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THE INFORMATION NETWORK FOR OHIO SCHOOLS



                                                                                                 INFOhio/Sirsi K12 Manual

                                                                                              “Go-live” Checklist                                                                                             



Librarian/DASite Checklist 

 Sirsi K-12 Workflows pre-“go-live” testing

(Access INFOhio Handbook : Sirsi K-12 Manual for specific documentation and for instructions to download Workflows - http://www.infohio.org/Documents/SirsiManual/SirsiManualU2003/SirsiHandbookU2003.html  - Username: das, pwd: infohio
Workflows:

· Open Workflows session, using your login (LIB1 profile) (ADMIN for providers)

User ID:_______________________________

Pin:         ______________________________

· Select the toolbar that corresponds to the login you are using (from the top menu bar, select Preference/Desktop/Toolbar/Display – select from the drop-down menu)

SPECIAL NOTE:  DO NOT delete any delivered user, policy, etc.  Many are needed by the system for operation.  

Circulation:

· Create test patron for each profile in the bank.

· Create test patron for each library (if using specific display and maintenance attributes in Library Policy).

· Create LIB1,LIB2, etc. users for each library (all library staff user profiles LIB and CIRC).

· Login as:

·  ADMIN
·  LIB1 staff

·  LIB2 staff  

·  LIB3 staff

·  CIRC1 staff

·  CIRC2 staff

·  CIRC3 staff (Kidpower)

Using EACH library staff login, test each of the following:
Test each toolbar designed for these staff user profiles, checking each wizard for accessibility (must be using the specific staff user login).

Test checkouts, etc. for each library and for each test patron:

      Test checkouts against your CIRC MAP for your various Circ Rules:  


· Verify checkout periods

· Verify checkout limits (user profile and circ rule)
Searching:      (Using EACH library staff login, test each of the following)
· Do a periodical search (Item Search) and display (Display details).  Do volume numbers display in correct order?

· Do an encyclopedia search (Item Search) and display (Display details).  Did volumes and copies load correctly?

· Search by Author, Title, Series, Subject, etc.  Report any problems.

Browsing:   (Using EACH library staff login, test each of the following)
· Do a Browse by Author to verify that Browse headings are built.

· Do a Browse by Subject to verify that Browse headings are built.

· Do a Browse by Call Number.  Check each library for call number problems.  Browse through all of the Call Numbers in the Library.

Providers – if problems appear (duplications, etc.) contact Lima for instructions. 

· Browse for “x” to see auto call numbers.

· Browse for any prefixes that should have been stripped. (Or note any that are missing).

· Browse for a title you know you do not have to see what browse list reflects.

Users:   (Using EACH library staff login, test each of the following)
· After site’s Patrons are loaded, display user and verify that address items appear.

· Test User Search for site’s Patrons, using various browse variations

· Name

· Homeroom

· User ID

· Alt ID (if available)

· Etc.

· Make sure all patron data that was loaded appears correctly.

Cataloging:   (Using EACH library staff login, test each of the following)
· Add a title.

· Modify the title you just created (add a copy, price…).

· Look up your item by author and title to verify immediate indexing.

· Connect with SmartPORT and do a search at LC or Union Catalog for author, title, subject.

· Finish the process by adding copy information.

Reports:

· Run the itemstat report (located under Bib tab).  View to see numbers of item types and locations loaded.  Verify item groups and totals.  Leave report on system.

· Run userlist report (located under Users tab).  Verify users (many will be delivered standards, necessary for the system to operate).  DO NOT DELETE any of these.

· Run Shelflist report (itemlist located under Bibliographic tab) and check it carefully.  Check call numbers, specifically review periodical, reference and other collections having volume/part information - report any problems.  (This report will be very long – not necessary to print it.)

· Run other reports, testing results.   List any problem with results.

PLEASE NOTE:  It is not necessary for you to delete test users, test titles, etc., entered during this evaluation phase.  The evaluation data, except for policies, authority records and delivered users will be removed before the “go-live” data is loaded.

Repeat: DO NOT DELETE delivered policies or users

Web2 OPAC:  

· Connect to Web2 test site: (DASite must fill in url)

· Verify that the list of schools is accurate on initial page

· CAT - Make sure that results of Easy Search are only for that specific library

· CAT - Check that buildings listed on Advanced Search include all libraries (buildings)  and any search libraries (groups created in policies)

· CAT - Attempt to use some of the advanced search filters

· CAT – verify bookbag choices, ie: email, etc..

· CAT – OPTIONAL: If using MY Account, check a  patron (preferably one that you have tested in circulation.

· CAT/CAT Jr. - Check for content on brief list page

· CAT/CAT Jr. - If using reading programs, conduct reading programs search 

CAT/CAT Jr. - Conduct visual (topic) search. 

· Try  "Holidays -- Christmas"

· Try other known subjects

Additionally, you must notify the DASite of each library’s preference regarding these available options for CAT.  Please copy this page if additional library lines are needed.

Enable emailing of bookbag list


Library _______________________________         YES  (      NO (

Library _______________________________         YES  (      NO (

Library _______________________________         YES  (      NO (

Library _______________________________         YES  (      NO (

Library _______________________________         YES  (      NO (

Library _______________________________         YES  (      NO (

Library _______________________________         YES  (      NO (
Enable creating message when emailing bookbag list


Library _______________________________         YES  (      NO (

Library _______________________________         YES  (      NO (

Library _______________________________         YES  (      NO (

Library _______________________________         YES  (      NO (

Library _______________________________         YES  (      NO (

Library _______________________________         YES  (      NO (

Library _______________________________         YES  (      NO (
Allow individual patrons to access (view info) their own accounts


Library _______________________________         YES  (      NO (

Library _______________________________         YES  (      NO (

Library _______________________________         YES  (      NO (

Library _______________________________         YES  (      NO (

Library _______________________________         YES  (      NO (

Library _______________________________         YES  (      NO (

Library _______________________________         YES  (      NO (
Enable “Please check for tests in my library”  in Reading Program search ($5 tag completed)


Library _______________________________         YES  (      NO (

Library _______________________________         YES  (      NO (

Library _______________________________         YES  (      NO (

Library _______________________________         YES  (      NO (

Library _______________________________         YES  (      NO (

Library _______________________________         YES  (      NO (

Library _______________________________         YES  (      NO (
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