter, which you
configure on the Global Settings tab. For details, see the 17rtua Profiler/ Global
Settings User’s Guide.

4. Double-click a location.

The tree expands to display a list of item classes configured for that location (Figure

22

Jw Virtua Profiler g@\

File Edit System Options Help

Global Settings | OPAC | Cataloging Circulation | Acquisitions | ASR |

|- CIRCULATION &
—|- Location + fem

-|-{Brenham Campus Library;
Faculty Audic-\Vizualz (lc 9)
ILL
[TEM CLASS 0000: (28 /14 day)
Non Library Owned (1.C. 930}
MNon-circulating (Reference) ic 4
Periodical checkouts
Regular (L.C. 1} {1 davy)
Regular 3 Day
Regular 7 Day
Rezerve (I.C. 590} 2 hr
Rezerve 1 Day (ic 982)
Rezerve 1 hr (ic 991}
Rezerve 3 Day (ic 993)
Rezerve 7 Day
Video (ic 3)

+]- Bryan Campus Library

+|- Guestiportal M

Combalmm b mm ™ m e I ik

|Connected to hood on VTLS68

Figure 2-2. Location + Item Matrix Expanded to Show Item Classes

This list of item classes comes from those you defined in the Item Class
Definitions parameter. For details, see the section “Working with Item Class
Definitions” in this uset’s guide.

5. Double-click an item class.
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An appropriate Location + Item Matrix window appears, where you can set your
values for that location/item combination (Figure 2-3).

W Arlington Library + Book Matrix

ftem Info l LostiDamaged l

Calendar |Tes‘t Calendar j
Mzt Pickup At Shelving Location |N|:| ﬂ
tems Circulating Les; Than Cne |‘r‘es j
Day Are Due At Closing

ttems Circulating.One Cray Or More |N|:| j
Are Due At Closing

itepé:m;lz_;mem el Default tem Price (from LI matrix) j
Defautt tem Price | $30.00
Fines Accrue During Mon-Operating Hours |N|:| ﬂ
Prep Time For Materials ||:||:||:||:| |Da-:.fs j
Hald Pickugp Time |5 |Da':.fs j
Inzpection Time For Materisls |1 5 |r-.-1inutes j
Default Booking Time Far Materialz |EIEIEIU |Da':.fs j
Mimirnum Booking Time For Materials |':":":":I | ﬂ
[w Al Renewal Within |1 Days of Due Date.

Min floating tem count threshold |':'

s flosting item court threshold |E’'-955'5‘5"-995‘EI

Apply Ta | Save Cancel

Figure 2-3. Location + Item Matrix - Item Info Tab
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2.2 Settings on the Item Info Tab

Each setting on the Item Info tab is described in detail below (Figure 2-4).

rw Arlington Library + Book Matrix “

ttetm Info l LostDamaged ]

Calendar |Tes‘t Calendar j
Mzt Pickup At Shelving Location |N|:| ﬂ
tems Circulating Les; Than Cne |‘r‘es j
Day Are Due At Closing

ttems Circulating.One Cray Or More |N|:| j
Are Due At Closing

itepé:m;lz_;mem el Default tem Price (from LI matrix) j
Defautt tem Price | $30.00
Fines Accrue During Mon-Operating Hours |N|:| ﬂ
Prep Time For Materials ||:||:||:||:| |Da-:.fs j
Hald Pickugp Time |5 |Da':.fs j
Inzpection Time For Materisls |1 5 |r-.-1inutes j
Default Booking Time Far Materialz |EIEIEIU |Da':.fs j
Mimirnum Booking Time For Materials |':":":":I | ﬂ
[w Al Renewal Within |1 Days of Due Date.

Min floating tem count threshold |':'

Max floating itetn count threshald |999999999

Apply Ta | Save Cancel

Figure 2-4. Location + Item Matrix Window - Item Info Tab

The settings on the Item Info window are:
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Library Calendar

Must Pick Up at Shelving Location Setting

Items Circulating Less Than One Day Are Due at Closing
Items Circulating One Day or More Are Due at Closing
Replacement Cost at Billing

Default Item Price

Fines Accrue During Non-Operating Hours

Prep Time For Materials

Hold Pickup Time

Inspection Time For Materials

Default Booking Time For Materials

Minimum Booking Time For Materials

Allow Renewal Within X Days of Due Date

Min Floating Item Count Threshold

Max Floating Item Count Threshold

L VL O U A VR Ve |

2.2.1 Library Calendar

From the Calendar drop-down list, select a library calendar. This list of library
calendars comes from those you defined in the Library Calendars parameter.

A library calendar consists of one or more sets of library hours (as configured in the
Library Hours parameter) and one or more sets of closed dates (as configured in the
Closed Dates parameter). The Calendar setting determines which library calendar
applies to this Shelving Location/Item Class combination.

For details on the Library Calendars parameter, see the section “Working with the
Library Calendars Parameter” in this guide.

2.2.2 Must Pick Up at Shelving Location Setting

The Must Pick Up at Shelving Location setting determines whether a requested item
must be picked up at its shelving location. When a patron’s request is satisfied, Virtua
uses the Must Pick Up at Shelving Location setting to determine whether the item can
be picked up at the patron’s selected shelving location, or whether it must be picked up
at its shelving location.

From the Must Pick Up at Shelving Location drop-down list, choose either...

PROPRIETARY INFORMATION OF INNOVATIVE INTERFACES, INC.



Virtua Profiler/Circulation Parameters (v. 16.1) 15

® Yes - A request for an item with this Shelving Location/Item Class combination
must be picked up at the item’s shelving location, even if a different Pickup
Location was specified when the request was placed.
-OR-

e No - A request for an item with this Shelving Location/Item Class combination
can be picked up at a location other than the item’s shelving locations.

2.2.3 Items Circulating Less Than One Day Are Due at
Closing

The setting that you choose for Items Circulating Less Than One Day Are Due at
Closing applies to an item with a loan period of /ss than one day AND whose normal
loan period would run past the closing time of the location.

This setting lets you determine whether an item circulating less than one day is due at
closing on the day the item was checked out, OR one hour after opening on the next
business day.

For this setting, you can choose either . . .

e Yes - All items with a normal loan period running past closing time are due at
closing.
-OR-

e No - All items with a normal loan period running past the closing hour are due
one hour after opening the next business day.

For example, if your library closes at 11:00 p.m. and an item has a three-hour
Circulation period, when a patron checks out that item at 10:00 p.m., if Items
Circulating Less Than One Day Are Due at Closing is set to . . .

e Yes - The item is due in one hour; that is, at the closing time of 11:00 p.m.

-OR-
e No - The item is due one hour after opening on the next business day.
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2.2.4 Items Circulating One Day or More Are Due at
Closing

The Items Circulating One Day or More Are Due at Closing setting applies to an item
that has a normal loan period of one day or more.

This setting lets you determine whether an item circulating more than one day is due
by closing on its due date OR on the due date, at the saze time it was checked out.

For this setting you can choose either . . .

e Yes - All items that have a normal loan period of one day or more will be due at
closing on their due date.
-OR-

e No - All items that have a normal loan period of one day or more will be due at on
their due date at the same time they were checked out.

For example, for an item that circulates for 14 days and is checked out at noon on
1 May 2016, if Items Circulating One Day or More Are Due at Closing is set to . . .

e Yes - The item is due by closing on 15 May 2016.
-OR-
e No - The item is due at noon on 15 May 2016.

Note: If the due date falls on a closed day (as specified by the Closed Dates
parameter), the item is due one hour after opening on the next open day. For details
on setting the Closed Dates parameter, see the section “Working with the Closed
Dates Parameter” in this user’s guide.

2.2.5 Replacement Cost at Billing

When a patron checks out an item and does not return it within the specified period of
time, your library may want to bill the patron for the replacement cost of the item.
When your library sends Bill notices to patrons via the Bills Report in InfoStation,
Virtua will report the Billed Total Replacement Cost based on the value you choose in
the Replacement Cost at Billing setting You can choose one of three values as the
replacement cost:

e Default Item Price as specified on the Item Info tab of the Location + Item
Matrix.
-OR-
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e DPrice of the item as specified in the item record.
-OR-

e Total Replacement Cost as calculated using the item price and the settings on the
Lost/Damaged tab; see the section “Setting Values on the Lost/Damaged Tab”
for information about these settings. Note also that this value appears on the
Process Lost/Damaged Item window, which is displayed from the Activity tab of
the Patron Information window.

Important: If Replacement Cost at Billing is set to Price but Virtua does NOT
find an item price in the item record or the value is 0, Virtua uses the Default
Item Price when assessing fines. Therefore, even if Replacement Cost at Billing is
set to Price, Innovative recommends that you specify a value for the Default Item
Price.

2.2.6 Default Item Price

The Default Item Price is used to calculate replacement costs when there is no price
specified in the item record, or when the Replacement Cost at Billing setting is
configured to “Default Item Price.”

To define a default item price, type a value in the text box.

2.2.7 Fines Accrue During Non-Operating Hours

The Fines Accrue During Non-Operating Hours setting lets you determine whether
overdue fines accrue during the hours and on the days when the library is not open. If
you set this value to . . .

e Yes, fines accrue while the library is closed.
_OR-
e No, fines do NOT accrue while the library is closed.
For details on setting up operating hours, see the section “Working with the Library

Hours Parameter” in this guide. For details on setting up closed dates, see the section
“Working with the Closed Dates Parameter” in this guide.

2.2.8 Prep Time For Materials
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The Prep Time For Materials setting lets you define the period of time required to
prepare items of a given item class for a scheduled item booking.

The Prep Time For Materials is specified in number of minutes, hours, or days. The
Prep Time that you configure for a given item class is used as the default Prep Time
when you schedule a booking for an item of that item class.

To configure the Prep Time For Materials, type a number in the text box, and select a
unit of time from the drop-down list (Minutes, Hours, or Days).

2.2.9 Hold Pickup Time

The Hold Pickup Time setting specifies how long a particular location will hold an
item for a patron after the requested item becomes available (i.e., trapped).

Generally, the longer the loan period, the longer the Hold Pickup Time will be. For
example, an item circulating for two hours would have a shorter Hold Pickup Time
than an item circulating for six months.

Note that Virtua considers closed dates when calculating the Hold Pickup Time. If the
library is scheduled to be closed for one or more days (as specified in the Closed Dates
parameter) during the hold pickup period, the hold pickup period is extended by the
number of days the library will be closed.

To set the Hold Pickup Time, type a number in the text box and choose a unit of time
(Minutes, Hours, Days, Years) from the drop-down list.
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The Hold Pickup Time is used in two cases:

o If the Update request expiration date at check-in setting is disabled (see the section
“Updating the Request Expiration Date at Check-in”) the request expiration date is
reset to the Hold Pickup Time when an availability notice is generated for the
requesting patron (via automatic e-mail notification, InfoStation, or
CircReport.exe. For information on CircReport.exe, see the Systerz Management:
Reporting User’s Guide).
o If the Update request expiration date at check-in setting is enabled, when a requested
item is checked in,
¢ If the Hold Pickup Time is less than one day AND the new due date falls on a
time the library is closed, the adjusted request expiration date will fall at the
close of business the day before the new due date.

¢ If the Hold Pickup Time is less than one day AND the new due date falls on a
time that the library is open, the adjusted request expiration date will fall at the
close of business the day of the new due date.

¢ If the Hold Pickup Time is greater than or equal to one day AND the new due
date falls on a time when the library is open, the request expiration date is
changed to the next closing time.

¢ If the Hold Pickup Time is greater than or equal to a day AND the new due
date falls on a time when the library is closed, the request expiration date is
changed to the next closing time, taking into account external closed dates.

2.2.10 Inspection Time For Materials

The Inspection Time For Materials setting lets you define the period of time required
to inspect items of a given item class for possible damage after a scheduled item
booking.

To configure the Inspection Time For Materials setting, type a number in the text box
and select a unit of time from the drop-down list (Minutes, Hours, or Days).

2.2.11 Default Booking Time For Materials

The Default Booking Time For Materials setting lets you define the default period of
time for which an item is booked when you schedule an item booking for items of this
class.

The Default Booking Time For Materials is specified in number of minutes, hours, or

days. This setting must be set to a value other than zero to enable Item Bookings in
the Virtua client.
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For details on working with Item Booking in the Virtua client, see the Circulation
Workflow-Based Reference Guide .

2.2.12 Minimum Booking Time For Materials

The Minimum Booking Time For Materials setting defines the shortest duration that
can be scheduled for a booking. When there is not enough time to place a booking for
the Default Booking Time For Materials, the Virtua client will try to schedule a
booking period that is shorter than the Default Booking Time For Materials but at
least as long as the Minimum Booking Time For Materials.

To configure the Minimum Booking Time For Materials, type a number in the text
box, and select a unit of time from the drop-down list (Minutes, Hours, or Days).

2.2.13 Allow Renewal Within X Days of Due Date

The Allow Renewal Within X Days of Due Date setting lets you define the maximum
number of days before a due date that renewals will be allowed. Enabling this setting
can ensure that patrons will not renew an item immediately after checking it out.

If the Allow Renewal Within X Days of Due Date check box is . . .

e Selected, the number in the text box defines the maximum number of days before
which patrons can renew an item. Select your desired number of days by typing a
number in the text box.

For instance, if the Allow Renewal Within X Days of Due Date check box is
selected and 3 is the number in the text box, a patron will not be allowed to renew
an item 4 or more days before the item’s due date.

Note: This number only defines the number of days before the due date an item can
be renewed; it does NOT place a limit on the number of days affer an item’s due
date that the item can be renewed.

e Not selected, Virtua will follow other existing circulation rules to determine
whether a renewal is allowed.
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2.2.14 Min Floating Item Count Threshold

The “Min floating item count threshold” defines the minimum number of items of this
class that have this location as their shelving location before designated items can
“float,” or be assigned their most recent check-in location as their shelving location.

This setting can ensure that the library never has too few items of a given class on its
shelves.

To set the Min floating item count threshold, type a number in the text box.

When the number of items of this class that have the current location as their shelving
location reaches this minimum threshold, Virtua will not permit any more items to
float; i.e., to be assigned new shelving locations with each check-in.

Note that a value of 999 999 999 means that this location will always allow items of the
current class to float, and a value of 0 means that this location will never allow items of
the current class to float.

Note: While this setting sets limits on items of the specified class, floating items are
enabled via the Add/Modify Main Location window on the Global tab in the Virtua
Profiler, where there is also an overall limit on the number of floating items permitted
at each location. See the Iirtua Profiler/ Global Parameters User’s Guide for more
information on these settings.

2.2.15 Max Floating Item Count Threshold

The “Max floating item count threshold” setting lets you define the number of floating
items of this class that can be shelved at this location. This location will only accept
floating items with this item class from other locations if the location has less than the
specified number of items of this class on its shelves. When the Max floating item
count threshold is reached, this location will no longer allow floating items to be
assigned this location as their shelving location.

This setting can ensure that a library branch never has too many items of a given item
class on its shelves.

To set the Max floating item count threshold, type a number in the text box.
When this number of items of the current class have the current location as the

shelving location, Virtua will route any further floating items to the items’ owning
location.
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Note that a value of 999 999 999 means that this location will always accept floating
items of the current class, and a value of 0 means that this location will never accept
floating items of the current class.

Note:

e While this setting sets a limit on items of the specified class, there is an overall limit
on the number of floating items accepted at each location that is set on the
Add/Modify Main Location window on the Global tab in the Virtua Profiler. See
the Virtna Profiler/ Global Parameters Settings Guide for information about this setting.

e Ifa floating item is checked in to its previous shelving location, the item will always
be accepted at that location, even if the “Max floating item count threshold” has
been reached.

2.3 Setting Values on the Lost/
Damaged Tab

In the client, Virtua will use the values you set on the Lost/Damaged tab of the
Location + Item Matrix (Figure 2-5) to calculate the total price billed to a patron’s
account to replace a lost or damaged item.

The default values you configure here will appear on the Process Lost/Damaged Item
window that appears when you click the Lost button or Damaged button on the
Activity tab of the Patron Information window. You will be able to edit the values on
the Process Lost/Damaged Item window. You will also be able to see the values on
the Acquisitions tab of the Item Information window in the client.
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% Bryan Campus Library + Regular 3 Day Matrix I. ? &J

[ Use Depreciation Rate

Depreciation Rate: 0.00% PerYear

tem Info

Maximum Depreciation: | 100.00 %

|+ Use Binding Cost

Binding Cost: | 5.00

[v Use Lamination Cost

Lamination Cost: | .00

Surcharge: | 0.00 %

Apply To | Save | Cancel

Last modified at 4/11/2011 10:34:45 AM by Root User

Figure 2-5. Location + Item Matrix - Lost/ Damaged Tab

To set the values on the Lost/Damaged tab for the location/item class
combination, do the following:

1. If you want Virtua to use the default depreciation rate percentage specified in the
Depreciation Rate field to calculate the replacement cost of lost or damaged items,
select the Use Depreciation Rate check box.

Note: If the Use Depreciation Rate check box is not selected, the Depreciation
Rate field is considered null, or "not set." Virtua requires a Depreciation Rate value
in order for an item to be successfully reported as lost or damaged. If the Use
Depreciation Rate check box is not selected, a depreciation rate must be specified
by editing the Process Lost/Damaged Item window in the Virtua client.
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2. In the Depreciation Rate: __ % Per Year field, specify the rate per year at which
the item depreciates from its original invoice price. A depreciation rate of 0 is
allowed.

3. In the Maximum Depreciation: __ % field, specify the maximum allowed
percentage of depreciation for the item. For instance, you could specify that an
item will not depreciate beyond 50 percent of its original invoice price. If this value
is not set, the Virtua client will use 100 percent.

4. If you want Virtua to use the default binding cost specified in the Binding Cost
field to calculate the replacement cost of lost or damaged items, select the Use
Binding Cost check box.

Note: If the Use Binding Cost check box is not selected, the Binding Cost field is
considered null, or "not set." Virtua requires a Binding Cost value in order for an
item to be successfully reported as lost or damaged. This value can be zero. If the
Use Binding Cost check box is not selected, a binding cost must be specified by
editing the Process Lost/Damaged Item window in the Virtua client.

5. In the Binding Cost field, specify the cost of the item’s binding.

6. If you want Virtua to use the default lamination cost specified in the LLamination
Cost field to calculate the replacement cost of lost or damaged items, select the
Use Binding Cost check box.

Note: If the Use Lamination Cost check box is not selected, the Lamination Cost
field is considered null, or "not set." Virtua requires a Lamination Cost value in
order for an item to be successfully reported as lost or damaged. This value can be
zero. If the Use Lamination Cost check box is not selected, a lamination cost must
be specified by editing the Process Lost/Damaged Item window in the Virtua
client.

7. In the Lamination Cost field, specify the cost of the item’s lamination.

8. In the Surcharge: _ % field, specify the surcharge that will be applied to a lost or
damaged item.
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2.4 Applying Settings to Other Matrix
Combinations

To help you set up your Circulation matrices more easily and efficiently, the Virtua
Profiler offers the Apply To feature. Using this feature, you can apply ALL settings for
a particular Location + Item Matrix or an individual setting on the Location + Item
matrix to other Shelving Location/Item Class combinations that have already been
configured.

To apply the configuration for ALL settings in the matrix to other Shelving
Location/Item Class combinations,

1. On the Location + Item Matrix window, on each tab, set the values that you want
to apply to other Shelving Location/Item Class combinations.

2. Click the Apply To button.

The Apply Settings window appears (Figure 2-6).

.
Apply Settings
Locations ftem Clazses

Anewy Location || |Book |

Arlincton Library " |Compact Disc =

Certral Research Library i Fictian

Garcia Central Library Journals

Garcia Research Library Juvenile-Fiction

Hong Central Library r Juvenile-Mon-Fiction

x : | : w
hamnrial Archives S| hd=raTine
"""""""" OH Cancel

Figure 2-6. Apply Settings Window for Location + Item Matrix

3. Choose the Shelving Location/Item Class combinations to which you want to
apply the current settings (see the example below).

e In the Locations list box select one or more locations.
e In the Item Classes list box select one or more item classes.
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Hints:

e To select a group of adjacent items in a list, hold down the SHIFT key, and
highlight the desired items.

e To select multiple, non-adjacent items in a list, hold down the CTRL key, and
highlight the desired items.

4. When you are finished choosing combinations, click OK.

The settings for the current Location + Item Matrix window are applied to the
combinations you selected on the Apply Settings window.

Note:

¢  You do NOT need to save the current matrix values before applying them to
other matrix combinations.

e After you apply settings to other Shelving Location/Items Class combinations,
you can modify the values as needed.

e Settings on the current Location + Item Matrix window are NOT applied to
the current Shelving Location/Item Class combination until you click the Save
button.

For example, Figure 2-7 shows the Apply Settings window. In Figure 2-7, notice that
additional Location + Item Class combinations have been selected.

-

p
Apply Settings
Locations tem Clazzes
Anew Location | | |Book [ o
Arlington Library [ |Compact Dizc =
Central Research Library i Fiction
Garcia Central Library Journals
Garcia Research Library Juvenile-Fiction
Hong Central Library 1 Euvenile-Mon-Fiction i
1 : | : |
Meamnrial Arrhives 1| hanAaTine 1|
Ok Cancel

Figure 2-7. Apply Settings window: Additional ocation + Itens Combinations Chosen

For the example above, when we click OK, the values set on the Location + Item
Matrix window will be applied to the following combinations:
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e Arlington Library + Books

e Arlington Library + Journals

e Arlington Library + Juvenile Non-Fiction

e Garcia Research Library + Books

e Garcia Research Library + Journals

e Garcia Research Library + Juvenile Non-Fiction

To apply the configuration for a single setting in the matrix to other Shelving
Location/Item Class combinations,

e Right-click on the desired setting and select the Apply To link. The Apply Setting
window appears.

W Artington Library + Book Matrix E]

ftem Info | LostiDamaged ]

Calenclar 1 T &
| what's This? J
Must Pickup At Shelving Loca | Apply Ta... Apply Setting - Calendar
tems Circulsting Less Than Cne |_ oo e s
Day Are Due At Closing
tems Circulsting One Day Or More |_ Aneswy Location ;A: Biook EA:
Are Due At Closing Arlington Library [ |Compact Disc =
Central Research Library I Fiction
Replacement Cost Price (ftem Element]| |Garcia Central Lisrary Journals
At Billing Garcia Research Library Juvenile-Fictian
Hong Central Library 1 [Juvenile-Mon-Fiction —
i hdemnrial Lrrhivees :.v_ hManaTine :.Vl
Default kem Price |_
Fines Accrue During Mon-Operating Hours |ﬁ OK Cancel

Prep Time For Materials IU_ m
Hold Pickup Time e JHows  +]
Inspection Time For Materials |1— m
Default Booking Time For Materials IE_ Hours -
timimum Booking Time For Materisls |1_ Hours =
[w Allow Reneswal Within 2| Darys of Due Date.

Win flosting tem count threshold 0
Mz floating tem count threshald

Apply Ta | Save | Cancel |

Last modified at 702602011 1001433 AM by Rodot User

Figure 2-8. Applying Single Location + Item Setting to Other Location + Item Combinations
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Use the process described above to select location and item class combinations to
which you want to apply the value for the selected setting, and click the OK button.
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3. Working with the Location +
Patron Matrix

policies for each patron type that you have defined. Using the Location +
Patron Matrix, you can set the following values for each Shelving
Location/Patron Type combination in your library:

T he Location + Patron Matrix gives you the flexibility to reflect local library

e Default date and time for fixed check-outs

e The default expiration date for the patron record

e The default delete date for the patron record

e Values that determine the processing fee

e The amount of the item price fee that remains at check-in and whether this fee is
used to calculated blocks

e Request-related permissions

This chapter covers the following topics:

=> Setting Values in the Location + Patron Matrix
= Descriptions of Location + Patron Matrix Settings
= Applying Settings to Other Matrix Combinations

3.1 Setting Values in the Location +
Patron Matrix

This section provides step-by-step instructions for setting values in the Location +
Patron Matrix. For detailed descriptions of the settings available in the Location +
Patron Matrix, see the section “Descriptions of Location + Patron Matrix Settings” in
this chapter.

Important: In order for your Circulation system to work propetly, you must set ALL
the combinations in each of the Circulation mattices: Location + Patron + Item,
Location + Patron, and Location + Item. You can run the script
CheckCircParameters.sh to determine if any of the combinations in the Circulation
matrices have not yet been set. For details, see the Virtua Systens Management: Circulation
User’s Guide.
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To set values in the Location + Patron Matrix,
1. On the Virtua Profiler main window, click the Circulation tab.

2. Double-click CIRCULATION to see the expanded list of Circulation parameters
(Figure 1-2).

3. Double-click Location + Patron.

The parameter expands to display a list of main locations (Figure 3-1).

FW Virtua Profiler g@“

File Edit Swstem Options Help

Global Settings | OPAC | Cataloging  Circulation | Acouistions | AsR |

=1 CIRCULATICN S
+|- Location + tem

rary
Garcia Research Library
Harriz Medical Library
hemarial Archives
Wilzon Library
Location + Patron + fem
Location Specific Parameters
Patron Types
System Parameters
+- Alerts & Blocks
Block Code Definitions
Check-out Limits
Circulation Basic Options
+- Closed Dates
+- Contralled Patron Walues
Fine Code Definitions
ftem Class Defintions

+--[H-[F
+

Connected to Ivnx on 10_1NC

Figure 3-1. Location + Patron Parameter Expanded to Show Main Locations

This list of main locations comes from the Location Names parameter, which you
configure on the Global Settings tab. For details, see the Iirtua Profiler/ Global
Settings User’s Guide.

4. Double-click a location.
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The tree expands to display a list of patron types (Figure 3-2).

rW Virtua Profiler g@_‘

File Edit Swstem Options Help

Global Settings | OPAC | Cataloging  Circulation | acquisitions | ASR |

=1 CIRCULATICHN [ |
+I- Location + tem |
=|- Lacation + Patron
+|- Arlington Libraty
Garcia Research Library | =
Harriz Medical Likrary
Memarial Archives

Wilzon Library
Callege Student

Exchange Fac
Exchange Studert
Farnily Membership
Friend of the Library
Graduate Studert Type
High School Student
Library Board Member
Mewy Exchange Faculty
Mewy Patron Typel
Cther Barrowwer
Fesident Aduft

Connected to Iynx on 10_1MC

- [F[+

Figure 3-2. Location + Patron Parameter Expanded to Show Patron Types

This list of patron types comes from those you defined in the Patron Types
parameter. For details, see the chapter “Working with the Patron Types
Parameter” in this user’s guide.

Double-click a patron type.
An appropriate Location + Patron Matrix window appears, where you can set your

values. For example, if we double-click College Student under the Wilson Library
heading, the Wilson Library + College Student Matrix window appears (Figure 3-3).
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¥ Sy
W Wilson Library + College Student Matrix
Default Date | 4/20/2000 [ e B
{+ Petiod |5 |‘r’ears j
Default Time | 2:00:00 PM L = |
- ™ Fixed Date | J
Processing Fee
e 33.00% [ Time of Day | —
Canceled At Check-in
25.00% Patron Delete
Ized For Block ™ - f+ Period |5 |‘r’ears ﬂ
[ Fixed Date | J

ftetn Price Fee

Femains At Check-in 00% [ Time of Dary | el

Hsed For Block Mo = Hold Allowed When Available - =
tem Exizts &t Log-in Location &%
Haold Allowwed When Available
Yes -

ltemn Exizts At Another Location

Allowy requests for Bibs without
Yes fark -
tems

Apply To Save Cancel |

Last Modified 31952010 11:32:30 Ahd

Figure 3-3. Location + Patron Matrix Window

6. Set the Default Date. You can either . . .

e Type a date in the Default Date text box.
-OR-
e Seclect a date with the pop-up calendar.

7. Set the Default Time. You can either . ..

e Type a time in the Default Time text box.
_OR-
e Seclect a time using the arrows on the right of the text box.

8. In the Fee text box, type the amount of the processing fee to be used for billing.

9. In the Canceled at Check-in text box, type the amount of processing that you want
to be canceled when an overdue item is checked in.
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In the Processing Fee Used for Block list box, choose either . . .

¢ Yes - When calculating system blocks, Virtua uses the processing fees charged
to a patron.
-OR-

e No - When calculating system blocks, Virtua does NOT use the processing
fees charged to a patron.

In the Remains at Check-in text box, type the amount of the item price fee that
you want to remain when the patron returns an overdue item.

In the Item Price Fee Used for Block drop-down list, choose either . . .

¢ Yes - When calculating system blocks, Virtua uses the item price fees charged
to a patron.
_OR-

e No - When calculating system blocks, Virtua does NOT use the item price fees
charged to a patron.

Set a value for the Patron (Record) Expiration Period or the Patron (Record)
Expiration Fixed Date.

o Select the Period radio button.

¢ In the text box, type a value.

¢ From the drop-down list, choose Minutes, Hours, Days, or Years.
_OR-
o Select the Fixed Date radio button.

¢ Click the arrow in the drop-down list.

¢ Choose a date on the calendar.

If desired, set a value for the Time of Day that applies to the Patron (Record)
Expiration Period or the Patron (Record) Expiration Fixed Date.

e Seclect the Time of Day check box.
e Seclect a time using the arrows on the right of the text box.

Note: The Time of Day setting is optional. If you do not specify a Time of Day,

e The Patron (Record) Expiration Period is calculated by adding the specified
period to the date and time when the Location + Patron Matrix is saved.
-OR-

e The Patron (Record) Expiration Fixed Date takes effect at midnight at the start
of the date specified.
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15. Set a value for the Patron (Record) Delete Period or the Patron (Record) Delete
Fixed Date.

o Select the Period radio button.

¢ In the text box, type a value.

¢ From the drop-down list, choose Minutes, Hours, Days, or Years.
_OR-
o Select the Fixed Date radio button.

¢ Click the arrow in the drop-down list.

¢ Choose a date on the calendar.

16. If desired, set a value for the Time of Day that applies to the Patron (Record)
Delete Period or the Patron (Record) Delete Fixed Date.

e Seclect the Time of Day check box.
e Seclect a time using the arrows on the right of the text box.

17. Set Hold Allowed When Available Item Exists at Log-in Location to either . . .

e Yes - A hold request is allowed at the log-in location.
-OR-

e No - A hold request is NOT allowed if Virtua finds an available item at the
log-in location.

18. Set Hold Allowed When Avwvailable Item Exists at Another Location to either . . .

e Yes - A hold request is allowed and is placed against an available item at a non-
log-in location.
_OR-

e No - A hold request is NOT allowed if Virtua finds an available item at a non-
log-in location.

19. Set Allow Request for Bibs Without Items to either . . .

e Yes, for all bibs without items - A hold request is allowed and is placed
against incoming items as they are cataloged.
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¢ Yes, for bibs with an On Order date (369 tag subfield $b) - A hold request
is allowed for bibliographic records without items ONLY if the 369 tag
subfield $b is populated with an on order date, suggesting that an item has
been ordered. The request is placed against the incoming items as they are
cataloged.
-OR-

¢ No - A hold request is NOT allowed on bibliographic records if there are no
attached items.

20. If you like, click the Apply To button to apply these settings to other Shelving
Location/Patron Type combinations. For details, see the section “Applying
Settings to Other Matrix Combinations” in this chapter.

21. When you are finished setting matrix values, click the Save button.

Your settings are saved to the database.

3.2 Descriptions of Location + Patron
Matrix Settings

In the following sections, we describe each setting that appears on the Location +
Patron Matrix (Figure 3-3), and we offer guidelines for choosing appropriate values. For
details on setting values in the Location + Patron Matrix, see the previous section in
this chapter.

3.2.1 About Setting the Default Date and Time

The Default Date and Default Time designate the default due date and time for a
Fixed Time and Date check-out. The values that you set for the Default Date and
Default Time appear in the Fixed Time and Date fields on the Check Out/Renew
window (Figure 3-4) in the Virtua client.
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W Check Out/Renew - VTLS Library - Wilson Library - Audiovisuals - 80199 - Retriever ... |- [0/

Patron Check-outs | patron Limits ]

| Remember Last Check-out Type

Patron 20199 ~ Information
barcode: Aoz
Mame: Retriever 19600202 Fines: N et
Patron kype:  Resident Faculby Requested: a
Haorne library:  Wilson Library -- code: 10000 Overdue: 2
Reqgistering Wilson Library -- 10000 Eilled: 0
Lll:_urary: Last Ikem:
Primary 111 Doghouse Lane, 24153 Salam YA USA (- Lirit:
Address: w SRl (LIS
Check-out Type
{* Reqular ™~ Fixed Time: 2:00 PM Date: 41172011 4
(" In-house (™ Selected Time: == Date:
Item Barcode | Title | Due Date/Time | Shelf Location
[ Print Receipts Item Barcode: |
= {~

| |

Figure 3-4. Check Out/Renew Window Displaying Default Date and Time

Note: For Fixed Time and Date check-outs and renewals, Virtua uses the Location +

Patron Matrix for your log-in location.

When you set the Default Date and the Default Time, use the following guidelines:

e Any valid future date is allowed for the Default Date.
e Any valid time entered on the 24-hour clock is allowed for the Default Time.
e The Virtua client uses local regional settings to determine the display of the date

and time.

3.2.2 Working With Processing Fees

Via the Location + Patron Matrix, you can set the following processing fee values:

e Processing fee amount.

e Amount of processing fee canceled at check-in.

e Whether the processing fee is used in calculating blocks.
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3.2.2.1 About Setting the Processing Fee Amount

In the Fee text box on the Location + Patron Matrix window, you can specify the total
processing fee that a patron is assessed when an overdue item is billed for replacement.
Generally, the fee is determined by . . .

e The cost in staff time.
e The amount paperwork required to process the bill for the patron.
e The cost of replacing or withdrawing the item.

The processing fee is assessed in addition to the replacement cost of the item. For
details on determining the replacement cost of an item, see the section “About Item
Replacement Values” in this user’s guide.

3.2.2.2 Amount of Processing Fee Canceled at Check-in

The Processing Fee Canceled at Check-in specifies the portion of the original
processing fee that is deducted from the total fee if the item is returned. Since items
are often returned affer the patron is billed, you can use this setting to recover some of
the cost in processing bills.

Note: The amount you specify for the Processing Fee Canceled at Check-in is
deducted on/y from processing fees added to patron accounts automatically via a Bill
notice. Any processing fee added manually via the Fine Adjustment Wizard must also
be deleted manually.

3.2.2.3 Processing Fee Used for Blocks

The Processing Fee Used for Blocks setting determines whether Virtua uses the
processing fees charged to a patron when calculating system blocks.

For this setting, you can choose either...

e Yes - When calculating system blocks, Virtua uses the processing fees charged to a
patron.
-OR-

e No - When calculating system blocks, Virtua does NOT use the processing fees
charged to a patron.
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For more information on system blocks, see the section “Working with the Alerts and
Blocks Matrix” in this uset’s guide.

3.2.3 Working with the Item Price Fee Parameters

Via the Location + Patron Matrix, you can define two settings related to item price:

e Item Price Fee Remains at Check-in - The amount of the item price fee that
remains on the patron’s account even if the item is returned. It is intended to let
your library keep some of the replacement cost of the item.

Note: The Item Price Fee Remains at Check-in applies on/y to item price fees
added to patron accounts automatically via a Bill notice. Any item price fees added
manually via the Fine Adjustment Wizard must also be modified manually.

e Item Price Fee Used for Blocks? - Determines whether Virtua uses item price
fees charged to a patron in calculating system blocks. For Item Price Fee Used for
Blocks, you can choose either . . .

¢+ Yes - When calculating system blocks, Virtua uses the item price fees charged
to a patron.

_OR-

¢ No - When calculating system blocks, Virtua does NOT use the item price fees
charged to a patron.

3.2.4 Working with Patron Record Settings

Via the Location + Patron Matrix, you can set values related to the expiration or
deletion of patron records.

3.2.4.1 Patron (Record) Expiration Settings

In the Patron Expiration area of the Location + Patron Matrix, you can select one of
the following radio button options:

e DPeriod - Defines the default period for which a patron record is valid. The Patron
Record Expiration Period consists of . . .
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— A number.
— A unit of time (minutes, hours, days, or years).

e Fixed Date - Specifies a fixed date on which the patron record expires. The
Patron Record Expiration Fixed Date consists of a date, which you select from a
calendar.

Based on the period or fixed date you specify, Virtua automatically calculates an
expiration date for new patron records as they are created. You can modify the
expiration date in specific patron records as needed.

Note: In most cases, the Patron Record Expiration Period is added to the record
creation date to determine when the patron record expires. For example, if the
Patron Record Expiration Period is five years, patron records created in the year
2003 will expire in the year 2008. If you choose a Patron Record Expiration Period
that would cause a patron record to expire beyond the year 9999, however, the
expiration year is rounded down to 9999.

You can also set the time of day that applies to the Patron Record Expiration
Period or the Patron Record Expiration Fixed Date.

Note: The Time of Day setting is optional. If you do not specify a Time of Day,

e The Patron Record Expiration Period is calculated by adding the specified
period to the date and time when the Location + Patron Matrix is saved.
_OR-

e The Patron Record Expiration Fixed Date takes effect at midnight at the start
of the date specified.

3.2.4.2 Patron (Record) Delete Settings

In the Patron Delete area of the Location + Patron Matrix, you can select one of the
following radio button options:

e DPeriod - Defines the period of time before an expired patron record is considered
for deletion from the database by a batch program. The Patron Record Delete
Period consists of . . .

— A number.
— A unit of time (minutes, hours, days, or years).
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e Fixed Date - Specifies a fixed date on which the patron record is considered for
deletion from the database by a batch program. The Patron Record Delete Fixed
Date consists of a date, which you select from a calendar.

You can also set the time of day that applies to the Patron Record Delete Period or the
Patron Record Delete Fixed Date.

Note: The Time of Day setting is optional. If you do not specify a Time of Day,

e The Patron Record Delete Period is calculated by adding the specified period
to the date and time when the Location + Patron Matrix is saved.
-OR-

e The Patron Record Delete Fixed Date takes effect at midnight at the start of
the date specified.

3.2.5 Determining If Holds Are Allowed on Items
Available at the Log-in Location

The Hold Allowed When Available Item Exists at Log-in Location setting lets you
specify whether you allow a hold request when an available item exists at the patron’s
log-in location (i.e., the location from which the request is being placed). You can set
Hold Allowed When Available Item Exists at Log-in Location to either . . .

e Yes - A hold request is allowed when an available item exists at the patron’s log-in
location, and Virtua will place the hold against the avazlable item.

_OR-

e No - A hold request is NOT allowed if Virtua finds an available item at the
patron’s log-in location.

3.2.6 Determining If Holds Are Allowed on Items
Available at Non-log-in Locations

Using the setting Hold Allowed When Available Item Exists at Another Location
setting, you can specify whether a hold request is allowed when an available item
(which does not qualify for a page or loan) exists at a location other than the location
at which the request is being placed. You can set Hold Allowed When Available Item
Exists at Another Location to either. . .

® Yes - A hold request is allowed when an available item exists at a non-log-in
location, and Virtua will place the hold against the avazlable item.
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_OR-

e No - A hold request is NOT allowed if Virtua finds an available item at the non-
log-in location.

3.2.7 Determining If Holds Are Allowed on Bibliographic
Records Without Items

Using the setting Allow Request for Bibs Without Items, you can specify whether a
user logged in to this location may place a hold request on a bibliographic record that
has NO items attached. You can set Allow (Hold) Request for Bibs Without Items to
either . . .

e Yes - A hold request is allowed and is placed against incoming items as they are
cataloged.
-OR-

e No - A hold request is NOT allowed on bibliographic records if there are no
attached items

Notes:

e Ifanitem is added to the bibliographic record during the Request Period, the
item is trapped upon cataloging.

e In order to allow a bibliographic-level request for a title when the item is
attached to a holdings record rather than a bibliographic record, this
parameter must be set to Yes.

3.3 Applying Settings to Other Matrix
Combinations

To help you set up your Circulation matrices more easily and efficiently, the Virtua
Profiler offers the Apply To feature. Using this feature, you can apply settings for a
patticular Location + Patron Matrix to other Shelving Location/Patron Type
combinations.
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To apply matrix settings to other Shelving Location/Patron Type
combinations,

1. On the Location + Patron Matrix window, set the values that you want to apply to
other Shelving Location/Patron Type combinations.

2. Click the Apply To button.

The Apply Settings window appears (Figure 3-5).

Apply Settings

Locations Patron Types
Arlington Library College Student s
Garcia Research Library Exchange Fac —
Harriz Medical Library Exchange Studert
femoarial Archives Family Memberzhip
Wil=on Library Friend of the Library

Graduste Student Type

Hirth “ibimal Shoclart

Ik, Cancel

Figure 3-5. Apply Settings Window for Location + Patron Matrix

3. Choose the Shelving Location/Patron Type combinations to which you want to
apply the current settings (see below for an example).

e In the Locations list box, select one or mote locations.
e In the Patron Types list box, select one or more patron types.

Hints:

e To select a group of adjacent items in a list, hold down the SHIFT key, and
highlight the desired items.

e To select multiple, non-adjacent items in a list, hold down the CTRL key, and
highlight the desired items.

4. When you are finished choosing combinations, click OK.

The settings for the current Location + Patron Matrix window are applied to the
combinations you selected on the Apply Settings window.
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Note:

¢  You do NOT need to save the current matrix values before applying them to
other matrix combinations.

e After you apply settings to other Shelving Location/Patron Type
combinations, you can modify the values as needed.

e Settings on the current Location + Patron Matrix window are NOT applied to
the current Shelving Location/Patron Type combination until you click the
Save button.

For example, Figure 3-6 shows the Apply Settings window, which we accessed from
the Wilson Library + Resident Faculty Matrix window. In Figure 3-6, notice that we
have selected additional Location + Patron Class combinations.

-,

-
Apply Settings
Locations Patron Types
Arlington Library Other Borrower e
Zarcia Research Library Residert Acdult b |
Harriz Medical Library Resident Faculty
Memorial Archives Resident Juvenile
Wilzan Likrary Seniar Ciizen
Staft 7
te=t ]
Il Cancel

Figure 3-6. Apply Settings window: Additional Location + Patron Combinations Chosen

For the example above, when we click OK, the values we set on the Wilson Library +
Resident Faculty Matrix window will be applied to the following combinations:

e Wilson Library + Resident Faculty

e Wilson Library + Staff

e Arlington Library + Resident Faculty

e Arlington Library + Staff

e Garcia Research Library + Resident Faculty
e (Garcia Research Library + Staff
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4. Working with the Location +
Patron + Item Matrix

pertain to particular Shelving Location/Patron Type/Item Class

combinations. In this chapter we discuss how you can use the Virtua Profiler
to set the following Circulation-related values for each of your Shelving
Location/Patron Type/Item Class combinations:

T he values you set up in the Location + Patron + Item Matrix parameter

e Loan rules based on check-out type

e Overdue fines for recalled and non-recalled items
e Grace periods for overdue fines

e Conversion of fines to blocks on library privileges
e Schedules for sending overdue notices

e Schedules for sending bills for overdue items

Renewal limits

Types of requests allowed

Default expiration period for each type of request

This chapter covers the following topics:

Setting Values in the Location + Patron + Item Matrix
About Loan Rules

About Fines and Grace Periods

About Notice Schedules and Renewal Limits

About Requests

Applying Settings to Other Matrix Combinations

R A VR

4.1 Setting Values in the Location +
Patron + Item Matrix

This section provides step-by-step instructions for setting values in the Location +
Patron + Item Matrix. For detailed descriptions of the settings available in the
Location + Patron + Item Matrix, see the sections “About Loan Rules,” “About Fines
and Grace Periods,” “About Notice Schedules and Renewal Limits,” and “About
Requests” in this chapter.
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Important: In order for your Circulation system to work propetly, you must set ALL
the combinations in each of the Circulation matrices: Location + Patron + Item,
Location + Patron, and Location + Item. You can run the script
CheckCircParameters.sh to determine if any of the combinations in the Circulation

matrices have not yet been set. For details, see the 7rtua Systens Management: Circulation
User’s Guide.

To access a particular Location + Patron + Item Matrix in the Virtua Profiler,
1. On the Virtua Profiler main window, click the Circulation tab.

2. Double-click CIRCULATION to see the expanded list of Circulation parameters
(Figure 1-2).

3. Double-click Location + Patron + Item.

The Location + Patron + Item parameter expands to display a list of main
locations (Figure 4-1).
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rw Virtua Profiler g@“

File Edit Swstem Options Help

Global Settings | OPAC | Cataloging  Circulation | Acouistions | AsR |

= CIRCULATION

+|- Location + kem
Location + Patron
Location + Patron + temi
Location Specific Parameters
Patron Types
System Parameters

- [H-[H-[H-[F

|C|:|nnected to muse vtz .com on Y TLS399

Figure 4-1. Circutlation Tab - Location + Patron + Item Parameter Expanded
This list of main locations comes from the Location Names parameter, which you
configure on the Global Settings tab. For details, see the 17rtua Profiler/ Global
Settings User’s Guide.

4. Double-click a location.

The location expands to display a list of patron types (Fzgure 4-2).
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FW Virtua Profiler g@“

File Edit Swstem Options Help

Global Settings | OPAC | Cataloging  Circulation | Acouistions | AsR |

= CIRCULATION
+|- Location + kem
+|- Location + Patran
—|- Location + Patron + fem
+- E-Resources
+- Farcia Research Library
+ _Harris Medical Library

College Student
Faculty
High School Student
Cther Barravweer
Resident - Juvenile
Resident Adut
+- Staff

+- Requesto

+-WWilzon Public Likrary
+- Location Specific Parameters
+- Patron Types
+- System Parameters

E R e R e

Connected to muse vl .com on Y TLS99

Figure 4-2. Location + Patron + Item Parameter - Location Expanded

This list of patron types comes from those you defined via the Patron Types
parameter. For details, see the section “Working with the Patron Types Parameter”
in this user’s guide.

Double-click a patron type.

The patron type expands to display a list of item classes (Figure 4-3).
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FW Virtua Profiler g@“

File Edit Swstem Options Help

Global Settings | OPAC | Cataloging  Circulation | Acouistions | AsR |

—|- Location + Patron + fem [A]
+- E-Resources
+- Farcia Research Library
+|- Harriz Medical Library
=|- Memarial Archives
+- College Student
- Fau:_yrty

=i

Compact Disc
Journals
Juvenile-Fiction
Juvenile-Mon-Fiction
Maps

Realia

Reference

Reserve - 1 Day
Reserve - 3 Day
Reserve - 3 Hours
Sheet Music
Softvware [v]

T D mdie o

Connected to muze vz com on YTLS33
Figure 4-3. Location + Patron + Item Parameter - Patron Type Expanded

This list of item classes comes from those you defined in the Item Class
Definitions parameter. For details, see the section “Working with Item Class
Definitions” in this user’s guide.

6. Double-click an item class.

The appropriate Location + Patron + Item Matrix window appears (Figure 4-4),
where you can set your matrix values.
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W Memorial Archives + Faculty + Books Matrix

l Fines ! Grace ] Motices § Limits ] Requests ]

Regulat Check Out
(" Fixed or Calculsted

("~ Fixed | J [ Protect from recall

f+ Calculsted  Period |1 |r-.-1inutes j [ lgnore requests

In-Houze Check Out
(" Fixed or Calculsted

" Fized | J [ Protect from recall
& Calculated 30 D [ lgnore requests
Period | | s j
Reneywal
(" Fixed or Calculsted
™ Fixed | J [ Protect from recall
= ! [ lgnore requests
Calculated  Period |3|:| |Dawjlfs j
[ Requests per kem that trigger a loan rule change
Apply Ta | Save Cancel

Last modified at 1152010 122845 P by Roat User

Figure 4-4. Location + Patron + Item Matrisc Window
On the Loan Rules tab, in the field labeled Regular Check-out . . .

a. Choose a loan period type by selecting the radio button for . . .

e Fixed or Calculated, if you want the loan period to be determined by a
Fixed OR a Calculated loan period based on the check-out date. If the
check-out date falls o7 or between the start and end date of a Fixed Date
period defined in the Library-defined Dates parameter, then the due date is
set to the date associated with that period. Otherwise, the due date is
calculated using the Calculated Period.

-OR-

e Fixed, if you want the loan period to be determined by the fixed due date

in the Library-defined Dates parameter.
-OR-
e Calculated, if you want to specify a particular loan period.
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b. Choose a Period.

1. If you selected the Fixed or Calculated radio button, complete the
information for BOTH periods as described below.

2. If you selected the Fixed radio button, choose a date category from the
drop-down list. This Period specifies exactly which fixed due date applies
to this Shelving Location/Patron/Item combination.

_OR-

3. If you selected the Calculated radio button, type a specific value, and
choose a unit of time (Minutes, Hours, Days, or Years). For example, you
might specify a Period of 14 Days.

Note: If you select the Calculated radio button, and set the Period to 0 Days,
items of this Shelving Location/Patron Type/Item Class combination are not
allowed to circulate. Items that are designated as non-circulating in this manner can
be checked out using the Selected Time and Date option in the client.
Alternatively, you can make individual items non-circulating for ALL patrons via
the Item Information window in the Virtua client.

c. If desired, select the Protect from recall check box to specify that the “Recallable
by” date for the item always be set to the due date when the item is checked
out or renewed.

d. If desired, select the Ignore requests check box to specify that the due date of an
item with this particular Shelving Location/Patron Type/Item Class
combination not be reduced to the Guaranteed Circulation Period because of

existing requests on the item (see the Reguests per item that trigger a loan rule change
check box).

8. In the fields labeled In-house Check-out and Renewal, choose settings for the loan
period type and the loan period. Use the guidelines provided for Regular Check-

out above.

9. If you would like to specify a number of requests above which the loan period for
the item is automatically set to the Guaranteed Circulation Period . . .

o Sclect the Requests per item that trigger a loan rule change check box.

-AND-
e Enter a number of requests in the text box.

PROPRIETARY INFORMATION OF INNOVATIVE INTERFACES, INC.



10.

11.

12.

13.

14.

15.

16.

17.

Virtua Profiler/Circulation Parameters (v. 16.1) 51

When the number of requests placed against an item is the same as ot more than
the number of requests specified here, the loan period for this item is
automatically set to the Guaranteed Circulation Period.

Note: The value of -1 in the Reguests per item that trigger a loan rule change check box
indicates that the parameter will not be used.

Click the Fines/Grace tab.

Set the Overdue Fine amount for both non-recalled and recalled items.

Note: If your library does not want to charge fines, set the Overdue Fine amount
to 0 (zero).

If you want to configure fines that vary depending on how long the item is
overdue, click the Add button beneath the Override Fines list. For details on
setting the Override Fines parameter, see the section “About Overriding Fines for
Overdue Items” in this user’s guide.

Set the Fine Period (i.e., the fine accrual rate) for both non-recalled and recalled
items.

a. In the text box, type a value.

b. From the drop-down list, select a unit of time (Minutes, Hours, Days, or
Years).

Set the Grace Period for both non-recalled and recalled items.

a. In the text box, type a value.

b. From the drop-down list, select a unit of time (Minutes, Hours, Days, or
Years).

Set the Mail Grace Period.

a. In the text box, type a value.

b. From the drop-down list, select a unit of time (Minutes, Hours, Days, or

Years).

Set the Maximum Fine amount. In order for fines to accrue at all, the value must
be greater than 0.

Set the Guaranteed Circulation period.

a. In the text box, type a value.
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b. From the drop-down list, select a unit of time (Minutes, Hours, Days, or
Years).

18. Choose a setting for Does Fine Accrue from Grace Period. Use the drop-down list
to answer either . . .

e Yes, the fine begins to accrue after the Grace Period.
-OR-
e No, the fine begins to accrue after the due date.

19. Set the Period from Recall Letter to Due Date.

a. In the text box, type a value.
b. From the drop-down list, select a unit of time (Minutes, Hours, Days, or
Years).

20. Click the Notices/Limits tab.
21. In the Non-recalled Items area and in the Recalled Items area,

a. Set the Maximum Number of Notices by typing a value in the text box.

b. Set the Notice Period by typing a value in the text box and choosing a unit of
time (minutes, hours, days, or years) from the drop-down list.

c. If you want to configure notice periods that override the default value specified
in the Notice Period parameter, click the Add button beneath the Override
Notices list.

d. For each patron communication preference (Paper, E-mail, Text, and Both
Text and E-mail), set the Billing Period by typing a value in the text box and
choosing a unit of time (minutes, hours, days, or years) from the drop-down
list.

22. For Renewals . . .

a. Set the Limit by typing a value in the text box.
b. Set the Limit Period by typing a value in the text box and choosing a unit of
time (minutes, hours, days, or years) from the drop-down list.

23. For Review Notices . . .

a. Set “Is First Notice Review Notice?”” by choosing either Yes or NO from the
drop-down list.

b. If you answered Yes to “Is First Notice Review Notice,” set the Review Notice
Days Before Due Date. You can configure a different value for each patron
communication preference type (Paper, E-mail, Text, and Both Text and E-
mail),
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Click the Requests tab.

For each type of request (hold, recall, loan, and page) set . . .

e Request Allowed to either . . .

¢ Yes - The request type is allowed for the Shelving Location/Item Class
combination.
_-OR-

¢ No - The request is NOT allowed for the Shelving Location/Item Class
combination.

e The Default Expiration Period by typing a number in the text box and
choosing a unit of time (Minutes, Hours, Days, or Years) from the drop-down

list.

o The Assess fee when request is. . . settings by typing a fee amount in each text box
(Placed, Trapped, Picked up, etc.) for which you want to assess a fee.

If you like, click the Apply To button to apply these settings to additional Shelving
Location/Patron Type/Item Class combinations. For details, see the section
“Applying Settings to Other Matrix Combinations” in this chapter.

When you are finished setting matrix values, click the Save button.

Your settings are saved to the database.
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4.2 About Loan Rules

You can set Loan Rules on the Loan Rules tab of the Location + Patron + Item
Matrix window (Figure 4-5).

W Memorial Archives + Faculty + Books Matrix

Fegular Check Out
(" Fixed or Calculsted

" Fized | J [ Protect from recall

(* Calculsted  Period |1 |r-.-1inutes j [ lgnore requests

In-Houze Check Out
(" Fixed or Calculsted

" Fixed | J [ Protect from recall
o Calculated 0 [ Ignore requests
Period | |DEWS j
Reneswal
(" Fixed or Calculsted
{" Fixed | J [ Protect from recall
v Calculsted  Period |3|;| |Days j [ lgnore requests
[~ Requests per kem that trigger a loan rule change
Apply Ta | Save Cancel

Last modified at 15152010 122845 P by Root Uszer

Figure 4-5. Location + Patron + Item Matrisc Window - Loan Rules Tab

Loan Rules let you specify how Virtua determines the due date of checked out and
renewed items. On the Loan Rules tab of the Location + Patron + Item Matrix, you
can specify the loan period for Regular check-outs, In-house check-outs, and renewals.

The Protect from recall and Ignore requests check boxes allow you to specify whether the
item can be recalled eatlier than the due date for the item, and whether the item can be

checked out for its full circulation period regardless of outstanding requests.

The Requests per item that trigger a loan rule change check box allows you to specify the
number of requests at or above which the loan period for the item will change.
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When you perform a check-out or renewal in the client, you can specify the check-out
type in the Check-out Type area on the Check Out/Renew window (Figure 4-6).

W Check Qut/Renew - Virtua Library - Wilson Library - 940 - Steele, James

=/o/ed

Patron Check-outs | patron Linits ]

Patron 940 A~ Information

barcode: | ]

MName: Steele, James 19840209 A= $1.20
Patron bype:  Library Board Member Requested: o
Home library:  Wilson Library -- code: 10000 L Owerdue: ]
Registering  Wilson Library -- 10000 Billed: ]
Library: )

Primary 141 Courthouse Sgquare Blacksburg B | Last Ttem: - Bal
Address: - Cakegory Limit: 410

Check-out Type

{ Regular (" Fixed Time

" In-house (" Selected Time: == Date:

Item Barcode Title | Due Dake|Time | Shelf Location
1000011697 & pictorial guide to American spinning wh...  64f2012 5:00:00 PM ‘ilson Library
|+ Print Receipts Item Barcode: |

{" After Each Item {* WWhen Check-outs Are Complete

[v Remember Last Check-out Type

Prink | |

Figure 4-6. Check Out/Renew Window

When you perform a check-out, if you set the Check-out Type to . . .

¢ Regular - Virtua determines the item’s due date using the values set in the
Regular Check-out field on the Loan Rules tab in the Location + Patron +
Item Matrix.

¢ In-house - Virtua determines the item’s due date using the values set in the In-
house Check-out field on the Loan Rules tab in the Location + Patron + Item
Matrix.

When you perform a renewal, if you set the Check-out Type to . . .

¢ Regular - Virtua determines the item’s due date using the values set in the
Renewal field on the Loan Rules tab in the Location + Patron + Item Matrix.
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Note: If an item is originally checked out as an In-house check-out, all
renewals of that item are calculated as In-house as well, even if you select the
Regular radio button on the Check Out/Renew window.

¢ In-house - Virtua determines the item’s due date using the values set in the In-
house Check-out field on the Loan Rules tab in the Location + Patron + Item
Matrix.

Note: For Regular and In-house check-outs and renewals, Virtua uses the Location +
Patron + Item Matrix for the item’s shelving location.

In the Location + Patron + Item Matrix, for each transaction type (Regular Check-out,
In-house Check-out, and Renewal), you can choose one of the following loan periods:

e Fixed - Tells Virtua to determine the loan period of an item using the Fixed
Period specified in the Location + Patron + Item Matrix AND the due date set in
the Library-defined Dates parameter.

For example, if you set the Regular Check-out loan period to Fixed/Quarter, when
you perform a Regular check-out, Virtua sets the item’s due date to the due date
specified in the Library-defined Dates for Quarter Loans.

For details on library-defined due dates, see the section “Working with Library-
defined Dates” in this user’s guide.

Note: The meaning of Fixed in the Location + Patron + Item Matrix is different
from the meaning of Fixed on the Check Out/Renew window. For details on the
meaning of Fixed on the Check Out/Renew window, see the section “About
Setting the Default (Due) Date and Time” in this user’s guide.

e Calculated - Tells Virtua to calculate the loan period of and item using the
Calculated loan period you specify in the Location + Patron + Item Matrix.

For example, if you set the Regular Check-out loan period to Calculated/30 Days,
when you perform a Regular check-out, Virtua calculates the due date by adding 30
days to the check-out date.

Note: When you check out or renew an item, Virtua checks the calendar. If the due
date falls on a closed day, Virtua adjusts the due date forward to the first open day (see
the section “Working with the Closed Dates Parameter” in this user’s guide).
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e Fixed or Calculated - Tells Virtua to use the transaction date to determine
whether the loan period of an item should be Fixed or Calculated.

*

If the transaction date falls o7 or between the start and end dates of a Fixed Date
period defined in the Library-defined Dates parameter, Virtua uses the Fixed
loan period as described above.

If the transaction date does NOT fall on or between the start and end dates of
a Fixed Date period, Virtua uses the Calculated loan period as described above.

For example, let’s say you have a Fixed Date period defined in the Library-defined
Dates parameter for June 1 - June 30. When you perform a Regular check-out o7 or
between June 1 and June 30, Virtua sets the item’s due date to the due date specified
for that Fixed Date period. If you perform a Regular check-out before June 1 or
after June 30, Virtua uses the Calculated loan period you specify in the Location +
Patron + Item Matrix.

For details on library-defined due dates, see the section “Working with Library-defined
Dates” in this uset’s guide.

In the Location + Patron + Item Matrix, for each transaction type (Regular Check-out,
In-house Check-out, and Renewal), you can choose to always set an item’s “Recallable
by” date to the due date, and to ignore requests when calculating an item’s due date.

e Protect from recall - The Protect from recall setting does not prevent an item from
being recalled, but instead determines how the “Recallable by” date is calculated.

If this check box is selected, the “Recallable by’ date for the item is always set
to the due date when the item is checked out or renewed.

Note: Remember that the status of the Ignore requests setting may affect the
calculation of the due date, which, in turn, may affect the calculation of the
“Recallable by date.

If this check box is NOT selected, the “Recallable by”” date for the item is
calculated as usual, by combining the Guaranteed Circulation Period and the
Mail Grace Period.

e Ignore requests -

If this check box is selected, the due date of an item with this particular
Shelving Location/Patron Type/Item Class combination will not be reduced
to the Guaranteed Circulation Period because of existing requests on the item.
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Note: This only applies when calculating the due date of an item with this
Shelving Location/Patron Type/Item Class combination (i.e., at check out or
renewal time).

— If the check box is NOT selected, the due date will be reduced to the
Guaranteed Circulation Period if the “Requests per item that trigger a loan rule
change” limit has been reached (or, if a recall has been placed on the item).

¢ Requests per item that trigger a loan rule change - If this check box is
selected, you will need to specify the number of requests at or above which the
loan period for the item is automatically set to the Guaranteed Circulation Period.

4.3 About Fines and Grace Periods

You can set overdue fines and grace periods on the Fines/Grace tab of the Location +
Patron + Item Matrix window (Figure 4-7). The tab also offers an option labeled
Convert Fine to Block for libraries that prefer to suspend loan privileges via a block
instead of assessing fines for overdue items.
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Figure 4-7. Location + Patron + Item Matrix Window - Fines/ Grace Tab

Virtua uses overdue fine amounts and grace periods to calculate either the fines to be
paid or the number of days that loan privileges are suspended when a patron returns or
renews an overdue item.

On the Fines/Grace tab, Virtua lets you set fines for two types of overdue items.

e Non-recalled Items - Overdue items that have not been recalled although they
may be trapped to satisfy a hold, loan, or page request.

¢ Recalled Items - Overdue items that have been trapped to satisfy a recal/ request.

On the Fines/Grace tab, you can set the following values for both non-recalled and
recalled overdue items:
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e Overdue Fine
e Fine Period

o Override Fine
o Grace Period

You can also set the following values, which apply to both non-recalled and recalled
overdue items:

e  Mail Grace Period

e Maximum Fine

e Convert Fine to Block

e  Guaranteed Circulation Period

e Does Fine Accrue from Grace Period?
e Period from Recall Letter to Due Date.

These settings are described in detail in the following sections.

4.3.1 About Setting Fines for Overdue Items

On the Fines/Grace tab of the Location + Patron + Item Matrix window, you can set
four values that apply to overdue fines for items with a given Shelving
Location/Patron Type/Item Class combination:

e Overdue Fine - The amount of the overdue fine, which you set for both non-
recalled and recalled items. When the Convert Fine to Block option is set, Virtua
uses the Overdue Fine value to determine how many fine periods that loan
privileges will be suspended. For example, if the Overdue Fine is $1.50 and the
Fine Period is 1 Day, the system will interpret that as one and a half days.

e Fine Period - The period of time that elapses between each overdue fine
assessment. This setting applies to both non-recalled and recalled items.

e Opverride Fine - The amount of the fine for one or more fine periods that will
override the default value specified in the Overdue Fine field. See the section
“About Overriding Fines for Overdue Items” for details.

e Maximum Fine - The maximum amount a single overdue fine can be assessed. In
order for fines to be assessed, the value must be greater than 0 i.e., if the value is 0,
assessment of overdue fines is essentially disabled. This setting applies to bozh
recalled overdues and non-recalled overdues.

e Convert Fine to Block - This field contains a drop-down list of all the library-
defined block codes in the system (see the section “Library-defined Blocks” in this
guide). When you select the particular block code that you have set up to handle
days rather than fines, Virtua knows that the values in the Overdue Fine/Fine
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Period fields are to be converted to a block on loan privileges. The block is for the

number of fine periods specified by the fine amount. In other words, a value in the
Convert Fine to Block field tells the system that penalties for overdue materials will
be assessed in terms of time rather than fines.

Note: Library-defined blocks are stored in the 043 subfield $a of the patron
record. Normally, the library must add these blocks to the record manually. But in
the case of the Convert Fine to Block feature, when an overdue item is checked in,
Virtua will automatically add a tag 043 to the patron record. In the 043, the
subfield $a will contain the library-defined block code specified in the Convert
Fine to Block field; in addition, the subfield $d will contain the end date and time
of the suspension period (for more information, see Appendix B).

Consider the following examples:

e If you want overdue fines to accrue at a rate of $1.00 per day, you would set the
Overdue Fine to 1.00 and the Fine Period to 01 Days. If you set the Maximum
Fine to 30.00, however, the Overdue Fine will stop accruing after 30 days.

e If you want the suspension of loan privileges to accrue at a rate of one day for each
day overdue, you would set the Overdue Fine to 1.00 and the Fine Period to 01
Days; in addition, you would set a value in the Convert Fine to Block option. If
you set the Maximum Fine to 30.00, however, the days of suspended privileges will
stop accruing after 30 days.

e If you set the Overdue Fine to 10.00 and the Fine Period to 30 Days, Virtua will
assess an overdue fine of $10.00 at the beginning of every 30-day period. The first
$10.00 fine will be assessed at the start of the fine period and, if the overdue item
is not returned, an additional $10.00 fine will be assessed every 30 days at the start
of each new fine period.

Note: If your library does NOT want to charge fines or suspend privileges for overdue
items, set the Overdue Fine, the Fine Period, and the Maximum Fine to zero.

4.3.2 About Overriding Fines for Overdue Items

The Override Fines area of the Fines/Grace tab of the Location + Patron + Item
Matrix window lets you vary the amount charged per Fine Period depending on how
long an item is overdue.
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As illustrated in Figure 4-8 (which shows a portion of the Fines/Grace tab of the
Location + Patron + Item Matrix window shown in Figure 4-7), the Override Fines
area lets you define one or more Start periods, End periods, and Fine amounts. Each
period is a numeric value from 0 to 9999, and represents the number of fine periods as
specified in the Fine Period field on the tab.

For instance, in Figure 4-8, since the Non-recalled Items Fine Period is 1 day, the

Non-recalled Items Override Fine values mean that the overdue fine for non-recalled
items is:

e $.10 per day for the first five days (days 1-5),
e $.25 per day for the next five days (days 6-10), and
e $.75 per day thereafter for up to 100 days (days 11-100).

Mon-Recalled tems
Overdue Fine | 108

Owerride Fines:

Start | End | Fire
1 pu . TUS _A_
6 10 255 —_
11 100 755 [t
Add | Delete |
Fine Period |1 ||:|E|‘,‘E ﬂ
Grace Period ||;| |Dﬂy3 j

Figure 4-8. Override Fines Section of Location + Patron + Item Matrix, Fines/ Grace Tab

To specify an override fine, click the Add button.
To delete an override fine, select a row and then click the Delete button.

The patron will be charged the regular Overdue Fine amount for that type of item

(recalled or non-recalled) for any time an item is overdue beyond the time defined in
the Override Fines section.
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4.3.3 About Setting the Grace Period for Overdue ltems

On the Fines/Grace tab of the Location + Patron + Item Matrix window, you can
determine the Grace Period for overdue items.

You can set two values related to the grace period:

e Grace Period - An amnesty or “grace” period during which fines are not assessed.
You can set a different Grace Period for non-recalled and recalled items.

e Does Fine Accrue from Grace Period? - Whether fines accrue from the end of
the Grace Period rather than from the due date. This setting applies to both
recalled overdues and to non-recalled overdues. You can set this value to either . . .
¢ Yes, the fine begins to accrue after the Grace Period.

-OR-

¢ No, the fine begins to accrue after the due date.

For example, if the Grace Period is set to five days . . .

e Anitem returned up to five days overdue is NOT fined.

e Anitem returned six (or more) days overdue is fined.
¢ If fines are set to accrue from the due date, the item is fined for six days of
overdue charges.
¢ If fines are set to accrue from the end of the Grace Period, the item is fined for
one day of overdue charges.

4.3.4 About the Guaranteed Circulation Period, the Mail

Grace Period, and the Period from Recall Letter to
Due Date

You can set the Guaranteed Circulation Period and the Mail Grace Period on the
Fines/Grace tab of the Location + Patron + Item Matrix window. These settings
apply to ALL overdue items, both recalled and non-recalled.

e Guaranteed Circulation Period - Specifies the number of days that a patron is
“guaranteed” a borrowed item before it can be recalled by another patron.

e Mail Grace Period - Specifies the number of days required for the delivery of a
recall notice.

e DPeriod from Recall Letter to Due Date - Specifies the number of days used to
recalculate an item’s due date once a recall letter has been generated. A value of 0
means that the recall period will not be used.
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These settings are used in various ways throughout the Circulation system to
determine an item’s new due date in the event of a request.

Together the Guaranteed Circulation Period and the Mail Grace Period are used to
calculate an item’s earliest possible due date, or the “Recallable by” date. The
“Recallable by date is calculated by adding the sum of the Guaranteed Circulation
Period and the Mail Grace Period to an item’s check-out date.

Example: If the Guaranteed Circulation Period is 10 days and the Mail Grace Period
is five days, the “Recallable by” date is calculated by adding 15 days to an item’s check-
out date. The time of day an item is due on the “Recallable by” date depends on your
Due at Closing settings (see the section “About the Due At Closing Settings” in this
user’s guide).

Notes:

e Using the Use Long Loans setting, you can determine whether the “Recallable
by date appears on the Items tab of the View Record window in the Virtua
client. This provides Circulation staff with a quick and easy way of determining
the earliest day on which a checked-out item can come due if another patron
places a recall request on it. For details, see the section “About Using Long
Loans” in this user’s guide.

e Virtua takes closed dates into consideration when calculating the “Recallable by”
date. If the library is closed on the recallable date, the date is adjusted to the first
day the library is open.

The Period from Recall Letter to Due Date is used with the Guaranteed Circulation
Period and the Mail Grace period to determine the new due date once a recall letter
has been generated. The Guaranteed Circulation Period takes precedence over the
Period from Recall Letter to Due Date.

e If both the Guaranteed Circulation Period and Period from Recall Letter to Due
Date are set, and the Guaranteed Circulation date is /afer than the Period from
Recall Letter to Due Date, the due date will be calculated by adding the
Guaranteed Circulation Period and the Mail Grace Period.

e If both the Guaranteed Circulation Period and Period from Recall Letter to Due
Date are set, and the Guaranteed Circulation date is ear/ier than the Period from
Recall Letter to Due Date, the due date will be calculated by adding the Period
from Recall Letter to Due Date and the Mail Grace Period.

Virtua also provides an option that lets you notify patrons automatically via e-mail
when their requested items become available. You can enable this feature via the Send
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e-mail when request item is checked in setting, which appears on the Circulation Basic
Options window.

e If you select this check box, when you check in a requested item, Virtua will
automatically send an e-mail notice to the requesting patron, provided that the
patron has an e-mail address preference and a valid primary e-mail address.

e Ifyou do NOT select this check box, Virtua will not send automatic e-mail notices
when requested items are checked in. These patrons will, however, be eligible to
receive an availability notice via InfoStation or CircReport.exe. For information
on CircReport.exe, see the Systerz Management: Reporting User’s Guide.

Note: If you disable automatic e-mail notification, you may want to enable the Update
request expiration date at check-in setting. For details, see the section “Updating the
Request Expiration Date at Check-in” in this uset’s guide.

For details on sending availability notices manually, see the InfoStation/ Circulation Reports
Reference Guide.

If a recall request is placed on a checked-out item after the borrowing patron has been
allowed to keep the item for the Guaranteed Circulation Period, the item’s new due
date is calculated by adding the Mail Grace Period to the date on which the recall
notice is generated.

In addition, when a patron places an Immediate Recall on a checked-out item, Virtua
calculates the new due date using oz/y the Mail Grace Period. Regardless of whether the
borrowing patron has been allowed to keep the item for the Guaranteed Circulation
Period, in the case of an Immediate Recall, the new due is calculated by adding the
Mail Grace Period to the request notice date.

Note: The original due date is never extended during the calculation of the new due
date. Additionally, when calculating the new due date for a recalled item, Virtua looks
at the Due at Closing setting in the Virtua Profiler to determine the time that should be
associated with the new due date.

The following table provides examples of how the Mail Grace Period and the
Guaranteed Circulation Period can affect the due date of an item. The table does not
take into account the Due at Closing settings.
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Check-out | Original | Guaranteed Mail Recallable ReqL}est New

Dat Due Dat Circ Period Grace bv Date Notice Calculated
ate ue € € FeHOC ! Period y Date Due Date

1 May ‘15 1 Oct ‘15 14 days 5days | 20 May ‘15 | 1 June ‘15 | 6 June ‘15
1 May ‘15 1 Oct ‘15 14 days 5days | 20 May ‘15 | 2 May ‘15 | 20 May ‘15
1 May ‘15 1 Oct 15 0 days 14 days | 15 May ‘15 | 1 June ‘15 | 15 June ‘15
1 May ‘15 | 15 May ‘15 14 days 5days | 15 May ‘15 | 2 May ‘15 | 15 May ‘15
1 May ‘15 | 15 May ‘15 14 days 5days | 15 May ‘15 | 17 May ‘15 | 15 May ‘15

Note: If the new due date falls on a day when the library is closed, Virtua adjusts the
due date forward to the next open day.

4.4 About Notice Schedules and
Renewal Limits

On the Notices/Limits tab of the Location + Patron + Item Matrix window (Figure
4-9), you can set notice schedules and renewal limits. InfoStation®, Virtua’s Web-
reporting subsystem, uses these settings to generate overdue notices for patrons.
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[ il Archi : : A=)
W Memorial Archives + College Student + Book Matrix - —

Loan Rules | Fines / Grace

—Recalled tems

Wax Number Of |1

—Non-Recalled tems
Max Number Of

Notices MNotices
Notice Period Haotice Period |3 IDEYS- .,l
Override Notices: Crverride Notices:
Numberl Feriod | Uitz | Type | Numberl Perind | | itz | Type |
1 7 Days Paper
Add | Delete | Add | Delete |
—Biling Period —Biling Period

Paper Iﬂ— I Days - I Paper Iﬂ_ I Davs VI
E-mail IU— I Days - I E-mail Il}_ I Days vI
Text Iﬂ— IDays vl Text Il}_ IDays VI
Both Text and E-mail IU— IDays vI Both Text and E-mail Il}_ IDays vI

Renewal Limit |15 Iz First Notice a Review Notice IYes v|

—Review Motice Days Before Due Date

Paper Iu Text Iu.
E-mail Iu Both Text and E-mail ID

Apply To | Save I Cancel
Last modified at 1/25/2011 10:12:11 AM by Root User

= — — —— = ——

Figure 4-9. Location + Patron + Item Matrix Window - Notices/ Limits Tab

Using the Notices/Limits tab, you can set values that let you . . .

e Notify patrons when checked-out items are about to reach their due date.
e Schedule the generation of overdue notices for patrons.
e Determine renewal limits.

On the Notices/Limits tab, you can set the following values for both non-recalled and
recalled items:

e Max Number of Notices
e Default Notice Period

e Override Notice Period for any numbered notice
e Billing Period
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In addition, on the Notices/Limits tab, you can set the following values, which apply
both to non-recalled and recalled items:

e Renewal Limit, which consists of the number of times an item can be renewed
e Review notice settings, which consist of . . .

¢ Is First Notice Review Notice?

¢ Review Notice Days Before Due Date

These settings are described in detail in the following sections.

4.4.1 About Configuring Notice Generation Schedules

On the Notices/Limits tab of the Location + Patron + Item Matrix window, you can
set values that control a patron’s eligibility to receive notices. You can set each of these
values for non-recalled and recalled items.

e Max Number of Notices - The maximum number of overdue notices that a
patron can receive for a single item. After a patron receives the Maximum Number
of Notices, the patron can become eligible to receive a bill.

Note:

e The Max Number of Notices setting applies only to overdue notices. If the Is
First Notice a Review Notice setting is configured to send a review notice to
the patron, the review notice is NOT counted toward the Max Number of
Notices.

e Once you set the value for the maximum number of notices, you should not
change it to a value /ess than the current value.

e Notice Period - The default value for the time that must pass between the due
date and first overdue notice and between subsequent notices.

e Opverride Notices - For each numbered notice (first, second, third, etc.), lets you
specify a notice period that overrides the default value specified in the Notice
Period field. The period is a numeric value from 0 to 9999. The options for units
are: minutes, hours, days, and years. To specify an override, click the Add button.

e Billing Period - The amount of time that must pass after the last overdue notice is
sent (as determined by Maximum Number of Notices) before a patron becomes
eligible to receive a bill. When you run the Bills report, Virtua generates bills for all
eligible patrons according to the Billing Period.
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Note: You can configure a different billing period to apply to each type of patron
communication preference (Paper, E-mail, Text, and Both Text and E-mail).

For details on generating patron notices, see the InfoStation User’s Guide.

4.4.2 About Setting Renewal Limits

On the Notices/Limits tab of the Location + Patron + Item Matrix window, you can
set the renewal limit for the patron type.

Values that affect the renewal limit include:

e Renewal Limit - The maximum number of times an item can be renewed for this
Location + Patron Type + Item Class combination.

4.4.3 About Review Notices

You can choose settings for review notices on the Notices/Limits tab of the Location
+ Patron + Item Matrix window. Review notices let your library notify patrons when a
checked out item is about to reach its due date.

The Notices/Limits tab contains two review notice values:

e Is First Notice a Review Notice? - Determines whether to send a review notice

to this Shelving Location/Patron Type/Item Class combination. You can choose
either . ..

¢ Yes, before the item is due, the patron receives a review notice, which reminds
the patron that the item is about to reach its due date.

_OR-

¢ No, patrons do NOT receive a review notice before an item reaches its due
date.

¢ Review Notice Days Before Due Date - If you set “Is First Notice Review
Notice” to Yes, this value determines how many days before the due date to send
the notice.

Note: You can configure a different value to apply to each patron communication
preference type (Paper, E-mail, Text, and Both Text and E-mail),
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4.5 About Requests

On the Requests tab of the Location + Patron + Item Matrix window (Figure 4-10),
you can choose various request-related settings for a particular Shelving
Location/Patron Type/Item Class combination.

[ b |
W Memorial Archives + Resident Faculty + Book Matrix |. 2 &J
Loan Rules Fines.fGrace] Notices / Limits | REJUES]
Assess fee when request is. .

Hold

Request Allowed No hl Placed Trapped Picked up Canceled Mot picked up
Defautt Expiration Period 285 |pays  ~|| 008 008 008 008 008
Recall

Request Allowed No hl Placed Trapped Picked up Canceled Mot picked up
Defautt Expiration Period |60 |pays  ~| | 008 008 008 008 008

Loan

Request Allowed Yes b Placed Trapped Picked up Canceled Mot picked up
Default Expiration Period |3'55 |Day5 j | 003 003 003 .00s 003

Page

Request Allowed No hl Placed Trapped Picked up Canceled Mot picked up
Defautt Expiration Period 285 |pays  ~|| 008 008 008 008 008

Apply To | Save | Cancel

Last modified at 6/3/2010 11:56:51 AM by Root User

Figure 4-10. Location + Patron + Item Matrixc Window - Requests Tab

On the Requests tab of the Location + Patron + Item Matrix window, you can choose
settings that affect whether the following types of requests are allowed:

e Hold - Request on a title or an item where no action is taken until the item is
checked in.

¢ Recall - Request on a checked-out item, which may result in a shortened
due date and a notice to the item's borrower.
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Loan - Request on an available item at a location other than the location at which
the request is made.

Page - Request on an available item at a location that has been designated a paging
location. Generally, pages are used for closed stacks.

In addition, on the Requests tab, you can set the following values for each request type
listed above:

Request Allowed - Whether the request type is allowed for a particular Shelving
Location/Patron Type/Item Class combination. For each request type, you can set
Request Allowed to either . . .

L

Yes - The request type is allowed for the Shelving Location/Patron Type/Item
Class combination.

-OR-

No - The request is NOT allowed for the Shelving Location/Patron
Type/Item Class combination.

Default Expiration Period - The expiration period for a particular request type
when placed by a patron for the Shelving Location/Patron Type/Item Class
combination.

Any request that is not filled by the end of the Default Expiration Period
becomes eligible for deletion via the Expired Requests report.

For each request type, the Default Expiration Period consists of a number and
a unit of time (e.g., 30 Days).

Assess fee when request is . . . - Lets you determine that a fee will be assessed to

the patron when a request of a particular type is . . .

*

Placed - When an item-level request is placed on a qualifying item, the Placed
fee is assessed to the patron record. When a bib-level request is placed, the
Placed fee is assessed on/y when an item is trapped to satisfy it; this fee will be
in addition to the Trapped fee, if configured.

Note: For requests placed via SelfCheck, the SelfCheck application must
support the feeAcknowledged field.

Trapped - When a requested item is successfully trapped at the request
location, the Trapped fee is assessed to the patron record.

Picked Up - When a requested item is successfully picked up by the patron
and checked out, the Picked Up fee is assessed to the patron record.
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Note: This charge is assessed for any request placed via SelfCheck IF the
SelfCheck application supportts the FeeType and FeeAmount fields in the
checkout response.

¢ Canceled - When a request for an item that is ready for pickup is deleted, a
Cancellation fee is assessed to the patron record.

Note: The canceled request fee will work only for requests canceled via the
Virtua client or Chamo.

¢+ Not Picked Up - When a request expires because the patron has not picked it
up, the Not Picked Up fee is assessed to the patron record.

4.6 Applying Settings to Other Matrix
Combinations

To help you set up your Circulation matrices more easily and efficiently, the Virtua
Profiler offers the Apply To feature. Using this feature, you can apply settings for a
particular Location + Patron + Item Matrix to other matrix combinations.

To apply matrix settings to other Shelving Location/Patron Type/Item Class
combinations,

1. On the Location + Patron + Item Matrix window, on each of the three tabs, set

the values that you want to apply to other Shelving Location/Patron Type/Item
Class combinations.

2. Click the Apply To button.

The Apply Settings window appears (Figure 4-17).
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Apply Settings

o |

Cancel

Locations Patron Types tem Clazses

E-Fezources College Studert Books i

Garcia Research Library Facuty Compact Dizc [y

Harriz Medical Library High Schoaol Studert Jaurnals

Memorisl Archives Cther Borrower Juvenile-Fiction

Requesto Resident - Juvenile Juvenile-Mon-Fiction

Wilzon Public Library Resident Adult Mapz =
Chatf Realia =

Figure 4-11. Apply Settings Window for the Location + Patron + Item Matrix

3. Choose the Shelving Location/Patron Type/Item Class combinations to which

you want to apply the current settings (see below for an example).

e In the Locations list box select one or more locations.

e In the Patron Types list box select one or more patron types.

e In the Item Classes list box select one or more item classes.

Hints:

e To select a group of adjacent items in a list, hold down the SHIFT key, and
highlight the desired items.

e To select multiple, non-adjacent items in a list, hold down the CTRL key, and
highlight the desired items.

4. When you are finished choosing combinations, click OK.

The settings for the current Location + Patron + Item Matrix window are applied

to the combinations you selected on the Apply Settings window.

Note:

¢  You do NOT need to save the current matrix values before applying them to
other matrix combinations.

e After you apply settings to other Shelving Location/Patron Type/Items Class
combinations, you can modify the values as needed.

e Settings on the current Location + Patron + Item Matrix window are NOT

applied to the current Shelving Location/Patron Type/Item Class combination
until you click the Save button.

For example, Figure 4-12 shows the Apply Settings window, which we accessed from
the Location + Patron + Item Matrix window. Notice that in Figure 4-12 we have
selected additional Locations, Patron Types, and Item Classes.
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Apply Settings
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Figure 4-12. Apply Settings window: Additional Location + Patron + Item Combinations Chosen

For the example above, when we click OK, the values we set on the Main Library +
Faculty + Fiction Matrix window will be applied to the following combinations:

e Garcia Research Library + High School Student + Books
e Harris Medical Library + College Student + Books

e Harris Medical Library + High School Student + Books
e Wilson Public Library + College Student + Books

e Wilson Public Library + High School Student + Books
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5. Working with Location-specific
Parameters

local policies for specific library locations. In this chapter, we provide details
on setting Location-specific Parameters, which consist of . . .

I ocation-specific Parameters let you tailor the Circulation subsystem to reflect

e Library-defined Dates

This chapter covers the following topics:

= Working with Library-defined Dates

5.1 Working with Library-defined Dates

The Library-defined Dates parameter is located under Location-specific Parameters on
the Circulation tab in the Virtua Profiler. Using the Library-defined Dates parameter,
you can set fixed due dates for any library-defined period.

Note: Examples might include annual loans, quarter loans, semester loans, etc.

Your library has several options for setting up loan periods for your patrons, which we
discuss in the section “About Loan Rules” in this uset’s guide. In the Location +
Patron + Item Matrix, on the Loan Rules tab, when you set a loan rules option to
Fixed, Virtua uses the due date defined in the Library-defined Dates parameter.

Fixed due dates let you specify that all items checked out during a set date range (for
example, Annual, Quarter, Semi-annual, Semester, etc.) are due on the saze date.
Generally, fixed due dates are used by academic libraries, which need the ability for
faculty or graduate students to have extended loan periods or to have all items due at
the end of a term.

For example, you might choose the following values for the fixed due date for
Semester Loans:
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Begin Date End Date Due Date

1/1/2000 5/6/2000 5/18/2000

For the example above, all items checked out between 1/1/2000 and 5/6/2000 are
due on 5/18/2000.

Note: In Virtua releases prior to version 48.0, there were only three library-defined
date categories for loan periods, which were supplied by default: Annual, Quarter, and
Semi-annual. If you added dates to one of these categories in a previous version of
Virtua, that category will appear when you double-click a location. If you did NOT add
dates for a category in a previous version, that category will NOT appear when you
double-click a location. This means that it is possible for NO date categories to appear
when you double-click a location until you have added the first one.

5.1.1 Adding Library-defined Dates

To add Library-defined Dates in the Virtua Profiler,

1. On the Circulation tab, double-click CIRCULATION.
2. Double-click Location Specific Parameters.

3. Double-click Library-defined Dates.

The tree structure expands to display a list of main locations.

4. Highlight the location for which you want to set the fixed dues dates.

Click your right mouse button and then choose Add.

The Library Defined Dates window appears (Figure 5-1).

PROPRIETARY INFORMATION OF INNOVATIVE INTERFACES, INC.



Virtua Profiler/Circulation Parameters (v. 16.1) 77
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p
W Library Defined Dates E]@
Mame: |
Begin Date | End Date Due Date Due Date Time |
Al

Figure 5-1. Library Defined Dates Window - Adding New Date Category

6. Type a name for the date category in the Name text box.

7. Click the Add button to add a new library-defined date. A blank row appears in the
table.

8. In the Begin Date column, choose a begin date using the pop-up calendar.

9. In the End Date column, choose an end date using the pop-up calendar.

Note: The Begin Date and End Date in the same row cannot overlap, and the End
Date of one entry cannot overlap the Begin Date of another entry.

10. In the Due Date column, choose a due date using the pop-up calendar.

11. In the Due Date Time column, type the time of day you want items to be due; e.g.,
the library’s closing time.

12. If needed, click the Add button to add another row to the table.
13. After you add all the dates, click the Save button.

The Add Date Category window closes, and your settings are saved to the database.
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5.1.2 Modifying Library-defined Dates

To modify Library-defined Dates in the Virtua Profiler,

1.
2.
3.

On the Circulation tab, double-click CIRCULATION.
Double-click Location Specific Parameters.

Double-click Library-defined Dates.

The tree expands to display a list of main locations.
Double-click the location for which you want to modify the fixed dues dates.

The tree expands to show any date categories for which fixed due dates have been
set (Figure 5-2).

Note: If you have never added any library-defined, no date categories will appear
when you first double-click a location. If you added dates to the Annual, Quarter,
or Semi-Annual date categories that were supplied by default in versions of Virtua
prior to 48.0, those categories WILL appear with the values set for dates retained.
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Figure 5-2. Ciircnlation Tab - Library Defined Dates Parameter Expanded

Highlight the date category for which you want to modify the fixed dues dates.
Click your right mouse button and then choose Modify.

-OR-

Double-click the desired date category.

The Library Defined Dates window appears (Figure 5-3).
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Figure 5-3. Library Defined Dates Window

7. Make any desired adjustments to existing dates by using the pop-up calendars.

8. Add any new dates as desired by using the pop-up calendars as described in the

section above.

9. Delete any dates as desired, as described in the section below.

10. Modify the due date time as desired.

11. After you have modified and added all the dates, click the Save button.

The Library Defined Dates Category window closes, and your settings are saved to
the database.

5.1.3 Deleting Library-defined Dates

To delete library-defined dates within a Date Category,

1. On the Library Defined Dates window (Figure 5-3), highlight any cell in the row
you want to delete.

2. C(Click the Delete button.

The row is deleted from the table.

3. Click the Save button.
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The deletion is saved to the database.

Note: Although the date is deleted from the list when you click the Delete button,
the date is not deleted from the database until you save your changes.

To delete an entire date category,

1. Highlight the date category that you want to delete.

2. Click your right mouse button and then choose Delete.
The date category is deleted from the database.

Note: If a category is currently in use, the category will not be deleted and the
following message will display: “Delete not allowed. This date category is currently
in use.”
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6. Working with the Patron Types
Parameter

type that you have defined for your library. Virtua uses patron type codes
internally and displays the text of patron type descriptions to let authorized
users identify patron types.

T he Patron Types parameter contains codes and definitions for each patron

In addition to patron type codes and definitions, the Patron Types parameter contains
various request-specific and other settings for each patron type. These settings consist
of the following:

e Request limits for holds, loans, recalls, and pages.

e Request limit on the same Bib-1D.

e Priority setting for the different types of requests.

e Limits on concurrent scheduled item bookings.

e Values used to update a patron type automatically.

e Maximum overdue fine value

e Thresholds for the number of disputes and lost items.

This chapter provides instructions for setting definitions, codes, and request settings
for each patron type in your library.

This chapter covers the following topics:

= Adding New Patron Types

= Moditying Patron Types

= Deleting Patron Types

= Details of Patron Type Settings

6.1 Adding New Patron Types

Below are brief instructions for adding a new patron type and configuring all the
settings associated with that patron type. For details about patron type settings, see the
section “About Patron Type Settings” in this chapter.
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To add a new patron type,

1. On the Virtua Profiler main window, click the Circulation tab.

2. Double-click CIRCULATION to see the expanded list of Circulation parameters
(Figure 1-2).

Highlight the Patron Types heading.
4. Click your right mouse button, and then choose Add.

The Add New Patron Type window appears (Figure 6-1).
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W Add Patron Type W

Patron Type ||

Patron Type Code I

General | ASR |
—Haold Limit —Request Placement Orde
Limit |1 00 Hold |1 j
Period Iu I Overall j Recall I;;_; j
~Recall Limit Loan E -
Limit |1 00
Page |« 4
Period IEI I Ovwerall j
— Update Patron Type
—Loan Limit
Limit IEE. AOE: I
Period |1 ID._ferﬂ" j Next Patron Type: I j
—Page Limit Mumber of Requestz on Same Bib-ID |1
4 IEE' [T Include tem-level requests in that number
Period I1 ID'-‘EFEII j ttem booking limit IU

Max hold, recall, loan, page limit IU
[~ Total dizpute threzhold I

Max Overdue Fine: I 2.00
[~ Total lest threzhold I

[~ Expiration Alert (Days) I

Save Cancel

[NOT SET!

Figure 6-1. Add Patron Type Window

Note: The status bar at the bottom of the window displays NOT SET! until you
save the new patron type.

5. In the Patron Type text box, type the name of the patron type.

6. In the Patron Type Code text box, type an alphanumeric code to identify the
patron type.

7. Set the Hold Limit and Period.
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8. Set the Recall Limit and Period.

9. Set the Loan Limit and Period.

10. Set the Page Limit and Period.

11. Define the Maximum Overdue Fine.

12. Define the Request Placement Order for this patron.

13. Select the Update Patron Type option, if desired, and then specify the Age and
Next Patron Type values.

14. Specity the Number of Requests Allowed on Same Bib-1D.

15. Select or de-select the Include Item-level requests in that number check box.
16. Set the Item Booking Limit.

17. Set the Maximum Hold, Recall, Loan, and Page Limit.

18. Set the Total Dispute Threshold for disputed items.

19. Set the Total Lost Threshold for lost items.

20. Set the Expiration Alert (Days) for expiring patron records.

21. When you are finished configuring the new patron type, click the Save button.

Note: The Save button is enabled only after you supply both the patron type and a
patron type code.

The patron type is saved to the database. The Add Patron Type window closes, and
the new patron type appears under the Patron Types heading on the Circulation tab.

6.2 Modifying Patron Types

To modify the settings for an existing patron type,

1. On the Virtua Profiler main window, click the Circulation tab.
. Double-click CIRCULATION.
3. Double-click Patron Types to see a list of patron types that are defined for your
database.
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W Virtua Profiler u@ﬁ

File Edit System Options Help

Global Settings | OPAC | Cataloging  Circulation | Acquisitions | ASR |

[=- CIRCULATION
-- Location + tem
-- Location + Patron
-- Location + Patron + ttem
-- Location Specific Parameters
= 5

- BCU Etudiant Fac. science -pharmacie
- Corporate

- Faculty

- Juvenile

- Staff

- Test Patron Type 2

- Willa

[#]- Syztem Parameterz

|Cnn nected to clay.vtlz.com on VTLS23

Figure 6-2. Patron Types Heading Expanded

4. Double-click the patron type that you want to modify.

The Modify Patron Type window appears (Figure 6-3).
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W Modify Patron Type - Faculty

@)

Patron Type

IFau.ljri

Patron Type Code I: r

General I ASRH I

—Hold Limit —Request Placement Orde
Lirmiit |1 o Hold I 1 j
Period ||:| I Overall j Recall I 4 j
~Recall Limi — |2 |
Lirmiit |1 o
B I3 =
Period IU Iﬂl.ferﬂll j
—I Update Patron Type
—Loan Limit
Lirmiit |1 o AgE: I
Perind ID ID'.feraII j Mext Patron Type: I j
—Page Limit Mumber of Requests on Same Bib-ID |1 0
Limit IaI 0 [T Include tem-level requests in that number
Pericd IIII ID-.ferﬂII j ttem booking limit =l
WMax hold, recall, loan, page limit 20
[T Total dispute threshold I
Max Overdue Fine: I 340,000.00
[T Total lost threshold I
Save Cancel

Lazt modified at /3002012 8:55:09 AM by Hoot User

Figure 6-3. Modify Patron Type Window

5. Modify the settings as needed. For details, see the section “About Patron Type
Settings” in this chapter.

6. When you are finished making changes, click the Save button.

Virtua saves your changes to the database.
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6.3 Deleting Patron Types

To delete a patron type from the database,
1. On the Circulation tab, expand the Patron Types heading.
Highlight the patron type that you want to delete.

3. Click the right mouse button, and the choose Delete from the pop-up menu.

A confirmation message appears (Figure 6-4).

7 o

Confirm

<P Do wou really wank ko delete this parameter?

Cancel |

Figure 6-4. Patron Type Deletion Confirmation

4. Click OK.

The patron type is deleted from the database.

Note: You cannot delete a patron type that is currently in use. If you attempt to delete
a patron type that is in use, Virtua will display an error message.

6.4 Details of Patron Type Settings

The following sections provide descriptions of the settings that you can configure for
each patron type via the Patron Types parameter.

6.4.1 About the Patron Type and Patron Type Code

On the Add/Modify Patron Type window (Figure 6-1), for each patron type you want
to use in your library, you must specify . . .
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Patron Type - A brief description of the patron type, which appears to authorized
users throughout the system (e.g., Faculty, Student, or Library Staff). You specify
this description in the Patron Type text box on the Add/Modify Patron Type
window.

Patron Type Code - A code of at least two characters that contains only
alphanumeric characters, spaces, and dashes. (Any non-valid character that existed
in a patron type code prior to version 2014.1 has been removed as of 2014.1.)
Patron Type Codes are case-sensitive. For example, FC is different than fc. You
specify this code in the Patron Type Code text box on the Add/Modify Patron
Type window.

Important:

When you add a new patron type, you must specify bo#h the patron type description
and patron type code before you can save the patron type to the database.

When you modify an existing patron type, you CANNOT modity the patron type
code.

6.4.2 About Request Limits

On the Add/Modify Patron Type window (Figure 6-1), you can set request limits for
each patron type. For each type of request, you can limit the number of requests that a
patron can place during a given period of time. The limit applies at the time the
request is placed for all locations.

You can set limits for the following request types:

1
2
3.
4

Hold
Recall
Loan

Page

For each request type, you can set the following two values:

Limit - For a particular request type, the maximum number of requests a patron
can place. The Limit can be any number up to four digits in length.

Period - The period of time during which the Limit applies. You can set the
Period to . . .
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¢ A specific amount of time, consisting of a number and a unit of time (i.e.,
minutes, hours, days, or years). For example, if you set the Limit to 10 and the
Period to 14 days, then the patron can place a maximum of 10 requests in a
two-week period.

-OR-

¢ Overall, which means that the Limit applies at any given time. For example, if
you set the Limit to 10 and the Period to Overall, then the patron can have a
maximum of 10 requests available or pending at any one time.

Hint: If you choose Overall, set the value in the Period text box to zero.

6.4.3 About the Max Overdue Fine

You can set a maximum fine amount for a patron type on the Patron Type window.
This maximum overdue fine is the maximum value allowed for the su» of all of a
patron’s overdue fines of any type (including billed overdue and late renewal fees).

Note that while this setting sets an upper limit on the overdue fines that Virtua will
automatically assign to a patron, a staff member can manually assign overdue fines
beyond this amount via the Patron Information window in the Virtua client.

6.4.4 About the Request Placement Order

You can set values for the Request Placement Order on the Add/Modify Patron Type
window (Figure 6-1). When you place an Auto request in the client, if an item qualifies
for more than one type of request, the Request Placement Order determines which
type of request is placed.

The Request Placement Order lets you establish the placement order of first through

fourth by assigning the numbers 1, 2, 3, or 4 to each request type (hold, loan, page, and
recall).

Note: You can assign each number only once.

For example, consider the following Request Placement Order:

e Hold-3
e Recall-4
e Joan-2

e Page-1
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In this example . . .

e Virtua first checks to see if the item qualifies for a page request. If so, Virtua places
a page request on the item.

e If the item does NOT qualify for a page request, Virtua checks to see if the item
qualifies for a loan request. If so, Virtua places a loan request on the item.

e If the item does not qualify or a page request or a loan request, Virtua checks to
see if the item qualifies for a hold request. If so, Virtua places a hold request on the
item.

e If the item does not qualify or a page request, a loan request, or a hold request,
Virtua checks to see if the item qualifies for a recall request. If so, Virtua places a
recall request on the item.

e If the item does not qualify for any type of request, Virtua cancels the request.

6.4.5 About the Update Patron Type Settings

The Update Patron Type option (Figure 6-5) lets you determine whether Virtua will
automatically update the current patron type to another patron type when patrons of
that type reach a specified age, for example, when Juveniles become Adult patrons.

v Update Patron Type
age!

Mext Patron Type: | j

Figure 6-5. Update Patron Type Option

To utilize the Update Patron Type option,

1. Click the Update Patron Type check box.
2. Type the age at which the change will take place.
3. TFrom the Next Patron Type drop-down list, select the succeeding patron type.

The setting works in conjunction with the script UpdatePatronTypeByAge.sh,

which finds patrons that are set to be updated automatically and then perform the
update.
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6.4.6 About the Number of Requests Allowed on Same
Bib-ID

You can restrict the number of requests (except Auto requests) allowed on the same
bib-ID by setting the Number of Requests on Same Bib-ID parameter on the
Add/Modify Patron Type window (Figure 6-1). The value for Number of Requests on
Same Bib-ID specifies the number of bibliographic-level requests that a patron can
make on the same Bib-ID, which is the unique system-assigned number for a
bibliographic record. Virtua makes this check only on records having the bib level
value of m.

Note:
e Auto requests are exempt from any limit set in this parameter.

e Although a patron can place only ONE item-level request against the same item, a
patron can place any number of bibliographic-level requests.

6.4.7 About the Include Item-Level Requests in that
Number Setting

You can set the Include Item-Level Requests in that Number on the Add/Modify
Patron Type window (Figure 6-7). The Include Item-Level Requests in that Number
setting determines whether item-level requests count towards the limit set in the
Number of Requests Allowed on Same Bib-ID.

e Sclect the check box if you want item-level requests to count towards the limit set
in the Number of Requests Allowed on Same Bib-ID.

e De-select the check box if you do NOT want item-level requests to count towards
the limit set in the Number of Requests on Same Bib-1D.

6.4.8 About the Item Booking Limit

The Item Booking Limit setting on the Add/Modify Patron Type window (Figure 6-1)
lets you determine the total number of scheduled item bookings that a patron of this
type can have at any one time.

For details on working with Item Booking in the Virtua client, see the Circulation
Workflow-Based Reference Guide .
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6.4.9 About the Maximum Hold, Recall, Loan, Page Limit

The Maximum Hold, Recall, Loan, Page Limit setting on the Add/Modify Patron
Type window (Figure 6-7) lets you determine the total number of requests (holds,
recalls, loans, and pages) a patron of this type can have outstanding at any one time.

6.4.10 About the Total Dispute Threshold

The Total Dispute Threshold setting on the Add/Modify Patron Type window (Figure
6-7) defines the total number of disputes, including outstanding and settled disputes,
that a patron of this type can have. Virtua keeps track of the disputed items in tag 036
subfield $a of the patron record, which you, as authorized staff, can edit to adjust the
count. If a patron reaches or exceeds the defined disputed items limit upon trying to
dispute another item, Virtua will display the message “Patron has disputed too many
check-outs. Do you wish to override?” If you have the proper operational security
permission, you can do an override.

6.4.11 About the Total Lost Threshold

The Total Lost Threshold setting on the Add/Modify Patron Type window (Figure
6-7) defines the total number of lost items, including outstanding and settled lost
items, that a patron of this type can have. Virtua keeps track of the lost items in tag
036 subfield $b of the patron record, which you, as authorized staff, can edit to adjust
the count. If a patron reaches or exceeds the defined lost items limit upon claiming to
lose another item, Virtua will display the message “Patron has claimed too many items
as lost. Do you wish to override?” If you have the proper operational security
permission, you can do an override.

6.4.12 About the Expiration Alert (Days)

The Expiration Alert (Days) setting on the Add/Modify Patron Type window
(Figure 6-1) defines the number of days prior to the expiration of the patron record
that will trigger an alert to the user when retrieving the patron record in the Virtua
client, Chamo or through the Self Check station. Specifically, the alert will appear
in the Virtua client when accessing patron information, checking out to the patron,
or placing a renewal or request.

The InfoStation report Patron Expiration Reminders reads the value of this setting
to determine which patrons to report on.
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7. Working with the Schedule Circ
Backup Job Parameter

blocked patrons list files ptrnblok and ptrnblok.txt. These files are used to
ensure that blocked patrons cannot check out items via Virtua’s Circulation
Backup System.

T he Schedule Circ Backup Job parameter lets you schedule the creation of the

W7 Virtua Profiler B
File Edit Systern Options Help

Giobal Settings | OPAC | Cataloging ~ Circulation | Acquistions |

=~ CIRCULATION
-- Location + tem
-- Location + Patron
-- Location + Patron + ttem
-- Location Specific Parameters
-- Patron Types

28 Schedule Circ Backup Job

- System Parameters

Connected to madison on WVTLS01 (MADISONO1)

-

Figure 7-1. Scheduled Jobs Parameter

For more information on the Circulation Backup System, see the Virtua Circulation
Control/Circulation Backup User’s Guide.
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7.1 Scheduling the Generation of the
BlockPat File

The Schedule BlockPat parameter allows you to specify when Virtua creates the
blocked patrons list files ptrnblok and ptrnblok.txt. These files contain a list of
blocked patrons, including the amount of money each blocked patron owes, and up to
10 associated block codes. The Circulation Backup System uses the black list to verify
that a patron is not blocked before allowing a circulation backup transaction.

To schedule the generation of the blocked patrons list file,

1. Click the Schedule Circ Backup Job heading in the Circulation tree, and then click
the Schedule BlockPat parameter.

The BlockPat window (Figure 7-2) appears.

(7 Blockpat T

Mot Scheduled

Schedule Close

b

Figure 7-2. BlockPat Window

2. Click the Schedule button.

The Scheduler window appears (Figure 7-3)
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W Scheduler l = ﬁ,l

Scheduling: Generate Patron Block File

Start | 2:00:00 AWM= | 9/14/2011 |

Every |24 |Huur5 j

Between the hours of:

12:00:00 AM === and 12:00:00 AN == I
On I

v Wonday |v Friday
[ Tuesday [ Saturday
v Wednesday [ Sunday
[~ Thursday
Motification
Tries Before Library Notification: |E- :‘
Email: reisingere@vtls.com
i |
OK | Cancel |
L

Figure 7-3. Scheduler Window

3. On the Scheduler window, specify the time of day and days of the week on which
you would like the block patrons list file to be generated.

4. In the Notification area, specify the number of scheduled download or update
attempts the system is allowed to make before sending a generic notification to the

library.
5. Click the OK button.

The Scheduler window is closed, and the BlockPat window (Figure 7-4) is updated to
display the schedule you have configured.
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L

i N
7 BlockPat EEI

Start 9142011 2:00:00 AM. Every 24 Hours Between 12:00:00 &AM And
12:00:00 AM On Monday, Wednesday, Friday,

Un-Schedule | || Schedule ! Close

Figure 7-4. BlockPat Window, Displaying Schedule

Virtua will update the ptrnblok and ptrnblok.txt files using the schedule you defined.
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8. Working with Circulation System
Parameters

subsystem. This chapter provides details on setting Circulation System
Parameters. This chapter also contains information on the relationship
between System Parameters and other parameters in the Virtua Profiler.

C irculation System Parameters create the foundation of the Circulation

This chapter covers the following topics:

Accessing Circulation System Parameters
Working with the Account Adjustment Notes
Working with the Alerts and Blocks Matrix
Working with Automatic Check-ins

Working with the Billed Patron Note Parameter
Working with Block Code Definitions

Working with Check-out Limits

Working with Circulation Basic Options

Working with the Closed Dates Parameter
Working with Controlled Patron Values

Working with Fine Code Definitions

Working with ILL Options

Working with Item Class Definitions

Working with Item Class Groups

Working with the Library Calendars Parameter
Working with the Library Hours Parameter
Working with Loans/Pages Setup

Working with the Notification Options Parameter
Working with the Patron Block History Parameter
Working with Patron Diagnostic Messages Parameter
Working with Patron Type Values

Working with Receipt/Slip Setup

Working with Request Groups

Working with the Request Location Routing Parameter

L L L L VL U U (O VO VR VA Ve
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8.1 Accessing Circulation System
Parameters

To access Circulation System Parameters,

1. On the Virtua Profiler main window, click the Circulation tab.
Double-click CIRCULATION to see the expanded list of Circulation parameters
(Figure 1-2).

3. Double-click System Parameters.

The tree structure expands to show the list of System Parameters (Figure §-1).

' N

T Virtua Profiler = | B i

File Edit Systern Options Help

Global Settings | OPAC | Cataloging  Circulation | Acquisitions | ASR |

=l CIRCULATION ~
- Location + tem

- Location + Patron

- Location + Patron + ltem

- Location Specific Parameters

- Patron Types

#- Scheduled Jobs

S8 5ystem Parameters

- Account Adjustment Notes
[#]- Alertz & Blocks

- Billed Patron Mote

- Block Code Definitions i
- Check-out Limits.

- Circulation Basic Options
[#- Clozed Dates

[#- Controlled Patron Values
- Fine Code Definitions

- ltem Class Definitions

[+ tem Clags Groups

[+~ Library Calendars

Ml ikermm: Umsems

Connected to lvnx on 11_1NC

m

Figure 8-1. Circulation Tab - System Parameters Expanded

4. Double-click the desired parameter or heading.
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The appropriate window or list of headings appears, where you can set values for
the parameter. The following sections provide details on accessing and setting each
of the Circulation System Parameters.

8.2 Working with the Account
Adjustment Notes

Using the Account Adjustment Notes parameter (Figure §-2), you can define a set of
“canned” messages that will serve as account adjustment notes, or reasons for an
adjustment to a patron account. Notes created here and marked as active will be
available in a drop-down list in the Virtua client. The first note in the parameter will be
the default and will appear first in the drop-down list.

The Account Adjustment Notes parameter contains a Require Adjustment Note check
box. If the check box is selected, the Virtua client will automatically prompt you to
select an option from the adjustment note drop-down list when you adjust an account
or dispute, waive, delete or reinstate a fine or fee.

W Account Adjustment Notes E]@
Active |N|:|te Tent |
[ Require Adjustment Note Add Delete Save Cancel

Figure 8-2. Account Adjustment Notes Window

To create an account adjustment note,
1. On the Virtua Profiler main window, click the Circulation tab.

2. Double-click CIRCULATION to see the expanded list of Circulation parameters
(Figure 1-2).
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3. Double-click System Parameters.
4. Double-click Account Adjustment Notes.
5. On the Account Adjustment Notes window, click the Add button (Figure 8-3).

W Account Adjustment Notes E]@
Active |Nnte Text
|
[ Require Adjustment Note Add Delete Save Cancel

Figure 8-3. Account Adjustment Notes Window

6. Type the text of a note that will serve as a reason for an account adjustment.

7. Accept the Active check box selection for the note.
-OR-
If you do not want the note to be available to select in the drop-down list in the
client, de-select the check box in the Active column.

8. If you want the Virtua client to prompt you with this drop-down list of reasons
when you make an adjustment to a patron account, select the Require Adjustment
Note check box.

9. Click the Save button.

To delete an account adjustment note,

1. Highlight the note you want to delete.
2. Click the Delete button.

Note: You cannot delete notes that are marked as active.
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8.3 Working with the Alerts and Blocks
Matrix

In the Alerts and Blocks Matrix, you can define a series of system-calculated alerts and
blocks. Via the Alerts and Blocks Matrix, your library can set for each patron type the
values that will trigger alerts and blocks when you initiate various circulation
transactions.

This section discusses the following topics:

=> Setting Values in the Alerts and Blocks Matrix
= Applying Settings to Other Patron Types

= Understanding the Alerts and Blocks Matrix
= Viewing Alerts and Blocks in the Virtua Client

8.3.1 Setting Values in the Alerts and Blocks Matrix

This section provides step-by-step instructions for setting up the Alerts and Blocks
Matrix. For an overview of the Alerts and Blocks Matrix and for guidelines on setting
appropriate values, see the section “Understanding the Alerts and Blocks Matrix™ in
this chapter.

To set up the Alerts and Blocks Matrix in the Virtua Profiler,

1. On the Virtua Profiler main window, click the Circulation tab.

Double-click CIRCULATION to see the expanded list of Circulation parameters
(Figure 1-2).

Double-click System Parameters.

4. Double-click Alerts & Blocks.

Bl

The tree expands to display a list of available patron types (Figure §-4).
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"\':? Virtua Profiler =B [ﬂ

File Edit System Options Help

Global Settings | OPAC | Cataloging Circulation | Acquisitions | ASR |

= CIRCULATION [~
¥ Location = tem

- Location + Patron

- Location + Patron + ftem

- Location Specific Parameters
- Patron Types

- Scheduled Jobs

: Sj,-*stem Parameters

- Community User (Washington County)
- Delinguent Community User
- Divizion Rezerve
- Faculty
- Mew Patron Type
- Qi Student Debtz
- Retired Faculty/staff
- Special Patrons
- Staff

- Student M
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|Cunnected to clay on WTLS68 (CLAYGE)

Figure 8-4. Circulation Tab - Alerts and Blocks Tree Expanded

5. Double-click the patron type for which you want to set up the matrix.

The Block/Alert Matrix window appears for the selected patron type (Figure §-5).
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Block/Alert Matrix

Alert/Block |Dverdue Recalled Overdus | Billed Reserve Overdus | Owed Amount Daps Overdue Fee dge | Delinguent Owed Amount |
CheckQut Alert 1 1 1 1.00 3 0 0.00
CheckQut Block 10.00 14 0.00
Renewal Alert 1.00 3 0.00
10.00 14 0.00
1.00 3 0.00
10.00 14 0.00
1.00 3 0.00
10.00 14 0.00
1.00 3 0.00
10.00 14 0.00
1.00 3 0.00
10.00 14 0.00

Apply To | Save | Cancel

Renewal Block
Hold Alert

Hold Block
Recall Alert
Recall Block
Loan Alert
Loan Block
Page Alert
Page Block
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Figure 8-5. Block [ Alert Matrix Window

6. In the Overdue column, for each transaction type that appears in the first column,
type the number of overdue items that will trigger an alert or a block.

Note: Recalled overdue items are also counted towards the Overdue totals when
calculating alerts and blocks.

7. In Recalled Overdue column, for each transaction that appears in the first column,
type the number of recalled overdue items that will trigger an alert or a block.

Note:

e Recalled overdue items are counted toward both the Overdue and Recalled
Overdue totals for calculating alerts and blocks.

e If you want all reguested overdue items to be considered as recalled overdue
items for this count, run SetConsiderAllRequestedItemsFlag.sh (see the
System Management: Circulation User’s Guide).

8. In the Billed column, for each transaction that appears in the first column, type the
number of billed items that will trigger an alert or a block.

Note: After an item is billed, Virtua ignores the Days Overdue setting and uses
only the Billed setting for calculating alerts and blocks.

9. In the Reserve Overdue column, for each transaction that appears in the first
column, type the number of billed items that will trigger an alert or a block.

10. In the Owed Amount column, for each transaction that appears in the first

column, type the amount of money that the patron type may owe before the
system responds with an alert or a block.
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11. In the Days Overdue column, for each transaction that appears in the first column,
type the number of days that an item can be overdue before it will trigger an alert
or a block. A single item overdue for the specified Days Overdue triggers an alert or
a block.

Hint: Choose the Days Overdue setting in careful combination with the (Number)
Overdue setting. If the Days Overdue is set to zero, Virtua uses only the (Number)
Overdue to determine delinquencies.

12. In the Fee Age column, type a value to define a threshold for the age (in days) of a
fine or fee. Defining a fee age enables the alert or block based on the time
threshold you enter. For example, if you set the fee age for a CheckOut Alert to
14, then a check-out alert will appear when a check-out is attempted for a patron
with an unpaid fee that is 14 or more days old.

13. In the Delinquent Owed Amount column, type a value to define a threshold for
the amount of a fine or fee that will trigger an alert or a block for a delinquent
patron. A patron is flagged as delinquent by the InfoStation Delinquent Patron
Account report. Until the patron qualifies as delinquent via this report, the alert or
block will not be applied.

14. If desired, click the Apply To button to apply these settings to other patron types.
For details, see the section “Applying Settings to Other Patron Types” in this

chapter.

15. When you are finished setting the matrix values for the patron type, click the Save
button.

Your settings are saved to the database.

8.3.2 Applying Settings to Other Patron Types

To help you configure your Alerts and Blocks Matrix settings more easily and
efficiently, the Virtua Profiler offers the Apply To feature. Using this feature, you can
apply the Alerts and Blocks Matrix settings you have configured for a particular patron
type to other patron types.

To apply Alerts and Blocks Matrix settings to other patron types,

1. On the Block/Alert Matrix window, set the values that you want to apply to other
patron types.

2. Click the Apply To button.
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The Apply Settings window appears (Figure 8-6).

-,

Apply Settings

Participant Types

College Student »
Exchange Fac -
Exchange Student

Family Membership

Friend of the Library

Graduste Student Type
Hirth <=rhnnl <tident

(03 Cancel

Figure 8-6. Apply Settings Window for Alerts and Blocks Matrix

3. Choose the patron types to which you want to apply the current settings.

Hints:
e To select a group of adjacent items in the list, hold down the SHIFT key, and
highlight the desired items.

e To select multiple, non-adjacent items in the list, hold down the CTRL key,
and highlight the desired items.

4. When you are finished selecting patron types, click OK.

The settings for the cutrent Block/Alert Matrix window are applied to the
combinations you selected on the Apply Settings window.

Note:

¢  You do NOT need to save the current matrix values before applying them to
other patron types.

e After you apply settings to other patron types, you can modify the values as
needed.

e Settings on the current Block/Alert Matrix window are NOT applied to the
current patron type until you click the Save button.
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8.3.3 Understanding the Alerts and Blocks Matrix

In each cell of the Block/Alert Matrix, you can specify a value that will trigger an alert
or a block for a specific transaction type when it is initiated for a patron of a given
type. For example, consider the Resident Faculty Block/Alert Matrix in Figure 8-7.

Block/Alert Matrix

Alert/Block, |Dverdue Recalled Overdue | Biled Reserve Overdue | Owed Amount Days Owerdue |
CheckOut Alert 1 1 1 1 010 1
CheckOut Block 3 5555 1 10 25.00 I
Renewal Alert 1 1 1 5 010 1
Renewal Block 9959 9959 1 10 25.00 M
|Hold Alert 1 1 3 & 0.10 1
Hold Block 3 3 3 12 25.00 I
Recall Alert 1 1 0 i 010 1
Recall Block 3 3 3 12 25.00 M
Loan Alert 1 1 1 & 010 1
Loan Block 5 5 5 12 25.00 3
Page Alert 1 1 1 i 010 1
Page Block 3 3 12 25.00 I

Apply To | Save | Cancel

Last Modified 2/17/2010 1:45:40 PK

Figure 8-7. Block/ Alert Matrix Window - An Example

In Figure 8-7, the cell at which the Hold Alert row intersects with the Billed column is
highlighted. In this example, the number 3 specifies that when a patron initiates a hold
request of the type Resident Faculty, an alert will be triggered if the patron has at least
three billed items.

In the cell directly below the Hold Alert/Billed cell, you can specify the number of
billed items that trigger a Hold block for the patron type. In Figure 8-7, the Hold
Block/Billed value is set to 5. This means that if the patron has at least five billed
items, a block will be triggered when the patron initiates a hold request.

Note: In the Block/Alert Matrix, the number 0 is treated as a null value. That is, a
value of 0 will never trigger an alert or a block to be issued. For example, in Figure 8-7,
the Recall Alert/Billed value is set to 0. This means that regardless of the number of
billed items that the patron has, an alert will NOT be triggered if the patron initiates a
recall request.
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For details on the difference between an alert and a block, see the section, “Viewing
Alerts and Blocks in the Virtua Client” in this guide.

The Hold Alert and Hold Block values specified in Figure 8-7 produce the following
results when the patron initiates a Hold request:

1. If the patron has one or two billed items, neither an alert nor a block is triggered.
2. If the patron has three or four billed items, an alert is triggered.
3. If the patron has five or more billed items, a block is triggered.

In addition to these system-calculated alerts and blocks, Virtua lets you define a series
of manual blocks that you can enter into the patron record. For details, see the section
“Working with Block Code Definitions” in this uset’s guide.

8.3.4 Viewing Alerts and Blocks in the Virtua Client

When you initiate a Circulation transaction, Virtua responds with an alert or block
if ...

e The patron’s current account or activity values meet or exceed the limits set in the
Alerts and Blocks Matrix.

e A given transaction will cause the patron to exceed the limits defined in the Alerts
and Blocks Matrix.

An alert simply notifies you of a condition that exists when you perform a given
transaction. For example, you might configure the Alerts and Blocks matrix to trigger
an alert when you perform a check-out for a patron who has five overdue items. In
this way, when you perform a check-out for a patron who has at least five items
overdue, Virtua displays an alert in a pop-up window (Figure 8-8).

FW Messages - VTLS Library E]@W

Patron has items overdue

Figure 8-8. Alert Message
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When you close the Messages window, Virtua proceeds with the transaction.

A block, on the other hand, notifies you of a condition that exists when you perform a
given transaction, and it may cancel the transaction.

Blocks that are triggered by check-outs and renewals give you the option of overriding
the block or canceling the transaction. For example, you might configure the Alerts
and Blocks matrix to trigger a block when you perform a check-out for a patron who
has 10 items overdue. In this way, when you perform a check-out for a patron who has
10 or more items overdue, Virtua displays a block in a pop-up window (Figure §-9).

W Blocks AEE]

Patron has koo many items overdue

Crverride Zancel

Figure 8-9. Block Message Triggered by a Check-out or Renewal

Authorized users can click the Override button to override the block and proceed with
the transaction. If you want to cancel the transaction, you can click the Cancel button.
For additional information on overriding blocks, see the Circulation Workflow-Based
Reference Guide .

Blocks that are triggered by requests appear in a pop-up Error message (Figure 8-10).

= 1

Error

@ Patron has too many items overdue

Figure 8-10. Block Message Triggered by a Request
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You cannot override blocks that are triggered by requests. When you click OK, Virtua
cancels the request transaction.

8.4 Working with Automatic Check-ins

The Automatic Check-ins parameter lets you schedule automatic check-ins for specific
item classes. The automatic check-in function uses the current due date and
automatically backdates check-ins for overdue items of a particular item class. In this
way, no fees are assessed. No user ID or operator ID is captured in the Circulation
Transaction Log.

On the Schedule Automatic Check-ins window (Figure §-17), you can specify the item
classes that you want to be checked in automatically, and you can schedule when the
automatic check-in should take place. To perform the check-ins, the JobScheduler
process on the server will use a new executable AutoChecklIn.exe.

Note: For automatic check-ins to take place as scheduled, you must run the program
JobScheduler.exe in the background. The program requires one parameter—the wait
time in seconds between jobs. JobScheduler.exe reads the timetable in the database
where job schedules are stored and executes the scheduled activity at the specified
intervals.

PROPRIETARY INFORMATION OF INNOVATIVE INTERFACES, INC.



Virtua Profiler/Circulation Parameters (v. 16.1) 111

-W Schedule Automatic Check-ins g@

tem Clazzes:

Adult Lending Accompanying Cazseties
Adult Lending Accompanying Materials

Adult Lending Materialz

Adult Lending Non-Book Materialz

Adult Lending Pericdicalz

Junior Lending Accompanying Cassettes
Mobile Adult Lending Accompanying Materialz
Adult Lending Books

Adult Lending Cazzettez [v]

Al | mmdimes Temom Elmdmein b=

Unzchedule Schedule Cloze

Figure 8-11. Schedule Automatic Check-ins

To schedule/unschedule automatic check-ins for a particular item class,

1. Navigate to the Schedule Automatic Check-ins window via the Circulation tab
>System Parameters > Automatic Check-ins.

2. Select the desired item class from the list at the top of the window.

e If that item class has not already been scheduled, the words No# Scheduled

will appear in the text box at the bottom of the window and the Schedule
button will be enabled.

e If that item class has already been scheduled, the details of the schedule will
appear in the text box at the bottom of the window and both the
Unschedule and Schedule buttons will be enabled.

3. Click the Schedule button to see the Scheduler window for Automatic Check-
ins. Configure or edit the window as desired (for details, see the section

“Working with the Scheduled Jobs Parameter 7).

_OR-

Click the Unschedule button to be prompted: “Are you sure you want to delete
this schedule for Automatic Check-ins?”
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4. Repeat these steps for each item class for which you want to
schedule /unscheduled Automatic Check-ins.

8.5 Working with the Billed Patron
Note Parameter

The Billed Patron Note parameter lets you define a text note that will be automatically
added to the patron record when a patron is billed for an item (either when the Bills
report is run or when a patron is billed manually). If the patron is being billed for
multiple items, only one note will be added to the patron record.

-

(7 Billed Patron Note (2o (5[ Sen |

Please enter note text:

Save Cancel |

Last modified at 1142011 10:00:43 AM by Staff U

L

Figure 8-12. Billed Patron Note Window

8.6 Working with Block Code
Definitions

By manually inserting block codes into the 043 tag and the 007 fixed fields of patron
records, you can block patrons from Circulation transactions, such as check-outs,
check-ins, and renewals. The Block Code Definitions parameter lets you create
definitions for the codes that your library uses to block patrons.

When you initiate a check-out or a renewal for a manually blocked patron (i.e., a

patron whose record contains a block code), Virtua will display a Blocks message in a
pop-up window (Figure §-13).
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W Blocks mE x|

Patron has ikemis) boo many days overdue

Crerride Cancel

Figure 8-13. Block Code Definition Displayed in Error Message

When you initiate a request for a blocked patron, Virtua displays a pop-up Error
message (Figure §-14).

L o

Error

@ Patron has ikem(s) too mary davs overdue

Figure 8-14. Block Code Definition Displayed in Error Message

Note: Authorized users can override blocks that appear during check-out and renewal
transactions. You cannot override blocks that appear when you initiate a request. For
details on overriding blocks, see the Circulation Workflow-Based Reference Guide .

Whenever Virtua displays a manual block, either when you initiate a check-out or
renewal or when you initiate a request, if the block code is defined via the Block Code
Definitions parameter, the pop-up message displays the corresponding definition. In
both Figure 8-13 and Figure 8-14, the block is defined as Owes Fines from a Previous

Semester.
In this way, the Block Code Definitions parameter lets you create the zext for the

messages that appear in the client when you initiate transactions for manually blocked
patrons.
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For details on manually entering blocks into the patron record, see the Circulation
Workflow-Based Reference Guide .

For information on system-calculated alerts and blocks, see the chapter “Working with
the Alerts and Blocks Matrix™ in this user’s guide.

For details on patron blocks, see the Circutation Workflow-Based Reference Guide .

8.6.1 About Block Code Definitions

When configuring the Block Code Definitions parameter, keep in mind that . . .

e FEach block consists of . . .
¢ A block code.
¢ A block code definition (i.e., a brief description of the Block Code, which will
serve as the text of the error message).

e FEach block code . ..
¢ Must be alphanumeric and contain two characters.
¢ Is case sensitive, which means AA is different than aa.
¢ Must be mannally added to and deleted from patron records.

8.6.2 About Library-defined and Fixed-field Blocks

Using the Block Code Definitions parameter, you can create your own definitions for
1) library-defined block codes and 2) predefined block codes that correspond to 007
fixed field positions.

8.6.2.1 Library-defined Blocks

A library-defined block is any two-character block code that you manually insert into
the 043 tag of the patron record. Via the Block Code Definitions parameter, you can
create definitions for your library-defined block codes.

If you insert into the 043 tag a block code that is NOT defined in the Block Code
Definitions parameter, when you initiate a Circulation transaction for the patron,

Virtua displays only the code in the error message. For example, in Figure 8-15 and
Figure 8-16, the block code is FP.
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=Tk

Patraon is blocked For the Following reason - FP ;I

Override |

Figure 8-15. Block Message Displaying Block Code

eror x|

Q Patron is blocked For the Following reason - FP

Figure 8-16. Error Message Displaying Block Code

Virtua reserves two block codes for address blocks: aa and AA. If the code aa or AA
exists in 043 $a of the patron record, the patron is blocked from receiving Circulation
notices. Innovative recommends that in the Block Code Definitions parameter you
define the codes aa and AA as .Address Block.

Additionally, Virtua reserves the block code 27 to block delinquent patrons via
InfoStation’s Delinquent Patron Accounts report. This block code is pre-defined in the
Block Code Definitions parameter.

8.6.2.2 Fixed-field Blocks

A fixed-field block is a block that you set manually via the 007 fixed fields of the
patron record. Each 007 fixed-field block has a predefined block code that corresponds
to its fixed-field position. For example, the block Charging Privileges Denied is in the 01
position of the 007 fixed fields. Thus the block code for Charging Privileges Denied is 01.
These predefined block codes appear by default in the Block Codes Definitions
parameter.

You can view all the patron fixed-field blocks in the 007 Fixed Field Editor (Figure
8-17). Notice that Charging Privileges Denied is in the first position.
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W Fixed Field Editor

Blocks and Restrictions {Patron) 007 Fixed Fields

Chrg Priv Deny: é"-.lut

Institution: |DeFault Institution ﬂ

Renw Priv Deny: W
H-P Priv Dery: W ILL Priv Derwe: W
Card Stolen: W Man Ttms Chrod: W
Maxed Renewls: W M Tkrn RE Clns: W
Excsy Fines: W Excsy Fees: W
Max Itms Billed:  |Mat blocked Sys Chokout Blk: l—_l
Sys Hold Blk: I—_| Address Elk: W
Sys Loan Bilk: I—_| Tys Recl Blk: l—_l

Recl Priv Deny: |Mot blocked
Card Lost: Mok blocked
Maz Tkns Odue: W
Max Itms Losk:  |Mat blocked
Recall Cwdue: W
Sys Renw Ell:

Other Circ Blks: Mok blocked

Tvs Page Blk:

ol | Cancel |

Figure 8-17. Fixced Field Editor

Only the codes for fixed-field blocks are predefined. You must create your own
definitions for fixed-field block codes via the Block Code Definitions parameter.
Otherwise, when you initiate a transaction for a blocked patron, Virtua displays the
fixed field code in the pop-up message (Figure 8-18 and Figure 8-19).

: 13 Blocks

=10l x|

Patron is blocked For the Following reason - 01

Cwverride |

[—

[

Figure 8-18. Block Message Displaying Fixed-field Block Code
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Eror x|

Q Patron is blocked For the Following reason - 01

Figure 8-19. Error Message Displaying Fixed-field Block Code

The following fixed-field blocks (Figure §-17) appear in the Block Code Definitions
parameter by default. The codes appear highlighted in red, and they cannot be deleted.
However, you can modify each definition as needed, keeping in mind that the
definition is the message that will appear in the Blocks window in the client.

F ixe‘};;j{d é’:;itim/ Fixed Field Description/Block Code Definition
01 Charging privileges denied
02 Renewal privileges denied
03 Recall privileges denied
04 Hold-placing privileges denied
05 ILL privileges denied
06 Card reported lost
07 Card reported stolen
08 Too many items charged
09 Too many items overdue
10 Has made too many renewals
1 Too many claims of items returned
12 Too many items lost
13 Excessive outstanding fines
14 Excessive outstanding fees
15 Has recall overdue
16 Too many items billed
20 Address block
21 Other Circulation-related blocks (specified in field 043)
26, 28-55 Cogsortium only: Institution symbol for the institution at
which the blocks apply.
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The following fixed-field block codes are system generated. The labels for the codes
appear in the 007 fixed-field layout in the Fixed Field Editor, but you cannot set them
manually. Neither can you see/define them in the Block Code Definitions parameter.
Virtua assigns these blocks as appropriate, often in conjunction with a diagnostic
message. All diagnostic messages are available for translation in the Virtua language
table.

The block code 27, which is used by the Delinquent Patron Accounts report to add a
block in the patron record 043 tag, also appears in the Block Code Definitions
parameter by default.

Note: For customers using the HKPL Patron Editor in version 2011.2, the description
of each of the following block codes will be displayed as appropriate but will not be
editable. The text strings will be available for translation in the Language Editor.

E ixe‘g;z}(d é’:jiﬁon/ Fixed Field Description/Block Code Definition
17 System Check-out Block
18 System Renewal Block
19 System Hold Block
22 System Loan Block
23 System Recall Block
24 System Page Block

For details about translating strings in the Language Editor, see the Vzrtua Translation
and String Customization Guide.

8.6.3 Configuring the Block Code Definitions Parameter

To configure the Block Code Definitions parameter,

1. On the Circulation tab, under System Parameters, double-click Block Code
Definitions.

The Block Codes window appears (Figure 8-20), displaying the predefined block
codes that correspond to the blocks and restrictions in the 007 fixed field, and the
27 block code that is used by the Delinquent Patron Accounts report to add a
block in the patron record 043 tag. These fixed-field block codes are highlighted in
red and cannot be removed.

PROPRIETARY INFORMATION OF INNOVATIVE INTERFACES, INC.



Virtua Profiler/Circulation Parameters (v. 16.1) 119

rw Block Codes g [ 1

Block Code | Block Description |
Charging privileges denied [A]

Renewal privileges denied

Recall privileges denied

Hold-placing privileges denied

ILL privileges denied

Card reported lost [v]

I

Al Remove Save Cancel |

Figure 8-20. Block Code Definitions Window

2. To add and define a new block, click the Add button.
A blank row appears in the table.
i. In the Block Code column, type a new code in the empty cell.
ii. In the Block Code Definition column, type a definition for the new code.

iii. If needed, click the Add button to add another block code definition.

Note: You must complete all the entries in a single row before you can add
another row.

3. To modify an existing block code definition, highlight the block code or
definition that you wish to modify, and then type over the existing text.

4. To delete a block from the list, highlight the desired row, and then click the
Remove button. Note that you cannot remove system-defined blocks.

5. After you have finished adding, modifying, and deleting codes and definitions, click
the Save button.

Your block code settings are saved to the database.

Note: To change strings or add translations for the block code definitions, use the
Block Codes tab of the Patron Diagnostic Messages window.
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8.7 Working with Check-out Limits

The Check-out Limits parameter lets you define limits on the number of items that a
patron can check out. When a patron has the maximum number of items checked out,
an alert will appear at check-out, indicating to library staff that the check-out limit has
been reached. Staff can then cancel or proceed with the transaction as desired. Check-
out limits consist of two parts:

Check-out Limits Types - The levels at which to impose limits on the number of
items a patron can check out. For details, see the section “Understanding Check-
out Limits Types.”

Check-out Limits - For each component of the check-out limits #pe or fypes you
choose, the threshold, or value, at which staff will be alerted that the check-out
limit has been reached. For details, see the section “Determining Which Check-
Out Limits Types to Use.”

8.7.1 Understanding Check-out Limits Types

Check-Out Limits Types allow you to specify the check-out limits that apply to various
patron, item class, and location combinations. For example, the Patron Type + Item
Check-Out Limits Type allows you to specify check-out limits that apply to each
possible Patron Type/Item Class combination. There are five Check-Out Limits
Types, and each corresponds to a tab on the Check-Out Limits window (Figure §-217):

Patron Type - Check-out limits are set based on patron type alone.

Patron Type + Item - Check-out limits are set based on patron type and item class.
Patron Type + Location - Check-out limits are set based on patron type and
location.

Patron Type + Item + Location - Check-out limits are set based on patron type,
item class, and location.

Patron Type + Item Class Group - Check-out limits are set based on patron type
and item class group. See the section “Working with Item Class Groups™ in this
guide for more information about item class groups.
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W Check-Out Limits - Regular (1.C. 1)

Patron Type  Patron Type + Bem ] Patron Type + Location ] Patron Type + ftem + Location | Patron Type + tem Class Group

¥ dseThesslimts  fem ReguardC.1) <)
Patron Typs Check-Out Limit | Limit Period | Periad Type
Facufty 25 u] Oreerall
Ctherilsc. 10 u] Orverall
Staff 20 0 Crverall
Student 20 0 Crverall

Save

Cancel

Figure 8-21. Check-Out Limits Window - Patron Type + Item Tab

You can configure check-out limits for as few or as many of the Check-out Limits

Types as you wish. Virtua uses the following rules when determining how to impose

check-out limits in the client:

e Check-out limits may be configured and saved on any tab of the Check-out Limits
window, but they are not used in the client unless the Use These Limits check box
is selected. A Use These Limits check box appears on every tab of the Check-out

Limits window, allowing you to enable or disable check-out limits for individual

Check-out Limits Types.

e If no check-out limits are enabled (i.e., the Use These Limits check box is not
selected on any tab of the Check-out Limits window), no check-out limits are

imposed in the client.

e If check-out limits for several Check-out Limits Types are in use, Virtua will

observe the lowest check-out limit configured for the patron type/item
class/location combination that applies to the transaction. Consider the following
example: a patron with the patron type Faculty attempts to check out an item with

the item class DVD. If the check-out limit that corresponds to this patron
type/item class combination is set to 5 on the Patron Type + Item tab, but the
check-out limit for Faculty is set to 25 on the Patron Type tab, Virtua uses the

lower check-out limit of 5 when processing the check-out transaction.
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8.7.2 Determining Which Check-Out Limits Types to Use

The Check-out Limits Types you choose to use on the Check-out Limits window
determine the number of check-out limits values you will need to set. The following
table indicates the check-out limits values you should set, according to the Check-Out
Limits Types you choose to use:

CHECK-OUT
LIMITS TYPE Res
e There is NO limit on the number of items patrons can
check out.
None .
e You do NOT need to set values on the Check-out Limits
window.
e Check-out limits are based on patron type alone.
Patron Type e You should set check-out limits values for each patron type

on the Patron Type tab of the Check-out Limits window.

Patron Type + Item

Check-out limits are based on patron type and item class.
On the Patron Type + Item tab, you should set check-out
limits values for every item class your library allows to
circulate, setting values for each patron type.

For example, if your library uses six item classes, you
should define six sets of limits, one for each item class. Use
the Item drop-down list to select each item class.

Patron Type +
Location

Check-out limits are based on patron type and location.

On the Patron Type + Location tab, you should set check-
out limits values for every location from which you circulate
items, setting values for each patron type.

For example, if your library uses three locations, you should
define #hree sets of limits, one for each location. Use the
Location drop-down list to select each location.
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CHECK-OUT

LIMITS TYPE HERIUILL

e Check-out limits are based on patron type, item class, AND
location.

e On the Patron Type + Item + Location tab, you should set

Patron Type + Item | check-out limits values for every item class + location

+ Location combination in your library.

e For example, if you use six item classes and three location,
you should define 18 matrices, one for each item class +
location combination.

¢ Check-out limits are based on patron type and item class

group.
Patron Type + Item |e On the Patron Type + Item Class Group tab, you should
Class Group set check-out limits values for every item class group. If

some item classes do not belong to an item class group, you
should set check-out limits for those item classes using on
of the other Check-out Limits Types described above.

8.7.3 Aspects of the Check-out Limits Window

The Check-out Limits window (Figure §-27) can contain the following columns:

e Patron - The list of patron types that have been defined for your library. This
column is read-only and provides a label for each row of data in the table.

e Columns that define check-out limits for regular items:
¢ Check-out Limit - The maximum number of regular items that a patron can
check out.

Note: Virtua counts a partial or full check-out of grouped items as ONE
check-out, and a patron must return ALL items from a group before Virtua
reduces the check-out limit count.

¢ Limit Period - The period of time during which the regular Check-out Limit
applies.
¢ Period Type - A unit of time, which defines the regular Limit Period.

e Three columns that define check-out limits for reserve items:
¢+ Reserve Check-out Limit - The maximum number of reserve items that a
patron can check out.
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+ Reserve Limit Period - The period of time during which the Reserve Check-
out Limit applies.

¢ Period Type - A unit of time, which defines the Reserve Limit Period.

When item class is a component of the Check-out Limits Type tab you are viewing
(i.e., either the Patron Type + Item tab, the Patron Type + Item + Location tab, or the
Patron Type + Item Class Group tab), the Reserve columns do NOT appear in the
table. Rather, the Check-out Limits window displays only four columns, as shown in

Figure 8-22.
W Check-Out Limits - Regular (1.C. 1) (2JEd
Patron Type  Patron Type + em l Patron Type + Location ] Patron Type + kem + Location | Patron Type + tem Class Group
[ Use These Limits ftem: |Regular' (1c. 1) j
Ptron Typs Check-OutLimt | Limit Period | Periad Type
Facutty 25 u] Orverall
CtherMlsc. 10 0 Crverall
Staff 20 0 Crverall
Student 20 1] Crverall

Save

Figure 8-22. Check-out Limits Window - Patron Type + Item Class Tab

Via the Item Class Definitions parameter, you can define a Class Type (either regular
or reserve) for each item class you define for your database. In this way, when item
class is a component of the Check-out Limits Type tab you are viewing, Virtua does
not need to use the Reserve columns in the table because each item class itself specifies
whether the limits apply to regular items or reserve items.

When item class is NOT a component of the Check-out Limits Type tab you are
setting, at check out, Virtua uses the limit from either the regular columns or reserve
columns of the table (Figure 8-23) as appropriate, depending on whether a patron is
checking out a regular item or a reserve item. For example . . .

e If you are setting the check-out limits for Patron Type, Virtua uses the settings in
the three Regular columns when a patron checks out an item with a Class Type of
Regular.
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e If you are setting check-out limits on the Patron + Location tab, Virtua uses the
settings in the three Reserve columns when a patron checks out an item with a
Class Type of Reserve.

W Check-Out Limits - Bookmobile
Patron Type | Patron Type + tem  Patron Type + Location I Patron Type + tem + Location | Patron Type + tem Class Groug
Location: |Elookm0bile j
Paron Type Check-Out Limt | Limt Period | Period Type | Reserve Check-Out Limit Limit Period | Period Type |
Acult 0 a Crerall 0 a Crverall ry
Banned &l 0 1} Crverall 1] 1} Crverall
Banned Computer 0 i} Owersll u} i} Owerall
FLCILL 1] a Overall Jul a Overall
FLC Subscription 0 u] Owerall u} u] Overall
duwenile &I FCA.. 0 a Orverall o a Crverall
Juwenile CCO-LA 0 a Overall o a Overall
Juwenile-donat ... 0 ] Owerall a ] Cverall ]
Save Cancel

Figure 8-23. Check-ont Limits Window - Patron Type + Location Tab

Note: For the Patron Type and the Patron + Location Check-out Limits Types, you
must set values in bosh the Regular and the Reserve columns. At check out, Virtua uses
the appropriate values, based on the Class Type of the item being checked out.

8.7.4 Setting Check-out Limits

To set values on the Check-out Limits window,

1. Navigate to the tab that corresponds to the Check-Out Limits Type for which you
want to set check-out limits. For example, Figure 8-24 shows the Location +
Patron tab, where the location selected is the Main Library.
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W/ Check-Out Limits - Main Library (100)
Patron Type | Patron Type + tem  Patron Type + Location l Patron Type + kem + Location | Patron Type + kem Class Group
W Use ThessLimts  Location:  [wain Library (100) -

Patron Type | Check-Out Limt | Limit Period | Period Type | Reserve Check-Out Limit Limt Period | Period Type |
Faculty 25 1] Oerall 4 1 Cverall
Cthertdlzc. 10 i} Owerall 5 1 Owerall

Staff 20 a Overall a 1 Overall

Stuclent 20 1} Crverall H 1 Crverall

Save

Figure 8-24. Check-out Limits Window - Patron Type + Location Tab

2. For each patron type listed in the Patron column on the left, set the following
values as appropriate. For details on determining the columns in which you need to
set values, see the section “Determining Which Check-Out Limits Types to Use”
in this chapter.

e Check-out Limit - The number of regular items the patron can check out
within the specified Limit Period.

e Limit Period - The period during which the Check-out Limit applies. This
number determines for how many minutes, hours, days, or years the Check-out
Limit applies. If, in the Period Type column, you choose Overall, this field is
ignored.

e DPeriod Type - Defines the number in the Limit Period field. You can select
Minutes, Hours, Days, Years, or Overall. For example, if you select Days, the
patron can check out the number of items defined in the Check-out Limit field
over the period of days defined in the Limit Period field.

Note:

e If you select Minutes, Hours, Days, or Years, the Check-out Limit
determines how many items a patron can check out over the Limit Period.

e If you select Overall, the Check-out Limit determines how many items a
patron can have checked out at any one time.

¢ Reserve Check-out Limit - The number of reserve items the patron can
check out within the specified Limit Period.
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e Reserve Limit Period - The period during which the Reserve Check-out
Limit applies. This number determines for how many minutes, hours, days, or
years the Reserve Check-out Limit applies. If, in the Reserve Period Type field,
you choose Overall, this field is ignored.

e Period Type - Defines the number in the Reserve Limit Period field. You can
select Minutes, Hours, Days, Years, or Overall. For example, if you select
Days, the patron can check out the number of items on reserve defined in the
Reserve Check-out Limit field over the period of days defined in the Reserve
Limit Period field.

Note:

e If you select Minutes, Hours, Days, or Years, the Check-out Limit
determines how many items a patron can check out over the Limit Period.

e If you select Overall, the Check-out Limit determines how many items a
patron can have checked out at any one time.

3. When you are finished setting all the values for this Check-out Limits Type, click
the Save button.

Your settings are saved to the database.
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8.8 Working with Circulation Basic
Options

Circulation Basic Options consist of a variety of circulation settings that control
various aspects of the Circulation subsystem:

e Delete/Waive Options

e Request Options

e Jtem Options

e Item Statuses

e Renewal Options

e Global Request Trapping Options
e 3M Options

e Other Options

The following sections provide instructions for configuring these settings in the Virtua
Profiler.

8.8.1 Setting Circulation Basic Options

To set the Circulation Basic Options,

1. On the Circulation tab of the Virtua Profiler tree, under the System Parameters
heading (Figure §-7), double-click Circulation Basic Options.

The Circulation Basic Options window appears (Figure 8-25).
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-

Circulation Basic Options

Delete AMaive Options | Reguest Options | tem Options ] tem 4| *

[ Delete Outstanding Requests
[vw Delete Special Status
[v Require Sctivity Disputetiaive Motes

[w Alloseye weithcraweal of checked out tems
yWhen fees are present...

(" Do nat allowy tem deletion

(" Waive fees

(« Keep fees

Cancel

Last modified at 8122013 10:35:17 AM by Root Uzer

Figure 8-25. Circulation Basic Options Window

8.8.2 About Circulation Basic Options

The following sections describe in detail the settings that you can configure on the
Circulation Basic Options window, and provide guidelines for setting them.
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8.8.2.1 About Delete/Waive Options

On the Delete/Waive Options tab of the Circulation Basic Options window, you can
set options that govern how Virtua treats requests.

(o - - [~ |
Circulation Basic Options
Delete /\Waive Options | Request Options | tem Options | tem ¢ | |

[~ Delete Outstanding Requests
[v Delete Special Status
v Require Activity DisputeiVaive Notes

v &llow withdravwal of checked out tems
““hen fees are present... 1
" Do not allow item deletion

" Waive fees

(¢ Keep fees

Cancel |

Last modified at 81272013 10:35:17 AM by Root User

Figure 8-26. Circulation Basic Options Window - Delete/ Waive Options Tab
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Delete Outstanding Requests - Relates to patron records and item records.

¢

If you select this check box, when you attempt to delete an item record or a
patron record associated with outstanding requests, Virtua deletes all requests
and then deletes the record.

-OR-

If you do NOT select this check box, when you attempt to delete an item
record or a patron record associated with outstanding requests, Virtua prevents
the deletion.

Note: Even if the Delete Outstanding Requests option is enabled, an item with
outstanding requests cannot be deleted if no other item attached to the
bibliographic record is available to fulfill the request.

Delete Special Status - Relates to item records.

¢

L

If you want Virtua to allow the deletion of item records that have a special
status, select this check box.

If you do NOT want Virtua to allow the deletion of item records that have a
special status, de-select this check box.

Require Activity Dispute/Waive Notes - Relates to patron records.

¢

L

If you want Virtua to require Virtua staff to select or add a note when
disputing or waiving a patron fee, select this check box.

If you do NOT want Virtua to require Virtua staff to select or add a note when
disputing or waiving a patron fee, de-select this check box.

Allow Withdrawal of Checked Out Items - Relates to item and patron records.

*

If you want Virtua to allow the deletion of checked out items (e.g., items with
the status Long Overdue) via Withdrawal lists in the Batch Item Editor, select
this check box. For this feature to work propetly, the Delete Special Status
check box should also be selected.

Hint: The deletion of items with the status Long Overdue (status code 4600)
via Withdrawal lists (specifically the “WD-LongOverdue” saved list) in the
Batch Item Editor will be recorded in the Circulation Transaction Log with the
transaction type Long Overdue Withdrawn.

If you do NOT want Virtua to allow the deletion of checked out items via
Withdrawal lists in the Batch Item Editor, de-select this check box.

Note: If you want fines, fees and/or replacement costs associated with the
item to remain on the patron’s Account tab after the items are deleted, select
the Keep Fees radio button, which is discussed below.
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e In the Delete/Waive Options area you can also set three radio buttons to designate
Virtua’s appropriate action with regard to item records When fees are present. ..

¢ Do not allow item deletion — Select this radio button if you do not want
Virtua to allow items that have associated fees to be deleted.

¢+ Waive fees — Select this radio button if you want Virtua to allow the deletion
of item records with associated fines or fees and to waive those fines or fees on
the patron record.

¢ Keep fees — Select this radio button if you want Virtua to allow the deletion of
item records with associated fines or fees and to keep those fines or fees on the
patron record.
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8.8.2.2 About Request Options

The Request Options tab on the Circulation Basic Options window (Figure §-27)
contains settings that determine how Virtua handles requests.

-

Circulation Basic Options E]
e Options ] ftem o "l

[ Send e-mail when requested tem iz checked in

Delete /\aive Options: |

[w Al renewwal of tems with outstanding requests
(" Always
" Only wehen at least one available tem exists
{» Only wehen st least one gualifying item iz available

v Update request expiration date at check-in
v Show total regquests with reguest gqueue position
[ Bookinoz take priority over sstizfied requests
[v Allowe loans at requesting location
[v Request Clear Motification
[w Allowe patrons to request tems they have checked out
[w Deny request when status added disallows loanfpage
[vw Check patron eligibilty before trapping an tem
Agency Reguest Priority

(" Check for agency reguests last
{» Check for agency requests first

Patron Activity ReguestedRecalled tab options

" Recallz on Recalled tab, no Requested tab

(" Al requests on Requested tab, no Recalled tab
(+ Recallz on Recalled tak, others on Reguested takb

Save Cancel

Last modified at 85122013 10:35:17 AM by Root User

Figure 8-27. Circulation Basic Options Window - Request Options Tab
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8.8.2.2.1 Enabling Availability Notification

Virtua provides an option that lets you notify patrons automatically via e-mail when
their requested items become available. You can enable this feature via the Send e-mail
when requested item is checked in setting, which appears on the Circulation Basic Options
window.

o If you select the Send e-mail when requested item is checked in check box, when you
check in a requested item, Virtua will automatically send an e-mail notice to the
requesting patron, provided that the patron has an e-mail address preference and a
valid primary e-mail address.

e If you do NOT select the Send e-mail when requested item is checked in check box,
Virtua will not send automatic e-mail notices when requested items are checked in.
These patrons will be eligible, however, to receive an availability notice via
InfoStation or CircReport.exe. For information on CircReport.exe, see the
System Management: Reporting User’s Guide.

For details on sending availability notices manually, see the InfoStation/ Circulation Reports
Reference Guide.

8.8.2.2.2 Allowing Renewals with Outstanding Requests

The setting labeled AZow renewal of items with outstanding requests lets you specify whether
requested items can be renewed.

When you try to renew a requested item, Virtua notifies you that another patron has
requested the item. The value of this setting determines whether you can proceed with
the renewal.

e If you select the Alow renewal of items with ontstanding requests check box, Virtua will
let you proceed with the renewal of an item when it has an outstanding request,
according to the following settings . . .
¢ Select the Ahwvays radio button if you want to allow items with outstanding
requests to be renewed regardless of the availability of other items.

¢ Sclect the Only when at least one available item exists radio button if you want to
allow items with outstanding requests to be renewed ONLY when another
item is available, even if that item does not qualify to satisfy the request.
Hint: Most users will NOT want to use this option.
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¢ Select the Only when at least one gualifying item is available radio button if you want
to allow items with outstanding requests to be renewed ONLY when another
item is available that can be used to satisfy the request.
e If you do NOT select the Allow renewal of items with ontstanding requests check box,
Virtua will cancel a renewal transaction if there is an outstanding request on the
item.

8.8.2.2.3 Updating the Request Expiration Date at Check-in

The setting Update request expiration date at check-in on the Request Options tab of the
Circulation Basic Options window lets you specify whether the request expiration date
will be automatically updated according to the Hold Pickup Time when a requested
item is checked in. The Hold Pickup time is usually shorter than the original request
expiration date.

e If you select the Update request expiration date at check-in check box, when a requested
item is checked in, the request expiration date will be reset to the Hold Pickup
Time. If an availability notice is later generated for the requesting patron, the
request expiration date is NOT updated again.

Note: If the trapped item is checked out to a patron ozher than the requestor for
whom the item was trapped, the Request Expiration Date is instead reset to the
expiration date chosen by the requesting patron. If no such date exists, then the
Request Expiration Date is recalculated according to the Default Expiration Period
setting in the Location + Patron + Item matrix in the Profiler.

e If you do NOT select the Update request expiration date at check-in check box, the
request expiration date will NOT be updated at check-in.
Instead, the expiration date will only be reset to the Hold Pickup Time when an
availability notice is generated for the requesting patron (via automatic e-mail
notification, InfoStation, or CircReport.exe. For information on CircReport.exe,
see the System Management: Reporting User’s Guide.).

Note: If the Send e-mail when requested item is checked in setting is enabled, patrons
will receive a notice when their requested item is checked in, and will NOT receive a
notice when notices are generated according to the Update request expiration date at check-
in setting.
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8.8.2.2.4 Determining the Display of Request Queue Data

The setting Show total requests with request quene position on the Request Options tab of the
Circulation Basic Options window controls the display of data in the Queue column
on the Pending page of the Patron Information window Activity tab.

e If you select the Show total requests with request queune position check box, the Queue
column will display the request queue position x/y, whete x represents the
patron’s current position and y represents the total number of requests in the
queue.

e Ifyoudo NOT select the Show total requests with request quene position check box, the
Queue column will display only a number that represents the patron’s position in
the request queue.

8.8.2.2.5 Specifying Whether Bookings or Satisfied Requests
Take Priority

The setting Bookings take priority over satisfied requests on the Request Options tab of the
Circulation Basic Options window lets you specify whether scheduled item bookings
take priority over satisfied requests (i.c., requested items that have been trapped but
have not yet been picked up by the requestor).

e If you select the Bookings take priority over satisfied requests check box, an item booking
will take priority over a satisfied request. If you attempt to schedule an item
booking for a satisfied request, the item booking is allowed even if it occurs before
the request expiration date.

e If youdo NOT select the Bookings take priority over satisfied requests check box, an
item booking will NOT take priority over a satisfied request. If you attempt to
schedule an item booking for a satisfied request, the item booking is not allowed if
it occurs before the request expiration date.

For details on working with Item Booking in the Virtua client, see the Circulation
Workflow-Based Reference Guide.

8.8.2.2.6 Allowing Loans at Requesting Locations

The setting Allow loans at requesting location on the Request Options tab of the
Circulation Basic Options window lets you specify whether loans can be satisfied by
items at the requesting location.
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e If you select the Alow loans at requesting location check box, Virtua will allow a loan
request to be satisfied by an item at the requesting location. (The other locations
that can be used to satisty a loan, and the order in which the locations are checked,
will continue to be determined by the Global Request Trapping Options settings,
the Request Groups parameter, and the Request Location Routing parameter.)

e Ifyoudo NOT select the Allow loans at requesting location check box, Virtua uses its
normal loan request trapping logic, which states that a loan request cannot be
satisfied by an item at the requesting location.

8.8.2.2.7 Clearing an Item’s Request Queue

The setting Request Clear Notification on the Request Options tab of the Circulation
Basic Options window lets you specify whether Virtua notifies a user when the user is
about to change the status of an item to a status that will cause all requests for that
item to be removed when the Unsatisfied Request Cancellation report is run in
InfoStation.

e If you select the Reguest Clear Notification check box, Virtua will notify users when
they attempt to change an item status to a status that will cause the item’s request
queue to be cleared.

e If you de-select the Reguest Clear Notification check box, Virtua will NOT notify
users when the user changes an item’s status to a status that will cause the item’s
request queue to be cleared.

8.8.2.2.8 Allowing Requests on Checked Out Items

The setting Alow patrons to request items they have checked ont on the Request Options tab
of the Circulation Basic Options window lets you specify whether a patron may place a
request on an item that they currently have checked out.

e If you select the Alow patrons to request items they have checked out check box, Virtua
will allow a patron to place a request on an item that they currently have checked
out. This setting also enables a patron to place a bibliographic request on another
item attached to the same bibliographic record as an item they have checked out,
such as a request for another volume of the same series.

e If you de-select the Allow patrons to request items they have checked out check box, Virtua
will NOT allow a patron to place a request on an item that they currently have
checked out.
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8.8.2.2.9 Denying Requests When an Item’s Status Disallows
Loans and Pages

The setting Deny request when status added disallows loan/ page on the Request Options tab
of the Circulation Basic Options window allows you to deny a loan or page request by
adding a status to the item that is flagged to satisfy the request.

o If you select the Deny request when status added disallows loan/ page check box, a Deny
By Status button appears on the Loans/Pages window in the Virtua client. Clicking
the Deny By Status button opens an Add New Status window, where you can
assign a new status to the selected request. If the selected request is a loan request,
only those statuses that disallow loan requests will be displayed on the Add New
Status window. If the selected request is a page request, then only those statuses
that disallow page requests will be displayed on the Add New Status window.
When you select a new status and click the OK button, a warning message appears
asking you to confirm that applying the status will cause one or more requests to
be denied and cleared from the request queue.

o If you de-select the Deny request when status added disallows loan/page check box, Virtua
will NOT display a Deny By Status button on the Loans/Pages window.

8.8.2.2.10 Checking Patron Eligibility before Trapping a
Requested Item

On the Circulation Basic Options window, selecting the setting labeled Check patron
eligibility before trapping an item specifies the following: Prior to trapping an item to satisfy
a request, Virtua will perform the same validation against the patron and the item as it
performs before a check-out transaction. If the patron is blocked, the request will not
be trapped, and Virtua will check to see if the item should be trapped for the next
patron in the request queue. The failed request trapping will be recorded in the
Transaction Log.

8.8.2.2.11 Agency Request Priority Options

Agency Reguest Priority
(" Check for agency requests last
{* Check for agency requests first

Figure 8-28. Agency Request Priority Settings - Request Options Tab of Circunlation Basic Options Window
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Agency requests are a way for one branch of a library to request multiple copies of a

book from other branches. This might be for special events, such as a reading club or a

special exhibition. The Agency Request Priority settings let you determine whether to

prioritize agency requests ahead of other requests, or whether patron requests take

priority over agency requests.

e If you want patron requests to take precedence over agency requests, select the
Check for agency requests last radio button.

e If you want agency requests to take priority over patron requests, select the Check
for agency requests first radio button.

8.8.2.2.12 Display of Requested Items on Patron Account Screen

Patron Activity Reguested/Recalled tab options

{ Recalls on Recalled tab, no Requested tab

{ All requests on Requested tab, no Recalled tab
{* Recalls on Recalled tab, others on Reguested tab

Figure 8-29. Circulation Basic Options - Patron Activity... Tab Options

The settings in the Patron Activity Requested/ Recalled tab options offer three options for the
display of requested/recalled items on the Activity tab:

¢ Recalls on Recalled tab, no Requested tab - Recalled items will be displayed on
a Recalled page tab, and items requested for a hold, loan or page will appear on the
Checked Out page tab (with request information available via a right click). If the
recalled items are overdue, they will be displayed on a Recalled Overdue page tab.

e All requests on Requested tab, no Recalled tab - Requested items of any type,
including recalls, will be displayed on a Requested page tab, and there will be no
Recalled page tab. If the requested items are overdue, they will be displayed on a
Requested Overdue page tab.

e Recalls on Recalled tab, others on Requested tab -Recalled items will be
displayed on a Recalled page tab (overdue items on a Recalled Overdue page tab),
and items requested for a hold, loan or page will appear on the Requested page tab
(overdue items on a Requested Overdue page tab).
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i 1

% Patron Information - Documentation = || =] m

Zard Farmat I MARC Forma

Total Ikems: 1
Due Date | Call Mumber | Title | Date Placed | Location |
5/1/2013 10:00:00,., | |american economic history bef,., | [

Summary I Checked Out  pecalled Overdue | Pending I In Transit I

Bill | Zheck In | Renew | Dispute | Info |

[ Print Receipt pdate | Renew Al | Refresh | Close |

Figure 8-30. Patron Account - Recalled Overdune Subtab in Virtua Client
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8.8.2.3 About Item Options

The Item Options tab of the Circulation Basic Options window contains circulation
settings that are particular to items.

Circulation Basic Options

Request Options | tem Statuses | Renewsl opt 4|

-

[v Restrict check-outs to owned tems

[ Restrict staff medisted reneveals to owened tems
[v Do not trap nev tems

[ Dizallowe nesy status for checked out tems

[ Prahikit tem fine payments &t non-aszessed locations
Check-Out MessagesFines
[w Mo meszade o fines at check-out

[w Alzo apply to non-staff check-outs

[ Usze transaction location for due date calculations

Save Cancel

Last modified at 8122013 10:35:17 AM by Root Uzer

Figure 8-31. Circulation Basic Options Window - Item Options Tab
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8.8.2.3.1 Specifying Whether to Restrict Check-outs to Owned
Items

On the Item Options tab of the Circulation Basic Options window, the setting labeled
Restrict checkouts to owned items lets you specify whether staff can check out items
belonging to any location or items belonging only to the current log-in location.

e If this setting is disabled, staff can check out items belonging to any location.
e If this setting is enabled, staff can check out an item only if its owning location is
the same as the current log-in location.

Note: In a consortium environment, enabling this setting means that an item may be
checked out only if its owning location is associated with the current zustitution.

For details on working with check-outs and other circulation transactions in the Virtua
client, see the Circulation Workflow-Based Reference Guide.

8.8.2.3.2 Specifying Whether to Restrict Staff Mediated
Renewals to Owned Items

On the Item Options tab of the Circulation Basic Options window, the setting labeled
Restrict staff mediated renewals to owned items lets you specify whether staff can renew items
belonging to any location or items belonging only to the log-in location.

e If this setting is disabled, staff can renew items belonging to any location.
e If this setting is enabled, staff can renew an item only if its owning location is the
same as the current log-in location.

For details on working with item renewals in the Virtua client, see the Circulation
Workflow-Based Reference Guide.

8.8.2.3.3 Specifying Whether to Trap New Items

The Do not trap new items setting on the Item Options tab of the Circulation Basic
Options window lets you determine the behavior of Virtua in response to creating new
items.

e If this check box is unchecked, when a new item is created manually that could
satisfy a request, the item will be trapped for the request. If the item would satisfy a

PROPRIETARY INFORMATION OF INNOVATIVE INTERFACES, INC.



Virtua Profiler/Circulation Parameters (v. 16.1) 143

request, then its initial status will be either In Transit as it is sent to the appropriate
pickup location or On Hold if the pickup location is the current location.

e If this check box is checked, when a new item is created manually that could satisfy
a request, the item will NOT be trapped and used to satisfy the request and will
NOT be designated In Transit or On Hold, but instead will appear as Available.
However, a warning will be displayed if the item could satisfy a pending request.

Note:

The Do not trap new items setting does NOT...

e Affect Virtua’s behavior at check-in. At check-in, items are always trapped to
satisfy requests.

e Apply to items created upon receipt in acquisitions.

8.8.2.3.4 Disallowing New Statuses on Checked Out Items

The Disallow new status for checked ont items setting on the Item Options tab of the
Circulation Basic Options window lets you disable the Add button on the Statuses tab
of the Item Information window.

e If this check box is selected, the Add button on the Statuses tab of the Item
Information window will be disabled for checked out items.

e If this check box is not selected, the Add button on the Statuses tab of the item
Information window will be enabled for checked out items.

8.8.2.3.5 Specifying Where Patrons Can Pay Fines

On the Item Options tab of the Circulation Basic Options window, the setting labeled
Probibit item fine payments at non-assessed locations lets you specify whether patrons can pay
fines for items at any location or only at the location where the fine was assessed.

e If this setting is disabled, patrons can pay fines for items at any location, regardless
of whether that location is the location where the fine was assessed.

e If this setting is enabled, patrons can pay fines ONLY at the location where the
fine was assessed.

For details on accepting payments for fines in the Virtua client, see the Circulation
Workflow-Based Reference Guide .
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8.8.2.3.6 Enabling or Disabling Messages and Fines at Check-out

On the Item Options tab of the Circulation Basic Options window, the setting labeled
No message or fines at check-out lets you determine how Virtua behaves when an item that
is already checked out to patron A is checked out to patron B.

o If the No message or fines at check-out check box is selected, Virtua will . . .

— Not display a pop-up message warning that the item is already checked out.

— Not assess an overdue fine to patron A’s account, if the item is overdue.

— Delete any existing overdue fines (assessed by running
UpdateOverdueFines.exe) or billing fees that may have been applied against
patron A’s check-out. All deletions will be recorded in the Audit Trail,
provided it is turned on.

o If the No message or fines at check-out check box is NOT selected, Virtua will display a
pop-up message prompting you to click the Accept All button to proceed with the
transaction. Clicking Accept All charges patron A’s account for any fines that

apply.

8.8.2.3.6.1 Also Apply to Non-Staff Check-outs

On the Item Options tab, the setting labeled Ao apply to non-staff check-onts lets you
apply the functionality of the No message or fines at check-ont setting (see above) to non-staff
library members. When the A/so apply to non-staff check-ounts check box is selected, if a
patron checks out an item that is already checked out to another patron, no alert
message will be displayed, no fines will be assessed, and existing fines and fees will be
deleted.

8.8.2.3.7 Specifying Whether to Use Transaction Location for
Due Date Calculations

The setting labeled Use transaction location for due date calenlations on the Item Options tab
of the Circulation Basic Options window lets you specify whether Virtua uses the
transaction location or the item's shelving location to determine the loan rules and fine
calculation rules that apply to check-outs and renewals.

e If this check box is selected, Virtua will. . .

¢ Calculate due dates according to the location at which the transaction takes
place.

¢ Calculate fines using the circulation rules for the location at which the item was
checked out.
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e If this check box is NOT selected, Virtua will use the circulation rules configured
for the item's shelving location to calculate all due dates and fines.

8.8.2.4 About Item Statuses

The Item Statuses tab of the Circulation Basic Options window (Figure §-32) contains
circulation settings that are particular to item statuses.

Circulation Basic Options

Request Options ] ttem Options l Renewal Opt 4| #

-

[w Paid for replacement status
| Paid For Replacement ﬂ

[w Deleted hilled for replacement dispute status
| Billed For Replacement (Long Cverdue) ﬂ

[w Mot &vailakle urtil street date status
| Street Date Mot Reached ﬂ

[w Agency request satisfied status

| Shelving ﬂ

[v Lost and paid status

| Paid For Replacement j
[v Damaged and paid status
| Paid For Replacement j
Save Cancel

Last modified at 8122013 10:35:17 AM by Root Uzer

Figure 8-32. Circulation Basic Options Window - Item Statuses Tab
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8.8.2.4.1 Specifying the Paid for Replacement Status

The setting labeled Pazd for replacement status on the Item Statuses tab of the Circulation
Basic Options window lets you determine how Virtua handles a billed item (i.e., an
item that appears on the Billed page of the patron’s Activity tab) once the fees
associated with the item have been paid.

o If the Paid for replacement status check box is selected, then once the fees for a billed
item are paid, Virtua will remove the item from the Billed page, remove the item’s
Billed for Replacement status (4600), and assign the status specified in this
parameter.

o If the Paid for replacement status check box is NOT selected, then when the fees for a
billed item are paid, the item will remain on the Billed page until the item is
checked in (or until you delete the check-out from the patron’s activity list).

8.8.2.4.2 Specifying the Disputed Billed for Replacement Deleted
Status

On the Item Statuses tab of the Circulation Basic Options window, the setting labeled
Deleted billed for replacement dispute status determines the new status that is assigned to the
item when an item with the status Billed For Replacement is deleted from the
Disputed page of the Patron Information window.

e If you select this check box, then an item with the status Billed for Replacement
that is deleted from the Patron Information window, Activity tab, Disputed sub-
tab will be changed to the status you define in the drop-down list box.

e Ifyoudo NOT select this check box, an item with the status Billed for
Replacement that is deleted from the Patron Information window, Activity tab,
Disputed sub-tab will have its circulation status removed, and all associated fines
and fees will be deleted.

For details on deleting disputes, see the Cireulation Workflow-Based Reference Guide.

8.8.2.4.3 Determining Availability Based on Street Date and
Assigning Status

The setting labeled Not available until street date status on the Item Statuses tab of the
Circulation Basic Options window lets you determine whether Virtua automatically
assigns a selected status to an item when it is added to a bibliographic record that
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contains a street date in the future. The street date is defined in YYYYMMDD format
in the 369 tag subfield $a of the bibliographic record. The setting lets you choose a
status that will prohibit circulation until the street date is reached.

When the street date is reached, you can run the script RemoveStreetDateStatus.sh
to remove the assigned status from all items attached to bibliographic records with a
street date in the past.

e If you select this check box, then items attached to bibliographic records with a
date in the 369 tag subfield $a that is in the future will be assigned the status you
select in the drop-down list box. Once the date in the 369 tag subfield $a is
reached, you can run the script RemoveStreetDateStatus.sh to remove the status
from the item record.

e Ifyoudo NOT select this check box, then Virtua ignores the value in the 369 tag
subfield $a and does not automatically assign the selected status to item records.

For information on running the RemoveStreetDateStatus.sh script, see the Syszen
Management: Circulation User’s Guide.

8.8.2.4.4 Enabling Agency Requests and Assigning a Status

The setting labeled Agency request satisfied status on the Item Statuses tab of the
Circulation Basic Options window lets you determine whether agency requests are
enabled in Virtua, and lets you assign a status to agency requested items when a
requested item is checked in to a requesting location. Agency requests are requests that
one branch of a library makes of other library branches for multiple copies of an item
to use for a book club or other special event.

o If the Agency request satisfied status check box is selected, then libraries will be able to
place agency requests from the View Bibliographic Record window, and agency
requested items will be assigned the selected status when the item is checked in at
the requesting location.

e Ifyoudo NOT select this check box, agency request functionality will not be
available.

8.8.2.4.5 Determining the Lost and Paid Status

The setting labeled Los? and paid status on the Item Statuses tab of the Circulation Basic
Options window lets you determine the status that is assigned to an item after the item
has been reported lost and the patron has paid a replacement fee.
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e If this check box is selected, lost items will be assigned the selected status when the
patron pays the replacement fee.

e If this check box is NOT selected, lost items will not have a status change when
the patron pays the replacement fee.

8.8.2.4.6 Determining the Damaged and Paid Status

The setting labeled Damaged and paid status on the Item Statuses tab of the Circulation

Basic Options window lets you determine the status that is assigned to an item after

the item has been reported damaged and the patron has paid a replacement fee.

e If this check box is selected, damaged items will be assigned the selected status
when the patron pays the replacement fee.

e If this check box is NOT selected, damaged items will not have a status change
when the patron pays the replacement fee.

8.8.2.5 About Renewal Options

The Renewal Options tab on the Circulation Basic Options window (Figure §-33)
contains settings that let you define how the due date of renewed items is calculated.
You can select only one of the options for calculating the due date of renewed options.
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Last modified at 5122013 10:35:17 &AM by Root User

Figure 8-33. Circulation Basic Options Window - Renewal Options Tab

e Seclecting the Use current date for renewals radio button means the due date of a
renewed item is calculated by adding the renewal period to the date on which the
renewal occurs.

e Selecting the Use due date for renewals radio button means the due date of a renewed
item is calculated by adding the renewal period to the item’s original due date.
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8.8.2.6 About Global Request Trapping Options

When a patron requests an item via the Virtua client or Chamo, Virtua uses the Global
Request Trapping Options parameter to determine, via location-related restrictions,
which items qualify for the request. In this parameter, you set a trapping option for
each type of request (for details on request workflows in the Virtua client, see the

Circulation Workflow-Based Reference Guide).

-~

Circulation Basic Options

Renewal Options  Global Request Trapping Options ]3w| Optin 4 P|

Hold 7 Recal |Global

Loan |Glnhal

Page |Glcubal

Local

Graup

Global L}b

Inztitution

Save

Cancel

Last modified at 81 272013 10:33:17 AM by Root User

Figure 8-34. Circulation Basic Options Window - Global Request Trapping Options Tab
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To set the Global Request Trapping Options parameter,

e For each type of request—Holds/Recalls, Loans, and Pages—select an option in
the drop-down list:

¢ Local - Requests are allowed on items belonging to the log-in location only.

¢ Group - Requests are allowed on items belonging to any of the locations
defined within the specified Request Group. If you select this option, when
staff members place a request in the Virtua client, they will be able to specify a
request group that will be used for trapping. For details on Request Groups,
see the section “Working with Request Groups” in this chapter.

¢ Global - Requests are allowed on items regardless of owning or log-in location.
If you select this option, when a request is placed, Virtua log-in location, effect
attempts to satisfy the request with an item from the location that is assigned
the highest priority in the Request Location Routing parameter. For details on
the Request Location Routing parameter, see the section “Working with the
Request Location Routing Parameter” in this user’s guide.

¢ Institution - For use by consortium database users only.

The table below provides examples of how the Global Request Trapping Options
parameter affects whether a particular type of request is allowed, depending on . . .

e The Request Group specified when the request is placed.
e The owning location of the requested item.
e The log-in location of the patron placing the request.
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Request Group A: Main Library, South Branch, North Branch
Request Group B: East Branch, West Branch

Request Setting Log—ir.l Ownir.lg Request | Result: -
Type Location Location Group Requestis. ..
Hold/Recall | Local Main Library | Main Library - Allowed
Hold/Recall | Local Main Library | South - Not Allowed
Branch
Hold/Recall | Group Main Library | East Branch | Group A | Not Allowed
Hold/Recall | Global Main Library | West Branch - Allowed
Loan Group Main Library | East Branch | Group A | Not Allowed
Loan Global Main Library | West Branch - Allowed
Page Group Main Library | North Group A | Allowed
Branch
Page Local Main Library | Main Library - Allowed
Page Global Main Library | East Branch - Allowed

8.8.2.7 About the 3M Options

On the 3M Options tab of the Circulation Basic Options window (Figure §-35), you can
set options specific to the 3M SelfCheck machine.
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Figure 8-35. Ciirculation Basic Options Window - 3M Options Tab
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3M Error Message - The text you type in this field lets you define a message to
appear on the 3M SelfCheck Interface when a patron performs an unsuccessful
transaction. The error message can be up to 2000 characters in length.

Recallable date on 3M receipt - The text in this field appears on the 3M receipt
along with the item’s “Recallable by” date. Adding the “Recallable by’ date to the 3M
receipt will not affect the display of the due date on the receipt.

Hint: The “Recallable by” date is generated by combining the Guaranteed Circulation
period with the Mail Grace period, which you can set via the Location + Patron +
Item Matrix. If the “Recallable by’ date falls on a day the library is closed, Virtua sets
the “Recallable by” date to the next day the library is open.

e If this text box is blank, the “Recallable by” date will not appear on the 3M receipt.

e If this text box contains a label, the label AND the “Recallable by’ date will appear
on the 3M receipt.

8.8.2.8 About Other Options

The Other Options tab on the Circulation Basic Options window (Figure 8-36) contains
miscellaneous circulation settings.
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Figure 8-36. Circulation Basic Options Window - Other Options Tab

8.8.2.8.1 Logging Financial Transactions

On the Other Options tab of the Circulation Basic Options window, the setting
labeled Log financial transactions to the Audit Trail determines whether financial

transactions are logged and available for search using the Audit Trail feature in the
Virtua client.
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e If you select this check box, financial transactions will be logged, and Virtua will
keep a history of paid fees.
If you do NOT select this check box, financial transactions will NOT be logged,
and Virtua will NOT keep a history of paid fees.

There is no way to find transaction data retroactively. For example, if on January 1%
you switch the flag from disabled to enabled, you will be able to search only the
transactions that occurred on or after January 1°.

Note: If you choose to disable this setting, Innovative recommends that you also
remove all permissions to access the Audit Trail in the client via buttons or menu
items.

8.8.2.8.2 Using Long Loans

On the Circulation Basic Options window, the Use Long Loans setting lets you
specify, for checked-out items, whether Virtua displays the “Recallable by” date on the
Items tab of the View Bibliographic Record window (Figure 8-37). With the “Recallable
by” date, staff can quickly identify items that have a long due date but that can be
recalled at an earlier date.

W View Bibliographic Record - Top Secret Library E]@
i 3 R
Ful  Items |marc |
Authior: Hemingway, Ernesk, 1899-1961, S;atu;e(éounts
Tikle: The torrents of spring; & romantic nowvel in honor of the ... 4 EF cuz 1 O [AZEER= v
N P p——— fvailable: a Requested; 0
print: = ok, Scriner, it ©n Hold: 0 Cther; 0
Description: 90p. 21 cm.
Tatal Items: 1 Unsatisfied Requests: 1
Total Requests: 1
Location Collection Code | Call Mumnber Units | C... | Barcode Stakus
‘Wilson Library PZ3.H3736 Told .., 1 BROEZ Recallable by: 5f24/2013 5:00:00 PM
Current Selection: )
111 Show Graup | Stack Request ‘ ‘ Wigw Tken ‘ Delete Ttem ‘ Request Item ‘
™ Masked Agency Reg | ‘ Edit ‘ Request Bib ‘ Add Item ‘ Refresh | Close ‘

Figure 8-37. View Bibliographic Record Window Displaying “Recallable by” Date
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When the Use Long Loans check box is selected, Virtua will calculate the “Recallable
by’ date for checked-out items and display the date on the View Bibliographic Record
window if it is ear/zer than the item’s due date. If the “Recallable by” date is the same as
or later than the due date, Virtua will display the due date.

Important: Even if the Use Long LLoans check box is selected, the “Recallable by”
date will NOT appear on the View Record window if the patron record of the
borrowing patron contains a 1 (one) in position 17 of the 008 fixed field. Instead, the
View Record window displays [Patron Name], Due: [date] (e.g., Smith, John, Due:
1/11/2015 9:30:00 AM).

The “Recallable by” date is generated by combining the Guaranteed Circulation period
with the Mail Grace period, which you can set via the Location + Patron + Item
Matrix. If the recallable date falls on a day the library is closed, Virtua sets the
recallable date to the next day the library is open. For details on setting the Guaranteed
Circulation period and the Mail Grace period, see the section “About the Guaranteed
Circulation Period and the Mail Grace Period” in this uset’s guide.

The Use Long Loans setting only affects the display of the “Recallable by” date on the
Items tab of the View Bibliographic Record window. If the Use Long Loans setting
is...

e Selected - The patron’s notice-generation schedule is uninterrupted. Note that if
the item is overdue or billed, Virtua will not generate a recall notice.

¢ De-selected - The patron’s next notice will be a recall notice or a recalled overdue
ot recalled bill notice, depending on the notice count. The patron will continue to
receive notices according to the notice-generation schedule for recalled items,
which is specified in the Location + Patron + Item Matrix.

For details on recall requests, see the Cireulation Workflow-Based Reference Guide . For

details on generating circulation notices, see the InfoStation/ Circulation Reports Reference
Guide.

8.8.2.8.3 Displaying the Minimum Circulation Question

On the Circulation Basic Options window, the setting labeled Display minimum
cirenlation question determines whether, during a request, Virtua will display the
Minimum Period Needed field. Figure 8-38 shows the Minimum Period Needed field
in the Request Wizard in the Virtua client.

PROPRIETARY INFORMATION OF INNOVATIVE INTERFACES, INC.



158 Virtua Profiler/Circulation Parameters (v. 16.1)
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Figure 8-38. Request Wizard Displaying Mininum Period Needed Field

The Minimum Period Needed field lets you specify the minimum amount of time the
requested material is needed. If an item’s loan period is shorter than the Minimum
Period Needed, it will not qualify for the request.

If you select the check box labeled Display niinimum circulation guestion, when you place a
request, Virtua will display the Minimum Period Needed field, where you can specify
the minimum amount of time the requested material is needed. If you do NOT select
this check box, Virtua will not display the Minimum Period Needed field.

8.8.2.8.4 Specifying Whether Multi-part Items are Unique
Circulation Transactions

On the Circulation Basic Options window, the setting labeled Each part of a multi-part is
unique circnlation lets you specify whether each individual part of a multi-part item is
counted as a unique circulation transaction for the purpose of statistical counts (such
as the Circ Count, Temp Circ Count, etc.).
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e If this setting is disabled, performing a circulation transaction on a multi-part item
results in the appropriate circulation count being incremented by one.

e If this setting is enabled, performing a circulation transaction on a multi-part item
results in the appropriate circulation count being incremented by the number of
pieces associated with the item.

8.8.2.8.5 Specifying Whether to Apply Extra ‘Canceled/Remains
At Check-in’ Fees to the Patron at Check-in

On the Circulation Basic Options window, the setting labeled Apply extra
‘Canceled/ Remains At Check-in’ fees to patron account at check-in lets you specify whether,
when a billed item is checked in, a credit is applied to the patron's account if the . ..

e Canceled At Check-in amount (defined in the Location + Patron Matrix) is greater
than the current balance of the processing fee.
-OR-

e Original Item Price Fee minus the Remains At Check-in amount (defined in the
Location + Patron matrix) is greater than the current balance of the Item Price Fee.

If the Apply extra ‘Canceled/ Remains At Check-in’ fees to patron acconnt at check-in check box

is. ..

e Disabled - At check-in, the Canceled At Check-in amount is deducted from the
balance of the Processing Fee. If the Canceled At Check-in amount is greafer than
the current balance of the Processing Fee, the Processing Fee is reduced to zero.

Also at check-in, Virtua looks at the current balance of the Item Price Fee. If the

Item Price Fee balance is. . .

—  Greater than the Remains At Check-in amount, the balance of the Item Price
Fee is reduced to the Remains At Check-in amount.

—  Less than the Remains At Check-in amount, the balance of the Item Price Fee
remains the same.

e Enabled - At check-in, the Canceled At Check-in amount is deducted from the
balance of the Processing Fee. If the Canceled At Check-in amount is greafer than
the current balance of the Processing Fee, the Processing Fee is reduced to zero
and the difference is applied to the patron’s account as a credit.

Also at check-in, Virtua calculates the original Item Price Fee minus the Remains
At Check-in amount, and deducts the resulting amount from the balance of the
Item Price Fee. If the calculated amount to deduct is greater than the current
balance of the Item Price Fee, the Item Price Fee is reduced to zero and the
difference is applied to the patron’s account as a credit.
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8.8.2.8.6 Removing the Focus from the Close Button on Check-in
and Check-out Messages

On the Circulation Basic Options window, the setting labeled Rewzove focus from Close
button on Check-in and Check-out messages lets you specify whether, when a check-in or
check-out message is displayed,
e The focus is on the Close button by default.

-OR-
e The message window opens without any elements of the window in focus.

It the Remove focus from Close button on Check-in and Check-out messages check box is . . .

e Disabled - When a check-in or check-out message is displayed, the focus is on the
Close button by default.

¢ Enabled - When a check-in or check-out message is displayed, the message
window opens without any elements of the window in focus. The user must use
the mouse or keyboard to select the Close button before closing the window.

8.8.2.8.7 Displaying Overdue Fines in the Bills Report

On the Circulation Basic Options window, the setting labeled Billed Overdue fines in Bills

report? lets you specify whether, when the Bills report is run, you want Virtua to assess

overdue fines and display the data element “Billed Overdue Fines” for every item listed
in the Bills report.

When this setting is enabled, overdue fines will NOT continue to accrue after the bills
report is run. This ensures that if a patron receives a bill notice with overdue fines, the
overdue fine amount the patron must pay a few days after the notice date will be the
same as the overdue fine amount specified in the notice.
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8.9 Working with the Closed Dates
Parameter

The Closed Dates parameter allows you to create, define, and name a set of library
closed dates, which you can then assign to a particular Shelving Location/Item Class
combination. You can create as few or as many different sets of closed dates as needed
for your different library locations.

Note: The Closed Dates parameter is no longer location specific. The names given to
sets of closed dates atre user-defined and ate associated with locations via the Closed
Dates parameter settings. If your database has been migrated from an old version of
the software, it might be confusing to see a list of Location Names appear when you
first expand the Closed Dates tree in your Profiler. If this is your situation, Innovative
recommends that you delete all the existing sets of closed dates and set up new ones
with new labels.

When an item is checked out or renewed, Virtua checks the closed dates so that no
item will come due on a date that the library is closed. If the due date falls on a closed
day, Virtua adjusts the due date forward to the first open day.

If you want, Virtua can also check the closed dates when calculating fines. For details,
see the section “About Fine Accrual During Non-operating Hours” in this uset’s

guide.

The Closed Dates parameter, the Library Calendars parameter, and the Location +
Item Matrix all work together to determine which set of closed dates applies to a
particular Shelving Location/Item Class combination. These parameters interact as
follows:

e Closed Dates parameter — Allows you to configure sets of closed dates. The sets of
closed dates that you configure here will be available to be selected in the Library
Calendars parameter.

e Library Calendars parameter — Allows you to configure library calendars. A library
calendar consists of one or more sets of library hours (as configured in the Library
Hours parameter) and one or more sets of closed dates (as configured in the
Closed Dates parameter). The library calendars you configure here will be available
to be selected in the Location + Item Matrix.

e Location + Item Matrix — Allows you to configure settings that apply to particular
combinations of locations and item classes. Here, you will be asked to select a
library calendar to apply to the Shelving Location/Item Class combination. The
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library closed dates specified in the calendar will apply to this Shelving

Location/Item Class combination.

Hint: Use the Closed Dates parameter to define irregular closed days, such as holidays.

To incorporate closed days into your regular operating hours, use the Library Hours
parameter. For example, you can use the Library Hours parameter to specify that your
library is closed on Sundays. For details, see the section “Working with the Library
Hours Parameter” in this chapter.

8.9.1 Adding Closed Dates

To create a new set of closed dates,

e e

Note: The Add menu option is enabled only when you are logged in as the Root

User.

On the Circulation tab, double-click CIRCULATION.
Double-click System Parameters.

Select Closed Dates.
Click your right mouse button and then choose Add.

The Library Closed Dates window appears (Figure 8-39).

W Library Closed Dates
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= 3Today: 5/4/2010

Mew Definition |

Cloged D ate | D ate Definition

=

Last modified at 5f4/2010 5:05:25 PM by Rook Lser

k.

Cancel

Figure 8-39. Library Closed Dates Window
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5. In the Name field, type the name you wish to associate with this set of library
closed dates.

o

Using the calendar interface, navigate to the desired month and year, and select the
day you wish to specify as a closed date. To select a range, hold down the shift key
to select multiple days.

7. In the New Definition field, type the name (i.e., “New Year’s Day” or “Labor
Day”) you wish to associate with the closed date you have selected.

8. Click the Add button.

A new row containing the closed date and its definition is added to the table. There
will be one row for each day the library is closed.

Note: A given date can exist in the list only once. If you create duplicate entries,
Virtua will return an error message when you attempt to save the parameter.

9. Repeat steps 5-8 to add as many rows to the table as needed.

10. After you add all the desired closed dates, order them in ascending or descending
order by clicking the title of the Closed Date column.

11. Click the OK button to save your configuration.

The Library Closed Dates window closes, and your new set of closed dates is saved
to the database.

8.9.2 Deleting Closed Dates

To delete an existing set of closed dates,

1. On the Circulation tab, double-click CIRCULATION.

2. Double-click System Parameters.

3. Double-click Closed Dates.
The tree structure expands to display a list of all of the sets of closed dates that
have already been configured.

4. Highlight the set of closed dates you wish to delete.

5. Click your right mouse button and then choose Delete.
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Note: The Delete menu option is only enabled when you are logged in as the Root
User.

The set of closed dates is deleted from the database.

Note: If this set of closed dates has been assigned to a calendar in the Library
Calendars parameter, it is also deleted from calendar. For details on configuring
library calendars, see the section “ Working with the Library Calendar Parameter”
in this user’s guide.

8.9.3 Modifying Closed Dates

To modify an existing set of closed dates,

1. On the Circulation tab, double-click CIRCULATION.
. Double-click System Parameters.
3. Double-click Closed Dates.

The tree structure expands to display a list of all of the sets of closed dates that
have already been configured (Figure §-40).
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Figure 8-40. Closed Dates - Expanded Tree

Double-click the set of closed dates you wish to modify.

The Library Closed Dates window appears, with the current closed date settings
displayed (Figure §-47).
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Figure 8-41. Library Closed Dates Window

5. Edit the closed dates as necessary:

e In the Name field, edit the name you wish to associate with this set of library
closed dates.

e Using the calendar interface, change the day you wish to specify as a closed
date. To select a range, hold down the shift key to select multiple days.

e In the New Definition field, edit the name (i.e., “New Year’s Day” or “Labor
Day”) you wish to associate with the closed date you have selected.

6. When you have finished modifying the list of closed dates, order them in ascending
or descending order by clicking the title of the Closed Date column.

7. Click the OK button to save your changes to the database.

8.10 Working with Controlled Patron
Values

The Controlled Patron Values parameter allows you to configure controlled patron
value codes and corresponding text descriptions. The codes you configure here can be
used to make the process of cataloging the patron record 301 and 302 tags more
efficient.

PROPRIETARY INFORMATION OF INNOVATIVE INTERFACES, INC.



Virtua Profiler/Circulation Parameters (v. 16.1) 167

There are different workflows for configuring patron controlled values depending on
your Patron Cataloging Options settings. See the 17rtua Profiler/ Cataloging Parameters
User’s Guide for information on settings that affect controlled patron values.

8.10.1 Legacy Controlled Patron Value Settings

When you double-click on the Controlled Patron Values parameter, the tree structure
expands to display a list of the controlled patron values categories (Figure §-42).

FW Virtua Profiler g@w
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Global Settings | OPAC | Cataloging  Circulation | scquistions | ASR |
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+- Location + fem Tl
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Location Specific Parameters
Patron Types
Schedule Circ Backup Jaokb
Swatem Parameters
Account Adjustment Motes
+- Alertz & Blacks
Avtamatic Check-ins
Billed Patron Mote
Block Code Defintions
Check-out Limits
Circulation Baszic Options
+|- Clozed Dates
—-|-iContralled Patron “alues!
Bodleian Group
Callege
Course
Department
Heafth Care Status
Tutor
Univerzity Card Category

Fina " rrla Mafintinne

Connected to whiteside on WTLS28 (w201 4 2vwhitesideredux

][] [F] [

Figure 8-42. Circulation Tab - Controlled Patron V alnes Parameter Expanded

The controlled patron values categories, listed below, correspond to subfields in the
patron record 301 and 302 tags:
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e College (301/302 tag subfield $c)

e Course (301/302 tag subfield $j)

e Department (301/302 tag subfield $d)

e Health Care Status (301/302 tag subfield $m)

e Tutor (301/302 tag subfield $k)

e University Card Category (301/302 tag subfield $n)

You can configure controlled patron values (codes and corresponding text
descriptions) for each of the categories listed above. When you catalog patron records,
you can enter a controlled patron value code in the appropriate subfield of the patron
record tag 302. When the record is saved to the database, the text description that
applies to that code is populated in the corresponding subfield in the 301 tag.

Note: The Patron Cataloging Options window has a parameter Support selection of
controlled values in patron record that you can select to enable an auxiliary pop-up editor
that allows you to edit patron record 302 tag data more easily. For details, see the
Viirtua Profiler/ Cataloging Parameters User’s Guide.

Consider the following example, which explains how you might use the Controlled
Patron Values parameter in cataloging the Department field (301/302 tag subfield $d)
in the patron record:

Figure 8-43 shows the Controlled Patron Values - Department window. Several
controlled patron value codes have already been configured: ENG, HIST, and MTH.
Each code corresponds to the text description listed opposite it in the Department
Description column.

-~

..
W Controlled Patron Values - Department g@
Code | Department Dezcription |

EMG Department of English Lterature
HIST Department of Hiztary
MTH Department of Mathematics
Aclcd cancel
SJ2302006 4:12:31 PM

Figure 8-43. Controlled Patron Values - Department Window
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In the Virtua client, open a patron record for editing. In the 302 tag subfield $d, enter
the controlled patron value code you wish to assign to the patron. When you save the
patron record to the database, the 301 tag subfield $d is populated with the text
description that corresponds to the code.

8.10.1.1 Adding Controlled Patron Values

To add controlled patron values to the database,

1.

On the
Values.

Circulation tab, under System Parameters, double-click Controlled Patron

The tree structure expands to display a list of the controlled patron values
categories (Figure 8-42).

Double-click the desired controlled patron values category.

The Controlled Patron Values window for the category appears (Figure §-43).

Click the Add button.

An empty row appears in the table.

In the Code column, type an alphanumeric code in the empty cell.

In the Description column, type the text description that corresponds to the new

code.

To add another code, click the Add button again.

Continue adding codes and descriptions as needed.

Aftery

ou enter all codes and descriptions you need, click the Save button.

The controlled patron values settings are saved to the database.

8.10.1.2 Modifying Controlled Patron Values

To modify an existing controlled patron values code or definition,

1.

On the
descrip

Controlled Patron Values window (Figure §-43), highlight the code or the
tion you want to modify.
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2. Type over the existing text.
3. Click the Save button.

Your changes are saved to the database.

8.10.1.3 Deleting Controlled Patron Values

To delete controlled patron values from the database,

1. On the Controlled Patron Values window (Figure §-43), place your cursor
somewhere in the row that you want to delete.

2. Click the Delete button.
The row is deleted from the table.

3. Click the Save button.

The controlled patron value is deleted from the database.

8.10.2 Alternate Controlled Patron Value Settings

When you have the “Also supportt selection of alternate controlled values” check box
selected on the Patron Cataloging Options window (see the irtua Profiler/ Cataloging
Parameters User’s Guide), the options available as the Controlled Patron Values window
will be different than when this option is not selected (Figure §-44).
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Figure 8-44. Circulation Tab - Controlled Patron V alnes Parameter Expanded

The controlled patron values categories correspond to subfields in the patron record
301 and 302 tags:

e Affiliation (301/302 tag subfield $a)

e Class (301/302 tag subfield $e)

e College (301/302 tag subfield $c)

e Course (301/302 tag subfield $j)

e Degree (301/302 tag subfield $i)

e Department (301/302 tag subfield $d)

e Institution Name (301/302 tag subfield $b)
e  Major (301/302 tag subfield $f)

e Minor (301/302 tag subfield $g)

e Tutor (301/302 tag subfield $k)

PROPRIETARY INFORMATION OF INNOVATIVE INTERFACES, INC.



172 Virtua Profiler/Circulation Parameters (v. 16.1)

You can configure controlled patron values (codes and corresponding text
descriptions) for each of the categories listed above. These categories will appear in the
drop-down lists of the Academic Info tab on the Patron Editor.

Hint: When you catalog patron records manually, you can enter a controlled patron
value code in the appropriate subfield of the patron record tag 302. When the record is
saved to the database, the text description that applies to that code is populated in the
corresponding subfield in the 301 tag. Do NOT modify the 301 tag of patron records

directly.

Figure 8-45 shows a Controlled Patron Values window. The value in the Code column
corresponds to the text description listed next to it in the Description column.

¥ Controlled Patron Values - College

BEX]

Code ] College Description

COL

L1

College Description

Add Delete

Cancel

5/30/2006 9:16:20 AM

Figure 8-45. Controlled Patron Values Window

When you open a patron record for editing in the Virtua client, you will be able to see
the value that appears in the Description column as a value available on the Academic

Info tab of the Patron Editor (Figure 8-46).
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T Patron Editor - VILS Library
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Delete MNext Subrmit Close

Figure 8-46. Patron Editor - Academic Info Tab

When you select that value in the Patron Editor, the patron record will be updated to
have the value that appears in the Code column in the 302 tag that corresponds to that

volume, and the text description of that code will appear in the corresponding subfield
of the 301 tag.

Note that while these alternate controlled patron value settings differ from the legacy
controlled patron value settings, the processes for Adding, Modifying, and Deleting
controlled patron values remain the same.
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8.11 Working with Fine Code
Definitions

In addition to describing various system-defined fine codes, the Fine Code Definitions
parameter contains the descriptions for fines that are specific to your library. Note that
you must add and resolve library-defined fines wanually in the Virtua Circulation
subsystem. For details, see the fine receipt example in the Circulation Workflow-Based
Reference Guide.

8.11.1 Setting the Fine Code Definitions Parameter

Via the Fine Code Definitions parameter, you can . . .

e Add new library-defined fine code definitions to the database.
e Modify both library-defined and system-defined fine code definitions.
e Delete library-defined fine code definitions.

8.11.1.1 Adding New Fine Code Definitions

To add new library-defined fines in the Virtua Profiler,

1. On the Circulation tab, under System Parameters, double-click Fine Code
Definitions.

The Fine Codes window appears (Figure §-47).
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Figure 8-47. Fine Codes Window

2. Click the Add button.

A blank row appears at the bottom of the table.

Type a definition for the new fine code.

3
4. To add another fine code definition, click the Add button again.
5. Continue adding definitions as needed.

6

After you enter all the definitions you need, click the Save button.

The fine code settings are saved to the database.

8.11.1.2 Modifying Fine Code Definitions

To modify an existing Fine Code Definition,

1. On the Fine Codes window, highlight the Fine Code Definition you want to
modify.

2. Type over the existing text.
3. Click the Save button.

Your changes are saved to the database.
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8.11.1.3 Deleting Fine Code Definitions

Note: If you try to delete a Fine Code Definition where the fine code is currently in

use or is system-defined, you will receive an error message, and the Fine Code
Definition will NOT be deleted from the database.

To delete a library-defined fine code from the database,
1. Place your cursor in the row containing the definition you want to delete.
2. Click the Delete button.
The row is deleted from the table.
3. Click the Save button.

The Fine Code Definition is deleted from the database.

8.11.2 Guidelines for Setting the Fine Code Definitions
Parameter

Here are the guidelines for working with the Fine Code Definitions parameter:

e For each fine your library wants to use, you must specify a Fine Code Definition
(i.e., a brief description of the fine).

e You may define as many fine codes as you need.

e The text of the Fine Code Definition appears on the Account tab of the Patron
Information window.

e Certain Fine Code Definitions are system-assigned. You can modify the
definitions, but you cannot delete them.

¢  You cannot delete Fine Code Definitions where the fine code is currently in use
(i.e., assigned to a patron).

The codes listed in the following table are defined by Virtua and are required for the

system to function properly. You can modify the definitions, but you cannot delete
them.
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Important: If the system-defined code definitions listed below do not appear on your
Fine Codes window (Figure §-47), contact Innovative Customer Service. Not having
these fines defined can prevent some Circulation transactions from processing
correctly. Do NOT try to add these fines yourself, however. Only Innovative staff can
add them.

Fine Code Fine Code Definition

(stored but not
visible to the user)

0 Summary

1 Dispute

2 Waive

3 Item Price Fee

4 Late Renewal

5 Materials Booking

6 Overdue

7 Recalled Overdue

8 Processing Fee

9 Collection Fee

10 Booking Fine

1 Checked Out Overdue

12 Checked Out Requested

13 Request Placed

14 Request Trapped

15 Request Picked Up

16 Request Not Picked Up

17 Request Canceled

18 Lost Item Replacement Fee - Virtua uses this fine code when it
charges the Total Replacement Cost fee to the patron’s account.

19 Replacement Card

20 Miscellaneous Fee

21 Billed Overdue

22 Billed Lost/Damaged Replacement Fee

23 Damaged Item Replacement Fee - Virtua uses this fine code

when it charges the Total Replacement Cost fee to the patron’s
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‘ account.

Note: When the Lost Item Replacement fine code or Damaged Item Replacement fine
code is attached to a fee, Virtua will require that the fee be paid in FULL. If you try to
make a partial payment on the Account Payment window, Virtua will display an error
message and will not allow the payment.

8.12 Working with ILL Options

The ILL Options parameter (Figure §-48) lets you configure circulation parameters to
accommodate interlibrary loans.

Note: Virtua’s current ILL implementation is designed to accommodate the Relais ILL
service. Contact Innovative Customer Support to inquire about supporting other
interlibrary loan services.

Virtua’s ILL configuration has two main components:
e Configuring item information to assign to the temporary item records that will be
created in Virtua when your library borrows an item from another library system

via interlibrary loan.

e Configuring patron information to assign to borrowing libraries when another
library borrows items from your system via interlibrary loan (no? yet fully implemented).
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Save | Cancel |

Figure §-48. 111 Options Parameter

8.12.1 Configuring Item Information

The Item Class and Location values are assigned to the temporary item records that
are created in Virtua when your library borrows an item from another library system
via interlibrary loan.

e Item Class - Defines the item class that will be assigned to items your library
system borrows from another via interlibrary loan.

Select an item class from the drop-down list. The classes that appear in this list are
those defined by the Item Class Definitions parameter in the Virtua Profiler.

e Location - Defines the shelving location that will be assigned to items your library
system borrows from another via interlibrary loan.
Select a location from the drop-down list. The locations that appear in this list are
those defined by the Location Names parameter in the Virtua Profiler (see the
Virtua Profiler/ Global Parameters User’s Guide for information about library locations).

Click the Save button to save your changes.
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8.12.2 Configuring Patron Information

Important: While your settings for the Primary Patron Barcodes settings will be saved
by the Profiler, these settings are currently not used by Virtua. There are plans to use
these settings in a future release.

Primary Patron Barcodes - Defines the patron barcodes that will be assigned to the
borrowing library when another library system borrows one of your library’s items via
interlibrary loan.

e To add a patron record, type the patron record’s primary patron barcode in the text
box, and click the Add button. Note that the patron barcode(s) you type in the text
box MUST be the primary barcode of a patron record that already exists in your
database.

e To remove a patron barcode, highlight the barcode and click the Remove button.

Click the Save button to save your changes.

8.13 Working with Item Class
Definitions

Using the Item Class Definitions parameter, you can define the following settings for
each item class used in your library:

e Code.

e Definition.

e C(lass Type (regular, reserve, or bookable).
e Media Type.

e Cannot Delete Item flag

Virtua uses the Item Class Definitions parameter in the following ways:

e When processing holds, loans, recalls, and pages, since the rules vary for different
types of items.

e In reserves, so that authorized users can select from reserve item classes when
adding items to reserves.
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e During check-outs, check-ins, and renewals to establish the appropriate loan rules
and to apply the correct fine amounts.

¢ In scheduling item bookings, to determine whether items of a certain class can be
booked.

¢ In the following Virtua Profiler parameters:
¢ Check-out Limits
¢ Location + Patron + Item Matrix
¢ Location + Item Matrix

8.13.1 Adding New Item Class Definitions

To add a new item class via the Virtua Profiler,

1. On the Circulation tab, under System Parameters, double-click Item Class
Definitions.

The Item Class Definitions window appears (Figure §-49).

Item Class Definitions

Code |rten'| Clazs Definiticn Clazs Type Media Type Cannot Delete tem |

1 Adult Lending Accompanying C...  Regular Audio Tape *M... -

2 Adult Lending Accompanying M...  Regular Book

3 Adult Lending Books Bookable Audio Tape *M...

4 Adult Lending CD-ROK Regular Audio Tape *M...

5 Adult Lending Group Materialz Rezerve Book

3 Adult Lending Materialz Regular Book [v]
A4 | peet Save cancel |

La=t modified at 8/6/2011 12:57:10 PM by Root User

Figure §-49. Item Class Definitions Window

2. Click the Add button.
A blank row appears in the table.

3. In the Code column, type a unique, numeric item class code in the empty cell. The
item class code is used internally to identify the item class. This code must be five
digits or less.
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4. In the Item Class Definition column, type a unique description of the new item
class. This is the description that will appear to identify the item class throughout
the system.

Note: For each item class, you must specify bozh the code and the definition;
otherwise, Virtua will not save the item class to the database.

5. Choose a Class Type for the new item class. To do so,

a. In the new row, click twice in the Class Type cell.
b. Choose Regular, Reserve, or Bookable from the drop-down list.

6. Choose a Media Type for the new item class. To do so,

a. In the new row, click twice in the Media Type cell.
b. Choose the desired media type from the list.

Note: The 3M SelfCheck machine reads the Media Type associated with an item
so that sensitive media, such as audiotapes and computer diskettes, can be
protected from the desensitization process used for regular materials. Sensitive
media types are designated as *MAGNETIC* in the drop-down list. As long as the
word MAGNETIC is present, the exact media type category you choose doesn’t
really matter.

7. (Optional) If you want items that belong to this item class to be protected from
deletion, select the Cannot Delete Item check box. Selecting this check box will
prevent the item from being deleted via the Batch Item Editor.

8. If needed, click the Add button to add another item class.

Note: Before you can add another row, the item class you entered in the previous
row must pass the appropriate validation checks.

9. After adding all the desired item classes, click the Save button.

The Item Class Definitions window closes, and your new item class settings are
saved to the database.
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8.13.2 Modifying Item Class Definitions

To modify an existing item class,

1. On the Item Class Definitions window, for the desired item class, modify any or all
of the following settings:

e Jtem Class Definition
e C(lass Type

e Media Type

e (Cannot Delete Item

Important: Innovative recommends that you NOT modify the item class codes
associated with your Item Class Definitions. Doing so can corrupt information in
your database. If you need to modify and item class code, deleted the existing item
class, and then add a new one with the modified code.

2. Click the Save button.

The Item Class Definitions window closes, and your changes are saved to the
database.

8.13.3 Deleting Item Classes

You can delete any item class that is NOT currently in use by the system.
To delete an item class from the database,

1. On the Item Class Definitions window, highlight any cell for the item class you
want to delete.

2. Click the Delete button.

e If the item class is currently in use, you receive the following message (Figure
8-50):
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eror x|

This item class is in use by the system, Before wou can deleke an item class, there must be no ikems,
makrix rows, or other parameter values that refer to the item class.,

Figure 8-50. Item Class Deletion Error

e If the item class is NOT currently in use, Virtua does not display a pop-up
message.

3. Click the Save button.

The deletion is saved to the database.

8.14 Working with Item Class Groups

The Item Class Groups parameter allows you to create groups of item classes, which
may then be used to configure check-out limits for patron type/item class group
combinations. This allows you the flexibility to limit the number of items belonging to
a particular item class group that a patron can check out.

For example, creating an item class group that contains the item classes DVD, Audio
Cassette, and Audio CD would allow you to set limits on the total number of items
belonging to any of these item classes that a patron can check out.

For details on working with item class groups in conjunction with the Check-out
Limits parameter, see the section “Working with Check-out Limits” in this uset's

guide.

When setting the Item Class Groups parameter, keep in mind that an item class can
belong to only one item class group.

8.14.1 Adding Item Class Groups

To add an item class group in the Virtua Profiler,

1. On the Circulation tab, under System Parameters, highlight Item Class Groups.
2. Click the right mouse button, and then choose Add.
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The Add Item Class Group window appears (Figure 8-57).

FW Add Item Class Group

tem Class Group Mame ||

Member tem Clazses Available tem Classes

2 Day Rezerve
ﬂ 2 Hour Rezerve
T Day Rezerve

Audio Book CD
Audio Book Caszette

Best Seller -
B=| |Big Read s

Cancel

T

MOT SET
Figure 8-51. Add Item Class Group Window

3. In the Item Class Group Name text box, type a concise, descriptive name for the
new item class group.

Note: The Item Class Group Name must be unique. If it is not, upon saving,
Virtua returns an error message.

5. In the Member Item Classes list box, add the item class(es) that you want to belong
to this item class group. To do this,

a. Highlight an item class in the Available Item Classes list box.

b. Click the hand pointing left ﬂ

Hint: To select more than one item class at a time, hold down the CTRL key (for
non-adjacent selection) or the SHIFT key (for adjacent selection) while clicking the
desired item classes.

6. If you need to remove an item class from the Member Item Classes list box,

a. Highlight the item class you want to reorder.

b. Click the hand pointing right EI
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Notes:

e The Available Item Classes list box displays all item classes that are not
assigned to the current item class group or any other item class group. Once an
item class has been added to the item class group, it is removed from the
Available Item Classes list box to keep you from adding the same item class
twice.

e Virtua checks, upon saving, that at least ONE item class has been added to the
item class group. If not, Virtua returns an error message. You must add at least
one item class or cancel the Add function.

7. Click the Save button.
Note: The Save button becomes active only affer you type an Item Group Name.

The item class group is added to the database.

8.14.2 Modifying Item Class Groups

To modify an Item Class Group,

1. Under System Parameters, double-click Item Class Groups.
The tree structure expands to display a list of item class groups.

2. Double-click the desired item class group name.

The Modify Item Class Group window appears (Figure 8-52).
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rw Modify Item Class Group

ftem Class Group Mame |RESEWES Eroup
fdember tem Classes Available tem Clazses
2 Day Reserve =7 Best Seller -
2 Hour Reserve Big Read i
T Day Rezerve Boak
Boak Large Print
kit
Magazines -
= Mizcellaneous il

Cancel

Last modified at 115372009 3:05:05 PM by Root User
Figure 8-52. Modify Item Class Group Window

3. Modify the Item Class Group Name. You can use cut, copy and paste functions.

4. Modity the Item Class Group Code. You can use cut, copy and paste functions.

5. Add locations to or remove locations from the Member Item Classes list. To do
this, select the desired item class and click the hand button that points left or right
as appropriate.

6. Click the Save button.

Your changes are saved to the database.

8.14.3 Deleting Item Class Groups

To delete an item class group,
1. Under System Parameters, expand the Item Class Groups heading.
Highlight the desired item class group name.

3. Click the right mouse button, and then choose Delete.

Virtua asks you if you really want to delete the item class group (Figure §-53).
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- =

Confirm

] [ wou really wank ko delete this parameter?

Cancel |

Figure 8-53. Delete 1tem Class Group Confirmation

4. Click OK.

The item class group is deleted from the database.

8.15 Working with the Library
Calendars Parameter

A library calendar consists of one or more sets of library hours (as configured in the
Library Hours parameter) and one or more sets of closed dates (as configured in the
Closed Dates parameter).

The Library Calendars parameter allows you to create different calendars, which you
can then assign to particular Shelving Location/Item Class. The libraty calendars you
configure here will be available to be selected in the Location + Item Matrix.

You can create as few or as many different library calendars as are needed for your
different library locations.

8.15.1 Adding a Library Calendar

To create a new library calendar,

On the Circulation tab, double-click CIRCULATION.
Double-click System Parameters.

Select Library Calendars.

Click your right mouse button and then choose Add.

=

Note: The Add menu option is only enabled when you are logged in as the Root
User.
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The Calendar Configuration window appears (Figure 8-54).

¥ Calendar Configuration O] x|
M ame:
—Haour
Start D ate | End Date | Haours |
Add [elete
—Clozed Date
Add [elete
Set Circ Save Cancel
\Last modified at 7/17/2006 1:26:58 PM by Root User

Figure 8-54. Calendar Configuration Window

In the Name field, type the name you wish to associate with this library calendar.

In the Hours area of the window, click the Add button to add a new row to the
table.

In the new row, modify the column values as needed:

a. In the Start Date column, choose a start date from the calendar interface.

b. In the End Date column, choose an end date from the calendar interface.

c. In the Hours column, choose a set of library hours from the drop-down list.

Note: The drop-down list contains the library hours configured in the Library
Hours parameter. For details, see the section “Working with the Library Hours
Parameter” in this chapter.

Repeat steps 6 and 7 to add as many rows to the Hours table as needed.
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9. In the Closed Dates area of the window, click the Add button to add a new row to
the table.

10. In the new row, choose a set of closed dates from the drop-down list box.

Note: The drop-down list box contains the closed dates configured in the Closed
Dates parameter. For details, see the section “Working with the Closed Dates
Parameter” in this guide.

11. Repeat steps 9 and 10 to add as many rows to the Closed Dates table as needed.

12. If desired, click the Set Circ button to apply these calendar settings to particular
Shelving Location/Item Class combinations. For details, see the section “Applying
Calendar Settings to Location and Item Class Combinations” in this chapter.

13. After you add all the desired library hours and closed dates, click the Save button.

The Calendar Configuration window closes, and your new library calendar is saved
to the database.

8.15.2 Deleting a Library Calendar

Library calendars that are not currently in use should be deleted.

To delete an existing library calendar,

1. On the Circulation tab, double-click CIRCULATION.
Double-click System Parameters.

3. Double-click Library Calendars.

The tree structure expands to display a list of all of the library calendars that have
already been configured.

4. Highlight the library calendar you wish to delete.
5. Click your right mouse button and then choose Delete.

Note: The Delete menu option is only enabled when you are logged in as the Root
User.

The library calendar is deleted from the database.
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Note: If this library calendar is currently assigned to a Shelving Location/Item
Class combination in the Location + Item Class Matrix, an error message is
displayed and the calendar is NOT deleted from the database.

8.15.3 Modifying Library Calendars

To modify an existing library calendar,
1. On the Circulation tab, double-click CIRCULATION.
Double-click System Parameters.

3. Double-click Library Calendars.

The tree structure expands to display a list of all of the library calendars that have
already been configured.

4. Double-click the library calendar you wish to modify.

The Calendar Configuration window appears, with the current library calendar
settings displayed (Figure 8-55).
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% Calendar Configuration O] x|
M ame: IWiIsnn Calendar
—Huour
Start Date | End Date I Hours |
9/1/2006 12/31/2008 a new library hour
B2 2006 a/31/2006 Summer Hours
Add [Velete
—Clozed Date
YWilzon's Surmer Clozed D ates Maod
Add Delete

Set Circ Save Cancel

|Last modified at E/2/2006 4:41:44 P by Foot User

Figure 8-55. Calendar Configuration Window

5. In the Hours table,

e Add a new row by clicking the Add button.

-OR-

e Delete an existing row by highlighting it and then clicking the Delete button.
-OR-

e Modify a row by highlighting it and then editing the Start Date, End Date, or
Hours.

6. In the Closed Dates list,

e Add a new row by clicking the Add button and selecting a set of closed dates
from the drop-down list.
-OR-

e Declete a set of closed dates by highlighting a row and then clicking the Delete
button.
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7. When you have finished modifying the list of library calendars, click the OK
button.

Your changes are saved to the database.

8.15.4 Applying Calendar Settings to Location and Item
Class Combinations

To help you set up your library calendars more easily and efficiently, the Virtua Profiler
offers the Set Circ feature. Using this feature, you can apply library calendar settings to
patticular Shelving Location/Item Class combinations.

Note: Alternately, you can specify a library calendar for a Shelving Location/Item
Class combination using the Calendar setting in Location + Item Matrix. For details,
see the chapter “Working with the Location + Item Matrix” in this uset’s guide.

To use the Set Circ feature,

1. On the Calendar Configuration window, set the hours and closed dates that you
want to apply to other Shelving Location/Item Class combinations.

2. Click the Set Circ button.

The Circulation Calendar Apply Settings window (Figure 8-56) appears.

% Circulation Calendar Apply Settings o [m] S
Location:s ftem Classes
Garcia Research Library Juvenile-Fiction -
Harriz Medical Library Juvenile-Mon-Fiction
Memarial Archives Fezerve - 3 Hours
Wilzon Library Reserve - 1 Day
Boaoks

Rezerve - 3 Day
Reference

Yideo LI

] 8 Cancel |

Figure 8-56. Circulation Calendar Apply Settings Window
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3. Choose the Shelving Location/Item Class combinations to which you want to
apply the current settings:

e In the Locations list box, select one or more locations.
e In the Item Classes list box, select one or more item classes.

Hints:

e To select a group of adjacent items in a list, hold down the SHIFT key, and
highlight the desired items.

e To select multiple, non-adjacent items in a list, hold down the CTRL key, and
highlight the desired items.

4. When you are finished choosing combinations, click OK.

The settings for the current Library Calendars parameter are applied to the
combinations you selected on the Circulation Calendar Apply Settings window.

8.15.5 Applying Calendar Settings to Locations

To help you set up your library calendars more easily and efficiently, the Virtua Profiler
offers the Set Location feature. Using this feature, you can apply library calendar
settings to particular library locations.

Note: Alternately, you can specify a library calendar for a Shelving Location/Item
Class combination using the Calendar setting in Location + Item Matrix. For details,
see the chapter “Working with the Location + Item Matrix” in this uset’s guide.

To use the Set Location feature,

1. On the Calendar Configuration window, set the hours and closed dates that you
want to apply to other library locations.

2. Click the Set Location button.

The Apply Calendar window (Figure 8-57) appears.
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-

W Apply Calendar I. — | (=] |ihlﬂ|

Lacations

& Test Location
Another Mew Location

m| s

Archives - Genealogy
Archives - Local History
Archives - Maps
Archives - Papers
Archives - Periodicals

Archives - Reference ...

Cancel

e

Figure 8-57. Apply Calendar Window

3. Choose the Locations to which you want to apply the current settings:

Hints:

e To select a group of adjacent items in a list, hold down the SHIFT key, and
highlight the desired items.

e To select multiple, non-adjacent items in a list, hold down the CTRL key, and
highlight the desired items.

4. When you are finished choosing locations, click OK.

The settings for the current Library Calendars parameter are applied to the
locations you selected on the Apply Calendar window.

8.16 Working with the Library Hours
Parameter

You can use the Library Hours parameter (Figure §-58) to create a set of operating
hours, which you can then assign to a particular Shelving Location/Item Class
combination.

The Library Hours parameter, the Library Calendars parameter, and the Location +
Item Matrix all work together to determine which set of operating hours applies to a
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patticular Shelving Location/Item Class combination. These parameters work together
as follows:

e Library Hours parameter — Allows you to configure sets of operating hours. The
sets of library hours that you configure here will be available to be selected in the
Library Calendars parameter.

e Library Calendars parameter — Allows you to configure library calendars. A library
calendar consists of one or more sets of library hours (as configured in the Library
Hours parameter) and one or more sets of closed dates (as configured in the
Closed Dates parameter). The library calendars you configure here will be available
to be selected in the Location + Item Matrix.

e Location + Item Matrix — Allows you to configure settings that apply to particular
combinations of locations and item classes. Here, you will be asked to select a
library calendar to apply to the Shelving Location/Item Class combination. The
library hours specified in the calendar will apply to this Shelving Location/Item
Class combination.

You can create as few or as many different sets of operating hours as needed for your
different library locations.

8.16.1 Adding Library Hours

To create a new set of library hours,

On the Circulation tab, double-click CIRCULATION.
Double-click System Parameters.

Select Library Hours.

Click your right mouse button and then choose Add.

el N

Note: The Add menu option is only enabled when you are logged in as the Root
User.

The Library Hours window appears (Figure 8-58).
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i N
% System Parameters - Library Hours =NNCN X
Name: m
Open Day | Open Time Cloze Day Cloze Time
Add Second Week Save Cancel
e

Figure 8-58. Library Hours Window

In the Name field, type the name you wish to associate with this set of library
hours.

Click the Add button to add a new row to the table.

In the new row, modify the day and time entries as needed:

In the Open Day column, choose an open day from the drop-down list.
In the Open Time column, select an opening time.

In the Close Day column, choose a close day from the drop-down list.
In the Close Time column, select a closing time.

o o e

Repeat steps 6 and 7 to add as many rows to the table as needed.

If you want to configure a two-week cycle (i.e., biweekly hours) for this set of
library hours, click the Second Week button.

Note: Two-week cycles may be necessary in order for some libraries to
accommodate stops on a mobile library’s route.
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The Library Hours window expands to display a table of Second Week hours

(Frgure 8-59).
i N
% System Parameters - Library Hours E@g
Name: INEW
Start Week I 9 4201 Vl
First Week
Open Day | Open Time | Cloge Day | Cloge Time |
Sunday 12:00:00 AN Sunday 12:00:00 AN
|
Add | Delete | ‘
Second Week |
Open Day | Open Time | Cloge Day | Cloge Time |
||
| |
Add [elete ‘
Save I Cancel |
e

Figure 8-59. Library Hours Window, Displaying Second Week Settings

10. Configure the Second Week library hours using the same workflow you used to
configure hours for the first week (see steps 6 and 7).

11. After you add all the desired operating hours, click the Save button.
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The Library Hours window closes, and your new set of operating hours is saved to
the database.

Important: Libraries that use biweekly Library Hours should review their Library
Hours configurations at the beginning of each year to verify that the Start Week
setting is set to an appropriate calendar date. Depending on how your institution
has configured library hours, it may be necessary to adjust the library hours Start
Week setting from year to year.

8.16.2 Deleting Library Hours

To delete an existing set of library hours,

1.

On the Circulation tab, double-click CIRCULATION.
Double-click System Parameters.
Double-click Library Hours.

The tree structure expands to display a list of all of the sets of library hours that
have already been configured.

Highlight the set of library hours you wish to delete.
Click your right mouse button and then choose Delete.

Note: The Delete menu option is only enabled when you are logged in as the Root
User.

The set of library hours is deleted from the database.

Note: If this set of library hours has been assigned to a calendar in the Library
Calendars parameter, it is also deleted from calendar. For details on configuring
library calendars, see the section “Working with the Library Calendar Parameter”
in this user’s guide.
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8.16.3 Modifying Library Hours

To modify an existing set of library hours,

1. On the Circulation tab, double-click CIRCULATION.

. Double-click System Parameters.
3. Double-click Library Hours.

The tree structure expands to display a list of all of the sets of library hours that

have already been configured.

4. Double-click the set of library hours you wish to modify.

The Library Hours window appears, with the current day and time settings

displayed (Figure §-60).

-,

-
W Library Hours g@
Matme: |.ﬂ-.r|:hives - iFenealogy + "-.fidecu|
Open Day | Open Time | Cloze Day Cloze Time |
Maonday 00000 2k Maonday 12:00:00 PM
Manday 1:00:00 PM Manday G:00:00 PM
Wizdnesday 20000 2k Wizdnesday E:00:00 PM
Friclay 5:00:00 2h Friclay G:00:00 P
A Second Week Save Cancel

Figure 8-60. Library Hours Window

5. Highlight the row you wish to modify.

6. In the selected row, modity the day and time entries as needed:

a. In the Open Day column, choose an open day from the drop-down list.
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b. In the Open Time column, select an opening time.
c. In the Close Day column, choose a close day from the drop-down list.
d. In the Close Time column, select a closing time.

7. Repeat steps 5 and 6 to modify as many rows in the table as needed.

8. Click the Save button.

Your changes are saved to the database.

8.16.4 Guidelines for Setting the Library Hours
Parameter

The Library Hours parameter lets you set up your operating hours to be as simple or as
complex as needed. The Library Hours window (Figure §-58) contains four columns of
information:

e Open Day - For a given period of operation, the day on which the library opens.
Using the drop-down list, you can set the Open Day to any day of the week.

e Open Time - For a given period of operation, the time at which the library opens.

e Close Day - For a given period of operation, the day on which the library closes.
Using the drop-down list, you can set the Close Day to any day of the week.

e Close Time - For a given period of operation, the time at which the library closes.

Below are some hints that you can use when setting up your library hours.

e TFor each day of the week, you can create as many entries as you need. For
example, if your library is open on Mondays from 8:00 a.m. until 11:00 a.m., closes
for lunch, and then is open again from 1:00 p.m. until 5:00 p.m., you would create
two entries for Monday:

Open Day Open Time Close Day Close Time
Monday 8:00:00 AM Monday 11:00:00 AM
Monday 1:00:00 PM Monday 5:00:00 PM

e The Open Day and the Close Day do not have to be the same. For example, you
might want to specify that your library is open from 8:00 a.m. until 2:00 a.m. the
on the following day:
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Open Day Open Time Close Day Close Time
Monday 8:00:00 AM Tuesday 2:00:00 AM
Tuesday 8:00:00 AM Wednesday 2:00:00 AM

Wednesday 8:00:00 AM Thursday 2:00:00 AM
Thursday 8:00:00 AM Friday 2:00:00 AM

e You can specify a closed day by omitting an entry for that day of the week. For
example, if your library is closed on Sundays, you would omit Sunday from the
Library Hours parameter.

Note: Specitying a closed day in this way is NOT the same as specifying a closed
date via the Closed Dates parameter. When you define a closed day via the Library
Hours parameter, you are indicating that your library is regularly closed on a given
day of the week.

e TFor a given entry, the Close Time must be affer the Open Time. Additionally, your
hours of operation cannot overlap. If Virtua finds a problem with your Library
Hours, an error message will appear when you attempt to save the parameter. You
will need to modify your settings before you can save your Library Hours to the
database.

s w1

Error

@ Please make sure that there are no overlapping time periods,

Figure 8-61. Library Hours Error Message

Hint: Keep in mind that midnight is the first minute of a given day, not the last. If
your library closes at midnight, be sure to set the Close Time to midnight on the
day following the Open Day (e.g., Saturday, 8:00 a.m. - Sunday, 12:00 a.m.).
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8.17 Working with Loans/Pages Setup

The Loans/Pages Setup window lets you customize the printout that is generated
when you right click on the Loans/Pages window and select Print. Via the
Loans/Pages Setup window, you can specify which data elements are printed on the
loans/pages printout, and modify the corresponding labels. These settings apply to all
locations, and override the Loans/Pages Setup settings in the Virtua client.

To configure the Loans/Pages Setup settings,

1. On the Circulation tab, double-click CIRCULATION.
2. Double-click System Parameters.

3. Double-click Loans/Pages Setup.

The Loans/Pages Setup window appears (Figure §-62).

Collection Cade: Group Request Indicatar:

Loans/Pages Setup
Patron Mame: | Eclition: |
Author: | Bib I |
Title: | Lnits: |
Call Mumber: | Shelving Location: |
Second Call Mumber: | Pickup Location: |
tetn Barcode: | Mon-Parameterized Shelf Lacstion: |
Copy Mumber: | Request Date: |
Copies: | AN Accession Number: |

ftem Class:

(Only named figlds will be printed.) Save | Cancel

Figure 8-62. Loans/ Pages Setup Window

4. Choose which data elements you want to include on the loans/pages printout, and
specify how you want them to be labeled. Each available data element has a default
label, which appears in a text box to the right of the data element name. For each
data element, you can . . .
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e Accept the default label.
-OR-

e Ldit the default label to create your own customized label.
_OR-

e For any data element that you do NOT want to include on the loans/pages
printout, delete the label entirely.

Note: If you leave all fields blank, the loans/pages setup settings in the Virtua
client will determine the labels for the loans/pages printout. For more information
on configuring loans/pages printouts in the Virtua client, see the Circulation
Workflow-Based Reference Guide .

You can include the following data elements on loans/pages printouts:

e Patron Name - The name of the patron who placed the loan or page request,
taken from the 100 tag, subfield $a of the patron record.

e Author - The author of the requested item, taken from the bibliographic
record.

e Title - The title of the requested item, taken from the bibliographic record.

e Call Number - The call number of the requested item, taken from the item
record.

e Second Call Number - The second call number of the requested item, taken
from the item record.

e Item Barcode - The item barcode of the requested item, taken from the item
record.

e Copy Number - The copy number of the requested item, taken from the item
record.

e Copies - The number of copies of the requested item.
e Collection Code - The Collection Code for the collection to which the item

belongs.

e Edition - The edition of the requested item, taken from the bibliographic
record.

e Bib-ID - The bib-ID of the requested item, taken from the bibliographic
record.

e  Units - The units of the requested item, taken from the item record.

e Shelving Location - The shelving location of the requested item, taken from
the item record.

e Pickup Location - The pickup location for the requested item, as specified
when the request was placed.

¢ Non-Parameterized Shelf Location - The non-parameterized shelf location
of the requested item, taken from the item record.

¢ Request Date - The date on which the loan or page request was placed.
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e AV Accession Number - The AV Accession number assigned to the item
when the item was cataloged.

e Group Request Indicator - A Yes/No indication of whether the request is a
group request.

e Item Class - The class of the item, as defined in the item record.

Important: If a text box is blank, that data element is not printed on the
loans/pages printout.

5. Click the Save button to save your changes.

8.18 Working with the Notification
Options Parameter

The Notification Options parameter (Figure §-63) lets you set two values for failed
notifications. You can set the...

e Number of times Virtua should send a failed notification.

e DPeriod of time (in terms of days or weeks) within which those notifications should
be sent.

To access the Notification Options window,
1. On the Circulation tab, double-click CIRCULATION.
2. Double-click System Parameters.

3. Double-click Notification Options.

The Notification Options window appears (Figure 8-63).

W Motification Cptions [ﬁj

Number of times a failed notification is to be sent ﬂ

Within a period of |3 Weekizs) j

Save Cancel |

|5

Figure 8-63. Notification Options Window
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4. Specify the number of times a failed notification is to be sent by typing a number
in the Number of times a failed notification is to be sent field.

5. Specify the period within which the notifications should be sent by typing a
number in the Within a period of text tield and selecting a period (Day(s) or Week(s))

from the drop-down list.

6. When you have finished configuring the Notification Options parameter, click the
Save button.

Your changes are saved to the database.

For more information about failed notices, see the description of the Failed Notices
report in the InfoStation/ Circulation Reports Reference Guide.

8.19 Working with the Patron Block
History Parameter

The Patron Block History parameter (Figure §-64) lets you specify whether Virtua
records information about patron blocks in the Transaction Log. If you choose to log
data about patron blocks, you can also define how long the block history will be kept.
To access the Patron Block History window,
1. On the Circulation tab, double-click CIRCULATION.

Double-click System Parameters.

3. Double-click Patron Block History.

The Patron Block History window appears (Figure §-64).
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[ Patron Block Hist... ] (S| e |

¥ Keep Patron Block Historyi

Period |4|;| | Days ﬂ

Save Cancel |

Last modified at 12/20/2010 11:54:25 AM by R

.

Figure 8-64. Patron Block History Window

4. Select the Keep Patron Block History check box to enable logging information
about patron blocks.
-OR-
De-select the check box to specify that patron block information 7o be stored in
the Transaction Log.

5. If you have chosen to store the patron block history, specify a period by typing a
number in the Period text box and selecting a unit of time. Virtua will delete

expired patron block history entries via a batch job.

6. When you have finished configuring the Patron Block History parameter, click the
Save button.

Your changes are saved to the database.

For information about viewing the patron block history in the Virtua client, see the
Circulation Workflow-Based Reference Guide.

8.20 Working with the Patron Deposit
Accounts Parameter

The Patron Deposit Accounts parameter lets you determine whether the library lets
patrons create deposit accounts, where they can store funds for use in paying library
funds and fees.
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To access the Patron Deposit Account window,

1. On the Circulation tab, double-click CIRCULATION.
2. Double-click System Parameters.

3. Double-click Patron Deposit Account

The Patron Deposit Account window appears (Figure §-65).

-

W Patron Deposit Accounts

[ itllow depaosit accounts:

Save Cancel |

Figure 8-65. Patron Deposit Acconnts Window

To enable patron deposit accounts, select the “Allow deposit accounts” check box,
and click the Save button.

When the “Allow deposit accounts” check box is selected, the Patron Information
window in the Virtua client displays a Deposit Acct button, which opens a window
where you can add or withdraw funds from the patron deposit account (Figure §-66).

v X
ard Format | MARC Format | Activicy Account
Deposit Account Balance: $96.10 Taotal Pavable: $13.00 Total: $13.00
el W Deposit Account - VTLS Library | Amount
Dispute $44.67
:"a"’ﬁ d Overd Transackion i?SﬂgD
sraled Overdi® | & D : " withdrawal '
Payment Method; | j
Amnounk: | §.00
Amount tendered: | .00
Surnmary | Dispu
[ Print Feceipt
Ok, | Cancel ‘ Deposit Acct | Payment ‘ Adjusk ‘
| Print Receipt Update | Renew Al ‘ Refresh ‘ Close

Figure 8-66. Deposit Account Elements on Patron Information Window in the Virtna Client
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In addition, the patron’s deposit account will be available as a payment option when
the patron pays fines or fees through the Virtua client or a SelfCheck station.

8.21 Working with the Patron
Diagnostic Messages Parameter

The Patron Diagnostic Messages parameter lets you modify and/or translate into
multiple languages error strings that appear when a patron encounters a circulation
block.

e The Diagnostics Messages tab lets you modify or translate the messages that
appear at a SelfCheck station when a patron is blocked from a circulation
transaction.

e The Block Codes tab lets you modify or translate the messages that appear at the
circulation desk when a patron is blocked from a circulation transaction.

To access the Patron Diagnostic Messages window,
4. On the Circulation tab, double-click CIRCULATION.
5. Double-click System Parameters.

6. Double-click Patron Diagnostic Messages

The Patron Diagnostic Messages window appears (Figure 8-67).
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W Patron Diagnostic Messages g@

Language Filter: |English| j

current Language: English Refresh

Diagnostics Messages } Block Codes

Code | Tranzlation o
4001 4001 Databasze Ervor - .
4002 4002 Patron record not found hey Bl
4004 4004 Patran is blocked for the following reason:

4006 4006 Renevwal Canceled - Renewal Limit reached

4007 4007 tem Record not found

4005 4005 kem iz not allovwed to circulate

4010 401 0 Locstion+Patron+tem matrix does naot exist:

4011 4011 Location+Patron matrix does not exist:

4012 401 2 Cannaot Renew - Reqguest exist for this tem

4013 401 3 Tranzsaction canceled - Calculated due date is befre current date

4019 4019 Patron iz not walid for Circulation usage

4020 4020 Patron's library priviledges have not started

4021 4021 Patron library priviledges have expired

4032 4032 Transaction Canceled - Mesw due date will he less than current due date.

4041 4041 Transaction Canceled - Patron has too many itemns overdus

4042 4042 Transaction Canceled - Patron has too many itemns overdue that have been requ...

4043 4043 Tranzaction Canceled - Patron has too many items billed |
3M Errar Message Recallable date on 3M receipt

Could nat complete transaction.  See library staff for Recallable date s

aszistance.

Al | Delete ‘
Save ‘ Close |

Figure 8-67. Patron Diagnostic Messages Window

7. Click on the Diagnostics Messages tab to modify diagnostic messages that appear
at SelfCheck stations.

-OR-

Click on the Block Codes tab to modify block codes that appear at the circulation
desk.
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8.21.1 About Patron Diagnostic Messages

In the Circulation Basic Options parameter, you can specify one generic 3M error
message that will appear in the 3M Patron SelfCheck System for a myriad of error
conditions.

In the Patron Diagnostic Messages parameter, you can add the diagnostic code and
customize the text of a number of messages that the 3M Patron SelfCheck System
generates to explain specific error conditions preventing a patron from checking out or
renewing an item.

Note: If an error is generated in the 3M Patron SelfCheck System and Virtua is not
able to find a translation for the error in the Patron Diagnostic Messages parametet,
the system will default to the generic message specified in the Circulation Basic
Options parameter.

The 3M Patron SelfCheck System supports a number of error messages that explain
why a patron is prevented from performing a check-out or renewal. You can add any
ot all of the available messages by typing the message code and a description (see
below) in the Patron Diagnostic Messages window. Although you must use specific
message codes, you can customize the description as needed and provide multiple
translations. In this way, when a patron encounters an error, they can see an error
message that explains precisely what the problem is.

The following is a list of some of the supported message codes and corresponding
messages that you can use in the Patron Diagnostic Messages parameter:

24051 (Alert only) This item is part of a group. All related items should be returned
together. Renewals will not be allowed on group items still out on loan.

4001 Database Error - [table name]

4002 Patron record not found

4004 Patron is blocked for the following reason - [block code and corresponding definition]

4006 Renewal canceled - Renewal limit reached

4007 Item record not found

4008 Item is not allowed to circulate

4010 Location + Patron + Item matrix does not exist: [location/patron type/item class]

4011 Location + Patron matrix does not exist: [location/patron type]

4012 Cannot renew - Requests exists for this item

4013 Transaction canceled - Calculated due date is before current date

4019 Patron is not valid for circulation usage

4020 Patron's library privileges have not started

4021 Patron's library privileges have expired

4032 Transaction canceled - New due date will be less than current due date

4041 Transaction canceled - Patron has too many items overdue

4042 Transaction canceled - Patron has too many items overdue that have been
requested
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4043 Transaction canceled - Patron has too many items billed

4044 Transaction canceled - Patron owes too much money

4045 Transaction canceled - Patron has too many reserve items overdue

4046 Patron has item(s) too many days overdue

4049 Transaction canceled - Item is being prepared for reserves

4062 Library defined date code/location combination does not exist: [code/location]

4067 Patron has already checked out this title in the past. Patron is designated as a non-
duplicate-check-out patron.

4073 Location + Item matrix does not exist: [location/item class]

4087 Check-in time and date cannot be set to before the check-out time.

4092 Transaction canceled - Patron record is in error state.

4102 The next scheduled booking does not allow enough time for the guaranteed
circulation period.

4104 The number of pieces must be specified.

4110 This item is not allowed to be checked in at this location. It should be returned to
[location]

4140 This item belongs to a group and must be checked out with other items in that group.
Please visit the service counter.

4141 This item is part of a group and can only be renewed out as a set. Not all items are
available for renewal; therefore this item cannot be renewed. Please see a librarian
for assistance.

4143 This item is part of a group. Additional accompanying materials may be checked out
at the service counter

4166 Incorrect PIN/Password provided

If there are additional circulation error messages that you would like to appear in the
SelfCheck interface, contact Innovative Customer Support for assistance.

8.21.2 Adding Patron Diagnostic Messages

To add a diagnostic message code and message,

1. On the Patron Diagnostic Messages window, select the language for which you
would like to add a diagnostic code.

2. Click the Refresh button.
3. Click the Add button.

In the Code column of the display area, a new line with a highlighted “0” appears
(Figure 8-66).
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W Patron Diagnostic Messages E]@

Language Filter: Enilizh ﬂ

Current Language: English Refresh

Diagnostics Messages l Black Codes

Code | Translation )
4042 4042 Transaction Canceled - Patron has too many tems overdue that have been regu... fadl
4043 4043 Transaction Canceled - Patron hias too many tems hilled
4044 4044 Transaction Canceled - Patron ovves too much money
4045 4045 Transaction Canceled - Patron hias too many reserve tems overdue
4046 4046 Parton has temi(s) too many days overdue
4049 4049 Transaction canceled - kem is being prepared for reserves
4062 4062 Library defined date codelocation combination does not exist.

4067 4067 Patron has already checked out this title in the past. PAtron is designated az an...

4073 4073 Location+tem matrix does not exist

4087 4087 Check-in time and date cannat be set to before the checkout time

4092 4032 Tranzaction Canceled - Patron record iz in error state

4102 4102 The next scheduled booking does not allow enough time for the guaranteed circ...

4104 4104 The number of pieces must be specified

4110 4110 Thiz tem is nat allovwed to be checked in &t this location. | should be returned to

4136 Patron has not opted-in

240035 tem was at status:

@ ] M

3 Error Messacge Recallable date on 3k receipt

Could not complete transaction.  See library staff for Recallable date is:

asszistance.

Add | Dielete ‘
Save | Close ‘

Figure 8-68. Patron Diagnostic Messages Window

In the Code column, type the message code you want to add.

Click twice in the Description column, and type the message that corresponds to
the message code.

When you are finished adding all the messages, click the Save button.

The Profiler adds the message(s) to the current language.
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8.21.3 Adding Translations for Patron Diagnostic
Messages

To add translations for Patron Diagnostic Messages,

1. On the Patron Diagnostic Messages window, select the language for which you
would like to add a translation.

2. To add a new set of diagnostic codes to translate, click the Refresh button. The
Diagnostic Messages tab is updated to show any codes already configured for that
language.

_OR-

To translate an existing set of diagnostic codes to a different language, do NOT
click the Refresh button. This will let you edit the strings that already exist for the

Current Language, and save them to the language set in the Language Filter (Figure
8-69).

Language Filker: French ﬂ

Current Language: English Refresh

Figure 8-69. Differing Languages on Patron Diagnostic Messages Window

3. Select the row containing the information you want to modify.
4. Click the text of the message you want to modify.
5. Type the new translation, and click the Save button.

The Profiler saves your changes to the language indicated by the Language Filter drop-
down list.

If the language in the Language Filter field is different from the language in the

Current Language field, the Profiler displays a confirmation message when you click
the Save button (Figure §-70).
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F = =]

Confirm

9P Are you sure you wank ko copy these translations to French?

\_\_‘_#

Cancel

Figure 8-70. Save Diagnostic String Confirmation Message

8.21.4 Deleting Patron Diagnostic Messages

To delete a diagnostic message code and message,

1. On the Patron Diagnostic Messages window, select the row containing the
message you want to delete.

2. Click the Delete button, and then click the Save button.

The Profiler deletes the row.

8.21.5 Modifying Patron Diagnostic Messages

To modify a diagnostic message code and/or message,

1. On the Patron Diagnostic Messages window, select the language for which you
would like to modify the diagnostic code.

2. Click the Refresh button. The Diagnostics Messages pane is updated.

Note: If you do not click the Refresh button, the Profiler will save the diagnostic
messages that are displayed for the currently-displayed language to the language
you select in the drop-down list in the drop-down list. You will receive a warning
message when you try to save the changes:
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F |

Confirm

€p | Are yousure you want ta copy these translations to Chinese {Traditional)?

".._'

Cancel

Figure 8-71. Save Diagnostic String Confirmation Message

3. Select the row containing the information you want to modify.
4. Click the code or the text of the message you want to modify.
5. Type the new information, and click the Save button.

The Profiler saves your changes.

8.21.6 Modifying Block Code Labels

The Block Codes tab of the Patron Diagnostic Messages window (Figure 8-72) lets you
modify existing patron block codes. While the strings on the Diagnostic Messages tab
appear at SelfCheck stations, the strings on the Block Codes tab appear at the
circulation desk.

The Block Codes tab displays all block codes defined in the database. If a translation is
available, it will be displayed in the Translation column. If no translation is available,
the Translation column will be populated with the description provided in the Block
Code Definitions parameter and an asterisk (*) will be placed after the block code.
Once a translation is provided and saved, the asterisk (*) will be removed.
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W Patron Diagnostic Messages g@
Language Filter: Englizh j
Current Language: Englizh Refresh
Diagnostics Messages  Block Codes l
Code Translation i
01 Charging privileges PN
A8 Address Block B
o2+ Renewal privileges denied
o3* Recall privieges denied
04+ Hald-placing privileges denied
0s* ILL privileges denied
og* Card reparted lost
o7+ Card reparted stalen
og* Too many tems charged
09+ Too many tems owerdue
10 Has made too many renevals
11* Too many claims of items returned
12* Too many tems lost
13* Excessive outstanding fines
14* Exceszsive outstanding fees
15* Haz recall overdue
16* Too many tems billed
17 System Checkout Block
19* System Reguest
20* Address block
gl Cther Circulstion Blocks
e Collections
AF* AddresziFine Black -
Lt Lraney - cannet rivelste Il
Save Cloze

Figure 8-72. Patron Diagnostic Messages Window, Block Codes Tab

Note: This window lets you change the s#ings for block codes. If you want to add,
delete, or modify the block codes themselves, use the Block Codes Definitions
parameter.

To add translations for Block Codes,
1. On the Patron Diagnostic Messages window, click on the Block Codes tab.

2. Select the language for which you would like to add a translation.
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3. Click the Refresh button.
-OR-

To translate an existing set of diagnostic codes to a different language, do NOT
click the Refresh button. This will let you edit the strings that already exist for the
Current Language, and save the strings to the language set in the Language Filter
(Figure 8-73).

Language Fitter: |Canadian-Fren::h ﬂ

Current Language: French

Figure 8-73. Differing Langunages on Patron Diagnostic Messages Window

4. Select the row containing the information you want to modify.
5. Click the text of the block code translation you want to modify.
6. Type the new translation, and click the Save button.

The Profiler saves your changes to the language indicated by the Language Filter drop-
down list.

Note: Asterisks appear next to the block codes that have not yet been translated; i.e.,
the Translation column still shows the default text for those codes as defined in the
Block Codes Definitions parameter.
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8.22 Working with Patron Type Values

For each patron type in your system, the Patron Type Values parameter lets you set a
value for the Request Queue Priority Number on the Patron Type Values window
(Figure 8-75).

Important: The Request Queue Priority Number parameter MUST be set in order for
a patron to place a request. If this parameter is not set (i.e., if the Patron Types window
displays NOT SET!) for a particular patron type, then a request placed by a patron of
this type will fail.

To access the Patron Type Values window,
1. On the Circulation tab, double-click CIRCULATION.
Double-click System Parameters.

3. Double-click Patron Type Values.

The tree expands to display a list of available patron types (Figure 8-74).
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W Virtua Profiler

BEx]

File Edit Swstem Options  Help

Global Settings | OPAC | Cataloging  Circulation | scquistions | ask |

tem Class Defintions

+- tem Clazs Groups

+- Library Calendars

+|- Library Hours
LoanzsiPages Setup
Matification Options
Patron Block History
Patron Deposit Accourts
Patron Disgnostic Messages

College Student
Exchange Faculty
Exchange Student
Family Memberzhip
Friend aof the Library
Graduate Student Type
High School Student
Library Board Member

hlmao Eurmlemmmas Do B

™

Connected to wside on VTLS28 (v2014.2)

Figure 8-74. Circulation Tab - Patron Type Values Expanded

4. Double click the patron type for which you want to set Patron Type Values.

The Patron Type Values window appears for the selected patron type (Figure 8-75).

W College Student

Ax]

Request CQueue Priority Mumber

Save

—

Cancel |

111852010 10:55:20 Ahd

Figure 8-75. Patron Type Values Window

The Request Queue Priority Number specifies the ranking of requests placed by this
patron type in comparison to requests placed by other patron types.
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Note: The Request Queue Priority Number applies to #usatisfied requests only. This
setting does not affect satisfied requests.

Requests are filled first in, first out. Request Queue Priority Number, however, lets
your library establish priority levels for requests from each patron type, so requests
from patrons with the highest priority filter to the top of the requests queue. In this
way, unsatisfied requests are filled as illustrated in the following example:

Patron A: Request Queue Priority Number = 1
Patron B: Request Queue Priority Number = 2

If Patron A places a request affer Patron B places a request, Patron A’s request is filled
before Patron B’s.

Hint: A patron with a Request Queue Priority Number of zero has a higher priority
than a patron with a Request Queue Priority Number of one. If you want ALL patrons
to have the same request priority, Innovative recommends that you give each patron
type a Request Queue Priority Number of 5555. In this way, it will be easy to adjust
the priority up or down if necessary.

8.23 Working with Receipt/Slip Setup

The Receipt/Slip Setup settings let you configute the labels for data elements and
other information, such as starting and ending text, that are printed on different types
of receipts and slips. These settings apply to all locations and override receipt and slip
setup settings in the Virtua client.

To access the Receipt/Slip Setup settings,
1. On the Circulation tab, double-click CIRCULATION.
2. Double-click System Parameters.

3. Double-click Receipt/Slip Setup.

The Receipt/Slip Setup window appeats (Figure 8-76).
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W Receipt/Slip Setup

/o

Patron Name:

||:|atrc|n name

Patron Barcode: ||:atrun barcode

Checked Out Date:

[v Include Checked Out Time

] Check-in l Fine ] In Transit] Billed Material | Reguested In Transit | Requested Slip ] Agency Request Slip l Deposit Ao 4] ¥

|checked out date

Patron Phone: ||Jﬂtrun phone: Due Date: ||:Iuedate
Author: |authur: [v Include Due Time
Title: |t'rtle: Location: |Iucati-:|n
Call Number: |-:a|| number:

" Show Owning Lcation
ttem Barcode: |itern barcode

" Show Shelving Location
Tranzaction Reference Number: |trl1

{* Show Both
{* Show All Patron Barcode Characters
" Show: |0 Patron Barcode Characters
Starting Text: Ending Text:

Starting Text Ending text
Save Cancel

(Onhy named fieldz wil be printed.)

Figure 8-76. Receipt/ Slip Setup Window

Each tab on the window contains the data elements for a different receipt or slip. To

modify the labels or other text that appear on a receipt or slip, click the appropriate

tab; type in your desired text, and then click the Save button. Explanations of the fields

on each tab appear below.

Note: If a receipt or slip does not have any fields defined, Virtua will use the receipt or
slip setup settings in the Virtua client to determine how to print the slip. For more

information on configuring receipts and slips in the Virtua client, see the Cireulation

Workflow-Based Reference Guide.
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8.23.1 Configuring the Check-out/Renew Receipt

To configure the check-out/renew receipt,

1.

Click the Check-out/Renew receipt tab of the Receipt/Slip Setup window (Figure
8.76).

Choose which data elements you want to include on the receipt, and specify how
you want them to be labeled. Each available data element has a default label, which
appears in a text box to the right of the data element name. For each data element,
youcan. ..

e Accept the default label.
-OR-

e Ldit the default label to create your own customized label.
-OR-

e Tor any data element that you do NOT want to include on the receipt, delete
the label entirely.

Note: If you leave all fields blank, the receipt settings in the Virtua client will
determine the labels for the Check-out/Renew receipt. For information on
configuring receipts in the Virtua client, see the Cireulation Workflow-Based Reference
Guide.

You can include the following data elements on check-out and renewal receipts:

e Patron Name - The name of the patron checking out or renewing the item,
taken from the 100 tag, subfield $a of the patron record.

e Patron Barcode - The patron barcode of the patron checking out or renewing
the item.

e Patron Phone - The patron's telephone number, taken from the 270 tag,
subfield $k where the first indicator is 1 (one).

e Author - The author of the item being checked out or renewed, taken from the
bibliographic record.

e Title - The title of the item being checked out or renewed, taken from the
bibliographic record.

e Call Number - The call number of the item being checked out or renewed,
taken from the item record.

e Item Barcode - The item barcode of the item being checked out, taken from
the item record.

e Transaction Reference Number - The transaction reference number, or
tracking number, assigned to the check-out.
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e Patron Barcode - The barcode of the patron who is checking out or renewing
the item. If you choose to include the patron barcode on the receipt, use the
radio buttons below the Patron Barcode field to determine whether you want
to...

+ Show All Patron Barcode Characters - The entire patron barcode will
appear on the Check-out/Renew receipt.

+ Show X Characters - The Check-out/Renew receipt will display only patt
of the patron barcode, according to the number that you type in the text
box. For example, if you type a 4 in the text box, the Check-out/Renew
receipt will display only the /ast four characters of the barcode; asterisks will
appear in place of any other characters in the barcode (e.g., *****(6789).

e Checked Out Date - The date the check-out or renewal transaction was
performed. If you select the Include Checked Out Time check box, the receipt
also includes the time at which the check-out or renewal was performed.

e Due Date - The due date of the checked-out item. If you select the Include
Due Time check box, the receipt also includes the time at which the item is
due.

e Location - The shelving and/or owning location of the checked-out item,
depending on which radio button you select.

e Starting Text - The text that will appear at the top of the receipt, beneath the
Receipt Header defined on the Modify Location window. For information on
the Receipt Header, see the 17rtua Profiler: Global Settings User’s Guide.

Note: Lines that extend beyond your printer or paper margins will NOT wrap.

¢ Ending Text - The text that will appear at the bottom of the receipt, above
the Footer Text defined on the Footer Text tab of the Receipt/Slip Setup
window.

Note: Lines that extend beyond your printer or paper margins will NOT wrap.

Important: If a text box is blank, that data element will not be printed on the
receipt.

3. Click the Save button to save your changes.
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8.23.2 Configuring the Check-in Receipt

To configure the check-in receipt,

1. Click the Check-in receipt tab of the Receipt/Slip Setup window (Figure 8-77).

¥ Receipt/Slip Setup

ME] %

Check-out/Renew

l Fine l In Transi‘tl Billed Material | Requezted In Transit] Requezted Slip l Agency Reguest Slip ] Deposit Ao 4| ¥

Checked Out Date: |checked out date:

¥ Include Checked Out Time

Due Date: |due date:

v Include Due Time

Check In Date: |c:hec:k in date:

¥ Include Checked In Time

Patron Name: ||:|atrc|n name:
Patron Barcode; ||:|ﬁtrun barcode:
Auther: |authur:

Title: |ttle:

Call Number: |c:a|| number:
tem Barcode: |i‘tem barcode:
Tranzaction Reference Number: |trn:

{+ Show All Patron Barcode Characters

" Show: |0 Patron Barcode Characters

Starting Text:

Location: |Iucatiun

{~ Show Owning Location
{~ Show Shelving Location

(¥ Show Both

Ending Text:

Checkin starting text

Checking ending text

(Onty named fields will be printed. ) Save

Cancel

Figure 8-77. Receipt/ Slip Setup Window: Check-in Tab

2. Choose which data elements you want to include on the receipt, and specify how
you want them to be labeled. For each data element, you can . . .

e Edit the default label to create your own customized label.

-OR-

e For any data element that you do NOT want to include on the receipt, delete

the label entirely.
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Note: If you leave all fields blank, the receipt settings in the Virtua client will
determine the labels for the Check-in receipt. For information on configuring
receipts in the Virtua client, see the Cireulation Workflow-Based Reference Guide.

You can include the following data elements on check-in receipts:

e DPatron Name - The name of the patron checking in the item, taken from the
100 tag, subfield $a of the patron record.

e DPatron Barcode - The patron barcode of the patron checking in the item.

e Author - The author of the item being checked in, taken from the
bibliographic record.

e Title - The title of the item being checked in, taken from the bibliographic
record.

e Call Number - The call number of the item being checked in, taken from the
item record.

e Item Barcode - The barcode of the item being checked in, taken from the
item record.

e Transaction Reference Number - The transaction reference number, or
tracking number, assigned to the check-in.

e Patron Barcode - The barcode of the patron who is checking in the item. If
you choose to include the patron barcode on the receipt, use the radio buttons
below the Patron Barcode field to determine whether you want to . . .

+ Show All Patron Barcode Characters - The entire patron barcode will
appear on the Check-in receipt.

+ Show X Characters - The Check-in receipt will display only part of the
patron barcode, according to the number that you type in the text box. For
example, if you type a 4 in the text box, the Check-in receipt will display
only the /ast four characters of the barcode; asterisks will appear in place of
any other characters in the barcode (e.g., *****(6789).

e Checked Out Date - The date the item was checked out. If you select the
Include Checked Out Time check box, the receipt also includes the time at
which the item was checked out

e Due Date - The due date of the checked-out item. If you select the Include
Due Time check box, the receipt also includes the time at which the item is
due.

e Check-in Date - The date the check-in transaction was performed. If you
select the Include Checked In Time check box, the receipt also includes the
time at which the check-in was performed.

e Location - The shelving and/or owning location of the item, depending on
which radio button you select.
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e Starting Text - The text that will appear at the top of the receipt, beneath the
Receipt Header defined on the Modify Location window. For information on
the Receipt Header, see the 17rtua Profiler: Global Settings User’s Guide.

Note: Lines that extend beyond your printer or paper margins will NOT wrap.

e Ending Text - The text that will appear at the bottom of the receipt, above
the Footer Text defined on the Footer Text tab of the Receipt/Slip Setup
window.

Note: Lines that extend beyond your printer or paper margins will NOT wrap.

Important: If a text box is blank, that data element will not be printed on the
receipt.

3. Click the Save button to save your changes.
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8.23.3 Configuring the Fine Receipt

To configure the fine receipt,

1. Click the Fine tab on the Receipt/Slip Setup window (Figure 8-78).

W Receipt/Slip Setup M=

Check-out/Renew | Check-in | In Transit | Billed Material | Requested In Transit | Reguested Slipl Agency Request Slipl Deposit Acnﬂ_’l
Payment Type: Ipayment type: Location: Ilu cation:
Patron Name: Inatrun name: " Show Owning Location
Patron Barcode: II:IﬂfFUI'I barcode: = Show Shelving Location
Author: Iauthur: ¥ Show Both
Titke: [te: Payment Date: [payment date:
Call Number: Icall number: ¥ Include Payment Time
ltem Barcode: I'rtem barcode: Amount Paid: Iamuunt paid:
tem's Due Date: Ii‘tems due date New Balance: Inew balance:
Amount Paid (For ttem): Iamuunt paid for item [ Print Detailed ttem Information
New Balance (For tem): Inew balance for item Transaction Reference Number: Itrn:
Receipt Number: Ireceipt number Reprint Text: Irep rint text:
Fine: Iﬁn £ ¥ Show All Patron Barcode Characters

" Show: IU‘— Patren Barcode Characters
Starting Text: Ending Text:

fine starting text fine ending text
(Only named fields will be printed. ) Save Cancel

Figure 8-78. Receipt/ Slip Setup Window: Fine Tab

2. Choose which data elements you want to include on the receipt, and specify how
you want them to be labeled. For each data element, you can . . .

e Edit the default label to create your own customized label.
-OR-

e For any data element that you do NOT want to include on the receipt, delete
the label entirely.
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Note: If you leave all fields blank, the fine receipt settings in the Virtua client will
determine the labels for the fine receipt. For information on configuring fine
receipts in the Virtua client, see the Cireulation Workflow-Based Reference Guide.

You can include the following data elements on fine receipts:

e Payment Type - The category, such as Overdue or Late Renewal, to which
the payment is being credited.

e DPatron Name - The name of the patron making the payment, taken from the
100 tag, subfield $a of the patron record.

e Patron Barcode - The patron barcode of the patron making the payment.

e Author - The author of the item with which the payment is associated (if
applicable).

e Title - The title of the item with which the payment is associated (if
applicable).

e Call Number - The call number of the item with which the payment is
associated (if applicable).

e Item Barcode - The item barcode of the item with which the payment is
associated (if applicable).

e Item’s Due Date - The due date of the item with which the payment is
associated (if applicable). Data is printed only if the Print Detailed Item
Information check box is checked.

e Amount Paid (For Item) - The amount paid for an item (if applicable). Data
is printed only if the Print Detailed Item Information check box is checked.

e New Balance (For Item) - The amount still due for an item (if applicable).
Data is printed only if the Print Detailed Item Information check box is
checked.

¢ Receipt Number - The number of the fine payment receipt (only available
when the Next Receipt Number option is configured in the Location Names
parameter (see the [irtua Profiler/ Global Settings User’s Guide).

e Fine - The fine code description (see the Fine Codes Definition parameter) for
the fine that was paid. Data is printed only if the Print Detailed Item
Information check box is checked.

e Location - The shelving and/or owning location of the item with which the
payment is associated, depending on which radio button you select.

e Payment Date - The date of the payment. If you select the Include Payment
Time check box, the payment time will also be printed.

e Amount Paid - The amount of the payment.

e New Balance - The new account balance after the payment is subtracted.

¢ Print Detailed Item Information - When selected, the payment receipt will
include all item data elements (i.e., Item’s Due Date, Amount Paid for Item,
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and New Balance for Item) specified for //items associated with the fine(s)

and toward which a payment or partial payment has been made.

e Transaction Reference Number - The transaction reference number, or
tracking number, assigned to the fine payment.

e Reprint Text - A notice that appears on the receipt when the receipt is a
reprint of a fine receipt.

e Patron Barcode - The barcode of the patron who is paying the fine. If you
choose to include the patron barcode on the receipt, use the radio buttons
below the Patron Barcode field to determine whether you want to . . .

+ Show All Patron Barcode Characters - The entire patron barcode will
appear on the Fine receipt.

+ Show X Characters - The Fine receipt will display only part of the patron
barcode, according to the number that you type in the text box. For
example, if you type a 4 in the text box, the Fine receipt will display only
the /ast four characters of the barcode; asterisks will appear in place of any
other characters in the barcode (e.g., ¥*****6789).

e Starting Text - The text that will appear at the top of the receipt, beneath the
Receipt Header defined on the Modify Location window. For information on
the Receipt Header, see the 17rtua Profiler: Global Settings User’s Guide.

Note: Lines that extend beyond your printer or paper margins will NOT wrap.

e Ending Text - The text that will appear at the bottom of the receipt, above
the Footer Text defined on the Footer Text tab of the Receipt/Slip Setup
window.

Note: Lines that extend beyond your printer or paper margins will NOT wrap.

Important: If a text box is blank, that data element will not be printed on the
receipt.

3. Click the Save button to save your changes.
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8.23.4 Configuring the In Transit Slip

To configure the In Transit slip,

1. Click the In Transit tab on the Receipt/Slip Setup window (Figure 8-79).

W Receipt/Slip Setup M=
Check-out/Renew ] Check-in ] Fine ﬂ] Billed Material | Reguested In Transit | Reguested Slip I Agency Request Slip I Deposit Aci 4| ¥
Author: |authc|r: Copy Number: |cc||:|y number:

Tite: tte: ttem Barcode: [item barcode:
Part Title: ||:|ﬂrtt'rtle: Logon Location: |Iugun Iocation:
Call Number: |call number: Shelving Location: |she|\.ring location:
Units: |un'rt5: Transaction Reference Number: |trn:
Starting Text: Ending Text:
in transit starting text: in transit ending text:
{Only named fields will be printed.) Save Cancel

Figure 8-79. Receipt/ Slip Setup Window: In Transit Tab

2. Choose which data elements you want to include on the slip, and specify how you
want them to be labeled. For each data element, you can . . .

e Edit the default label to create your own customized label.
-OR-

e Tor any data element that you do NOT want to include on the slip, delete the
label entirely.
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Note: If you leave all fields blank, the In Transit slip settings in the Virtua client
will determine the labels for the In Transit slip.

You can include the following data elements on In Transit slips:

e Author - The author of the item, taken from the bibliographic record.
e Title - The title of the item, taken from the bibliographic record.
e DPart Title - The name and number of a part or section of the item (e.g., the

title and volume number of a separately cataloged volume in a multi-volume
set).

Note: The source of the data for the part title depends on your MARC format.

* For MARC 21 records, data is taken from the 245 tag subfields $n and $p.

*  For UNIMARC records, data is taken from the 200 tag subfields $h and $i.

= For other MARC formats, data is taken from the 248 tag subfields $v, $h,
and $g.

e Call Number - The call number of the item, taken from the item record.

e Units - The number of units associated with the item, taken from the item
record.

e Copy Number - The copy number of the item, taken from the item record.

e Item Barcode - The barcode of the item, taken from the item record.

¢ Logon Location - The log-in location at which the transaction is performed.

e Shelving Location - The shelving location to which the item should be
routed, taken from the item record.

e Transaction Reference Number - The transaction reference number, or
tracking number, assigned to the in transit transaction.

e Starting Text - The text that will appear at the top of the slip, beneath the
Receipt Header defined on the Modify Location window. For information on
the Receipt Header, see the 17rtua Profiler: Global Settings User’s Guide.

Note: Lines that extend beyond your printer or paper margins will NOT wrap.

¢ Ending Text - The text that will appear at the bottom of the slip, above the
Footer Text defined on the Footer Text tab of the Receipt/Slip Setup window.

Note: Lines that extend beyond your printer or paper margins will NOT wrap.

Important: If a text box is blank, that data element will not be printed on the slip.

3. Click the save button to save your changes.
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8.23.5 Configuring the Billed Material Slip

To configure the Billed Material slip,

1. Click the Billed Material tab of the Receipts/Slips window (Figure 8-80).

¥ Receipt/Slip Setup

BE

Author:
Title:

Part Title:
Call Number:
Units:

Copy Number:

Starting Text:

Che-:k—uut-'Renew] Check—in] Fine ] In Transit

Tran=saction Reference Number:

Requested In Transit | Reguested Slip ] Agency Reguest Slip ] Deposit Ac b L

|author: ttem Barcode: |itsrn barcode:
title: Logon Location: |Iug0n location:
|partt'rt|&: Patron Name: |patr0n name:
|call number: Patron Barcode: |Datron barcode:
|un'rt3: {* Show All Characters

|c:u|3w,r number:

" Show: |0 Characters

|trn:

Bill Date: bill date:

Ending Text:

bill=d material atarting text:

bill=d material ending text

(Only named figlds will be printed. ) Save

Cancel

Figure 8-80. Receipt/ Slip Setup Window: Billed Material Tab

2. Choose which data elements you want to include on the slip, and specify how you
want them to be labeled. For each data element, you can . . .

e Edit the default label to create your own customized label.

-OR-

e Tor any data element that you do NOT want to include on the slip, delete the

label entirely.
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Note: If you leave all fields blank, the Billed Material slip settings in the Virtua
client will determine the labels for the Billed Material slip. For information on

configuring receipts and slips in the Virtua client, see the fine receipt example in
the Circulation Workflow-Based Reference Guide.

You can include the following data elements on Billed Material slips:

e Author - The author of the item, taken from the bibliographic record.

e Title - The title of the item, taken from the bibliographic record.

e Part Title - The name and number of a part or section of the item (e.g., the
title and volume number of a separately cataloged volume in a multi-volume
set).

Note: The source of the data for the part title depends on your MARC format.

* For MARC 21 records, data is taken from the 245 tag subfields $n and $p.

* For UNIMARC records, data is taken from the 200 tag subfields $h and $i.

* For other MARC formats, data is taken from the 248 tag subfields $v, $h,
and $g.

e Call Number - The call number of the material, taken from the item record.

e  Units - The number of units associated with the material being checked in,
taken from the item record.

e Copy Number - The copy number of the item, taken from the item record.

e Transaction Reference Number - The transaction reference number, or
tracking number, assigned to the billed transaction.

e Item Barcode - The barcode of the item, taken from the item record.

e Logon Location - The log-in location at which the transaction is performed.

e Patron Name - The name of the patron who has requested the item, taken
from the 100 tag, subfield $a of the patron record.

e Patron Barcode - The barcode of the patron being billed. If you choose to
include the patron barcode on the slip, use the radio buttons below the Patron
Barcode field to determine whether you want to . . .

+ Show All Characters - The entire patron barcode will appear on the Billed
Material slip.

+ Show X Characters - The Billed Material slip will display only part of the
patron barcode, according to the number that you type in the text box. For
example, if you type a 4 in the text box, the Billed Material slip will display
only the /ast four characters of the barcode; asterisks will appear in place of
any other characters in the barcode (e.g., *****(6789).

e Bill Date - The date that the bill notice was generated for the item.
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e Starting Text - The text that will appear at the top of the slip, beneath the
Receipt Header defined on the Modify Location window. For information on
the Receipt Header, see the 17rtua Profiler: Global Settings User’s Guide.

Note: Lines that extend beyond your printer or paper margins will NOT wrap.

¢ Ending Text - The text that will appear at the bottom of the slip, above the
Footer Text defined on the Footer Text tab of the Receipt/Slip Setup window.

Note: Lines that extend beyond your printer or paper margins will NOT wrap.

Important: If a text box is blank, that data element will not be printed on the slip.

3. Click the Save button to save your changes.
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8.23.6 Configuring the Requested In Transit Slips

To configure Requested In Transit slips,

1. Click the Requested In Transit tab of the Receipt/Slip Setup window (Figure 8-81).

/o

equested n Transit | Requested Sip | Agency Request Sip | Depost aci 4| ¥

Inzpection End Time: |in5|:|ectiun end time:
Log-in Location: |Iug-in location:
Check-in Date: |check-in date:
Restrictions: |restrictiun5:

Notes: |Nutes:

Patron Name: ||:|ﬂtrun nams:
Patren Address: ||:|atrun addrezs:
Patron Phone: ||:|atru:|n phone:
Pickup Location: ||:liCku|:| location:
Patron Barcode: ||:|atru:|n barcode:

{* Show Al Patron Barcode Characters

" Show: |0 Characters

Ending Text:

W Receipt/Slip Setup
Check-out/Renew | Check-in | Fine | In Transit | Biled Material | R
Author: |authc|r:
Root Title: |
Titke: [ttie:
Part Title: |part title:
Call Number: |ca|| number:
Units: |un'rts:
Copy Number: |c:c| py number:
ltem Barcode: |itern barcode:
ltem Clags: |item clags:
Prep Start Time: |prep start time:
Start Time: |start time:
End Time: |end time:
Transaction Reference Number: |trn:
Starting Text:

requested in transit starting text

requested in transit ending text

(Onby named figldz will be printed.) Save Cancel

Figure 8-81. Receipt/ Slip Setup Window: Reguested In Transit Tab

2. Choose which data elements you want to include on the receipt, and specify how
you want them to be labeled. For each data element, you can . . .

e Edit the default label to create your own customized label.

-OR-

e For any data element that you do NOT want to include on the receipt, delete

the label entirely.
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Note: If you leave all fields blank, the Requested In Transit slip settings in the
Virtua client will determine the labels for the Requested In Transit slip. For
information on configuring receipts and slips in the Virtua client, see the fine
receipt example in the Cireulation Workflow-Based Reference Guide.

You can include the following data elements on Requested In Transit slips:

e Author - The author of the item, taken from the bibliographic record.

¢ Root Title [for archival collections only] - The top-level title of the archival
tree.

e Title - The title of the item, taken from the bibliographic record.

e DPart Title - The name and number of a part or section of the material (e.g., the
title and volume number of a separately cataloged volume in a multi-volume
set).

Note: The source of the data for the part title depends on your MARC format.

For MARC 21 records, data is taken from the 245 tag subfields $n and $p.
For UNIMARC records, data is taken from the 200 tag subfields $h and $i.
For other MARC formats, data is taken from the 248 tag subfields $v, $h,
and $g.

e Call Number - The call number of the item, taken from the item record.

® Units - The number of units associated with the item, taken from the item
record.

e Copy Number - The copy number if the item, taken from the item record.

e Item Barcode - The barcode of the item, taken from the item record.

e Item Class - The class of the item, taken from the item record.

e Prep Start Time - Only printed for items with booking requests. The prep
start time of a booking for the item being checked in, taken from the Bookings
for Item window.

e Start Time - Only printed for items with booking requests. The start time of a
booking for the item being checked in, taken from the Bookings for Item
window.

e End Time - Only printed for items with booking requests. The end time of a
booking for the item being checked in, taken from the Bookings for Item
window.

e Transaction Reference Number - The transaction reference number, or
tracking number, assigned to the requested, in transit transaction.

e Inspection End Time - Only printed for items with booking requests. The
inspection end time of a booking for the item being checked in, taken from the
Bookings for Item window.
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e Log-in Location - The log-in location at which the check-in is performed.

e Check-in Date - The date of the check-in transaction.

e Restrictions - Further privacy restrictions associated with the requesting
patron, taken from the 5006 tag, subfield $a of the patron record. Note that the
506 tag must have an indicator of 1 to be printed on slips.

e Notes - Only printed for items with booking requests. Item bookings notes,
taken from the notes field of the Bookings for Item window.

e DPatron Name - The name of the patron who has requested the item, taken
from the 100 tag, subfield $a of the patron record.

e DPatron Address - The address of the patron who requested the item, from the
270 tag, subfield $a of the patron record where the first indicator is 1 (one).

e Patron Phone - The patron's telephone number, taken from the 270 tag,
subfield $k where the first indicator is 1 (one).

e Pickup Location - The location at which the requested item is to be picked
up, taken from the request record.

e Patron Barcode - The barcode of the patron who has requested the item. If
you choose to include the patron barcode on the slip, use the radio buttons
below the Patron Barcode field to determine whether you want to . . .

+ Show All Patron Barcode Characters - The entire patron barcode will
appear on the Requested In Transit slip.

+ Show X Characters - The Requested In Transit slip will display only part
of the patron barcode, according to the number that you type in the text
box. For example, if you type a 4 in the text box, the Requested In Transit
slip displays only the /as? four characters of the barcode; asterisks will
appear in place of any other characters in the barcode (e.g., *****6789).

e Starting Text - The text that will appear at the top of the slip, beneath the
Receipt Header defined on the Modify Location window. For information on
the Receipt Header, see the 17rtua Profiler: Global Settings User’s Guide.

Note: Lines that extend beyond your printer or paper margins will NOT wrap.

¢ Ending Text - The text that will appear at the bottom of the slip, above the
Footer Text defined on the Footer Text tab of the Receipt/Slip Setup window.

Note: Lines that extend beyond your printer or paper margins will NOT wrap.

Important: If a text box is blank, that data element will not be printed on the slip.

3. Click the Save button to save your changes.
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8.23.7 Configuring the Requested Slip

To configure Requested Slips,
1. Click the Requested Slip tab of the Receipts/Slips Setup window (Figure §-82).

mE] ]|

Agency Request Slipl Deposit Ao 4| ¥

W Receipt/Slip Setup

Check-out’'Renew ] Check-in ] Fine ] In Trans'rt] Billed Material | Requested In Transit

Author: |autnor: Inzpection End Time: linspection end time:
Root Title: | Log-in Location: |Iclg in location:

Title: |t'rtle: Request Expiration Date: |r9que5.t expiration date:
Part Title: [part ite: Check-in Date: |check-in date:

Call Number: |-:a|| number: Restrictions: |restrictiuns:

Units: |Lll'l'rt5-: Notes: |nutes:

Copy Number: |ccl|:|y number: Patron Mame: ||:|atrun name:

tem Barcode:
tem Class:

Prep Start Time:

Start Time: |start time: Patron Barcode: ||:|atr-:|n barcode:
End Time: |ent| time: {* Show All Patren Barcode Characters
Transaction Reference Number: |trn: " show: |0 Characters

Starting Text:

|'rtem barcode:

|'rtem clazs:

||:|rep start tims:

Patron Address:
Patren Phone:

Pickup Location:

Ending Text:

||:|atrun address:

||:|atrun phone:

||:|ickU|:| location:

requested slip starting text

requested lip ending text

Figure 8-82. Receipt/ Slip Setup Window: Reguested Ship Tab

{Only named figlds will be printed.)

save Cancel

Choose which data elements you want to include on the slip, and specify how you
want them to be labeled. For each data element, you can . . .

e Edit the default label to create your own customized label.

-OR-

e For any data element that you do NOT want to include on the receipt, delete

the label entirely.

Note: If you leave all fields blank, the Requested slip settings in the Virtua client
will determine the labels for the Requested slip. For information on configuring
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receipts and slips in the Virtua client, see the fine receipt example in the Cireulation
Workflow-Based Reference Guide.

You can include the following data elements on Requested slips:

e Author - The author of the item, taken from the bibliographic record.

¢ Root Title [for archival collections only] - The top-level title of the archival
tree.

e Title - The title of the item, taken from the bibliographic record.

e Part Title - The name and number of a part or section of the material (e.g., the
title and volume number of a separately cataloged volume in a multi-volume
set).

Note: The source of the data for the part title depends on your MARC format.

* For MARC 21 records, data is taken from the 245 tag subfields $n and $p.

*  For UNIMARC records, data is taken from the 200 tag subfields $h and $i.

* For other MARC formats, data is taken from the 248 tag subfields $v, $h,
and $g.

e Call Number - The call number of the item, taken from the item record.

e Units - The number of units associated with the item, taken from the item
record.

e Copy Number - The copy number if the item, taken from the item record.

e Item Barcode - The barcode of the item, taken from the item record.

e Item Class - The class of the item, taken from the item record.

e Prep Start Time - Only printed for items with booking requests. The prep
start time of a booking for the item being checked in, taken from the Bookings
for Item window.

e Start Time - Only printed for items with booking requests. The start time of a
booking for the item being checked in, taken from the Bookings for Item
window.

¢ End Time - Only printed for items with booking requests. The end time of a
booking for the item being checked in, taken from the Bookings for Item
window.

e Transaction Reference Number - The transaction reference number, or
tracking number, assigned to the request transaction.

e Inspection End Time - Only printed for items with booking requests. The
inspection end time of a booking for the item being checked in, taken from the
Bookings for Item window.

e Log-in Location - The log-in location at which the check-in is performed.

¢ Request Expiration Date - The date on which the request expires.
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e Check-in Date - The date of the check-in transaction.

e Restrictions - Further privacy restrictions associated with the requesting
patron, taken from the 5006 tag, subfield $a of the patron record. Note that the
506 tag must have an indicator of 1 to be printed on slips.

e Notes - Only printed for items with booking requests. Item bookings notes,
taken from the notes field of the Bookings for Item window.

e DPatron Name - The name of the patron who has requested the item, taken
from the 100 tag, subfield $a of the patron record.

e DPatron Address - The address of the patron who requested the item, from the
270 tag, subfield $a of the patron record where the first indicator is 1 (one).

e Patron Phone - The patron's telephone number, taken from the 270 tag,
subfield $k where the first indicator is 1 (one).

e Pickup Location - The location at which the requested item is to be picked
up, taken from the request record.

e Patron Barcode - The barcode of the patron who has requested the item. If
you choose to include the patron barcode on the slip, use the radio buttons
below the Patron Barcode field to determine whether you want to . . .

+ Show All Patron Barcode Characters - The entire patron barcode will
appear on the Requested slip.

+ Show X Characters - The Requested slip will display only part of the
patron barcode, according to the number that you type in the text box. For
example, if you type a 4 in the text box, the Requested slip displays only the
last four characters of the barcode; asterisks will appear in place of any
other characters in the barcode (e.g., ¥*****(6789).

e Starting Text - The text that will appear at the top of the slip, beneath the
Receipt Header defined on the Modify Location window. For information on
the Receipt Header, see the 17rtua Profiler: Global Settings User’s Guide.

Note: Lines that extend beyond your printer or paper margins will NOT wrap.

¢ Ending Text - The text that will appear at the bottom of the slip, above the
Footer Text defined on the Footer Text tab of the Receipt/Slip Setup window.

Note: Lines that extend beyond your printer or paper margins will NOT wrap.

Important: If a text box is blank, that data element will not be printed on the slip.

Click the Save button to save your changes.
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8.23.8 Configuring the Agency Request Slip

Note: An agency request is a special type of request where a library/agency needs one
or more copies of an item for a specified length of time. Agency requests can be useful
when one branch is hosting a book club or providing a special exhibit and wishes to
have all of the library system’s copies of a title at that branch.

To configure the Agency Request Slip,

1. Click the Agency Request Slip tab of the Receipts/Slips Setup window (Figure

8-83).

W Receipt/Slip Setup

BE X

Check-out/Renew ] Check-in ] Fine ] In Transi‘tl Billed Material | Requested In Transit | Requested Sli Deposit ’C\C'Ll_'
Author: |ﬂthhUr: Log-in Location: |Iug in location:
Root Title: | Regquest Expiration Date: |r9quest expiration date:
Title: |t'rtle: Requesting Location: |requesting location:
Part Title: |part tite:
Call Number: |call number:
Units: |un'rts.:
Copy Number: |cc||:|y number:
tem Barcode: |itern barcode:
tem Class: |'rtem class:
Starting Text: Ending Text:

agency request starting text agency request ending text

(Only named fields wil be printed. ) Save Cancel

Figure 8-83. Receipt/ Slip Setup Window: Agency Request Slip Tab

2. Choose which data elements you want to include on the slip, and specify how you
want them to be labeled. For each data element, you can . . .
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e Edit the default label to create your own customized label.
-OR-

e Tor any data element that you do NOT want to include on the receipt, delete
the label entirely.

Note: If you leave all fields blank, the Agency Request slip settings in the Virtua
client will determine the labels for the Agency Request slip. For information on
configuring receipts and slips in the Virtua client, see the fine receipt example in
the Circulation Workflow-Based Reference Guide.

The Agency Request Slip tab has many of the same fields as the Requested Slip
except that it does not include any fields related to booking requests or patron
information, and it contains one additional field:

e Requesting Location - The location/agency making the request.

Important: If a text box is blank, that data element will not be printed on the
receipt.

3. Click the Save button to save your changes.

8.23.9 Configuring the Deposit Account Slip

Note: A library can provide a Deposit Account where patrons can deposit and
withdraw funds. A withdrawal from the account can be used as a payment method to
handle library fees.

To configure the Deposit Account Slip,

1. Click the Deposit Account tab of the Receipt/Slip Setup window (Figure §-83).
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¥ Receipt/Slip Setup M=
Check—in] Fine I In Transit] Billed r.1ateriﬂll Regquested In Transit | Reguested Slip | Agency Reguest Slip l Footer Text] i]r

Patron Name:

Patron Barcode:

Tranzaction Type:

Transaction Date:

™ Include Time

Payment Method:

Amount:

Withdrawal Reason:

New Balance: |

Tranzaction Reference Mumber:

Starting Text: Ending Text:

(Cnly named fields will be printed.) Save Cancel

Figure 8-84. Receipt/ Slip Setup Window: Deposit Account Tab

2. Choose which data elements you want to include on the slip, and specify how you
want them to be labeled. For each data element, you can . . .
e Edit the default label to create your own customized label.
-OR-
e For any data element that you do NOT want to include on the receipt, delete
the label entirely.

Note: If you leave all fields blank, the Deposit Account slip settings in the Virtua
client will determine the labels for the Deposit Account slip. For information on
configuring receipts and slips in the Virtua client, see the fine receipt example in
the Circulation Workflow-Based Reference Guide.

You can include the following data elements on deposit account slips:

e Patron Name - The name of the patron making the deposit/withdrawal, taken
from the 100 tag, subfield $a of the patron record.
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e Patron Barcode - The patron barcode of the patron making the deposit.

e Transaction Type - The type of the transaction, whether a deposit or
withdrawal.

e Transaction Date - The date of the transaction. If you select the Include
Time check box, the time of the transaction will also be printed.

e Payment Method - The method by which a deposit was made.

e Amount - The amount of the deposit or withdrawal.

e New Balance - The balance in the account after the deposit or withdrawal is
made.

¢ Withdrawal Reason - The reason funds were withdrawn from the account.

o Transaction Reference Number - The transaction reference number, or
tracking number, assigned to the deposit or withdrawal.

Important: If a text box is blank, that data element will not be printed on the
receipt.

3. Click the Save button to save your changes.

8.23.10 Configuring the Receipt/Slip Footer

The Footer Text tab on the Receipt/Slip Setup window (Figure 8§-85) lets you type a
footer that will appear on a// receipts and slips.

PROPRIETARY INFORMATION OF INNOVATIVE INTERFACES, INC.



246 Virtua Profiler/Circulation Parameters (v. 16.1)

W Receipt/Slip Setup (=)

= g

Profiler footer

{Onky named figldz wil be printed. ) Save Cancel

Figure 8-85. Receipt/ Slip Setup Window: Footer Text Tab

To define the text that will appear at the end of each receipt and slip,

1. Type your desired message in to Footer Text window.

Note:
e Lines that extend beyond your printer or paper margins will NOT wrap.

e If you leave the field blank, the Ending Text defined in the Virtua client will be
printed at the bottom of the slip or receipt.

2. Click the Save button to save your changes.

Note: The header text for receipts and slips is defined per location. For information
on configuring header text on receipts and slips, see the V7rtua Profiler/ Global Settings
User’s Guide.
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8.24 Working with Request Groups

Request groups represent the physical and/or virtual grouping of locations used for
processing requests. The Request Groups parameter works in conjunction with the
Global Request Trapping Options parameter, where one of the choices for the scope
of the parameter is Group.

Setting the Global Request Trapping Option to Group means that the Request From
Group setting will be available when you add a request in the Virtua client (Figure 8-86).
The Request From Group setting allows you to select a request group. If the Select a
request group for this pickup location option is set (see the Location Names parameter), the
Request From Group setting is populated automatically and cannot be modified. Only
items belonging to one of the locations in your specified request group will be able to
satisfy the request.

W New Request for Bib: 000000402 - Virtua ...

Author: Alcotk, Louisa May, 1832-18588,
Title: Little wormen; or, Meq, 1o, Beth, and Ay with a new

Edition: Centennial ed.
Imprink: Boston @ Little, Brown, 1963,

Request Cplions

oy r~
Fickup location: |F'-rlin-;|tnn Library
Mot needed after: | Use date:

K K B

[ Fee Exempk

m

Minimurm period needed (days): |':'

Murnber af items in database:

Zalculate the number of qualifving items: Calculate

Murnber af items that qualify For this request; |¢

Cancel

= Back

Figure 8-86. New Request for Bib Window
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For details on setting the Global Request Trapping Options parameter, see the section
“About the Global Request Trapping Options” in this user's guide.

When setting the Request Groups parameter, keep in mind that . . .

e Both main locations and sublocations can be used as member locations in request
groups.

¢ Adding a main location to the Member Locations list does not mean that a request
can be satisfied by an item from the main location OR from any of its
sublocations. For a request to be satisfied by an item at a sublocation when request
groups are in use, the sublocation must be present in the Member Locations list.

e A location can belong to multiple request groups.

e The ability to make requests is controlled through the Patron Types parameter. For
details, see the chapter “Working with the Patron Types Parameter” in this uset’s
guide.

8.24.1 Adding Request Groups

To add a request group in the Virtua Profiler,

1. On the Circulation tab, under System Parameters, highlight Request Groups.
Click the right mouse button, and then choose Add.

The Add Request Group window appears (Figure §-87).

FW Add Request Group -\

Request Group Mame |

Request Group Code |1 ans2

Member Locations Axvailable Locations

Another Mewy Location -~
=1 )

) |Archives - Genealogy
Archives - Local History
Archives - Maps
Archives - Papers
Archives - Periodicals
Archives - Reference

E ﬂ Cancel

MOT SET

Figure 8-87. Add Request Group Window
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In the Request Group Name text box, type a concise, descriptive name for the new
request group.

Note: The Request Group Name must be unique. If it is not, upon saving, Virtua
returns an error message.

Accept the preset Request Group Code, a five-digit code that is padded with zeros
from the left and indicates the last code used plus one.

Note:

e The Request Group Code must be unique. If it is not, upon saving, Virtua
returns an error message stating that the code already belongs to an existing
request group.

¢ You may edit the code if you like, but Innovative recommends that you accept
the default, as it is always unique.

In the Member Locations list box, add the location(s) that you want to belong to
this request group. To do this,

c. Highlight a location in the Available Locations list box.

d. Click the hand pointing left ﬂ

Hint: To select more than one location at a time, hold down the CTRL key (for
non-adjacent selection) or the SHIFT key (for adjacent selection) while clicking the
desired locations.

If you need to remove a location from the Member Locations list box,

c. Highlight the location you want to reorder.

d. Click the hand pointing right EI

Notes:

e The Available Locations list box displays all locations that are not assigned to
the current request group. Once a location has been added to the request
group, it is removed from the Available Locations list box to keep you from
adding the same location twice.

e Virtua checks, upon saving, that at least ONE location has been added to the
request group. If not, Virtua returns an error message. You must add at least
one location or cancel the Add function.
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7. If you need to re-order the locations listed in the Member Locations list box,
a. Highlight the location.
b. Click the hand pointing up or hand pointing down button.

Note:

e The order of locations in a request group is a factor only for loans. When a
loan request is placed in the Virtua client against a particular request group,
Virtua attempts to satisfy the request with an item from the first location in the
Member Locations list. If the request cannot be satisfied with an item from the
first location, Virtua attempts to satisfy it with an item from the second
location, and so on.

e Hold requests are satisfied by the first item that is checked in at one of the
locations in the request group.

e Page requests are not affected since they are placed against a particular item
instead of a bibliographic record.

8. Click the Save button.
Note: The Save button becomes active only affer you type a Request Group Name.

The request group is added to the database.

8.24.2 Modifying Request Groups

To modify a Request Group,

3. Under System Parameters, double-click Request Groups.
The tree structure expands to display a list of request groups.

4. Double-click the desired request group name.

The Modify Request Group window appears (Figure 8-88).
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rw Modify Request Group

Request Group Mame |Garu:ia
Reguest Group Code ||:||:||:|2|:|
fdember Locations Available Locsations

Farcia - Periodicals . = Another Mew Location -
Archives - Local Histary Arlington Library lmm
Archives - Reference = Brad's Location

Wilzon Library - Reference Hong Kong Central Library
Wilzon Library - Special Cc Metnorial Archives

Wilzon Library - Periodical: = Meweloct 2 -
Wilzon Likbrary - Audiovisu ™ MeswlLoct 3 il

ﬁ ﬂ Sawve Cancel

Last Modified 452302011 10005:52 Ahd

Figure 8-88. Modify Request Group Window

Modify the Request Group Name. You can use cut, copy and paste functions.
Modify the Request Group Code. You can use cut, copy and paste functions.
Add locations to or remove locations from the Member Locations list. To do this,

select the desired location and click the hand button that points left or right as
appropriate.

10. Click the Save button.

Your changes are saved to the database.

8.24.3 Deleting Request Groups

To delete a request group,

1.

Under System Parameters, expand the Request Groups heading.
Highlight the desired request group name.
Click the right mouse button, and then choose Delete.

Virtua asks you if you really want to delete the request group (Figure §-89).
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= =1

Confirm

] [ wou really wank ko delete this parameter?

Cancel |

Figure 8-89. Delete Request Group Confirmation

4. Click OK.

The request group is deleted from the database.

8.25 Working with the Request
Location Routing Parameter

The Request Location Routing parameter works in conjunction with the Global
Request Trapping Options. The Request Location Routing parameter allows you to
define a prioritized list of locations that is used when Virtua traps an item to satisfy a
global request, i.e., a hold/recall, loan or page request for which the corresponding
Global Request Trapping Option is set to Global.

When a global request is placed, Virtua attempts to satisfy the request with an item
from the first location listed in the Request Location Routing parameter. If the request
cannot be satisfied with an item from this location, Virtua attempts to satisty the
request with an item from the second location in the list, and so on.

To configure the Request Location Routing parameter,

1. On the Circulation tab, double-click System Parameters and then double-click
Request Location Routing,.

The Location Routing window appears (Figure 8-90).
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FW Location Routing g -\

Global Reguest Trapping Option:

|Globsl -

Locations:

Archives - Local History

|3

Archives - Papers

Garcia - Audiovisuals
Wilzan Library

Memorial Archives
Archives - Genealogy
Archives - Maps
Archives - Periodicals
Archives - Reference
Garcia Research Library

-1

Save Cancel

Figure 8-90. Location Routing Window
In the Global Request Trapping Option drop-down list, select Global.

Note: The choice of Institution in this drop-down list may appear ONLY to
consortium database users.

The Locations list box displays a list of all the main locations and sublocations that
your library has configured.

Re-order the locations in the Locations list box as needed. To do this,

a. Highlight a location.
b. Click the hand pointing up or hand pointing down button.

Click the Save button.

Your Request Location Routing settings are saved to the database.
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9. Appendix A - Parameters
Worksheets

You can use worksheets provided in this appendix to record the settings for your
Circulation parameters before setting them in the Virtua Profiler. For a description of
each parameter, see the appropriate chapter in this user’s guide.

This appendix contains worksheets for setting the following parameters:

System Parameters

Patron Types

Location + Patron + Item Matrix
Location + Patron Matrix
Location + Item Matrix

Alerts and Blocks Matrix
Location-specific Parameters

L R R |

9.1 System Parameters

9.1.1 Global Request Trapping Options

Hold/Recall Flag: O Group O Global O Local
Loan Flag: 3 Group 03 Global
Page Flag: 3 Group O Global O Local

9.1.2 Minimum Circulation Question

O Yes 0 No
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9.1.3 Item Class Definitions

Class Type Media Type
Item Class P 2 yp
Code . (Regular or (Magnetic or Non-
Definition .
Reserve) magnetic)
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9.1.4 Block Code Definitions

You can use the following table to record your /Zbrary-defined Block Codes and /ibrary-
defined Block Code Definitions. For a list of system-assigned block code definitions that

you CANNOT delete or duplicate, see the section “About Block Code Definitions” in
this user’s guide.

Block Code Block Code Definition
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9.1.5 Fixed Field Blocks

You can use the following table to record your fixed field Block Code Definitions.

Block Fixed Field Definition Your Customized Definition
Code

01 Charging privileges denied

02 Renewal privileges denied

03 Recall privileges denied

04 Hold-placing privileges denied

ILL privileges denied. Note:
05 Currently, this block code is not
supported.

06 Card reported lost

07 Card reported stolen

08 Too many items charged

09 Too many items overdue

10 Has made too many renewals

1 Too many claims of items returned
12 Too many items lost

13 Excessive outstanding fines

14 Excessive outstanding fees

15 Has recall overdue

16 Too many items billed
20 Address block

Other Circulation-related blocks
(specified in field 043)

25 [To be defined]
26 [To be defined]

21
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9.1.6 Fine Code Definitions

You can use the following table to record your /Zbrary-defined Fine Codes and Fine Code
Definitions. For a list of system-assigned Fine Code Definitions that you CANNOT
delete or duplicate, see the section “Guidelines for Setting the Fine Code Definitions
Parameter” in this user’s guide.

Fine Code Fine Code Definition
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9.1.7 Check-out Limits Matrix Type

Important: In the Virtua Profiler, the Check-out Limits Matrix contains seven
columns rather than the four shown in the tables below. We have created these
worksheets so that you need to fill only three columns of data, in addition to the
Patron Type, in any one table.

For details on the columns in which to enter your values, see the section “Working
with the Check-out Limits Matrix” in this user’s guide.

Matrix Level: Patron Type

Matrix Location:

Matrix Item Class:

Patron Type Check-out Limit Limit Period Period Type
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Matrix Level: Patron Type + Location

Matrix Location:

Matrix Item Class:

Patron Type

Check-out Limit

Limit Period

Period Type
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Matrix Level: Patron Type

Matrix Location:

Matrix Item Class:

Patron Type Reserve Reserve Reserve
Check-out Limit Limit Period Period Type
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Matrix Level:

Matrix Location:

Patron Type + Location

Matrix Item Class:

Patron Type

Reserve
Check-out Limit

Reserve
Limit Period

Reserve
Period Type
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Matrix Level: Patron Type +Item

Matrix Location:

Matrix Item Class:

Patron Type Check-out Limit Limit Period Period Type
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Matrix Level: _ Patron Type + Item + Location

Matrix Location:

Matrix Item Class:

Patron Type

Check-out Limit

Limit Period

Period Type
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9.1.8 Audit Trail Flag

O On 3 Off

9.1.9 Delete/Waive Flags

Waive Fees Flag: 0 On
Delete Outstanding Requests Flag: 3 On
Delete Special Status Flag: 0 On

9.1.10 Long Loan Flag

O On 3 Off

9.1.11 Renewal Override

O On O Off

9.1.12 3M Error Message

3 Off

3 Off

3 Off
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9.2 Patron Types

Patron Type:

Patron Type Code:

Request Limits

Hold Limit: Period:
Recall Limit: Period:
Loan Limit: Period:
Page Limit: Period:

Request Placement Order

Hold Recall Loan Page

Number of Requests on Same Bib-1D:
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9.3 Location + Patron + Item Matrix

Location:

Patron Type:

Item Class:

9.3.1 Loan Rules Tab

Regular Check-out

O Fixed Period: [ Annual O Quarter O Semi-annual
-OR-
O Calculated  Period: O Minutes O Hours [ Days [ Years

In-house Check-out

O Fixed Period: O Annual [ Quarter [ Semi-annual

-OR-

O Calculated  Period: O Minutes O Hours [ Days [ Years
Renewal

O Fixed Period: O Annual [ Quarter [ Semi-annual

-OR-

O Calculated  Period: O Minutes O Hours [ Days [ Years
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9.3.2 Fines/Grace Tab

For Non-recalled Items

Overdue Fine Amount:

Fine Period: O Minutes O Hours [ Days [ Years
Grace Period: O Minutes O Hours [ Days O Years
For Recalleded Items

Overdue Fine Amount:

Fine Period: O Minutes O Hours [ Days [ Years

Grace Period: O Minutes O Hours [ Days [ Years

For Any Overdue Item

Mail Grace Period: O Minutes O Hours [ Days (O Years

Maximum Fine Amount:

Circ Period: O Minutes O Hours [ Days O Years

Does Fine Accrue from Grace Period? O Yes 0 No
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9.3.3 Notices/Limits Tab

For Non-recalled Items

Period from Due
Date to First Notice: O Minutes O Hours O Days 0O
Years

Max Number of Notices:

Notice Period: O Minutes O Hours O Days O
Years
Billing Period: O Minutes O Hours O Days O
Years

For Recalled Items

Period from Due
Date to First Notice: O Minutes O Hours O Days 0O
Years

Max Number of Notices:

Notice Period: O Minutes O Hours O Days O
Years
Billing Period: O Minutes O Hours O Days O
Years

For Any Overdue Item

Renewal Limit:

Is First Notice Review Notice? O Yes 0 No

Review Notice Days Before Due Date:
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9.4 Location + Patron Matrix

Location:

Patron Type:

Default Due Date: Time:

Account Statement
Period: O Minutes O Hours 0 Days

Processing Fee:

3 Years

Amount of Processing Fee Canceled at Check-in:
Processing Fee Used for Block? O Yes 0 No

Item Price Fee that Remains at Check-in:

Item Price Fee Used for Block? O Yes 0 No

Patron Record
Expiration Period: O Minutes O Hours [ Days

Patron Record
Delete Period: O Minutes O Hours 0 Days

Hold Allowed When Available
Item Exists at Log-in Location? O Yes 0 No

Hold Allowed When Available
Ttem Exists at Another Location? O Yes 0 No

Allow Request for Bibs without Items? O Yes 0 No
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9.5 Location + Item Matrix

Location:

Item Class:

9.5.1 Item Info Tab

Must Pick Up at Shelving Location? O Yes O No
Items Circulating Less than One Day

Are Due at Closing? O Yes 0 No
Items Circulating One Day or More

Are Due at Closing? O Yes O No
Use Item Record Price at Billing? O Yes O No

Default Item Price:

Fines Accrue During

Non-operating Hours? O Yes O No

Prep Time for

Materials: O Minutes O Hours [ Days [ Years
Hold Pickup

Time: O Minutes O Hours [ Days [ Years

Inspection Time
for Materials: O Minutes O Hours [ Days [ Years
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9.5.2 Requests Tab

Hold

Request Allowed? O Yes 0 No

Default Expiration

Period: O Minutes O Hours O Days [ Years
Recall

Request Allowed? 3 Yes 0 No

Default Expiration

Period: O Minutes O Hours O Days O Years
Loan

Request Allowed? O Yes 0 No

Default Expiration

Period: O Minutes O Hours O Days O Years
Page

Request Allowed? O Yes 0 No

Default Expiration
Period: O Minutes O Hours O Days O Years

PROPRIETARY INFORMATION OF INNOVATIVE INTERFACES, INC.



Virtua Profiler/Circulation Parameters (v. 16.1) 273

9.6 Alerts and Blocks Matrix

Patron Type:

Alert/ Overdue Recalled Billed Reserve Owed Days Delinquent
Block Overdue Overdue Amount | Overdue | Owed Amt.

Check-out
Alert

Check-out
Block

Renewal Alert

Renewal
Block

Hold Alert

Hold Block

Recall Alert

Recall Block

Loan Alert

Loan Block

Page Alert

Page Block
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9.7 Location-specific Parameters
9.7.1 Closed Dates

Location:

Closed Date Date Definition (optional)
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9.7.2 Library Hours

Location:

Open Day Open Time Close Day Close Time
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9.7.3 Library-defined Dates

Location:

Annual Loans

Begin Date End Date Due Date
Quarter Loans

Begin Date End Date Due Date
Semi-annual Loans

Begin Date End Date Due Date
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10. Appendix B - Convert Fine to
Block Workflow

This appendix provides more information about the workflow involved when the
Convert Fine to Block field is set in the Location +Patron + Item matrix (see the
section “About Fines and Grace Periods” in this guide).

10.1 When an Overdue Item Is
Checked in...

When the Convert Fine to Block is set and the overdue item is checked into Virtua,
the system will see that a library-defined block exists for fine calculation as defined in
Location +Patron + Item matrix. So instead of calculating fines, the system will
calculate the number of days that loan privileges will be suspended based on the values
specified in the Overdue Fines and Fine Period fields in the matrix..

In addition, the system will automatically add a 043 tag to the patron record, inserting
the library-defined block code in the subfield $a and the end date and time of the
suspension period in the subfield $d:

‘I:”:H'l,aEiOH,dZDD?DGL—‘rllDE |

If multiple overdue items are checked in, the system will use the item that is overdue
the longest to determine the date in the 043 tag.

If tag 043 already exists when the overdue item is checked in, the system will compare

the potential “suspend until” date for the new overdue check-in to the existing date in

the 043 tag.

e If the new overdue check-in would increase the “suspend until” date in the 043
tag, the system will adjust the existing date to the new date.

e If the new overdue check-in would fall within or be equal to the “suspend until”
date in the 043 tag, the system will make no changes to the existing date.

To remove expired suspension blocks (i.e., 043 tags) from patron records, run the

server script DeleteExpiredPatronBlocks.sh (for details, see the Systerz Management:
Cireulation User’s Guide).
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Because the block is controlled by a special library-defined block code, which resides in
its own 043 tag, and no fines are assessed, the patron account window is not populated
with any information. Furthermore, because the blocking is controlled by the library-
defined block code in it’s own 043 tag, you can map the 043 $d date field to the Card
Format tab of the patron record to see the “suspended until” date (Figure 10-7).

% Patron Information - Denault, Jordan

| MARC Format | Activity | Account |
Patron ID: 1234d
Mame: Denault, Jordan
Patron type: College Student
Email: jordand @hotmail. com
Registration date: 200311241105
Suspended Until: 200706141105
Last activity: 200706041456
Edit...
[ Print Receipt Update | Renew Al | Refresh | Close

Figure 10-1.Patron Information Window - Display of Suspended Until Date

The description of the library-defined block code (as defined in the Block Code
Definitions parameter) controls the text that appears in the Blocks message in the
client and in the Error message that appears when the patron tries to place a request.

10.2 Blocking Patrons Before They
Check in Overdue Items

If you want to block a patron before their overdue item is checked in (which would,
for example, trigger the calculation of a one-day block per day overdue), you can set
the Days Overdue column in the Alerts and Blocks matrix to a value of 1. As a result,
if the patron has one checked-out item that is overdue for more than one day, they will
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be blocked from being able to check-out, renew or request material in the library until
that item is returned. Once the item is returned, that block (or alert) would go away
and the suspension by days would be activated.
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11. Appendix C - Parameters
Specific to the Hong Kong Public
Library

11.1 Enhancement to the Block Codes
Definitions Parameter

The Block Codes Definitions parameter has an added feature, the Use in Editor check
box, which is available to the Hong Kong Public Library only (Figure 11-7).

rﬁ Block Codes g “

lUze in editor | Block Code | Block Description |
Charging privileges denied rs

Renewal privileges denied
Recall privieges denied
Hold-placing privieges denised
Card reported logst

IIIII&

Card reported stolen |

Add | Remove Save Cancel

Figure 11-1. Block Codes Window

If the Use in Editor check box is selected for a given block code/description, that
block definition will appear in the Add Patron Block drop-down list, which is
accessible from the Blocks tab of the HKPL Patron Editor.
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11.2 Patron Types Settings: HKPL Tab

W Modify Patron Type - Adult Patron

Patron Type |An|:lurt Patron

Patron Type Code |

General] ASR  HKPL l

| Require Guarantor

Required Document Type(s)
| Birth Certificate Mumber

| HKID
| Pas=port Number

| Qther ID Number

Save Cancel

Last modified at 4/28/2011 11:03.24 AM by Root User
e —————

Figure 11-2. Modify Patron Type Window
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On the HKPL tab of the Patron Types parameter, the Require Guarantor setting
indicates whether a patron of that type requires a guarantor. The HKPL Patron Editor
contains a Guarantor tab. When the Require Guarantor check box is selected for a
particular patron type, guarantor information must be entered on the Guarantor tab
when adding a patron (or modifying a patron) of that type.

The Required Document Type(s) settings let you specity, for each patron type, which
document type or types (birth certificate number, HKID, passport number, and other
ID number) will be required for a patron record of that type to be saved successfully in
the client.

11.3 Patron Districts Parameter

Patron Districts

Code Descriptian |

s Mew District

Add Remove Save Cancel

Figure 11-3. Patron Districts Parameter

The System Parameters > Patron Districts parameter lets you define a code for and a
corresponding description of each Hong Kong district that you want to be available in
the District drop-down list on the Main Address tab of the HKPL Patron Editor. Both
the code and description will appear in the list.

The code must be a unique alphanumeric string that is two characters in length.

To add a description, click the Add button. To remove a description, select it and then
click the Remove button.
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11.4 Scheduling the Generation of the
Black List

The Schedule BlackList Job Scheduling parameter allows you to specify when Virtua
creates the patron black list file. The black list file is a list of disabled patron barcodes
(i.e., a subfield $x is present in the 015 tag of the patron record). The Circulation
Backup System uses the black list to verify that a patron barcode is not disabled before
allowing a circulation backup transaction. For more information on the Circulation

Backup System, see the Virtua Circulation Control/Circulation Backup User’s
Guide.

To schedule the generation of the black list file,
1. On the Circulation tab, click the Schedule BlackList parameter.

The Blacklist Generation window (Figure 17-4) appears.

-

% Blacklist Generation I. = | (5] |ﬁr

Mot Scheduled

Schedule Close

b

Figure 11-4. Blacklist Generation Window

2. Click the Schedule button.

The Scheduler window appears (Figure 11-5).
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rw Scheduler == )
Scheduling: Generate Patron Blacklist
start:  [[E:00:00 AM== | 9132011 |
Every IIJ |H|:|ur5 d
—Between the hours of:
|12:uu:uu AN and |12:uu:nu AN =
—On
[~ Wonday [~ Friday
[~ Tuesday [~ sSaturday
[~ Wednesday [~ Sunday
[~ Thursday
—Motification
Tries Before Library Motification: Iﬁ_ﬂ
I Email:

0K | Cancel |

e

Figure 11-5. Scheduter Window

3. On the Scheduler window, specify the time of day and days of the week on which
you would like the black list file to be generated.

4. Click the OK button.

The Scheduler window is closed, and the Blacklist Generation window (Figure 17-6)
is updated to display the schedule you have configured.
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-

W Blacklist Generation I. = | (5] |_ﬂh1

Start 9132011 2:00:00 AM. Every 24 Hours Between 12:00:00 AWM And
12:00:00 AM On Monday, Wednesday, Friday,

Un-Schedule { Schedule Close

L

Figure 11-6. Blacklist Generation Window, Displaying Schednle

11.5 Schedule WhitelList Parameter

The Schedule WhiteList parameter allows you to specify when Virtua creates the
patron white list file. The white list file is a list of the HKIDs of valid Virtua patrons
who have ‘opted-in’ to use the HKID MASC card as a library card.

The Circulation Backup System uses the white list file to validate patron HKIDs when
the MASC authentication server is down:

e  When the MASC authentication server is down and the patron is using his or her
HKID for circulation, the Circulation Backup System will check the white list to
validate the HKID before allowing a circulation backup transaction to proceed.

e If the MASC authentication server is available, the Circulation Backup client will
communicate with it to verify that the HKID is valid.

To schedule the generation of the white list file,
1. Click the Schedule WhiteList parameter.

The Whitelist Generation window (Figure 11-7) appears.
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-
W Whitelist Generation mnl=)

Mot Scheduled

Un-Schedule |

Figure 11-7. Whitelist Generation Window

2. Click the Schedule button.

The Scheduler window appears (Figure 11-8).

-
W Scheduler ==

Scheduling: Generate Patron Whitelist

start.  [[E:00:00 AM== | 8116/2011 |

Every Iﬂ' IHuurs. j

—Between the hours of: I
|12.I}D.DI]AI'|'I;| and |12.I}D.DI}AM =
—On
[~ Wonday [~ Friday
[T Tuesday [T saturday I
I | [T Wednesday [T Sunday
[T Thursday
—MNotification
Tries Before Library Notification: |5 j
Email:
Ok | Cancel

( y

Figure 11-8. Scheduler Window
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3. On the Scheduler window, specify the time of day and days of the week on which
you would like the black list file to be generated.

4. Click the OK button.

The Scheduler window is closed, and the Blacklist Generation window (Figure 17-6)
is updated to display the schedule you have configured.

U Whitelist Generation EIM

Start 9162011 2:00:00 AN, Every 24 Hours Between 12:00:00 AN And
12:00:00 AM On Meonday, Wednesday, Friday,

Un-Schedule | || Schedule | Close

L

Figure 11-9. Whitelist Generation Window, Displaying S chedule
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12. Appendix D - Changes in this
Guide

12.1 Changes for Version 16.1

No changes were made.
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Index

0

007 fixed fields - 112
manual blocks and - 115, 117
043 tag of the patron record - 112, 114

3

3M Error Message setting - 154
3M Patron SelfCheck System
diagnostic messages and - 209, 211
error messages - See Patron Diagnostic Messages
3M Receipt - 154
3M SelfCheck Interface - 154
3M SelfCheck machine - 182

5

506 tag of patron record - 238, 241

A

Academic Info tab, on the Patron Editor - 172
Account Adjustment Notes - 100
Account Adjustment Notes window (fig) - 100
accrual rate for fines - See Fine Period
Add Adjustment Reason window, enabling - See
Require Activity Dispute/Waive Notes setting
Add button - 77, 119, 169, 175
Block Code Definitions window - 119
description of - 6
Fine Codes window - 175
Item Class Definitions window - 181, 182
Library Defined Dates parameter - 77
using to add rows to a table - 6
Add Patron Type window - 85
Add Request Group window (fig) - 248
Add status button, disabling - 143
adding
block code definitions - 118
fine code definitions - 174
item class definitions - 181
item class groups - 184
items to the tree structure - 6
library calendars - 188
Library Hours - 196
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library-defined dates - 77
patron diagnostic messages - 212
request groups - 248
Address block - 117, 257
Agency Request Priority settings - 138
Agency request satisfied status setting - 147
agency request slip, configuring - 242
agency requests, enabling - 147
alert message - 108
alerts and blocks - See also Block Code Definitions
parameter
system-calculated - 108
triggered by check-outs - 108
triggered by requests - 109
triggering - 107
viewing in the client - 108
Alerts and Blocks Matrix - 8, 102, 108
Allow loans at requesting location setting - 136
Allow patrons to request items they have checked out
setting - 137
Allow renewal of items with outstanding requests
setting - 134, 135
Allow Renewal Within X Days of Due Date setting -
20
Allow Request for Bibs Without Items - 34, 41
Allow Withdrawal of Checked Out Items setting - 131
Also apply to non-staff check-outs setting - 144
Also support selection of alternate controlled values
setting, on Patron Cataloging Options window -
170
Always radio button, on Circulation Basic Options
window - 134
amnesty periods, allowing for - 63
Amount
on deposit account slip - 245
Amount Paid (For Item) on fine receipt - 229
Amount Paid on fine receipt - 229
Annual Loans - 276
Apply Calendar window
Library Calendars parameter (fig) - 194
Apply extra ‘Canceled/Remains At Check-in’ fees to
patron account at check-in setting - 159
Apply Setting window - 27
Apply Settings window
Alerts and Blocks Matrix (fig) - 106
example
for Location + Item Matrix - 26
for Location + Patron + Item Matrix - 74
for Location + Patron Matrix - 42
Location + Item Matrix (fig) - 25, 26
Location + Patron (fig) - 43
Location + Patron + Item Matrix (fig) - 73, 74
Location + Patron Matrix (fig) - 42
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using - 26, 42, 73
Apply To button - 25, 35, 42, 53, 72, 105
Assess Fee When Request Is parameter - 53, 71
Audit Trail, enabling - 155
Author

on Billed Material slip - 234

on check-in receipt - 226

on check-out/renew receipt - 223

on fine receipt - 229

on In Transit slip - 232

on loans/pages printout - 204

on Requested In Transit slip - 237

on Requested slip - 240
Auto requests and Number of Requests on Same Bib-

ID setting - 92
AutoCheckln.exe - 110
Automatic Check-ins - 110

running JobScheduler.exe and - 110
AV Accession Number

on Loans/Pages printout - 205
Available Item Classes list box - 185, 186
Awvailable Locations list box - 249

B

Batch Item Editor - 131, 182
Begin Date column - 77
Bib-1D
on loans/pages printout - 204
Bill Date, on Billed Material slip - 234
Billed for Replacement (Long Overdue) status - 131
billed for replacement items
allowing withdrawal/deletion of - 131
status when disputed then deleted - 146
billed items - 157
status change when paid for - 146
billed material slip, configuring - 233
Billed Overdue fines in Bills report? setting - 160
Billed Patron Note - 112
Billing Period - 52, 67, 68
binding cost - 24
block code definitions
modifying - 118
modifying strings for - 216
translating - 216
Block Code Definitions parameter - 112
components of - 114
defining text for error messages - 113
guidelines for setting - 114
recommended 007 blocks - 117
Use in Editor feature - 280

block codes
adding translations for - 216
modifying - 118

modifying strings for - 216
Block Codes tab on Patron Diagnostic Messages
window - 216

Block Codes window (fig) - 119
block message
triggered by check-out - 109
triggered by renewal - 109
triggered by request - 109
Block/Alert Matrix window (fig) - 104, 107
blocking patron records, defining circulation rules for
- 102

blocks
converting fines to days of suspension - 58, 61
defining - 112

determining if item price is used for - 38
determining if processing fees are used for - 37
fixed field - 115
library-defined - 114
manual - 112
overriding - 109
system-generated fixed field - 117

blocks and alerts - See alerts and blocks

Blocks message (fig) - 113

book clubs, requesting books for - 147

booking items - 17, 19, 20, 92, 136

Bookings take priority over satisfied requests setting -
136

C

calculated loan rules - 56
Calculated radio button - 50
Calendar - 14
Call Number
on Billed Material slip - 234
on check-in receipt - 226
on check-out/renew receipt - 223
on fine receipt - 229
on In Transit slip - 232
on loans/pages printout - 204
on Requested In Transit slip - 237
on Requested slip - 240
Cancel button - 109
Canceled at Check-in text box - 32, 159
Cannot Delete Item check box - 180
on Item Class Definitions window - 182
card reported
lost block - 117, 257
stolen block - 117, 257
Chamo
request behavior - 150
changes in the guide - 288
charging privileges denied block - 115, 117, 257
Check Out/Renew window (fig) - 55
Check patron eligibility before trapping an item - 138
CheckCircParameters.sh script - 8, 9, 29, 45
Checked Out Date
on check-in receipt - 226
on check-out/renew receipt - 224
checked out items, disabling new statuses for - 143
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Check-in Date
on check-in receipt - 226
on Requested In Transit slip - 238
on Requested slip - 241
check-in receipt setup - 225
check-ins, scheduling automatic - 110
Check-out Limits parameter - 8
accessing - 120
Check-out Limit - 126
Limit Period - 126
Period Type - 126
Reserve Check-out Limit - 126
Reserve Limit Period - 127
Check-out Limits Types - 120
Patron Type - 120
Patron Type + Item Class - 120
Patron Type + Item Class + Location - 120
Patron Type + Item Class Group - 120
Patron Type + Location - 120
Check-out Limits window (fig) - 126
Check-out Limits Window, Patron Type + Item Tab
(fig) - 120
check-out/renew receipt setup - 223
check-outs
block messages displayed during - 112
blocking - 108, 113
due dates for - 56, 57
limits for regular items - 123
limits for reserve items - 123
restricting to staff’s own location - 142
setting fixed due dates for - 35
setting limits for - 120, 122
setting loan periods for - 54
types of - 55
CircReport.exe - 134, 135
Circulation Backup System
HKPL blacklist - 283
HKPL whitelist - 285
HKPL, allowing patrons to use - 285
HKPL, blocking patrons from - 283
Circulation Basic Options - 128
3M Error Message setting - 154
3M Options tab - 152
Agency Request Priority settings - 138
Agency request satisfied status - 147
Allow loans... - 136
Allow patrons to request items they have checked
out - 137
Allow renewal of items... - 134
Also apply to non-staff check-outs - 144
Apply extra ‘Canceled/Remains At Check-in’ fees
to patron account at check-in - 159
Billed Overdue fines in Bills report? - 160
Bookings take priority... - 136
Check patron eligibility before trapping an item -
138
Closed Dates - 161
Damaged and paid status - 148
Delete/Waive Options tab - 130
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Deleted billed for replacement dispute status - 146
Deny request when status added disallows
loan/page - 138
Display minimum circulation question - 157
Do not trap new items - 142
Each part of a multi-part is unique circulation - 158
Global Request Trapping Options tab - 150
Item Options tab - 141
Item Statuses tab - 145
Log financial transactions... - 155
Lost and paid status - 147
No message or fines at check-out - 144
Not available until street date status - 146
Other Options tab - 154
Paid for replacement status - 146
Prohibit item fine payments... - 143
Remove focus from Close button on Check-in and
Check-out messages - 160
Renewal Options tab - 148
Request Clear Notification - 137
Request Options tab - 133
Restrict check-outs to owned items - 142
Restrict staff mediated renewals... - 142
Send e-mail when request item... - 134
Show total requests... - 136
Update request expiration date... - 135
Use Long Loans - 156
Use transaction location for due date calculations -
144
Circulation Basic Options window - 129
Circulation Calendar Apply Settings window
Library Calendars parameter (fig) - 193
circulation errors, defining strings for - 216
Circulation parameters
accessing - 4
adding to the tree structure - 6
expanded (fig) - 4, 10, 30, 86
Circulation System Parameters - See System
Parameters
Circulation tab - 3, 4, 10, 30, 45, 75, 76, 78, 83, 88,
99, 100, 102, 118, 162, 163, 164, 169, 174, 181,
184, 188, 190, 191, 196, 199, 200, 248, 252
Circulation parameters expanded (fig) - 10, 30
Library Defined Dates expanded (fig) - 79
Location + Patron + Item expanded (fig) - 47, 48
Location + Patron + Item parameter expanded (fig)
- 46
Location + Patron expanded (fig) - 30, 31
Location +Item expanded (fig) - 11
patron types appearing on - 85
Patron Types on - 85
System Parameters expanded (fig) - 99
Circulation Workflow-Based Reference Guide - 20,
92,109, 113, 114, 136, 142, 143, 146, 150, 157,
204
Circulation Workflow-Based Reference Guide - 174
clearing unsatisfied requests - 137
close day - 197, 201
close time - 197, 201
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Closed Dates parameter - 161
adding closed dates - 162
deleting closed dates - 163
introduction to - 161
modifying closed dates - 164

closed day of the week, specifying via Library Hours -
202

computer disks - 182

configuring
agency request slip - 242
billed material slip - 233
check-in receipt - 225
check-out/renew receipt - 223
deposit account slip - 243
fine receipt - 228
in transit slip - 231
loans/pages printout - 203
receipt/slip footer - 245
requested in transit slips - 236
requested slip - 239

Controlled Patron Values
adding - 169
deleting - 170
modifying - 169
working with - 166

Convert Fine to Block - 58, 60
workflow - 277

Copy Number
on Billed Material slip - 234
on In Transit slip - 232
on loans/pages printout - 204
on Requested In Transit slip - 237
on Requested slip - 240

creating text for block error messages - 113

D

Damaged and paid status setting - 148

damaged items, determining status for - 148

date and time last modified - 5

Days Overdue - 105

days the library is closed - 161

Default (due) Date and Time - 36

Default Booking Time For Materials - 19

Default Date - 32, 35, 36

Default Expiration Period - 53, 71

Default Item Price - 17

Default Time - 32, 35, 36

Delete button - 81, 170, 176
Controlled Patron Values window - 170
Fine Codes window - 176
Item Class Definitions window - 183
Library Defined Dates parameter - 80

Delete Item Class Group confirmation message (fig) -
188

Delete menu item - 187, 251

Delete Outstanding Requests setting - 130

Delete Request Group confirmation message (fig) -
252
Delete Special Status setting - 131
Deleted billed for replacement dispute status setting -
146
DeleteExpiredPatronBlocks.sh - 277
deleting
Controlled Patron Values - 170
Fine Code Definitions - 176
item class definitions - 183
Item Class Groups - 187
library calendars - 190
Library Hours - 199
patron diagnostic messages - 215
patron types - 88
Request Groups - 251
Delinquent Owed Amount - 105
Deny request when status added disallows loan/page
setting - 138
deposit account slip, configuring - 243
deposit accounts, enabling/disabling for patrons - 207
depreciation rate - 24
diagnostic messages - See patron diagnostic messages
Disallow new status for checked out items setting -
143
Display minimum circulation question setting - 157,
158
disputes, threshold for number allowed - 93
Do not trap new items setting - 142
Does Fine Accrue from Grace Period - 52, 63
Does Fine Accrue from Grace Period? - 60, 63
due date
adjusted forward from closed date - 161
adjusting ahead of closed date - 56
calculated - 56
for calculated check-out - 49
for fixed check-out - 49
for in-house check-out - 55
for recall - 71
for regular check-out - 55
grace period added to - 63
Due Date
on check-in receipt - 226
on check-out/renew receipt - 224
on fine receipt - 229
Due Date column - 77
due date for renewals, defining - 149
Due Date Time column - 77
due date time, modifying for library-defined dates - 80

E

Each part of a multi-part is unique circulation setting -
158

Edition
on loans/pages printout - 204

End Date column - 77
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End Time
on Requested In Transit slip - 237
on Requested slip - 240
Ending Text - 246
on Billed Material slip - 235
on check-in receipt - 227
on check-out/renew receipt - 224
on fine receipt - 230
on In Transit slip - 232
on Requested In Transit slip - 238
on Requested slip - 241
error message
displayed for block - 109

when deleting an item class currently in use (fig) -

184
when saving Item Class Groups - 185
when saving Request Groups - 249
excessive outstanding
fees block - 117, 257
fines block - 117, 257
Expiration Alert (Days) - 93
expiration date of requests - See Default Expiration
Period
Expired Requests report - 71
expiring patron records
alert days for - 93

F

failed notifications settings - 205
Fee Age - 105
Fee text box - 32, 37
fees, assessed on requests - 71
financial transaction, logging - 155
fine accrual - 63
alternate - 61
fine accrual rate - 51
alternate - 61
Fine Adjustment Wizard - 37
Fine Code Definitions
adding - 174
components of - 176
deleting - 176
guidelines for setting - 176
modifying - 175
working with - 174
Fine Codes window - 174
fine codes, system assigned - 177
fine payment, location for - 143
Fine Period - 51, 60
fine receipt setup - 228
Fine type on fine receipt - 229
Fines Accrue During Non-operating Hours - 17
fines, limits for patron - 102
Fines/Grace tab - 51, 58, 59, 60, 63
Override Fines - 61
Fines/Grace tab (fig) - 58
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Fixed Field Editor - 118
Fixed Field Editor (fig) - 116
fixed loan rules - 56
Fixed or Calculated radio button - 50
Fixed radio button - 50
fixed-field blocks - 115
system generated - 117
floating items
disabling acceptance for an item class and location
- 22
disabling for an item class and location - 21
enabling acceptance for an item class and location -
22
enabling for an item class and location - 21
setting a maximum - 21
setting a minimum - 21
further privacy restrictions - 224, 226, 230, 238, 241

G

Global request permissions - 151
Global Request Trapping Options - 252
Global Request Trapping Options parameter - 150
examples of - 151
Group level - 151
Institution level - 151
Local level - 151
relationship to Request Groups parameter - 247
Global Settings tab - 6, 7
Grace Period - 60, 63
Does Fine Accrue from Grace Period? - 63
example of - 63
setting values for - 51, 63
Group Request Indicator
on Loans/Pages printout - 205
Group request permissions - 151
Guaranteed Circulation Period - 50, 52, 57, 60, 63, 64,
65, 154, 157
guarantor - See Require Guarantor setting

H

hand pointing
down button - 250
left button - 185, 249
right button - 185, 249
up button - 250

has made too many renewals block - 117, 257

has recall overdue block - 117, 257

header text, defining - 246

HKPL Patron Editor - 280, 282

Hold Allowed When Available Item Exists at Another
Location - 34, 40

Hold Allowed When Available Item Exists at Log-in
Location - 34, 40

Hold Pickup Time - 18
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hold request - 70
allowing/not allowing - 53
setting default expiration for - 53
setting pickup time for - 18
setting placement order - 90
Hold/Recall Flag - 254
hold-placing privileges denied block - 117, 257
holidays - See Closed Dates parameter

hours of operation - See Library Hours parameter OR

Closed Dates parameter

Ignore requests check box - 50, 54, 57
ILL Options - 178
ILL privileges denied block - 117, 257
Immediate Recall - 65
in transit slip
configuring - 231
Include Checked Out Time check box - 224

Include Item-Level Requests in that Number setting -

92
InfoStation User’s Guide - 69
InfoStation/
Circulation Reports Reference Guide - 65, 134,
157
in-house check-out loan periods - 56, 57
Inspection End Time
on Requested In Transit slip - 237
on Requested slip - 240
Inspection Time For Materials - 19
institution symbol - 117
interlibrary loans, configuring options for - 178
Is First Notice Review Notice? - 52, 69
Item Barcode
on Billed Material slip - 234
on check-in receipt - 226
on check-out/renew receipt - 223
on fine receipt - 229
on In Transit slip - 232
on loans/pages printout - 204
on Requested In Transit slip - 237
on Requested slip - 240
item booking - 17, 19, 20, 92, 136, 181
Item Booking Limit - 92
Item Class
on Loans/Pages printout - 205
on Requested In Transit slip - 237
on Requested slip - 240
Item Class Definitions
adding - 181
Class Type - 182
Code - 181
components of - 180
deleting - 183
deletion of items and - 182
how they are used in Virtua - 180

Media Type - 182

modifying - 183

window (fig) - 5
Item Class Definitions parameter - 5, 6
Item Class Definitions window (fig) - 181
Item Class Group Name - 185, 186
Item Class Groups

adding - 184

deleting - 187

member item classes - 185

modifying - 186

removing members - 186
Item Class Groups parameter - 184

guidelines for setting - 184
Item Class setting, ILL Options window - 179
Item Classes list box - 25, 73, 194
Item Info tab (fig) - 14
Item Information window - 22, 143
Item Options settings - 141
Item Price Fee

Remains at Check-in - 38

Used for Blocks - 38
Item Price Fee Used for Block - 33
item price fees added to accounts - 38
item price, defining default - 17
item renewals - 142

item renewals, restricting to staff’s own location - 142

Item Statuses settings - 145

Item’s Due Date
on fine receipt - 229

Items Circulating
Less Than One Day Are Due at Closing - 15
One Day or More Are Due at Closing - 16

Items Circulating Less Than One Day Are Due at
Closing - 15

Items Circulating One Day or More Are Due at
Closing - 16

J

JobScheduler.exe - 110

L

lamination cost - 24
Last Modified date and time - 5
library calendar - 14
Library Calendars
adding - 188
deleting - 190
modifying - 191
Library Calendars parameter - 188, 195
applying settings to location/item class
combinations - 193
applying settings to locations - 194
Library Defined Dates window - 79
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adding a new date category - 76
Library Hours
adding - 196
deleting - 199
modifying - 200
Library Hours parameter - 195
guidelines for setting - 201
using to specify closed day - 202
library-defined blocks - 114
Library-defined Dates parameter - 3, 49, 56, 75, 76, 78
deleting a date category - 81
deleting defined dates - 80
Limit Period - 123, 126
loan periods
based on transaction date - 57
calculated - 56
fixed - 56
fixed or calculated - 57
loan request - 71
allowing/not allowing - 53
setting default expiration for - 53
setting placement order - 90
Loan Rules
based on transaction date - 57
calculated - 56
fixed - 56
fixed or calculated - 57
Ignore requests setting - 54
Protect from recall setting - 54
Requests per item that trigger...setting - 54
Loan Rules tab - 49, 54, 55, 56, 75
loans at requesting locations - 136
loans/pages printout setup - 203
Loans/Pages Setup - 203
Loans/Pages Setup window (fig) - 203
Local request permissions - 151
Location
on check-in receipt - 226
on check-out/renew receipt - 224
on fine receipt - 229
Location + Item Matrix - 3, 8
accessing - 10
Allow Renewal Within X Days of Due Date - 20
applying a single setting to other matrices - 27
applying settings to other matrices - 25
Calendar - 14
Default Booking Time For Materials - 19
Default Item Price - 16, 17
displaying - 11
Due at Closing settings - 15
Fines Accrue/Non-operating Hours - 17
Hold Pickup Time - 18
Inspection Time For Materials - 19
introduction to - 9
item classes expanded (fig) - 11
Item Info tab (fig) - 14
Item Info tab settings
details of - 13
Lost/Damaged tab settings - 22

PROPRIETARY INFORMATION OF INNOVATIVE INTERFACES, INC.

Max floating item count threshold setting - 21
Min floating item count threshold setting - 21
Minimum Booking Time For Materials - 20
Must Pick Up at Shelving Location - 14
Prep Time For Materials - 18
Replacement Cost at Billing - 16
Total Replacement Cost - 17
Location + Patron + Item Matrix - 3, 8, 157
accessing - 45
applying settings to other matrices - 72
components of - 44
displaying - 48
Fines/Grace tab (fig) - 59
introduction to - 44
Notices/Limits tab (fig) - 67
Requests tab (fig) - 70
setting
Fines - 58
Grace Period - 63
Guaranteed Circulation Period - 63
Override Fines - 61
Renewal Limit - 69
Location + Patron Matrix - 3, 8, 159
General tab (fig) - 35
setting
Allow Request for Bibs Without Items - 41
Default Due Date and Time - 35
Hold Allowed/Log-in Location - 40
Hold Allowed/Non-Log-in Location - 40
Processing Fee - 36
Processing Fee Canceled at Check-in - 37
Processing Fee Used for Blocks - 37
window (fig) - 31
Location Routing window (fig) - 252
Location setting
ILL Options window - 179
Locations list box - 25, 42, 73, 194
Location-specific Parameters - 3, 75
Log financial transactions to the Audit Trail setting -
155
logging financial transactions - 156
log-in location
effect on requests - 40
on Requested In Transit slip - 238
on Requested slip - 240
printing on receipts - 232
logon location - See log-in location
Logon Location
on Billed Material slip - 234
on In Transit slip - 232
long loans setting - See Use Long Loans setting
Lost and paid status setting - 147
lost items
determining status for - 147
threshold for number allowed - 93
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M

MAGNETIC media type - 182
Mail Grace Period - 51, 60, 63, 64, 65, 66, 154
main locations

in request groups - 248, 249

in the Location + Item Matrix - 10

in the Location + Patron Matrix - 30
manual blocks - 113
matching opening day and time to closing day and

time - 201
matrix

Alerts and Blocks - See Alerts and Blocks Matrix
Max floating item count threshold setting - 21
Max Hold, Recall, Loan, Page Limit - 93
Max Number of Notices - 52, 68

restriction on changing - 68
Max Overdue Fine setting - 90
maximum depreciation - 24
Maximum Fine - 51, 60
maximum number of requests allowed - 93
maximum overdue fine

setting for a patron type - 90
Media Type - 180, 182

magnetic - 182

non-magnetic - 182
media types, protection of - 182
Member Item Classes list box - 185
Member Locations list box - 249, 250
Messages window - 109
midnight, setting as close time - 202
Min floating item count threshold setting - 21
Minimum Booking Time For Materials - 20
minimum circulation question - 157
Minimum Period Needed field - 157, 158
Modify Item Class Group window (fig) - 187
Modify Request Group window (fig) - 251
modifying

Controlled Patron Values settings - 169

fine code settings - 175

item class definitions - 183

Item Class Groups - 186

library calendars - 191

Library Hours - 200

patron diagnostic messages - 215

Request Groups - 250
multi-part items, statistics for - 158
Must Pick Up at Shelving Location - 14

N

New Balance
on deposit account slip - 245
on fine receipt - 229

New Balance (For Item)
on fine receipt - 229

new items, trapping - 142
New Request for Bib window (fig) - 247
Next Receipt Number - 229
No message or fines at check-out setting - 144
non-circulating items - 50
Non-Parameterized Shelf Location
on loans/pages printout - 204
Not available until street date status setting - 146
NOT SET status
meaning of - 5
Notes
on Requested In Transit slip - 238
on Requested slip - 241
notice date - 65
Notice Period - 52, 67, 68
notice-generation schedule - 157
Notices/Limits tab - 52, 66, 67, 68, 69
Notices/Limits tab (fig) - 66
Notification Options - 205
Notification Options window (fig) - 205
Number of Requests on Same Bib-ID setting - 92
Auto requests and - 92

@)

on order date - 35
on requests - 151
Only when at least one available item exists radio
button, on Circulation Basic Options window - 134
open day - 201
Open Day - 197, 200
open time - 197, 201
operating hours - See Library Hours parameter OR
Closed Dates parameter
order of Request Group members - 250
organization of user’s guide - 2
Other Circulation-related blocks - 117, 257
outstanding requests, waiving - 130
Overall - 90, 126, 127
check-out limit - 126
request limit period - 90
overdue fine
amount, setting - 51
setting maximum for a patron type - 90
setting maximum for location, patron, and item -
51
Overdue Fine - 60
overdue fine accrual, modifying - 160
Overdue fines, reporting on - 160
overdue items - 157
setting fines for - 59, 60
setting suspensions for - 60
overdue notices - 44, 66, 67, 68
Override button - 109
Override Fine - 60
Override Fines - 51, 61
Override Notices - 52, 67, 68
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overriding blocks - 109, 113
Owed Amount - 104
owning location, effect on requests - 151

P

Page Flag - 254
page request - 71

allowing/not allowing - 53

setting default expiration for - 53

setting placement order - 90
Paid for replacement status setting - 146
PARAMETER NOT SET, meaning of - 5
Part Title

on Billed Material slip - 234

on In Transit slip - 232

on Requested In Transit slip - 237

on Requested slip - 240
Patron Activity Requested/Recalled tab options, on

Circulation Basic Options window - 139
patron activity, determining display of - 139
Patron Address

on Requested In Transit slip - 238

on Requested slip - 241
Patron Barcode

on Billed Material slip - 234

on check-in receipt - 226

on check-out/renew receipt - 224

on check-out/renew receipt - 223

on deposit account slip - 245

on fine receipt - 229, 230

on Requested In Transit slip - 238

on Requested slip - 241
Patron Block History parameter - 206
Patron Block History window (fig) - 206
patron blocks, defining circulation rules for - 102
Patron Deposit Accounts parameter - 207
patron diagnostic messages

list of - 211
Patron Diagnostic Messages

3M Patron SelfCheck and - 211

about - 211

adding - 212

deleting - 215

modifying - 215

translating - 214
Patron Diagnostic Messages parameter - 209
Patron Diagnostic Messages window

Block Codes tab - 216
Patron Diagnostic Messages window (fig) - 210
Patron Districts parameter - 282
Patron Editor

configuring Academic Info values for - 172
Patron Expiration Reminders report, Expiration Alert

(Days) setting and - 93
patron fines

defining circulation rules for - 102
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location for payment - 143
Patron Name
on Billed Material slip - 234
on check-in receipt - 226
on check-out/renew receipt - 223
on deposit account slip - 244
on fine receipt - 229
on loans/pages printout - 204
on Requested In Transit slip - 238
on Requested slip - 241
patron owes too much money - 112
Patron Phone
on check-out/renew receipt - 223
on Requested In Transit slip - 238
on Requested slip - 241
Patron Record
Delete Fixed Date - 40
Expiration Fixed Date - 39
Patron Record Delete Fixed Date - 34, 40
Patron Record Delete Period - 34, 39
Patron Record Expiration Fixed Date - 33, 39
Patron Record Expiration Period - 33, 38, 39
Patron Type
Code - 82, 89
description - 82
Patron Type Code text box - 89
patron type codes, valid characters and - 89
Patron Type text box - 89
Patron Type Values parameter
Request Queue Priority Number - 219
Patron Type Values window (fig) - 220
Patron Types - 85
Patron Types list box - 42, 73
Patron Types parameter - 6, 82
aspects of - 82
deleting patron types - 88
deletion confirmation message - 88
Expiration Alert (Days) - 93
HKPL tab - 281
Include Item-Level Requests in That Number - 92
Item Booking Limit - 92
Max Hold, Recall, Loan, Page Limit - 93
Patron Type
Code - 88
description - 88
request limit and period - 89
Requests Allowed on Same Bib-I1D - 92
setting request limits - 89
setting request placement order - 90
Total Dispute Threshold - 93
Total Lost Threshold - 93
Update Patron Type - 91
Payment Date
on fine receipt - 229
Payment Method
on deposit account slip - 245
Payment Type
on fine receipt - 229
Period from Recall Letter to Due Date - 60, 63, 64
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Period text box - 90
Period Type - 127
Pickup Location
on loans/pages printout - 204
on Requested In Transit slip - 238
on Requested slip - 241
pickup location for requests - 238, 241
pop-up calendar - 32, 77
pop-up menu (fig) - 6
Prep Start Time
on Requested In Transit slip - 237
on Requested slip - 240
Prep Time For Materials - 18
Primary Patron Barcodes setting - 180
Print Detailed Item Information
on fine receipt - 229
privacy restrictions - 224, 226, 230, 238, 241
Process Lost/Damaged Item window - 22
processing fee
canceled at check-in - 37
determining amount - 37
setting - 36
used for blocks - 37
Processing Fee Used for Block - 33
Profiler pop-up menu (fig) - 6
Prohibit item fine payments at non-assessed locations
setting - 143
Protect from recall check box - 50, 54, 57
ptrnblok file, automatically updating - 94, 97
ptrnblok.txt file, automatically updating - 94, 97

Q

Quarter Loans - 56, 276

R

recall notice - 157
recall privileges denied block - 117, 257
recall request - 70
allowing/not allowing - 53
setting default expiration for - 53
setting placement order - 90
Recallable - 64
Recallable by date - 156, 157
Recallable By date - 64
Recallable date on 3M receipt setting - 154
recalled overdue items, setting fines for - 59
recalled overdue notices - 157
Recalled tab, enabling or disabling in the Virtua client
- 139
receipt header - 246
Receipt Number
on fine receipt - 229
receipt slips - See Receipt/Slip Setup
receipt/slip footer, configuring - 245

Receipt/Slip Setup - 221
receipts, configuring - 221
recommended workflow - 2, 8
regular check-out loan periods - 56, 57
Regular radio button - 56
Remains at Check-in text box - 33, 159
Remove focus from Close button on Check-in and
Check-out messages setting - 160
RemoveStreetDateStatus.sh - 147
Renewal Limit - 69
Renewal Limits - 52
renewal loan periods - 56, 57
Renewal Options, on Circulation Basic Options
window - 148
renewal override flag - 134
renewal privileges denied block - 117, 257
renewals - 142
allowing within period of due date - 20
block messages displayed during - 112
blocks triggered by - 112
limit for - 69
limits for - 68
restricting to staff’s own location - 142
setting loan periods for - 54
Reprint Text
on fine receipt - 230
Request Allowed - 53, 71
Request Clear Notification setting - 137
Request Date
on loans/pages printout - 204
request expiration date - See Default Expiration Period
Request Expiration Date
on Requested Slip - 240
Request From Group setting - 247
Request Group Code - 249
Request Group Name - 249, 250
request group selection for pickup location - 247
Request Groups
adding - 248
deleting - 251
member locations - 249
modifying - 250
removing members - 249
re-ordering members - 250
Request Groups parameter - 247
guidelines for setting - 248
Request Location Routing parameter - 252
Request Placement Order - 90
request queue data, determining display of - 136
Request Queue Priority Number - 219
applies to unsatisfied requests only - 220
setting to 5555 - 221
Request Wizard (fig) - 157
requested in transit slips, configuring - 236
requested slip, configuring - 239
Requested tab, enabling or disabling in the Virtua
client - 139
Requesting Location
on Agency Request Slip - 243
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requests
allowing/not allowing - 71
allowing/not allowing holds
when item exists at log-in location - 40
when item exists at non-log-in location - 40
blocking - 109
blocks triggered by - 110
clearing unsatisfied - 137
default expiration period for - 53, 71
fees - 53, 71
including item-level requests in Requests Allowed
on Same Bib-I1D - 92
limiting number allowed - 89
limiting number allowed on same Bib-ID - 82, 92
number allowed on same Bib-ID - 89
on bibs with no items - 41
pickup location for - 14
pickup time for - 18
placement order of - 90
setting default expiration period - 71
setting limits for patrons - 89
setting priority levels - 221
setting types allowed - 18, 44
types of - 70
waiving - 131
Requests per item that trigger a loan rule change check
box - 50, 54, 58
Requests tab - 53
Location + Patron + Item Matrix
Default Expiration Period - 71
Request Allowed - 71
Require Activity Dispute/Waive Notes setting - 131
Require Guarantor setting - 282
Required Document Type(s) settings - 282
Reserve Check-out Limit - 127
Reserve Limit Period - 127
Restrict checkouts to owned items setting - 142
Restrict staff mediated renewals to owned items
setting - 142
Restrictions
on Requested In Transit slip - 238
on Requested slip - 241
review notice - 69
Review Notice Days Before Due Date - 52, 69
review notice settings - 68
Review Notice, setting values for - 69
Root Title on Requested In Transit slip - 237
Root Title on Requested slip - 240

S

Save button - 26, 35, 43, 53, 73, 80, 105, 170, 176,
184, 186, 250
Add Patron Type window - 85
Check-out Limits window - 127
Controlled Patron Values window - 170
Fine Code window - 169, 175
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Fine Codes window - 175, 176
Item Class Definitions window - 182, 183
Item Class Group window - 186
Library Calendars parameter - 190
Library Defined Dates parameter - 77
Library Hours parameter - 198
Library-defined Dates parameter - 80
Request Group window - 187, 250, 251
Schedule Circ Backup Job - 94
Schedule BlockPat - 95
Scheduled Jobs
HKPL Blacklist Generation - 283, 285
HKPL Whitelist Generation - 285
Scheduler window - 111
Second Call Number
on loans/pages printout - 204
Second Week button
Library Hours parameter - 197
Select a request group for pickup location check box -
247
SelfCheck Interface, 3M - 154
Send e-mail when requested item is checked in setting
- 134
Set Circ button - 193
Set Location button - 194
SetConsiderAllRequestedltemsFlag.sh - 104
settings, system-assigned - 6
shelving location
printing on In Transit slips - 232
Shelving Location
on In Transit slip - 232
on loans/pages printout - 204
Show total requests with request queue position
setting - 136
slip footer, configuring - 245
slip header - 246
slips, configuring - 221
Start Time
on Requested In Transit slip - 237
on Requested slip - 240
Starting Text
on Billed Material slip - 235
on check-in receipt - 227
on check-out/renew receipt - 224
on fine receipt - 230
on In Transit slip - 232
on Requested In Transit slip - 238
on Requested slip - 241
statuses
defining for items before street date - 147
disabling new for checked out items - 143
street date - 147
street date, of items - 147
surcharge - 24
System Check-out Block - 118
System Hold Block - 118
System Loan Block - 118
System Page Block - 118
System Parameters - 3, 99
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accessing - 99
Account Adjustment Notes - 100
Alerts and Blocks Matrix - 102
Automatic Check-ins - 110
Billed Patron Note - 112
Block Code Definitions - 112
Check-out Limits - 120
Circulation Basic Options - 128
Closed Dates - 161
Controlled Patron Values - 166
Fine Code Definitions - 174
Item Class Definitions - 180
Item Class Groups - 184
Library Calendars - 188
Library Hours - 195
Loans/Pages Setup - 203
Patron Block History - 206
Patron Deposit Account - 207
Patron Diagnostic Messages - 209
Patron Type Values - 219
Receipt/Slip Setup - 221
Request Groups - 247
Request Location Routing - 252
System Parameters expanded (fig) - 99
System Recall Block - 118
System Renewal Block - 118
system-assigned settings - 6

T

tag 007 of the patron record - 112
tag 043 of the patron record - 112, 114
Time of Day - 33, 34, 39, 40
Title
on Billed Material slip - 234
on check-in receipt - 226
on check-out/renew receipt - 223
on fine receipt - 229
on In Transit slip - 232
on loans/pages printout - 204
on Requested In Transit slip - 237
on Requested slip - 240
too many

claims of items returned block - 117, 257

items
billed block - 117, 257
charged block - 117, 257
lost block - 117, 257
overdue block - 117, 257
Total Dispute Threshold - 93
Total Lost Threshold - 93
Transaction Date
on deposit account slip - 245
Transaction Reference Number
on Billed Material slip - 234
on check-in receipt - 226
on check-out/renew receipt - 223

on deposit account slip - 245

on fine receipt - 230

on In Transit slip - 232

on Requested In Transit slip - 237

on Requested slip - 240
Transaction Type

on deposit account slip - 245
transactions, logging - 155
translating

block code definitions - 216

Patron Diagnostic Messages - 214
trap new items - 142

U

Units
on Billed Material slip - 234
on In Transit slip - 232
on loans/pages printout - 204
on Requested In Transit slip - 237
on Requested slip - 240
Unsatisfied Request Cancellation InfoStation report -
137
Update Patron Type settings - 91
Update request expiration date at check-in setting -
135
UpdatePatronTypeByAge.sh - 91
Use current date for renewals setting - 149
Use due date for renewals setting - 149
Use Long Loans setting - 64, 156
effect on recalls - 157
Use These Limits check box - 121
Use transaction location for due date calculations
setting - 144
user's guide
organization of - 1, 8

Vv

validation checks - 182
video tapes - 182
View Bibliographic Record window (fig) - 156
Virtua Getting Started Primer - 1
Virtua ILS — Integrated Library System - 1
Virtua Profiler
global features - 1
overview of - 1
Virtua Profiler main window (fig) - 3, 4
Virtua Profiler/
Acquisitions Parameters User’s Guide - 1
Cataloging Parameters User’s Guide - 1, 168
Getting Started Primer - 1,5
Global Settings User’s Guide - 1, 6, 7, 11, 30, 46
OPAC Parameters User’s Guide - 1
Virtua system - 1
Virtua System Management
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Circulation User’s Guide - 8, 9, 29, 45 Withdrawal Reason
Virtua Translation and String Customization Guide - on deposit account slip - 245
118 workflow, recommended - 7, 8

worksheets - 254

W

When Fees Are Present options - 132
Withdrawal list workflow - 131
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