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Training Class Syllabus


Sirsi K-12 Training

Class 1  - Introduction to Workflows

Sec. 1 - Accessing Workflows

1.1  Accessing Workflows 

1.2  Local Staff User Privileges & Toolbars



1.3  Local Library Codes


  
1.4  Local User Profile Information



1.5  Local Material Types



1.6  Local Item Groups



1.7  Local Funding Sources

                   
1.8  Local Class Schemes


Sec. 3 – Getting Started in Workflows



3.2  Workflows Screen


3.3  Wizards & Toolbars


3.4  Set Properties – skip except with LIB1

3.5  Online Help

3.6  Additional Information Sources

3.7  Keyboard Shortcuts

3.8  Dictionary


Sec. 5 - Item Search



5.1  Item search / display



5.2  Item status


Sec. 2 – CAT and CAT Jr.



2.1  Searching with CAT Jr.



2.2  Searching with CAT
  
Activities

1. Be sure everyone can log in.

2. Check policies (sec. 1.4) – are they what they wanted?

3. Practice search types – author, title, subject, series, call number, item id

4. Compare search and browse results.

5. Do a call number browse.

6. Investigate and compare info in all glossaries and platforms.

7. Check Item status.

8. Optional – Demonstrate loading Workflows and pass out directions.

Class 2  - Circulation


Sec.  4 – User Maintenance



4.1  See User



4.2  Register New User



4.3  Duplicate User (for faculty if they enter by hand)



4.4  Modify User



4.5  Remove User



4.6  Suspend User



4.7  Update Patron Photos (if appropriate)


Sec. 6 – Circulation



6.1  Circulation Helpers



6.2  Check Out Items



6.3  Check In Items



6.4  Renew Single Item



6.5  Renew User Checkouts



6.6  Pay a Bill

6.7 Bill a User


Sec. 7 – Special Circulation Functions



7.1  Check In book Drop



7.2  User Claims Returned



7.4  Modify Due Date



7.5  Mark Item Used

7.9 Inter Library Loan (if they use it)

10.9 Mark Item Missing

10.10   Mark Item Lost

Sec. 8 – Holds

8.1  Place a hold

8.2  See User Holds

8.3  Modify User Holds

8.4  Remove User Holds

8.5  See Item Holds

8.6  Modify Item Holds

8.7  Remove Item Holds

8.8  Place Blanket Holds
Activities:

1. Create a patron.

2. Check out several items to this patron.

3. Use Special Due Date Wizard to make some items overdue.

4. Checkin and renew a few items.

5. Collect fines and create bills.

6. Use Checkin Bookdrop to simulate a snow day.

7. Place, modify, and cancel a hold.

Class 3 – Reports

15.1 Introduction to Reports

15.2 Schedule New Reports

15.3 Report Components

15.4 Sample Report Setup

15.5 Scheduled Reports

15.6 Finished Reports

15.7 Overdue Report Hints

15.8 Custom Reports – Barcodes and Spine Labels

Activities

1. Set up the path for printer and viewing reports.

2. Run several overdue reports and compare results.

3. Choose the overdue reports they prefer and make templates.

4. Experiment with other reports they may use.  Save any they like as templates.

5. Generate patron barcodes.

6. Generate item barcodes.

7. Generate spine labels.

Class 4 – Cataloging  - LIB1 and LIB2’s


11.1     Cataloging Helpers

11.2     Set properties


11.3     Class Schemes – atdeweyloc only


11.4     Cataloging MARC tags – for reference

11.5. Searching Strategies

11.6. Add Title

11.7. Duplicate Title

11.8. Maintain Title

11.9. Add Volume/Call Number

11.10. EditVolume/Call Number

11.11. Add Copy

11.12. Edit Copy

11.13. Add Batch Copies

11.14. Transfer Item, title, call number or copy

11.15. Remove Item, title, call number or copy

12.4 SmartPort Helpers

12.5 SmartPort Toolbars

12.1 SmartPort Configuration

12.2 SmartPort Obtaining Records

12.3 SmartPort Complete Cataloging Process

Note – Documents in Section 10 (Item Maintenance) are duplicated in Section 11.  Depending on the district, you can train just the main catalogers and have them train the others in any specific tasks such as Add Call Number.

Activities:

1. Practice the various search strategies.

2. Add a title for a yearbook.

3. Duplicate a title.

4. Make changes to several records – edit, add call numbers and volumes.

5. Transfer an item and a copy.

6. Locate and compare records in SmartPort.

7. Catalog several items using records found in SmartPort.

Training Hints and Suggestions:

1. Have librarians bring 5 -10 items with them to class.

2. Print item and patron barcodes (or patron and item lists) ahead of time for them to use in class.

3. Have them practice each activity before going on to the next.

4. Stress there are several ways to do tasks or retrieve information – keyboard shortcuts, glossaries, etc.  Demonstrate all of them.  They need to choose the one most comfortable for them.

5. Use the Library Go-live checklist as “homework” or class activity guideline.  Be sure this is completed and any problems reported to you.

6. Allow at least 3 hours for on-site practice after classes are completed.  Have them write down situations they face in the library and then role play them.  The purpose is to gain speed in changing from one screen to another.

7. Classes should run around 3 hours as divided in this document.  Topics may take less time or more depending on your users.

8. This class syllabus outline is merely a suggestion.  You should gear classes to meet the needs of your users!
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