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THE INFORMATION NETWORK FOR OHIO SCHOOLS



                                                                                                
      INFOhio/Sirsi K12 Java Manual

                                                                                                  
    Order for Policy Entry                                                   


Order for entering basic policies 

(working from DAS’s completed worksheets):

Prior to entering policies, run the OHprep4java.sh and OHprep4java_accesslists.sh.
NOTE:  Only make changes to specific Policies as listed here.  All other Policies/defaults should remain as delivered.

1.   Enter CRD loan period 

      Go to Configuration/Circulation Configuration/Loan Period :
a. Modify CRD (compulsory return date)

b. Enter description

c. Enter due date (MM/DD/YYYY)

d. Enter future due date (MM/DD/YYYY) – date one year in future

e. If necessary, also make new policies for individual libraries (only if each has different CRD) - format CRD****  (ex: CRDKAHS, CRDKAEL)
f. HIR (Halt/initialize/run) database
2.  Library Policies  
            Go to Configuration/General Configuration:
Library

a. (DISTRICT and LIBRARY policy codes already entered during Instance Setup) 
b. Modify DISTRICT and all LIBRARY polices:

      

- name, User ID**, CRD loan period, closed dates
c. **User ID must be same as Library Code  (NOT IN GADGET selection – Type in)
-  do NOT modify anything else, unless so directed
Library Group

a. Modified during Instance Setup
Search Library

a. Defaults should suffice (no policies defined)

b. OPTIONAL:  May create groups according to groups set in Advanced Search screen in Web 2.  (ex:  ELEMENTARY, MIDDLE…)
3.  Cataloging Policies
           Go to Configuration/Cataloging Configuration:

Holding Code
a. Add default holding code for each library 

Item Group Policy

a. Carefully remove those codes not used by libraries in this instance, add those needed
b. DO NOT REMOVE the groups that are marked “REQUIRED BY SIRSI” 


Default Price 

a. Using DFLT entry, enter default price for instance (average cost of item)

b. Default prices can be set per Item Group, if desired, and need to be re-ordered*** 

NOTE:  Unicorn reads the default price policy map from the top down, like most policies, not from the bottom up like the circulation map and hold map. The default price is applied as follows. 

· Unicorn reads through all the default price policies and stops on the first map line that exactly matches the item and library of the item being processed. 

· If no default price policy exists that exactly matches the item type and library of the item being processed, Unicorn starts over from the top and stops at the first default price policy that matches the item type and has a library of ALL, or matches the library and has an item type of ALL. 
***(see REORDER NOTE at end of documentation for instructions to reorder lines) 
4.  User Policies
         Go to Configuration/User Configuration (OR Access Control Configuration):

User Profile

a. Create the Staff (LIB and CIRC) user profiles (for each Library), using the templates.  
b. Modify STUDENT, FACULTY profiles as needed (use details from your Worksheet) – Policy names must remain same, adjustments made to descriptions and policies- copy and add new profiles if needed (following naming procedure) – remove any unused STUDENT and FACULTY profiles
c. Track dates (if indicated) will be added to this policy. (See Policy docs, 5.1, for details)
d. DO NOT REMOVE other defaults
e. Other defaults should suffice

5.  Access Policies
         Go to Configuration/Access Control Configuration
User Access

a. Create a User Access for each Library staff, defining the specific Library Property for the User Access, using the templates.  

b. HIR - Recycle the instance

c. User Access must then be selected into the User Profile policy for the specific Library staff (User Profile/Login Attributes/User Access).
d. Be sure correct toolbar is set for user access (Toolbar list) 
e. Any adjustments to delivered default access policies will also need to be made in Toolbar Wizards for the specific user access.  See Java Toolbar Management  (DAS docs) for details.
6.  Circulation Policies

         Go to Configuration/Circulation Configuration

Billing Structure 

a. Modify FINE codes as needed

b. Add new FINE codes as needed, following numbering sequence (FINE4…)

c. Remove unused FINE codes

d. DO NOT REMOVE other default policies (including NOFINE policy)

Circulation Rule

a. Select default circulation rule that seems closest to that needed (will result in least  modification necessary)

b. Copy/modify rule as needed – use format as in delivered defaults

c. Do not remove NONCIRC or UNLIMITED rules

d. Can remove unused default circ rules
Loan Period



Defaults should suffice, can create new if needed – follow format

Circulation Map

a. Modify CIRCMP codes as needed

b. Add new CIRCMP codes as needed, following format/numbering sequence (CIRCMP6…)

c. Remove unused CIRCMP codes

d. Order of the maps is important - system looks for "matching" maps from the bottom of the Circulation Map list up (***See REORDER note at end of documentation)
e. Order:

· System defaults first (bottom of list)

· Library circ maps 

· put specific policies lower

· general policies higher

· keep Library’s policies together 

· Default circ map last (top of list)

Item Group


Already entered in Cataloging policies

***REORDER NOTE:

To reorder a policy map, do the following. 

1. Select a map line and right-click. A shortcut menu opens. 

2. Select Cut. 

3. After the map line is cut, select a new position in the map, and highlight a map line. 

4. Right-click, and select either Insert Row Before or Insert Row After from the shortcut menu. The cut map line will be inserted either before or after the current map line. 
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