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INFOhio Sirsi K-12 Staff Access Policies Worksheet

Instructions for filling out INFOhio Sirsi K-12 Staff Access Policies Worksheet:
Start with the delivered default staff access policies (LIB1, LIB2, LIB3, CIRC1, CIRC2, and CIRC3).  Do your staff members fit comfortably into these areas?  If so identify which staff member fits into each profile.  If not identify the one that does not and fill out the blank worksheet for that one profile.  The completed worksheets will indicate to the System Administrator (DASite provider) how to enter your staff access policies.  You will need to complete one worksheet for each unique Library  (General Location Code) and User Profile (User Category).
The worksheet provides a list of all the available accesses in Sirsi K-12.  You may select the accesses for each unique staff user category, i.e:  Library Supervisor, Librarian, Library Aide, Student Aide, Circulation Desk, Parent Volunteer, etc… whichever categories that your library has identified.  You will need to complete one worksheet per User Profile.
Example:  Your district is Main Local and you have three libraries: Main Street High School (MSHS), Main Street Middle School (MSMS) and Main Street Elementary School (MSEL).  You have one district librarian who oversees all three libraries, does the majority of the cataloging, who is located at the MSHS library and a library aide who works with the library circulation and does some cataloging.  You have a library aide at the MSMS library who works with library circulation and does some cataloging, and student aides who help with circulation only.  You have a library aide at the elementary library who works with library circulation and does some cataloging, and parent volunteers who help with circulation only.
Worksheet #1


MSHS, MSMS, MSEL


User profile – District Librarian (Library Supervisor)  


(Delivered LIB1 accesses (all) should suffice)

Worksheet #2

MSHS


User profile – Library Aide (Library Staff)  

(Delivered LIB2 or select the accesses that this user would need for his/her job)
Worksheet #3

MSMS, MSEL  (If accesses are identical – if not, you will need a worksheet for each library)


User profile – Library Aide (Library Staff)


(Delivered LIB2 or select the accesses that this user would need for his/her job)
Worksheet #4

MSMS


User profile – Student Aide (Circulation desk)

(Delivered CIRC1 or select the accesses that this user would need for his/her job)
Worksheet #5


MSEL

User profile – Parent Volunteer (Circulation desk)

(Delivered CIRC2 or select the accesses that this user would need for his/her job)
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