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Welcome

Welcome to Insignia Software. Thank you for choosing the
Insignia Library System for your automation needs. At
Insignia Software we strive to exceed the expectations of
our customers.

We listen to our customers and work very hard to provide
the features they want. Innovation and customer
satisfaction is what we strive for at Insignia Software. We
shall continue to provide complete, cost effective solutions
to our customers through innovation.

Thank you again for choosing the Insignia Library System.
Your complete satisfaction is important to us and we value
your comments and feedback.

Insignia Software offers the following products:
1. Insignia Library System
2. Insignia Student Information System
3. Insignia Media Manager
4. Insignia Z39.50 Gateway
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Setup

Insignia Library System Setup
Unless instructed accept the default prompts during the

setup

Check List:

1.

2.

3.

No

10.

Close/Disable all programs including antivirus
program during the installation

You must login with administrative privilege to install
.Net Framework

You must have server service running on Windows
2000+ computers (MSDE installation will rollback
without server service), this service can be installed
by installing the “File and Printer Sharing for
Microsoft Networks”, see instruction below on how to
install this service

You must have Microsoft Internet Information Server
installed on the server for Web OPAC, if you are not
sure how to install Microsoft Internet Information
Server, have Windows 2000/XP CD available and
call Insignia Software or follow instruction in section
“Installing Internet Information Server.”

Static IP address and Unigue computer name for the
server is required

You must have Internet Explorer 5.5+ installed
Sound card with drivers installed for multimedia and
“ShowMe” videos

Latest service pack for operating system (Windows
2000/XP)

Operating System supported: Windows
98/2000/Windows XP, Recommended: Windows
2000/XP

To use Z39.50 client you must have Internet access
and be authenticated by the firewall (if any)
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Installing Internet Information Server:

1. Click on Add/Remove programs

2. Click on Add/Remove Windows components

3. Select lIS

4. Click on Details

5. Uncheck the following if available: FTP, Visual

Interdev, SMTP.

6. Click “Ok”

7. Click “Next”

8. After installation reboot the computer
Installing File/Print Sharing for Microsoft
Networks:

1. Click with right mouse on “My Network Places” and

Nooah~wd

select “properties”

Double click on the “Local Area Network”

Click on “Properties”

Click on “Install”

Select Services and click “Add”

Select File and Printer sharing for Microsoft Network
Click “OK” to complete the install

Install Client for Microsoft Network:

1.

Nooh~wh

Click with right mouse on “My Network Places” and
select “properties”

Double click on the “Local Area Network”

Click on “properties”

Click on “Install”

Select “Client” and click “Add”

Select Client Services for Microsoft Network

Click OK to complete the install

You will also need to make sure you are running Dot NET
Framework versions 1.0 and 1.1. It is also recommended
you apply any critical patches from Microsoft.

Installing Insignia Library System:

1.

Insert CD
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2. Setup should start automatically, if it does not, double
click on ILSSetup.exe on Insignia Library System CD

3.

No

© ®

Setup may prompt to install the .net framework

, click

Yes and if prompted, reboot the computer and start

the setup again

Read the License Agreement and click on “I Agree”

to accept the terms of the agreement
Enter your Library Name, Library ID and serial
number

Insignia Library System

Please enter Library Information

x|

Library Mame IDemo
Library |0 Ignm
Serial Ma I?BDDEIEI-ILS-SEIEISS-1 93305-497 7769

ok | Cahcel |

Select the options needed as shown below
Library System: If you want to install the library
system

Database: If this machine will be the server
Web OPAC: If you want to install Web OPAC
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5 InsiEnia S branSystan Setip, d

¥ Libramy System
¥ Database

Iv ‘wieb OPAC
v DB Sync

Iv DB Config

Install Library System for yourself or for anpone who uzes this computer
* Ewery one
T Just Me
Click thiz buttan ta install Insignia Libran System software to the specified destination directarny,

Library System Directony:

|E:\F‘rogram FilezhInzigniahLibram Change Directomy

‘wiebOpac Directony:
|Librar_l,l

Exit Setup |

10. DBConfig : To Install Database Configuration Tool

11. DBSync : To Install Database Sync Tool

12. Click on setup icon to start the installation

13. You may be prompted to install .net framework, click
“Yes”

14. You may receive the following message to restart,
click “No”

Microzoft SQL Server Desktop Engine |

Yol must restart your system for the configuration
changes made to Microsoft SOL Server Deskiop
Engine to take effect. Click ez to restart now or Mo if
wou plamn to manually restart later.

15. If computer reboots, restart install process Initial
Install screen

16. Click on Programs >> Startup >> Service Manager,
select service “SQL Server Agent”, select “Auto-start
..."and click on start, as shown below
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0 SOL Server Service Ma B ]
Server IHBXF‘ j
Services: SOL Server j

Diigtributed Transaction Coordinator
|Microzaft Search
L Erver

| Stop

W Auto-start service when 05 starts

[Funning - $5HEXP - M5S5GELS erver

17. When setup is complete reboot the computer and
login
18. To access Insignia Library System over the web
open your Web Browser and then type in the address
http://computername/library
How to Uninstall

To uninstall, go to add/remove programs in the control
panel and remove MSDE. You will also need to select and
remove the Insignia Library System

Getting Started
1. To start the Insignia Library System, follow these
steps (if you have taken the default setup
configuration
Click on “Start”
Select Program > Insignia > Insignia Library
System
4. When you start the Insignia Library System you will
see the login screen

wn
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T Demo Login E

Batron D fadmin00o1|
Password |

Login Cancel |

5. Enter the Patron ID “admin0001”, (where the last 4
digit corresponds to your library id in the union)

6. Enter the password

7. Assuming the information is entered correctly, the
system will open.

Tips on using the Insignia Library System

Using the Navigator Toolbar

rary 1 (Admin 0001) =101 x|

ulstion  Catslog Patrons Reports Administration Assets Acquisitions ‘windows  Help

FEEEELE FELEEEECEEEE

@
Ef
=1

=

1|

=

=

2

fky
]
@
i
a8

&
2
2
=
g
g

a
I3

=

Circulation

Cataloging
Patrons

Reports

Adminigtration

Assets
Acquisitions

The Navigator is designed to provide easy access to
different functions in the library system. It allows staff to
access most functions in the library system with a
maximum of three mouse clicks.
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On the left side of the Navigator is the list of modules in the
Insignia Library System. When you click on one of the
modules, you see the features in that module under its
heading.

Users can navigate to any module of the application from
the navigator toolbar. Simply click on the main module
heading to see all of the corresponding features. You can
turn the Auto Hide feature on by right clicking the Navigator
toolbar, then left clicking the Auto Hide feature. You can
also switch between large icons and small icons.

Escape Key

When you press Esc in Edit mode, you are prompted to
save or ignore changes. If you are in Read mode, then the
current screen is closed. If you are in Search mode, the
current criteria are cleared and if you press Esc again the
screen is closed.

Show Me

The Insignia Library System provides "Show Me" demos
for all tasks in the library system. ShowMe allows staff to
learn how to use different features in the library system.
When a user clicks on ShowMe, a video demonstration is
played with audio describing how to use the selected
feature. To learn what to do in any given module, just click
on the "Show Me" button.

Help File
The Insignia Library System provides a help file for all the
screens in the library system. To open the topic in the file,
press F1.

Update

Clicking on this feature in the help menu will cause the
program to close and go through an update cycle. This
only should be done under supervision or with help from
Insignia Software
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Calendar
July 2000

5026 27 28 029 20

. i 4 5 B Click here to
Click here to o 11 12 13 change the year
change month 17 12 19 20

1
2
s L R TR R
o o3 1 2 3 4
3 Today: 24706700

on

To change a date, click as shown below and then select
the date

Quick Card

Many fields in the Insignia Library System have associated
Quick cards explaining the function and providing
examples

Quick Card can be turned on or off by pressing Ctrl+Q

Spell Check

The Insignia Library System has a built-in spell check.
Wherever a user enters data in the form of notes, a spell
check is provided. When a word is misspelled, the color
will change to red. To verify the spelling, click on the word
in question with the right mouse button and you will see
the list of suggested words. You can also start spell check
by pressing F7

Toolbar

QW @ o 1 ] (= ) e ) ) 55 O 22 O =) B il @
You can customize the top toolbar with the most commonly
used features from the Navigator Toolbar. To add an icon,
just drag an icon while holding the left mouse from the
navigator and drop it on the top toolbar. To remove an icon
from the top toolbar, click it with your right mouse button
and then click “OK” to remove it
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The program automatically remembers the configuration
and attempts to restore it whenever the program is started
again

Shortcuts
The following Shortcuts are used in the Insignia Library
System.

= F1-Help
F2 - Tool Tip
F3 - Find\Add Item
F4 — Loan History
F5 — Check In
F6 — Check Out
F7 - Spell-check
F8 — Simple Search
F9 — Change Library
F10 — Homeroom Check Out
F11 — Renew
F12 — Logout
Alt+F8 — Advanced Search
Ctrl+F1 — Staff
Ctrl+F — Configuration
Ctrl+E - Find/Add Equipment
Ctrl+M — Find\Add Serials
Ctrl+Q - Quick Card
Ctrl+R — Patron Reports
Ctrl+T — New Item from Template
Ctrl+Z — 239.50 Search
Ctrl+Shift+O - Find/Add Order

Right Mouse Click
On most screens, users can press the right mouse button
to invoke relevant commands.

Sorting Data in Grid

To sort data in a grid, select a row (if one is not already
selected) and click on the column header you would like to
sort by. The data will be sorted in ascending order. If you
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would like to sort by descending order, click on the column
header a second time

Edit Mode
When you are in edit mode it is important to remember the
following:

1. The background color of all controls is white

2. The field that is in focus has its caption underlined and
its color changes to blue, making it easier to see where
the cursor is

3. You cannot switch to another screen without saving or
canceling the current screen

4. Any caption that is bold means this information must be
entered in the field before the record can be saved

5. To expand the notes just double click on it

Multilingual

The Insignia Library System can support several
languages. To switch to another language click on “Help”
in the menu bar and select the preferred language from the
“Language” sub menu

Item and Patron History

The Insignia System is configured to hold Item and Patron
Information within the database even after the patron is
removed. This way you can easily track passed removed
items or problems that arise within the system

Offline Checkout
The program automatically detects if you go OFFLINE and
will launch the Offline Circulation Module

Marc Import Quality Check

Our updated Marc import module now has ADVANCED
Marc Record checking and will warn you when inferior
guality records are detected

Web Link dead link detect
The Library System scans your 856 tags, to detect dead or
bad links

20 of 223



ILS User Manual 3.0

Automatic Emails
Added configuration to allow emailing patron when
reserves become available

Search History
Searches are logged for catalog searching and have
related reports

Locking Iltems
Items can be locked, by doing this when you use the
import program it won't update locked items

Item and Patron Archiving

Items and Patron archiving feature has also been added.
This will allow any Items or Patrons that are deleted to be
kept in an archived status. This allows you to review
patrons or items before final deletion. This feature can be
turned on and off in Custom Settings.

21 of 223



ILS User Manual 3.0

Search

The Insignia Library System has seven different search
engines. Patrons can find items not only in the local library,
but also in other libraries that are part of the union, and in
all the libraries in the world that are Z39.50 compliant.
Search engines available:

. Simple Search

. Kiosk Search

. Advanced Search

. Z39.50 Search

. Classification search
. Authority Search

. Insignia Search

~NOoO oA~ WNPE

Regardless of which search mode is used, the interface is
intuitive and user-friendly.

Important Features
There are some important features that accompany these
search engines:

1. Favorites List

2. Copy List

3. Union/Local

4. Filter

Favorites List

The Favorites List is used to keep track of items that are of
interest to the patron. Patrons select an item from the
search results list and then click on the "Add to Favorites"
button located on the lower left side of the window. If
patrons wish to move all the items from the search results
list to the Favorites List, they may right-click the mouse
and select "Add All to Favorites". Patrons are prompted to
select a name for the Favorites List. They can choose
either to add the current favorites to a list that has already
been created, or they can create a new list.
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Once the patron has created a Favorites List, they can
view the list. To see the Favorites List, the user must click
on the “Show Favorites” button, which will bring up a
search box. Scroll down to find the desired Favorites List.

To delete an item from the Favorites List, the patron
selects the item and presses the "Delete" key on the
keyboard. To remove the whole list, right-click with the
mouse and then choose “Clear My Favorites”. Patrons may
print the Favorites List if they have permission (enabled in
the Security function).

Union/Local

If your library is part of a union, you may select to search
either the local library or the entire union by checking the
appropriate box in the upper left-hand corner of the Simple
Search screen. In Advanced Search, you may select one
or more libraries from the list.

Copy Listing

The Copy Listing is shown on the lower grid in the search
results window. It provides a list of locations for all the
copies of the highlighted title.

Filter Search

The Insignia Library System allows patrons to perform
search-in-search. Placing a check in “Filter” on the bottom
left of the Simple Search screen will apply any new search
term to the results returned in the preceding search. In
Advanced Search, the filter is applied automatically by
adding additional criteria in the “Search Condition” column.

Advanced Search
Advanced Search is designed to assist patrons who want
to use a variety of parameters to locate library materials
more accurately. In Advanced Search, a patron can specify
multiple search criteria using a Boolean interface. Up to
three of the following can be combined in any search:

1. Title

2. Author
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. Subject

. Keywords

. Call Number
. Barcode

. ISBN

. ISSN
.LCCN

0. Publisher
11. Local Call Number
12. Series Title
13. AR Level

P O0O~NO Ol W

14. AR Test Number
15
16

. AR Points
. Lexile

A% Search by Keywords -- 9 Records found o |l |
I~ Select 1l Search Cancition
I~ Desslect Al Find ot m o < L_Search
Calleges © and ™ or  And Mot Option
H N » Find  faog [t M
[ Summerside  and O or O andhat —
[] Public: Find Tile w | | startz with > | Show Me
- [ Alers Park Li
Universities call o | Tiie: | A ‘ = ‘ it

- GreenHils L

Shawr Favarites
Add 1o Favorites
Print Favorite
Print Copy nfa
Print

}_ 6366 MIL Cats f
| [811.54 LEE The cat and the wizard £: Sub Title /
|| Animal families. . The cat; The hamster 1
| |6368BES The cat book §
|| Catecholamine research : from moleculsr insights
|| Catalogue of the tiger beetles of Canada and the
| 40030 Catin the jundle : Sub Title §
| |300.58 cat's house
&13.54 The cat who went up the creek

Call Mar Status

& | Voldss Date

Check Out By

Check Out

Miller, Michaela, 1961
Lee, Dennis, 1939-

Besszer, Marianne.

—nw o oW

Freitag, Richard
Johnson, Phillip E., 19 5
Johnson, Wilis Hugh, 1
Braun, Lilian Jackson. 0

o, oo e == @n g

Due Date Library/Location

|v

INT 6368
| |sssamL
| |sssame

s

Anacleto Conce 1072002003 111972003 Green Hills Libr

Green Hills Libr
sreen Hills Libr

To find an item using “Advanced Search”:

1. Click on “Search” on the toolbar on the left

Click on “Advanced”

Enter a search term (e.g. dog, cat, computer).

Select the parameter to search (e.g. Title, Call
Number)

Select the manner in which the term is searched (e.g.
Starts With, Exact Match, Any Match)

2.
3.
4

o
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6.

©®

10.

Specify up to two additional search terms and set the
Boolean operators you wish to search by (e.g. and, or,
and not)

If you are part of a union, check the libraries you would
like to search on the left side of the screen.

Click on “Search”

To terminate a search in progress, click on the
“Cancel” button

To view the copy information for an item, select the
item in the grid. To view detail information for an item,
double click on the item in the grid

Advanced Search Options

In advanced search, patrons can apply additional filters to
refine a search. This can be done by clicking on the
“Options...” button. Options that can be chosen are:

1. Maximum records returned (absolute limit is defined in
configuration)

2. Publication year (range)

3. Language

4. Material type

5. Audience type

A% Search Option x|
ax Records Returned o0 == I:
= OH.

Publication Date From I Ta I Close
I Language I j

haterial Type h Avdience

[ Boak O Frimary

[ micratarm O sdutt=

[ computer File O2ges 49

O map O4age= 10415

[ =ound recarding O a0 ages

O widearecarding

O electranic resource

O slide

[ Bes=t Sellers

Deselect All Select Al | Dezelect Al | Select Al
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Check the option you wish to filter by and leave the rest as
unchecked. Changes made here are temporary and are
lost when the patron closes the advanced search form.

Authority

The Insignia Library System provides complete authority

control, and allows browsing authority indexes for names

and subjects. To search for books using authority search,
follow these steps:

1. Click on “Search” in the Navigator Toolbar

2. Click on “Authority Search”

3. Select an index to search. (e.g. authors or subjects)

4. Type the term you wish to search for. Optionally, you
can enter only a partial term in which case the system
will go to the first term in the index that matches your
entry

5. Click once on an index term to see items linked to that
term in the item box display at the bottom of the
window (“See” references are provided without
requiring any further navigation)

6. Double click on an index term to see the MARC
authority record for that term as well as the copy
information
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@Authurity Search P ] |

0+ author 7 Subject

earch | <=<Back | Forward== | cnse | show we |

- ATWOOD, Margaret -- 18 Tiles
Atwood, Margaret, -- 2 Titles
- Atwood, Margaret, 1939-- -- 1 Titles

Local Call Mo | Title Authars Subjects Copies
F FICTION PB Blueheard's Egg ATWOOD, Margaret FICTIOM 1

FICTION PE CAT'SEYE ATMWOOD, MARGARE  FICTION 1

971.03 ATW  Days of the rebels 1815-1840 ATWMOOD, Margaret 19TH CEMTURY; CAM 1

FICTION PE The Edible Waoman (BR) ATAOOD, Margaret FICTION 4

FICTION Food Bones Abweood, Margaret FICTION 1

F ATV LADY ORACLE ATWOOD, MARGARE  FICTION 1

FICTION Life Before Man Abweood, Margaret FICTION 1 =

Classification

This search mode allows the user to virtually browse the
shelf from their computer. The Insignia Library System
supports both the Dewey Decimal and Library of Congress
classifications. Items are assigned to the classification
search index according to the item’s Call Number. To find
an item using “Classification Search”, follow these steps:
Click on “Search” on the toolbar on the left

Click on “Classification”

To search the entire union, select “Union” at the top left
Click on the desired Classification area

Click on “Search”

To learn more about an item, double click on the item
in the grid of search results

oukrwNE
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\‘}1 Classification Search

e

-100- Philosoph
[ 200- Religion
- 300- Social sciences

--3IJIJ Social stiences

[ 310 General statistics

- 320 Poltical science

[ 330 Economics

[ 340 Lawy

[ 350 : Public sdministration

- 360 : Social services; association
[ 370 Education

300 Customs, etiquette, falklore
[+ 400- Language

[#-500- Matural sciences & mathematics
[#- B00- Technology (Applied sciences)

e Froere] T
* Local " Union Classification Type: |Dewey = Search Cloge Showy Me |
es N
y & paychology
-- 380 Commetce, communications, transport
=]

Insignia

Insignia search allows librarians to search other Insignia
libraries, just as they could search other Z39.50 libraries.
Librarians can also import MARC records from other

Insignia libraries.

In the Custom Setting parameter “HidelnsigniaSearch”
turning this option “on” will result in the Insignia Library

search being hidden from view.
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ZNorth Peace Senior Secondary (Admin 0001) g@
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ﬁ [A] ;i% Insignia Search -- 16 Records found g@
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I~ Deselect &l i * And Or And Not Catalog
e Title: MIEEE R v
%) CEILLE @ and " Or " AndNot
3350 [ écademic-8) | Find Tite | [sterts witn ~
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@ Items
CdlNo Tille Authors Library
CEESERTm > EIAMIL Cats: Cats in the wild / Edited By Wilsons Miller, Michagla 1961 Academic
F 811,54 LEE The cat and the wizard / Lee, Dennis, 1933 Academic
VID ANI Animal families : The cat : The hamster k Academic
Authorty E36.8 BES The cat book / Beteer, Marianne Academic
S 533.74 CLU Cat ClttorBrock, Juliet  Academic
Catecholamine research : from malecular insight Academic
() A catalogus of the valuabls and interesting colle  Spalding. Thomas M. Academic
Iresigria Catalogue of the figer bestles of Canada andthe  Freitag, Richard Academic
Catalogue of the tiger bestles of Canada andthe  Freitag, Richard School
il A catalogue of the valuabls and interesting colle Spalding, Thomas M. School
Catecholamine research : from malecular insight School
Caitiag g 593740l Cal Clttorvrock Julist  Sechool
Patrans E36.8 BES The cat book / Besser, Marianne School
Reports ID ANI Animal famiies : The cat ; The hamster School
811,54 LEE The cat and the wizard Les, Dennis, 1333 School
Administ E36.8 MIL Cats : Cats in the wid / Edited By Wikons Miller, Michaela 1961 Schoal
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Acouisiti

To find an item using “Insignia Search”, follow these steps:
Click on “Search” on the Navigator toolbar

Click on “Insignia”

Enter the search term

Select the search parameters (e.qg. title, author)
Specify up to two more search terms, and any Boolean
operators needed

Select the libraries you would like to search

Click on “Search”

To learn more about an item, double click on the item
in the grid. This information can also be acquired by
right clicking the item, then left clicking on “View Detail”

arwpdPE
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Kiosk

Kiosk search provides a visual interface that allows young
patrons to search for books by clicking on pictures. Kiosk
can be completely customized. Staff members can
Add/Edit/Delete categories and their associated pictures.
More information about Kiosk is available in Chapter 6 -
Administration.
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n Hills Library 1 {Admin 0001) =1o1x

File Search Circulation ct\gptsnptndmmtt Assets Acquisifons Windows  Help
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Circulation
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|6 W85 O/ O = Bl 6l ©

Cataloging

Patrons

Reports

Administration

Assets

Acquisitions

To find an item using “Kiosk Search”, follow these steps:

1.

2.
3.
4

Click on “Search” on the Navigator toolbar on the left
hand of your screen

Click on “Kiosk”

To search the union, select “Entire Union”

Click on a picture that best represents the topic you are
searching. Repeat this process until you find the right
category

To learn more about an item, double click on the item
in the grid. This information can also be acquired by
right clicking the item, then left clicking on “View Detail”

The patron may also choose to view all items in a given
category by clicking on the link “Show: Category” at the top
of the screen

Simple

Simple search allows patrons to search for an item by
keyword, title, author, subject or call number. It is as simple
as selecting the type of search and typing a few words
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By Keywords
Searching by keyword returns items where the search term
is found in title, author, subject, or notes.

By Title
Searching by title returns all the items that include the
search term in the title field

By Author
Searching by author returns all the items that include the
search term in the author field

By Subject
Searching by subject returns all the items that include the
search term in the subiject field

By Call Number
Searching by call number returns all the items that include
the search term in the call number field

A% 5earch by Keywords - 59 Records found =lEx]
I” Union
¥ Local Search by Keywards  feal Search | Ciose | Show e |
Call o Title: Avuthors [in | out -
)_ F HChy Bunniculs : & rabhit-tale of mystery Howe, Deborah a 1
| |FHOw Bunnicula strikes againd / Howe, James, 1946- 0 1
| [ER The acorn tree and other folktales [ retold and ilus — Rockwel, Anne F a 1
| |395.20913MAM  The Barefoot book of tropical tales Mama, Raouf, 1956- 0 1
[ [FHT Alfred Hitchoock presents stories to be read with t a 1
| |¥IDHAR Harald and his amazing green plarts a 1
| [EP El gato con botas Perrault, Charles, 162 0 1
| |T40BRE That cat step - elgato: a new rhythm dance Breau, Louis, 1893-19 0 3
| |760 ART Artin Rome in the sighteenth century 1] 1
Call Mo | |vpsou South America [
I Fiter | |B3BBML Cats | Miller, Michaela, 1961 3 5
| |91091634 MAR  Sinking of the Titanic and great sea disasters @ & Marshall, Logan a 1
711 541 FF The et and the wimard (- Sk THs 0 les Mennis 1030, 0 2 hd

Showe Favarites

| CEIBIFEREIIES | Status Volfss Date | Check Out By | Check Out |DueDate | LibraryiLocation
Print Favorite Mairtenance Green Hills Libr
Brint Capy Infa
Print

To find an item using Simple Search, follow these steps:
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Click on “Search” on the toolbar to the left

Click on “Simple”

To search the entire union, select “Union” at the top left
Type in your search query

Press enter or click on “Search” if you want to search
by the default (which is search by keywords).
Optionally you can select one of the icons on the left
side of the panel (Title, Author, Subject, Call Number)
to search by a different criterion

6. To acquire the details of any items returned by the
search, simply double click on the desired item in the
grid. This information can also be acquired by right
clicking the item, then left clicking on “View Detail”
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Z39.50

The Z39.50 search allows patrons to search other libraries
that support Z39.50 information retrieval protocol. This
includes most of the public and university libraries all over
the world. The Z39.50 search also allows staff to compare,
and then import MARC records from other libraries into the
Insignia Library System.

A3 239.50 Search - 60 Records found =lEx]
" Select 21 Search Concition
I Deselect A1 Find Ibin\ngy Title | |starts with = Iﬂ
e L @ And C or O And Mot Catalog f
=y LU | [ | |sterts win =]
O 2cadis = s Close
i and " or © And ot —_—
[ amicus 0 Find | Title | [starts witn | _Show Me
[ sustralia Uniy.
[ Boston Univ.
Oerown Call o | Title | #uthors | Library
D csu P |QH541 SES Dats of the Biology Phase, Florida portion Mchlutty, J. Kneeland.  State Library of
CJEmory Universit Ethics and arthropalagy Cartwell, Anne-hiarie. U of &
Otoc @H308 5 Graphic survey of hiology Weckstein, Abraham 1 of A
[Maricopa 5741192105 The international journal of biochemistry & cell biol Lot &
Owmu QK 71556616 International journal of bictronics Uofa
Hetiorval Liarary 612700145118 Anintroduction to mathematical modeling in physi Uof s
Cnew varku QL 1 JBE2 Journal of experimental zoology Uof &
State Library of Kissimmee River Restoration Project Rutter, Robert P State Library of
Uof A (40 of 5€ Lake Munsan, Leon Courty, Florida State Library of
Ouoic 5700772 Landscapes & lshscapes Fahler, Robert E. Lot A
Oueft 616 Magma Magma (Hew York, M. Uof &
[Juiniv.of 6o RA1199 Methads and qualty assurance for performing acu Flarida State Library of
B16 Molecular imaging snd biology Lot &
6205 MNanoelectromechanics in engineering and biology  Hughes, Michael Pycr Lot &
a _’I 616.07/5705 Muclear medicing and biology ot &
Internet Access  Orthodontics & craniotacial research Uot &
Print | 616.9/5 Parasttalogy and vector biolagy Uofa 2

To find an item using “Z39.50 Search”, follow these steps:
1. Click on “Search” on the toolbar on the left
2. Click on “Z39.50"
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10.

11.

Enter the search term

Select the search parameters (e.g. Title, Author)
Select the manner in which the term is searched (e.g.
Starts With, Exact Match, Any Match)

Specify up to two additional search terms and set the
Boolean operators you wish to search by (e.g. and, or,
and not)

Select the libraries you would like to search.

Click on “Search”

To terminate the search in progress click on the
“Cancel” button

To learn more about an item, double click on the item
in the grid. This information can also be acquired by
right clicking the item, then left clicking on “View Detail”
If you wish to import the MARC record into your
existing collection, simply select the item from the grid
and click on “Catalog It". The “Catalog It” feature is
discussed in more detail in Chapter 3 - Cataloging

Z39.50 searches also allow search-in-search functionality
in the same way that an “Advanced Search” does. Simply
adjust the Boolean operators (and, or, not) and apply
additional search strings. Search-in-search functionality
allows for more precise record retrieval with integrated
Z39.50 searches
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Circulation

The Insignia Library System is a complete library
automation system. It is fully configurable, allowing
librarians to restrict circulation tasks to other staff members
or enable limited circulation permission to patrons. We

have also added the ability to print out receipts for your
patrons.

Important
If textbook tracking is enabled, staff can circulate textbooks

by selecting the “Textbook Checkout” button from the
Circulation interface.

Checkout
M‘R‘F‘!u IW Find I [%Palrun Motes: Patron Info Mervwy Patron |

~ Current Status
Name: T
ame: Lesley Anh Finnen Ve Statf tems Loaned 3

I Temporsry Capy. MNotes: ftems Overdue 2
a Fine Due F0.00
Barcode
Computer Booking Bonks Lost M
I setbuebateTe [ o iooor = I currert Patran Only | Fiooks Damaged 1

%" Library Check Out " Texthook Check Out [ Show Textbook [V Show Library Check Cut Receipt | et Printer

fems on Loan |Heserva | Paty Fing: | Booking | Fines Paid |

# | Barcodsz I Call Mo | Title: I Due Date | Renew | Price Find

[mf L0001 000010724 520 Stars : A guide to the constellations, .. 3452007 [t} $0.00 Renew
D 2 L0001 00001 3428 The carousel / Belva Plain. 24552007 a $0.00
D 3 L0001 00001 2490 Piglet i= Entirely Surrounded by Wate... 2452007 a $0.00

Liost

Claim Return

Check In

List

Close

Refresh

Freview

Show me

Select Al
| ] Deseiectan

Ll

To checkout items, follow these steps:

1. Click on “Circulation” on the Navigator Toolbar

2. Click on “Check Out”

3. To checkout textbooks, select the “Textbook Checkout”
button

4. Scan patron card. Alternatively, enter the first or last
name (depending on the default criteria you have
defined in Configuration >> Circulation)
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5. Scan Barcode

6. Once the patron card has been scanned, the patron’s

picture (if available) and statistics will appear

Scan the barcode of the item to be checked out

Repeat previous steps for all the items being checked

out

9. Overdue items are shown in red text. Items checked
out today are shown in blue

10. To renew an item, select the item and click on “Renew”

11. To declare an item lost, select the item and click on
“Lost”

12. If a patron claims that a book has been returned, select
the item and click on “Claim Return”. The system will
not calculate fines after today’s date

13. Staff can also attach/view notes for an item or patron
by clicking on the “Patron Notes” button

14. To print the list of items checked out, click on
“Preview”, then click on the printer icon

15. To print a receipt for the patron for items checked out
today, click on the “Check Out Receipt” button

© N

Check In from Check out window

The check in button on the check out screen will now
check the selected books in rather than just taking you to
the Check in window.

Change Default Due Date

Staff may change the default due date for any items being
checked out. To change the default due date, check the
“Set Due Date To"” checkbox and select the new date. Be
aware that until the checkout window is closed, or the
checkbox is unchecked, the new default due date will
remain in effect instead of the due date based on
circulation parameters.

Override Default Permission

The Insignia Library System is designed so that staff can
override restrictions. Suppose a patron is only allowed to
check out two items and wants to check out a third. Staff
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can allow the additional checkout by entering the override
password.

Setting Override Password

The override password can be set in Administration >>
Configuration >> Circulation. Click on “Edit”, then type the
password into the “Override Pswd” box, confirm it and
save.

Offline Checkout

If the database is not connected to the network, you will be
able to continue checking out offline. Once the server
connection has been restored, you are able to update the
circulation data by selecting Import Offline Circulation.

Set Printer

Before you can print checkout receipts you will need to set
up the system to recognize your slip printer. Clicking on the
“Set Printer” button will bring up a list of the printers
currently installed. select the printer from the drop down list
and click “OK”,

Check In
CETTEN— =I5
Scan Barcode I . | Check In
Dretail Information Carcel
Title Stars ;& guide to the constellstions, sun, moon, planets, and other
Barcode L0001 000010724 Price  $0.00 Cese
Former Condition Mew Location  Main Check Out
Check Out by Homeraom Fine
Patron Barcode Type: [P
Due Date 3Mes2007
™ Textbook —— I
Motes ’
Current Concition INew v| Mexwy Location IMain 'l
Fine Assessed |$D.DD Options == |

Books Checked In 1

To Check In items:
1. Click on “Circulation” in the Navigator Toolbar
2. Click on “Check In”

36 of 223



ILS User Manual 3.0

3. Scan the item barcode and press enter

4. Repeat steps to check in other items

5. Ifanitem is on reserve, a message box will pop up
alerting you to this fact

Reset Check In date

In the Insignia Library System, circulation staff can reset

the check in date. This feature is useful in the event of an

interruption in library service if fines are being calculated. It

is important that patrons are not fined for overdue material

if the librarian is not able to check in books on time.

To Change the Check In date:

1. Click on "Circulation" in the Navigator Toolbar

2. Click on "Check In"

3. Click on "Options" button

4. Select "Forced Check In Date To" and specify the
check in date

5. Until this form is closed or the check box is deselected,
all items will be checked in as if they were returned on
the date specified

6. When you are finished click on "Close

Check In Damaged Books

Staff may optionally assign fines to patrons who return
items in worse condition than when the materials were
checked out. During check in, staff can also add
comments.

To check in multiple items without pausing, ensure that
"Check In Damaged Books” is not enabled. The toggle for
“Check In Damaged Books” is located on the Check In
screen under the “Options” menu. To check in damaged
items, follow these steps:

Click on “Circulation” on the Navigator Toolbar

Click on “Check In”

Click on “Options”

Select “Check In Damaged Items”

Scan in the barcode and press enter

Specify the condition, fine and comment

Click on “Check In”

NogoswdhE
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Declare Items Lost

To declare an item lost, follow these steps:

1. Click on “Circulation” on the Navigator Toolbar

2. Click on “Check Out”

3. Scan in patron card (or enter the first name or last
name depending on the default criteria you have
defined in Configuration >> Circulation)

4. Check the box next to the item to be declared lost, then
click on “Lost”

Claim Returned

If a patron claims they have returned an item when the
record shows that item has not yet been returned.” You
can set the items status to Claimed Returned.

Follow these steps to change the status to “Claim
Returned

1. Click on “Circulation” on the Navigator Toolbar

2. Click on “Check Out”

3. Scan in Patron card (or enter the first name or last
name depending on the default criteria you have
defined in Configuration >> Circulation)

4. Check the box next to the item to be claimed
returned, and click on “Claim Returned”

Renew

Staff can renew books from either the “Check Out”

interface or the “Renew” interface.

To renew an item from the checkout screen, follow these

steps:

1. Click on “Circulation” on the Navigator Toolbar

2. Click on “Check Out”

3. Scan in Patron card (or enter the first name or last
name depending on the default criteria you have
defined in Configuration >> Circulation)

4. Check the box next to the item to be renewed, and
click on “Renew”
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To renew an item from the renew screen, follow these
steps:

Click on “Circulation” on the Navigator Toolbar

Click on “Renew”

To renew textbooks, select “Textbook” option

Scan the barcode

If you want to set a due date other than the default
based on patron type, then set the “Renewal Due Date”
by selecting the checkbox next to the date

6. Click on “Check Out”

arwpdE

Reserve
You can NOW reserve multiple items at once using the
CTRL key, making for a quicker and easier experience.
Hold down the CTRL key and click on items you would like
to request.

“k?:!\ |P1990000013 Find I Patron N\:desl Patron Info I Mew Patron |

~ Current Status

hame: T
arme. Lezley Ann Finnen Vpe, Statf 1 foms Loaned. 2
|| Temporsry Capy. MNotes: ftems Overdue 2
- Fine Due F0.00
Barcode
Computer Booking Bonks Lost M
| Books Damaged 0
@ Library Check Ot ¢ Testhook Check Ot [ Show Textbook ¥ Show Library Check Cut Receipt | Set Printer
tems on Loan  Ressrve |Pay Fine: | Booking | Fines Paid |
# [ calo [ Tiie | RequireDste | Expire Date. | awvaiiable at [ Hois | Find
[ml The Bear Mest Daar JHMSO07 .. FINTI007 . 1 [

Check aut

Close

Refresh

Freview

Show me

Select All
Dezelect Al

To reserve an item for a patron, follow these steps:
1. Click on “Circulation” on the Navigator Toolbar
2. Click “Reserve
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3. Scan in patron card (or enter the first name or last
name depending on the default criteria you have
defined in Configuration >> Circulation)

4. Click the “Find” button in the right column
5. Search for the item you want to reserve

6. Select the item from the search results and click on
“Reserve”

7. To reserve multiple items at once, select the first
item to be reserved from the search results and
then select additional items while holding down the
CTRL key

8. When finished, click on “Close”

Interlibrary Loan

Inter-branch lending is similar to reserve. When you place
a reserve on an item belonging to another library in the
union, the Insignia Library System initiates its inter-branch
lending process.

To process an inter-branch loan on behalf of a patron:

1. Click on “Circulation” on the Navigator Toolbar

2. Select “Reserve”

3. Scan in Patron barcode (or enter the first name or last
name depending on the default criteria you have
defined in Configuration >> Circulation)

4. Click on “Find” button in the right column

5. Select the radio button "Other Libraries in Union" (on
the bottom of the window), and search for the desired
item

6. When you have found the item, click on the “Reserve”
button

7. The holding library automatically receives the details of
the item on its Reserves List

8. The holding library scans the reserved item's barcode
when it is returned from the previous borrower, or

40 of 223



ILS User Manual 3.0

10.

11.

12.

13.

scans the barcode in the Reserves List and clicks on
“Send”. The item status changes to “Outbound”

The requesting library scans the copy barcode in
“Reserves” and click on “Receive” when it receives the
item from the holding library. The item status changes
to “Available”

The requesting library checks out the item to the
patron. The item status changes to “Out”

The patron returns the item to the requesting library
which checks it in. When the book is checked in, a
message appears informing the librarian that it belongs
to another library. The book is sent to the holding
library, and its status changes to “In Bound”

The holding library checks in the item when it is
received from the requesting library, and the item
status changes to “In”

To see what items are in the process of being loaned
between libraries in the union, click on "Reserves List"
in Circulation on the Navigator Toolbar. You can
quickly distinguish between inter-branch loans and
local reserves by looking at the first two columns on the
Reserve List: "Library" and "Pickup At". These fields
remain blank for local reserves. The first field, “Library",
contains the name of the library that owns the item and
is lending it to a patron at another library. The second
field, “Pick up at", contains the name of the library that
will receive the item and circulate it to the requesting
patron

You can edit the pickup location of your reserve by
following these steps:

arwbdPE

Double click the item you wish to edit

Click on “Edit”

Choose a new pickup location from the dropdown list
Click “Save”

Click “Close”

The status of inter-branch loans is displayed on the
Reserve List as "In progress” or "Available", signifying
exactly the same thing as they do in local reserves. In
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addition, however, inter-branch loans may have the status
of "Inbound" or “Outbound”. "Outbound" means the copy is
on its way to the requesting library; "Inbound” means the
copy is on its way back to the owning library.

Reserve List

To see all pending reserves, follow these steps:

1. Click on "Circulation" on the Navigator Toolbar

2. Click on "Reserve List

3. The list shows title and call number of the item, the
name of the patron who placed the reserve, the
number of copies of the item available in the system,
and the current status of the reserve

The following instructions apply to local reserves. For
instructions on inter-branch reserves, see the section in
this manual entitled “Inter-Library Loan.”

For local reserves, reserve status can be either "In
Process" or "Available”. The system automatically changes
the status of a patron's reserve from "In Process" to
"Available" when it is checked in (it need not be checked
out first). When checking in a reserved item, you will
receive a prompt asking you to confirm the patron for
whom the reserve is to be filled. The default is the first
patron in the queue, but you may override the queue at
this point and assign the item to another reserving patron.
When the status changes from "In Process" to "Available",
the reserving patron will automatically receive an email
message to that effect. Two other fields appear on the
Reserve List: "Library" and "Pick up at". These fields
remain blank for local reserves: they provide information
only for inter-branch lending.

Changing Reserve Order

If you have more than one reserve placed on the same
item, and you wish to change the order of them, click on
the “Order” button on the right hand side of the screen.
You can then choose to “Move Up” or “Move Down”, which
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will change the order of the reserves. You can also cancel
a reserve by clicking on the “Cancel Reserve” button.

Booking

This feature is used to reserve an item for future use. For
example, a teacher may want to reserve material that she
will need a month later for a project. This can be done
through the booking function. Booking does not allow an
item to be checked out if its checkout/due date falls in the
booking date range, nor does it permit an item be renewed
if the new due date falls in that range.

A2 Booking

“N’E‘U IW Find I atrnn Nmesl Patron Info I ey Patran |

MName: Lesley &nn Finnen Type: Staff —nc:r:‘r:rctojtna;:s 2
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Barcode Computer Booking Eliguekzu\_aust 20'00
|_Books Damaged 0
& Library Check Out " Textbook Check Out | Show Textbook [ Show Library Check Out Receipt | Set Prirter
ttems on Loan | Reserve I Pay Fine Booking |Fines Paid |
# I Barcode I Title I Require From I RequireUntil | Awailable At | Holds I Deliv Find
1 vLoootoooo. Teaching your child creativity fL... 20152007 2MB2007 ... 1 1nBanking
Close
Retresh
Freview
Show me
Select All
< |  *| Deselectan

To book items, follow these steps:

1. Click on “Circulation” in the Navigator Toolbar

2. Click on "Booking”

3. Scan in patron card (or enter the first name or last
name depending on the default criteria you have
defined in Configuration >> Circulation)

4. Click the “Find” button in the right column

5. Find the item you want to book

6. Highlight the copy of the item that the patron wants,
then click the "Book" button located on the bottom right
side of the window

7. Specify the date range
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8. To recall an item that is checked out, click on the
“Recall” button. If the user profile of the patron to whom
the item is currently checked out contains an email
address, the system will automatically send an email to
the patron recalling the item, provided the “Email
notification” box on the Recall screen is selected

9. Click on "OK"

To Circulate Booked Items:

Click on “Circulation” in the Navigator Toolbar

Click on "Booking List”

Ensure that you have selected "Show Outstanding
Bookings"

Select a date range and click on "List”

Check the box beside the item you wish to circulate
and click on the button "Check Out"

6. To view circulated booked items, select “Show
Finished Bookings” and click on “List”

whh e
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To Edit Bookings:

Click on “Circulation” on the Navigator Toolbar
Click on the “Booking List”

Click on the “Show Outstanding Bookings” option
Select a date range and click on “List”

Double click on the item you wish to edit

Then click on “Edit”

Enter the new information into the “Required Date
From” and “Required Date Until” fields

Click on “Save”

Click on “Close”

NogosrwdhBE

© ®

Cancel Bookings:
Click on “Circulation” on the Navigator Toolbar
Click on "Booking List”
Select the item you want to cancel by checking the box
to the left of the barcode
Click on “Delete”
Then press “Yes” to confirm the cancellation
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Loan History

Loan history allows staff to easily see the history of a
specific patron or a specific item. For this function to work
properly, the “Track Loan History” option should be
enabled (in Administration>>Configuration).

The History status will be kept even if the item and patron
are deleted.

Loan History by Item

To view a loan history for an item, follow these steps:

1. Click on “Circulation” on the Navigator Toolbar

2. Click on “Loan History”

3. Enter the copy barcode or the title of the item for which
you wish to view the history. Then click on Find

¥ Loan History o [ o3
Search
Fincl
Copy Barcods 10001 0000107 24] Title: [@ I with Fine -
Cloze
Patran Find Patron | I urian Show Ma
[V Shom Texthook IV Show Library Book Preview |

Title: ‘ Author | Copy Barcode ‘ Patron | Checkout Dete | Checkin Date ‘ Pr
P |Stars: A guide tothe constellatio  Zim Herbert 5. LOO0M0000107  Finnen, Lesley  2M3/2007 2247 2A5/2007 317P 0

Payment |
| Type | Fine Fine Paid Wiaiverd Fine Dug Date Created
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Loan History by Patron
51

earch g
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To find the loan history for a patron, follow these steps:

1. Click on “Circulation” on the Navigator Toolbar

2. Click on “Loan History”

3. Enter the patron name, scan the patron barcode, or
just click the “Find Patron” button

4. Once you have found the patron, double click to select

5. On the grid below you will see all the items that patron
has had checked out
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Collect Fines

\“.: Pay Fine
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To collect fines, follow these steps:

1.
2.
3.

o u

Click on “Circulation” on the Navigator Toolbar

Click on the “Fines”

Scan in Patron card (or enter the first name or last
name depending on the default criteria you have
defined in Configuration >> Circulation)

Check the box beside the item(s) for which a fine will
be either collected or waived

Enter the amount to collect or waive

Click “OK”
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Homeroom Checkout
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This feature allows rapid checkout for an entire homeroom.
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Click on “Circulation” in Navigator Toolbar

Click on “Homeroom Check Out”

Select a homeroom

Click on a patron picture/name

If you click on a patron who has an available reserve
you will receive the message “There are {1} reserve
items available for this patron. Please pick up.”

Scan or enter the barcodes of the items to be checked
out to that patron.

To renew, select a patron, then select the item(s) you
wish to renewed then click on the “Renew” button

Temporary Items

This feature allows the library to create temporary item
records or quick MARC records for circulation.
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Checkout Temporary Items

x
Barcode |1 576412 I Catalog Temparary Boak
Call Mo IFIC Wil P
ISBN |
Title ITrees of Mherts|
Authar I\J‘u‘ong, Dieharah
Circulation Type IBDDk j

Showy Me | Check Out I Cancel |

To check out a temporary item:

1. Click on “Circulation” in Navigator toolbar, then Check

Out

2. Scan in Patron card (or enter the first name or last
name depending on the default criteria you have

defined in Configuration >> Circulation)
3. Click on the “Temporary” button
4. Input the desired information for the item
5. Click on “Checkout”

Check In Temporary Item

To check in a temporary item, follow these steps:

1. Click on “Circulation” in Navigator toolbar, Then
Temporary List

2. Select the item you wish to check in

3. Click on “Check In”

To view your temporary items, follow these steps:

1. Click on “Circulation” in Navigator toolbar
2. Click on “Temporary List”

3. Temporary items that are currently on loan will be

listed, along with the checkout date, the due date, and

the patron

4. To see a list of all temporary items, select the “List

History Records” box on the top left side of the screen
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Catalog

The Insignia Library System offers MARC and non-MARC
interfaces for cataloging any item, as well as the ability to
import MARC records using a Z39.50 client or Internet
Explorer. Cataloging is no longer a daunting task; you do
not have to understand MARC format to create MARC
records in the Insignia Library System.

The following fields provide dropdown menus

= Main Entry
» Subject Added Entry

= Publisher
= Place of publication
» Series

Cataloging Using non-MARC Interface
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Eciting Histary Loan Status

To catalog items manually using the Non-Marc Interface,
follow these steps

1.
2.
3.

Click on “Cataloging” on the Navigator Toolbar

Click on “Find Item,” select “New”

Select the Bibliographic Item Type (e.g. Books, Maps,
Music) and click “Select”
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4.

Enter all the information you need to create a suitable
description of the item using the Basic Information tab
and Notes/Subjects tab

Dropdown lists may appear as you are entering data
into any of the six fields mentioned above. This
matching occurs because the text you are entering is
being compared with relevant database entries already
existing in the system.

Choose a relevant material type from the dropdown list.
If you do not have material types in the dropdown, you
will need to go to “Administration” then select
“Parameters” and finally “Material Type” and define the
types you want (additional types may be added at any
time). You may also choose to mark an item as
incomplete by selecting the “Incomplete” checkbox on
the Basic Information screen. You can search for items
marked “Incomplete” from the “Find Item” screen. On
the Notes/Subjects tab, to create a new subject, click
on the “New” button on the Subject Detail tab near the
bottom of the screen. Repeat for any subsequent
subjects you wish to add

To see how the record will appear to patrons, click on
“Preview”. To see where the book will appear on the
shelf while cataloging, click on “Shelf’ on the Copy
Information tab. A form will display the shelf list based
on the call number (a call number must exist for the
record before the “Shelf” function will work)

To add up to ten customized item fields, click on “ltem
Customized Fields”

To add up to ten customized copy fields, click on “Copy
Customized Fields

Attaching Multimedia Objects to an Item

In the Insignia Library System, staff can attach an unlimited
number of multimedia objects or web links to any given
item. This can be done in the cataloging module when
adding a new item or while editing an existing one. Adding
PDF, DOC or Text files will also cause the system to index
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those documents and make the contents Keyword
searchable.

To attach a multimedia object, follow these steps:

1.

2.
3.
4

© N

In the cataloging module, find the item to which you
would like to attach multimedia objects

On the “Basic Information” tab, click on “Edit”

Click on “Attach”

Click on “Browse” to attach a file, image, audio, etc.
Note: After clicking “Browse”; ensure that “Files of
Type” is set to “All Files (*.*)”

Click on “Scan” to scan an image from a scanner
attached to your computer

Click on “Web Link” to link to a website (a default
address may appear automatically). Simply enter the
website address you want linked

Click on “Save”

Additional attachments can be added by repeating
steps 3-7

Assigning a Kiosk Category

Staff can assign one or more Kiosk categories to a given
item. This can be done when adding a new item or while
editing an existing one.
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To assign a Kiosk category, follow these steps:

1. Inthe cataloging module, find the item to which you
would like to assign a Kiosk category, and double click
on the item

2. Click on “Edit”

3. Click on the “Notes/Subjects” tab

4. In the “Categories” list on the right side of the screen,
check the boxes next to the categories into which you
would like to place this item

5. Click on “Save”

Apply Kiosk Category Globally

You can also choose to apply one or more kiosk categories

to a set of items selected. To apply categories globally,

follow these steps:

1. Click on Cataloging in the Navigator Toolbar

2. Click on “Find/Add Item”

3. Search for items to be assigned a category

4. To add all the items in the list to one or more Kiosk
Categories, click on “Kiosk All”. To add one or more
items, select them by right-clicking the items, and then
click on “Kiosk”
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5. Select one or more Kiosk Categories and click “OK”

Item Template

Librarians can create an unlimited number of item
templates. They can use these templates to eliminate
redundant manual entry while cataloging. To Create an
ltem Template

1. Click on “Cataloging” on the Navigator Toolbar

2. Click on “Find/Add Item” and then click on “New”

3. Select the appropriate Bibliographic Iltem Type

4. Specify the information you would like to save as a
template

Click on “Save As Template”

An “ltem Templates” box will appear. Select “Create
New”

7. Enter a name for the template and click “OK”

o 0

Cataloging from an Item Template

1. Click on “Cataloging” on the Navigator Toolbar

2. Click on “New Item from Template”

3. Select the appropriate template from the list and click
“OK”

4. Add information to the template as required, then click
on “Save”
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Catalog Titles Using MARC Interface
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Preview

Save As
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If you prefer to catalog using a MARC interface, follow
these steps:

arwdE
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11.

12

Click on “Cataloging” on the Navigator Toolbar
Click on “Find/Add Item”, and then click “New”
Select the Bibliographic Item Type
Click on the “MARC Code” tab
Place the cursor in the value field corresponding to the
MARC tag and subfield you wish to enter
Enter the desired information
To see how the record will appear to patrons click on
“Preview”
To get subject or author headings from the authority
records, click on “Authority”
Enter the search term and click on “Search”
. Click on any line of the returned search. Items using
this heading will appear in the “Items” box on the
bottom of the screen
Double click any of the items in the “ltems” list. This will
bring up the “ltem Information” box
. Click on MARC tab
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13. To add a heading to your new/edited MARC record,
quickly click on the tag you would like to link (e.g. 150)
until the entire line appears highlighted

14. Select the highlighted item and drag and drop on the
MARC grid of the new/edited record

Adding a New Tag

15. To add a new tag, click on “New Tag”

16. Enter the tag number (e.g. by typing in 650, the system
will automatically jump to tag 650)

17. Click on “OK”

18. Specify the content for the field

Adding a New Subfield

19. Select the tag where you want to add a subfield(e.g.
650)

20. Click on “Subfield” on the right side of the screen

21. Select all the subfields you would like to add

22. Click on “OK”

Changing Subfield Order
To change the subfield order, use the left mouse to drag
the tiny grey rectangle at the beginning of each subfield
up or down

Cataloging a URL

1. To add tag 856 for a web site, you can either add the

tag itself or just use the drag and drop capability

Start the library system

Start Internet Explorer

Go the URL you would like to add

Drag the URL by selecting the icon immediately

preceding the “http://” portion of the address; a small

arrow should appear. Then simply drag and drop it into

the MARC code interface

6. The System will automatically add tag 856 specifying
the webpage address

7. Click on “Save” once you are done

arown
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Loan Statistics

This feature provides information about how many times
an item has been checked out, renewed, reserved, and
overdue.

To see the loan statistics for an item,

1. Go to the cataloging module and find the item

2. The loan statistics appear in the lower right hand
corner of the “Basic Information” tab under Loan Status

Cataloging Using Z39.50 Interface
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The easiest way to accurately catalog items in the Insignia
Library System is to use the Z39.50 search.
To catalog a Z39.50 item, follow these steps:
1. Click on “Cataloging” on the Navigator Toolbar
2. Click on “Find/Add Item”
3. Click on the “Z39.50” button
4. Enter search criteria (applying additional filters if
desired)
Select any 239.50 server(s) you would like to search
from the Library List
Click on “Search”
Double click on the title to see more information
To import the MARC record, click on “Catalog It”
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9. To edit a record, click on “Edit”
10. Make any necessary changes and click on “Save”

Copy Information

Add a Copy for an Existing Title

\‘:1 Title: Carols by candlelight / Pamela ka\e [ 54
Basic Information | NotessSuizcts | tem Customized Fieids | Marc Code  Copy Information | Copy Customized Fields |
tem Information
N Save
Title Caralz by candielight / Pamela Wiynne Call ha
Author  Wiynne, Pamels # of Copies 1 Cancel
Edlit

Coy Elarcudel i |
Ry L0001 000013009 Relink DElEtE

Call Ho Replacemert cost |$U_gg f—
Yolume I Copy No I1 Circulation Type | Boak j Brevious
Price 50,00 Statistics 217 Circulstion Date | 146/2007 h s
. = Status n - Lzt

. Copy Loan Status ———————————— Close
Concltion l

Dramaged i Last Check In by Leslzy Finnen
Location l -

ain i Date Out AM952007 12:55 PM Shaw Me
Buciget vl Date In 2702007

J

Barcode
PO Numbet oz e Shelf
IV tlow Inter sy L I_ Cwn AR Library gogq  Insignia Library Demo Tracking
Motes Cravnier Inzignia Library Demo & Export
Accelerated Reader wi
Test ko I Setas
Check Cut Defaul
Motes Level I i
Poirit= Apply
Imventory Date M

To add an additional copy for existing item, follow these

steps:
Click on “Cataloging” on the Navigator Toolbar

2. Click on “Find/Add Item”

3. Search for the item

4. Select the item and click on “New Copy”

5. Enter the number of copies you want to add and click
“OK”

6. Enter the barcode or allow the system to generate the
barcode

7. If you are adding more than one copy, the “Set
Barcode” screen will appear, allowing you to choose
whether you want the system to generate barcodes
automatically from the first available number or set
them individually yourself

8. Save the record. Optionally, you can use the “Next”
and “Previous” buttons to switch between copies. By
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selecting “Edit”, you can change the details of the copy
currently selected

Accelerated Reader
Accelerated Reader
Test Mo I

Lew{% |— Pairts |—

Staff can enter Accelerated Reader information (located in
the bottom right corner of the “Copy Information” screen).
Click on “Edit”, and then enter the information into the
“Test No”, “Level’, and “Points” fields. If your AR
information is grayed out, make sure the “Own AR” box is
checked on the copy information screen then click on
“Save”

To Set Default Values

There are several values on the Copy Information screen

that you can set as defaults. This will allow the librarian to

keep the same values when cataloging, eliminating the

need to re-enter information commonly shared between

records.

Example:

1. Find a record for which you wish to save the values

2. Go to the “Copy Information” tab

3. Click on the “Set as Default” button on the bottom right
side of the screen

4. This will set the values for price, location, vendor,
budget, item circ type, and condition to be the same
whenever you enter a new copy for a title

5. From the Copy Information screen, staff can perform a
number of functions, including:

Print Barcode

Simply select the “Barcode” button on the right side of the

screen. This will open the “Barcode/Spine Labels” window

and automatically limit the range of barcodes to the single

item that is selected (although this can be altered to allow
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for multiple copies). At this point, staff need only choose
their layout and print the barcode label for this/these
item(s).

Export

Items can be exported by clicking on the “Export” button on
the right side of the screen. This will take you to the
“Export” screen and allow you to export the selected
record, multiple records, or other relevant information.

i

tem | Pa’[ronl Loan I Fine I

[,
File: MNarme [rem0216 ot g —I
MARC Formmat |NONE vl I~ Unicn '
—Criteria ] = |

Fortmat Ilnsignia vI Subset Ia ,I ™ Close
Call Mo from I Packed By I Shiowy hfe:

To I Box # I Prirt
Created From I Feb 15 2007 happing |

e ™ Feb 15 2007

Title (Any match) ICarDIS by candlelight / Parnela Wiynne

: - Export
Locatian [ i 1 ¥ o inta

0 Recordds Exported

Apply to Multicopies

By clicking on the “Apply Multicopies” button, you will be
able to change information for records which have multiple
copies without going to each copy individually. Click on
“Apply Multicopies” and specify the criteria you wish to
change and the new value you wish to assign.
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8 changes to all copies of the title x|
Fieldz to be changed N diet I j
[ Budget
O] Call Mo Call Mo |Fic urvn
D Circulation Date Circulation Date I 1M 82007 j
[ CirculationType
[] Location Circulation Type IB.:..:.k j
[] Price . -

Location hd -
[[] ReplacementCost I A J

[ “endaor Price |$IZI.EIEI

Replacement cost |$IZI.EIEI

“endar

Lo

|_ Apply To Union

Save | Cancel |

Adding Same Title to Multiple Libraries
To add same title to more than one library, follow these

steps:

1. Click on “Cataloging” on the Navigator Toolbar

2. Click on “Find/Add Item”. Search and select the
desired item

3. Click on button “New Multi-site Copies”

4. Select the libraries to which you would like to add the
copies and also specify the number of copies for each
library

5. Specify if the barcodes are to be generated by the
system or to be specified manually

6. Click on “Add”

7. If barcodes are to be entered manually, enter the

barcode for each item

Note: Only district librarians can add same title to multiple
libraries.
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Creating Subsets

A Subset can be used to group together different items
that you would like to work on. Subsets can be used in
reports and global changes. To create a subset, follow
these steps:

1.

2.
3.
4

o

8.

Click on “Cataloging” on the Navigator Toolbar

Click on “Find/Add Item”

Find the items that you would like to add into a subset
Click on “Subset All" if you want to add all the items on
the list to a Subset

Individual or multiple items may also be selected by
right clicking on each item you want. Selected rows will
appear highlighted

Press the “Subset” button

x
Select From  (+ I j

Create Mew I L%

Ik I Cancel |

Click radio button for Select From to add items to an
already existing subset or click radio button for Create
New to name a new subset

Click “OK”

Creating Copy Subsets

1.
2.
3.

4.

Click on “Cataloging” on the Navigator Toolbar, then on
“Copy Subset”

Search for the records you would like to subset

To select multiple records, right-click the desired
records. Then click the “Subset” button

If you want to subset all the records then you can use
the “Subset All” feature

Set MARC Template

You may pre-configure which MARC tags will appear on
the MARC code tab. To configure the Marc Tag Display:
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A} Set MARC Template B [

Defautt I Tag | = Close
(1] Additional msterial characteristics (R) Shove he
ooy Physical description fixed field (R
Mo Library of congress control number (MR Presvigwy |
D 013 Patert control information (R
D s Mational kibliography number (MR
D 016 Mational bibliographic agency control number (R
D oy Copyright registration number (R
D 01s Copyright article-fee code (MR
020 International standsrd book number (R
D 022 International standsrd serial number (R
024 Cther standard icentifisr (R
025 Overseas acquistion number (R
D 027 Standard technical report number (R
Oozs Publisher number (R)
Oozo Coden designation (R)
D 032 Postal registration number (R
D 033 Datedime and place of an event (R}
D 034 Coded cartographic mathemstical dats (R) j
1. Click on “Cataloging” in the Navigator Toolbar
2. Click on “Set MARC Template”
3. Select an item type from the drop-down list, and then

click on “Edit”

4. Select those tags that you wish to have appear on the
MARC code tab for items of that type, and click on
“‘Save”

MARC Display Settings

Library staff may determine which MARC fields will be
visible to patrons using the Web OPAC. You can set tags
for both detail and MARC display. To set the MARC
display settings:
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A% MARC Display Setting A [
MARC Display Setting Edit
Display | Tag | Display Text Close
naz Dewey decimal call number (R
034 Other classification number (R} ShoiMe

036 Government docurnent call number (R
0ag Report number (R

030 Call Mo

09z User defined call no

100 IMain entry--personal name (MR

110 IMain entry--corporate name (MR

111 IMain entry--meeting name (MR

130 IMain entry--uniform title (MR

z210 Abbreviated title (R)

222 Key tite (R)

240 Uniform title (MR

242 Translation of title by cataloging agency (R}
243 Collective uniform title (MR

245 Title statement (MR

246 Warying Form of title (R

247 Faormer title or title variations (R}

Preview |

% MARC Display

" Detail Display

3 e R

wN e

6.

7.

Click on “Cataloging” on the Navigator Toolbar

Click on “MARC Display Setting”

You can change the “MARC Display” or the “Detail
Display” by selecting the appropriate radio button on
the right side of the screen

“MARC Display” will show tags in a MARC format;
“Detail Display” will show tags with a more detailed
description

Click on “Edit”

Check the MARC tags you wish to make visible in the
display of search results

Click on “Save”

Merge Titles

When items have been duplicated by ISBN, LCCN or title,
they can be merged to eliminate redundancy. To merge
titles, follow these steps:
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\‘" Merge Titles N ] 5|
Search for title Ihorse and his boy I ISBN Find I Cloge I Show hie |
Duplisstes by [ 16N ™ Loom I Title:

Select tems which will be deleted

Control # | Call Na [ Title: [ Authar [ Subject [ copies |

12437 FICLBAY The horse and his boy fhy CS. Lewis | Lewis, C5. Fartasy-= Juvenile .. 2

18665 | FIC LBEA Haorze and his Boy LEMZ, C. 5 1

Select an item which will be kept Preview | Werge
Control | Local Call Mo ‘ Title: Authars Subject |Cop\es
18665 FIC LEW Horse and his Boy

Click on “Cataloging” on the Navigator Toolbar

Click on “Merge Titles”

Select matching criteria for duplicate titles (e.g. ISBN,

LCCN, Title) by checking the appropriate box(es)

4. Search for items by typing the title and then selecting
the “Find” button. By leaving the title field blank while
selecting ISBN or LCCN or Title, all matches will be
returned

5. Select the titles that are to be merged by checking the
box to the left of the title

6. At the bottom of the window choose the title you would
like to keep as the master record and then click the
“Merge” button located in the center right side of the
window

7. The items you have chosen will now become merged

into a single title with the appropriate number of copies

wN e

Change Library

This function allows libraries that are part of a union to
quickly change their library ID without having to log out of
the system and then log back in.
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Egl:hange Library k _ ||:||5|
Current Likrary 10 0am

Current Library Mame: Insignia Library Demo
Change To

Library |
Likrary Mame:

SavEe

Likatarsy D | Library Mame

001 | In=igria Library Demo
ooz Library 2

7o MRK

Close

Shiowy e

4

Click on “Cataloging” on the Navigator Toolbar
Select “Change Library”

To change libraries, simply highlight the school name
on the grid and click on “Save”

whh e

Move Copies
The move copies function allows you to move records
within libraries of the same union. To move records, follow

these steps:
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[ Move Copies - 5 Records P ] o5
[~ Find Copies .
" Barcods I ™ newe Elar;\ﬂgde I Preview
Close
* Subset |men -
Show he
Change Library o Select Al
Change Library to i PRy |
Ilerary 2 j Dezelect Al
Barcode Mewy Barcocds I Call Mo I Title: I Authar I Date hodifiecd I Status I Laocation I

L0001000004113 WD 852 J...  Japan 2772007 In hdain
L00010000041 38 DwDas2 .. Japan In hdain
L0001000004112 wID B50.1 The joh interview In hdain
L000100001 5358 WD 226 Lets make music 2772007 In hdain
L0001000004111 wID B50.1 Resumes & cover .. 2772007 In hdain

Click on “Cataloging” on the Navigator Toolbar

Select “Move Copies”

Search for copies you wish to move by either typing or

scanning the barcode. Alternatively, you can search for

copies by selecting a subset from the dropdown list

4. Specify the library to move the records to by selecting it
from the dropdown list

5. You can choose to specify a new barcode for a copy by
checking the “New Barcode” checkbox and entering
the desired barcode number

6. Ensure the records you wish to move are selected (a
checkmark in the checkbox)

7. Click on the “Apply” button

wn e

Global Heading Change

Global heading change allows you to make global changes
to author/subjectititle fields in the MARC record. Global
Heading change is useful, for example if you wanted to
change the series title from “Boxcar children series” to just
“Boxcar children”. You can also add tags and modify
indicators for your items through this process. To make
global changes, follow these steps:
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/™ Global Heading Change k = o]
Heading | F’review'
r—Criteria
Heading Type % Name " Subject ' Series litle Search
Heading Ilewis _ Close |
Headings
Type/Tag | Indic:ators | MARC |Auth0rized | Titles -
| |PersonalMam 0O $alewiz, Bernard 1
| |Personal Mam $alewis, Beverly 2
| |Personal Mam $alewis Beverly 4
4

—Change selected heading ta

Perzonal Mam $alewis, Beverly

$aLEwS. DaVID L

Personal Mam $alewiz, Debbie

Perzonal Mam $alewis, Domthy Otrow

Personal Mam 0 $alewis, Edward ¥ & O'Brien. Robert

—I—I—I—quu—l—l—l—l

|$aLewis, C. 5.30(Clive Staples),$d1595-1963. Preview

New Tag vl Mew Indicators I_ Show Me

whh e

© o~

Click on “Cataloging” in the Navigator Toolbar

Click on “Global Heading Change”

Choose the heading type (i.e. Name, Subject, or Series
title) by selecting the appropriate radio button

Enter your search term into the “Heading” box

Click on “Search”

From the graph, select the heading you would like to
change

Specify the new heading, including all of the subfields
Click on “Preview” to see the new heading

If you are satisfied with the new heading, click on
“Apply” to make the changes

Keywords Tag Definition

Keywords Tag Definition allows you to choose which tags
and subfields are indexed in keyword searches. To add or
remove tags, follow these steps:
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(5]
I R Subfield I I Add
Remove
Tag | Subfield | Type | —_—
Close
100 a System Show M
100 d System —_—
100 q System
110 a System
110 d System
110 q System
111 a System Populate |
111 d System
111 q System
130 a System
20 a System
222 a System
240 a System
242 a Swatem j

Adding a Tag to the Keyword Search

1. Click on “Cataloging” in Navigator Toolbar

2. Click on “Keywords Tag Definition”

3. Choose the tag you want to add from the “Tag”
dropdown list

4. Select the subfield from the “Subfield” dropdown list

5. Click on “Add”

To Remove a Tag from the List
1. Highlight the tag you want to remove from the list
2. Click on the “Remove” button

You can only delete tags that are user defined. Tags with
the type “System” cannot be removed

Populate

The populate feature has been added for when you modify
the searchable keywords tags. Once you have added or
removed tags, click on the populate button to re-populate
the keywords.

70 of 223



ILS User Manual 3.0

Shelf List

The Shelf List feature allows staff to create shelf lists
according to libraries and locations. To create a shelf list,
follow these steps:

ﬂgshelf List -- 8 records found k =10
Search Critetia
CalNo  From |suu To |599| Showeclose by [oo
Find
’7Library IUUU1 - Ingigria Library Demo j Location |-y = | ¥ List Each Book

Shelf List Results
Local Call Mo Authar | Title | Barcade | Location
Sithsorian. LOO0000001803  Msin ]
ZimHerbert 5. Stars: A guide to the const LODO100001072 Main Preview
Cowan, James.  Starlight's trail - Harry Redf  LO0DO100001191  Main
Goudsmit, Satm - Time LO00100000405  Main
Meyer, &nna, 1 The DA detectives © howt L193000001795 sin Shovwy Me
McGavin, Georg Endangered : wildlife onth  L195000001735 hiain
Saunders, Gary Trees of Mova Scotia LO00100000306  Main

Clase

595.?99 ALL Allen, Judy. Are you a bee? LO00000001502  Main

Click on “Cataloging” in the Navigator Toolbar

Click on “Shelf List”

Enter the call number in the “From” field. Setting the

value in “Show close by” determines how many records

will be returned. Alternatively, you may simply specify a

call number range (e.g. from: 205 to: 206) without

entering a “Show close by” value

4. Choose the library and the location from the dropdown
menus

5. Click on the Find button to display the shelf list

6. To view a record, select it and then click on “Detail”

whh e

Import Bibliographic Records

ltems can be locked, by doing this when you use the
import program it won't update locked items

Bibliographic records can be imported using any of the
following methods:

1. From Z39.50 interface

2. From a MARC file
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3. From a web site

Librarians have the option of disregarding tags or subfields
that should not be imported. Librarians can also specify
which subject headings should not be imported. If the
items already exist in your library, you also have the option
to add them to existing records or to create an entirely new
record.

If inferior quality MARC records are being imported there is
a warning message

To import MARC records from a file or website, follow
these steps:

From a File
Sk

Filz || EI Impart | Irnpart Fram Clipboard |

Import O ptiohs
’V Fierview ' Every Record " Ma Review

Results

Show Me | Impart O ptions | Close |

Click on “Cataloging” on the Navigator Toolbar
Click on “Import Bibliographic MARC”

Click on the icon to select the file path

Browse for the file and click on “Open”

Click on “Import”

rom a Web Site

Click on “Cataloging” on the Navigator Toolbar

Click on “Import Bibliographic MARC”

Using Internet Explorer, go to the web site that allows
you to download MARC records

whpPE T oo
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4. On the web site, select the option that lets you save the
MARC record

5. Select the MARC code by pressing Ctrl + A; then press
Ctrl + C to copy it to the Clipboard

6. Change focus back to the Insignia Library System

7. Click on “Import From Clipboard”

Below is an example of how you would import a

bibliographic record from the Library of Congress:

1. Start Internet Explorer and go to http://www.loc.gov

2. Select “Search Our Catalogs” and then choose “Basic
Search”

3. Set “Search Type” to “Title”, then under “Search Text”
enter “Physics” (without quotation marks)

4. Press “Begin Search”

5. Click the hyperlinked title of any returned items for a
brief outline of the record (e.g. my search returned
“Acta ciencia Indica. Physics”)

6. Click on either “Full Record” to see the entire record or
“MARC Tags” to view the MARC layout

7. If you are satisfied with this record and want to import it

into the Insignia Library System, go down the page and

click on “MARC Format (ONLY Save)”

Click on “Print or Save Search Results”

A window will open with a single line of text across the

top. Press Ctrl+A to highlight it and then Ctrl+C to save

a copy to the clipboard

10. Go back to Insignia Library System

11. Click on “Import From Clipboard”

12. Click on “Save”

13. If the record already exists in your system you will be
asked if you want to save, skip or create a new record.
Creating a new record will not add an additional copy
to the record in your system; they will both be treated
as separate entries

© ®
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MARC Import Options

When importing data, librarians can specify what

information is to be imported into the Insignia Library

System. To specify which tags should be imported, follow

these steps:

Click on “Cataloging” on the Navigator Toolbar

2. Click on “MARC Import Options”

3. Click on “Edit”

4. Select the tags or subfields that you DO NOT want to

include when importing MARC records

You may also specify a range of tags that you do not

want to be imported in the “Other Tags” field. Range is

separated by “-* and individual tags are separated by a

space

6. Under the “Subject” tab, librarians can select types of
subject headings not to be imported

=

o

Import Authority Records

Importing an authority record is almost the same as
importing a bibliographic record.

To import an authority record, follow these steps:

¥ import Authority MARC o] x|
Filz || r@l Import | Import From Clipboard |
Import O ptions
Thiz flle containz autharity records for I~ Author [~ Subject
Review % Ewery Record " Unmatched or Existing " Mo Review
Show e | Close |
From a File

1. Click on “Cataloging” on the Navigator Toolbar
2. Click on “Import Authority MARC”
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3.
4,
5.

Click on the icon to select the file path
Browse for the file and click on “Open”
Click on “Import”

From a Web Site

1.
2.
3.

4,
5.

6.
7

Click on “Cataloging” on the Navigator Toolbar

Click on “Import Authority MARC”

Using Internet Explorer, go to a web site that allows
you to download MARC authority records

Select the option that lets you save the MARC record
Press Ctrl+A to select the text and Ctrl+C to copy it to
the clipboard

Change focus to Insignia Library System

Click on “Import From Clipboard”

Creating Authority Records
Librarians can create authority records. To create
authority records, follow these steps:

F

T =

ind authority | authorty |

SearchBy | supject || starts witn | Jrerl Einel |

Authority

Ple

P |[Rendell, Ruth 1931-.

[Detail

Previen

[

Delete

Refresh
Close
Show Me

wn e

Click on “Catalog” on the Navigator Toolbar

Click on “Find/Add Authority”

Click on “New". Select the desired tag, and then click
“OK”

To add additional tags, click on “New Tag”
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5.

6.

7.
8.
9
1

11.

0.

To save the record as a template, click on “Save As
Template”

Enter a name for the template, or select a template
from the dropdown list

Click “OK”

Enter the required information to create the record
Click on “Save”

Specify the type of index you want to create for this
authority record (e.g. author or subject or both)
Click “OK”

Creating Authority Records from a Template
To create authority records from a template, follow these
steps:

ONOoO GO WNE

9.

Click on “Catalog” on the Navigator Toolbar

Click on “Find/Add Authority”

Click on the “Authority” tab

Click on “New From Template”

Select desired template, Click “OK”

Update the record as required

Click on “Save”

Specify the type of index you want to create for this
authority record (author or subject or both)

Click on “OK”

Creating Slides
To create slides, follow these steps:

1.
2.
3.

4.
5.

Click on “Catalog” on the Navigator Toolbar

Click on “Find/Add Slide”

Click on “New” to create a new slide, and select the
appropriate Bibliographic Item Type. Alternatively,
enter a search to find a slide you wish to edit

Enter the information to create the record

Click on “Save” to complete the record

Creating Videos
To create videos, follow these steps:

1.

Click on “Catalog” on the Navigator Toolbar
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2.
3.

4.
5.

Click on “Find/Add Video”

Click on “New” to enter a new video, and choose the
appropriate Bibliographic Item Type. Alternatively,
enter a search to find a record you want to edit

Fill out the information as needed

Click on “Save” to complete the record

Material Type Global Change

To make global changes for material type, follow these
steps:

PwpnpPE

5.

6.

@Material Type Glohal Change - | Ellil

—LCritena i

" hdaterial Type Ic:Nu:lt Specifieds

i~ Circ Type I

Call Mo From lref— To Iref—
[
[
[

" Subset I

Change Matenial Tepe To:

Apply Show Mel Claze |

Click on “Catalog” on the Navigator Toolbar

Click on “Material Type Global Change”

You may specify a call number range

Specify what Material Type is to be changed. Or you
can specify a Circ Type to be changed

You may also specify a subset for the global changes
Once you have made your choices

Click on “Apply”

Note: The larger the number of records affected, the longer
it will take to make the global changes requested.
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Print Barcodes and Spine Labels

Barcodes and spine labels can be printed by clicking on
“Barcode/Spine Label” in the Cataloging module. Barcode
labels can also be printed directly from the “Copy
Information” tab within an item record. To print labels,
follow these steps:

A% Barcode/Spine Label I ]
Type selection: I¥ ttems Only r rials onily
Criteria
From To

I Date Crested  |n2g12007 00 am = 02AB2007 0400 PM 7|
I" DateUpdated  [n2iGzon7 1236 PM 7| N2AGRONT 1236 PM 7|
[~ Barcode

[ call Mo | |

[ Author

[~ Title _|
[~ Crested By I _I

I walume I I

| NEEDE

I Wagszine date | 2016/2007 = 2HBI2007 =
™ Copy Subsst & test j I Library IW
[ Location IMain j I Union

I status I'” j ™ Include Coapy Mo And Yalume Mo
| From list

Start AL Row |1_ Calumn: |1_ Copies: |1_

Order By I j

Custom Layout I j

¥ Custom ExportiAmport | Custom | Presviesy | Cloze | Shotey Me

1. Click on “Catalog” in the Navigator Toolbar
2. Click on the “Barcode/Spine Label” icon
3. Specify the criteria for printing labels:

3.1. Date created: check the box and specify a date
range to create labels for holdings added within a
certain time period. You can also set a time limit

3.2. Date updated: check this box and specify a date
range to print labels for holdings updated in a
certain time period. You can also set a time limit
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10.
11.
12.
13.

14.
15.

3.3. Barcode: check the box and specify a range of
barcode numbers to create labels for holdings
covering a specific range

3.4. Call no: check this box to print labels for a call
number range

3.5. Author: check this box to print an author range

3.6. Title: check this box and click on “Find” if you wish
to create labels for holdings that have a specific title

3.7. Created By: check this box to print all the records
created by a particular staff member

3.8. Copy Subset: check this box to print labels for
items in a certain copy subset

3.9. Location: check this box if you want to print labels
for items from a certain location

3.10. Status: check this box if you want to print labels
for all the items with a certain status

3.11. From list: check this box if you wish to print
barcodes for specific items

Select the row and column on which you wish to start

printing. This allows you to print on label sheets on

which some labels have already been used

Select the number of copies you would like to print

Click on the “Order by” drop down arrow to choose Call

No., Local Call No., Barcode, Title or Author

To choose a label sheet layout, click on the “Layout”

button

Scroll to find the desired layout

Click on the desired layout (the selected layout’s

description will appear in green)

Click “Set Default” if you plan to regularly use the

selected layout

Check the box “Use system default margin” if you

wish to print your labels using the default margins

Use the ‘Top and “Left’ boxes to adjust margins if

needed — increments are in inches

Click “OK”

Click “Preview” to view your labels

If you are satisfied with the layout, press the print icon

to print the labels
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16. We also have the option to have the Volume and Copy
number appear on the labels. For this to happen, make
sure the box “Include Copy No and Volume No” is
checked

17. If you would like to limit your selections by library you
can do this by checking the library box and then
selecting the library

Custom Barcodes

Staff may also print custom barcodes. This allows staff to
choose which fields will appear on their barcodes and the
order in which they will appear. To create a custom
barcode, follow these steps:

\"_ Layout Editor _ |E||

|x

ey

% Ecit
L Im Wickh m Calumn |—3 Horizartsl Gagp I 0 Delete
Top Im Height IW Row I—m Wertical Gap I—D Close

Mates Refresh
I Shov he

Authar - |Call Ro | |Elarcode |
Barcode

Budget
s (LRI D

Call Mo

Check Out by
Check Out Date
Check Out MNotes
Cire type

Control ko

[Either | [Tile |

Copy Motes

Copy Status

Copy Subset

Created By

Date Created

Date Inventory LI

Click on “Catalog” on the Navigator Toolbar

Click on “Barcode/Spine Label”

Click on the “Custom” checkbox on the bottom left
corner of the screen

4. If you have already created a custom layout, select it
from the “Custom Layout” dropdown menu (leave the
field blank if there are no layouts)

wnN e
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5.

6.

10.

11.

12.

13.
14.
15.

16.
17.

Click on the "Custom” button. This will bring up the
“Layout Editor” screen

In the “Layout Editor” you can once again select an
existing layout, or you can create a new layout by
clicking on “New”

Specify the size of your barcodes by entering the
relevant information, such as height and width in
inches. Columns and rows will be adjusted
automatically according to the height and width entered
Enter any notes for this layout in the Notes field

To add the fields you wish to appear on your barcode
label, double-click on the field name on the right hand
side of the screen. You will then see a box added to
your layout

To add an actual barcode, right click on the layout and
choose “Add Barcode”

To edit the size of a text box, drag the edges of the
box, or right mouse-click on the box and choose
“Property”. You may modify the properties of the actual
barcode by the same methods

To select a font, right-click on a box and select
“Property”. Click on the box beside the font example
once you are in the “Property” screen

When you are satisfied with your layout, click “Save”
You can then click “Close”

Once back to the “Barcode/Spine Label” screen, select
your custom barcode from the “Custom Layout” box
Click on the “Preview” button to see view your layout

If you are satisfied with your layout, click on the print
icon to print your labels

Serials

The Insignia Library System has an integrated serials
module. It keeps track of information for periodicals such
as subscription costs, expiry date and anticipated date of
arrival for issues. It also allows staff to renew serial
subscriptions, receive issues, and to create routing lists.
To add a new serials title, follow these steps:
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A% Magazine =10] x|
Find Serials  Serials Detail IRanew | Claim | Receive | [%
Title IYDga Journal Save
Call Mo I ISSN Copies [y Cancel
Elit
Frequency I - Morithily vl Max #Issues |12
DElete
Publisher Fub. Place |
First
Material Typ I I “endor I I Subscription Cost
I I . $0.00 Previous
Motes o rom Weadnesday, Navember 01, 200 = | Cona Htery
3“ 15;3”7"1”” rom ednesday, November U1, j Created Jan 09 2007 8 56:00 Hext
. Crested By Admin 001 Last
Last Modified Close
Comments Last Modified By 2dmin D001
Subscribe Fram |11; 12006 - To  [114 152007 ~ | mestvl arive | 17 goeo07 - Shawe Me
Renew Date I':‘,‘“ﬂf 1moos | Startvl [as Start lssus [ Hew [ssie
Receive
“Yolume No ‘ Is=ue Mo | Date Expected | Magazine Date |Arrivad Date ‘ Copies Detal
L 133 10 100952007 100952007 o Mew G
| 1= a aim2007 am2007 a By Sty
] 13 [ 8/9/2007 8/9/2007 i PEes
[ 133 7 T8rz007 Tazao0v o
Catalog
[ | 133 B 6972007 6972007 o - O lssties

1. go to the catalog menu and then Find\Add Serials
2. Click on New to create a new serial
3.

fill out values making sure to set the following values

3.1. Subscribe From: Date of first magazine issues in
hand (eg. 7/1/2005)

3.2. Subscribe To: Date of ending subscription date
(eg. 7/1/2006)

3.3. Next will arrive: Next issue expected date (eg.
8/1/2005)

3.4. Renew Date: Must be same as Subscribe Date
(eg. 7/1/2005)

3.5. Start Vol.: for issue in hand (eg.118)

3.6. Start Issue: for issue in hand (eg. 27)

Once all the information has been entered you are now

ready to renew the serials.

Renewing the Serials

Renewing your serials will give you an entry into the serials
detail window for all of the issues you will receive

throughout the subscription length. To renew a serials title,
follow these steps:
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A3 Magazine K =10] x|

Fincl Saria\sl Serisls Detall - Renew ICIaim | Receive |

[Search

Renew Date From Iﬁ 21652007 j Ta ||7 11642005 j Wendor I -
|

Renew Subscription |
Select | Title | Copies |Star1 \/'Dlume| Start lssue | Renew Date | “endor |
» ‘ v | College & Research Libraries Mews | 12 | 68 | 1 |01 M2/2008 | Biaker & Taylor |

Select Al I Unzelect Al | Renew | Close |

Go to the catalog menu and then Find\Add Serials
Next go to the renew tab

Enter a date range for your serials, then click on find
The magazines that fall within that date range will now
appear

Make sure the item is checked and then click the
renew button.

6. This will now create new issues for the subscription
date but will not add copies.

PwnE
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Receiving Serials

When you receive a serial it will add that copy into the
detail record of the serial received. To receive a serials
title, follow these steps:
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A% Magazine =10] x|
Find Serisls | Serials Datail | Rene: A — |
[ Search
Received From ||7 MELI0T7 d Ta ||7 5/30/2007 d endar =
|
Receive lssues |
Select | Seque Title “olume Mo | Issue Mo | Ordered | Received | Expected Date
» ‘ W |7 “foga Journal 133 3 1 1 03/09/2007
‘ W |3 College & Research Libraries News B8 3 12 12 030142007
Select All | Unselect Al | Receive | Close |
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Go to the catalog menu and then Find\Add Serials
Next go to the receive tab

Enter a date range for your serials, then click on find
The magazines that fall within that date range will now
appear

Make sure the title is checked and then click the
receive button.

This will now create your copy for your serial and give it
a barcode number

Creating a Reader List

The Insignia Library System allows staff to create a reader
list that can be used to check out new issues of a serial as
they are received. To create a reader list, follow these
steps:
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A% Reader List =15 x|
Reader Lizt Staff -
%) Checkbut To The List rhEheckDut Tz [ndividual Py
Order | Barcode | Fir&bName | Last Mame | | Eclit
[£Z11  POOOT100092885  Geoffrey Wwhite Delete
2 POOOT100515483  Taylor Stone Closs
Refresh
Show e
fidd
Fatrams
fove
Up
fl e
[Hown
1. Click on “Cataloging” on the Navigator Toolbar
2. Click on “Find/Add Serials”
3. Search for the serial for which you want to create a
reader list, and then select it
4. Click on the “Routing List” button
5. Click on “New”
6. Enter a title for the list
7. Add patrons to the list by clicking on the “Add Patrons”
button and then searching for the patrons
8. Once you have finished adding patrons to the list, click

on “Save”

Once you create a Reader List for a serial, the system
automatically reserves the new issue for the patrons in the
order they are listed.

Routing

Once you have created a Reader List for a serial, you can
use the Routing feature to route issues of that serial. The
issues will either be signed out to the Reader List or to
individual patrons on that list, depending on the option
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chosen in Administration>> Configuration>>Circulation. To

route an issue of a serial, follow these steps:

1. Click on “Cataloging” on the Navigator toolbar

2. Click on “Routing”

3. Scan or manually enter the barcode of the issue to be
routed

4. Select the Reader List desired from the dropdown box.

The list will be visible in the grid below

Click on the “Routing” button

If the item is being signed out to the Reader List, a

pop-up message will inform you that the issue status

has been changed to “Routing”

7. If the item is being signed out to individuals on the
Reader List, you will be asked to confirm which patron
the item will be signed out to first

o 0

Binding Serials
The Insignia Library System allows staff to bind serials. To
bind serials, follow these steps:

™ serials Binding =10 x]
Barcode || Copy Mo |3 Bind
Voume  [1a3 Issue # I Cancel
Call Mo I.J YOG Price |$1 40,00 Show Me

“endor I j Circulstion Type IPeriu:-di-:aI vl
Lacation IMain j Circulation Date |2J‘15I2EID? vl

Motes
olume I |zzue I Barcode I Frice
a 133 1 L0007 000004...  7.3300
a 133 1 Loooiaaocood... 0
a 133 2 LOoo1 Qa0ood...  7.9300
a 133 3 L0001 Qa0o0ad4...  7.9300
a 133 4 LOooi qa0oad... 79300

1. Click on “Cataloging” on the Navigator Toolbar
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2. Click on “Find/Add Serials”

3. Search for and select the serial title that is to be sent
to the bindery

4. Click on “Binding”

5. Select the items in the grid which you wish to have
bound

6. Enter the barcode for the bound serials, or the
system will automatically generate a barcode

7. Click on “Bind”, this will prevent selected issues from
being circulated

Projects

The Insignia Library System allows staff to create projects.
In a project, a librarian can group together different items
such as books, multimedia files, and web links into a
collection. Patrons can then search for the project and find
the relevant information in one screen, rather than
searching for the items individually. To create a project,
follow these steps:

+% Projects - 3 Records o ]
Find Projects ~ Project Detail I
Tile Desoription  [Roak Repart English 10 ey
IEIDDkRepmtEng\ishm Clone
Edfing History | 2Ll
Created Aug 24 2006 9:40:00 Delete
Createc By Aclmin 0001 Firat

Last Mocifiec! Jan 15 2007 8:36:00

Last Modifiedt By Adimin 0001 Frevious

Close

P |READINGS IMN WESTERN CIVILIZATION. 386603 KMOLES, KNOLES

Show Me

Find ftem

Delete
TtEM

Wiew item

Aftach

} Insignia hittp: My insigniasottar ecom’ etz

Previgw

Click on “Cataloging” on the Navigator Toolbar
Click on “Find/Add Projects”

Click on “New”

Give your new project an appropriate title

PwnNPE
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5. To add an item from the library catalog to the project,
click on “Find Item”. Search for the desired item and
select it from the results list. Then click on “Apply”

6. You may repeat step 5 until all desired items are found

7. To add a URL/multimedia object to the project, click on
“Attach”

8. Click on “New”

9. Select the attachment “Type” from the dropdown menu

(URL, Video Or Audio, or Picture)

10. Enter a title for the attachment

11. If you are attaching a web site, enter the URL into the
“Location” field. If you are attaching a multimedia file,
browse for the file by clicking on the “...” button

12. Click on “Save” to save the attachment

13. Repeat until you have added all desired
URLs/multimedia files

14. Click on “Save” to save the project

Publisher

Staff can maintain profiles of publishers in the library
system.

Adding a Publisher

To create a publisher profile, follow these steps:
\‘:1 Publisher -- 3356 Records Found k - |EI|1|
Find Puklizher ~ Publisher |Merge I

Name Save
Eaplact I Account Mo I Cancel
Phane No I Ext I Fa No I— Edlt

Delete
Email | —

it

Address I Frevious
City INew ork VI Province I j Mext
Courntry IUn'rted States VI Postal Code I Lzt
hittp:df I Currency IUS Dollar vl Cloze

Wentificaton | | dentification |
Agency

I Use EDI Editing History

Created Feh 16 2007 13:23:00

Created By Acdmin 0001

Last Modified  Feb 16 2007 132300

Last Modlfied By Admin 0001

Show hie

i

Motes
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Click on “New”

arwpdE

Click on “Cataloging” on the Navigator Toolbar
Click on “Find/Add Publisher”

Enter the information available
Click “Save” once finished

Publlshers can also be merged in the system. This is
useful if two publishing companies merge.

Merge Publishers:

To merge publishers, follow these steps:

\‘:1 Publisher -- 3356 Records Found - |EI|1|
Find Publisher I Puklisher ~Merge |
Search By IName jl Starts With j Iharc Find |
Select for merging. Selected (At least twa)
[ Harcourt Brace - HARCOURT BRACE & WORLD INC Merge
| Harcourt Brace & Co Harcourt Brace
Cloze
[ HARCOURT BRACE & WORLD IM
[[] Harcourt Brace @ Company Add == | Select &1l
[] oHo&AOROC OO OUOR OTO OB CR Deselect Al
[ HARCOURT BRACE JOMWANOYI Clear |
[[] Harcourt Brace Javanich Show Me

[[] Harcourt Brace Javanovich

[] oHoAOROCOOOUOROTO OBOR
[ HARCOURT, BRACE & WORLD |
[ HARCOURT, BRACE & CO

[[] Harcourt, Brace & Co. ey
[ Harcourt, Brace & World
[ HARCOURT, BRACE & WORLD IN S = | Harcourt Brace & Co
[[] Harcourt, Brace & \World, Inc b

[J oHoAOROCOOOUDROTO,O |:|E||:|_|

M Al ma S Ac An Al AE AT A A Gn

arwbdpE

Click on “Cataloging” on the Navigator Toolbar

Click on “Find/Add Publisher”

Click on the "Merge” tab

Search for the first publisher to be merged

From the search results on the left, select the publisher
to be merged by checking the box to the left of the
publisher’s name. Then click on the “Add” button
located near the center of the screen

Search for and add the other publisher(s) to be merged
by repeating steps 4-5

With at least two publishers in the “Selected (at least
two)” box, you must now select the name into which
these publishers will be merged. Search for and select
the new publisher, then press the “Add” button located
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near the bottom of the screen. The new publisher
should appear in the “New” box

8. Click on “Merge”

9. The publishers you selected are now merged into the
publisher listed in the “New” box

Destroy / Change Copy Status
Staff may choose to destroy items that are in poor
condition or are no longer in circulation.

Deleting Copies

Items/copies can be deleted in two different ways:

By going into the cataloging module, finding the item and
clicking on “Delete”; or by using the Change Status
function. This facilitates batch processing: a number of
items can be marked for deletion and then destroyed later
in one operation.

Change Status

To destroy items, follow these steps:

1. Click on “Cataloging” on the Navigator Toolbar

2. Click on “Change Status”

3. Input or scan in the barcode you would like to take out
of circulation and press enter

4. Check the box beside the copies you wish to destroy
and change the status to “To be deleted”

5. Click on the “Apply” button

You may also use the “Change Status” interface to change
the status of an item by following these steps:
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e
[~ Find Copies :
Il Barc:de I‘ &Earch by Copy Status | To be deleted - Pz::aw
O subeet | ~| Morified From i 2nseoor 7] Te [ 20600y [ p—
"(é:anga (;na;:y S‘tatus - ) Select Al
ANGE s 10 ITn be deleted vl Delete fems without copy ‘ Lpply | F——
Barcode |calmo | Title | Author | Date Madified | Status | Lacation
L0o0100001 3785 Caramel et ze3 amis In hdain
L1930000017935  F FRE Carmen Frechette, Car In hdain
1. Click on “Cataloging” on the Navigator Toolbar
2. Click on “Change Status”
3. You can locate items for which to change copy status

ook

8.

9.

by searching by “Copy Status” rather than “Barcode”.
(e.g. if you wish to bring up a list of all copies with the
status “Lost”)

You may input or scan in an individual item barcode
You may select a subset

Additionally, you may limit the results to items last
modified within a specified date range

Once you have your desired list on the screen, you can
choose the items for which you would like to change
the copy status by selecting or deselecting the
checkboxes beside the item barcodes

Select the new status from the dropdown list “Change
Status To”

Once you are satisfied with the items you have chosen,
click on the “Apply” button

The “Change Status” function allows you to easily change
any copy'’s status on either an individual or group basis
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Change Circ Type

This feature will allow you to change the Circ Type or
Location for items within your library. To change the Circ
Type or Location please follow these steps:

I
[~ Find Copies Preview
¢ Barcods I

 Subset |—;[ Cose

Show Me

Change To e
(Cim 'gl'ype :Iv _:lv ‘ _IApplv D:s‘el:ldAlll
Barcode I Call Mo I Title: I Athar I Date Maclifiedd I Cire Type I Lacation
LUDU1UDUD15553 The carnivorous carnival [ by Le...  Snicket, Lemo... Book ain

1. Click on “Cataloging” on the Navigator Toolbar

2. Click on “Change Circ Type”

3. Input or scan in a barcode, or select a subset

4. Select either “Circ Type” or “Location” from the

dropdown menu, depending on which field you wish to
change. Select the Circ Type or Location to which you
wish to change the records

5. Click “Apply” to save your changes

Purchase Requests

The Insignia Library System allows you to track requests to
purchase materials for your library. These requests can
then be reviewed and a decision on whether to purchase
these items can be made. Patrons can make purchase
requests using the Web OPAC. For more information, see
“Requests” in the Administration chapter of this manual.
To create a new purchase request, follow these steps:

1. Under the Catalog menu, select “Find/Add New

Request”
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2. Click on the “New” button

3. Enter the title of the item being requested as well as
the author, ISBN, publisher, and email address of
publisher if available

4. In the “Why Order” field, enter the reason given for
requesting the book. You may also enter comments
into the “Additional Information” field

5. Click on “Save” when finished

6. Library staff may view and modify existing purchase
requests. They may add internal comments to a
request change its status, mark a request as “Will be
ordered”, or delete a request.

To review existing purchase requests, follow these steps:
\‘:1 Requests _kl records found - |EI|1|
Find Request ~ FReguest |

Title IHistory of &t Save
Author Arthony Janson BN 0131528959 _ Cancel |
IFusfEy Prentice Hal Status I'” Process ,l Bt
Email Leleiz

v Wiill Be Crolered .

¥ il Be Ordere F—
Reguest By IMmin 0001 Ediiting History e
Anticipated Dat Created Oct 30 2008 0:00:00 | SieviBus |

Crested By Acdmin 0001 et

Available Date Last Modified Ty

Last Modified By

Close

Why Crrcler

Additional
Information

Internal
Comments

1. Under the Catalog menu, select “Find/Add New

Request”

2. Search for a request by title; or, select <All> to view all
requests

3. Select the request you wish to review and click on
“Detail”

4. You can now review the request. The request can be
marked as “Will be ordered”, and its status may be
changed from “New” to “To Be Processed” or “In
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Process”. An anticipated arrival date for the item, as

well as an item availability date, may be entered.

Internal comments may also be added to a request
5. To delete a request, click on the “Delete button”

Audience Global Change

The Audience Global Change process, allows you to
change a current Audience Level to another Audience
level. This is helpful if you have duplications or wrong
Audience Levels. You can make the right levels and then
quickly and simply move them into the right groups. To
use the Audience Global Change feature, follow these
steps:

ﬂgnudience Global Change 10| x|
Criteria —*

Call Ma Fraom IE To IE

Audisnce = Mot Specified:

Change Audience Tepe Ta Ichildren j

Apply Show Mel Cloze |

1. Under the Catalog menu, select “Audience Global
Change”

2. Next enter a call number range or an existing Audience

Level

Now select the level you want to move them into

Click “Apply” to make the changes

Repeat above steps until you are done

akrw

Item Archiving

The Item Archival feature allows you to remove an ltem or
ltems from the system. This feature is enabled in
Administration >> Custom Setting >> Archive Item set to a
value of 1. (You must be logged in as the administrator to
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view or modify this setting) When deleted, items will then
be stored in an Archived state. This allows you to monitor
and remove the Items as you see fit. You can bring up the
Archived Items by going to the Catalog menu and then to
Find\Add item. Select “Archive” as the search type and
then click on Find to display all archived items. From this
list you can remove the items you need or all of the items.
ONCE ITEMS ARE REMOVED FROM ARCHIVE THEY
ARE GONE FROM THE SYSTEM

95 of 223



ILS User Manual 3.0

Patrons

The Insignia Library System allows staff to keep updated
profiles of all patrons using the library. This includes
general information about the patron, loan history,
circulation type and security information. The Insignia
Library System can also be configured so that patrons can
manage their profiles themselves. Patron information can
be imported from any Student Information System (using
customizable templates) or can be added manually.

If your school is using Insignia Student Information
System, then the above information is automatically loaded
and updated in real-time from the Student Information

\"_ Patron — 6 Records P ] 5
Finel Patron | Patron | Additional Infa |
Search By [First name ][ sterts it =] fmaa “Erd 1T Unien
First Mame | Last Mame | Homeroom | Barcode | Patron IC | Libarary Phione M
»  Madeline Lewvis Homeroom 1 PO001100568250 Madelinel Insignia Library 8642953 Detail
Madlison Howvel Homeroom 2 PO001100392897  Madig.aH Insignia Library 8657338 Emr Cortact
Madlison ADAM 2E MAID Madisond, Insignia Library | 7828334 .
— Loan Histary
Madizon BUTCHKOC 2E MBJL, MadizonB Insigniz Likrary 7835797 e 5
Macison KOWALCHUK  203F Mk A MadisonK Insicnis Liorary 7825363 | 2 —oou
Madizon MELIFELLD: 1 (2F i Madisori Insigris Library 7536402 S8t Pawd

Delete

i

Delete Al

Subset

Subsst Al

Chiange,

Refresh

Close

Preview

Showy Me

1 v|  Change
Library

i

Patron Profile

To add a patron manually, follow these steps:

1. Click on “Patrons” on the Navigator Toolbar.

2. Click on “Find/Add Patron”, and then click on “New”.

3. Enter all the information that is available to you (you
will notice that each Patron Group has its own
interface).
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4. If the barcode is left blank, it will automatically be

generated for you.

5. To add a patron’s picture, click on the picture frame
and select patron’s picture (or click on the “Add
Picture” button directly below the frame). It is strongly
recommended that the file format for pictures be .jpg

and the size be less than 15K.
6. Click on “Save”.

A% Patron -- 1 Records k o ] B3
Find Patron  Patron IAdd'rtinnal Info |
Barcode Patron ID ILesIeyF e
Last Hame Finnen ¥ Clone:
First Hame Edit
Lesley Homeroomm (Mo Hormeraom) ™
Micdle Name [ Dalst
First
Mick Mame -
Clear Picture P
Gender | Wale % Female het
" Loan Histary
Patron Growp |+ ] First Name e
O Mark Set Security
g Other =| lssueDate I"’M1 24008 :Iv Set Password cless
Gl T St Expire Date I,;r 62972007 j' ey from Template
Show M;
DeteatBitn oo o Library  [jsignia Library Demo &I
Status Artive vl Barcode |
Warning Information
Phone Mo |(555) s65-5665  EXt I Fax Mo I
Emsil |
Address |522 Southbendd ey [ Editing History
Created Moy 24 2006 &15:00

City Edmortan | Province IA\bEr{a 'I
Courtry Canada - | Postal Code |T2T3R4

hlotes

Created By Admin 0001
Last Madified  Feb 15 2007 14:41:00
Last Modified By Acdmin 0001

Additional Info tab

The additional info tab will allow you to track deposits for
items in your library. Entering a value into the deposit field
and selecting a date will allow you to track deposits made
for that patron. We have also added four custom fields to
this tab; you can use these fields for any value or
information needed. The field names are customizable in

the setup.

To enter a new deposit, follow these steps:
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Work: Murnber

Phang hurmber Cther

+%, Patron — 1 Records =10l
Find Patron | Patron  Additional Info I
Save
Deposit Amaurt |$3 0o ||7 2HE2004 j I~ Meed Phone Call Service Cancel
Refund Amount |$U_UU Ir A E2007 j Exlit
Delete
Emergency Contact | fiet
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Click on “Patrons” in the Navigator Toolbar.

Click on “Find/Add Patron”.

Find the patron you want to add the deposit to.

Click on the “Additional Info” tab.

Click on “Edit” then enter the deposit amount.

Then click on “Save” to update your changes.

If you wish to refund the deposit, repeat steps 1 to 3.
Then, when clicking “Edit”, enter the refund amount
and click on save to save your changes.

NookrwdhE

To enter a patron custom field, follow these steps

1. Click on “Patrons” in the Navigator Toolbar

2. Click on “Find/Add Patron”

3. Find the patron you want to add the custom fields to

4. Click on the “Additional Info” tab

5. Click on “Edit” then enter the values in the desired box
5.1. Then click on “Save” to update your changes

Create a New Patron by Copying an Existing One
Copying patron information is useful when the librarian is
entering data for siblings. To create a new patron by
“Cloning”, follow these steps:
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Click on “Patrons” in the Navigator Toolbar.
Click on “Find/Add Patron”.

Find the patron you want to copy.

Double click on the patron on the list.

Click on the “Clone” button.

Make the necessary changes.

Click on “Save”.

Nogo,rwdhE

Create a New Patron from a Template

Templates are useful when the librarian is creating data for
given type of patron. Librarians can predefine various
parameters in a template. To create a new patron from a
template, follow these steps:

Click on “Patrons” in the Navigator Toolbar.

Click on “New Patron from Template”.

Select the template.

Make the necessary changes.

Click on “Save”.

arwnNpRE

Create a New Patron Template

To create a new patron template, follow these steps:

1. Click on “Patrons” in the Navigator Toolbar.

2. Click on “Find/Add Patron”.

3. Click on “New”.

4. Enter the information you would like to save in the
template.

Click on “Save as Template”.

Click on “Create New”, and then name the template.

o 0

Patron Loan History

This feature allows staff to find out what items the patron
currently has on loan, the items they have on reserve and
any outstanding fines. Textbooks on loan will have an
asterisk beside them to denote that they are textbooks. To
view the loan history of a patron:

1. Click on “Patrons” on the Navigator Toolbar.

2. Click on “Find/Add Patron”.

3. Enter the patron’s information in the search box.
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4. Find the patron for whom you would like to get more
information and select their name.
5. Click on “Loan History”.

\‘i', Loan history of Lesley Ann Finnen =10l

ttems On Loan I Reserve Information I Fini Information ~ Loan History | Fines Paid I

Current Status
(hsms Losned 0O ttems Cwerdue 0 Fine Due $0.00 Books Lost 0 Books Damaged 0 ‘

¥ Show Texthook ¥ Show Library Book Prevview

Title | Author | Copy Barcade | Patron | Checkout Date | Checkin Date | Price | Liks
P |Carols by candlelight ¢ Pamela Wynne, Pamel  LO0010000130 Finnen, Lesley 1192007 125 2452007 850 AM 0 aac
Carals by candlelight § Pamela VWynne, Pamel  LOOO10000130 Finnen, Lesley 101902007 1225 20772007 44 2M O oac
Pigglet is Entirely Surrounded by Milne, A, &, LOO010000124  Finnen, Leskey 20852007 917 & 2462007 L] aac
Stars : A guide to the constellati  Zim Herbert 5. LOOO10000107  Finnen, Lesley  2M3/2007 2247 2452007 347P 0 aac
The carousel f Belva Plain. Plain, Belva. LOOO10000134  Finnen, Lesley 2002007 918 & 2H6/2007 1:52P 0O oac
Toad Takes Off ;/ by Susan Sch Schade, Susa  L00000000117  Finnen, Lesley 20802007 3018 & 20802007 945 AM 550 00C
Toad Takes Off ;/ by Susan Sch Schade, Susa  LO000000C017  Finnen, Lesley  2/8/2007 10:44  209/2007 227 Ph 550  00C

»
Fine Paymert
- Price | Fine | Fine Paid | 'wiaived | Fine Due | Date Created

| Type

Close

Refresh

Show Me:

Note: You must turn the “Track Loan History” option on by
selecting the checkbox located on the Circulation tab in the
Configuration screen under Administration dropdown
menu. By default, the “Track Loan History” option is turned
off. see Chapter 6 -Administration for more information.

Security Profile
The Insignia Library System supports user level and group
level security. Therefore, staff can set permissions for an
individual patron or for a group of patrons. It is strongly
recommended that permissions are assigned to groups
only. After group level security has been assigned, patrons
should be assigned to their appropriate groups. Extra
privileges can then be assigned to individual patrons over
and above their normal group permissions. To learn more
about security, see Security Setting in Chapter 6 —
Administration.
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Setting Patron Passwords

If the library has been configured to allow patrons to

change their personal information, each patron will have a

login password. The library system can be configured to

set a default password for each patron. To change a

patron password:

1. Click on “Patrons” in the Navigator Toolbar.

2. Click on “Find/Add Patron”.

3. Find the patron whose password you would like to
reset.

4. Click on “Set Password”.

5. Type in a new password, then confirm the password
and click OK to save it.

Change Security Permission

To set patron security, follow these steps:

1. Click on “Patrons” in the Navigator Toolbar.

2. Click on “Find/Add Patron”.

3. Select the patron whose security permission you would
like to change.

4. Click on “Set Security”.

5. Click on “Edit” to change the permissions.

6. Select the groups this patron belongs to (by checking
the box under the “Member of” list). You can also
assign permissions to this patron, but it is
recommended that you assign permissions to a group
first and then make this patron a member of that group.

7. Click on “Save”.
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Save

Cancel

Show Me

Creating Subsets

Staff can create subsets of patrons and then apply

changes to these subsets.

these steps:

1. Click on “Patrons” in the Navigator Toolbar.

To create a subset, follow

2. Click on “Find/Add Patron” and find the patrons who
meet the desired criteria.

3. Click on “Subset” to add the selected student to a
subset or click on “Subset All” to add all the students to

a subset.

4. Select the subset to which the student(s) should be
added from the dropdown list. If the desired subset
does not exist, a new subset may be created at any

time by selecting the “Create New” radio button.

Apply Global Changes to a Subset

To apply changes to a subset, follow these steps:
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\"_ Patron — 13 Recolgls P ] 5
Fine! Patron | Patron | Aditional Infa |
SearchBY | supset [t waten =] [ Nemes =l Fna |7 union
First Mame | Last Mame | Homeroom | Barcode | Patron IO Libarary | Phone Mew
»  Mackenzie Brenton Homeroom 4 PO001100461428  MackenzieB Insignia Library 8645517 Detail
Madeline Lewvis Homeroom 1 PO001100568280  Madelinel Insignia Library 8642983 Emr Cortact
Madlison Howvel Homeroom 2 PO001100392597  MadisonH Insignia Likrary 86373358 Loan Histary
Maria Wioerz Homeroom S5 POOO1100092612  Marialy Insigniz Library SE53830 m
Matthesw Jeannotte Hameroom 5 POO0T 100405617 Matthewed Insicnis Liorary 643808 o —cou |
Mtz Berrigan Homeroam 1 PODOT 100536717 MattheswE Insigris Library S6q4geg S8t Pswd
higtthesw Brownlze Haomeroom 1 PODD1100521768  MatthewB1 Ingignia Library 5641856 Delete
Matthesw: Cherry Homeroom 4 PO001100210560  MatthewC Insignia Library 8645557 Delete Al
Melanie Smith Homeroom 2 PO001100403561  MelanieS Insignia Library 8653676
Micasla Ocloy Homeroom 4 PO001100303344  Micaslat Insignia Library 2525316 FRemove
Mittan Tufts Homeroom 4 PO00110021 6666  MitonT Insignia Library 8640814 Clear
Mitchel Audas Homerootn 5 PO001100093057  Mitchelld, Insignia Library 8651885 Change
Margan Cullen Hometoom 4 POO01100309735  Morganc Insigniz Library SE55064 E——
Close
ﬂg[hange Patron x| §
Preview
Fiicd pire Date Show Me
Mewe Walue 2nefzo07 'l
Change
Library
Shiowe Me | OH | Cancel |

Click on “Find/Add Patron”.

wnN e

dropdown list.

Click on “Patrons” in the Navigator Toolbar.

4. To remove a patron from the subset, click on
“Remove”. To clear the subset list, click on “Clear”.

o

on “Change”.

o

associated with the field type.
7. Click on “OK".

Printing Patron Barcodes

Specify the desired field type and the new value

In the first “Search by” box, select “Subset” from the

To apply changes to all the patrons in the subset, click

Staff can print patron barcodes using the various

parameters shown below:
Date Created
Barcode Range

Zip Code/Postal code
Subset

Homeroom

Grade

Patron Group

NogosrwbhE
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8. Patron
9. From List
A% Print =10 x|
Criteria
I cresteDate  From |51 45000 =] T | ar 42004 =
M Barcode From | Pono1 000000183 T |Pono1 000000183
™ Zip code Fram I To I
I~ Subset [6= |
I Homeroom ImA j
[ Grage IECS j
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[ From list

Start At Roww Iﬂ— Column; |1— Copies: |1_

Orcer By I j
™ Print Every Second Line %

I™ custom Exportimport I Configure I Previe | Cloze | Shiorw Me |

Staff can also choose to skip a line when printing
barcodes. They can select the starting row, starting
column, and the number of copies they wish to print as
well.

To print patron barcodes, follow these steps:

Click on “Patrons” in the Navigator Toolbar.

Click on “Barcode”.

Specify barcode criteria (e.g. Create Date, Grade).
Click on “Configure” for barcode configuration.

Click on “Preview” to print barcodes.

arwbdPE

Custom Barcodes

Staff can also print custom barcodes. With custom
barcodes, staff can choose which fields will appear on the
barcodes, the order the fields are in and their size.

To print custom barcodes, follow these steps:
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Motes ;I
1. Click on “Patrons” in the Navigator Toolbar.
2. Click on “Barcode”.
3. Select the “Custom” checkbox on the bottom left.
4. Click on the “Custom” button at the bottom of the

screen.

To create a new layout, click on “New”, then enter a

name for the new layout in the “Name” box. To work

with an existing layout, select the layout from the
dropdown list, and then click on “Edit” to modify it.

6. Choose the barcode size by entering the relevant
information, such as height and width. The columns
and rows will be adjusted automatically according to
the height and width specifications entered. You can
also enter the value in inches for the left and top
margins.

7. You may add comments for this layout in the Notes
field.

8. To add fields to your barcode layout, double-click on
the field in the list located on the left side of the screen.

9. To add an actual barcode to your layout, right-click in
the barcode area and choose “Add Barcode”.

o
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10.

11.

12.

13.

14,

15.

To edit the size of any of the text boxes, drag the
edges of the boxes, or else right click on the box and
choose “Property”. You may also edit the properties of
the actual barcode by right mouse clicking and
choosing “Property”.

You may also choose a font (default is Arial) by right-
clicking a box on your barcode, left-clicking “Property”
and then selecting the “...” button that follows the
current font name. Then, simply select the desired font.
The user can select a different font for each field on the
barcode for unparalleled flexibility.

Once you are finished modifying the layout, click on the
“Save” button.

Click on “Close” to go back to the main barcode
screen.

Select the custom label you have created from the
“Report Title” dropdown list.

Click on the “Preview” button to see a preview of your
labels.

Import/Export Custom Barcodes
Staff can also import/export custom barcodes. This allows
librarians to share custom barcodes. To import/export
custom barcodes, follow these steps:

1.
2.

Click on “Patrons” in the Navigator Toolbar.
Click on “Barcode”.
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3. Click on “Export/Import”.
4. Specify the name of the file from which to import or

export.

5. To export, select the layouts you would like to export
and click on “Export”. To import layouts, click on
“Import”.

Importing Patrons from a File

Staff can import data from a student information system.
To learn more about how to import data from a file, see
Chapter 6 - Administration.

Patron Group

Staff can create and define different groups of patrons.
This allows the system to display only relevant information
on the screen. For example, if the group is "Teachers",
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then the patron record will not display fields relevant only
to students, such as student ID, grade, etc. Now when you
move a patron from one group to another, it will ask you if
you want to keep old security settings or use the new ones,
or both.

‘-:._ Patron Groups ;[Ql EI
Hame k Studert Save
Security Level IEIII ﬂ

[elete
f* Student " Staff " Cthers —_—
™ Defaut Cloze
Refresh
Maotes Hick Hame I S
Showy ke
—Editing Histary
Crested Dec 20 2002 11:01:00
Created By Admin &l
Lazt Modified
Last Modified By

To add a new Patron Group, follow these steps:

1. Click on “Patrons” in the Navigator Toolbar.

2. Click on “Groups”.

3. Click on “New".

4. Enter the name and security level. Users cannot modify
permissions for patrons with a higher security level. For
example, a typical setup would have patrons at a level
50, and library staff at 90.

5. Click on “Save”.

Homerooms
Staff can create homerooms for their schools.
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1,}': Homeroom k ;[El EI
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Motes: Delete

Close
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Created Sep 01 2006 14:35:00 Zlear;

Crested By Sdmin 000 TiEacher

Last Modified  Feb 16 2007 14:15:00
Last Modified By Admin 0001

To add a homeroom, follow these steps:

1. Click on “Patrons” in the Navigator Toolbar.

2. Click on “Homeroom”.

3. Click on “New”.

4. Enter the name you want to assign the homeroom
(usually the room number e.g. 101). Then click on the
“...” button on the “Teacher” line. Now select the
teacher for the class. You can also add any notes that
you may have.

5. To clear a teacher’s name without adding a new one,
click on the “Clear Teacher” button while in edit mode.

6. Click on “Save”.

Patron Archiving

The Patron Archival feature allows you to remove a Patron
or Patrons from the system. This feature is enabled in
Administration >> Custom Setting >> Archive Patron set to
a value of 1. They will then be stored in an Archived state.
This allows you to monitor and remove the patrons as you
see fit. You can bring up the Archived Patrons by going to
the Catalog menu and then to Find\Add Patron. Select
“Archive” as the search type and then click on Find to
display all archived Patrons. From this list you can remove
the items you need or all of the Patrons. ONCE PATRONS
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ARE REMOVED FROM ARCHIVE THEY ARE GONE
FROM THE SYSTEM

Reports

The Insignia Library System has more than 100 predefined
reports in the following categories plus the ability to
produce fully customized reports:

Patrons

Catalog

Circulation

Textbook

Miscellaneous

Media Manager

User Defined

Report Designer

ONoOGOAWNE
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Assels
Acquisition

Each report has multiple criteria, allowing staff to create
reports based on the information they are interested in.
Most reports with relevant information can also be applied
to a patron or item subset you have previously saved.

Patron Reports
There are 14 Patron Reports as listed below:
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Patrons ICatang I Circulation I Texthook Reports I Miscellaneous I Media Manager I

@ Local ' Union

Circulation Types
Fine History From:
Homeroom List

ttems checked out (single patron) Ta:

List of ExpiredAnactive Patrons P— —_,
Patron Circulation Statistics : bl L <

Patron Groups Subszet ALl - l
Patron List

Patron Mailing Lakbels

Patron Transactions Status

Patrons with books checked out but no deposit
Patrons With Fines

Patronz with no books checked out but no refund &

Sy | = | Edtlist [ Preview | cCioss | Showme |

Birthdays: lists patrons and their birthdays. Select a date
range, homeroom, or subset.

Circulation Types: lists patron circulation types and their
circulation restrictions.

Fine History: lists fine details for patrons. Select a single
patron, homeroom, patron group, status, or subset. You
may limit the report to a fine activity date range. You may
choose to include lost items with overdue amounts, or not.
Homeroom List: lists homerooms with teachers.

Iltems checked out (single patron): lists title, call number,
checkout date, due date, barcode number, and status of
items checked out to a single patron. You may also choose
to print overdue amounts only.

List of Expired/Inactive Patrons: lists patrons who have
expired or inactive memberships. You may limit the report
to a specific homeroom or by subset.

Patron Circulation Statistics: lists patron circulation
statistics. You may limit the report by date range, times
overdue, times renewed and subset. You may also group
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this report by: Homeroom, Patron Circ Type and Patron
Group.

Patron Groups: lists patron groups, level of permission,
and number of patrons assigned.

Patron List: lists patrons. You may limit the report to a
specific patron group or subset.

Patron Mailing Labels: prints standard mailing labels for
sending notes to patrons. You may limit the report by
patron group, patron last name, postal/zip code, and
subset. You may also choose to print one specific patron
from a list.

Patron Transaction Status: lists the transaction status for
a specific patron. Lists Items Checked out, Overdue List,
Lost Items, Damaged Items, Fine History, Items on
Reserve, Booked Items, and Checked out assets.
Patrons with Books Checked out and no Deposit: lists
patrons who have books checked out with no deposit.
Patrons with Fines: lists patrons with fines. Includes
amount owed. Prints separate sheets for each homeroom.
You may limit the report by patron group, homeroom, fine
amount, and subset.

Patrons with no Books checked out but no Refund
Amount: lists patrons with no books out and no Refunds.

Circulation Reports

There are 23 circulation reports; a brief description of each
is given below:
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Patrons I Catalog ~ Circulation |Te>dbook Reports I Miscellaneous I Medlia Manager I

Booked tems .
Books Uszed In Library & Local € Linien
Circulation Statistics by Collection Type Requested From:
Circulation status

Fine & Cwerdue Message

Homeroom Status

Homerooms With Most Circulation

ttern Circulation Statistics

tems Checked Out (Histarical)

tems Checked out to Other Libraries

ltems in Circulstion

ltems on Reserve

tems Overdue (Historical)

Library Statistics by Date

Morthly Circulation Statistics

Mozt Circulated tems

Cther Libraries' tems Checked out st Our Library
Overdue Message

Reserve Message
Uncoliected Reserve List
Linion Loan £ S

Union Loan Statistics by Title
Year End Statistics

BTy | | | Edtlist [ Preview | cCioss | Showme |
Booked items: lists booked items. You may specify a
single patron. You can also limit the report by booking date
range, booking status and subset. You may also print out a
separate page for each patron.

Books Used in Library: lists books that have been
counted as “in house use”. Whenever an item is scanned
in check in that has not been checked out, it is counted as
“in house use”. Print this report locally, or by union.
Circulation Statistics by Collection Type: A breakdown
of circulation statistics by collection type.

Circulation Status: lists fines, overdues, and reserves for
individual patrons. The report prints separate pages for
each homeroom. You may limit the report to an individual
patron or patron group, by minimum number of overdue
items, and by subset.

Fine & Overdue Message: This is a combination report of
both the Fine and Overdue messages

Homeroom Status: Number of checkouts by homeroom
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Homerooms with most Circulation: lists the homerooms
with the most circulation. Limit this report by a date range
and specify a top limit.

Item Circulation Statistics: lists circulation statistics for
items. You may limit the report by check in date range,
number of renewals, times overdue and subset. You can
also group by Author, Material Type and Subject.

Items Checked Out (Historical): lists all circulating items
with the name of the borrowing patron. The report prints
separate pages for each homeroom. You may limit the
report by checkout date range, call number range, material
type, patron group, homeroom, teacher, grade, and by
subset.

Items Checked out to Other Libraries: Tracks interlibrary
loans.

Items in Circulation: lists items that are in circulation. You
may limit the report by circulation activity date range,
number of circulations (Circulation Less Times) and by
subset. This report also combines the Items checked out,
overdue list, and Lost items. You can select any one of the
check boxes or as many as you want to get the required
results.

Iltems on Reserve: lists items on reserve. You may limit
the report to a single patron, by reserve date range, by
reserve status, and by subset.

Items Overdue (Historical): lists all overdue items with
the name of the borrowing patron. The report prints
separate pages for each homeroom. You may limit the
report by checkout date range, call number range, material
type, patron group, homeroom, teacher, grade, and by
subset.

Library Statistics by Date: provides a snapshot of library
activity in all modules for a given date range. You may limit
this report by subset.

Monthly Circulation Statistics: lists monthly circulation
statistics. You may limit the report by check in date range
and by subset. You can also report by classification,
material type and subject.
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Most Circulated Items: This report will help you find your
top or bottom circulated items

Other Libraries’ Items checked in at Our Library: lists
items received from other libraries in the union. You can
limit this report by a date range, and by subset.

Overdue Message: Will allow you to create a report that
you can give to your patrons, asking them to return their
overdue books. It can be limited by date range, patron
Group, homeroom, message type, and subset. You can
also choose to print a simple format which will be a shorter
report. You can also choose “from list” if you want to scan
in individual patrons.

Reserve Message: A report that lets your patrons know
there items on reserve has come in.

Union Loan Statistics: Lists the libraries in the Union and
how many books are on loan to other libraries as well as
how many each library has borrowed.

Uncollected Reserve List: Lists items on reserve that
have not been picked up by patron.

Union Loan Statistics: Tracks loan statistics between
libraries in Union.

Union Loan Statistics by Title: lists titles borrowed from
and lent to other union libraries. You may limit this report
by request date range and by subset.

Year End Statistics: lists circulation activity for a year
broken down by month. You may limit this report by
request date range and by subset.
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Cataloging Reports
There are 20 cataloging reports; a description of each one
is given below:

=101 x]
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Authors List: lists name authorities. You may limit the
report by last name range and subset.

Bibliography: Bibliography of selected items

Copies without call Number: lists items that have no call
number. You may limit this report by subset.

Damaged Items: lists books that have a damaged status.
You may limit this report by subset.

Duplicated Items: lists duplicate book titles within the
system. This report can be limited by subset.

Inventory - Missing ltems: lists items which the inventory
has determined as missing. You may limit the report by
date range, call number, material type, circ type, location

and by subset. You may also print a report of items used in
in-house use.

Item Info: Coming Soon
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Items without Call Number: lists items that have no call
number. You may limit this report by subset.
List of Copy Titles: this report will give you a print out of
all of the copies in your system including duplicates. You
may limit the report by created date range, publication year
date range, author, subject, publisher, location, circulation
type, language, audience, subset and group by.
List of Iltem Titles: this report will give you a list of unique
titles within your system. You may limit the report by
created date range, publication year date range, author,
subject, publisher, location, circulation type, language,
audience, subset and group by.
Lost Items: lists items with a status of lost and the name
of the responsible patron. You may limit the report by lost
date range, patron group, homeroom, and by subset. You
can also choose to include items “declared” lost.
Lost/Missing Items as Percentage: is broken down first
by Location and then Materials type. The criteria that you
can set are call number range, publication date range,
purchase date, location and material type. The report will
show you the amount of books in the sections that the
search criteria specified, as well as the total lost books,
and also a percentage for the amount of lost books against
the total you have in that section.
Number of Titles by Material Type: lists the number of
tittes by material type. You may limit this report to a subset.
Publisher Summary: lists the amount of books per
publisher and total cost of items. The report can be limited
by publisher and subset.
Publishers: will give you a detailed description of each
publisher in your system. You can limit this report by
publisher.
Shelf List: lists library holdings in the shelf list order with
bibliographic and holdings Information. You may limit the
report by call number range, material type, audience,
publication year range, and by subset. You can also
choose to have one item per line or not.
Subject List: lists subject headings used in the library.
You may limit the report by subject heading range.
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Titles List (with notes): lists titles with bibliographic
information including notes. You may limit the report by call
number range, subject range, material type, audience,
publication year range, and by subset.

Titles without Copies: lists titles that have no attached
copies. You may limit this report to a subset.

Value of Collection: this report will list the items within
your specified range and give their collection value. This
report can be limited by call number range, publication
year, purchase date, material type, location and subset.

Textbook Reports
There are eight textbook reports:

=I5

Patrons | Catalog | Circulation  Texthook Reports |Miscellaneous | Media Manager |

& Local 1 Union

Texthook Checked Cut
Texthook Circulation Statistics
Texthook Overdue List
Textbook Overdue Message
Textbook Status Summary
Texthook Titles

Texthook ear End Statistics

Ediit List I Previewl Close | Show Mel

Textbook by Course: lists all textbooks by the course
they are linked to. The report includes the number of
copies for each textbook.

Textbooks Checked Out: lists all the textbooks checked
out. You may limit this report by individual patron,
homeroom, grade, and course.
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Textbook Circulation Statistics: lists circulation statistics
for textbooks. You may limit the report by date range.

Textbooks Overdue List: lists all overdue textbooks. You
may limit the report by homeroom and group.

Textbook Overdue Message: lists overdue textbooks.
You may limit the report by patron group and by date. You
may also specify an individual patron by using the “from
list” option and entering or scanning in the patron
barcodes.

Textbook Status Summary: lists all textbooks in the
system and their status.

Textbook Titles: lists all textbooks in the system.
Textbook Year End Statistics: lists textbook circulation
activity for a year, broken down by month. You may limit
this report by date range.

Miscellaneous Reports

There are 17 miscellaneous reports.
P[] 5

Patrans | Catalog | Circulation | Textbook Reports  Miscelianeous | Media Manager |

Amourt Recovered on Lost fems .
Buiget History % Local " Uriion

Budoet List Subset IcALL> 'l
Card Expired Meszage

Circulstion Warning Information
Cusztom Message

Fine Message

Holidays
Library Hours

Library Statistics by Date
Crder Details

Crrder Summary

Reserve Message
Subszcription Costs
Union Libraries

“Wendors

Order By j Edit List I Preview Close Show hie
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Amount Recovered on Lost Items: lists amounts
charged, paid, and waived for lost items. You may limit this
report to a subset.
Budget History: lists budgets and provides summary of
transactions for each order. You may limit the report by
budget dollar value range.
Budget List: lists budgets with value summaries. You may
limit the report by budget dollar value range.
Card Expired Message: prints notices to send to patrons
with expired memberships. You may limit the report to a
specific patron, by date range, but patron group, and by
subset.
Circulation Warning Information: prints warnings
attached to patron records. This report can be limited by
subset.
Custom Message: prints custom messages to patrons.
You may limit the report by message type, patron group,
homeroom, and subset.
Fine Message: prints messages to patrons regarding
fines. You may limit the report to a specific patron, patron
group, and by subset. You may also choose to exclude
overdues, exclude lost fines, and exclude damages. It can
also be printed in a simple format and for the libraries you
specify.
Holidays: lists holidays as specified in library info. You
may limit the report to a date range.
Library Hours: lists library hours as specified in library
info.
Magazine Claims: Shows serials that have been claimed
Order Details: provides details on orders in process. You
may limit the report by date range, vendor, order status,
dollar value range, budget name and who it was created
by.
Order Summary: provides summary information on
orders. You may limit the report by date range, order
status, budget name, vendor name, created by and budget
amount range.
Search Statistics: Shows a pie chart graph of successful
and unsuccessful searches by Search type
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Search Statistics 2: Provides a text report of successful
and unsuccessful searches by search term and count
Subscription Costs: lists amounts spent on serials
subscriptions.

Union Libraries: provides basic information on the
libraries that form your union.

Vendors: provides basic information on vendors that
supply assets. You may limit the report by vendor name
range.

Media Manager Reports
There are 4 Media Manager reports

=lcix

Patrons I Catalog I Circulation I Texthook Reports I Miscelaneous  Media Manager |

Booked Equipment ol
Checked OutiCverdue Equipment S Leee]
Equiptnent Kits Eooking From
Equipment List BT
Tirme Frarm
Time Ta
Blocks
Wieekly
v Totu e Tth TR [ osa [ osu
@l By | =l Edtlist [ Preview | ciose | Show s |

Booked Equipment: lists all equipment booked out. You
may limit this report by booking dates, booking times,
blocks, or on a weekly basis.

Checked out / Overdue Equipment: lists all equipment
checked out, including items overdue. You may limit this
report by individual patron, booking dates, material type
and location. You may also limit this report to include
overdues.
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Equipment Kits: lists all the kits you have in your system.
Equipment List: lists all the equipment in your system.
You may limit this report by title, purchase year, vendor,
media type, and location.

User Defined/ Custom Reports

The Insignia Library System allows you to design your own
reports. To create a new report, follow these steps:

1.
2.
3.

o g

Click on “Reports” on the Navigator Toolbar.

Click on “User Defined”.

Select a category of report:

3.1. "Copies" provides information relating to holdings.

3.2. "Patrons" provides information relating to library
users.

3.3. "Titles" provides information relating to
bibliographic item records.

3.4. “Equipment” provides information relating to Media
Manager equipment.

3.5. “Kits” provides information relating to Kits that
have been created in the Assets module.

3.6. “Circulation” provides information relating to
circulation statistics and information.

3.7. “Text Book Copy” provides information on
textbooks in the system.

To work with a report created previously, choose the

corresponding category and title from the dropdown

lists.

To create a new report, click on the “New” button.

Select the report columns you wish to use by clicking in

the corresponding box beside the fields and placing a

number in them. For example, if you wish to have a

report with Title, Author, and Barcode in it, and you

wish to have Title in the first column, then place a

number “1” in the box beside Title, etc.

Set the search fields from the dropdown menus and

enter your criteria.

Input a title for your report.
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b
Categomy i o New
Title =

IMy Circulstion Report -
Delete
# Search Criteria Cluse
- -
Author — — Retresh
CallNa - -
Check Out by — = Showy Me
Circ type |~ hd S
Due Date = = UERTERY |
Grade pal ]
Homeroom - -
Itern Barcode = =
Library M ame
Local Call Mo Sty |
Price ™ Union
Student D
Subject V¥ LandScape
Title

9. If you wish to print the report in landscape format,
check the “Landscape” checkbox

10. To save this layout for future use, click on the “Save”
button

11. Print the report by clicking on “Preview” and then on
the printer icon on the top of the screen

Report Designer

The Insignia Library System allows you to design your own
reports. To create custom reports using report designer,
follow these steps:

1. On the Navigator Toolbar, click on Reports.

2. Click on “Report Designer”.
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ﬂgkeport Design ;lglil
Categary Circulztion h I™ Union Reports Meswr
Title I j Ediit
Delete
(o [ [ eorchcrtem lose
Author jhd jhd Refresh
Call Mo - -
Callo i — I Show hie
Check Out by I I Freview |
Circ type = =
Due Date = —
Grade - -
Homeroom — —
Itern Barcode
B Sort B
Library Mame ey j I j
Location ™ Union
Price
Stud_enl [Is] Feport Design | [lean Designed Report
Subject
Title

3. Select a category. Click on “New”.

4. Enter atitle for the report.

5. Specify any criteria you like to specify (it can also be
specified later).

6. Click on “Save”. Click on “Edit”.

7. Click on “Report Design”.

[irmbeddatbenestonee =lalx
T me

Desion | peeview | Son |
=|&+82 ¢ @3 |TEm@ s 0= == ]

Hain Fepat |

P e e . I e Ry S Ry IR R

il Uniscund Fiekss

8140t 74 - Capbaard
e cobactad

1. On the left side of the screen, expand “Database
Fields” by clicking on the “+".
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2. Expand “ado” by clicking on the “+”.

3. Drag and drop the fields on the report.

4. To select special fields, expand “Special Fields” by
clicking on the “+”.

To add a group, click on the “Group Name” field.
Specify the field to group by.

When finished click on “Save”.

To print the custom report, specify the parameters and
click on “Preview” and then click on the print icon to
print the report

©No O
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Administration

In the Administration module, staff can set the
configuration parameters for the library system.

Library Info provides a profile of your library as well as
other libraries in the union. When logged in as your library
administrator  (“admin####"), you can only modify
information about your own library. You can modify
information on any library if you are logged in as “admin”.
To quickly switch locations while logged in as “admin”, go
to “Cataloging”, “Change Library”, and then select the
appropriate site. Logging on as “admin” will allow you to
access to the Custom Setting option as well as allowing
you to change the Web OPAC configuration.

Library Information

Staff can save general information about the library
(address, phone number, etc.) This information is
automatically retrieved when placing an order. Since other
staff in the union will be viewing these details, it is
important that library information be updated whenever
there is a change.

A3 Library -- 3 Records Found o sl B |
Find Library ILibrary Information | Office Hours | Holidays | Semester | Block |

Search By | EFNNES Eo |

Library Information

Library ID | Library Mame | Telephone Detail

Allen Park Library (555)624-321 1
0001 Green Hills Library (780)444-6559
0007 Summerside Library {555)321-4999

Close

Refresh

Showy Me

Previgw |
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To make changes in your library information, follow these
steps:

arwdOE

Click on “Administration” on the Navigator Toolbar.
Click on “Library Info”.

Search for your library.

Double-click on it.

Click on “Edit” to modify the profile. Remember, you
must be logged in as the administrator and the
appropriate location must be selected for the “Edit”
button to be available.

Input the information.

Click on “Save”.

Note: create Holidays, Office Hours, Semesters and
Blocks before creating the Library Profile.

\‘:1 Library -- 3 Records Found - |EI|1|
Finl Library  Library Information | office Hours | Holidays | Semester | Biock |
Library D [aogy LibrlyType  [High School | —
Hame IInsignia Likrary Demo Clone
Contact I | Ediit
Semester |Genera| =] O pistrict Leletz
i First
Haliday x| el visible it
Frevious
Office Hours | General j Clear Logo |
et
Phone Mo IG’SU) 4445565  Ext I Fa Mo I Lt
Ermail Imarilyng@insigniasoﬂware.com Close
Address 555 6050 St
City IEdmonton VI Province IAIberta VI MI
Courtry ICanada VI Postal Code ITDE 14
Rick Name IInsignia Library Demo Edting History ———————— |
Motes: Crested Dec 20 2002 10:54:00
Crested By Acdmin Al
Last Modlifiedd Jan 15 2007 10:35:00
Last Modified By A dmin 0001

Office Hours

Office hours are used to calculate fines when books are
checked out hourly and are also used to determine

weekend holidays.

steps:

To change office hours, follow these

1. Click on “Administration” on the Navigator Toolbar.

2. Click “Library Info”.
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3. Click on “Office Hours” tab.
4. Select the Category and click on “Edit”; or, click “New”
to create a new category.
5. Set the library hours. To disable the hours for a
particular day, uncheck the text box.
6. Click on “Save”.
|
Findl Library | Library Information  Office Hours | Halidays | Semester | Biock |
Categary IEIementary Sehool
Open Time Cloze Time
sunday oo pw =50 [osoopm = cave
Menday [ osooam =5 [osoopm = s cancel
Tuest®y  [Wosonam =5 [oscopm = Ed
Delete
WENESHY (15 o0 ot = Jodo pM = .
Thorsssy [Fogooam = [oeonem = Refresh
Frioey  [Posonam = [osonem = Shodhie
satrey oo = [osonem =
Holidays

Holidays are used in the calculation of overdue fines.
Depending on the policies of the library, the system will
either include or exclude fines for specified holidays. To
set holidays, follow these steps:

NogosrwdhE

© ®

Click on “Administration” on the Navigator Toolbar.
Click “Library Info”.

Click on the “Holidays” tab.

Select a category.

Select a year and click on “Edit”.

Click on “Add Holiday".

Enter a name for the holiday and specify the date or
date range.

Click on “OK”.

Click on “Save”.
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To copy holidays from the previous year, select the year
and holiday category, click on “Edit” and then click on
“Copy from Last Year”. New holiday categories may also
be generated, creating a template that any location may
apply. To create a new holiday category, simply click on
“New” and enter a name for the category. Then click “Add
Holiday”, and proceed to add holidays to the category.
Press “Save” when finished. Your new holiday category
may now be applied to any location.

\‘:1 Library -- 3 Records Found - |EI|1|
Find Library I Library Information I Office Hours  Holidays |Semester I Block I

Category ISeconday Schoal Holiday
004 =
EEY = Copy From Last Year | Add Holiclay
Haliday | Name Date | End Date | [\]5 <
aVE
Mew Year's Jan 01 2004 Jan 04 2004
Family Day Feb 16 2004 Cancel
Eciit
Delete
Cloze
Refresh
Showy hie
Select All
Deselect
Print: |
Semesters

Semesters are used in schools and academic libraries but
are not used in public library environments. Semesters are
used to calculate due dates and can also be used to
checkout regular materials or textbooks.
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\‘:‘ Library -- 3 Records Found _[o x|
Find Library’l Ligrary Information | Office Hours | Holidays — Semester | Elloc:kl

Category IHigh School

Mo of semesters in one Academic Year 3 Save

Cancel
Date From Date To _—

fetSemester fogaozo2  w| [uenzeomz v —

ndSemester gy gr o003 v| [an2s2003 ¥ oz
Refrest

Fdsemester [y oszo0s  v| [mmzees v Sho:W ™

To create semesters, follow these steps:

Click on “Administration” on the Navigator Toolbar.
Click “Library Info”.

Click on the “Semester” tab.

Select a category and click on “Edit”. Or, to create a
new category, click on “New” and enter a name for the
category.

Specify the number of semesters.

Specify date ranges for semesters.

Click on ‘Save”.

As you can see, creating new semesters is consistent
with creating new “Holiday Categories”

PwnPE

©~No O

Blocks

You can specify the number of blocks or periods in a day,
and the times for these blocks. The times will be used in
the library system for Media Manager bookings. To create
blocks, follow these steps:

Click on “Administration” on the Navigator Toolbar.
Click “Library Info”.

Click on the “Block” tab.

Click on “Edit".

Specify the number of blocks.

Specify the times of the blocks.

Click on “Save.

Noo,rwbhE
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\‘:1 Library -- 3 Records Found - |EI|1|
Find Library I Library Information I Office Hours I Holidays | Semester  Block
Mo of Blocks in Cne Day I 4
Black Start Time End Time

Elock 1 4 =] . =] Save

[pioc josonam = foszoam =
Cancel

[Biock 2 jposoam = |iosoam =

[Biock 3 frzooem = |mo2oem = Close
Refresh

Biock 4 0130 PM = o2E0PM =

I I =l I = Show he

Configuration

The Insignia Library System is pre-configured so that you
can start using it right away. Common groups, permissions
and defaults are predefined. Staff can add new groups;
assign permissions to groups, and change default
parameters. However, staff cannot add new permissions or
change the security setting for the Administrator user.

Auto-dialer

The Insignia Library System has now added in an exciting
new feature called Auto-dialer. It would allow your system
if configured for it, to call Patrons and inform them of there
overdues or fines. We have added a check box to the
patron window to also allow you to set this feature on a
patron by patron basis. This feature can be run two
different ways. You can either purchase the Auto-dialer
card, or if needed it can be run through Insignia Software.
Contact us for more information.

Circulation
In the Insignia Library System staff can configure every
aspect of library automation.
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\‘:1 Configuration

Circulation |Patr0n I Automation I Miscellaneous I Catalog I EDI I WishCpac I %

=101]

s, click on Edit]

[ overdue fine should be included if & book is lost

vl Maxi Overdue or Damage Fine should be less than 2 times of hook price
Take amourit I 410,00 &S Book Price if that book price is not set or is Zero

|| Declare an overdue book as lozt, if it's not returned after another 120 days

“Fine [ To make chang
Lost Charges = I 15 times of hook price + Processing fee I $5.00

Exlit

Cloze

Shaowy Me

Due Date

Due Date After Reneswe % Today + Renewy Period € Due Date + Renew Petiod

vl Due Date Shouldn't be beyond the Card Expiry date [] Term due date: I Sep 20 2006 v‘

—Circulation Traps

[] Disable Overdue Fine module vl Allowy multiple checkin [w] Track laan history
[] izable Loan Trapping module [l Display overdue message
Fine Due = (Fine Rate) x (Cwerdue Time)
(Overdue Time = Check InTime —Due Time — [wl Grace Period - [ Library Holiday ‘
H heck out sort by ——
When check out & book that has not been check in ELZ BN EIZES EE s
€ Autometically, Check i & First hizme
1% Give information and let user make choice ' Lasthlzme
[ Reserve automatically expire after darys
X X X i i g Crverrice Pewd Z8
Circulation Date is from today Plus 0 days
Confirm 1ax
[w| Check out to reader list

Track Loan History

Determines whether the system tracks the history of the
books being checked out (with complete patron history).

Override Password

This password can be used to override the circulation

restriction.

Reserve Parameter

This option dictates the amount of time before a reserve

expires.

Circulation Date

The additional delay (if any) between the time a material is
catalogued and the time it is first checked out. If the value
is set to zero, the material may be checked out the same

day it is catalogued.
Due Date

To set the due date, the librarian needs to answer the

following questions:

133 of 223



ILS User Manual 3.0

Should due date go beyond the card expiry date?
Should the Renew Date be equal to Due Date + Renew
Period or Today + Renew Period?

Should an end-of-term due date be set for all items?
After how long should an overdue item become a lost
item?

Fines
To set your fine structure for your library, you will need to
determine the following:

Should there be a processing fee for lost items?

What is the maximum fine as a function of the item
price?

What price should be set when there is no price given for
an item?

Should the overdue fine be included for lost items?
Should the fine calculation exclude holidays and a grace
period?

Circulation Flags

1. The Insignia Library System allows staff to enable or

disable circulation restrictions. When the circulation

restrictions are enabled, you will be prompted to enter

a password. If disabled, only a warning is given

before items can be checked out.

Should the fines module be enabled?

If the “Allow multiple Check In” box is unchecked, the

user will get a message if they try to check in an item

that has already been checked in.

4. Should an item be checked out to an individual then
checked out to the next user (without first being
checked in) without a prompt?

wnN

Homeroom Checkout Sort By

An option has been added to allow you to set the sort
order of the Homeroom checkout window. You can choose
to have it either sort by first or last name.

Check Out to Reader List
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When this feature is enabled, serial issues being routed
will be checked out to the Reader List instead of individual
patrons on the list.

Patron:

The following parameters are saved for patrons:
\‘:1 Configuration - | Dlll

Circulation  Patron |Automati0n I Mizcelaneous I Catalog I EDI I WehOpac I

Likarary Card Expiry Date
Default Expiry Date =~ Same as lssue Date Sae
' The End of Academic ¥ear e
walid Period = C Defaut value | 1 Year(s) Sy (e
% Baze on grade I 12 - Student Grace Default
[ Pictures
™ save patron picture in following path
—Patron Default Password Default Petron I —— | Default Patron Barcode - %
" HomePhone " Barcode % Auto number
% UserlD % First Mame + Last Initial  Student ID
" Default Value " Last Mame + First Inistial = Provincial ID

Search Patron by
’;earch By IFirst Mame 'l

Picture Path
Save the patron picture in the path you specify.

Default Patron Password

The default password can be set to:
Home phone no.

User ID

Default value that you specify

Default Patron ID

The default patron ID can be set to:
Patron barcode

First Name + Last Initial

Last Name + First Initial
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Default Patron Barcode

The default patron barcode can be set to:
Auto Number

Student ID

Provincial ID

Default Search By
Allows you to set the default “Search By” criteria when
searching for patrons.

Library Card Expiry Date
Specify when you would like patron cards and privileges to
expire.

Automation

The Insignia Library System is designed so that very little
maintenance is required.

Send messages (if email is provided in patron profile) for:
Overdue items

Fine overdue

Cards expired
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\‘:1 Configuration - | Ellﬂ

Circulation I Patron  Automation IMisceIIaneous I Catalog I EDI I WishOpac I

Wihen : - R‘\ Try | Save
Play Soundl [Ltopia Error. iy Change | | Gemes) |
Shovwy e
Every day at execute daily check program

=]
........ [l

Every A day(s) send email to patrons and their home room teacher.
Creste Warning Message to a Patron
If Patron's Fine Exceeds |$1 0.0

If Mumber of Overdue tems exceed I 3
If patron's card expires in I 15 days

In=ignia Library
% Use Canadian Enclish Patron I
7 Use American Enolish Pazzward
Canfirm
Sounds
Librarian can specify different sounds for circulation.
Update

Insignia Software regularly provides updates to the
Insignia Library System. Qualified customers receive
update files providing new features via electronic
transmission. To use this feature, you must specify the
location of the update file you have received from Insignia
Software. note that the field in which you can specify the
update path will be visible on the Automation tab only
when logged in as “admin”.

Once you have set the path and placed an update file in
the selected directory, you may update your library system
by clicking on "Help" from the main menu and selecting
"Update". The update should be done under supervision or
with help from Insignia Software.

If the Auto Update box is checked, the system will
automatically detect a new update according to the update
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path. When the system is started it will prompt the user to
update.

Miscellaneous:

This section allows you to specify the “Media File Path” for
any multimedia materials and/or Show Me Videos. You can
also control the Windows NT Security integration from this

screen.
A2 Configuration 101
Circulation | Patran | automation Miscelianeaus | catalon | EDI | Webopac |

—hedia File: Path
Multimedia |LAL SR2S\DEmoMutimedia _| e
Show Me video | | SR2G\DemoiShow e _| | G0

Show e

[ use NT Security [ et Captions From Database ] Show Overdue Time

i Default Barcode 5
Prefix Avto Mumber Start From Barcode Length

ltem Barcode = I Looot  + I 1142 [l Fixed Length I 14
PatronBarcode= [ papmt  + I %? vl Fized Length [1a
Textbook Barcode = I Toooi + 408 vl Fizeed Length I 14

Default Barcode

What barcode format should be used? Staff can specify
the prefix, starting point and length of barcodes.

In the “Prefix” column, input any desired alphanumeric
prefix (up to six characters). This will be the prefix used if
you choose to automatically generate your barcodes when
creating new item copies and new patrons.

In the “AutoNumber Start From” column, specify the
number of the first item or patron barcode (subsequent
numbers increase by an increment of 1). You may specify
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that your barcodes be a fixed length. A maximum of 14
characters, including leading zeros, is permitted.

Show Overdue Time
This option will allow for the overdue time to be shown

within circulation.

Use NT Security

Using this option will allow the system to use the same
logon as your network logon. Therefore once you are
logged into your network you will not have to logon in with
a password to the library system.

Get Captions from Database
Turning this option on will force the system to grab the
captions from the Database.

Catalog:
Staff can specify different parameters that affect

cataloging.
A Configuration =1Ex]

Circulation | Patron | A ion | Misc {Cataiog] eni | webopac |
—Catalog
|| Catalog v book during [wl Bypass authority validation Edit
[w| Apply basic punctuation rules [v| Capitaiize call number Close
[v| Add copy when importing or creating a new bibliographic record Show Me
[w] Keep material type when importing bibliographic records
|w| Keep audience when importing bibliographic records
Display previous and ned IZD records when browsing sheflist
[we] i [+ copy b o vl Focus on Search by
"59”0"‘ | —BarcodeFormat———————
Maximum records returned from query IZDDDD ] Patron Quick Barcode
Search Item by ] Copy Quick Barcode
(Search By I-rme - | lgnore Leading Zero
Default Marc Mapping Form
’7 INONE 'l . -
—Classification System————
Default Conditio () T
h New r 21
Z3950 Search
(Setconnemiontimeouuewnds I 15 (greaterthan 10, less than 60 seconds) ‘

Catalog Parameters
The following parameter can be set for cataloging:
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1. Should the user be allowed to catalog temporary
items?

2. Should you bypass confirmation for authority record
validation when a MARC record is being saved?

3. Should call number be capitalized?

4. Should the system automatically apply basic MARC
punctuations?

5. Should the user be prompted to add a copy when
importing or creating a new bibliographic record?

6. Should the system keep material types when
importing?

7. Should the system keep audience types when
importing?

8. When displaying shelf list, what should be the default
range?

Z39.50 Search Parameters
What should the connection timeout be when connecting
to Z39.50 servers?

Search Parameters
What is the maximum number of records that should be
returned from a catalog search?

Barcode Format

Here you can choose to use “quick barcodes”. This feature
allows you to enter part of the barcode rather than the full
14 digits to bring up the record. Selecting the “Ignore
Leading Zero” option will remove any leading zeros from a
barcode scanned into circulation. The quick barcode
feature can now be set separately for Patrons and Copies.

Default Search By
When in searching in the catalog module, what should be
the default “Search By” criteria?

Default MARC Mapping Format
What should be the default MARC mapping format when
importing MARC records?

Default Condition
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What will be the default condition of items added to the
catalog?

Classification System
Which classification system will be used?

EDI

Here staff can specify different parameters required for EDI
communication.

\‘:1 Configuration =15 x|
Circulation I Patron I Automation I Mizcelaneous I Catalog  EDI |Web0pac I
—EDI Setting
EDI idertification | e restion | ] Ecit

EDI Message outhound directory Cloze

Shawy Me

ED| Mes=zage inbound directary

|
|
Email profile I
E-Mail server I

Web OPAC

In the Insignia Library System, Web OPAC configuration is
customizable. Staff can choose to enable and disable
different features of Web OPAC in real-time. The
parameters that staff can control are listed below:
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\‘:: Configuration o =] [
Circulation | Patron | Automation | Misd taneous | Catalog | EDI WiebOpac
—WiehOpac Setting
Session timeout |1 0 minutes Save
Page size Isg records per page Cancel
Shovwy hle

IV aliow Inter Library Loan

¥ g patron to change Personal information
¥ Show call number

V' allow patronto rengw

IV allow patron to reserve

V' alow patron to book

¥ Browse subject and author index

Minimum search character I 1

Max Search Results Returned

Determines the maximum number records to be returned
within a single search. It is important to keep this number
less than 1000. If this value is set too high, searches for
simple terms may put undue stress on your network.

Minimum Search Characters

This parameter defines how many characters a patron
must type for a search to be run. It is strongly
recommended that this should be set to 3 as this covers
most useful words. If this parameter is set to 1, you may
put undue stress on your network.

Timeout

Sets the number of minutes after which the check out
screen will clear the patron session.

Insignia Library Password
Specify the ID and password that other Insignia libraries
will use to connect to your library for Insignia Search.
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Language

The Insignia Library System supports multiple languages.
Selecting any of the following languages means that it will
be visible in “Language” under the Help menu:

American

Arabic

Chinese

English

French

Spanish

Urdu

Custom Setting

Custom Setting allows you to customize the library system
according to your needs and the needs of your patrons.
The Custom Setting screen gives you the ability to
enable/disable various options of the library system and
Web OPAC. Note that Custom Setting is visible under the
Administration menu only when you are logged in as
“admin”.

On the Customer Setting tab, you may disable and hide
those features of the library system that staff or patrons will
not use. To determine whether an option is currently “on”,
look at the value in the Value column. “1” indicates “on”,
and “0” indicates “off”.
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o]

Customer Setting | Momalization | EDI Code |

Custom Setting

Parameter | Walue | Category | Lacked | Description A Edi
| ¥ |Accelerate 1 [¥  Setto1 o ENABLE Accelerated Re tonc: ]
| |Advanced 1 [0 Setto 1 to EMABLE™™™ Cloze |
| |AdvanceSearchForSe |0 v Set to 1 to ENABLE optional Advanc
| |AdvSearchMinChar 1 ¥ MIN characters required in Advance
|| AllowRenew 1 cd Set to 1 to ENABLE Renew feature |
| |allowSearchByduthor 1 | ol YTy —n—
| |AlowSearchinResult 1 [¥ Setto1to ENABLE fiker Searchin 5
| |American 1 Language cd Set to 1 to ENABLE American Langu
| |Arahic 1 Language v Set to 1 to ENABLE Arabic Languag
| |Archiveltem 1] [
| |ArchivePatron 1] v
|| Autharity 1 Icd Setta 1 o ENABLE Autharity Contrao
| |BarcodePiintDistictBa 1 [¥  Setio1 10 ENABLE Distiict Name o
| |CallnaTag 034 v User defined Call Mumber tag if not
| |Changelanguage 1 Icd Set to 1 to ENABLE language chang
| |Chinese 1 Language v Set to 1 to ENABLE Chinese Langua
|| Circulation 1 | C2R TR pe— Settol to
|| CirculationMotice 0 [¥ Setto1lto ENABLE Email delivery o
| |Copy Customized Fiel | Copy Fie v Marne of Copy Custarnized Field 1
| |Copy Customized Fiel — Copy Fi ¥ Mame of Copy Customized Field 10

ann Mstamized Fisl | Cann Fie ¥ Mame af Camn Custamized Field 2 ~

The Customer Setting tab allows you to toggle on/off the
following options:

Web OPAC:

You can disable and hide the following options for the Web
OPAC:

Accelerate: Accelerated Reader activation in Web
Advanced: Advanced Search activation in Web
AdvanceSearchForSchool: Will change Web Advanced
Search Interface to a secondary screen
AdvSearchMinChar: the minimum character requirement
for Advanced Search can be turned off

Allow Renew: Renew activation in Web
AllowSearchByAuthor: Allow searching by Author in the
Web OPAC

AllowSearchlnResult: Allow you to search within a search
Authority: when Authority is on, a subject or author search
in Simple Search will bring you into the subject or author
authorities. When it is off, the search will be performed as if
it were a keyword search in the subject or author fields.
ChangelLanguage: Set if Languages are to be changed in
Web
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Circulation: Enable Web Circulation Features
KeepFavoriteAfterLogout: Enable to keep favorites after
logout

Kiosk: Kiosk Search

Marc: Set if Marc Record viewable in Web
MediaManager: hides the Media tab; patrons will be
unable to search/book kits, equipment, and rooms
MyAccount: My Account tab Toggle on or Off

NLM: Will allow the National Library of Medicine’s call
Number to be stored in the 060 tag

Projects: Projects tab Toggle on or Off

Request: Toggle on or Off Request Button
RequireLogin: Set if Web OPAC use requires Login
ShowAudience: Audience can be displayed in item
records

ShowBookingHistoryBtn: Set to enable or disable
Booking History button

ShowCopylInfo: Set to display copy count
ShowCoverlmage: Set to enable Cover Image view in
Search Results

ShowDetailBtn: Set to enable or disable Detail button
ShowFine: Set to enable or disable Fine button
ShowlISBN: ISBN can be displayed in item records
ShowLibrary: library can be displayed in item records
ShowLoanHistoryBtn: Set to enable or disable Loan
History button

ShowMaterialTypelnTitle: Set if Material type is part of
the title or will appear beneath it
ShowNewBookRequest: Request tab can be hidden
ShowOnLoanBtn: Set to enable or disable On Loan
button

ShowOnReserveBtn: Set to enable or disable On
Reserve button

ShowPatroninfoBtn: Set to enable or disable Patron Info
button

ShowPublishedDate: Set to enable or disable Published
Date Column in Web

ShowSectionOfAWorkInTitle: Set if 245 n and P fields
viewable within records
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ShowsShelfListBtn: Set to enable or disable Shelf list
button in Web

ShowSubject: subject can be displayed in item records
ShowWebLink: Set to enable or disable Web links in Web
OPAC

WebCirculation: Web Circulation can be enabled
WebShowMARC: allows patrons to view MARC records

Library System:

The following options can be turned on/off within the
Library System:

AdvancedMediaManager: Enable to view Advanced
Media Manager

AllowCheckinOtherLibrariesBook: Will allow other
libraries items to be checked in at your library
AllowCheckinOtherLibrariesTextbook: Will allow other
libraries textbooks to be checked in at your library
American: American Language

Arabic: Arabic Language

Archive Item: Set this option to Turn on/off Item Archiving
Archive Patron: Set this option to Turn on/off Patron
Archiving

BarcodePrintDistrictBased: Set this option to have all
Barcode in your District use this Name

Call No. Tag: User defined call number tag if not using
standard

Chinese: Chinese Language

CirculationNotice: If enabled an email will get sent after
each transaction

Copy Customized Fields: INSIGNIA has given you TEN
more custom fields that can be user configured. They allow
extra fields for information when you need them
CopyNumberDistrictBased: This feature when turned on
will let the District control the copy numbers. So if Library 1
has copy number 1 and then we add another copy to
Library 2 then that copy number will be 2
CustomLayoutDistrictBased: When enabled, allows
district based custom layouts
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Decentralized: IMPORTANT FEATURE, contact
INSIGNIA for help with this feature
Developer: Enable Advanced Modification features
DisplayLocalCallNo: Set if Local or District Call numbers
appears in Searches and Reports
DistrictBased: IMPORTANT FEATURE, contact
INSIGNIA for help with this feature
DistrictName: Set your District Name here
English: English Language
French: French Language
Hide Asset: Hide Asset Feature
Hide Homeroom: Hide Homeroom options
HidelnsigniaSearch: Hide Insignia Search feature
Hide Textbook: Hide Textbook feature
HidelfOnlyOneSchool: If only 1 library in system Location
will appear instead of Library in Search Results
Hide ShowMe: Hide ShowMe video buttons
Holiday District Based: Set if Holidays are set Locally or
by the District
HomeRoomCheckout: Enable or Disable the Homeroom
Checkout feature
IsPublicLibrary: Enable for Public Library
Iltem Customized Fields: INSIGNIA has given you TEN
more custom fields that can be user configured. They allow
extra fields for information when you need them. You can
set the Custom Field number Ten to be called Book
Reviews and Insignia will enable a special feature to show
Book Reviews when present.
ItemCircReportNoPrice: Set to Enable or Disable price
view on Circulation Reports
ltemCircTypeSchoolBased: Set to Enable or Disable circ
types being Local or District Based
ltemPrice: Set to enable price field on Basic information
Screen
Language: Set to Enable Language switch
ManualBarcode: Set if you want to choose or have
barcode Auto assigned
NoLocalCallNo: Set to enable or disable local call number
use within system
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OnlyShowTitleWithCopy: Setting this will allow items only
to be found in search module if it has a copy

Patron Customized Fields: INSIGNIA has given you TEN
more custom fields that can be user configured. They allow
extra fields for information when you need them.
PreciseSearch: Set to configure loose or Tight search
ReloadCaptions: Turn this option on to Reload captions
from the database on Restart

ReloadCustomSettings: Turn this option on to Reload
Custom Settings without Restart

RememberLastLogin: Set to remember last Login used to
enter system. Will not remember password

Report Designer: Report Designer can be hidden
SelectTextbookInCirculationForm: This option will set if
the Textbook checkbox is checked by default in the Check
Out window

ShowOtherLibraryPatronNamelnCopyInfo: Toggle this
option to display or not display other libraries patron names

ShowSectionOfAWorkInTitle: This option enables the
245 N and P subfields to Appear in Title

Spanish: Spanish Language

Subscription Page: Provides a setup for a web based
subscription and login

TBBarcodeDistrictBased: District based text book
barcodes

TitleSearchNoSeries: Set to search series titles also
when doing a Title Search

TitleSearchStartWith: Set to make Title searches default
to Starts with

TotalGrades: Set total school grades

Urdu: Urdu Language
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WarninferiorQualityMarcDuringMarclimport: Turn on to
enable Marc Record Quality check on Import

Z39 District Based: Turn on to set Z39.50 hosts to be
District or Locally set.

Normalization

Normalization allows you to automatically change specified
characters into other characters whenever they are
entered into the library system.

EDI Code
On the EDI Code tab, you can set the parameters for
various categories of EDI Code.

Circ Types

The Insignia Library System allows staff to customize all
aspects of circulation. Each library has different needs,
unique patron groups and specific circulation requirements.
Some libraries may want to restrict access to certain
materials or allow only specific types of patrons to check
out allotted items.

For example, a teacher may be allowed to borrow a book
for a month, while students can only borrow the same
material for two weeks. Perhaps the librarian wants to limit
the number of checkouts for a special collection, even
though this number is much lower than what had been
setup previously by patron circulation type. The Insignia
library system offers a flexible environment, capable of
circulating any collection in a way that is convenient and
efficient

To provide complete control over circulation, the Insignia
Library System requires three different types of groups,
these are:

Item Circ Types

Patron Circ Types

Global Circ types
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Item Circ Types

Staff can create different types of materials. Each time a
unique material/item type is created and saved, all
available patron groups are listed below. Double-clicking
any of these specific groups will allow you to make further
restrictions to the selected group. To create a new Item
Circ Type, follow these steps:

ogkrwNE

9.

10.

11.

Click on "Administration” in the Navigator Toolbar
Click on "Circ Type"

Select the "ltem Circ Type" tab

Click on "New"

Type the name of the Item Circ Type

If you would like to set this type as the default to be
used when adding new items, check the "ltem Default"
box

If you would like to set this type as the default to be
used when adding new serials, check the "Serials
Default" box

Click on "Save" (you will see the default values for all
the patrons)

Double click on a patron type in the grid in the lower
frame. This will bring up the “Loan Trap” screen
Specify all the parameters (for specific parameters, see
below)

Click on "Save"
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A% Circulation Types ] 3]
tem Circ Type |Patron Cire Type I Glokal Cire: Type I Grade Mapping
Hame ‘) Save
V' ttem Detautt Cancel
I” Serials Default Delete
Cloze
Refresh
Motes standard books Editing History Showy Me
Created Aug 17 2000 8:23:00
Crested By Aciminiztr st Preview
Last Modified A 05 2004 16:08:00
Last Modified By Admin 0001
Edlit

Patron Group | Loan Limit Maix Rens |Loan Perio | Grace Peri | Renew Perl Hald Perio | Fine Rate | Recall Peri
| P |1 WWieek 3 5] 7Day(s) 1Dawis) 7Day(s) 2Day(z) §0100Day( O Dayis)
| |High Schaol 5 2 14 Day(s) 1 Dayis) 14 Day(s) 2Day(s) 0100y ODay(s)
| |Parents 5 2 TDay(s) 1Day(s) 7Day(s) 2Day(s) $0.10Day( 0Day(s)
| |Schools 10 5] 14 Day(s) 1Dayis) 14Day(s) 2Day(z) §0100Day( O Dayis)
| |Staff a9 3 4'eek(z) ODayis) 3Week(s) 5Day(s)  $0.00Day( 3 Dayv(s)
| |Students 10 [ 14 Day(s) 1Day(s) 14 Day(s) 2Day(s)  $0.10Day( 5 Day(s)

Teachers 20 5 14 Day(s) SDav(z)  30Day(s) 5Day(s)  $0.100ay( O Day(s)

Item Circ Type Parameters:

Loan Limit

This is the maximum number of items of this type that the
patron can have out at a given time. This number cannot
exceed the overall loan limit as set in “Patron Circ Type”

Max Renew
This is the number of times an item of this circulation type
can be renewed

Loan Period

This is the number of days, hours, weeks, months or
semesters an item belonging to this circulation type can be
loaned to a particular patron

Grace Period

This is the number of days you wish to allow as a grace
period for patrons. If you do not want a grace period, set
the value to O

Renew Period
This is the number of days patrons can have particular
items renewed for

Fine Rate
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This rate is the amount you wish to fine patrons per day or
hour for specific items

Hold Period
This value represents the number of days you wish items
to be held on reserve for

Recall Period
This value represents the number of days set for a recall

Patron Circ Type

Staff can choose to create new patron circ types in order to

assign specific privileges. Privileges can vary between

different patron circ types. To create a new Patron Circ

Type, follow these steps:

Click on "Administration” in the Navigator Toolbar.

Click on "Circ Type".

Select the "Patron Circ Type" tab.

Click on "New".

Enter the new patron type.

Check the "Default" checkbox, if you want this to be the

default type.

Click on "Save". You will see the list of all the items in

the grid below.

8. Double-click on an item in the grid. This will bring up
the “Loan Trap” screen.

9. Make the changes in the parameters (for details on
parameters, see below).

10. Click on "Save".

ogrwnNE

~
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i

o=l

A% Circulation Types
tem Circ Type  Patron Cire Type |Global Cire: Type I Grade Mapping I
Giobal Group | Sturlent: Giobal | sawe

Loan Limits 20 Reserve Limits |10 Fine Limitz 410.00 Cancel
[l

Mz, Fine $5.00 Orverdue Limits |10 Damage Limits Is S
Cloze

Hame

Lost Limits
& v Detault ™ Suppress Overdue Notice Refresh
Motes clefault type: studert Editing History Showy Me
Created Mz 10 20049 22:41:00
Crested By Almin 0001 Preview

Last Modified  Sep 21 2002 20:05:00
Last Modified By Admin 0001

Ediit

ftem Group Loan Limit Mz Rene |Loan Perio | Grace Peri | Renew Perl Haldl Perio | Fine Rate | Recall Pe + |

| ¥ |Accelerated le 10 5] 14 Day(s) 1 Davis) 14Day(s) 2Day(z)  §010Day( O Dayis)
| |Books 10 [ 14 Day(s) 1 Dayis) 14 Day(s) 2Day(s)  $0100ay( S Day(s)
| |Hourly Check 2 2 4 Hourrs) 1 Hour(s) 4 Hour(s) 2 Hourrs)  $0.10MHour 0 Hour(s)
| |manuscripts 10 E 14 Dayis) 1 Dayiz) 14 Day(s) 2Day(s)  $010Day( 0Davis)
| |Media 2 3 2Day(s) 2Dayis) 2Day(s) 1 Day(s)  $0.25Day( 1 Day(s)—
| |Periodical 3 2 3Day(s) ODay(s) 3Day(s) 0Day(s) $0.10Day( 0Day(s)
| 1}

n

Reference 0

Taarhar Rasn N

0Day(s) ODay(z) 0Day(s) 0Dayls)  30.000ay( O Day(s)

N Mewfe) O Mawies 0 Neweled 0 Dewley B0 O0Tewe 0 Deore

gt

-

Patron Circ Type Parameters

Loan Limit
This is the maximum number of items the patron of this
type can have out at a given time

Max Fine
This is the maximum fine for a patron of this type may incur
for any one item

Lost Limits
This is the maximum number of lost items that the patron
may have

Reserve Limits
This is the maximum number of reserves a patron of this
type may place

Overdue Limits

This is the maximum number of overdue items a patron of
this type may have

Fine Limits

This is the maximum fine a patron of this type may incur
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Damage Limits
This is the maximum number of damaged items a patron
may have

Global Circ Types

Global groups are used to specify parameters to be used

for inter-branch lending. Every “Patron Group” should be

assigned a global type so that the system can determine

what circulation parameters to use for inter-branch lending.

To create global types you MUST login as district

administrator, supplying the admin user id and the correct

password. To add a new global type, follow these steps:

1. Click on “Administration” on the Navigator Toolbar

2. Click on “Circ Types”, then select the “Global Circ
Types” tab

3. Click on “New”

4. Type the name of the global type

5. Check the “Default” checkbox if you want it to be the
default type

6. Click on “Save”. You will see a list of global types with

default values listed shown in the grid below

Double click on any global type in the grid

Modify the values until satisfied then click on “Save”

© N
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A% Circulation Types ] 3]
tem Circ Type I Patron Circ Type  Global Cire Type | Grade Mapping
Hame E - IEwy
¥ Defautt % Edlt
Delete
Cloze
Refresh
Motes i Al Ecfiting Hiztary Shaw Me
Created
Crested By Preview
Last hModified Aug 12 20035 9:535:00
Last Modified By District Ad
Eciit
ftem Group Loan Limit Mz Rene |Loan Perio | Grace Peri | Renew Perl Haldl Perio | Fine Rate | Recall Pe + |
b |Accelerated e 5 2 14 Day(s) 2Davis) 14 7 Day(s) 040Dy 0 Dayis)
Books 8 2 14 Day(s) 2Dayiz) 14 7T Day(s)  $010:Day( (null)
Hourly Check 5 2 14 Dayls) 2Day(s) 14 7 Day(s)  $0.100Day( 0Day(s)
manuscripts 5 2 14 Day(s] 2Davis) 14 T Day(s) 040Dyl 0Day(s)
edis g 2 14 Day(s) 2Dayiz) 14 7T Day(s)  F010Day (nul) —
Periodical 3 2 14 Dayis) 2Day(s) 14 7 Day(s)  $0.10:Day( 0Day(s)
Reference 5 2 14 Day(s) 2Dayiz) 14 7 Day(s)  $090:0ay (null)
I Taarhar Rasn £ el 44 Mawded D Mawie’ 44 T D= BN ANz’ N I'\au(_o\lll
4 4

Grade Mapping

Grade mapping allows staff to assign certain patron
circulation types to certain grades for circulation purposes.
To map grades, follow these steps:

Click on “Circ Types”

arwdPE

Click on the “Grade Mapping” tab
Click on the “Edit” button on the right side of the screen
From the dropdown lists, choose the patron circ type

Go to “Administration’ in the Navigator Toolbar

you wish to assign to each grade. Once you are done,

click on “Save”
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f;: Circulation Types _ ID 5'

ttem Circ Type I Patron Circ Type | Global Circ Type  Grade Mapping |

Grad Circulation Type Save
s [Stucents Cancel |

|+

Grade 1 Students %

Close

Grade 12 Students

Grade 2 Students hd
Refresh
Grade 3 Students = _
Showr Me
Grade 4 Students -
Grade & Students -
Grade & Studerts -
Grade 7 Students -
Grade & Students -
Gracle 9 Students hd
Grace 10 Students b
Grace 11 Students =
-
-

Grade 13 Students

Kiosk Categories

The Insignia Library System allows the addition of new
kiosk categories and deletion of existing ones (as long as
they are in use). Staff may also assign new pictures to
kiosk categories.

A% Category -0 x|

=F ﬂ Categor',-' = Mlew
L& irT|i5|E: Edit
= Cats
~adl Dinosaurs ﬁ
Dogs Ican
i Fizh Clear lcon
'*mh Insects
----- ﬂ Reptiles % ﬂ
Az Cloze
Famous Places Shaw hle
E| Geu:ugraph',-'
. Continents
- 4 Countries _—
Hiztory
Invertions
Literature
@ Maps
- & Music ;I

To add a kiosk category, follow these steps:
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1. Click on “Administration” on the Navigator Toolbar

2. Click on “Kiosk Categories”.

3. To add a main category, simply move to Step 4. If you
wish to add a subcategory click the (+) sign then right-
click on the desired category and move to Step 4.
Click on “New”.

Type in the name of the new category.

To assign a picture, click on “Icon” and select the file.
Click on “Save”.

No ok

Parameters

Default parameters are used to set the default values
which will automatically be displayed when adding a new
record. Suppose you set the default city to be “New York”.
Whenever you enter an address, the system will
automatically select “New York”.

'C;‘_ Set up Miscellanous Parameters o ] 51
| # | Walue I Price I Cefault I Tl
.1 Biook o Default Ediit

2 [sound recording] a Delete

i} Computers 100...

4 Wideo 10.... Close
ES Computer File ] Refresh
215 electronic resource a Showy Me
ﬁ? map ]

ES microfarm ] Picture

3 Slide a Remove

10 sound recording 0] Picture
.1 1 wideorecording 0 iz

The following parameters have default options available:
Audience

Category

City

Country

Language

Library Type

Location

Material Type

Media Type

CoNo,r®WNE
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10. Place of Publication
11. Province\State
12. Tax Rate

Adding Parameters
To add a new parameter value, follow these steps:

1.
2.
3.

4.

Click on “Administration” on the Navigator Toolbar.
Click on “Parameters”.

Select the parameter for which you would like to add
another value.

Click on “New”.

Type the value.

Select the “Default” checkbox, if you want it to be the
default.

Click on “Save”.

&% Set up Miscellanous Parameters

Farameter

Select I alue I Default I — Mew
1 - Grade 1 E dit
- Grade 2 =
- Grade 3 Delete
- Grade 4 Cloze
- Grade 5 Befresh
- Grade §

- Grade 7

- Grade 5

- Grade 9

- Grade 10

- Grade 11 b
- Grade 12

- &l People Default d|

0~ @t B L k=

w

-
ka = O

[C I R i T S B e

—
()

Staff can also assign pictures to material types, which will
then display in the Web OPAC.

Note: Material types cannot be edited once created. If you
need to edit a Material type, simply delete the existing type
and create another.
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Assign Picture to a Material Type

To assign pictures to material types, follow these steps:

1. Click on “Administration” on the Navigator Toolbar.

2. Click on “Parameters” on the Navigator Toolbar.

3. Choose Material Type from the dropdown list.

4. Highlight the material type to which you wish to assign
the picture.

Click on the “Picture” button.

Choose a picture from your files and assign it to the
material type.

¢ Set up Miscellaneous Parameters E3

o 0

Farameter RIS g
| code | vale | Price | Defaut | Hew
1 B Book 0 Defautt Edit
H 2 [com  [computer file] 0 m
E 3 elec electranic resource ] —
§4 hlap map ] ﬂ
QS micr  microform ] Refesh
B Sl Slide ] Show Me
ET zoun  sound recording ] -
Bs  vide videorscording ul Picture
Remaove
| FlEe
Errirt |

Z39.50 Hosts

The Insignia Library System has a seamlessly integrated
interface that allows patrons to search any library in the
world that is Z39.50 compliant. The Insignia Library
System comes with predefined libraries that are Z39.50
compliant. Staff can add more libraries of their choice.
Technically, there is no limit to the number of libraries you
can search, but it is recommended the number be
reasonable. If there are too many libraries and you select
all, then undue stress may be applied to your network.
Before you can enter another library for 239.50 search,
you will need the following information:
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= |P address

= Port number

» Database name

= User ID and password (if any required)
= Adding New Z39.50 Host

To add a new library in your Z39.50 search, follow these
steps.

1. Click on “Administration” on the Navigator Toolbar.

2. Click on “Z39.50 Hosts".

3. Click on “New".

4. Enter the information required.

5. “Enabled” means show the 239.50 server on the list.
“Default” denotes that it automatically appears pre-
selected in the list.

6. Click on test to validate the connection.

7. If connection is successful, then click on “Save”,
otherwise verify the information.

A3 239.50 Host — 43 Records Found = [ox]

Find Host  Host |
RSB UES Im ¥ Defautt ¥ | Enatls (:ew
one
Mick Mame IAMICUS =0
I Adcress |1 4278408 % Delete
Databasze Name IANY Port I21D Fir=t
User IO = P Y Previous
Ibschnew{er ASSVYON Iamlcus1 Next
Max Records I—SD Lesn
et Edfting History —————————————— Close
Created Refresh
Created By Admin 0001 Shio Me
Laszt Modified
Last Modified By Test

Insignia Libraries

To set up additional Insignia libraries for your system to
search, follow these steps:

1. Click on “Administration”.

2. Click on “Insignia Libraries”.
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3. You can search for the library you want to edit, or click
on the new button to add a new Insignia Library.

4. Once all information is entered, click on “Save” to save
your changes.

Change Personal Password
To change your personal password, follow these steps:

Click on “Administration” on the Navigator toolbar.

Click on “Password”.

Input old password, then new password, then retype new
password for confirmation.

Click on “Change “.

Change Password x|

Cld Password I

Mews Passwiord I

Confirm Passward I

Changel Cancel |

Security

Security permissions can be set up from the patron screen
or they can be set up from Administration in the Navigator.
The Insignia Library System allows you to create a group
and assign permissions to it and then add patrons to this
group. This makes maintenance simple and is the
recommended method of assigning permissions. Patrons
can be assigned permissions individually, but this
approach is not recommended and should be used as an
exception rather than as a standard practice.

Assigning Groups and Permissions to a Patron

To assign groups and permissions to a patron, follow these
steps:
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A% Secutity

Grnupsl Permissions  Patrons |

Search By [First ame

Efstart e =] Jpieia
=

Patron IAIl:la Harris:

Member Crf

]

Patron Permission

Finiel

O &amin
[Finance
[Helpers
[Librarian
[Otiew Group
O school &
Oschoo e
O school ©
[ stait
Student
[ Teacher

Select &1 | Deselect All

-[J&sssts
O catalon
-[Jchange System Settings

-Oinventory

- mairtenance

- media Manager
-OPatrans

-[JPrirt Reports %
-Orurchase

Osesrch

Select Al | Deselect Al |

Show Me

Save

Cancel

1.
2. Click on “Security”.
3. Click on “Patrons” tab.
4.
5.
the security from the dropdown list.
6. Click on “Edit".
7.

belong.

Enter the search criteria to find the patron.
Select the patron for whom you would like to change

Click on “Administration” in the Navigator Toolbar.

Select the groups to which you would like this patron to

8. Select the permissions you want to assign to this

patron.
9. Click on “Save”.

10. Note: you may find it easier to change permissions for

a single patron from the patron profile.

Assigning Permissions and Patrons to a Group
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\] Security x|

Groups IPerm\ssions | Patrons |

Maintain Security for a given group

Group Istaﬁ j

Granted Patrons Granted Permizsion

Carmen Smith A= O 2ssets

Christopher Marten B [ catalog

Colleen Andrevws - [ Change System Settings
Conrad Pearson B (] Circulation

-- O invertory

Darrel Sevward
® [l [] Maintenance

Denise Jacobs

Save

Farley Fool - [] Media Manager =
OPatrans Show Me

James O'Neal O Print Reparts

Jil Greenwood [JPurchase

Joseph Alonsa Search Add

uicky Tawylor Patrons

Lena Chattertan =

Lonnie Johnston %

Paula Doucet

Rita Lane =l

Select All | Deselect Al | Select All | Deselect Al

To assign permissions and patrons to a Group, follow
these steps:

ogkrwNE

B © o~

Click on “Administration” in the Navigator Toolbar.
Click on “Security”.

Click on the “Groups” tab.

Select the group from the dropdown list.

Click on “Edit”.

Select the permissions you would like to assign to this
group.

Click on “Add Patrons”.

Specify the search criteria for patrons.

Click on “Find”.

0. Select all the patrons you would like to make members

of this group by checking the box beside the patron
name.

11. Click on “OK".

Assigning Permission to Patrons and Groups

To assign permission to groups and patrons, follow these
steps:

1.

2.
3.
4

Click on Administration in the Navigator Toolbar.
Click on “Security”.

Click on “Permissions” tab.

Select the permission from the dropdown list.
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5. Click on “Edit".

6. Select the “Patron Group” to which you would like to
assign the permission.

7. To grant this permission to individual patrons, click on
“Add Patrons”.

8. Specify the search criteria for patron and click on
“Find”.

9. Select those patrons to which you would like to assign
the permission by selecting the checkbox.

10. Click “OK”.

11. Click on “Save”.

Q. Security 5[

Groups  Permissions IPatansl

Maintain Security for a given permission

Permission ISet Due Date j

Patron Permission Group Permizsion

Franmy Young Admin

J Mack [Firance

OHelpers

Librarian

O new sroup Save
[ school & cancel
schaclB
O schaal
[ statf

O student il
[ eacher Patrons

Shon hie

o |k

Select Al | Deselect Al | Select Al | Deselect Al

Making Global Changes

The Insignia Library System allows staff to make global
changes. It is important that staff verify the criteria of any
global changes process since GLOBAL CHANGES ARE
IRREVERSIBLE. You may also apply Global Changes to
subsets by choosing the “Apply to Subset” checkbox. To
make global changes, follow these steps:

Click on Administration in the Navigator Toolbar.

Click on “Global Changes”.

Select the global change you would like to make.
Define the parameters (if any).

Click “OK”

arwpdE
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6. Confirm the changes if you are sure.

‘:‘.: Global Change N [=FS
Warning
Once confirmed, global changes are IRREVERSIBLE
—Criteria
Chang ; atio .
Change Homeroom | | Change Copy Location

Change item circ type
Change patron circ type .

Change patron group From: IRDDm 143 ]v
Change patron's expiry date To: Mair Floor

Change patron's grace

Delete all the patrons in 3 grade

Delete copies that are marked "To be Delete
Delete events

Delete inactive patrons

Delete tems by call Mo

Delete itemz by date created Iﬁ
Delete tems without copies suhset Cats and Dogs Ar
Delete lost copies

Dizable expired patrons

Dizable patrons in a grade |

Forgive patron's fine j [o]4 | Cloze | Shanel

Purge loan history

Power Global Changes

The Insignia Library System also adds this powerful new
feature to search for and make global changes to your
data. It is important that staff verify the criteria of any
“Power Global” changes you wish to make since power
global changes are irreversible. You can limit the data by
Author, Budget, Call Number, Circ Type, Copy Status,
Created by, Item Barcode, Library Name, Local Call
Number, Location, Note, Price, Replacement Cost,
Subject, Subset, Target Audience, Title and Vendor. You
can also limit the amount found.

To use the Power Global Change in your library, follow

these steps:

1. Once again remember that once any change is made it
is irreversible.

2. Click on “Administration” in the Navigator Toolbar.

3. Click on “Power Global Change”.
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4. Select the Category you want to modify with the drop
down menu.

5. Select your Search criteria and then click on “Find”.

6. After your search results display, you can then choose
the field you want to modify by selecting an item from
the “New Value” drop down menu.

7. You can then enter the value you want to change your
records to in the box to the right.

8. If everything then looks correct, then click on the
“Change” button to make your changes.

Error Log

The Insignia Library System has a built in error tracking
system that allows it to track any system errors. If there is
a problem, Insignia technical staff will try to solve it over
the phone. If this process of troubleshooting does not
work, you will be asked to send the error log, which our
staff will analyze.

A% Error Log Yiewer =101 x]
“iewe From

7 First Evert * Events O | Jul 092004 09:50:48 vl o o0t
Computer: Ll
Yieww Through OMPLIEE - a)lz Vl BT
% Last Event " Everts On: IMQ 09 2004 09:50:45 'I| Teypee: _ vl —
Show Me

To send the event log to Insignia Software, follow these
steps:

1. Click on Administration in the Navigator Toolbar.

2. Click on “Error Log".

3. Specify the parameters (if any).

4. Click “Send Out".

Although it is possible to clear the error log, we do not
recommend it. To clear the log just select the desired
criteria and click on delete.

User. <Al ~| _ Delete Al

Backup

Backup can be done manually or it can be scheduled. By
default backup is done every night at 12:00 AM. The
backup file is saved in the default backup directory of the
SQL Server. This directory should be backed up every
night by tape or suitable substitute.
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e

V¥ Schedule
¥ Enable Backup " Dizakle Backup
Cloze
[1onztsam = % Shavw Me

To manually backup or create a schedule for the library
system:

1.

2.
3.
4

o

Click on “Administration” in the Navigator Toolbar.
Select “Backup”.

Click on “Backup” to start the backup.

To create a new backup schedule, you must make the
first backup (by clicking on “Backup”).

check that the Insignialibrarybackup.bak file is being
backed up on another computer or to tape drive and
that the date is current. This will allow you to restore
the system (in the event of a problem) with current
data; thus backing up the Insignialibrarybackup.bak file
is critical.

Restore
To restore the library system, follow these steps:

Caution:
Restore will result in the loss of changes made since the
last backup.

S| Restore E

Restore Library System D atabasze
Back

User Mame Isa Next

Pazsword Imue
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G
Dlestination —
Backup Date: - i
J Hestone
|
LCloze

Click on “Administration” on the Navigator Toolbar.
Click on the “Restore”.

Enter the user name and password.

Click on “Next”.

Select the backup you would like to restore.

Click on “Restore” to start the restoration.

call Insignia Software before restoring the data.

NookrwbhE

Import Data

The Insignia Library System allows staff to import data for
patrons and materials. Staff can import data for patrons
from any student information system using user-defined
templates.

The Insignia Library System can import any file that is
MARC compliant. When importing data you should decide
if you want to import Copy Information and also what to do
if the title already exists in the database.

Staff can also choose to do a MARC test on the data they
want to import to determine if the MARC records can be
imported successfully into the library system. To test a
group of MARC records, click on the “Test” button.
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A% Import Item o m] [
tem |Textb00k| Schedule | Loan | Offline Circl Accelersted Reader | Text Catalog | Lex 4| ¥
— Cptions
Flelame | Select File
hdapping Format: INONE 'I _ Impor |
If :he item being imported slready exists then % s
Shiow Me
o) Skip the ten (o Update the hem 7 Creste news lem | -
Test
¥ Include Cope Information in Tag 852 [~ Al Fretix I

@ Skipthe Copy 7 Update the Cogpy

Halding Farimst: | vI ™ Muti Copies

[+ Show errar IMEZsa0es [ Tewtbock MART Data

Oy replace thesa tags when updsta tam I
Dt Unicpie By I:i'fstem Letined ﬂ

Slalaz.

| MERRING

Import Items

To import materials information, follow these steps:
Click on “Administration” on the Navigator Toolbar.
Click on “Import” on the Navigator Toolbar.

Select the “Item” tab.

Select the options for importing data.

Select the file from which to import.

Click on “Import”.

oukrwnE

Map Tags

You may also choose to map certain tags when importing
items. To map tags, follow these steps:

Click on “Administration” on the Navigator Toolbar.
Click on the “Import”.

Select the “Item” tab.

Click on “Select File” and locate the file accordingly.
Click on the “Mapping” button.

arwdPE
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Format Type IDELE % j
OthrTag  |OthrSub|  SvsTag | SwsSub |
1 024 a =092 a =]
2 024 b 092 b
3
. — = 1
5 Add Tag
B
: —| Dokt |
3 Eanme!
il _ Coe |
12
13
14
15
16
17
18
19
20 hd

You can either choose to edit an existing mapping type or
to create a new one.

Edit an Existing Mapping Type:

1.

2.
3.

6.

Choose which format type you wish to edit by selecting
one from the dropdown list.

Click on “Edit”.

Choose which tag you wish to edit and either double
click on it, start typing it in the box, or click on “Add
Tag”.

The system will automatically give you the list of MARC
tags to choose from.

The first two columns are the original tag and subfield
you would like changed. The second two columns are
the tag and subfield you wish to map them to.

When finished click “Save”.

Create a New Mapping Type:

1.
2.
3.

Click on “New”.

Type the name of the format type in the box.

Follow the same steps as above to enter tags you wish
to map.
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4. When you are done, click on “Save”.

5. On the “Item” tab, once you have chosen the file you
wish to import, simply click on the “Mapping Format”
dropdown list and choose which format you wish to use
when importing.

Import Patrons
Staff can import data from different sources. Using the
Insignia Library System, staff can create templates to
import data from any student information system. To create
a template you need to know how the data was exported
from the student information system. Staff may also
choose to import pictures for patrons. To import Patron
information, follow these steps:

1. Click on “Administration” on the Navigator Toolbar.

2. Click on “Import” on the Navigator Toolbar.

3. Select the “Patron” tab.

A% Import Item =10 =]

Schedle | Lan\J Oifline Circ | Accelersted Reader | Text Catlog | Lexie  Patran
—Options

3

Fie Name | Select File
Faormat Inzigniz j | gt
Patron ldentity |Barcode j Cloze
IV skip the first line I™" Undste exist record only Shaw Me

I Compare date modified I Add prefix I Camiel |
If the patron recard being impotted already exists then

Save
s Skip the patron ' Create new patron o Update the patron ‘ ﬂl
Prture Peth | -] L

Picture Mame Start With: IEIarcode vl [ &dd Prefix |P1 o]

ey
Jersey
Impart

Status:

4. Select the file you wish to import from.
5. Select a format for importing the data by clicking the
down scroll button beside the format search box. You
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may create or modify a custom import format by
clicking on the “...” button.

\“.: Import File Format Specification

b
Farmat Name Im Ok |

Tatal Field Amount 10

) Fize Field Farmeat € Tjak Defimitec

1% Delimiterd Formet |

# | Field Mame

P |10 Relation
| 1 Barcode
2 iy
| g Country
R
|+ EcPhone
e ECAddress
| |7 Emal

6. Click on “Import”.

7. If you want to import pictures, select the file and click
on “Import Pictures”.

8. By default the program will match the pictures by their
Barcode Number. We have now also added the ability
to have it also match by Patron ID or Student ID

9. If the data is inconsistent with what the system is
expecting, warnings such as “The fields ended before
expected, do you wish to continue?” will appear. A
message such as this implies that the imported file is
not in the format expected and may require specifying
a different “Format” or creating a custom format to
properly handle the import.

Import Loan Data

To import loan information, follow these steps:

1. Click on “Administration” in the Navigator Toolbar.
2. Click on “Import” in the Navigator.

3. Select the “Loan” tab.

4. Select the file name you would like to import from.
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5. Select the field order, and how the fields are separated.
You can also choose if the items are textbooks or if you
need to skip the first line of information in the import
file.

6. Click the “Import” button to import the loan information.

\‘.: Import Item — |E||i|
tem | Patron Loan |Textbook | Offine Circ | Accelerated Reader | Text Cataiog |
—Options

File Mame I Select File
Import
Patran Barcode Field Mo |-1 CheckOut Date Field ko I Close
Show Me

Copy Barcaode Field Mo |2 Oweercue Date Field Mo I

Seperator I; [ &dd Prefix to Patron I
™ Skipthe first line ™ Tewtbook ™ Eloguent
Status:

Import Textbooks
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ttem | Patron | Loan | Offline Circ | Accelersted Reader  Textbook |Te>d Catalogl Lezxile I
™

—Options l»\§
File Nae | Select File
Farmat I j | Mgt
IV Skip the first line Close

It the item record being imported already exists then Show Me

* Skip the tem " Creste new item . Updste the tem ‘

If the copy record being imported already exists then

‘ " Skip the copy " Updste the copy ‘

Status:

To import textbook data from a system that is not MARC
compliant, the data must be pre-defined before the import
has begun. If the data is MARC compliant, then data can
be imported from the “ltem” tab by selecting the checkbox
for textbook.

To import textbook data in an ASCII file, follow these steps:
Click on “Administration” in the Navigator Toolbar.

Click on “Import” in the Navigator.

Select the “Textbook” tab.

Create/specify the file format.

Select the file name you would like to import from.

Click on “Import”.

ogrwnNE

Import Accelerated Reader

To import Accelerated Reader files, follow these steps:

1. Click on “Administration” on the Navigator Toolbar.

2. Click on “Import” on the Navigator Toolbar.

3. Select the “Accelerated Reader” tab.

4. Select the file name you would like to import from by
clicking on “Select File”.
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5. Then, setup the fields correctly by placing a value in
each of the fields. Make sure this value corresponds
with the column designated in the file.

6. Once done, you can click on the “Import” button to
import the Accelerated Reader information.

\‘:1 Import Ttem - | E||1|

tem | Loan | Patron | Textbook | Offine Circ [ | Text catalog | Lexie

—Options
FileName | Select File
Import

QuizMum Field No : |1 Book Level Field No:lg Close
Show Me

Points Field Mo : |5 Title Field No : |1g

Author Field Mo : Ig

Seperator : Tab - Skip Lines : Iz

[~ FixLength

Status:

Offline Circulation

If your circulation computer loses connectivity with the
server, you can perform offline circulation. Once the server
connection has been restored, you can update the
circulation data.

When server is down, start “Offline Circulation” from
“Program Files\Insignia\Library”.
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A% Import Item =0 x|

ftem I Patronl Loan I Texthook  Offline Circ |Accelerated Reader | Text Catalogl

Import
Click import button to import Close
offline circulation data Showe Me

V¥ clear the imported records

Status:

Export Data

The Insignia Library System staff can export data related to
items, patron and loans. Data exported for items is in
MARC format and data exported for patrons in ASCII
format.

Export Items

When exporting item information, staff can choose to
export copy information as well. To export item
information, follow these steps:

Click on “Administration” on the Navigator Toolbar.
Click on “Export”.

Select the “ltems” tab.

Select the desired parameters.

Specify the file name or keep the default (default path
is the application folder, c:\program
files\insignia\library).

Click “OK”.

You can also map tags when exporting items the same
way as when importing.

arwdE
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=10 x|

ftem | Patron | Loan | Fine |

Al (e [ emosa 1 |

MARC Format INONE ,l )
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Call No. from Packed By I— Show Me

Ta I Box # I T Print
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b ﬁ%g 09 2004

Title (& ny match) I

|<AII> j v Export

Copy Infa

Location

0 Records Exported

Export Patrons

To export patron information, follow these steps:

Click on Administration in the Navigator Toolbar.
Click on “Export”.

Select the “Patron” tab.

Select the desired parameters.

Specify the file name or keep the default one (default
path is the application folder, c:\program
files\insignia\library).

6. Click “OK".

arwdE
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ftem  Pstron | Loan | Fine |

File: Marme |Patronoa0a
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I Creste Date
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To |¥ fug 09 2004 vl

I Subset Bl

I Homeraom 104
[ Grade [EEE
|- Patron Grougp
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I Barcode

From I

=101 x|

]
[ ]

Close

TDI

(2

Patron Pictures
Export directory:
0 Records Exported

Expaort Patron Picture

Show Me

Export Loan Data

To export loan information, follow these steps:

Click on Administration in the Navigator Toolbar.
Click on “Export” on the Navigator Toolbar.

Specify the file name or keep the default one (default

path is the application folder, c:\program

1.
2.
3. Select the “Loan” tab.
4. Select the desired parameters.
5.
files\insignia\library).
6. Click “OK".
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File Mame |Loannaoa [

—Criteria

™ Create Date ™ Barcode E
From [ s 0aooos | From | o |

To [¥ g 03 2004 -] To | Show Me
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0 Records Exported

Export Fine Information

To export fine information, follow these steps:
1.

2.
3.
4

Click on “Administration” on the Navigator Toolbar.

Click on “Export” on the Navigator Toolbar.

Select the “Fine” tab

Select the file name or keep the default one (default

path is the application folder, c:\program

files\insignia\library)

Choose either “Summary” or “Detail” from the criteria

box.
Click “OK".
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Close
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“In Use” Monitor

The Insignia Library System allows staff to see who is
using the library system and which module they are using.
This allows the librarian to warn those using the system to
log off before using the restore function.

The Insignia Library System is a true multi-user client
server application. This means that it will not allow two
users to modify the same record at same time. This is
achieved by locking the record for the first user. It is
possible that the user's machine could crash (without
releasing the lock). If this happens, then no one else can
edit that record. By using the “In Use” monitor, staff can
see who is using the module and can remove the lock.

To see who is using the Insignia Library System, follow
these steps:

1. Click on “Administration” on the Navigator Toolbar.

2. Click on “In Use” on the Navigator Toolbar.

3. Select the desired module from the dropdown list.

4. To unlock a given record, select the record and click on
“Unlock”.

If you want to see who is logged into the Insignia
Library System, select “Current Users” from the
dropdown list.

o
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=101 ]

Unlock |
Patron_Mame |Locked_at Time_Locked |L0cked_hy Preview |
» |Rachael Lisa McKinno  ISCDEYL Dec 04 2002 13:53  Admin 0001

\‘: Record In Use

Type

Close
Refresh
Showe he

Inventory

In the Insignia Library System inventory is a simple two-
step process. You may choose to inventory the entire
library or any part of it. Inventory may be discontinued and
alternatively re-continued at any point. Staff may also use
hand-held scanners for inventory and then specify the file
name in “Import from File”. In this way, incoming records
held in the imported file are compared with the current
collection to discover unexpectedly “lost” copies. We have
also added the ability for you to search and use the
inventory date within the system. You will be able to use
this feature in reports and search mechanisms.
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To inventory your library, follow these steps:

1. Click on “Administration” in the Navigator Toolbar.

2. Click on “Inventory”.

3. Choose to inventory the entire library or part of it (if you
only want to do a partial inventory, enter the desired
range of call numbers or specify a material type).

4. Click on the “Initialize library system...” button.

5. Scan in the item barcodes individually or choose to
import a data file (in which you have saved barcodes
from the handheld scanner).

6. Once you are done scanning or importing the
barcodes, you can click on the “Print” button to print a
list of all the items that have not been scanned, and are
therefore missing. To finalize the inventory process and
change the status to “Missing”, click on the “Change all
un-scanned items to Missing” button.

7.

To see the Miss-shelved items during the inventory
process, select the checkbox for “Check Miss-Shelved
Iltems”. Once you are done the inventory, you can click
on the “Print Miss-Shelved” button to print a list of all
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the items that were Miss-shelved. You must select the
“Check Miss-Shelved” button from the time you start
inventory in order to retrieve a complete list.

8. You may choose to delete missing copies. Choose an
inventory date range and then click the “Delete” button.
You may also choose to delete items without copies by
selecting the check box.

9. The system will treat items that are currently checked
out as accounted for in the inventory, so there will be
no need to re-scan them these items.

Customize Captions

The Insignia Library System also includes many Q-cards

and captions to help you within the program. We have

added an option that allows you to customize these

features to your own needs.

1. Click on “Administration” in the Navigator Toolbar.

2. Click on “Customize Caption”.

3. From the “Category” drop down menu choose either
Qcard or Caption.

4. You can then search for the Caption/Qcard needed.

5. Once found you can click on the caption shown in the
results field, and change it to what you would like.

6. If the items are locked there is an “Unlock” button
provided to alleviate that.

7. Once changes are made click on the “Save” button to
save changes.

8. You can also choose to apply these changes to all
current items found.

System Messages

The Insignia Library System allows staff to create
customized messages. These messages are automatically
sent to patrons when required. There are 9 messages that
you can customize. Staff can customize the following
messages:

1. Fine Message

2. Expired Message
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Interlibrary loan request message
Overdue message for patrons
Overdue message for parents
Overdue message for teachers
Reserve message

Routing message

Textbook overdue message

©CoN O ~W

x

\‘:1 System message = IEII_I

Type Expired mezszage j % System Meszage

Sukject  [Your Library Card | Expired " Custom Message

{Current Date} [0
Eciit
Delete

Dear {Patron First Mame} {Patron Last Mame}

Your library card is about to expire on {Expire date ! Please contact us to renesw it. Close

Sincerely Refresh
iLibrary Mame}

Show Me

[ Parameters

C_urrent Diate . Add
Likrary Mame

Patron First Mame
Patron Middle Name
Patraon Last Mame
Patron Phone Mumber
Patron Homeroom
Patron Grade

Select the fields you
want to include as
macros

Editing System Message

Click on Administration in the Navigator Toolbar.

Click on “System Messages”.

Select the “System Message” radio button.

Select a message type from the dropdown list.

Click on “Edit".

You can add variables into your messages. Place your
cursor where you want the variable to appear and then
select a variable from the list and click on “Add”.

7. Add text or edit any of the text in the message.

8. Click on “Save”.

Creating and Editing Custom Messages
1. Click on Administration in the Navigator Toolbar.
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5.

6.

Click on “System Messages”.

Select the “Custom Message” radio button.

Select the custom message you wish to edit from the
dropdown list. Or, click new to create a new message
and then enter a type and a subject line for the
message.

Add variables into your message. Add text or edit any
of the text in the message.

When finished, click on “Save”.

Library Events

You can create a school event notice that can be posted in
your library system. Patrons can view these notices from
the OPAC.

\‘:1 Events -- 5 Records found - |E||1|
Find Event Ewents |

Title Christmas
My
Contact Mame i
Mr. Smith Clone
Phonie Number (730) 2222222 Edt
Phone Ext. Delete
Start Date Editing History ————————| First
I.&pr 18 2002 'l Crested —
EpES [ay 19 2003 -] |crestsdy | Fresays |
Publish Date o T = Last Modified  Apr 19 2002 7:55:00 Mext
Last Modified By &cmin 0001 Last
Description Close
School will be clozed for christmas from Dec 15 - Jan 03. Pleaze return all the books by Dec 18. Refresh
Shaowy hle

Thank you

To add an event, follow these steps:

arwpdE

Click on “Administration” in the Navigator Toolbar.
Click on “Events”.

Click on “New".

Enter the relevant information.

Click on “Save”

Rescan Barcode
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The Rescan barcode process under the
Administration menu allows you to bring up a range of
items and then scan barcode numbers to attach to
those records. Sometime a conversion will just bring
in the records with no copies. So this is a way to add
the barcodes back to the books by scanning them into
the window.

To Rescan Barcodes, please do the following:

1. Go to the Administration menu and then to
Rescan Barcode

2. Next look up the range of items you want to
access

3. It will then bring up a list of all items that meet
your criteria. Please enter what ever values
needed into these fields

4. Next click on the Copy Barcode section and
then scan in the barcode you want to attach to
that book

5. Please repeat above steps for the items you
need to do
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Rezcan Barcade |

Call Mo From I;.v Tao |;.rg Search Copy Barcade
Title |
Title j 4]
iz & 80z : different paths JE)
p | & heginner's hook of off-loom weaving LI
A computer went a-courting : a love song for Yalertine's day
& family =l
A farm
A firgt book of Canadian art
A home v|
4] | Bl

¥ Move To Mext Row After Scan

Replacement cost ID

Call Ho I?45_1 PAR. Circulation Type Books: vl
Wolume I Copy Mo Circulation Date 9202008 vl
Price ID I1 Status In o
Wendor vl ™ Hald value

Condition vl

Location 'l ™ Hald value

Budget vl I~ Hold value

PO Mumber I [v] &l Inter Library Loan LI
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Assets

Asset tracking allows staff to trace the various assets of
the school, such as textbooks, audio-visual equipment and
computers. Asset Tracking consists of a “Media Manager”,
and a textbook tracking system.

Textbooks

The Insignia Library System allows you to keep track of
multiple textbook titles and volumes. Within the “Textbook”
module, information about vendors, orders, and textbooks
may be easily maintained and updated.

Creating Titles
To add an individual textbook title, follow these steps:

\‘i'_ TextBooks -- 2 Records - Dlﬂ

Find  Thles | Titles/Courses I Patron Status I Orders I

Title [wath Power 2
=
Author IBarkIry, Dan e
B I call No Cancel
(==l
| T 345 -
Publizher ICasswdy Pub. Place Luton T
Category [ Msth 7| copyright f2003 Ecition and et
Total |4g Ot Is In |42 Lost |1 Frevious
Iexd
Holcliny i i
o | Hiolding Detail | o
Barcode | Capy Mo | Status | Checkout By | Checkaout Dat | Due Date Library = Close
| b | TOO01000000001 1 Cut ZEWATSHY, 9/2/2008 12H8/2006 Inzignia Libr
T0001 000000002 2 Out Cozicar, Jacki 1/5/2007 6952007 Inzignia Likr, -
| Shio b
| |T0001000000003 3 Cut HOROLUK, B 1/8/2007 G207 Insignia Likr
| |T0001000000004 4 Cut PORTE, Jade  9/2/2006 12HB8/2006 Insignia Likr
| |T0001000000005 5 Bindery Insignia Likr
| |T0001000000008 -] Lost BAZIM, Franci 11/27/2006 12872006 Ingicnia Likr
| |T0001000000007 7 In Ingicnia Likr
| |T0001000000008 g In Ingignia Likr
| |T00010000000M0 10 In Irignia Likt
| |T0007000000011 11 In Inzigniz Likr
| TO001 000000012 12 In |nSIUFIa Libr ™ Previewm
4 »

Click on “Assets” on the Navigator Toolbar

Click on “Find/Add Textbooks”

Click on “New”

Enter the information you have about that individual
title

Click on “Save”

PwnE
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6. To add copies to atitle, locate the title and then click
on the “New” button located under the “Holding Detail”

tab

7. Enter the number of copies you wish to add when

prompted

8. Enter any additional information for the copies you are

adding

9. Click on “Save”

Linking Titles and Courses
Linking titles and courses allows you to keep track of which
textbooks are required for which course. To link titles with
courses, follow these steps:

\‘: TextBooks -- 2 Records o ] 9
Find  Tiles | Titles/Courses I Patron Status I Orders I
Title [Math Power 2
Author IBarkIry, Don D
P Cancel
1SBr ISSN A0 TR 348
I Edit
Publizher ICasswdy Pub. Place Lutan Delste
Category [ ueth 7| copyrignt 2003 Ediion  [ond Frst
Total [as out [ N faz Lost o Previous
Iext
Holeli i i
g | Holding Detail | e
Barcode | Capy ko | Statuz | Checkout By | Checkalt Dat | Due Date Library o Close
|+ |TO001000000001 1 Cut ZAMATSKY, /202008 12H8/2006 Ingicnia Likr
| |T0001000000002 2 Ot Cozicar, Jacki 1552007 Bigr2007 Irigniz Likr,
| |T0001000000003 3 Qut HOROLUK, B 17872007 B1972007 Inzignia Likt D
| |T0001000000004 4 Out PORTE, Jade 97272008 121812006 Inzignia Likt
| |T0001000000005 5 Bindery Inzignia Likr
| |T0001000000006 [ Lost BATIN, Franci 1172772006 121852006 Inzignia Likt
| |T0001000000007 T In Inzignia Likr
| |T0001000000008 g In Inzignia Libr
| |T0001000000010 10 In Inzignia Libr
| |T0001000000011 11 In Insignia Likr
TO001 00000001 2 12 In Previgwy

-

Insicyia Likr T
il

1. Click on “Assets” on the Navigator Toolbar
2. Click on “Find/Add Textbooks”

3. Click on the “Titles/Courses” tab

4. Choose a course from the list on the left
5. Select the textbooks you wish to link to that course
from the list on the right by checking the box to the left

of the title

6. Click the “Up or Down Arrows” to assign or un-assign
checked titles on the list to a given course
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Adding/Delete Course

To add a new course, fill in the information on the bottom
left corner (title and course code) and click on the “Add”
button. To delete a course, select the course and click on
“Delete”.

Patron Status

Patron status allows you to see textbooks that have been

checked out by a patron. To see the status of a patron,

follow these steps:

1. Click on “Assets” on the Navigator Toolbar

2. Select "Find/Add Textbooks”

3. Click on the “Patron Status” tab

4. Scan in Patron card (or enter the first name or last
name depending on the default criteria you have
defined in Configuration >> Circulation

5. Click on “Find”

Order Status

To see an order detail, follow these steps:

1. Click on “Assets” on the Navigator Toolbar

2. Select “Find/Add Textbooks”

3. Click on the “Orders” tab

4. Find the order you are interested in (or set “Search By”
to “ALL" to display a listing of all orders)

Note: Orders cannot be modified from this interface; you

can only modify from the Acquisitions module.

Textbook Barcodes
To print textbook barcodes, follow these steps:

1. Click on “Assets” on the Navigator Toolbar

2. Click on “Textbook Barcodes”

3. Find the item you wish to print barcodes for by
choosing your criteria. Options for criteria are:
3.1. Date created
3.2. Date updated
3.3. Barcode range
3.4. Call number range
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3.5. Author range
3.6. Title
3.7. From list

Media Manager

The Insignia Library System allows staff to keep track of
items such as equipment, rooms and kits. Staff may enter
detailed information about equipment, including
reoccurring maintenance schedules. Staff may also enter,
update and track booking information according to blocks,
time periods, or a weekly schedule.

Equipment

We have now added a new feature to allow you to make
Equipment non searchable on web. To find a piece of
equipment, follow these steps:

\‘;1 Equipments —- 702 Records _ IDIEI
1. Find Equipment 2. Detal |
—Equipment
Title: E—

Barcoce |31-MD— Media Type W Cancel
Price [jomo wendor Y — Ecit
Replacement Cost I$DDU— Condition Delete
PO Mumber l— Stetus = First

4|«

=
piccel T Date Purchased p— = Previous
Serial Mo lw— LT ” t Mt
EmEEREr Checkaut Date/Time 10007 005 1508 : Last
B 2 o207 Due Date/Time TR —— i

Check Out By it
Showy Me |
Lazt Check Cut By [~ mMon Searchable | Fixed

Circulstion Type Bioak vl Combination
Technician Charge (40,00 Rertal Charge |$D oo Delivery Charge Ig;g_gg

Special Instructions v Interlibrary Loan Maintenance Schedule
 wizekly O Morthly  © Annual

Hoee Orften I ™ In Mairtenance
— In Maintenance From j""“ 20 352007

In Maintenance Tao ™ 2namor
Lt Maintenance Date [

|

K| K K
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1. Click on “Assets” on the Navigator Toolbar

2. Click on “Find/Add Equipment”

3. Enter your search criteria and click on “Find”

4. To see detailed information about a specific item,

double click on it

To add a new record for a piece of equipment, click on

the “New” button

6. Enter all relevant information including model, price,
serial number, and manufacturer. You may also setup
a specific (optionally reoccurring) maintenance
schedule for each item that is entered

7. Enter any notes or special instructions

8. Click on “Save”

o

Rooms

To search for a room, follow these steps:
A% Rooms —- 2 Records k =1o =]

1.Find Rooms 2. Detail |
—Rooms
Title

Study Room —_—
Cancel
Check Cut By | Status Ausilable 'l —

) Edit
Due DatefTime 0070216 1528+

Save

Delete
Last Check Cut By I Capacity ID T

Comments Circulation Type I Room j Preyious

It

Last

Close

Refresh

Showe he

Click on “Assets” on the Navigator Toolbar

Click on “Find/Add Room”

Enter your search criteria and click on “Find”

To see detailed information about any room, double
click the item on the grid

To add a new room, click on the “New” button

Enter the information for the new room, including the
name, capacity and comments/notes

7. Click on the “Save” button

PwpnpPE
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Kits
To search for a kit, follow these steps:
\‘il Kits — 3 Records =lE]x]
1.FineKits | 2. Detail | B
Kits
Title Multimedia ki o
Barcode Imom 000000003 Status In - S
Edli
Check Cut By Check Out DateTime W{ o
Due DatefTime Ifzoomz 18 16:29 l ™ Allaw Interliorary Loan -
Last Check Out By Clrcu\atlon Type Ikrt j Bresious
et
Comments mp—
Close
Refresh
Show Me
Kit Components Title I Find Equipment
Title Barcods I Title: I Barcode I
Ower MOOD1 000000001
O Bogen cTa0 0308 ;I
~
1. Click on “Assets” from the Navigator Toolbar
2. Click on “Find/Add Kits”
3. Enter your search criteria and click on “Find”
4. To see detailed information for a kit, double click the

item on the grid

To add a new Kkit, click on the “New” button

Enter the information for the kit, including the title,

barcode, and comments/notes

7. To add components, click on the “Find Equipment”
button

8. Click on the checkbox beside the equipment name and
select the left arrow to add this piece of equipment to
your kit. Follow these steps for all other pieces of
equipment you wish to add

9. Once you are done, click on the “Save” button

o a

Bookings/Check Out
The Media Manager allows staff to book equipment,
rooms, and Kits in advance, by a time period or block, or on
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a weekly schedule. To check out a Media item follow
these steps:

~4:Media Manager Booking/Check Out =101x]
Check Out |Elook|ng | Booking List | [}\

Patran |P1 550000014 Find Patron Lee hiller

IEquipment j I1Emm Film Prcuec:trursj

Title | Barcode Status Checkout | Cloze |
3" Lens for Projectors 22a-12 In

25mm Leng ofr ELS100 2285 In e I 2112007 d
25mm Lens for EL5100 22a-B In

anamorphic for Projectors 228-9 In 03:30 PM j
anamorphic for ELS100 228-2 Out lﬁ
S0mm Lens for ELS100 22a-3 Out T 212007
S0mim Lens tor EL5100 nssopm =
Bell & Howell 22-26 Out —

Eima 15-CL 2227 n [ Pl ¢ pever
Kodak 22-28 Out

Eimo 16-CL 22412 Out

Elmo 1 6-CL 2220 In ™ Technician Reguired
Bell & Howvell 2225 Out Comments

Elmo 16-CL 22-08 Out

Elmo CX 350 22410 In

Elmo 16-CL 22-1 In

Click on “Assets” on the Navigator Toolbar

Click on the “Media Checkout”

Scan in Patron card (or enter the first name or last

name depending on the default criteria you have

defined in Configuration >> Circulation)

4. Specify your search criteria for equipment by clicking
on the dropdown lists, enter your search and click on
“Find”

5. This will display the equipment matching your search
on the left side of the screen

6. Highlight the item you wish to checkout and specify the
time period or block you wish to have it checked out

7. Click on the “Checkout” button on the right side of the

screen

wn e

Media Booking
To book a Media item, follow these steps:
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~3-Media Manager Booking/Check Out P ] 3
Check Qut  Biooking | Boaking List I k
Patron P199000001 4 Find Patron | e by
Equipment j |1Bmm Filrm Projectiors j Al Selected tems are available
Title: | Barcade Status | -
3" Lens for Projectors 225-12 In
25mm Lens ofr EL5100 22a-5 In
25mm Lens for EL5100 22a-6 In
ansmorphic for Projectors 2259 In
anamorphic for ELS100 225-2 ot
S0mm Lens for ELS100 22a-3 out
S0mm Lens for ELS100 22a-4 In
Bell & Hovwell 22-26 Out
Eimo 16-CL 227 In |
Kodak 22-28 Out
Elmo 16-CL 2212 Ot
Elmo 16-CL 22-20 In
Bell & Howell 22.25 out hd|
From | 2ieo0r | Jossopm = G Back_|
Ta 1 — Technician Availability
[2izonr = Jorzopm 51 Fomce
& Pickup " Deliver
Cloze I

whh ke

Click on “Assets” on the Navigator Toolbar

Click on “Media Booking”

Scan Patron card (or enter the first name or last name
depending on the default criteria you have defined in
Configuration >> Circulation)

Now you can specify your search criteria by clicking on
the dropdown lists, the first list will allow you to specify
whether you are searching for equipment, kits or
rooms. In the second drop down list select the
appropriate type (if any) and click on “Find”

This will display the media matching your search on the
left side of the screen

Highlight the item you wish to book and specify the
time period or block you wish to book it for.

Click on the “Availability” button to check if item is
available to book and if it is, click on the “Book” button
on the right side of the screen

Media Booking List

Staff can view the bookings list for all patrons, or for a
specific patron. Staff can also view outstanding bookings,
checked out bookings, or finished bookings. To view the
bookings list, follow these steps:
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\‘;‘_ Media Manager Booking,/Check Out

Check Qut | Booking  Booking List |

=10

[ Search Criteria

Booking Between
Patron Barcode

| 2500

¥ ftems To Check Out " ftems To Check In

=] and [ongpor 7]
] Find Petron |

" Finished Bookings Shaw Al

List P |
Check Im

Select Al I Deselect Al |

rand Total Amaunt Paid

Check Out
Cancel
Preview Close |

Title I Barcade

| Time Fr | Time To | Booked By

| pate start | Date urti | status |

1221 1221 Meagan YA
14:36 14:36 Lee Miler

2M52007 22002007
2152007 202002007

1 7s)califone 1815 R 01-02
D [177Farrtronics Ma0-B/P 03-54

Rerntal Charge

Comments & Pickun ) Deliver; ™| Technician Reguired

Delivery Charge

Technician Charge
I Peid Tatal

Click on “Assets” on the Navigator Toolbar

Click on the “Media Booking List”

To view outstanding bookings for all patrons, specify a
date range, make sure the “Outstanding Bookings”
radio button is selected and click on “List”

4. Follow these same steps to view “Finished Bookings”
and “Checked Out Bookings” for all patrons

wh e

To View Bookings for a Specific Patron

1. Specify a date range

2. Scan in patron card (or enter the first name or last
name depending on the default criteria you have
defined in Configuration >> Circulation), or click on
“Find Patron” to search for a patron

3. Choose the desired radio button and click on “List”

Media Check in

The check in function in Media Manager is much the same
as the check in function in normal circulation. To check in
Media Manager items, follow these steps:
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\‘i'_ I*k*dia Manager Booking/Check Out

P ] 3
Check Out | Booking  Booking List |
[ Search Criteria
List Paicl
Booking Between | 2¢ 12007 =] and [oompor 7] |
Patron Barcode I Find Petran | Gheck Out
 ftems To Check Out % fems To Checkin ¢ Finished Bookings  ( Show Al Sheck I Eancel |
i i Cl
Select Al I Deselect All | Grand Total 50,00 Amourt Paid 0,00 Preview Bz
Title I Barcade | Time Fr | Time To | Booked By I Date Start I Date Lintil | Status |
[ 1160)50mm Lens for EL5100 228-4 15:30 15:30 Lee Miler 2MBR2007 20142007 Use

Rertal Charge:
Comments & Pickun ) Deliver; ¢

I~ | Technician Required

Delivery Charge
Technician Charge
I Peid Tatal

Click on “Assets” on the Navigator Toolbar

Click on the “Media Check In”

The Items to check in radio button will be selected and
the items due within the selected date range display.

4. Check the box for the item(s) and select the Check in
button

whh e

Media Barcodes

Staff can print barcodes for equipment. To print equipment
barcodes, follow these steps:

/™ print Labels I ] 3
Categaory -
Prewigww
Custom Layout I bag j Custom
Search Criteria Cloze
j j Shows Me
- - Expoart!
— — Impart
- -
ot By - ricn
Sort B ™" uni
Start &t Fow |1 Column: |1 Copigs: |1

1. Click on “Assets” on the Navigator Toolbar
2. Click on the “Media Barcode” button
3

From the “Category” dropdown list, choose the type of
barcodes you want to create
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4. If you are using a previously created layout, choose
from the “Custom Layout” dropdown list
To create a new layout, click on the “Custom” button
Click on New and enter a name
Double click on the variable you like to see on the label
Click with the right mouse to add the barcode image
Click on Save
0. You may also choose how you wish the labels to be
sorted, and you may choose the start column and row,
as well as number of copies for printing the barcodes
11. Specify the search criteria for the items and then click
on the preview button to see and then print results if
needed
12. You can also use the “Export/ Import” button to export
or import a label layout

BoOooo~NOO

Computer Reservation

The Feature called Computer has been added to manage
computer use in the Library. It gives you the ability to set
up the computers in your library into our system. You
would then install an application on your Computer
machines. When someone wants to use a computer they
book a time slot. When a user wants to use the machine
they would need to login with their own username and
password. Once their booked time is up, the program will
close. The computer will log off to a password screen. It
will then be available for the next person who has the
machine booked. If anyone else tries to use it, it will not let
them, unless they have the right password and username
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e
[Bosking | computer |
Date 912072006 = Bool: | Cangel |
Bocking Find Patran |
T;nuaucrn;ns;ners Computer 1 Computer 2 Computer 3 -
§00- 1000 T pa
A000- 1100 | Aan
11:00- 12100
y [12:00- 1500 Berjami
13:00 - 14:00
14:00 - 1500
15:00 - 16:00
16:00 - 17.00
17:00 - 18:00
1800 - 1500
15000 - 20,00
20:00 - 21:00
21:00 - 2200
Iz

To setup a new computer please do the following:

1.

2.
3.
4

o

Go to the Assets menu and then to Computer
Next go to the Computer tab and click on Add

This will add a computer into the list below

Do this step for as many machines as you have to
enter

Next you will need to fill out the computer name for
each machine added. This is how the program
knows which machines it has password control for
Once done click on save

To book a computer please do the following:

1.
2.

3.

Go to the Assets menu and then to Computer

On the booking tab select the time frame the patron
wants

You can then click on Find Patron to look up who
needs the machine

Then you can click on book to book that time slot

If you booked in the wrong time frame you can
select that time frame and then click on cancel to
cancel that booking
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Acquisitions

The Insignia Library System allows you to keep track of
purchases in your library. If you are ordering a book
already found in your collection, ordering and cataloging
requires just a few mouse clicks.

The Insignia Library System Acquisitions Module also
includes comprehensive budgeting that allows staff to keep
track of all the funds available for the library. We have also
added the capability to assign different budgets for a single
order. The Acquisitions menu now has selections for New
Order (Ctrl + O) New Budget and New Vendor

A% Order -- 25 Records Found =100
Find Orcer | Crder | %
Search By .0, umher [ starts it = Find |
PO.# | Order Date | Order 2mt| Budget Name | wendar | Statuz || e Bil
| b 00010000006 10.9/2002 $12.84 Arts Coles Books Store Paid Deetail
| |00010000007 100942002 $8202  Arts Fulure Shop Neve Previews
| |00010000005 10A7/2002  §25.68 Arts Future Shop Paid
| |00010000008  10A7/2002  §21.80 Computer books Future Shop Completed ﬂl
00010000040 10A7/2002  $246.83  Special Projects Coles Books Store  Paid
| |oootooooot1 12002 §2985  Fiction Mehilan Publishin  Gompleted | e |
| (00010000012 124252002 24086 Arts 2002 Mchillan Publishin Rew Show Me
| |00010000013 124252002 $42.80 Fiction Johnzon Distributin Completec
| (00010000014 124952002 §10.70 Science Mchillan Publishin  Completed
| |00010000015  12/9/2002 770 Aris 2002 Coles Books Store  Completed
| (00010000016 12/9/2002 §21.40 Fiction Coles Books Store  Completed
| (00010000047 12/9/2002 §10.70 Science Johnson Distributin Completed
| (00010000018 34152003 §12540  Ards Coles Books Store  Completed
| |00010000018 64952003 $142351  Science Coles Books Store  Completed
| |00010000020 7552003 F47 .05 Arts 2002 Coles Books Store  Completed
| |00010000021  7/52003 $596.30 Coles Books Stare  Rew
| |00010000022  &01552003 $33.50 Englizh Texthooks Vass Vender Received
| |00010000023  &1872003 $13268  English Textbooks Coles Books Store  Completed
| |00010000024 951172003 F26.75 Ayt 2002 Coles Books Store  Rew -

Placing an order

To place an order in the Insignia Library System for an
existing title requires just a few mouse clicks. Once you
receive the shipment, cataloging requires a few more
mouse clicks to complete the order.

We have now added the ability to assign different budgets
to items within the same order

To create a new purchase order for books:
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ogkrwnE
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10.

11.

Click on “Acquisition” on the Navigator Toolbar.
Select “Find/Add Order”.

Click on “New”.

Select a budget from the list.

Select a vendor from the list.

If the book is being ordered as a textbook, then check
the check box “For Textbook”.

Click on “Add Item” to add a new item.

Click on “New”, and then provide the information
required.

You can then click the “Save” button which will return
you to the “Place a New Order” screen with the new
material now visible in the order detail.

Repeat steps 7 through 9 until all items have been
added to the order.

Click “Save”.

Ordering an Existing Item

1.

2.

w

©CoNoOA

If you are ordering an item for which a MARC record
already exists in your system:

On the Order tab, click on “Add Item”. Then click on
“Find”, search for the desired item, and click “OK”. If
the textbook checkbox was selected, then the system
searched the textbook module for books (otherwise it
searches in the catalog module).

Most of the information is automatically copied from the
catalog module into the order line form.

Specify the price, quantity (if it is not 1), and currency.
Click on “Save”.

Select the tax rate and shipping cost.

Add any comments for the vendor.

Click on “Save”.

Click on “Preview” to see your purchase request, and
you can then print it out by clicking on the printer icon.

. If vendor is EDI compliant, you can click on “Send” to

send the information out.
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Il
Find Orcer  Order |
Select & Budoget
I
lrauuget arts ~|  Budgst Amourt 100000 Budget Belsnce 54845 ‘ =
Receive
Purchase Order (New) PO Number  [00010000031 Ecit
Crder Date Aug 09 2004
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Ordering a New Item
If you are ordering a new item, follow these steps:
Click on the “New” button.

Enter the quantity ordered, and the price.

Click on “Save”.

Select the tax rate and shipping cost.

Add any comments for the vendor

Click on “Save”.

Click on “Preview” to see and then print the purc
request.

NGO LONE

©

to electronically send that information out.
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—Title:

1SEN [ 7a44sss5e ish
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[
[
|
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Ecit
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Cluote

Save

Cloze

Show hie

Receiving an Order

When a shipment arrives, only a few mouse clicks are
required to catalog the items. Budget and cataloging are
automatically updated behind the screen. To receive a

shipment, follow these steps:

1. Click on “Acquisitions” on the Navigator Toolbar.

2. Click on the icon “Find/Add Order”.

3. Find the purchase order for which you have received

the shipment, select it, and click “Detail”.
4. Click on “Receive”.

5. Double click on the line item that you have received.
6. Inthe “Qnty Being Add” box, enter the number of

copies that you have received.
7. Click on “Save”.
8. Repeat step 4-7 for each item received.
9. Click on “Save” to update.
10. Making a Payment

Once you have received the shipment and you want to

make the payment, follow these steps.

1. Click on “Acquisitions” on the Navigator Toolbar.
2. Click on “Find/Add Order”, and find the order you would

like to pay.
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3. Click on “Pay Bill".

4. Enter the check number.

5. Select the orders for which you like to make the
payment.

6. Click on “Save”.

7. Enter the amount being paid.

8

H “ ”
Click “OK”.
il
Find Orcier  Order |
Select a Budget
(Eudget Arts 2002 hd Budget Amount  $1,000.00 Budget Balance $514 11 New
Receive
Purchase Order (New) PO MNumber  [DD010000024 Ecit
Order Date Sep 11 2003
Vendor'lcmes Books Stare -l —Felitine Histre Deleta
-
¢ Pay the bill of Coles Books Store x
Coles Books Store S _I
1600 White Ave Check Mo Pay Date [u,4 00 2004
i . Loy S I | L] Showe Me I Save I Cancel |
USa, 55432
Select | PO & | Crder Date | Statuz | Orcer Amorit | Amount Due |
Order Detail B 00010000024 Sep 12003 New $26.75 $2675
Mo | Tile 2 00010000021 JWl052003  New $96.30 $96.30
[» 2 Charlie andthe ct
Shipping Fes |$0.00
Message to Amount Selected:  §123.05
Wendor TTET
hotes Zend |

Vendor Profiles

The Insignia Library System allows staff to keep vendor

profiles in the database. This information from the profile is

automatically used wherever necessary, such as when e-

mailing a purchase order to the vendor or printing it to be

faxed. To create a vendor profile:

1. Click on “Acquisitions” on the Navigator Toolbar.

2. Click on “Find/Add Vendor”.

3. Click on “New” or select an existing one by using the
search criteria.

4. Enter all the relevant information.

5. Click on “Save”.
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Find endor  Yendor |Merge|

Name

Wchillan Publishing ey

Contact Jiames Smith AccountMo  [F515268 Clone
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Delete
Email |
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Identification Identification
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Crested Aug 23 2002 14:35:00
Crested By A cdmin 0001

Last Maodifiedd  Dec 26 2002 S:07:00
Last Modified By A dmin 0001

|

Showy e
Mates

Merge Vendors

To merge vendors, follow these steps:

Click on “Acquisitions” on the Navigator Toolbar.

Click on “Find Vendor”.

Click on the “Merge” tab.

Search for the first vendor to be merged.

From the search results on the left, select the vendor to

be merged by checking the box to the left of the

vendor’s name. Then click on the “Add” button located

near the center of the screen.

6. Search for and add the other vendor(s) to be merged
by repeating steps 4-5.

7. With at least two vendors in the “Selected (At least

two)” box, you must now select the name into which

these vendors will be merged. Search for and select

the new vendor, then press the “Add” button located

near the bottom of the screen. The new vendor should

appear in the “New” box.

Click on “Merge”.

The vendors you selected are now merged into the

vendor listed in the “New” box.

arwpdpE

© x
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= Cloze
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[] MBS - National Bock Service Show Me
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Budgets
The budget module allows staff to keep track of the money
spent on books. For example, you may have (x) dollars
allocated for the purchase of books in your library and out
of that, only (y) dollars are to be used to buy books of a
specific kind. The budget module keeps track for you and
will not allow you to spend more money than is allocated
for a given purpose.

To Add/Update a Budget

1.
2.
3.

4.

edit using search criteria.

Click on “Save”.

Enter the relevant data.
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Mates

Editing Histary Edit
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Last Modifiedd -
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et
Last
Cloze
Refresh
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0001 0000015
0001 0000006

0001 0000005
0001 0000007
0001 0000031

Fl125.40 $0.00 2336 Completed

F12.54
F25 68
$0.00

F192.60 $0.00 520 Paicl

$0.00 1200 Paic
$0.00 00 Paic
$92.02 Receiving

Quotes
To find a quote for an item:

Click on “Acquisitions” on the Navigator Toolbar.
Click on “Quotes”.
Choose the vendor you wish to receive the quote from
and type in the ISBN and Title of the item.

Click on “Find".

1.
2.
3.

4.

Receive EDI
Click on “Acquisitions” on the Navigator Toolbar.
Click on “Receive EDI".

Click on “Start” and begin downloading the EDI
messages.

1.
2.
3.
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Web OPAC

The OPAC for Insignia Library System is completely web
enabled. Web OPAC users can:

1. Search using any of the four search engines

2. Search projects (with complete support for multimedia
objects and web links)

Check personal information (with the ability to update)
Check loan history

Reserve books

Renew books

Check fine status

Nookw

Access to information in the Insignia Library System over
the web is instantaneous; as soon information is saved
patrons can access it over the web. The Web OPAC
version is now viewable at the bottom of the Web screen

To provide www access to the Insignia Library System in
your organization, Microsoft Internet Information Server 5.0
is required. Once Microsoft Internet Information Server is
installed, it takes less than two minutes to have the
Insignia Library System available over the Internet.

Before providing Internet access, it is important that patron
security is enabled with unique passwords for each patron.
Otherwise you may inadvertently allow unauthorized users
access to a patron’s confidential information.

Other features of the Insignia Web OPAC include:

Search history — choose a previous search from the
dropdown list to eliminate the need to re-enter a search.
Boolean searching — use the Boolean operators AND, OR,
and NOT for more precise searching.
Use the on-line help, available on the first page of each
search, to assist you.
School events — see school events, as created within the
library system, by clicking on the “Events” link on the
bottom of each page.
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Enable/Disable Web OPAC features
Go to the Web OPAC tab of the Configuration screen
under the Administration menu to enable/disable the
following Web OPAC features:

= Allow patrons to change personal information

= Show call number

= Allow patron to renew

= Allow patron to reserve

= Allow patron to book

» Browse subject and author index
Go to Custom Settings under the Administration menu to
enable/disable the following features of the Web OPAC:

Enable/ disable and make visible or hide the various
modules of the Web OPAC: Kiosk, My Account, Request,
Media Manager, and Circulation.

Custom Settings will only be visible wunder the
Administration menu when you are logged in as “admin”.

Simple Search

3] sampie Search Ol ime - Hirusalt Internet Eaporer
Fe B ven Faooms Tods Feb
3 *ied ¢ (%] (2] Fa)| b seann Faetes ) vl B 3

cdrems | ] i fscabest oy =] e

Cooghe- [ [ T IR - ee——— [

Trrwsiprrrer | senpie [ atvancea | ok [ projecss | wodia | snauest Juty accouns]

e ) Lol et

Gsan| BEDBAe @0 SGHIAFE@ME [¥ e e— EIETT
5 o - Micromot ustock | M) 15 e o 26 Mark... [ 2] emple B
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To search over the web using simple search, follow these
steps:

Go to \\computer_namellibrary.

Click on the “Simple” tab.

Enter the search criteria and press enter (the default
search is by keyword).

=181
e Ed vew Favoens Tods reb i
Q- Q- ¥ (2] G| oo lorwmim @) (2 a0 B
Addrens | 8] rrxs: bt g e P L P —— ey By =t T e e iy =St ey =0 =] |k ®
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P [ 590456810
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rs 0345473496
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rz 5226 NIC 1550745786
] 0 Lol paret
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Click on the title to see the item record.

You may sort by Title, Call No., Author, or Subjects. Just
click on the appropriate hyperlink in the title bar to sort by
this field. Click on the pink arrow to change between
ascending and descending order.

Favorites List

After performing a search, patrons may add items to a
Favorites List. The Favorites List will not be saved; it will
disappear once the patron logs out.

To add items to a Favorites List, follow these steps:

On the search results screen, check the box in the “#”
column on the left for each item to add to the list.
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Then click on the “Add to Favorites” button located at the
top or bottom of the screen.
To see the Favorites List, click on the “My Favorites”

hyperlink near the bottom of the screen.
=i

He GRS Fwies Tus dw ‘

Ll e

My Favorites Detail List Print Close

& Title call No Author

i The acorn tree and other folktales / retold and ER Rockwell, Anne F.
ilustrated by Anne Rockwell

[~ 2 alfred Hitchcock presents stories to be read with |F HIT
the door locked

| ] That cat step : el gato : a new rhythm dance 740 BRE Breau, Louis, 1893-1928

4 |Magical muse : millennial essays on Tennessee
Williams /

s Can it rain cats and dogs? : questions and Berger, Melvin,
answers about weather /

Remove Marked Reco

Title: |

Mail To: | Send

Booking
To book an item, follow these steps:

1.

2.
3.

Check the box in the “#” column on the search results
screen

Enter the quantity you want to book in the “Qty” column
Then click on the “book” button located near the bottom
of the screen

On the “Booking” screen, select the title that you want
to book and the library that you want to request from
(only libraries that have holdings for this title will be
shown)

Click on the date required (system does not verify if the
item will be available on that date, it is based on first
request first checkout)

211 of 223



ILS User Manual 3.0

I rserve femds) Mot internet Explores LI

Be E8 pew Fpeemes o beb &
OO 1) @ | s sy @3- 5 B- U B
] L e—— e
Google- [ B sewchvieh - | ) | G Socng soonen i1 Fdoos
=l
e segrprrer | simple | Advamced | iosk | Projecss | Media | Request Juty accound22
ook fram(s)
Tithe you ke to Title iCopees [Days [ From
request 101 hopalessly hiarcus jokes 1 m

Which library da you
want Lo request Liteary One =
ffrom

Feb 2005 Mar 2005 Apr 2005

Book Item(s)

]

Jig] cone. fid Local rranet

6. Repeat step 9 for all the items and then click on “Book
ltem(s)”.
Color Legend:

Pink: Holidays, Green: Item being reserved, Blue: Today’s
date, White: Dates item available

Authority Search

When a search is done in Simple Search by subject or
author, the system automatically performs this as an
authority search. If a match is not found, the system jumps
in where the search term would have been, as shown
below.
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) Autharity Search - Microscét Internet Explorer
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The number of t|tles held for each subject or author is
shown in parentheses.

Advanced Search
Advanced Search allows the user to refine their search

criteria and to use Boolean operators. To use Advanced

Search, follow these steps:
1. Click on the “Advanced” tab.

2. Select the library to search from the “In Libraries” list.

To select more than one library, use the Ctrl key; or
you can choose “All Libraries”.

3. Enter your search terms, and choose the desired
search criteria and Boolean operators.

4. You may limit the search by language, media type,

audience, and publication year. To select more than

one value in a list, use the Ctrl key.

5. The results may be sorted by title, author, subject, call
no., or ISBN, depending on what you choose from the

“Sort Results By” box.
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Kiosk Search

With Kiosk Search, patrons can search for books by

clicking on pictures. To use Kiosk Search, follow these

steps:

1. Click on the “Kiosk” tab.

2. Click on the picture that best matches your search.

3. Continue clicking on pictures down through the
hierarchy until you find the picture that best matches
your search. To move back up the hierarchy, click on
the “Back” picture.

4. The system will list the items belonging to the selected
category.
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Projects

Patrons can view projects that have been created by staff.

To view projects, follow these steps:

1. Click on the “Projects” tab.

2. Select the library for which you would like to see
projects.

3. To search for a project by title or keywords, enter a
search term and then choose “Title” or “Keywords”
from the “Search by” box.

4. To see all projects, select “All” from the “Search by”
box.

5. Click on “Search”.

6. In the results list, click on the title of a project to see the
project details.
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Personal Profile

Patrons can view and update their personal profiles. To
view a personal profile, follow these steps:

1. Click on “My Account”.

2. Enter the patron ID and password and click on “Log In”.

Update Profile

Patrons viewing their personal profile may update it by
entering in the updated information and then clicking on
“Save Changes”. Patrons may also change their password
from this screen by clicking on “Change Password”.
Reserve

Patrons may view their reserves by clicking on the
“Reserve” tab. They can cancel a reserve by selecting the
check box associated with the list item and clicking on
“Unreserve”.
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Fines
To view fines, patrons may click on the “Fines” tab.

Items on Loan
To see items on loan, click on the “Loan” tab. The patron
may renew an item from this screen by selecting the
checkbox associated with the item and clicking the
“Renew” button.
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Media Manager
Media manager allows staff to book media objects, like
VCRs TVs and rooms over the web.

Fle it vem Favoemss Todh reb L
Q= (- (x] (@] | s e @) 3L B B
[T I e —— e *

Cooghe- [ [ T IR - ee——— [

Trrwriprrrer [ smpte [ asvancea | ok [ projects | tesia [ swauest Juty accound 22

Boskngl int

| Sebect Media Type  Equipmant  Kit  Room Search |

| Titke Barcode |

Tithe Barcode Type Status Bock
DVD Flayer MOO01000000001 DV Players n Ba

Media Manager Booking Tips:

£2004 Insionia Software

8] Local rranet
r- S0 Rw e0 G HIAUE@I e - sllap enm
A inbo - Microsot Cutiock | ) 15 ser Marasl 25 Mari. |[ 8] Mediarioarch - bucron_ ) Insnat brary mn‘[ B Thursday

To book an item, follow these steps:

1. Click on the “Media” tab.

2. Login with your patron ID and password.

3. Select the media type you would like to book
(Equipment, Kit, or Room) and then click on “Search”
to see a list of all items belonging to that media type.
Or, you may enter a title or barcode and then click on
“Search”.

4. Click on the “Book” hyperlink associated with the item
you want to book.

5. Specify the desired booking time. You may specify a
day or a weekly schedule. You may book the item for a
specified time period or block.

6. Click on “Book”.

7. A message will appear on the booking screen
indicating that your booking was successful.

218 of 223



ILS User Manual 3.0

iz
L &
Qe - ', ; e “A G~ SN

L ] e ——r ] e
o | e = | B Bt 4

Terasiperrir [ sompe | avamced | Wow | Projects | baia | Rt [ty Accoua 28

¥ou are bookng: DVD Player
Schedule

My Eavortay

g g e it
Pow] g AW @0 AR BAIFE@m I e [g] == rnca e wnm
e e s | )5 v s 3600 ([ Pirahaioc - Fecranct JB) by w-n-n; BR e

Request

Patrons can make purchase requests using the Web

OPAC. To make a purchase request, follow these steps:

1. Click on the “Request” tab. You will be prompted to
login.

2. Click on “Add New Request”.

3. Enter as much information as possible about the item
you are requesting, including the title, author, ISBN,
and publisher.

4. Click on “Save” to save and submit the request.

Staff will now be able to see this request in “Find/Add

Request” under the Catalog menu

New Additions this Release
1. Primary initial articles support for German, Spanish,
French and English

2. 30 customized fields including book reviews

3. Inventory date is now searchable
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15.
16.
17.
18.
19.
20.

21.

History status of an item or patron stay within the
system even after they are deleted

Implement Checkout history anonymous feature
Offline checkout are integrated into system

Ability for multiple bookings and reserves

Searches are logged for catalog searching and have
related reports

Order by published date is available on web

. Equipment can be marked as non searchable on web
. Marc import has warning for inferior quality records
. Items can be locked, the import program won't update

locked items

. Tag 856, dead URL detection implemented
. Added configuration to allow emailing patron when

reserves become available.

Patron Picture import can now match by Student ID,
Barcode and Patron ID.

Patron and Item Archival

New Serials section

Support for Auto-dialer Feature (Call us for more info)
Support for PDF, DOC and TXT attachments are how
searchable.

Added Syndetics links to the web Opac for searching
book reviews and cover pages

Under Administration, Security, Circulation there is
setting for Self Checkout
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A

Advanced Search Options - 24

B

Backup - 139
Budgets - 174

H

Holidays - 103
Homerooms - 83

C

Cataloging Reports - 91
Circulation Parameters - 106
Circulation Reports - 87
Configuration - 106

Copy Listing - 22

Custom Reports - 97, 98

Import Data - 141
Import Patrons - 144
Importing Patrons - 82
In Use Monitor - 152
Inventory - 153

Item Circ. Types - 123

K

Kiosk Categories - 129

E

Error Log - 139
Events - 157

Export Data - 149
Export Items - 149
Export Patrons - 150

M

Messages-- System - 155
Miscellaneous Reports - 94

F

Favorites List - 21
Filter Search - 22

o)

Office Hours - 102
Order-- Receiving - 171
Orders-- placing - 168

G

Global Changes - 137
Global Circ. Types - 127

P

Parameters - 130
Password - 134

Patron Barcodes - 79
Patron Circ Types - 125
Patron Group - 82
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Patron Loan History - 76
Patron Passwords - 77
Patron Profile - 73
Patron Reports - 85
Payments - 171

R

Restore - 140

S

Security - 134
Security Profile - 76
Semesters - 104

U

Union/Local - 22
Update - 109

Vv

Vendor Profiles - 172

Z

Z239.50 Hosts - 132
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