DASite Providers instructions for filling out policies worksheets 
· These are worksheets you will be following when entering policies – need to be completed for each instance (district) before Lima Policies training
· Worksheet tabs are set in order of entry into Sirsi K-12.

· If default entries are not sufficient, please contact Lima.  Default policies should not be altered, unless otherwise instructed to do so in this document.
· Default policies are in gray areas, yellow areas are to be filled in with district/library specifics

1.  Loan Period – only policy that needs changed is CRD (compulsory return date) 

· CRD is district-wide policy – specify CRD date for entire district
· Add building specific CRD policies if compulsory return date varies between buildings in the district (ex:  CRDKAHS, CRDKAEL, etc for specific buildings)
· Other loan period policies are INFOhio delivered defaults and should not be altered
· Time Due only activated when a Daily, Weekly, or Date List Period Type is selected – may set specific time due.   Normally, this time is set to one minute before midnight (11:59 PM is recorded as 23:59), so that the item would not be overdue until the day after the due date

2.  Library Policies – enter specifics for DISTRICT and each Library
3.  Location Policy  - default entries should suffice

4.  Holding Codes – enter specifics for each library, following format examples

5. Material Types – Specify if a library wants a specific Material Type assigned to items in an existing MultiLIS collection code.  Otherwise, Material Type will default as indicated on the policy spreadsheet.

6. Funding Source – default entries should suffice.  Indicate if a library has specific MultiLIS data that needs mapped to a funding source code during conversion.  You must indicate the tag/mlis subfield that the data is in, and what specifically the conversion table should look for if there is a mix of data in the field/tag based on information from Phase 2 Cleanup.
7.  Item Group 

· must be compared with Collection codes listed in LISTLOC

· some libraries are not using all codes in LISTLOC – identify which NOT used and enter in 

line provided at top of worksheet

· how to identify collection codes not being used:



-generate report: [Library Reports/Cataloging/Cataloging Statistics/ITEM 




STATISTICS/VALUE]


-this will identify codes actually being used in MultiLIS



-compare with LISTLOC – List Locations (LOCALXX.lst)



-identify codes not being used
· indicate existing MultiLIS location/collection codes to be mapped to new item group

· if item group needed is not in list (consider if FIC, NON, etc – call number will further    


identify), please contact Lima
8.  Default Price – using DFLT entry, enter default price for libraries (average cost in MLIS)

9.  User Profile – enter specifics for each library, following format examples (Libraries are

     encouraged to streamline by eliminating user profiles with duplicate policy settings.)
10.  User Access 

· default entries should suffice 
· if default is not sufficient,  enter specifics for each library, following format 
examples
· indicate MultiLIS user categories to be mapped to each Sirsi User Profile  

11.  Grade Level

· default entries should suffice
· indicate how existing MultiLIS patron grade levels should be mapped to Sirsi K-12 (note: MultiLIs patrons should be in correct grade level for new school year before moving them)

12.  New User fields – default entries should suffice

· Language

· Gender

· Internet Use

13.  Bill Reason - default entries should suffice

14.  Billing Structure - enter specifics for each library, following format examples

15.  Circulation Rule - enter specifics for each library, following format examples

16.  Circ Map - enter specifics for each library, following format examples

17.  Payment Type - default entries should suffice

18.  Hold Reason - default entries should suffice

19.  Hold Type - default entries should suffice

