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INFOhio Sirsi K-12 Staff Access Policies Worksheet
	District

	Library (General Location Code) 

	User Profile (User Category) 

	(Names of staff assigned)

	



User Maintenance

	
	See User

	
	Register new user

	
	Duplicate User

	
	Modify User

	
	Remove User

	
	Suspend User

	
	Download patron photos



Miscellaneous

	
	Item search and display

	
	Check item status


Circulation

	
	Checkout 

	
	Checkin

	
	Renew single item

	
	Renew user checkouts

	
	Pay bill

	
	Bill a user


Special Circulation Functions

	
	Checkin book drop 

	
	User Claims returned

	
	User lost card

	
	Modify due date

	
	Mark item used

	
	Ephemeral checkout

	
	Inventory item

	
	Scanner transfer

	
	Transit items

	
	Receive items in transit

	
	Standalone download

	
	Standalone upload

	
	Load property

	
	Save property


Holds Maintenance

	
	Place a hold

	
	See user holds

	
	Modify user holds

	
	Remove user holds

	
	See item holds

	
	Modify item holds

	
	Remove item holds

	
	Place blanket holds


Item Maintenance

	
	Add brief title

	
	Add volumes/ call numbers

	
	Edit volumes/ call numbers

	
	Add copies

	
	Edit copies

	
	Change barcode

	
	Mark item missing

	
	Mark item lost



Cataloging 

	
	Add title

	
	Duplicate existing title

	
	Maintain titles

	
	Add volumes/ call numbers

	
	Edit volumes/ call numbers

	
	Add copies

	
	Edit copies

	
	Add batch copies

	
	Transfer item (Linking items)

	
	Remove title

	
	SmartPort (Copy cataloging from Union catalog, OCLC, LC, etc.)

	
	MARC Export



Authority Maintenance

	
	See Authorities

	
	Add Authority

	
	Duplicate Authority Records

	
	Edit Authority Records

	
	Remove Authority Records




Reports

	
	Schedule new reports

	
	Scheduled reports

	
	Finished reports
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