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The Workflows Client uses Java Help technology for presenting and indexing help
topics. There are four methods of accessing WorkFlows Help topics:

1. Context-sensitivity

2. Table of Contents

3. Index

4. Search

1. Context-sensitivity Find a help topic for current wizard.
a. Click the Help button on the current toolbar and context help will appear.
b. Select “Context” from the Help menu, and context help will appear.
c. Right-click the mouse over a wizard icon, select Help.
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T : B e Checkout wizard is used to check out items to a library user. Depending on how wizard properties are set and if patron photos are configure
Help @G SadedinDanand; Mandosmegl to appear for your library, it can also be used to add a photo to the user's record. This wizard displays on the Circulation, Academic Reserves, and

[[)Add Brief Title wizard

[DAdd Circulation Sets Wizard
[BBarcode Validation Settings Wizard
[@eill a User Wizard

User Maintenance D Change Item ID Wizard 1 Click the Checkout wizard.

[ Checkin Bookdrop Items Wizard 2 Do one of the following.

[ checkout wizard = If the User Search helper is set in properties to display as the first step of the wizard, search for the user. The helper will automatically fill
[ECheck Ttem Status Wizard in the User ID box with the ID you select using this helper.

[O)jConfirm Address Wizard + In the User ID box, scan the user's ID.

Special Circulation Functions [ Copy User Wizard + If the Current button is available, click the button to select the last user record that was displayed, modified, or added.
(@) Credit User Account Wizard

5 Outreach Services toolbars.
k Library Calendar

To check out items

Checkout, Checkin, Renew.

[ Discharge/Checkin Wizard » Type the user ID in the User ID box, and click Get User Information.
Maintain Sets Dpisplay Circulation Sets Wizard + Use the User Search helper to search for the user. If a list displays, select the user you want, and then click Check Out to User.
[dDisplay Title Holds wizard Note: If your library uses the barcode validation feature, a message appears if you type or scan a user ID with an invalid barcode format in
Display User Wizard the User ID field.
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2. Table of Contents — Locate help topics that relate to a specific module.
The Table of Contents folders are arranged as follows:

Working

el I Mo Mo )

FAQs

@

Wizard Tabs
Wizard Fields

. About the Module
Module Toolbar — Wizards
Wizard Properties

with the Module

Contents

Contents (2 ) E@ +

4@Bs) 60065

[dAbout this online help
[@workFlows Interface i
[0 Academic Reserves
[0 Academic Reservations
[djAccountability
[0 Acquisitions
[ Cataloging with Authority
[[)Circulation
[E)Overview
[E)Getting Started with Circulation
[E)Getting Started in Demand Management
[EjAdd Brief Title Wizard
[djAdd Circulation Sets Wizard
[E)Barcode Validation Settings Wizard
@ Bill a User wizard
[ Change Item ID Wizard
[@Checkin Bookdrop Items Wizard
[[hCheckout Wizard
[E)Checkout Wizard Properties
[@Check Item Status Wizard
[0 Confirm Address Wizard
[ Copy User Wizard

The Checkout wizard is used to check out items to a library user. Depending on how wizard pr]
to appear for your library, it can also be used to add a photo to the user's record. This wizard

To check out items

b4 Checkout Wizard

Outreach Services teolbars.

1 Click the Checkout wizard.
2 Do one of the following.

« If the User Search helper is set in properties to display as the first step of the wizard,
in the User ID box with the ID you select using this helper.

« In the User ID box, scan the user's ID.

« If the Current butten is available, click the button to select the last user record that wa
* Type the user ID in the User ID box, and click Get User Information.

+ Use the User Search helper to search for the user. If a list displays, select the user youl

Mote: If your library uses the barcode validation feature, a message appears if you type
the User ID field.

3 In the Item ID box, scan the item ID or barcode.

4 If Cache Ttem IDs is selected in behavior properties, you can scan multiple item IDs in t
item IDs for check out.

3. Index — Locate help topic title, subject or keyword.

Topics are orga

nized alphabetically.

Index

([Circulation

[El0verview

[£)Getting Started with Circulation
[E)Getting Started in Demand Management
[OiAdd Brief Title Wizard

OAdd Circulation Sets Wizard
[E)Barcode Validation Settings Wizard
Ogill a User Wizard

O Change Item ID Wizard

[ Checkin Bookdrop Items Wizard
O checkout Wizard

O Check Item Status Wizard

O Confirm Address Wizard

O Copy User Wizard

O Credit User Account Wizard

O Discharge/Checkin Wizard

O Display Circulation Sets Wizard
play Title Holds Wizard

M Display User Wizard

OjDisplay User Holds Wizard

O Ephemeral Checkout Wizard
OjFine Free Discharge/Checkin Wizard
O Inventory Item Wizard

EMail Ttems Wizard

[ Mark Item Lost Wizard

CiMark Item Missing Wizard

O Mark Item Used Wizard

O Medify Circulation Sets Wizard

O Modify Due Dates Wizard

O Modify Item Holds Wizard

O Modify User Holds Wizard

=
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X Checkout Wizard
kharge notice tab
kharge notice tab for favorites N
kharge receipts
kharge records

The Checkout wizard is used to check out items to a library user. Depending on how wizard
to appear for your library, it can also be used to add a photo to the user's record. This wizar
Outreach Services toolbars.

kharge selection tab

kharge to MISSING report

kheck duplicate user

kheck imported BIP records report
kheck in issues of a serial wizard

To check out items

1 Click the Checkout wizard.

O Modify User Wizard

[ New User Registration Wizard

properties 2 Do one of the following.
kheck iterr_1 status helper «» If the User Search helper is set in properties to display as the first step of the
DFDK_’EITIES p in the User ID box with the ID you select using this helper.
checrI; |t:rrtri195;tatus wizard « In the User ID box, scan the user’s ID.
chgckpmnﬁ“ng indicators report = If the Current button is available, click the button to select the last user record that
kcheck numbers selection « Type the user ID in the User ID box, and click Get User Information.

kheck text database report
kheckin bookdrop items wizard

khronology type wizard
khronology wizard

kirc count by hour report displays. Click the item ID glossary to view detailed information about the item.

« Use the User Search helper to search for the user. If a list displays, select the user you wanty

properties Note: If your library uses the barcode validation feature, a message appears if you type or scan a user ™ eap invalid barcad

khecking in issues by barcode the User ID field.

Fheckout bookings wizard 3 In the Ttem ID box, scan the item ID or barcode.

Chggﬁé’f{t\"ﬁ;ard 4 If Cache Item IDs is selected in behavior properties, you can scan multiple item 1Ds in this box. Click Check Out Item to User to send all
properties item IDs for check out.

k-heckouts tab 5 In the List of Checkouts heading, the number of items checked out displays. Under List of Checkouts, the item’s title and item ID, date

due, and item type display. If the item that is charged results in a charge fee, the bill amount also displays. If the user has a patron credit
account, and the wizard is configured to pay bills automatically with funds from the credit account, the amount paid from the credit account

kirc info tab If you select an item or group of items in the checkouts list and right-click, a circulation menu opens. From this menu, you can perform a
kirculation variety of circulation tasks. See Right-dlick Menus.
FASS S 6 Repeat step 3 (or 4) until all items are checked out.

g then click Check Out to User.
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4. Search — Locate search questions, phrases, or keywords.
Java Help full-text search uses natural language technology.
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2 Checkout Wizard

The Checkout wizard is used to check out items to a library user. Depending on how wizard properties are set and if patron photos are configured
to appear for your library, it can also be used to add a photo to the user’s record. This wizard displays on the Circulation, Academic Reserves, and
Qutreach Services toolbars.

To check out items

1 Click the Checkout wizard.
2 Do one of the following.

» If the User Search helper is set in properties to display as the first step of the wizard, search for the user. The helper will automatically fill
in the User ID box with the 1D you select using this helper.

+ In the User ID box, scan the user’s ID.

« If the Current button is available, click the button to select the last user record that was displayed, modified, or added.

+ Type the user ID in the User 1D box, and click Get User Information.

+ Use the User Search helper to search for the user. If a list displays, select the user you want, and then click Check Out to User.

Note: If your library uses the barcode validation feature, a message appears if you type or scan a user ID with an invalid barcode format in
the User ID field.

3 Inthe Item ID box, scan the item ID or barcode.

4 If Cache Item IDs is selected in behavior properties, you can scan multiple item IDs in this box. Click Check Qut Item to User to send all
item IDs for check out.

5 In the List of Checkouts heading, the number of items checked out displays. Under List of Checkouts, the item’s title and item 1D, date
due, and item type display. If the item that is charged results in a charge fee, the bill amount also displays. If the user has a patron credit
account, and the wizard is configured to pay bills automatically with funds from the credit account, the amount paid from the credit account
displays. Click the item ID glossary to view detailed information about the item.

If you select an item or group of items in the checkouts list and right-click, a circulation menu opens. From this menu, you can perform a
variety of circulation tasks. See Right-click Menus.

6 Repeat step 2 (or 4) until all items are checkad out.

~

5. Select Desktop/Setup/Default help topic to set a specific default topic for
online Help (such as Circulation).
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Opening Wizard: ~ [None R

&
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Max response size: [200000
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