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About This Document

Purpose

This document provides instructions for working with Voyager Media Scheduling.

Intended Audience

This document is intended for Voyager customers who use the features and
functions provided in Voyager Media Scheduling.

Reason for Reissue

This user’s guide incorporates and is being reissued for the following reasons:

* Updated Viewing Login Information on page 1-20 with the Login
Information enhancements

¢ Updated the suppressed highlighting information in Table 2-18 on
page 2-79
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Document Summary

This document consists of the following components.

Chapter 1

Chapter 2

Chapter 3

Chapter 4

Chapter 5

Chapter 6

Chapter 7

Index

“Getting Started”

Chapter 1 provides an overview of Voyager Media Scheduling,
software installation instructionss, and logging in/exiting the
client.

“Common Functions & Features”
Chapter 2 describes the functions and features that are common
throughout Voyager Media Scheduling.

“Standard Monitor - Inventory”
Chapter 3 describes how to use the Inventory functions and
features within Voyager Media Scheduling.

“Standard Monitor - Schedule”
Chapter 4 describes how to use the Scheduling functions and
features within Voyager Media Scheduling.

“Standard Monitor - Bookings”
Chapter 5 describes how to use the Bookings functions and
features within Voyager Media Scheduling.

“Standard Monitor - Staffing”
Chapter 6 describes how to use the Staffing functions and
features within Voyager Media Scheduling.

“Schedule Monitor”
Chapter 7 describes how to use the Schedule Monitor functions
and features within Voyager Media Scheduling.

The Index is an alphabetical, detailed cross-reference of topics.

Conventions Used in This Document

Xii

The following conventions are used throughout this document:

* Names of commands, variables, stanzas, files, and paths (such as
/dev/tmp), as well as selectors and typed user input, are displayed in
constant width type.

¢ Commands or other keyboard input that must be typed exactly as
presented are displayed in constant width bold type.

¢ Commands or other keyboard input that must be supplied by the user are
displayed in constant width bold italic type.

* System-generated responses such as error messages are displayed in
constant width type.
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Variable portions of system-generated responses are displayed in
constant width italic type.

Keyboard commands (such as Ctrl and Enter) are displayed in bold.

Required keyboard input such as “Enter vi” is displayed in constant
width bold type.

Place holders for variable portions of user-defined input such as Is -1
Ffilename are displayed in italicized constant width bold type.

The names of menus or status display pages and required selections from
menus or status display pages such as “From the Applications drop-down
menu, select System-wide,” are displayed in bold type.

Object names on a window’s interface, such as the Description field, the
OK button, and the Metadata tab, are displayed in bold type.

The titles of documents such as Acquisitions User’s Guide are displayed in
italic type.

Caution, and important notices are displayed with a distinctive label such
as the following:

NOTE:
Extra information pertinent to the topic.

A MPORTANT:

A

Information you should consider before making a decision or configuration.

CAUTION:
Information you must consider before making a decision, due to potential
loss of data or system malfunction involved.

@TIP:

Helpful hints you might want to consider before making a decision.

RECOMMENDED:
Preferred course of action.

OPTIONAL:
Indicates course of action which is not required, but may be taken to suit your
library’s preferences or requirements.
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Document Reproduction/Photocopying

Photocopying the documentation is allowed under your contract with Ex Libris
(USA) Inc. It is stated below:

All documentation is subject to U.S. copyright protection. CUSTOMER may
copy the printed documentation only in reasonable quantities to aid the
employees in their use of the SOFTWARE. Limited portions of

documentation, relating only to the public access catalog, may be copied
for use in patron instruction.

Comment on This Document

To provide feedback regarding this document, use the Ex Libris eService or send
your comments in an e-mail message to docmanager@exlibrisgroup.com.
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Getting Started

Introduction

The Voyager® Media Scheduling module allows you to perform media-related
activities for your library including scheduling rooms and media for use by patrons
and media and room record maintenance. You can access the Media Scheduling
functions from the toolbar, from the menus, or from the various task windows.

This chapter describes prerequisite information necessary for beginning work with
Voyager Media Scheduling.

For information on customizing the setup of Voyager Media Scheduling, see
Voyager Media System Administration User’s Guide.

Purpose of this Chapter

The purpose of this chapter is to provide the following:
* Prerequisites for working with Voyager Media Scheduling
* Software download and installation instructions
* How to log in to and exit Voyager Media Scheduling

* Description of common conventions
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Prerequisite Skills and Knowledge

To use this document effectively, you need knowledge of the following:
* Basic Microsoft® interface navigation
* Basic Voyager Media System Administration

* Basic knowledge of MARC record formats for bibliographic searching

About the Documentation

The Voyager documentation is divided into online help and manuals. Both types of
documentation are designed to work together to provide you with the information
you need when you need it. The online help provides context-sensitive
information. You can access context-sensitive, online help within any Voyager
window or dialog box by pressing the F1 function key (F1) on your keyboard. The
manuals are designed to cover the applications in greater detail including figures,
advanced topics, and cross references.

Conventions

The Media Scheduling software utilizes the following conventions which are
described in more detail in this chapter:

* Avariety of windows and dialog boxes for the user interface

* Special buttons (see Special Buttons on page 1-2)

* Keyboard functions

* Menu bar options

Special Buttons

Some Voyager fields have special buttons. These special buttons are the ellipsis
button and the drop-down arrow.

[

Figure 1-1. Ellipsis Button
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Ellipsis buttons (see Figure 1-1) indicate that additional information is available,
either in a new dialog box or in an expanded text box. Click the ellipsis button to
access the additional information.

|

Figure 1-2. Drop-down Arrow Button

Drop-down arrow buttons (see Figure 1-2) indicate that a selection must be made
from certain existing categories which are usually specified in the System
Administration module. To access these categories, click the drop-down arrow
button once. Click the appropriate category to select it.

A row label is the grey, left column on a grid. You can select a row label by clicking

the row label that you want to select. Once selected, the row label displays a black
triangle and is usually highlighted.

Keyboard Equivalents

This section describes the following:
* Keyboard equivalents for selecting options
* Keyboard equivalents for entering information
Selecting Options
Main menu selections also have corresponding keyboard equivalents.

For example if you want to create a new piece of equipment from the File menu in
the Media Scheduling main menu, you can do the following.

Select File > New > Inventory > Equipment

Or

PressAlt+f+n+i+e

Most of the Voyager Media Scheduling activities can be accessed using the
keyboard. When you see a word with an underlined letter, press Alt and the
underlined letter to select the activity. In addition, some of the activities can be

accessed using the control key (Ctrl) + designated letter.

All of the keyboard shortcuts display on the menus.

Ex Libris Confidential 1-3



Media Scheduling User’s Guide

Entering Information

You can use the tab key to move through the dialog box fields. To tab in the
reverse direction press Shift + the tab key.

2 11p:

You can use this same method to access the radio buttons.

Press the F4 (or F8 in some instances) function key to display the drop-down
arrow selections.

The F4 (or F8) function key activates the ellipsis button (if the criteria you selected
in the previous fields results in an ellipsis button).

Use your keyboard arrows to move through the list of options. Use the up and
down arrow to select a radio button.

Use your space bar to highlight the option if the results display in a list box with a
header.

Font Display Considerations

Avoid the use of large fonts to insure proper display of Media Scheduling’s
screens and data.

Media Client Software Installation

The Media client software resides on the user’'s PC along with the other Voyager
clients. For installation options and instructions, see:

* Client Installation Options on page 1-5

* Transition Considerations for AutoUpdate on page 1-5

* Downloading the Media Client on page 1-6

¢ |nstalling Media Clients Using the Manual Method on page 1-6

¢ Uninstalling the Media Clients on page 1-9

¢ The Voyager.ini File on page 1-10
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Client Installation Options

With Voyager 8.0, you have the following options for installing the Media client
software on users’ PCs:

* Traditional (manual method)

See Downloading the Media Client on page 1-6 and Installing Media
Clients Using the Manual Method on page 1-6.

* Automated

See [Upgrade] Stanza - Voyager 7 on page 1-11.

Once you have downloaded the Media client software to users’ PCs, you have the
option to configure AutoUpdate, a new client installation option, for subsequent
releases of Media client software. See [Upgrade] Stanza - Voyager 8 and Later on

page 1-15.

A MPORTANT:
With the Voyager 8.0 release of client software, the [Upgrade] stanza (in
the Voyager . ini file) is being repurposed. If you use the Voyager 7
automated method of installing the Media client and want to use the
Voyager 8 AutoUpdate method, you must configure the Voyager 8
[Upgrade] stanza using the instructions provided in [Upgrade] Stanza -
Voyager 8 and Later on page 1-15. For additional information regarding
this change, see Transition Considerations for AutoUpdate on page 1-5.

Transition Considerations for AutoUpdate

With Voyager 8.0, the transition to the AutoUpdate method for the automatic
downloading of the Media client to the users’ PCs begins. The workflow for this
transition is as follows:

1. Download the Media client using the same methods available with Voyager 7.

2. Modify the [Upgrade] stanza in the Voyager . ini file as defined in [Upgrade]
Stanza - Voyager 8 and Later on page 1-15.

This enables the PC to AutoUpdate the next version of Voyager 8.x software.

3. Download the Media client available after Voyager 8.0 using the AutoUpdate
capability.
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Downloading the Media Client

The Media client files are packaged in the following .exe and .msi executable
files:

* VoyagerMedia.exe
This installation method requires administrator privileges.
* VoyagerMedia.msi (Windows installer package version)

In a Windows XP environment, the .msi method of installation does not
require administrator privileges to complete the installation process.

NOTE:
For Vista and Windows 7, administrator privileges are required for either method
of installation, .exe or .msi.

The executable files may be downloaded to your Voyager server from the

Ex Libris FTP server. See File Transfer Protocol (FTP) - Voyager Client
Installations on page 1-17 for instructions regarding the FTP process. Once you
have downloaded one of the Media client installation executable files, begin the
installation process using the instructions in Installing Media Clients Using the
Manual Method on page 1-6.

Installing Media Clients Using the Manual Method

The procedure for the manual method of installing the Media clients using the
VoyagerMedia.exe installation file, for example, is shown in Procedure 1-1,
Installing the Media Clients.

Procedure 1-1. Installing the Media Clients

1-6

Use the following to install the Media clients on a user’s computer using the
VoyagerMedia.exe installation file.

Double-click the VoyagerMedia.exe installation file that you saved.

Result: The Windows Installer extracts the necessary files and displays the setup
Welcome dialog box.

Read the setup Welcome information, and click the Next button when you are ready.

Result: The User Information dialog box opens. See Figure 1-3.

Ex Libris Confidential



Chapter 1: Getting Started

User Information o
Enter the following information to personalize vour installation. b 4
A
Full Mame: I-_Iuhn Hancock
Organization: IAEIC Univers'rtﬂ

The =ettings for this application can be installed far the current user ar for all users
that share this camputer. You must have administrator rights ta install the zettings for
all users. Install this application for:

{* Anyone who uses this computer

£ Only for me

= Back I Mext = I Cancel

Figure 1-3. User Information dialog box

NOTE:
Figure 1-3 illustrates the User Information dialog box presented to a user with

administrator privileges. See Figure 1-4 for an example of the User Information
dialog box displayed for users without administrator privileges (using the
VoyagerMedia.msi installation method).
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1-8

User Information o
Enter the following information to perzenalize your installation. b 4
F
Full Hame: Matthew Ball
Crganization: IEinbris Group
= Back ext = Cancel |

Figure 1-4. User Information dialog box without administrator privileges

3. Enter Full Name, Organization, and select one of the following:
* Anyone who uses this computer

¢  Only for me
4. Click Next.
Result: The Destination Folder dialog box opens.

5. ldentify the Destination Folder. The default folder for installation is C:\Voyager.
a. If this is the directory you want, click the Next> button.

b. If this is not the directory you want, click the Browse button and navigate to
the correct directory and then click the Next> button.

Result: The directory into which the clients are installed is defined and the Ready
to install the Application dialog box opens warning the user that files may be
overwritten.

6. Click the Next button.

Result: The installation begins.
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7. When the installation has successfuly completed, a dialog box displays with a
successfully installed message.

8. Click the Finish button to exit the installation program.
Result: The Media clients are installed.

9. Editthe voyager . ini file to include the appropriate server and port information for
Media Scheduling. See The Voyager.ini File on page 1-10 for more information.

Result: The voyager . ini file has been customized for Media Scheduling.

Uninstalling the Media Clients

If uninstalling the Media clients is required, you should use the Windows function
for this, not the Media installation program.

The procedure for uninstalling the Media clients is shown in Procedure 1-2,
Uninstalling Voyager Clients.

Procedure 1-2. Uninstalling Voyager Clients

Use the following to uninstall the Media clients.

1. Access the Windows Control Panel and select/open Add/Remove programs. See
Figure 1-5.
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E3 Control Panel M=l E3
File Edit View Favorites Tools  Help |
dmBack -~ = - | Qhsearch [YFolders ¢4 | e 02 % v | E-

Address I@ Cantral Panel j @GD
1 | Accessibility Options “Plnternet Options
L %AddIRemove Hardware ‘;E%Java Plug-in 1.3.1_02
AddfRemove Programs %Keyboard
Control Panel (@] administrative Tools @Mail
% Aukomatic Updates b Mouse
Add/Remove Programs @ Date)Time Metwark and Dial-up Connections
Installs and removes programs and (B aﬂNVIDIA nForce APUL
Windows compenents m‘Folder Options €ANYIDIA nview Desktop Manager
windows Update (4] Fonts Phone and Modem Options
Windows 2000 Suppart %Gaming Options Y4 Power Options
<1 e — 2
Installs and removes programs and Windows components | |@‘ My Computer 4

Figure 1-5. Control Panel with Add/Remove Programs Selected

Result: The Add/Remove dialog box displays.

Select VoyagerMedia and click the Remove button.

Result: The system asks for confirmation before removing the program.

Click Yes to remove VoyagerMedia.

Result: VoyagerMedia is removed and the Add/Programs dialog box updates.
Close the Add/Remove dialog box.

Result: VoyagerMedia is uninstalled.

The Voyager.ini File

1-10

The Voyager . ini file is an initialization file that contains important connection
information that enables the Media client to access the server (see the
[MediaScheduling] Stanza on page 1-11).

Also in the Voyager.ini file, you need to configure the [Upgrade] stanza (see the
[Upgrade] Stanza - Voyager 7 on page 1-11 or [Upgrade] Stanza - Voyager 8 and

Later on page 1-15).
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[MediaScheduling] Stanza

Confirm that the [MediaSchedul ing] stanza (see Figure 1-6) in the
Voyager . ini file has been configured with the appropriate settings. See
Table 1-1 for a description of these settings.

[MediaScheduling]
Server=xxX . XXX . XXX . XXX
Port=7085

Timeout=60

Figure 1-6. Media Scheduling stanza

Table 1-1. Module Stanza Parameters

Parameter Description

Server=value This parameter contains the IP address of the server.

Port=value This parameter corresponds to the designated port, as
defined by the Zetc/services file on the Voyager
server.

Timeout=value This parameter specifies the number of seconds that are
allowed to elapse while attempting to connect the client
to the Voyager server.

The default is 60 seconds.

During the Voyager Instal I . exe installation process, the Voyager . ini file is
placed in the same directory as the Voyager core and extension module clients.
This is typically the c:\Voyager directory.

NOTE:
The Voyager . ini file is overwritten each time the installation executable file is

run.

[Upgrade] Stanza - Voyager 7

TheVoyager 7 [Upgrade] stanza provides the facility for automating the
download of client software to a user’s PC when a newer version is detected by

the user’s PC.
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The [Upgrade] stanza contains the following parameters:
* \Voyager=
* Media=

The Media= parameter is used to initiate the download and installation of new
Media Scheduling software.

Your system administrator needs to provide you with the content/format of the
parameter option that is specific to your site for accessing the client installation
from a server. This points to the location of the installation software. See the
examples in Figure 1-7, Figure 1-8, Figure 1-9, and Figure 1-10.

[Upgrade]
Voyager=\\Voyager\Instal Is\VoyagerInstall._exe
Media=\\Voyager\Instal Is\VoyagerMedia.exe

Figure 1-7. [Upgrade] stanza example using a valid UNC resource path

[Upgrade]
Voyager=http://10.102.100.91:37908/Voyager Install .exe
Media=http://10.102.100.91:37908/Medialnstall .exe

Figure 1-8. [Upgrade] stanza example using an http resource

[Upgrade]

Voyager=Fftp://username:password@10.102.100.91/ml1/voyager/clients/VoyagerIn-
stall.exe

Media=ftp://username:password@10.102.100.91/ml1/voyager/clients/Medialn-
stall._exe

Figure 1-9. [Upgrade] stanza example using an ftp resource
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[Upgrade]
Voyager=\\Voyager\Instal Is\ABCUniversityVoyageriInstall .bat
Media=\\Voyager\Instal Is\ABCUniversityMedialnstall .bat

Figure 1-10. [Upgrade] stanza example using a .bat file

The Media= parameter may point to either the .exe or .msi type of installation.

NOTE:
If the PC operating system is Windows XP, using the .msi method does not
require administrator privileges to complete the installation process. However, for
Vista and Windows 7, administrator privileges are required for either method of
installation, .exe or .msi.
The Media= parameter is considered inactive in the following situations:

* When not included in the stanza.

* When commented out.

* When the value is blank.
New Software Version Detected?

When the client is started and the system determines that there is a newer version
of the client available, the user receives a version available message. See

Figure 1-11.

Yoyager Circulation |

This application has a more recent version available.
Would wou like ko retrieve it now?

Selecting Mo will result in the application shutting dawn,

Yes Mo

Figure 1-11. Version available message

When the user clicks Yes, the next step varies depending on the value specified in
Media=.
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* When the Media= value for the traditional method is used as in Figure 1-7,
see Traditional Method on page 1-14.

* When the Media= value for the HTTP method is used as in Figure 1-8, see
HTTP Method on page 1-14.

* When the Media= value for the FTP method is used as in Figure 1-9, see
ETP Method on page 1-15.

When the user clicks No, the application shuts down (see Figure 1-11).

Traditional Method

The system begins to process the installation executable from the server and
displays the installation Welcome dialog box.

The remainder of the installation follows the steps identified in Procedure 1-1,
Installing the Media Clients, on page 1-6.

HTTP Method
The system needs to validate your security. See Figure 1-12.

Connect to 10.100.2.36 2=l

]]T I\\ -

The server 10,100.2,36 at Clients Security Page Far 2007.0,1
requires a username and password,

Sarning: This server is regquesting that wour username and

password be sent in aninsecure manner (basic authentication
without & secure conneckion).

Lser name: I L 58 j

Paszsword: I

[ Remember my password

I I Cancel |

Figure 1-12.  Security page (authentication)

1-14 Ex Libris Confidential



Chapter 1: Getting Started

Enter the User ID, password, and click OK. The file download dialog box displays.
Subsequently, the file download security warning dialog box displays.

When you click Run, the client software is downloaded for installation and the
Welcome dialog box is displayed.

The remainder of the installation follows the steps identified in Procedure 1-1,
Installing the Media Clients, on page 1-6.

FTP Method

The system displays the file download security warning dialog box.

When you click Run, the client software is downloaded for installation and the
Welcome dialog box is displayed.

The remainder of the installation follows the steps identified in Procedure 1-1,
Installing the Media Clients, on page 1-6.

[Upgrade] Stanza - Voyager 8 and Later

The [Upgrade] stanza provides the facility for AutoUpdate of the Media client to
a user’s PC when a new version is detected.

To enable this capability, specify the following for the Media= parameter in the
[Upgrade] stanza using the format identified in Figure 1-13.

* Server user name and password

¢ |P and port

¢ Automatic update path for the Media Scheduling client.

[Upgrade]
Voyager=http://<user name>:<password>@<IP>:<port>/autoupdate/voyager

Media=http://<user name>:<password>@<IP>:<port>/autoupdate/media

Figure 1-13. [Upgrade] Stanza - Enable Client AutoUpdate Settings

The Media= parameter is used to initiate the download of new Media Scheduling
software.

NOTE:
If you leave the Voyager= and the Media= parameters blank, you need to
manually download/install new versions of the client software. See Downloading
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1-16

the Media Client on page 1-6 and Installing Media Clients Using the Manual
Method on page 1-6.

AutoUpdate Characteristics

When new software files are detected, the user is prompted to download the new
software (see Figure 1-14).

Yoyager Circulation |

This application has a maore recent version available.
Would wou like ko retrieve it now?

Selecting MO will result in the application shukting dowven.

Yes Mo

Figure 1-14. Version available message

The new version of the client files that are available for download to users’ PCs
are placed on your Voyager server at upgrade in the AutoUpdate folder (see

Figure 1-15).

Al Seowager 2008.0.0/clientz

Mame = Ext

[_1autoupdate

Eﬂuyagerlnstall.exe
ﬁ%"-.-‘wagerlnstall.msi
E'-.-'Dyagerr'-’ledia.exe
ﬁ%’ﬂuyagerh’ledia.msi

Figure 1-15. autoupdate Folder

If a user declines to download the new software when prompted, the client shuts
down. The new files need to be downloaded in order to proceed.

When the user selects Yes, all the client files are automatically downloaded when
any client is started and determines that there is a new version available.
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NOTE:
With the AutoUpdate method, no system administrator privileges are required.

As part of the AutoUpdate process, the software determines which clients are
currently available on the PC and replaces those. If a PC for the Media Desk only
has the Media client installed, the software only downloads the Media client and
no other clients.

When the AutoUpdate is complete, it displays a confirmation message (see
Figure 1-16).

¥YerUpdate x|

L ] l'_"' Wavager client upgrade complete
[

Figure 1-16. Client Upgrade Complete

With the AutoUpdate method, there are no options presented during the download
such as an option to select a different folder for storing the client files. AutoUpdate
assumes that the new version of the client(s) should be placed in the existing
Voyager client folder on the user’s PC.

File Transfer Protocol (FTP) - Voyager
Client Installations

Use FTP (File Transfer Protocol) to retrieve the Voyager client installation file to
your local PC. Check with your system administrator or IT staff to confirm that FTP
is an allowable protocol for file downloads.

Procedure 1-3. Downloading a Voyager Client Installation File Using FTP

1. Use the following URL in your browser to begin the FTP process.

ftp://downloads.exlibrisgroup.com
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Internet Explorer

? To log on ko this FTP server, bype a user name and password,

X

FTP server: downloads, exlibrisgroup. com

Y | .......................................................................

Password;

After ywou log an, you can add this server ko wour Favaorites and return ko it easily,

[ ]Log on anonymously

Log On l[ Cancel

Figure 1-17. FTP Login

1-18

NOTE:
The figures in this procedure use Internet Explorer. However, you may use Mozilla
Firefox.

Enter the user name media, its password, and click OK.

NOTE:
Refer to the eService KB item number 16384-11362 for the password for the
media user.

Click the link to the directory of the Voyager version that you are running.
For example, if you are using Voyager 8.0.0, click 2008.0.0.
Result: The VoyagerMedia.exe and VoyagerMedia.msi files display. See

Downloading the Media Client on page 1-6 for more information regarding these
installation files.

Click the clients directory from the list of directories.

Click the installation file that matches your preferred installation method (. exe or
-mis).

Result: The FTP download prompt displays.
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6. Click Open/Run or Save.

NOTE:
Saving the installation file to your PC or network drive provides you the flexibility
of running the installation at a different date/time.

Result: You have completed the FTP of the Media installation file, and you are
ready to complete your client software installation following the instructions
provided in Installing Media Clients Using the Manual Method on page 1-6.

Logging in to Media Scheduling

The procedure for logging in to Media Scheduling is shown in Procedure 1-4,
Logging in to Media Scheduling, on page 1-19.

Procedure 1-4. Logging in to Media Scheduling

Use the following to log in to Media Scheduling.
1. Launch the Media Scheduling application by clicking the Media Scheduling icon.

Result: The login dialog box displays. See Figure 1-18.

Operator [d || {f

Faszwond: | Exit

el
@ Endeavar Infarmation Systems, Inc

Figure 1-18. Media Scheduling Login Window

2. Enter your operator ID in the Operator Id field.
3. Enter your password in the Password field.

4. Click OK to continue, or click Exit to close.
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Result: The main screen of the Media Scheduling application displays; or if you
are authorized to perform Media Scheduling tasks at more than one location, the
Choose Booking Desk Location dialog box displays (see step 5).

(Optional) Select a Booking Desk Location (see Figure 1-19) if you are authorized
to perform Media Scheduling tasks at more than one location and click OK.

Choose Booking Desk Location

Location Mame
Media Center
Main-Circulation
Muzic Bldg.
Student Center

Owning Library
Hain
I ain

Figure 1-19.  Select Current Location

Result: The main screen of the Media Scheduling application displays.

NOTE:
Authorization for Media Scheduling locations is defined in Media System
Administration.

Viewing Login Information

1-20

You can display the following information at any time during the Media Scheduling
session:

* Operator name

* Operator ID

* Location

* Encryption (enabled/disabled)

* Server (as defined in the Server= parameter in the voyager . ini file)
* Database

To access the login information from the Voyager Media Scheduling main menu,
select File > Login Information.
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Login Infarmation

Operator Mame: | perator, demo

Operator 100 |demo

Location: |tedia Department

Encryption: |Dizabled
=erver |10.100.2.37
Database: |DEVIIONCDE

Figure 1-20.  Login Information

Logging Off

Clicking File > Log Off ends the current user's session and opens the login
screen for the next user.

NOTE:
Voyager Media Scheduling allows for multiple client sessions to run concurrently
and, therefore, multiple operators to be logged on at the same time.

Exiting Media Scheduling

You can close and exit the Voyager Media Scheduling module by selecting Exit
from the File menu.
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Introduction

There are many features and functions that are common throughout the Media
Scheduling software such as the following.

* Media scheduling modes (see Media Scheduling Modes on page 2-2)

* Sorting (see Sorting Information on page 2-5)

* Media scheduling search (see Media Scheduling Search on page 2-7)

¢ Bibliographic media search (see Bibliographic Media Search on page 2-27)

* Options customization (see Setting Options on page 2-61)

The Voyager Media Scheduling module allows you to perform media-related
activities for your library to include the following.

¢ Scheduling rooms and media for use by patrons

* Media and room record maintenance.

You can access the Media Scheduling functions from the toolbar, taskbar, or
menus.
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Media Scheduling Modes

There are two modes in which you can operate, Standard and Schedule Monitor.

Standard mode allows you to perform records maintenance through creating,
keeping track of, and updating information on equipment and rooms; creating
bookings for media, equipment, and rooms; and maintaining a current list of staff
members.

The Schedule Monitor mode displays what is scheduled at any particular time.

You can switch between the modes by clicking Mode on the menu bar and
selecting Standard or Schedule Monitor.

NOTE:

Security associated with an operator profile affects what is displayed in Media
Scheduling. Viewing and editing options, for example, dynamically change to
reflect the level of security associated with the operator profile that is logged on to
the Media Scheduling client.

Standard Mode

Standard mode is oriented towards performing booking and records maintenance.
You can charge and discharge media items and equipment, schedule rooms,
send equipment for maintenance, add new records for equipment and rooms, and
edit and delete records.

In Standard mode, tasks are grouped as follows.

* Inventory (see Chapter 3, Standard Mode - Inventory on page 3-1)

* Schedule (see Chapter 4, Standard Mode - Schedule on page 4-1)

* Bookings (see Chapter 5, Standard Mode - Bookings on page 5-1)

¢ Staffing (see Chapter 6, Standard Mode - Staffing on page 6-1)

See Figure 2-1.
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[ inventoy |
[ Schedue |
[ Bockings |
[ Staffing |

Figure 2-1. Inventory, Schedule, Bookings, and Staffing Buttons

You can click each taskbar to display a list of icons for each Media Scheduling
function. See Figure 2-2.
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Schedule

Bookings
Staffing

Figure 2-2. Taskbar

The tools available with the Inventory taskbar allow you to create, edit, and
delete records for rooms, equipment, groups of equipment, and maintenance of
equipment.

The tools available with the Schedule taskbar allow you to view, edit, and delete
bookings for a particular day, month or year, and charge and discharge bookings.

The Bookings taskbar allows you to create new bookings in different ways.

The Staffing taskbar allows you to keep track of your staff roster and who is
currently active and inactive.
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Schedule Monitor Mode

In Schedule Monitor mode, several options warn you about events that are
imminent. These options are as follows.

Conflict Resolution and Warning
Delivery and Cleanup Notification
Pickup Slips

Room Schedules

Library Media Scheduled Rooms.

Schedule Monitor mode provides the following information.

Lists of impending pick-up, delivery, and onsite bookings in chronological
order so that you can quickly view the bookings that are imminent, and
bookings that may become a problem

Bookings that are already a problem

Events that are scheduled for a particular location for the entire day

You can select the time frame within which you are warned about events that may
need to be checked. Use the Tools>Options dialog box to set the time frame to
receive warnings.

You can also print out slips for patrons with information about scheduled events.

For more information about the Schedule Monitor mode, see Chapter 7, Schedule
Monitor on page 7-1.

Sorting Information

One feature common to Media Scheduling is the Sort feature. You can sort any of
the lists in either ascending or descending order based on what you select. See

Figure 2-3.
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Room Lacation

dedia Center

R oo Marme

| MHurnber

AlD2 F'n:npes.-’ﬂg . dditional Lozation  Avai

AlD3 'z N_EW in-Circulation B

AlUDA Avditoriurm Wiew in-tdrninistration In-M

AUD-CVT Wenckus s Delete  kemisty Bldg, Awvai

AUD-CVZ2 Wenckus & T o Aal
A, d

SCI05  Gobatdud DI  Ascendng

Descending

Figure 2-3. Sort

The procedure for sorting information is shown in Procedure 2-1, Sorting
Information, on page 2-6.

Procedure 2-1. Sorting Information

Use the following to do a sort.
1. Right-mouse click the column you want to sort.
Result: This displays the shortcut menu.
2. Click Sort.
Result: This displays the ascending and descending options.
3. Select the option your prefer.
Result: The column that you selected as the sort column dynamically moves to be

the first column in the table as well as the column that determines the sort order
for each row.
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Media Scheduling Search

Media Scheduling Search provides you the ability to search for information
regarding one of the following categories.

Bookings Search

Bookings
Equipment
Equipment Groups
Rooms
Maintenance

Patrons

With the Bookings search capability, you can search for Media Scheduling
booking records using the following criteria.

Date

Confirmation Number
Location

Media

Equipment

Staff

Patron Name

Patron Barcode

The procedure for doing a Bookings search is shown in Procedure 2-2, Bookings
Search, on page 2-7.

Procedure 2-2. Bookings Search

Use the following to search for Bookings records.

1. Click Tools>Search (or Find).

Result: This displays the Search dialog box.

2. Select Bookings in the Look for field.

Ex Libris Confidential 2-7



Media Scheduling User’s Guide

2-8

Result: This displays the search tab options for Bookings. See Figure 2-4.

s searan ]

File Toolz Help

Look for: |7

okings

Find Mo
D ate IEanirmatiDn Numl:uerl Lu:nc:atiu:nnl Medial E quiprner_4 I "I _
Hew Search |

v Date: I I
" Date Hange:l |_| —I |_|

[T Include Histarizal Bookings

& Single Tem O AMD terms O OF termns ﬂl

Figure 2-4. Search dialog box for Bookings

Select Include Historical Bookings if you want your search results to include past
as well as future bookings. This option may or may not be available depending on

the security level of the operator. See Operator Security Profile Settings in the
Media Scheduling System Administration User’s Guide for additional information

about viewing historical bookings.

NOTE:
Any incomplete (overdue) bookings that have not be processed display in the

future bookings list.

Result: A checkmark displays in the checkbox.

Select one of the radio buttons (Single Term, AND terms, or OR terms) to identify
how you want the system to process your search criteria.

Result: The AND terms and OR terms options allow you to combine criteria from

across multiple tabs to build your search. The Single Term option indicates that
criteria is being specified on only one of the tabs.
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5. Enter search criteria on one or more of the tabs using Table 2-1 for a description of
your choices.

Table 2-1. Bookings search criteria tabs

Tab Description
Date Click one of the radio buttons to enter the following
information.
¢ Single date
¢ Date range
Confirmation Enter a confirmation number for your search criteria.
Number
Location Select the Location you want to use in your search from the

drop-down list.

Select the Room criteria as needed to supplement your
Location criteria from the drop-down list.

Media Enter the barcode number for the media you want to search.

Click Staff Search... to perform a more advanced search.
For more information about the Staff Search... function, see
Bibliographic Media Search on page 2-27.

Equipment Click one of the radio buttons to select Type, Group Type,
or Barcode.

Enter a barcode into the Barcode box, or click the drop-
down arrow to select from the Type or Group Type lists
depending on the Equipment search type you have
selected.

Staff Select the staff person from the drop-down list for your
search criteria.

Patron Name Enter the last name, first name, and/or middle initial to
search for bookings made by the patron specified.

Patron Barcode | Enter a patron’s barcode to search for bookings made by the
patron specified.

Result: Your criteria is ready for processing.

6. Click Find Now to process your search criteria or Close to exit the Search dialog
box.

Result: Your search results display or you return to the main Media Scheduling
display.
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Using Search to View Media Status

There may be times when it is helpful to know the status of individual items
associated with a booking. The Media tab for bookings search results displays
Charged/Not Charged status information (see Figure 2-5) in order for you to easily
see at a glance which items are yet to be returned.

File
Woveoicos | B X Gdms AE T

View Booking Tools Help

5

dule |[Media || Room | Equipment | Notes | Stalf | Propeties |

< | [

Media Barcods o lbem ID: | ——
S04 By |lesn 1LY

Figure 2-5. Media tabStatus column

The procedure for using Search to view media status is shown in Procedure 2-3,
Using Search to View Media Status, on page 2-10.

Procedure 2-3. Using Search to View Media Status

1

2.

2-10

Use the following to view media status.
Click Tools > Search.

Enter your Bookings search criteria and click Find Now.
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File Tools Help

Look for: I Boakings

=

‘Date  Confirmation Humber | Lu:u:ati-:unl Medial E quiprner 1 I *I

Find Mow |
MNew Search |

Confirnation Murnber: I 965

[7 Include Historical Bookings

i+ Single Term € AND terms € OR temns

End Time
05:10 PH

0E:05 Pk

4 (L

R equester

Cheney, Daryl

Confirmation & | Titl

}

Close |

Figure 2-6. Search dialog box

3. Highlight the booking for which you want to view the status information and click OK.

Result: The Booking - Confirmation Number dialog box displays.

4. Click the Media tab.

Result: The Media status information displays (see Figure 2-5 on page 2-10).
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Equipment Search

With the Equipment search capability, you can search for Media Scheduling
equipment records using the following criteria.

* Type
*  Number
* Manufacturer

* Serial Number

* |ocation
* Model
* Status

* Next Maintenance

The procedure for doing an Equipment search is shown in Procedure 2-4,
Equipment Search, on page 2-12.

Procedure 2-4. Equipment Search

Use the following to search for Equipment records.
1. Click Tools>Search (or Find).

Result: This displays the Search dialog box.
2. Select Equipment in the Look for field.

Result: This displays the search tab options for Equipment. See Figure 2-7.
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i seaan

File Toolz Help

Laok for. IEquipment =] In: I|ﬂVEﬂtDL‘r‘ =

S
T}'F'El Numl:uerl Manufacturerl SeriaINDI Lu:nc:atiu:nnl M-:uLI_*I _
Hew Search I

Type: I [hiore] j

{* Single Term O AMD terms O OF temmns ﬂl

Figure 2-7. Search dialog box for Equipment
Select where to search for Equipment from the drop-down list in the In field.

Result: The search criteria is narrowed to focus the search within a specific
category to look for Equipment.

Select one of the radio buttons (Single Term, AND terms, or OR terms) to identify
how you want the system to process your search criteria.

Result: The AND terms and OR terms options allow you to combine criteria from
across multiple tabs to build your search. The Single Term option indicates that
criteria is being specified on only one of the tabs.

Enter search criteria on one or more of the tabs using Table 2-2 for a description of
your choices.

Table 2-2. Equipment search criteria tabs

Tab Description

Type Select the equipment type to search using the drop-down list
to display the list of equipment types.
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Table 2-2. Equipment search criteria tabs

Maintenance

Tab Description

Number Select the type of number you prefer to search by clicking
one of the radio buttons.

Enter the number to search in the Number field, or enter the
barcode number in the Barcode field to correspond with the
radio button selected.

Manufacturer Enter manufacturer-related information such as
manufacturer name or serial number in the Manufacturer
field.

Serial No Enter the equipment serial to search.

Location Select the location from the Location drop-down list to
search and select the room from the Room drop-down list to
search.

Model Enter the model name, number, or description to search.

Status Select the equipment status to search from the drop-down
list.

Next Select one of the radio buttons identify the type of date

search you prefer.

Enter the date information that corresponds to the type of
date search selected.

Result: Your criteria is ready for processing.

Click Find Now to process your search criteria or Close to exit the Search dialog

box.

Result: Your search results display or you return to the main Media Scheduling

display.

Equipment Groups Search

2-14

With the Equipment Groups search capability, you can search for Media
Scheduling equipment group records using the following criteria.

* Type
*  Number
* Equipment
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* |ocation

* Status

The procedure for doing an Equipment Groups search is shown in Procedure 2-5,
Equipment Groups Search, on page 2-15.

Procedure 2-5. Equipment Groups Search

Use the following to search for Equipment Groups records.
1. Click Tools>Search (or Find).

Result: This displays the Search dialog box.
2. Select Equipment Groups in the Look for field.

Result: This displays the search tab options for Bookings. See Figure 2-8.

i % Search |
File Tool: Help

Loak for: I E quipment Groups j In: I Inventory j

: : Find Mo
Type |Numl:uer| Equu:umentl Lu:u:atu:unl Statusl
Mew Search |

WL TR BE T4 Cart

% Single Term ¢ AND terms € OF terms ﬂl

Figure 2-8. Search dialog box for Equipment Groups
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3. Select where to search for Equipment Groups from the drop-down list in the In field.

Result: The search criteria is narrowed to focus the search within a specific
category to look for Equipment Groups.

Select one of the radio buttons (Single Term, AND terms, or OR terms) to identify

how you want the system to process your search criteria.

Result: The AND terms and OR terms options allow you to combine criteria from
across multiple tabs to build your search. The Single Term option indicates that
criteria is being specified on only one of the tabs.

5. Enter search criteria on one or more of the tabs using Table 2-3 for a description of

your choices.

Table 2-3. Equipment Groups search criteria tabs

Tab

Description

Type

Select the Equipment Groups type to search from the drop-
down list.

Number

Select the type of number you prefer to search by clicking
one of the radio buttons.

Enter the number to search in the Number field, or enter the
barcode number in the Barcode field to correspond with the
radio button selected.

Equipment

Select the equipment to search from the drop-down list.

Location

Select the location from the Location drop-down list to
search and select the room from the Room drop-down list to
search.

Status

Select the equipment status to search from the drop-down
list.

Result: Your criteria is ready for processing.

box.

Click Find Now to process your search criteria or Close to exit the Search dialog

Result: Your search results display or you return to the main Media Scheduling

display.

2-16
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With the Rooms search capability, you can search for Media Scheduling room
records using the following criteria.

Type

Name

Number
Location
Equipment
Capacity
Status
Available Date

Details

The procedure for doing a Rooms search is shown in Procedure 2-6, Rooms
Search, on page 2-17.

Procedure 2-6. Rooms Search

1.

2.

Use the following to search for Rooms records.

Click Tools>Search (or Find).

Result: This displays the Search dialog box.

Select Rooms in the Look for field.

Result: This displays the search tab options for Rooms. See Figure 2-9.
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i % Search |
File Toolz Help
Loak for: IFh:u:ums =] In: IInventDr_l,l ]

B
Type IName I Numberl L-:u:atiu:unl Equipmentl Capacity 4 [ ¥ _
Hew Search |

Type:

Department Office

& Single Term ¢ AMD terms £ OF temns ﬂl

Figure 2-9. Search dialog box for Rooms
Select where to search for Rooms from the drop-down list in the In field.

Result: The search criteria is narrowed to focus the search within a specific
category to look for Rooms.

Select one of the radio buttons (Single Term, AND terms, or OR terms) to identify

how you want the system to process your search criteria.

Result: The AND terms and OR terms options allow you to combine criteria from
across multiple tabs to build your search. The Single Term option indicates that

criteria is being specified on only one of the tabs.

Enter search criteria on one or more of the tabs using Table 2-4 for a description of

your choices.

Table 2-4. Rooms search criteria tabs

Tab Description

Type Select the room type to search from the drop-down list.
Name Enter the room name to search.

Number Enter the room number to search.

Location Select the location to search from the drop-down list.
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Table 2-4. Rooms search criteria tabs

Tab Description

Equipment Select one of the radio buttons to specify either Type or
Group Type to search.

Select the room type or room group type to search from the
drop-down list associated with radio button you have

selected.

Capacity Enter the room capacity criteria to search using the fields
provided.

Status Select the status from the drop-down list that matches your
criteria.

Available Date Enter the date and time that matches your criteria for the
search.

Details Select detail criteria from the drop-down list provided.

Result: Your criteria is ready for processing.

6. Click Find Now to process your search criteria or Close to exit the Search dialog
box.

Result: Your search results display or you return to the main Media Scheduling
display.

Maintenance Search

With the Maintenance search capability, you can search for Media Scheduling
maintenance records using the following criteria.

e Date

* Equipment
* Details

* Staff

The procedure for doing a Maintenance search is shown in Procedure 2-7,
Maintenance Search, on page 2-20.
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Procedure 2-7. Maintenance Search

Use the following to search for Maintenance records.
1. Click Tools>Search (or Find).

Result: This displays the Search dialog box.
2. Select Maintenance in the Look for field.

Result: This displays the search tab options for Maintenance. See Figure 2-10.

i i Search |
File Toolz Help

Look for: I Maintenance j

- - Find Mo
Diate IEqulpmentI Detallsl Staff I
Hew Search |

" Date: I 4 |i‘l;|

(v Date Range:[02/07/2009 [£] -] — |n1 Aosse_ |2 -]

& Single Term ¢ AMD terms £ OF temns ﬂl

Figure 2-10. Search dialog box for Maintenance

3. Select one of the radio buttons (Single Term, AND terms, or OR terms) to identify
how you want the system to process your search criteria.

Result: The AND terms and OR terms options allow you to combine criteria from

across multiple tabs to build your search. The Single Term option indicates that
criteria is being specified on only one of the tabs.
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4. Enter search criteria on one or more of the tabs using Table 2-5 for a description of
your choices.

Table 2-5. Maintenance search criteria tabs

Tab Description

Date Click one of the radio buttons to specify either a single date
to search or a date range to search.

Enter your date criteria.

Equipment Click one of the radio buttons to specify either a Type
search or a Number search.

Select your criteria from the drop-down list for the Type
search or enter your number criteria for the Number search.

Details Select Details criteria from the drop-down list.

Staff Select Staff criteria from the drop-down list.

Result: Your criteria is ready for processing.

5. Click Find Now to process your search criteria or Close to exit the Search dialog
box.

Result: Your search results display or you return to the main Media Scheduling
display.

Patrons Search

With the Patrons search capability, you can search for Media Scheduling patron
records using the following criteria.

* Name
* Barcode
* |nstitution ID

The procedure for doing a Patrons search is shown in Procedure 2-8, Patrons
Search, on page 2-22.
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Procedure 2-8. Patrons Search

Use the following to search for Patrons records.
1. Click Tools>Search (or Find).
Result: This displays the Search dialog box.

2. Select Patrons in the Look for field.

Result: This displays the search tab options for Patrons. See Figure 2-11.
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Figure 2-11. Search dialog box for Patrons

3. Select where to search for Patrons from the drop-down list in the In field.

Result: The search criteria is narrowed to focus the search within a specific

category to look for Patrons.

4. Select one of the radio buttons (Single Term, AND terms, or OR terms) to identify
how you want the system to process your search criteria.
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Result: The AND terms and OR terms options allow you to combine criteria from
across multiple tabs to build your search. The Single Term option indicates that
criteria is being specified on only one of the tabs.

5. Enter search criteria on one or more of the tabs using Table 2-6 for a description of
your choices.

Table 2-6. Patrons search criteria tabs

Tab Description

Name Enter a last name, first name, and/or middle name into the
Last, First and/or Middle fields.

NOTE:

The Last field is required for the Name search.
Barcode Enter a barcode number to search.
Institution 1D Enter an institution identification number to search.

Result: Your criteria is ready for processing.

6. Click Find Now to process your search criteria or Close to exit the Search dialog
box.

Result: Your search results display or you return to the main Media Scheduling
display.

Ex Libris Confidential 2-23



Media Scheduling User’s Guide
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Figure 2-12. Patron search results
7. Highlight the patron record in which you are interested and click OK.

Result: The Patron Counters and Bookings dialog box displays.
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[ Patron Counters and Bookings
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Figure 2-13. Patron Counters and Bookings dialog box

8. Manage the patron data as needed (see Table 2-7 for additional information).

Table 2-7. Patron Counters and Bookings

Options

Description

Counters:
Late Returns
Cancelled Bookings
Historical Bookings

Unclaimed Bookings

Use the counter fields to manually adjust the values and
click Save.

When changes are made, the Reset Date displays the
date of when the changes were last saved; and the
Reset Operator ID displays the user ID that made the
changes.

Include Historical Bookings

Select this check box to display historical booking
records.
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Table 2-7. Patron Counters and Bookings

Options

Description

Booking record actions:
Summary
Print
Select All

Unselect All

Use the Select All, Unselect All, or individually highlight
bookings records for processing.

The lower portion of the display shows the active
bookings records, that is, unless you have selected the
Include Historical Bookings check box.

You can display summary information for booking
records or print booking records.

To customize the print format, edit the Media. ini file
located on the client PC in the Voyager > Media
folder. The stanza defaults are shown in Figure 2-14.
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[BOOKING]

Heading=Booking Information
HeadingFont=Times New Roman
HeadingFontSize=12
HeadingFontBold=True
HeadingFontltalic=False
HeadingFontuUnderline=True
HeadingJustified=C
LabelFont=Times New Roman
LabelFontSize=12
LabelFontBold=True
LabelFontltalic=False
LabelFontUnderline=False
TextFont=Times New Roman
TextFontSize=12
ConfirmationNumberLabel=Booking Number:
BookingTypeLabel=Booking Type:
DeliveryPickupLabel=Delivery Room/Equipment Pickup Location:
StartTimeLabel=Start Date/Time:
EndTimeLabel=End Date/Time:
PatronLabel=Patron:
Titlelndent=0.5

Datelndent=1
MediaCountLabel=Media Count:
MediaDueDatelLabel=Due Date:
MediaReturnDatelLabel=Return Date:
EquipCountLabel=Equipment Count:
EquipDueDatelLabel=Due Date:
EquipReturnDateLabel=Return Date:
PageMargins=1

BlankL inesBetweenSections=2
BlankL inesBetweenBookings=2
ShowL ineBetweenBookings=True

Figure 2-14. Media.ini

9. Click Close when you are finished.

Bibliographic Media Search

The bibliographic media search function is provided to enable users to search for
and book items such as video recordings, CDs and so forth while also scheduling
equipment and rooms.

Voyager Media Scheduling uses the same search interface that is familiar to users

of the Voyager Acquisitions, Cataloging, and Circulation modules. This interface
provides search functions on tabs as follows. See Figure 2-15.
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* Keyword

* Index Selection
* Builder

* History

Kepword Index Selection I Builder Hiztory
{+ Boolean [ not uzing relevance |
" Free Text [ uging relevance |

" Holdings Boolean [ not using relevance |

Search for:

[0 Search I Lancel | LClear | Limit... Bemote... Google

Figure 2-15. Search dialog box

Search Buttons

Common on all tabs of the bibliographic media search function are the following
buttons.

* Do Search

* Cancel
e (Clear
* Limit

* User-Defined Alternate Search

A description of each button is provided in Table 2-8.

Table 2-8. Search buttons

Name Description

Do Search Executes the search entered.
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Table 2-8. Search buttons

Name Description

Cancel Exits the Search dialog box and returns to the previous win-
dow.

Clear Refreshes Search dialog box fields in order to enter new
search criteria.

Limit Displays Search Limits dialog box. See Figure 2-16.

User-Defined Executes search outside the Voyager database using a URI

Alternate (Uniform Resource Identifier) that uses the text string entered

Search in the Search for field if text is entered.

In Figure 2-15, the User-Defined Alternate Search button is
labeled Google as an example.

For more information regarding setup of this button, see the
Voyager Technical User’s Guide for a description of the
[Search URI] stanzain the voyager . ini file.

Search Limits

The Search Limits dialog box (see Figure 2-16) provides the following criteria from
which to select to limit your search.

¢ Language

* Location
e Date

* Medium
* Type

* Place

e Status
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Search Limits

[~ Betain search limits bebween searches

Figure 2-16. Search Limits dialog box

The procedure for limiting your search is shown in Procedure 2-9, Limiting search,
on page 2-30.

Procedure 2-9. Limiting search

Use the following to limit your search.
1. Click the Limits button.
Result: This displays the Search Limits dialog box.
2. Expand the folder(s) containing your preferred search limits criteria.
Result: This displays the Search Limits options from which to select.
3. Highlight the Search Limits options to match your requirements and click Add.

Result: Your search limits display. See Figure 2-17.
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Search Limits

- Book

Serial
Archive/Manuscript
Music Score

| Limit Type [ 4alue |
Type Monmusical Recording

[~ Betain search limits bebween searches

Figure 2-17. Search Limits selected
4. (Optional) Click Delete.
Result: This removes selected search limits criteria.
5. (Optional) Click Clear.
Result: This removes all selected search limits criteria.
6. (Optional) Click Retain search limits between searches.
Result: This maintains the selected Search Limits for future searches.
7. Click OK.

Result: This saves your Search Limits and returns you to the Search dialog box
with the notation “Limits are in Effect.”

Keyword Tab

Use the Keyword tab to locate material in the database by keywords pertinent to
your search.

The Keyword tab provides the following options for keyword searching. See
Figure 2-18.

* Boolean (not using relevance)
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Free Text (using relevance)

Search for

Kepword Index Selection I Builder Hiztory
{+ Boolean [ not uzing relevance |
" Free Text [ uging relevance |

" Holdings Boolean [ not using relevance |

Search for:

Doﬁearchl Lancel | LClear | Limit... | Bemote... | Google |

Figure 2-18. Keyword tab (bibliographic media search)

See Table 2-9 for a description of the fields and selections available on the
Keyword tab.

Table 2-9. Keyword tab options
Name Description
Boolean Select this option to identify the type of search entered in Search for as one
(not using that includes Boolean logic and syntax such as and, not, or, and ad]
relevance) | (adjacent).

NOTE:
A Malformed query error message indicates that a non-Boolean format

has been entered in Search for.

2-32
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Table 2-9. Keyword tab options

Name

Description

Free Text
(using
relevance)

Select this option to identify the type of search entered as one that displays
results in relevance order.

Add emphasis to specific terms in Search for when using Free Text by pre-
ceding search terms with one of the following operators.
* + (plus sign) that means the term entered must display in the
resulting record.

¢ | (exclamation point) that means any record with the term is to be
excluded from the results list.

¢ * (asterisk) that means the term is important.

NOTE:
By default, Voyager utilizes the Boolean or operator when Free Text is

selected and multiple terms are entered in Search for.

Factors that affect relevance ranking include the following.

* Proximity of terms in the records. This does not cross subfields.
Proximity within five words receives more weight. Each word
between the search terms reduces relevancy; and therefore,
adjacency increases relevancy.

* Number of times the term appears in the database. The term with
fewer appearances in the database receives a higher weight.

* MARC field weighting as assigned in Voyager System Administration
(Search>Indexes - Field Weighting).

¢ Search operators such as + and *.

Each record found receives a score calculated using these factors and is
ranked against a theoretical perfect record. Evaluation of the resulting list of
titles shows that records higher on the list have more overall relevance
points.

Holdings
Boolean
(not using
relevance)

Performs a keyword search, without using relevance, of holdings recrods in
your local database. For example, call number searching.

Must use Boolean operators if using more than one search term.
The default index searched is HKEY.

NOTE:
This search option is not available for remote searching.
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Table 2-9. Keyword tab options

Name Description

Search for Enter search terms in this field.

Use double quotation marks (*) to indicate the beginning and end of
phrases.

Use a question mark (?) to truncate a search term.

Default Tab | Identifies which tab displays as the default when the Search function is
initiated.

This button is inactive on the tab selected as the default.
At installation, the Index Selection tab is the default.

This option is available on the following tabs: Keyword, Index Selection,
and Builder.

This button does not display when Retain Last Search is selected.

The procedure for entering a search on the Keyword tab is shown in
Procedure 2-10, Keyword tab search, on page 2-34.

Procedure 2-10. Keyword tab search

Use the following to execute a Keyword tab search for the item to include in your
booking.

1. Click the Bookings listbar button.
Result: The Bookings options display in the listbar.
2. Click New Booking, Booking Wizard, or New Pick-Up.
Result: The Media tab or Booking Wizard dialog box displays.
3. Click the Media tab or follow the Booking Wizard dialog box instructions.
Result: The Search button displays.
4. Click Search.
Result: The Search dialog box displays.

5. Click the Keyword tab.
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Result: The Keyword search options display.

Enter your search criteria. See Table 2-9 on page 2-32 for a description of your
options.

Result: The Search dialog box is ready to process your search.

(Optional) Set limits by clicking the Limits button. See Search Limits on page 2-29
for more details regarding setting limits.

Result: Your search criteria results list will contain fewer records based on the
limits selected.

(Optional) Click the User-Defined Alternative Search button. See Table 2-8 on
page 2-28 for details.

Result: A search outside the Voyager database is executed using a URI (Uniform
Resource ldentifier) and the text string entered in the Search for field if text is
entered.

Click Do Search.

Result: The Titles Index dialog box displays a list of records based on the search
criteria you entered. See Figure 2-19 for an example of the Titles Index resulting
from a Boolean (not using relevance) search.

Titles Index

Full Title:

Martin, Alexander Campbell. 1897-

Animal kingdom; the strange and wonderful ways of
mammalz, birds, reptiles, fishes, and ingects. A new and
authentic natural histary of the wildlife of the warld [by]
George G. Goodwin [and others] Frederic Drimmer,
editor-in-chief.

Animal species and evolution. tap, Emst, 1304- Book

Animals : atext-book of zoology / by David 5. Jordan ... | Jordan, David Star, 1851-1931. Book

“Wernon L. Kelloga ... and Harold Heath. LI

oK I Lancel Search Select All Clear Al
|52 Records Found Search: Command=zoology

Figure 2-19. Title List
Select the record for your booking and click OK.

Result: The Selected Bibliographic Records, Holdings, and Items dialog box
displays. See Figure 2-20.
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2-36
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Selected Bibliographic Records. Holdings. and Items

Select items for booking:
- any item for the bib by selecting a bibliographic record
- any item for a holdings record by selecting a haldings record
- a particular iterm by zelecting an item record

=l Learn the trees from leaf prints : 32 plates, prints of the leaves of 161 trees ... / Copyright ... by Dawid 5. M
Location | Call Humber |
b air QK77 M35

4] | ©

el View. | Cancel |

Figure 2-20.  Selected Bibliographic Records, Holdings, and Items
Click a holdings record to select it for your booking, and click Add.

Optionally, click View to display the holdings detail for a selected holdings record
as in Figure 2-21 and click Close return to the Selected Bibliographic Records,
Holdings, and Items screen to Add your selection.

NOTE:

The holdings record can also be displayed in the OPAC by selecting WebVoyage
from the drop-down list displayed on the Holdings Record dialog box (see
Figure 2-21) and clicking Send Record To.
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Holdings Record #44622

Fant: IAriaIUnicode M5 j ILinkresoIver

j Send Record To

Linkresalver

— Holding:
statuz twpe  enc/l

Leader: I? IT I?

0oy | 0os:

9701150p 8 4001aueng0000000

Tag | Ind1 | ind2 [Bibliographic Data

014 1 }a ocm20455361
52 o th media th A2446

Lloze

Frint |

Figure 2-21. View holdings record detail

Result: The Select Desired Media Type dialog box displays after clicking Add.

See Figure 2-22.

Select Desired Media Type |

Title: IMDSb_',"S memaoirz and other stones £ Saul Bellow.

WHS Tape
BETA Tape

Filrn Strip
CD [ uzic)

LP Record

45rpm Recard
Cazzette [zpoken)

Kl

-

Figure 2-22.  Select Desired Media Type

12.

Click the appropriate media option and click OK.

Result: Your selection displays on the Media tab for your booking. See Figure 2-

23.
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. Booking - {(New) : ﬂ
File Wiew Eocking Tools Help

W Save and Close E|@|‘ X|q* |M !E| ?

Schedule I Media I Hoom] E quipment I Motes I Staff I Froperties I

Title

Bemove |
MARLC... |

Aidd by Barcode |
Aidd by [kem D |

Media Barcode or ltem |D:

Figure 2-23. Media tab booking selection

Index Selection Tab

Use the Index Selection tab to locate material in the database by subject
headings, call number, title, ISBN number, and so forth.

The Index Selection tab provides the following options for searching. See
Figure 2-24.

* Find

¢ Browse

* Search by drop-down list
* Heading Types Filter

* Locations Filter

* Search for
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Kepword Index Selection Builder Hiztory
— Search by
& Find
) Browse Tile < j
€ Keyword
Heading Types Filker Locations Filter
< Mot applicable = < Mot applicable =

Search for: | |

Doﬁearchl Lancel | LClear | Limit... | Bemote... | Google |

Figure 2-24. Index Selection tab (bibliographic media search)

See Table 2-10 for a description of the fields and selections available on the Index
Selection tab.

Table 2-10. Index Selection tab options

Name Description

Find Select Find to create a search that matches specific
Search by type criteria with the terms entered in the
Search for field.

The result is a list with a finite number of records.

See Figure 2-25, for example, which is a Headings List
generated by selecting a headings search from the drop-
down list in the Search by section of the dialog box.

Browse Select Browse to generate a Browse Headings List
(see Figure 2-26) that provides you the capability to

scroll through your institution’s list of headings. (See
scroll button options in Figure 2-27.)

Use the Search by drop-down list, Heading Types Fil-
ter, Locations Filter, and Search for terms to create
the Browse Headings List.
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Table 2-10. Index Selection tab options

(drop-down list)

Name Description

Keyword Displays a headings list from which to select when exact
word order or the initial words are unknown.
See Headings Keyword Searches on page 2-42 for
more information.

Search by Select an Index Selection Search by option such as

Title, ISBN, Journal Title, MFHD Call Number, and so
forth from the drop-down list to more specifically identify
your search criteria.

Heading Types
Filter

Select a Heading Types Filter to further limit your
search. Resulting records contain the heading type
selected and match the Search for criteria.

NOTE:
These filters may be suppressed in the Voyager System

Administration module.

Locations Filter

Select a Locations Filter to further limit your search
when doing call number searches.

Locations are defined in the Voyager System
Administration module.

2 11p:
By limiting a call number search by location, you
can get an online shelf list.

Search for Enter search terms in this field.
Use double quotation marks () to indicate the beginning
and end of phrases.
Use a question mark (?) to truncate a search term.
Default Tab Identifies which tab displays as the default when the

Search function is initiated.
This button is inactive on the tab selected as the default.
At installation, the Index Selection tab is the default.

This option is available on the following tabs: Keyword,
Index Selection, and Builder.

This button does not display when Retain Last Search
is selected.
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Table 2-10. Index Selection tab options

Name Description

Save Settings Saves values on the current search tab.
The search code for the index is saved.

The saved settings display each subsequent time this
tab is accessed.

To change settings, enter new values on the tab and
click Save Settings.

NOTE:
When the index is deleted, the index code is changed, or

it is suppressed, a standard error message is displayed.
When the user responds by clicking OK, the default
setting is cleared and the first index in the list and the
first connector display.

This option is available on the following tabs: Index
Selection and Builder.

This button does not display when Retain Last Search
is selected.

Headings List
Fant: [rial Unicods MS =]
| Bib= | OPAC Subject Headihgs Search Heading Heading Type Iﬁl
Reffote G 13 War LC subject heatings
3 War. L zubject headings for children
1 Wiar and civilization L subject headings
Mote 1 War ahd education L subject headings
Reference 0 Wiar and emergency legislation L subject headings
1 War ahd emergency legislation Japan History. L subject headings
Reference 0 Wiar ahd emergency powers L subject headings
2 War and emergency powers United States L subject headings
1 Wiar and emergency powers United States History. L subject headings LI
ok I LCancel Search Sutharity Clear Al
|343 Headings Found Search: OP&C Subject Headings Search=war?

Figure 2-25. Example Headings List
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M| 4| r|M

Figure 2-26. Example Browse Headings List

1]

ol N N

Figure 2-27. Top, Up, Refresh, Down and Bottom Buttons

Headings Keyword Searches

The Keyword radio button is active on the Index Selection tab when the
following indexes are selected from the drop-down list.

Staff Name Headings Search
Staff Title Headings Search

Staff Name/Title Headings Search
Staff Subject Search

OPAC Name Headings Search
OPAC Title Headings Search
OPAC Name/Title Search

OPAC Subject Search

Consistent with all headings searches, the Limit button is disabled when a
headings index is selected from the drop-down list.
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The procedure for entering a search on the Index Selection tab is shown in
Procedure 2-11, Index Selection tab search, on page 2-43.

Procedure 2-11. Index Selection tab search

Use the following to execute a Index Selection tab search for the item to include
in your booking.

1. Click the Bookings listbar button.
Result: The Bookings options display in the listbar.
2. Click New Booking, Booking Wizard, or New Pick-Up.
Result: The Media tab or Booking Wizard dialog box displays.
3. Click the Media tab or follow the Booking Wizard dialog box instructions.
Result: The Search button displays.
4. Click Search.
Result: The Search dialog box displays.
5. Click the Index Selection tab.

Result: The Index Selection search options display.

6. Enter your search criteria. See Table 2-10 on page 2-39 for a description of your
options.

Result: The Search dialog box is ready to process your search.

7. (Optional) Set limits by clicking the Limits button. See Search Limits on page 2-29
for more details regarding setting limits.

Result: Your search criteria results list will contain fewer records based on the
limits selected.

8. (Optional) Click the User-Defined Alternative Search button. See Table 2-8 on
page 2-28 for details.

Ex Libris Confidential 2-43



Media Scheduling User’s Guide

2-44

10.

Result: A search outside the Voyager database is executed using a URI (Uniform
Resource ldentifier) and the text string entered in the Search for field if text is
entered.

Click Do Search.

Result: The Titles Index dialog box displays a list of records based on the search
criteria you entered. See Figure 2-28.

Titles Index

der Campbel,

Animal kingdom; the strange and wonderful ways of
mammalz, birds, reptiles, fishes, and ingects. A new and
authentic: natural history of the wildlife of the world [by]
George G. Goodwin [and athers] Frederic Drimmer,

editor-in-chief.
Animal species and evolution. Mayr, Emst, 1904- Book
Animals : a text-book of zoology / by David 5. Jordan ... | Jordan, David Star, 1851-1931. Book
‘“Wernon L. Kellagg ... and Harold Heath. LI
ok I Lancel Search Select All Clear Al
|52 Records Found Search: Command=zoology

Figure 2-28. Title List

NOTE:
Depending on the search options selected, the system may initially display other

result lists like the Headings List (see Figure 2-25) or the Browse Headings List
(see Figure 2-26) from which you can select and ultimately display the Titles
Index list.

Select the record for your booking and click OK.

Result: The Selected Bibliographic Records, Holdings, and Items dialog box
displays. See Figure 2-29.
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Selected Bibliographic Records. Holdings. and Items

Select items for booking:
- any item for the bib by selecting a bibliographic record
- any item for a holdings record by selecting a haldings record
- a particular iterm by zelecting an item record

=l Learn the trees from leaf prints : 32 plates, prints of the leaves of 161 trees ... / Copyright ... by Dawid 5. M
Location | Call Humber |
b air QK77 M35

el View. | Cancel |

Figure 2-29.  Selected Bibliographic Records, Holdings, and Items
11. Click a holdings record to select it for your booking, and click Add.

Optionally, click View to display the holdings detail for a selected holdings record
as in Figure 2-30 and click Close return to the Selected Bibliographic Records,
Holdings, and Items screen to Add your selection.

NOTE:

The holdings record can also be displayed in the OPAC by selecting WebVoyage
from the drop-down list displayed on the Holdings Record dialog box (see
Figure 2-30) and clicking Send Record To.
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Holdings Record #44622

Fant: IAriaI Unicode M5 j ILinkresoIver j Send Record To
Linkresalver

— Holding:

statuz twpe  enc/l
Leader: I? IT I?

oo7: | 008: |9701150p 8 4001auengd000000

Tag | Ind1 | ind2 [Bibliographic Data
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Figure 2-30. View holdings record detail

Result: The Select Desired Media Type dialog box displays after clicking Add.
See Figure 2-31.

Select Desired Media Type

Title: IMDSb_I,I's memaoirs and other stones 4 Saul Bellow.

LP Record
45rpm Recard
Cazzette [zpoken)

KN

-

Figure 2-31. Select Desired Media Type
12. Click the appropriate media option and click OK.

Result: Your selection displays on the Media tab for your booking. See Figure 2-
32.
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. Booking - {(New) : ﬂ
File Wiew Eocking Tools Help

I save and Close E| @| L X| iy sie # !E| 7

Schedule I Media I Hoom] E quipment I Motes I Staff I Froperties I

! Copyright ... by [

Bemove |
MARLC... |

Aidd by Barcode |
Media Barcode or ltem |D:
Aidd by [kem D |

Figure 2-32. Media tab booking selection

Builder Tab

Use the Builder tab to create complex searches using multiple fields, search
terms, and Boolean operators.
The Builder tab provides the following options for searching. See Figure 2-33.
* Search for
* Multi-term phrasing/non-phrasing options
* Searchin
* Boolean operators
* Edit/Delete
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2-48

Kepword I Index Selection Builder | Hiztory I

Search for: |

Iany of these j

Search in: IKeyword Arywhere

Sl e e

Edit |
Delete |

[0 Search I Lancel |

LClear | Limit... | Bemote... | Google |

Figure 2-33.  Builder tab (bibliographic media search)

See Table 2-11 for a description of the fields and selections available on the

Builder tab.

Table 2-11. Builder tab options

Name

Description

Search for

Enter search term(s).

Multi-term phrasing/
non-phrasing options

Specify phrasing/non-phrasing option for search term(s)
entered.

The any of these option places or logic between the
search terms entered.

The all of these option places and logic between the
search terms entered.

The as a phrase option treats the search terms as if
they were logically set off by quotation marks.

Search in

Select search type from the drop-down list.

Boolean operators

Click And, Or, or Not to create a Boolean search with
additional search terms and criteria.

Edit/Delete

Use the Edit and Delete buttons to modify the rows of
the Builder search. First, click the row to highlight it for
editing or deletion.
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Table 2-11. Builder tab options

Name Description

Default Tab Identifies which tab displays as the default when the
Search function is initiated.

This button is inactive on the tab selected as the default.
At installation, the Index Selection tab is the default.

This option is available on the following tabs: Keyword,
Index Selection, and Builder.

This button does not display when Retain Last Search
is selected.

Save Settings Saves values on the current search tab.
The search code for the index is saved.

The saved settings display each subsequent time this
tab is accessed.

To change settings, enter new values on the tab and
click Save Settings.

NOTE:
When the index is deleted, the index code is changed, or

it is suppressed, a standard error message is displayed.
When the user responds by clicking OK, the default
setting is cleared and the first index in the list and the
first connector display.

This option is available on the following tabs: Index
Selection and Builder.

This button does not display when Retain Last Search
is selected.

The procedure for entering a search on the Builder tab is shown in Procedure 2-
12, Builder tab search, on page 2-49.

Procedure 2-12. Builder tab search

Use the following to execute a Builder tab search for the item to include in your
booking.

1. Click the Bookings listbar button.
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Result: The Bookings options display in the listbar.
2. Click New Booking, Booking Wizard, or New Pick-Up.
Result: The Media tab or Booking Wizard dialog box displays.
3. Click the Media tab or follow the Booking Wizard dialog box instructions.
Result: The Search button displays.
4. Click Search.
Result: The Search dialog box displays.
5. Click the Builder tab.
Result: The Builder search options display.

6. Enter your search criteria. See Table 2-11 on page 2-48 for a description of your
options.

Result: The Search dialog box is ready to process your search.

7. (Optional) Set limits by clicking the Limits button. See Search Limits on page 2-29
for more details regarding setting limits.

Result: Your search criteria results list will contain fewer records based on the
limits selected.

8. (Optional) Click the User-Defined Alternative Search button. See Table 2-8 on
page 2-28 for details.

Result: A search outside the Voyager database is executed using a URI (Uniform
Resource ldentifier) and the text string entered in the Search for field if text is
entered.

9. Click Do Search.

Result: The Titles Index dialog box displays a list of records based on the search
criteria you entered. See Figure 2-34.
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Titles Index

Full Title:

Animal kingdom; the strange and wonderful ways of
mammalz, birds, reptiles, fishes, and ingects. A new and
authentic: natural history of the wildlife of the world [by]
George G. Goodwin [and others] Frederic Drimmer,

editor-in-chief.
Animal species and evolution. Mayr, Emst, 1904- Book
Animals : atext-book of zoology / by David 5. Jordan ... | Jordan, David Star, 1851-1931. Book
“ernon L. Kellagg ... and Harold Heath. LI
oK I Lancel Search Select All Clear &l
|52 Fecords Found Search: Command=zoology

Figure 2-34. Title List
10. Select the record for your booking and click OK.

Result: The Selected Bibliographic Records, Holdings, and Items dialog box
displays. See Figure 2-35.

Selected Bibliographic Records. Holdings. and Items

Select items for booking:
- any item for the bib by selecting a bibliographic record
- any item for a holdings record by selecting a haldings record
- a particular iterm by zelecting an item record

=l Learn the trees from leaf prints : 32 plates, prints of the leaves of 161 trees ... / Copyright ... by Dawid 5. M
Location I Call Humber
bd zir QK77 M35

4] | ©

e View. | Cancel |

Figure 2-35.  Selected Bibliographic Records, Holdings, and Items

11. Click a holdings record to select it for your booking, and click Add.
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Optionally, click View to display the holdings detail for a selected holdings record
as in Figure 2-36 and click Close return to the Selected Bibliographic Records,
Holdings, and Items screen to Add your selection.

NOTE:

The holdings record can also be displayed in the OPAC by selecting WebVoyage
from the drop-down list displayed on the Holdings Record dialog box (see
Figure 2-36) and clicking Send Record To.

Holdings Record #44622

Fant: IAriaI Unicode M5 j ILinkresoIver j Send Record To

— Holding:
statuz twpe  enc/l

Leader: I? IT I?

oo7: | 008: |9701150p 8 4001auengd000000

Tag | Ind1 | ind2 [Bibliographic Data
THEE ta 0Cm20485361
852 | 0 1h media Th A2446

Figure 2-36. View holdings record detail

Result: The Select Desired Media Type dialog box displays after clicking Add.
See Figure 2-37.
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Select Desired Media Type |

Title: IMDsby's memairz and other staries £ Saul Bellow.

WHS Tape
BETA Tape

Filmn Strip
CO [k uzic)

LP Recaord

45rpm Record
Cazzette [zpoken)

-

Kl

Figure 2-37. Select Desired Media Type

12.

Click the appropriate media option and click OK.

Result: Your selection displays on the Media tab for your booking. See Figure 2-

38.

. Booking - {(New)
File Wiew Eocking Tools Help

I save and Close E| @| L X| iy sie # !E| 7

Schedule I Media I Hoom] E quipment I Motes I Staff I Froperties I

Media Barcode or ltem |D:

opyright ... by [

Aidd by Barcode |
Aidd by [kem D |

Bemove |
MARLC... |

Figure 2-38. Media tab booking selection
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History Tab

Use the History tab to increase your productivity. Searches performed during the
current session are saved on the History tab and can be reused or edited for
additional database searching.

The History tab provides the following information and options. See Figure 2-39.

* # Hits
* Search Text
o Edit

Kepword Index Selection Builder Hiztory

# Hitz | Search Text

B9 Keyward="woarld war 1"
392 Keyword="civil war"

549 Command=civil war

"revolutionary war"

Edit |

[o Search I Lancel |

Clear | Lirnit.... | Bemote... | Google |

Figure 2-39. History tab (bibliographic media search)

See Table 2-12 for a description of the information and options available on the

History tab.

Table 2-12. History tab information/options

Name

Description

# Hits

Provides a count of the number of matching records for
the search previously completed.

Search Text

Displays the search text entered on either the Keyword,
Index Selection, or Builder tab.
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Table 2-12. History tab information/options

Name Description

Edit Click the Edit button to display the tab from which the
search originated. The same search can be repeated or
the search criteria can be edited and the search process
repeated.

NOTE:
Each modified search also displays on the History tab.

The procedure for repeating or editing a search from the History tab is shown in
Procedure 2-13, History tab search, on page 2-55.

Procedure 2-13. History tab search

Use the following to repeat or edit a search from the History tab.
1. Click the Bookings listbar button.

Result: The Bookings options display in the listbar.

{;Ig;rgiearch dialog box is the active display on your screen, skip Step 1 through
4 and go directly to Step 5 of this procedure.
2. Click New Booking, Booking Wizard, or New Pick-Up.
Result: The Media tab or Booking Wizard dialog box displays.
3. Click the Media tab or follow the Booking Wizard dialog box instructions.
Result: The Search button displays.
4. Click Search.
Result: The Search dialog box displays.
5. Click the History tab.

Result: The History search information and options display.

6. Click the search you want to repeat or edit.
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2-56

10.

11.

Result: This highlights the search with which you want to work.
Click Edit.

Result: This displays the original search on the appropriate tab (Keyword, Index
Selection, or Builder) from which it was created.

Enter any search criteria changes or skip to Step 11.

See Procedure 2-10, Keyword tab search, on page 2-34, Procedure 2-11, Index
Selection tab search, on page 2-43, or Procedure 2-12, Builder tab search, on
page 2-49 for more information regarding the options that can be selected/
changed for your search.

Result: The Search dialog box is ready to process your search.

(Optional) Set limits by clicking the Limits button. See Search Limits on page 2-29
for more details regarding setting limits.

Result: Your search criteria results list will contain fewer records based on the
limits selected.

(Optional) Click the User-Defined Alternative Search button. See Table 2-8 on
page 2-28 for details.

Result: A search outside the Voyager database is executed using a URI (Uniform
Resource ldentifier) and the text string entered in the Search for field if text is
entered.

Click Do Search.

Result: The Titles Index dialog box displays a list of records based on the search
criteria you entered. See Figure 2-40.
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Titles Index

Full Title:

Animal kingdom; the strange and wonderful ways of
mammalz, birds, reptiles, fishes, and ingects. A new and
authentic: natural history of the wildlife of the world [by]
George G. Goodwin [and others] Frederic Drimmer,

editor-in-chief.
Animal species and evolution. Mayr, Emst, 1904- Book
Animals : atext-book of zoology / by David 5. Jordan ... | Jordan, David Star, 1851-1931. Book
“ernon L. Kellagg ... and Harold Heath. LI
oK I Lancel Search Select All Clear &l
|52 Fecords Found Search: Command=zoology

Figure 2-40. Title List
12. Select the record for your booking and click OK.

Result: The Selected Bibliographic Records, Holdings, and Items dialog box
displays. See Figure 2-41.

Selected Bibliographic Records. Holdings. and Items

Select items for booking:
- any item for the bib by selecting a bibliographic record
- any item for a holdings record by selecting a haldings record
- a particular iterm by zelecting an item record

=l Learn the trees from leaf prints : 32 plates, prints of the leaves of 161 trees ... / Copyright ... by Dawid 5. M
Location I Call Humber
bd zir QK77 M35

4] | ©

e View. | Cancel |

Figure 2-41.  Selected Bibliographic Records, Holdings, and Items

13. Click a holdings record to select it for your booking, and click Add.
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Optionally, click View to display the holdings detail for a selected holdings record
as in Figure 2-42 and click Close return to the Selected Bibliographic Records,
Holdings, and Items screen to Add your selection.

NOTE:

The holdings record can also be displayed in the OPAC by selecting WebVoyage
from the drop-down list displayed on the Holdings Record dialog box (see
Figure 2-42) and clicking Send Record To.

Holdings Record #44622

Fant: IAriaI Unicode M5 j ILinkresoIver j Send Record To

— Holding:
statuz twpe  enc/l
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oo7: | 008: |9701150p 8 4001auengd000000

Tag | Ind1 | ind2 [Bibliographic Data
THEE ta 0Cm20485361
852 | 0 1h media Th A2446

Figure 2-42.  View holdings record detail

Result: The Select Desired Media Type dialog box displays after clicking Add.
See Figure 2-43.
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Select Desired Media Type |

Title: IMDsby's memairz and other staries £ Saul Bellow.

WHS Tape
BETA Tape

Filmn Strip
CO [k uzic)

LP Recaord

45rpm Record
Cazzette [zpoken)

Kl

-

Figure 2-43. Select Desired Media Type

14.

Click the appropriate media option and click OK.

Result: Your selection displays on the Media tab for your booking. See Figure 2-

44,

. Booking - {(New)
File Wiew Eocking Tools Help

I save and Close E| @| L X| iy sie # !E| 7

Schedule I Media I Hoom] E quipment I Motes I Staff I Froperties I

Media Barcode or ltem |D:

opyright ... by [

Aidd by Barcode |
Aidd by [kem D |

Bemove |
MARLC... |

Figure 2-44. Media tab booking selection
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Patron Notes

Media Scheduling provides the ability to view patron notes. The patron pop-up
note, as created in the Circulation client, displays when a patron is selected during
booking creation, charge, discharge, and pickup operations (see Figure 2-45).

B3 Booking - {hew)
File “iew Booking Tools Help

E Save and Close E ﬂ iE ?

Schedule | Media || Mates

[ Administrative Bog @! Patran Mame: |Gibbons, Tory

Pick-up Patron... ]

F'u:up-up note. e
Date Meeded: Itip
Tirme Heeded: B
B:00 |7:00 |E:EIEI | H: 0
LU LU L] L
o -

Cloze

Figure 2-45. Patron pop-up note

The other types of patron notes are available for viewing from the View menu
when a patron is selected (see Figure 2-46). Each time that a patron record is
retrieved in order to complete a booking or process a charge, a pop-up note
displays (if it exists) before any further action can be completed.
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B8 Booking - Confirmation Mumber: 963

File Booking Tools Help

(= = Schedule ’ Y ﬂ ghi= 7
e Fdedia : -
f Sef . tipment | Motes | Staff | Properties |
oarm
r Equiprment

| Motes ' |_| Patron Group: IE
E Staff |_| Confirmation Mumber: lﬁ

Properties
Merge Cells E Date Finished: [a9/2013
—r P | o =20.PM
Patron Motes L Requester..,
10:01 Pick-up Patron NDtES---___/Je—-rﬁDD |1E:IZIIZI |1
LUt L

Figure 2-46. View > Patron Notes

Patron notes are read-only in the Media Scheduling client. Note maintenance
such as creation, editing and deletion remain functions of the Circulation client.

Setting Options

To enhance the usability of Media Scheduling, use the Options settings to
customize your work environment. Click Tools>Options to access these features.

Settings are grouped and accessible via labeled tabs. See Figure 2-47.

Ex Libris Confidential 2-61



Media Scheduling User’s Guide

Cptions

Sl:hedl_._J_Ie b onitor ] Charge/Discharge ] Dizcharge Statuz ] Sounds ]

l Dray Yiew ] Irventory | Scheduler ] Bookings ] Searching ] Lizt Bar ]

v Tooltips
[ Merge cellz in digplaps containing duplicate data
v Automatically size cells to fit data

[ Automatically dizplay Booking Calendars at start-up

ok Cancel

Figure 2-47. Options

Use the OK, Apply, and Cancel buttons to save, modify, or cancel any Options
settings.

General Tab

See Figure 2-48 for the options available on the General tab. An explanation of
these options is provided in Table 2-13.
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Cptions

Schedule Maonitar ] Charge/Discharge ] Digcharge Status ] Sounds ]

l Dray Wiew ] Inwentary | Scheduler ] Bookings ] Searching ] Ligt Bar ]

v Tool tipz
[ Merge cellz in dizplays containing duplicate data
v Automatically zize cellz to fit data

[ Automatically dizplay Booking Calendars at start-up

ok Cancel
Figure 2-48. Options - General tab
Table 2-13. General tab options
Option Description
Tool Tips Use this option to display text describing the function
of the feature to which the mouse is pointing.
Merge fields in Use this option to indicate that duplicate data in
displays containing adjacent fields are to display in a single field or
duplicate data remain as individual entries.
Automatically size Use this option to automatically resize columns to the
fields to fit data width of the widest item in the column.
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Table 2-13. General tab options

Option Description

Automatically Display | Use this option to automatically display the Booking
Booking Calendars at | Calendars window at startup.
start-up

Day View Tab

2-64

The options selected on the Day View tab affect the display of headings in the
Booking Schedule - Day View display (see Figure 2-49) and the search results
display of Tools > Search > Bookings (see Figure 2-50). The width of the columns
can be adjusted by clicking/dragging the edges of the column headers on these
displays.
Specific to the Title column (when selected to display), it displays the following:

* No titles in booking (when there are no media items to display)

* The title of the media item (when there is only one media item to display)

* Multiple titles in booking (for multiple media items)

Use the Edit option to view all titles (consistent within the user interface).

See Figure 2-51 on page 2-67.
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TUE00AH  BIS2MT 1130AM  Cherey. Dl %62 EMS: 12 3 5 panal L meolbeirsbion -

A

[imisie

Figure 2-49. Booking Schedule - Day View
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File Toals Help

Look, far: I Bookings ﬂ

Date |E-:unfirmatiu:un Numl:uerl Lu:u:atiu:unl Medial Equipmer_4 I *I

Mew Search |

& Date: EREEDERN

[ DateHange:l |_| —I |_|

[T Include Historical Bookings

f Single Term ¢ AMDterms  ( OR temms

Confirmation # | Title

Start Time |EndDate | End Time | Requester

11:00AM [5413/2013 | 11:30 AM | Cheney, Daryl

4 L) " 2

ok Cloze

Figure 2-50. Tools > Search > Bookings display results

2-66
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Stst Tews [ErdDate Erd Tre [RE

TH00AH G130 11304 CheemvDad 32 [ EWS: 12 3 Spral tevsckilcaton |

Meda Dapatment | ] BHLMI | £5IPM

Figure 2-51. Title column content

See Figure 2-52 for the options available on the Day View tab and see Table 2-14
for a description of the Include in Display options.
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Options
Schedule Monitor Charge/Dizcharge ] Discharge Status ] Sounds ]
General [ l [reventary | Scheduler ] Bookings ] Searching ] Lizt Bar ]
Axvailable Columnns Selected Columns
Start Time
End Date
End Time
Requester J
Confirmation # Oirder
Title
Booking Tupe J
(44 Delivery Boam/Pickup Locati
Equiprnent Count
[tern Count
Include in Display
[v Charged Boaokings v Unclaimed Bookings
[v Completed Bookings [v Owverdue Bookings
v Canceled Bookings
ok Cancel

Figure 2-52. Day View tab

To identify the columns that display on the Day View screen, use the left/right,
single/double arrows to move the headings from the Selected Columns area to
the Available Columns area.

If you choose to move a subset of the Selected Columns headings to the
Available Columns area, the headings are ordered sequentially on the Day View
screen according to the order in which you move them into the Available Columns
area. See Figure 2-53.
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Options

Schedule Monitor ]

General  DayView l [rventary

Axailable Caolumnz
Start Time

End Time
Confirmation #
Requester

Title

=
> |
4

[nclude in Display
[v Charged Bookingz

[v Completed Bookings

[v Canceled Bookings

Charge/Dizcharge ]
Scheduler ] Bookings ] Searching ] Lizt Bar ]

Discharge Statuz ] Sounds ]

Selected Calurmnz

Booking Tepe
Equiprment Count
[tern Count

[v Unclaimed Bookings

[v Ovwerdue Bookings

Cancel Apply

Figure 2-53.  Selecting individual column headings

If you choose to move the entire list of Selected Columns headings to the
Available Columns area, use the double left arrows. Before moving the entire list,
you may rearrange the order in the Selected Columns area by highlighting a
heading and using the up/down arrows to change the placement of the heading
that you highlighted. Once you have the headings arranged in your preferred
order, use the double left arrows to move the entire list to the Available Columns

area.
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OCptions

- E—

Schedule Monitor ] Charge/Dizcharge ] Discharge Statuz ] Sounds ]
General  DayView l [rventary Scheduler] Bu:u:ukings] Searching] ListBar]

Axailable Caluring

Selected Calumng

[nclude in Display
[v Charged Bookings

[v Conpleted Boaokings

[v Canceled Bookings

Booking Tupe
E quiprnent Count

J [tern Count
J End D ate ﬂ

Delivery Room/Pickup Locati
Start Time

Erd Time ﬂ
Confirrmation #
Requester
Title

n

v Unclaimed Bookings

[v Owverdue Bookings

ok Cancel Apply

Figure 2-54.

2-70

Selecting all column headings

Table 2-14. Day View tab Include in Display options

Option

Description

Charged Bookings

Use this option to indicate that you want to see
charged bookings in the Day View.

Completed Bookings

Use this option to indicate that you want to see
completed bookings in the Day View.

Canceled Bookings

Use this option to indicate that you want to see
canceled bookings in the Day View.
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Table 2-14. Day View tab Include in Display options

Option Description

Unclaimed Bookings Use this option to indicate that you want to see
unclaimed bookings in the Day View.

Overdue Bookings Use this option to indicate that you want to see
overdue bookings in the Day View.

Inventory Tab

See Figure 2-55 for the options available on the Inventory tab. An explanation of
these options is provided in Table 2-15.

Cptions

Schedule Manitar ] Charge/Dizcharge ] Dizcharge Status ] Sounds ]
l Scheduler ] Bookings ] Searching ] Ligt Bar ]

General | DayWiew

E quipment/Group Humberz Display ba
* Barcodes

(" Site-zpecific [ntermal Numbers

ok Cancel Apply

Figure 2-55. Options - Inventory tab
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Table 2-15. Inventory tab options

Option Description

Equipment Group Use this option to display the barcode number for the
Numbers Display As equipment group.

Barcodes

Equipment Group Use this option to display the number for the

Numbers Display As equipment group as defined by the institution’s

Site-specific Internal numbering scheme for equipment groups.

Numbers

Scheduler Tab

See Figure 2-56 for the options available on the Scheduler tab. An explanation of
these options is provided in Table 2-16.
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Options

Schedule M anitar ] Charge/Dizscharge ] Dizcharge Status ] Sounds ]
General | DapView ] Inventary | l Bookings ] Searching ] Lizt Bar ]

Colors
Single Booking | Sample Canceled | Sample
Multiple Bookingz | - Complete | -
Charged | -
Unclaimed | Sample
Owverdue | Sample
Scheduler
(¢ Usze zchedule intervals
Start Scheduling at: I_EEI A
End Scheduling at: | {1 Phd
Schedule Interval |10 minutes
[v Dizplay Schedule Bar
" Keyintimes
ok Cancel Apply

Figure 2-56. Options - Scheduler tab
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Table 2-16. Scheduler tab options

Use Schedule Intervals
Start Scheduling at
End Scheduling at

Option Description
Colors Use the Colors set of options to change the Text Color
and/or Background Color for the following functions.
* Single Booking
* Multiple Bookings
* Canceled
¢ Complete
¢ Charged
¢ Unclaimed
* Overdue
Scheduler Use this option to define a Start and End time range

within which bookings may be scheduled.

NOTE:
Bookings cannot be made for any time outside this

range.

Scheduler
Use Schedule Intervals

Schedule Interval

Use this option to identify in minutes the incremental
time interval for scheduling bookings.

You may select to set the booking increment at 5, 10,
15, 20, or 30 minutes, or 1 hour.

Scheduler
Use Schedule Intervals

Display Schedule Bar

Use this option to display the schedule bar. This
provides you the ability to use your mouse to move
the schedule bar to set booking times within the Start
and End time range.

In the absence of a Schedule Bar, the end user clicks
up/down arrows to change the time for the booking.

NOTE:
The Schedule Bar markings reflect the interval

selected in Schedule Interval

NOTE:
When the Display Schedule Bar is not checked, the

end user may still dynamically display the Schedule
Bar by clicking the ellipsis button from the Booking
dialog box.
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Table 2-16. Scheduler tab options

Option Description

Scheduler Select this option to allow the end user to enter the
o booking times from the keyboard.

Key in times

NOTE:
There is no Schedule Interval or Start/End Scheduling

time range limitation. Any increment of time in
minutes may be specified. And any time within a 24-
hour day may be specified for a booking.

Bookings Tab

See Figure 2-57 for the options available on the Bookings tab. An explanation of
these options is provided in Table 2-17.
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Options

Schedule Monitor ] Charge/Dizcharge ] Dizcharge Statuz ] Sounds ]
General | Dayiew ] Inventur_l,l] Scheduler

Mew Bookings
* Popup Menu

(" Free-Faorm
" wizard
(" Pick-up

[ Automatically Charge Mew Pickup Bookings
[ Automatically Print Confirmations
[ Retain Bequester on "'Save and New'

[ Expand equipment trees

Mew Booking R oom Type Default

(¥ Deliver

(" Librar/tedia Center Scheduled Room Gt Colar,

(™ Pickup

l Searching ] List Bar ]

Tabz Containing Data
Tab Color |

ok Cancel Apply

Figure 2-57.
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Table 2-17. Bookings tab options

Options - Bookings tab

Option

Description

New Bookings

Select one of the following New Bookings options to

identify which screen displays when you start a new

booking from anywhere besides the bookings list bar
or whether a pop-up booking menu should display.

Popup Menu
Free-Form
Wizard
Pick-up
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Table 2-17. Bookings tab options
Option Description
New Booking Room Use this option to identify the default on the Room tab

Type Default

fora N

ew Booking. The options are as follows.
Deliver

Library/Media Center Scheduled Room
Pickup

Automatically Charge
New Pickup Bookings

Selection this option to indicate that newly created
Pick-up Bookings are to be automatically charged to
the patron.

Automatically Print
Confirmations

Select this option to indicate that confirmation slips
are to be printed when a booking is created/saved.

Retain Requester on
“Save and New”

Use this productivity option to have the system retain
the name of the Requester when Save and New is
clicked to save a booking and immediately create
another booking.

Expand equipment
trees

Select this option in order to automatically expand the
equipment trees in the following:

* Equipment tab of the standard booking form

* Equipment tab of the Immediate Pickup
Booking form

¢ Equipment panel of the booking wizard
¢ Select Equipment for Booking form
¢ Add Equipment Type to Booking form

Tabs Containing Data
Tab Color

The selected color is applied to the tabs as follows:
Schedule - if any field contains data

Media - if there are any rows in the list of media in
addition to the header row

Room - if any room is selected

Equipment - if there is any In-Room equipment,
Specific Equipment, or Equipment and Equipment
Group Types

Notes - if there are any notes
Staff - if there is any setup of clean-up staff selected

Properties - if any field contains data
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Searching Tab

See Figure 2-58 for the options available on the Searching tab. An explanation of
these options is provided in Table 2-18.

Options

Schedule Monitor | Charge/Dizcharge | Dizcharge Statuz ] Sounds

[ Include Histarical Bookings in Booking Searches
[ Automatically Truncate Search Terms

[ Automatically click "Eind Mow'' button when searching far bookings by media

Bibliographic Searching
[ Betain Lazt Search

[ Automatic Truncation for Mon-kewword Searches

Search Result Colarz

Suppreszed Records Sample

ok Cancel

Figure 2-58. Options - Searching tab
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Table 2-18. Searching tab options

Option Description
Include Historical Select this option to set the the Include Historical
Bookings in Booking Bookings option as the default in a Bookings Search.
Searches See Figure 2-4.
Automatically Truncate Select this option to have the system automatically
Search Terms truncate search terms for every search.

NOTE:

If this option is not selected, the end user may use the
guestion mark (?) character with search terms to
indicate truncation.

Automatically click “Find | Select this option to have the system automatically

Now” button when search for any bookings attached to the media
searching for bookings selected from the Titles Index.
by media

Bibliographic Searching | Select this option to have the system automatically
display the last search executed on the Search dialog
box when using the Bibliographic Search function as
in Figure 2-18, Figure 2-24, or Figure 2-33.

Retain Last Search

The last search is saved until the current Media
Scheduling session is exited.

NOTE:
Retain Last Search overrides the Default Tab and

Save Settings functionality located on the
bibliographic Search dialog box. See Table 2-9 on
page 2-32, Table 2-10 on page 2-39, and Table 2-11
on page 2-48 for more information.
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Table 2-18. Searching tab options

Option

Description

Bibliographic Searching

Automatic Truncation
for Non-keyword
Searches

Select this option to have the system automatically
truncate search terms for every Index Selection
search when using the Bibliographic Search function.

NOTE:
If this option is not selected, the end user may use the

question mark (?) character with search terms to
indicate truncation.

Search Result Colors

Suppressed Records

Use this option to display bibliographic and holdings
records in a different color in the staff search results
lists if these records have been suppressed in the
database from the OPAC.

Search results are highlighted with the preference col-
ors selected when a bibliographic or MFHD record is
suppressed (including times when the bibliographic
record is not suppressed but the MFHD record is sup-
pressed). This applies to Find and Browse searches
on the Index Selection tab of the Search dialog box
and includes call number browse searches.

List Bar Tab

2-80

See Figure 2-59 for the options available on the List Bar tab. An explanation of
these options is provided in Table 2-19.
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Dptions
Schedule Monitar | Charge/Dizcharge

" General

Default Startup YWiew
Booking Schedule - Charge
Booking Schedule - Discharge
Booking Schedule - Day YWiew
Booking Schedule - Month Yiew
Booking Schedule - Year Yiew
Inventory - Rooms
Inventory - Equipment
Inventory - Equipment Groups
Inventory - Maintenance
Staffing

i T T T T T I B B

Pozition

o Left " Right

Appearance

D ay View ] [rventary | Scheduler | Bookings | Searching

Schedule Manitar:

~

~
~
~
~

" Mot dizplayed

Digcharge Status ] Sounds

Conflict Detection & YW arming
Delivery & Cleanup Motification
Fickup Slipz

Room Schedules

Library Media 5 cheduled Rooms

Last view from previous session

Background Image: |

List Bar Colors | Sample

Cancel |

Figure 2-59. Options - List Bar tab

Table 2-19. List Bar tab options
Option Description
Default View Use this option to identify the default task screen that
displays when Media Scheduling is started.
Position Use this option to indicate the position of the listbar on
the screen, the left side or the right side. Additionally,
you may select that the listbar not display.
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Table 2-19. List Bar tab options

Option

Description

Appearance

Background Image

Use this option to select the file that is to be the
background image for the List Bar.

&% 1ip:
Click the ellipsis button to browse for the
filename.

Appearance

List Bar Colors

Click the List Bar Colors button to change the Text
Color and/or Background Color.

Schedule Monitor Tab

2-82

See Figure 2-60 for the options available on the Schedule Monitor tab. An
explanation of these options is provided in Table 2-20.
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Options

" Gereral ] Dray Yiew
Schedule Manitar

]_ [rventary | Scheduler | Bookings | Searching | List Bar
| Charge/Dizcharge | Dizcharge Statuz ] Sounds

Exarmine delivery schedule for next 1 E hours.,
Examine pickup schedule for nest 1 hours.

Exarnine room schedules for nest 1 hours.,

Update Interval: | 15 E [1 -39 minutes)

Booking Desk Location: ALL
[Current Session Only]  |[w| Media Department

Circulation Desk

oK Cancel

Figure 2-60. Options - Schedule Monitor tab

Table 2-20. Schedule Monitor tab options

Option

Description

Examine delivery

schedule for next ...

Use this option to select how long in advance (in
hours from 0 - 999) you want to know about items to
be delivered and when you want to assign items to
upcoming generic delivery bookings.

Examine pickup

schedule for next ...

Use this option to select how long in advance (in
hours from 0 - 999) you want to know about items to
be picked up and when you want to assign items to
upcoming generic pickup bookings.
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Table 2-20. Schedule Monitor tab options

Option

Description

Examine room
schedules for next ...

Use this option to select how long in advance (in
hours from 0 - 999) you want to know about rooms
scheduled for bookings and when you want to assign
rooms to upcoming generic room bookings.

Update Interval

Use this option to indicate the frequency (in minutes
from 1 - 99) of how often the Schedule Monitor
checks the server for any changes.

Booking Desk
Location

Use this option to specify the Booking Desk Location.
Select All or click the checkbox for the location(s) you
prefer.

Charge/Discharge Tab

2-84

See Figure 2-61 for the options available on the Charge/Discharge tab. An
explanation of these options is provided in Table 2-21.
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Options
" Gereral | Dapview | lrwventon | Scheduler | Bookings | Searching | List Bar
Schedule Monitor Charge/Discharge  §|  Discharge Status | Sounds
Charge
Default Charge Search Type: |Hequester Earcaode j

| Clear after succesful Charge
[ Print Canfirmations after successful Charge
[ Advanced Booking Alert

Dizcharge

Default Digcharge Search Type: |Hequester Earcaode j

| Clear after successiul Dizcharge

Automatically select all media and
equipment for Dizcharge

ok Cancel Apply

Figure 2-61.

Table 2-21.

Options - Charge/Discharge tab

Charge/Discharge tab options

Option

Description

Charge

Default Charge Search
Type

Use this option to select the default Search By type
such as Requester Barcode or Patron Last Name for
Booking Schedule - Charge. See Figure 4-8.

Charge

Clear after successful
Charge

Use this option to have the system automatically clear
the Booking Schedule - Charge dialog box after
completing a successful charge.
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Print Confirmation after
successful Charge

Table 2-21. Charge/Discharge tab options
Option Description
Charge Use this option to have the system automatically print

a confirmation slip when a booking is charged.

Charge

Advanced Booking
Alert

Select this option to enable advanced booking alerts.
When enabled, a warning message is provided for a
subsequent, close booking (for the same items,
equipment, or rooms) at the time of charging the
booking. The warning interval period is set in Media
System Administration Policy Group Settings (see
Figure 2-62). This interval identifies the timeframe
within which a booking is considered close to another
booking.

Discharge

Default Discharge
Search Type

Use this option to select the default Search By type
such as Requester Barcode or Patron Last Name for
Booking Schedule - Discharge.

Discharge

Clear after successful
Charge

Use this option to have the system automatically clear
the Booking Schedule - Discharge dialog box after
completing a successful discharge.

Discharge

Automatically select all
media and equipment
for Discharge

Use this option to have the system automatically
select all media and equipment for discharge when
the Discharge Booking Media and Equipment
dialog box is displayed.
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Palicy Group Settings

Group Mame: | [EEsENE =

Booking
Warning |nterval | 10 Iil ||"-'1inutes ﬂ Owerdue Settings [days]

Block Interval: | 2El|i| |Minutegﬂ Firzt Motice:

Additional Matice [nterval;
Schedule Moritar

« Slila

Cancel Unclaimed: I_EEI Additional Motice Count; | 1
Overdue 'warming: 1 EI Allowvs Renew?
Delivery Overnight Rules .

Lozt Sett
Shorten at close? ~ FE L
Accrue fines and fees? v Last Interval [daps]: a6
Patron Pickup Rules Processing Fee: 25.00 E
Shorten at close? v . .

?
Accie fines and fees?  |w Llheige st Fasy 4
Advanced Booking ' arming Period: 0 E Minutes | 3
Save LCancel

Figure 2-62. Advanced Booking Warning Period (set in Media System Administration)

Discharge Status Tab

With the options on the Discharge Status tab, you can identify alerts to be
displayed at discharge for the equipment and items statuses you select.

See Figure 2-63 for the options available on the Discharge Status tab. An
explanation of these options is provided in Table 2-22.
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" General I Dray Yigw I [rivenbony I Scheduler I Bookings I SEarchir)g I Lizt Bar

Schedule Monitor I Charge/Dizcharge

Dizplay dizcharge alert for the following Equipment statuses:

Available Equipment Statuzes

Mizplaced

Dizplay dizcharge alert for the following ltem statuzes:

|.-'-‘-.~.failal:ule [tem Statuzes

Hold Request

O Hold

kizzing

Logt--Library Applied
Logt--Spztern Applied
Clairnz Returned L

Dizcharge Status | Sounds

Lot »
In Maintenance —
kizzing

£

Selected Equipment Statuzes

Selected tem Statuzes

LCancel Apply

Figure 2-63.
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Discharge Status tab

Ex Libris Confidential



Chapter 2: Common Functions & Features

Table 2-22. Discharge Status tab options

Option

Description

Available Equipment
Statuses

Select from the following list of equipment statuses:

Stolen

Lost

In Maintenance
Missing
Misplaced

You may select one or more statuses from the list. If
equipment being discharged has one of the selected
statuses, the system displays a pop-up window alert
message to the staff person.

Available Item
Statuses

Select from the following list of item statuses:

Recall Request

Hold Request

On Hold

Missing

Lost--Library Applied
Lost--System Applied
Claims Returned
Damaged

Withdrawn

At Bindery
Cataloging Review
Circulation Review

In Process

Call Slip Request
Short Loan Request
Remote Storage Request

You may select one or more statuses from the list. If
an item being discharged has one of the selected
statuses, the system displays a pop-up window alert
message to the staff person.
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Sounds Tab

See Figure 2-64 for the options available on the Sounds tab. An explanation of
these options is provided in Table 2-23.

Options
" General | Day View ] [eentany | Scheduler | Eookings | Searching | List Bar
Charge/Dizcharge ] Discharge Status | 5 _E_L_J__r_'!!?!ﬁ ________

Schedule Manitar

Sounds
Events:
[=] Lizthar Everts &
Group Select E
Itern Select

[=] Sehedule Marnitar Events

Sounds
| ]

[Geoms. |

] LCancel Apply

Figure 2-64. Options - Sounds tab
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Table 2-23.  Sounds tab options

Option Description

Events Use this component of the Sounds tab to identify the
event that is to have sound associated with it.

Sounds Use this component of the Sounds tab to identify the
sound that is to be associated with the selected event
by entering the name of a sound file. Optionally, you
can click the Browse button to locate a sound file.
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Standard Mode - Inventory

Introduction

The Inventory component of Voyager Media Scheduling in Standard Mode
provides you the capability to manage your room and equipment resources.
The following inventory options are accessible from the Inventory listbar.

* Rooms

* Equipment

* Equipment Groups

* Equipment Maintenance

See Figure 3-1.

NOTE:

Operator security settings entered through the Voyager Media System Admin
module affect the options that are displayed. As aresult, your system display may
vary from the illustrations included in this chapter.
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tT!Vnyager Media Scheduling I EII X
File View Tools Mode Help
u'v| Ireentory - Rooms - | &4 i | @
] Fioom Types
Audio Media Carel [12] Mumber | Room Mame | Room Location | Status | Capacity &I
Audio Visual Deparment Services | =
Classrooms [47] Edit |
Micrafiche Media Carel [14]
Micrafilm Media Carrel (2] Delete |
DOutside of Librarny (0]
3t i
— orage
= "ideno Media Carel [13]
iewing Foom (2]
4 Eririt
(P ——I
Schedule
Bookings "
Staffing LI—I —’I
Media Department | 9/28/2004 12:37 FM

Figure 3-1. Inventory listbar options

Rooms

The Rooms option in Voyager Media Scheduling Inventory provides the capability
to store records that define the characteristics of each room resource. For
example, you may want to identify room features such as the following.

* Number of people the room can seat

¢ Wall-mounted whiteboard

¢ Cable TV connections

* Internet connections

¢ Ceiling-mounted video projection equipment
These features are all fixed resources of the room. Optionally, equipment that is
portable can be defined as a component of the room or defined with the
Equipment and Equipment Groups options. See Equipment on page 3-16 and
Equipment Groups on page 3-26 for more information. You need to consider the
usage of your room and equipment resources to determine which approach to

defining resources within Voyager Media Scheduling is best suited for your
institution.
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Rooms are categorized by Room Type. See Figure 3-1 on page 3-2. Room Types
are defined in the Voyager Media System Admin module.

Voyager Media Scheduling provides the following Rooms records functions.

* Create
e Edit

* Delete
* Search
* Print

Create Room

The procedure for creating a room is shown in Procedure 3-1, Creating a New
Room, on page 3-3.

Procedure 3-1. Creating a New Room

Use the following to create a new room in Voyager Media Scheduling.
1. Click the Inventory listbar button.
Result: The Inventory listbar function icons display.
2. Click Rooms.
Result: The dynamic component of the Inventory dialog box displays Room
Types and the room record headings of Number, Room Name, Room Location,

Status, and Capacity.

3. Click New.

Result: The Room Inventory - (New) dialog box displays. See Figure 3-2.
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" Room Inventory - (New) ;Iglll

File WYiew Tools Help

& save and Cloze | §| X|M !§| 7

Details |
Room Type: [ZAm s Storage Room: [~
Location: IEollege-Media Scheduling j Capacity: ID—E
Number: I ﬂ Status: IAvaiIabIe l
Room Mame: I
Dretail Type| Details
Add...
Edi... |
Eemove |
Save |

Figure 3-2.  Room Inventory - (New) dialog box

4. Enter the room Details tab charactertics. See Table 3-1 for a description of the
options available on the Details tab of the Rooms Inventory - (New) dialog box.

Result: The Details tab of the Rooms Inventory - (New) dialog box is complete.

Table 3-1. Room Inventory - (New) Details Tab

Option Description

Room Type Use this option to select the Room Type for this room
record.
NOTE:

Room Types are defined in the Voyager Media System
Admin module.

Location Use this option to specify the room location from the pre-
defined list of locations in the drop-down list.

NOTE:
The contents of the Location drop-down list are

determined by the settings defined in Voyager Media
System Admin in Operator Security - Locations.
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Table 3-1. Room Inventory - (New) Details Tab

Option Description

Number Enter a room number.

2% 1ip:
Click the question mark to display a list of room
numbers already assigned.

Room Name Enter a descriptive name in this field for the Rooms
record you are creating. This name displays under the
Room Name heading when viewing a list of rooms by
Room Types. See Figure 3-3.

Storage Room Use this option to indicate that the Rooms record
represents a room that is used for storage.

Capacity Specify the seating capacity for the room.

Status For new Rooms records, the Status displays as
Available.
NOTE:

This field can only be edited after the record is saved for
the first time. Subsequently, click the ellipses button to
display the Room Status dialog box from which to
select a status.

Details Click Add to display a list of Room Detail Types from
which to select to further define the characteristics of the
Add .
room. See Figure 3-4.
After selecting a type, enter any additional description in
Details to further define the room resources.
NOTE:
Detail Types are defined in the Voyager Media System
Administration module.
Details Use this option to edit Room Detail Types previously
Edit selected.
Highlight a Detail Type record, and click Edit.
Details Use this option to delete Room Detail Types previously
selected.
Remove

Highlight a Detail Type record, and click Remove.
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Figure 3-3.

Room Name example

Room Detail Types

Chalkboard
IP Address
Phone Line
Fodium
Screen
Stage
‘whiteboard

Details

Cable Connection -

Figure 3-4. Room Detail Types
Click the Save button.

Result: This saves the information entered on the Details tab and displays the
Bookings, Equipment, Notes, and Properties tabs for entering or viewing
additional information.
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6. Click the Bookings tab.

Result: No bookings entries display since this is a new Rooms record. See
Procedure 3-2, Editing a Rooms Record, on page 3-11 for more information about
working with this tab.

7. Click the Equipment tab and add or remove equipment from the room. See Table 3-
2 for a description of the options on the Equipment tab.

Result: Equipment that is assigned to a room is identified in the list with the
columns labeled Barcode, Type, Group?, and Status. See Figure 3-5.

Table 3-2. Room Inventory - Equipment Tab

Option Description

Add By Barcode Enter an equipment barcode number (scan it or type it)
and click Add By Barcode (or Add by Equipment

(or Add by Number) to add equipment to the room selected.
Equipment
Number) If more than one item has the barcode or equipment

number entered, the Multiple Barcodes dialog box
displays. See Figure 3-6.

NOTE:
Your system’s configuration determines the button label.

See Inventory Tab on page 2-71 for a description of your
options.

Equipment/Groups | Click an Equipment or Groups option to expand the list
and select equipment to be added to the room.

Up/Down Arrows Use the up/down arrows and the Undo button to move

and equipment into or out of the room’s list of equipment with
columns labeled Barcode, Type, Group?, and Status.
Undo When the down arrow is used to remove equipment

from the room, the Move Equipment/Group dialog box
displays. See Figure 3-7.

Ex Libris Confidential 3-7



Media Scheduling User’s Guide

" Room Inventory - ¥R 41
File “iew Toolz Help

& save and Cloze | §| X|M !§| 7

| o] x|

Detailsl Bookings Equipmet | Notesl Propertiesl

|Barcode [ Type | Group? | Status

TWACR AW Cart N Charged

Mot Charged
M Mot Charged

Add By Earcade |

DD Player

T YCR Combination | M Mot Charged

| s | A

Equipment / Groups

Location

E quipment a || Barcode
e 4 Cart [1)

- CD Player (1]

- DD Player 1]

=T (1)

- T%%CR Combination (1]

- Library Video C

Groups =7 | |

MC 08 - Librar Wideo Carrel 08
-WCR [WHS format] (1] E003 Media Department MC 09 - Library Video Carrel 09

Figure 3-5. Room Inventory - Equipment tab
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than one Equipment/Group item. Fleasze select one.
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TWECR2 TV VCRAHS Cart v
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Figure 3-6. Multiple Barcodes dialog box
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Move Equipment/Group

Select a Mew Room for this Equipment or Group

Locatior: IArchitecture-H B3EMNVE j

LU EAE DA (] - Media Carrel #1 - with the view

Ok | Lancel |

Figure 3-7. Move Equipment/Group dialog box

Click the Notes tab, select a Notes type, and enter any miscellaneous text
regarding the current room record. See Table 3-3 for a description of the Notes tab
options.

Result: The text of the room note displays.

Table 3-3.  Room Inventory - Notes Tab

Option Description
Note Type Select the type of note from the drop-down list.
Updated Displays the date the note was updated.
Name Displays the name of the operator that entered the note.
Save/Undo/ Use Save, Undo, and/or Remove to store and/or edit
Remove the note created.
NOTE:
You must click Save to store the note that you have
entered or the information is lost. Use the Remove
button to delete a note that has been stored.

Click the Properties tab.

Result: Information about the rooms record is displayed. See Table 3-4 for a
description of the fields on this tab. This tab is automatically updated whenever a
change is made.

Table 3-4. Room Inventory - Properties Tab

Option Description

Created By Displays the name of the operator that created the room.

Updated By Displays the name of the operator that last edited the
room.
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Table 3-4. Room Inventory - Properties Tab

Option Description

Create Date Displays the date the room was created.

Update Date Displays the date that the room was last updated and
saved.

Create Location Displays the name of the location associated with

creating the room.

Update Location Displays the name of the location associated with last
updating the room.

Historical Bookings | Displays the number of historical bookings associated
with the room.

10. Click Save and Close or Save and New to save your Rooms record. See Table 3-
5 for a description of each of these options.

Result: The new Rooms record is saved.

Table 3-5. Save Options

Option Description

Save and Close Use this option to save a Rooms record and close the
Details tab.

Save and New Use this option to save a Rooms records and reset the
Details tab to its original defaults in order to create
another Rooms record.

Edit Room

Editing allows the operator to move equipment from one room to another. Media
Scheduling provides the added flexibility of moving equipment from a pending
room booking, one that is not currently charged, without deleting and recreating
bookings. This is an especially useful feature when portable equipment like a TV
cart is kept in a room that can be scheduled and may need to move from room to
room.

A MPORTANT:
Equipment moved from a scheduled room (or a room identified as the
delivery point in a booking) causes that equipment to be deleted from all
pending bookings associated with that room.
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A warning message displays when the operator selects the action to move
equipment. See Figure 3-8.

Yopager Media 5cheduling x|

@ Equipment iz used in a pending booking. Are you sure you want to move this equipment?

Cancel |

Figure 3-8. Equipment move warning message

NOTE:
The operator must be authorized for Remove equipment from booked rooms?.

For more information about authorization for this function, see Media Scheduling
System Administration User’s Guide regarding operator security.

The procedure for editing a room is shown in Procedure 3-2, Editing a Rooms
Record, on page 3-11.

Procedure 3-2. Editing a Rooms Record

Use the following to edit a Rooms record in Voyager Media Scheduling.

Click the Inventory listbar button.

Result: The Inventory listbar function icons display.

Click Rooms.

Result: The dynamic component of the Inventory dialog box displays Room
Types and the room record headings of Number, Room Name, Room Location,
Status, and Capacity.

Click the room type from the Room Types list for the Rooms record you want to edit.

Result: A list of Rooms records displays for the room type that you selected.

Click to highlight the room record you want to edit, and click Edit.
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NOTE:
The Edit button may instead be labeled View. This is determined by the settings
in the operator’s security profile.

Result: The Room Inventory dialog box for that record displays. See Figure 3-9.

" Room Inventory - AMC 10 100 =l

File Wiew Tools Help

[E save and Close | §| X|M !§| 7

Details | Bookingsl Equipmentl Notesl Propertiesl

Room Type: [ZAm s Storage Room: [~
Location: IMedia Departrment j Capacity: I.I—E
Number: | 4T 10 ﬂ Status: IAvaiIabIe [

Riaom Name: | 4dio Media Carrel 10

Detail Type | Details

Add...

Edi... |
Eemove |

Save |

Figure 3-9. Room Inventory dialog box for editing Rooms record

5. Edit the Rooms record to match your requirements. See Procedure 3-1, Creating a

New Room, on page 3-3 for a description of the options available for editing/viewing
the Details, Equipment, Notes, and Properties tabs. For information about the
Bookings tab, see Table 3-6.

Table 3-6. Room Inventory - Bookings Tab

Option Description

Edit Booking Select this option to edit the booking that you've
selected on the Bookings tab.

See New Booking on page 5-2 for more information
about creating/editing bookings requests.

View Current Select this option to display current bookings for the
Bookings room selected.

View Historical Select this option to display historical bookings for the
Bookings room selected.
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6. Click Save and Close or Save and New to save your Rooms record. See Table 3-
7 for a description of each of these options.

Result: The new Rooms record is saved.

Table 3-7. Save Options

Option Description

Save and Close Use this option to save a Rooms record and close the
Room Inventory dialog box.

Save and New Use this option to save a Rooms records and reset the
Room Inventory dialog box in order to create a new
Rooms record.

Delete Room

The procedure for deleting a room is shown in Procedure 3-3, Deleting a Rooms
Record, on page 3-13.

Procedure 3-3. Deleting a Rooms Record

Use the following to delete a Rooms record in Voyager Media Scheduling.

1. Click the Inventory listbar button.
Result: The Inventory listbar function icons display.

2. Click Rooms.
Result: The dynamic component of the Inventory dialog box displays Room
Types and the room record headings of Number, Room Name, Room Location,
Status, and Capacity.

3. Click the room type from the Room Types list.
Result: A list of Rooms records displays for the room type that you selected.

4. Select the room record you want to delete.

Result: The record is highlighted.
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5. Click Delete.

Result: This removes the room record from the Rooms records list.

Search for a Room

To search for Rooms records, click the Search button and refer to the information
provided about searching in Chapter 2, Common Functions & Features, starting
with Media Scheduling Search on page 2-7.

Printing Room Records

The procedures for printing room reports are shown in Procedure 3-4, Printing a
Summary Room Report, on page 3-14, Procedure 3-5, Printing an Individual
Room Report, on page 3-15, and Procedure 3-6, Printing Individual Room
Reports for All Rooms Listed, on page 3-15.

Procedure 3-4. Printing a Summary Room Report

3-14

Use the following to print a summary room report in Voyager Media Scheduling.
Click the Inventory listbar button.

Result: The Inventory listbar function icons display.

Click Rooms.

Result: The dynamic component of the Inventory dialog box displays Room
Types and the room record headings of Number, Room Name, Room Location,
Status, and Capacity.

Click the room type from the Room Types list.

Result: A list of Rooms records displays for the room type that you selected.

Click Print.

Result: This prints the summary room report.
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NOTE:
This same report can also be printed by selecting File>Print>Summary Listing
from the menu bar.

Procedure 3-5. Printing an Individual Room Report

Use the following to print an individual room report in Voyager Media Scheduling.
Click the Inventory listbar button.

Result: The Inventory listbar function icons display.

Click Rooms.

Result: The dynamic component of the Inventory dialog box displays Room
Types and the room record headings of Number, Room Name, Room Location,
Status, and Capacity.

Click the room type from the Room Types list.

Result: A list of Rooms records displays for the room type that you selected.
Select the Room record that you want to print.

Result: The record is highlighted.

Click File>Print>Item Detail (selected), or right-click the room list and select
Print>Item Detail (selected).

Result: This prints the individual room report.

Procedure 3-6. Printing Individual Room Reports for All Rooms Listed

1.

Use the following to print individual room reports for all rooms listed in the
Inventory - Rooms workspace in Voyager Media Scheduling.

Click the Inventory listbar button.

Result: The Inventory listbar function icons display.
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2. Click Rooms.
Result: The dynamic component of the Inventory dialog box displays Room
Types and the room record headings of Number, Room Name, Room Location,
Status, and Capacity.

3. Click the room type from the Room Types list.

Result: A list of Rooms records displays for the room type that you selected.

4. Click File>Print>ltem Detail (all), or right-click the room list and select Print>Iltem
Detail (all).

Result: This prints the individual room report for all rooms in the list.

Equipment

To get to the Equipment Screen, click the Inventory tab and click the Equipment
button (Figure 3-10) .

E quipment

Figure 3-10. Equipment Button

The Equipment window (Eigure 3-11) consists of a list of equipment types, and
under each type a list of all of the equipment of that type. You can view the pieces
of equipment under each equipment type by clicking an item type in the list.
Equipment records contain a wide variety of information.

* The item’s barcode or equipment number

* Where the item is generally kept

* Where the item was bought, and for how much
The number in parentheses beside each equipment type indicates the number of
items of that type. Because the operator’s security profile affects what information

can be manipulated, certain locations or pieces of equipment may not be visible,
or certain buttons may be grayed out.
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é’iVu_vager Media Scheduling
Mode Help
[ v‘ Inventory - Equipment

Iresenton

File Yiew Tools

Equipment T ppes

S B

s

27" Colour Televizion List

29" Calaur Maritar (3]
35mm Camera [5]

35mm IR Remote Control (3]
35mm Projector Stand (1]
Bmm AL Adapter (2]

Bmm Camcorder [0]

i (o

Bram Paower Adapter [13]
Brm Yideo Recorder (1)

AC Adapter [2)

AbAFM Radio (2]

Abd/FM Fadio/Cassette (3]
AMFM RadiodTape/CD (1]
Amplifier/Speaker (2
Answering Maching [1]
Audio Cassette Player [12]
Audio Cassette Recorder (1]
Audiscan [2]

BETA Video Player [3]
BETA Video Recorder [2]
Schedule B'w/-LCD Pril (1)
Bookings T

Staffing

| Status | Manufactur &I

Barcode | Location | Roam

|| AvS51927  Mair-Circulation 1 - Fred

Brm Camcorder AC Adapter [2

AWS18E1  Main-Circulation 1 - Fred
AYS1869  Main-Circulation  GYM-CV3 - Venckus Gym #3

Mot Charged  Sony

Mot Charged  afdsafdsfsd Edit
Mot Charged  Sony
Delete

AYS51950  Main-Circulation  DEPTOFF-1 - Dept. Office #1 Mot Charged  Sory

YEN14  Media Center  ADMING - Admin Dffice #8 Mot Charged  Sony
tedia Center  ADMING - Admin Office #8 Mot Charged  Sony

tedia Center Mot Chaiged

Mot Charged  Sony

Mot Charged  Sony

Mot Charged  Sony

VENZ

WEN4
WENG
WENG

I ain-Circulation
tedia Center
Media Center
edia Center

Search
Frint

ADMING - Adrmin Office #5
ADMING - Adrmin Office #8
ADMING - Admin Office #8

i Lo

Mot Charged  Sony

*

| Main-Circulation

{11 of 11 record(s] processed

4/27/58 | 339 FM

Figure 3-11.

Inventory - Equipment

Equipment items may be created in Media Scheduling, but equipment types are
defined in the Media System Administration module.

Editing Equipment

Edit an item in the list by selecting the item and clicking Edit.

NOTE:

Depending on the operator’s security profile, the button may instead read View. If
the button displays with View, the user is able to view information on the screen
but not change anything. For more detailed information on the equipment
information screens, see Creating a New Piece of Equipment on page 3-19.

Editing allows the operator to move equipment from one room to another. Media
Scheduling provides the added flexibility of moving equipment from a pending
room booking, one that is not currently charged, without deleting and recreating
bookings. This is an especially useful feature when portable equipment like a TV
cart is kept in a room that can be scheduled and may need to move from room to
room. See Details Tab on page 3-19 for more information about booking

equipment.
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A MPORTANT:
Equipment moved from a scheduled room (or a room identified as the
delivery point in a booking) causes that equipment to be deleted from all
pending bookings associated with that room.

A warning message displays when the operator selects the action to move
equipment. See Figure 3-12.

Yopager Media 5cheduling x|

@ Equipment iz used in a pending booking. Are you sure you want to move this equipment?

Cancel |

Figure 3-12. Equipment move warning message

NOTE:
The operator must be authorized for Remove equipment from booked rooms?.

For more information about authorization for this function, see Media Scheduling
System Administration User’s Guide regarding operator security.

Deleting Equipment

Delete an item from the list by clicking the item and clicking Delete.

Printing Equipment Reports

Options

Print summary equipment reports on all of the equipment displaying by clicking
the Print button. This gives a collective report on all of the equipment.

You can print individual equipment reports by selecting a piece of equipment and
from the menu selecting File>Print>ltem Detail (selected).

You can also print the individual reports on all of the pieces of equipment in the
group by selecting File>Print>Item Detail (all).

3-18

You can select whether Voyager displays equipment barcodes or site-specific
internal numbers by selecting Options... from the Tools menu. See Setting
Options on page 2-61.
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Creating a New Piece of Equipment

The Equipment Inventory dialog box allows you to create new items in your
inventory or view existing record information.

The procedure for creating a new piece of equipment is shown in Procedure 3-7,
Creating a New Piece of Equipment, on page 3-19.

Procedure 3-7. Creating a New Piece of Equipment

Use the following to create a new piece of equipment.
To create a new piece of equipment, click the New button.
Result: The Equipment Inventory window appears.

Enter information on the Details tab.

NOTE:
To save a new record, entries in the bold-type fields are required.

Details Tab

The Details tab (Eigure 3-13) contains general and administrative information
about the equipment.
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=¢ Equipment Inventory - DVD 03 M= E
File “iew Toolz Help
& save and Cloze |§|X|M!§| 7 |
Details | Bookingsl Maintenancel Notesl Propertiesl
Equipment Type: [515) Filaner Status: IWE
Number: ID\,-'D 03 L‘fﬂ Purchase Walue: |$5?193—
Barcode: |5003 |_| Replacement ¥ alue: |$5?193—
Manufacturer: IZenith Dealer: lm
Farmat: ID\,-'D Acquisition Date: m
Model Murnber: IDF3345D Locatiou_
Serial Number: |3442003 Sataion IMedia Department j
Mest Maintenance: I—E Room: IStorage 01 - Media Department Storj
Gt I[none] |_| Currently At IStorage 01 - Media Department Storage

Figure 3-13. Equipment Inventory - Details tab

Field Name

Description

Equipment Type

Number

Barcode

Manufacturer

Format

Model Number
Serial Number

Next Maintenance

3-20

Click the drop-down arrow to select an equipment type
from the list. Equipment types are defined in System
Administration. Equipment types should reflect the
unit's capabilities.

Enter a number in the field or click the question mark
to select from a list. This number is typically a
mnemonic code that uniquely identifies the device.

Enter a barcode number in the Barcode field or click
the ellipsis to select a number from the Barcodes
dialog box. Barcodes are optional, but their use
speeds up the workflow.

Type the manufacturer information in the
Manufacturer field.

Enter format information in the Format field. This
format is in addition to the equipment type.

Enter the model number in the field.
Enter the serial number in the field.

Enter the date of the next maintenance into the field,
or click the ellipsis to choose one from the calendar.
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Group If this item is already part of an Equipment Group, you
can pull up the Group Inventory screen by clicking the
ellipsis.

Status Click the ellipsis to select a status from the list.

Status describes the state of the unit and are defined
by EISI.Note: When you create a new record, this
defaults to Available and can not be edited until after
the record is saved for the first time.

Purchase Value Enter a value in the Purchase Value field.

Replacement Value Enter a value in the Replacement Value field. This
value is used as the replacement price if the unit is not
returned.

Dealer Enter the vendor information in the Dealer field.

Acquisition Date Enter a date in the field or click the ellipsis to open the
calendar.

Location Click the drop-down arrow to select a location from the
list.

Room Click the drop-down arrow to select a room from the
list. This list varies depending on the location
selected.

Currently at Currently at displays the current location and room

where the unit has been delivered.

3. When all of the information has been entered, click the Save button to store the
information, or click the File menu and select Save.

Result: Once the record information has been saved, the Details, Bookings,
Maintenance, Notes and Properties tabs display.

4. Click the Bookings tab to enter bookings information.
Bookings Tab

The Bookings tab (Figure 3-14) displays information on any bookings scheduled
for the equipment.
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[ig Equipment Inventory - CART-8 M= &3
File “iew Toolz Help

& save and Cloze | §| X|M !§| 7

Detail: Bookings | Maintenancel Motes I Propertiesl

21 00 PR 2410, :
4/28/98 09:00AM  4/28/98 171:00 Ak Adminigtrative  Delivery

Edit Booking Wiew Current Bookings Wiew Historical Bookings

Figure 3-14. Equipment Inventory - Bookings tab
Viewing Bookings
To view bookings scheduled for the future, click View Current Bookings.

To view past bookings, click View Historical Bookings. (This option may or may
not be available subject to your institution's policies.)

Editing Bookings
To edit an entry, select the entry and click Edit Booking.

5. Click the Maintenance tab to enter maintenance information.
Maintenance Tab

The Maintenance tab (Figure 3-15) displays maintenance information for
equipment and add or remove maintenance information.
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[ig Equipment Inventory - PCP100 M= &3
File “iew Toolz Help

[E save and Close | §| X|M !§| 7

Detailsl Bookings Motes I Propertiesl

1997 Month | Date In | Date Out | Mame | Mairtenance Type |
January 30 04 Operator, Demo  Complete overhaul - Complete ow
March 04 04 Operator, Demo  Changed flat tire

Hew Edit Delete

Figure 3-15. Equipment Inventory - Maintenance tab

Viewing Scheduled Maintenance

Click one of the years in the list at the left to view any scheduled historical or
future maintenance for the selected year. Scheduled maintenance items display
to the right.

Viewing a Specific Maintenance Item

To edit or view the details of a maintenance item, click the record and click View.

The contents of the record are displayed in a Maintenance window. See
Equipment Maintenance on page 3-35 for more information.

Adding a New Maintenance Item

To add a new maintenance item, click the Add button.

Deleting a Maintenance Item

To delete a maintenance item, select the record and click Delete.

6. Click the Notes tab to enter any other information you want recorded.
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Notes Tab

The Notes tab (Figure 3-16) allows you to record miscellaneous information
regarding the record. There is only one note page under each note type.

[ig Equipment Inventory - PCP100 M= &3
File “iew Toolz Help

[ save and Close |§|X|M!§| 7 |

Detailsl Bookingsl Maintenance  Motes |Pr0perties|

Mate Type: |popup.5hc-.,ge + ~|  Updsted |oi/z7/1938  Mame: [Operatar, Dema
Charge Motes &, B, E ;I
Save Unda Bemove

Figure 3-16. Equipment Inventory - Notes tab
Adding a note

Add a note by selecting a note type from the drop-down list and typing the text into
the screen. The date and your name are automatically entered.

NOTE:
The information will be lost if you switch to another Note Type or when you are

done before you click Save. You must click Save every time you enter a note.
Deleting a Note

To delete a note, make sure that the note is displayed and click the Remove
button.

Undoing a Note

Click Undo to revert to the saved note.

7. Click the Properties tab to view information about the record.
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Properties Tab

The fields on the Properties tab (Eigure 3-17) display information about the
record. This information is automatically updated whenever a change is made to
the file.

[ig Equipment Inventory - PCP100 M= &3
File “iew Toolz Help

& save and Cloze |§|X|M!§| 7 |

Detailsl Bookingsl Maintenancel Motes

Created By: IDperator, Demo
Updated By: IVenckus, Debra L

Create Date: Igg,n"] 741997
Update Date: - [10/09/1557

Create Location: IMedia Center

Update Location: IMedia Center

Hizstoric:al Bookings:

150
Histarical Maintenance: ID

Figure 3-17. Equipment Inventory - Properties tab

Field Name Description

Create Operator Displays the user who created the record.

Update Operator Displays the user who most recently saved their
changes to the file.

Create Date The date that the record was created.

Update Date The date that the record was last saved.

Create Location The location that the record was created.

Update Location The location that the record was last saved from.

Historical Booking Displays the number of bookings previously scheduled
for this item.

Historical Maintenance Displays the number of times the item has been
maintained in the past.
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8. When you are finished, click Save and Close or select File>Close from the menu to
store the information and return you to the Equipment screen in Media Scheduling.

Equipment Groups

To view the Equipment Groups screen (Eigure 3-19), click the Inventory tab and
the Equipment Groups button (Eigure 3-18).

(===}
Equipment Groups

Figure 3-18. Equipment Groups Button
Equipment Groups are collections of equipment that typically stay together. An
equipment group might consist of the following.

* ATV hooked up to a VCR with a remote, sitting on a cart

* A computer with a projector and an external modem connected

* Avideo projector, projection screen, VCR and speakers
Any collection of equipment that is routinely checked out as a unit may be
combined into an equipment group with their information saved into the
equipment group record. Equipment group records are checked in and out,

assigned to requests, and otherwise treated the same as a single piece of
equipment.

3-26 Ex Libris Confidential



Chapter 3: Standard Mode - Inventory

t_‘:.i\'oyagel Media Scheduling [_ O] x]
File Wiew Tools Mode Help
(| -| Irwentary - Equipment Groups - | 4 iS | ?
Equipment Group Types 35mm Camerasbee. List
5 Ca Barcode | Location [Flaom [ Status | _ lew |
Mean Stuff [3] 123413414 Media Center ADMINT - Yenckus Admin Room #1 Mot Charged
gl Multirmedia PC and Overhead [10)] 174951 Media Center Mot Charged &I
:E Professional Recarding E quipment Agriculbure Bldg. 570 fu e Mot Charged
Super-Mega Cart [21] Chernistry Bldg. Lost &I
T%WCR-BETA Cart [12] M ain-ddministration  AUDY - Auditorium 4 Mot Charged
== TV WCRWHS Cart (18) << Members |
==
Search |
PErint |
Members
Barcode | Equipment Type | Status | Manufacturer | Model | Seri Hew |
AWE1228  35mm Projector Stand Stolen Chief MSUMOD-2 236
A%51953  35mm IR Remote Control Mot Charged  Kodak AV35 Edit |
Delete |
Scheduls
Bookings 4] | w4 »
L Sfifim |
| Main-Circulation | 5 of & record|s] processed 4/27/98 | 4:18 PM

Figure 3-19. Inventory - Equipment Groups

The list of equipment group types displays in the Equipment Group Types list.
The number beside each group indicates the number of groups of each type.
Select a group type to view the equipment groups of that type. Groups may or
may not be available for view to the user depending on the user’s security level.

Highlighting a group displays information about that group in the box on the upper
right.

Viewing Items in the Group

View equipment that is a member of the group by clicking the Members button.
Clicking the Members button in Equipment Groups displays the Members block.
All equipment that is a member of that group displays in the list. You can create
new members to be added to the group's list or delete or edit a member's
properties.

Editing Group Information

Edit the group properties from this screen by selecting the group and clicking Edit.
See Creating a New Group Inventory on page 3-29 for more information.
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Editing allows the operator to move equipment from one room to another. Media
Scheduling provides the added flexibility of moving equipment from a pending
room booking, one that is not currently charged, without deleting and recreating
bookings. This is an especially useful feature when portable equipment like a TV
cart is kept in a room that can be scheduled and may need to move from room to
room. See Details Tab on page 3-29 for more information about booking
equipment.

A MPORTANT:
Equipment moved from a scheduled room (or a room identified as the
delivery point in a booking) causes that equipment to be deleted from all
pending bookings associated with that room.

A warning message displays when the operator selects the action to move
equipment. See Figure 3-20.

Yopager Media 5cheduling x|

@ Equipment iz used in a pending booking. Are you sure you want to move this equipment?

Cancel |

Figure 3-20. Equipment move warning message

NOTE:
The operator must be authorized for Remove equipment from booked rooms?.

For more information about authorization for this function, see Media Scheduling
System Administration User’s Guide regarding operator security.

Deleting a Group

Delete the current selection by clicking Delete.

Printing Group Reports

3-28

Print summary equipment group reports on all of the groups displayed by clicking
the Print button.

Print individual equipment group reports by selecting a group and from the menu
selecting File>Print>ltem Detail (selected).
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Print the individual reports on all of the equipment groups of the selected type by
selecting File>Print>ltem Detail (all).

Creating a New Group Inventory

Creating a new group inventory lets you create a new assemblage of related
equipment and assign the group to a particular room.

The procedure for creating a new group inventory is shown in Procedure 3-8,
Creating a New Group Inventory, on page 3-29.

Procedure 3-8. Creating a New Group Inventory

Use the following to create a new group inventory.

Select New to create a new group inventory. You can also select
File>New>Inventory>Group from the main menu.

The Group Inventory window displays (Eigure 3-21).

Enter information on the Details tab.

NOTE:
To save a new record, entries in the bold-type fields are required.

Details Tab

The Details tab contains general information about the equipment group.
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= Group Inventory - TYWCR4

T4 YCRAHS Cart -
TyCR4 17|

Self Check Station 1 -
B84 - Pocahontas |—

Figure 3-21. Group Inventory - Details tab

Field Name

Description

Equipment Type

Number

Barcode

Status

Replacement Value

Location

Room

Click the drop-down arrow to select an equipment type
from the list.

Enter an equipment number in the field or select one
by clicking the question mark and selecting one from
the list.

Enter a barcode number in the field or select one by
clicking the ellipsis and selecting one from the
Barcodes dialog box.

Select a status by clicking the ellipsis and selecting
one from the list.

Note: When you create a new record, this defaults to
Available and cannot be edited until after the record
has been saved.

Gives a total dollar value of all the items in the group.
This is calculated for you based on the replacement
value of all of the items in the group.

Select a location from the drop-down list.

Select a home room from the drop-down list.
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Currently at Displays the item's current location.

When all of the information has been entered, click Save to store the information, or
click the File menu and select Save.

After the information has been saved, the Details, Bookings, Members, Notes and
Properties tabs display.

Click the Bookings tab to view or edit booking information.
Bookings Tab

The Bookings tab (Figure 3-22) displays information on any bookings scheduled
for the equipment.

E Group Inventory - 5M3 M= &3
File “iew Toolz Help

& save and Cloze |§|X|M!§| 7 |

Detail: Bookings | Membersl Motes I Propertiesl

Confirmation Murmber | Starting Date/Time | Ending D ate/Time Booking Type

i 00 Pk ve | Library duled
343 3420498 10:00 AM 372098 07:00 Pk Adminigtrative  Library Scheduled
344 3421798 10:00 AM  3/21/98 07:00 Pk Adminigtrative  Library Scheduled
345 3422498 10:00 AM  3/22/98 (07:00 Pk Adminigtrative  Library Scheduled
346 3423798 10:00 AM 3723798 07:00 Pk Adminigtrative  Library Scheduled
348 3425498 10:00 AM  3/25/98 (07:00 Pk Adminigtrative  Library Scheduled
349 3426498 10:00 AM 3726798 (07:00 Pk Adminigtrative  Library Scheduled
350 327498 10:00 AM 372798 (07:00 PR Adminigtrative  Library Scheduled
351 3428498 10:00 AM  3/28/98 (07:00 Pk Adminigtrative  Library Scheduled
352 3/29/98 10:00 AM  3/29/98 (07:00 Pk Adminigtrative  Library Scheduled
353 3430498 10:00 AM 343098 07:00 Pk Adminigtrative  Library Scheduled
354 343798 10:00 AM 343198 07:00 PR Adminigtrative  Library Scheduled

Edit Booking | Wiew Current Bookings | Wiew Historical Bookings |

Figure 3-22.  Group Inventory - Bookings tab
Viewing Bookings
To view bookings scheduled for the future, click View Current Bookings.

To view past bookings, click View Historical Bookings. (This option may or may
not be available subject to your institution's policies.)
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Editing Bookings

To edit an entry, select the entry and click Edit Booking.

Click the Members tab to add members to the group.

Members Tab

The Members tab (Eigure 3-23) displays information about the items in the
equipment group. From this screen, you can add or remove items to or from the

group. Equipment that is already a part of the group displays in the equipment
list.

E Group Inventory - TY YCR Cart 42 M=
File “iew Toolz Help

& save and Cloze |§|X|M!§| 7 |

Detailsl Bookings Members | Notesl Propertiesl

Statl

Storage 01 - Media Department Storage 01
wl Storage 01 - Media Department Storage 01
I— Storage 01 - Media Department Storage 01
> o | A
E quipment
Equipment '« |[Barcade | Location [Room [ga
Media Department | Storage 01 - Media Department Storage 01 | F
Media Department [
Media Department I
Media Department | Storage 01 - Media Department Storage 01
ation (1] Media Department | Storage 01 - Media Department Storage 01 | F
at] 1) Media Department | Storage 01 - Media Department Storage 07 | F

Figure 3-23.  Group Inventory - Members tab
Adding Equipment to a Group

To add equipment, you can either scan the barcode or enter it and click the Add
by Barcode button.

You can also add equipment using the following procedure.
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a. In the Equipment window, you choose whether to get a piece of equipment
from available, ungrouped stock by clicking Equipment or whether you
want to move a piece of equipment out of another group and into this one
by clicking Grouped Equipment. A list of equipment types displays in the

Equipment window.

b. In the Equipment window, select an equipment type. The number of
available units displays in parentheses next to the equipment type. If there
are any available units, the list of units of that type displays.

c. To add a specific piece of equipment to the group, highlight the unit's
record. Click the up arrow to add it to the group.

Removing Equipment from a Group

To remove a piece of equipment from the group, select the unit's record and click

the down arrow.

Click the Notes tab to enter any additional information you would like to record.

Notes Tab

The Notes tab (Figure 3-23) allows you to record miscellaneous information
regarding the record. There is only one note page under each note type.

E Group Inventory - 323
File “iew Toolz Help

[ save and Close | §| X|M !§| 7

= E3

Detailsl Bookingsl Members  Motes |Pr0perties|

NoteTvpe: [Condtion+ =]

Broken - needs work to main six cylinders; rotors need planing; disks need to be ground down and remagnetized; ;I
battery needs to be charged; shell is cracked and leaks approximately 200mL/zec of water.

Updated: [ir1/29/1538 Name: [Dperator, Demo

Save Unda Bemove

Figure 3-24. Group Inventory - Notes tab
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3-34

Adding a Note

Add a note by selecting a note type from the drop-down list and typing the text into
the screen. The date and your name is automatically entered.

NOTE:

The information will be lost if you switch to another Note Type before you click
Save. You must click Save every time you enter a note.

Deleting a Note

To delete a note, make sure that the note is displayed and click the Remove
button.

Undoing a Note

Click Undo to revert to the saved note.

Click the Properties tab to view information regarding the record.
Properties tab

The fields in the Properties tab (Figure 3-25) display information about the
record. This information is automatically updated whenever a change is made to
the file.
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F Group Inventory - 323

Figure 3-25.  Group Inventory - Properties tab

8. When you are finished, click Save and Close or select File>Close from the menu to
store the information and return you to the Equipment Groups screen in Media
Scheduling.

Equipment Maintenance

You can view the Equipment Maintenance screen (Figure 3-27) by clicking the
Inventory tab and clicking the Equipment Maintenance button (Figure 3-26).

Figure 3-26. Equipment Maintenance Button
The Equipment Maintenance tool lets you keep track of any maintenance

presently being performed on equipment or that is scheduled to be performed.
The Equipment Maintenance tool allows you to do the following.
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* Register what equipment is going in for maintenance and when it should be
back

* Schedule in advance when a particular piece of equipment will need
maintenance

* Create and view any equipment maintenance scheduled for any month.

You can view any equipment maintenance scheduled for any month. Select a
month from the list of years and months that appears to the left to view scheduled
maintenance for that month.

NOTE:

A maintenance record contains all of the information regarding a single time that
equipment has had (or will have) maintenance performed. It does not contain
information on any of the other times maintenance has been performed. To view
that information, see the section, Equipment on page 3-16.

t"_.i_Voyagel Media 5cheduling [_ O] =]
File Wiew Tools Mode Help
(I} v| Inwventary - Equipment Maintenance -~ | 34 [§| 74
Maintenance Years
1957 _ tew |
= 1938 03 [& ple
S Ty T 35mm Projector Stand  PA-417 Edit |
m February 27" Colowr Television  08-100 Operator, Demo
oo bl arch 29" Colour kMonitar 29Colour  Operator, Demo Delete |
- Smm Power Adapter  12-043 Operator, Demo
g 35mm Camera/Ace. 35CA-002  Operator, Demo
=
Search.. |
‘r Biint |
e - Ditober
November
- Diecember
Scheduls
Bookings
Staffin
| Main-Circulation | 6 of & recordis) processed 4427098 | 418 PM

Figure 3-27. Inventory - Equipment Maintenance

Editing a Maintenance Item

3-36

Edit the maintenance information by selecting the group and clicking Edit to edit
the group information.
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Deleting a Maintenance Item

Delete scheduled maintenance by clicking the maintenance item and clicking
Delete.

Printing Maintenance Reports

You can print summary equipment maintenance reports on all of the maintenance
items displayed by clicking the Print button. Summary equipment maintenance
reports give a collective report on all of the maintenance items displayed.

You can print individual equipment maintenance reports by selecting a
maintenance item and from the main menu by selecting File>Print>ltem Detail
(selected).

You can also print all of the individual reports for the selected month by selecting
File>Print>Item Detail (all).

Creating a New Maintenance Record

The procedure for creating a new maintenance record is shown in Procedure 3-9,
Creating a New Maintenance Record, on page 3-37.

Procedure 3-9. Creating a New Maintenance Record

Use the following to create a new maintenance record.
1. Click the New button or select File>New>Inventory>New from the main menu.
Result: The New Maintenance Record Setup dialog box displays.

2. Enter the barcode or equipment number of the equipment. (You can select to use
barcodes or site-specific equipment numbers. See Setting Options on page 2-61.)

Result: A new maintenance record displays.

The Maintenance screen allows you to add new maintenance information about a
piece of equipment or to edit existing information. You can add and remove
maintenance details such as when it was sent out and what work needs to be
done. You can view information on the Details and Properties tabs.

3. Enter information on the Details tab.
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Details Tab

The Details tab (Figure 3-28) contains general information about the booking.

i.Mainlenance - [Mew] == B
File “iew Toolz Help
nSaveandclose||§|X|M!§| ‘? |
Save and Close
. . 2
Equipment Type: Number: IDVD 04 ™ InMaintenance?

| DVD Player

Date In: Ig;gg;gz l Date Out: Ig;gg;gz l Mest Maintenance: Ig;gg;gz l

Barcode: I 5004 l

Add... |
Eddif... |
Eemoye |

Motes

Maintenance Type| Details

Save |

Figure 3-28. Maintenance - Details tab

Field Name Description

Number Number specifies the equipment's identification
number.

Barcode The equipment's barcode. Click the ellipsis to open

In Maintenance?

Date In

Date Out

Next Maintenance

3-38

the Barcodes box.

A check in the box indicates that the equipment is in
maintenance. Click the box to check and uncheck.

The date that the equipment goes for maintenance.
Click the ellipsis to select a date from the calendar.

The date that the equipment returns from
maintenance. Click the ellipsis to select a date from
the calendar.

The date that the item is next scheduled for
maintenance. Click the ellipsis to select a date from
the calendar.
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Add... Click the Add... button to add a maintenance record
that specifies what work needs to be done to the
equipment. Select a maintenance type from the
Maintenance Types dialog box. You can add more
specific notes by typing them in the Details block.
Click OK to add the type to the record, or click Cancel
to discard the information.

Edit... To edit maintenance details that have already been
added to the record, click a maintenance record in the
list block. Click Edit to open the Maintenance Types
dialog box.

Remove Removes a maintenance record from the list. Select
the record to remove and click Remove.

Notes Enter any additional information about the item in this
block.

Click the Properties tab to view information regarding the record.
Properties Tab

The fields on the Properties tab (Eigure 3-29) display information about the
record. This information is automatically updated whenever a change is made to
the file.
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@ Maintenance - 12-6-12

Figure 3-29. Maintenance - Properties tab
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Introduction

In Standard Mode, the scheduling tools of Media Scheduling allow you to perform
the duties involved in charging and discharging bookings. The scheduling tools
allow you the following possibilites.

* View what bookings have been made for any particular time, the current
status of each booking, and to charge, discharge and cancel bookings

* Keep track of what equipment has been scheduled for which rooms on
each day, and add new bookings to the schedule

* View one day's schedule, or all bookings for a month or a year

You can also set up options in order to customize what appears from the
Schedule views.

The buttons in the list bar (Eigure 4-1) allow you to access the charge, discharge,
day, month and year views.
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U]

Figure 4-1. Scheduling Buttons

Day View Screen

The Booking Schedule - Day View window, or Day View, (Figure 4-2) allows
you to view at a glance your bookings for the entire day. The date appears above
the information box. The number of bookings for that day appears in the upper
right-hand corner.
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Figure 4-2.

Viewing a

Booking Schedule - Day View

The Day View button (Eigure 4-3) in the Schedule section of the list bar opens the
Booking Schedule - Day View window.

Figure 4-3. Day View Button

Different Date

Scroll back and forth through schedule information by clicking the ellipsis button.

You can also jump to a specific date by clicking the down arrow and selecting a
date from the calendar. Return to the current date by clicking the Today button.
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Creating a New Booking

Create a new booking by clicking the New button. For more information, see New
Booking on page 5-2.

You can define which kind of booking you want the New button to start up. Click
Options...>Bookings on the Tools menu. For more information on Bookings
options, see Setting Options on page 2-61.

Editing a Booking

Edit an entry by selecting it and clicking the Edit button. For more information,
see New Booking on page 5-2.

Deleting a Booking

Delete an entry by selecting it and clicking the Delete button. Deleting a booking
entirely removes the booking from the database. For more information, see New
Booking on page 5-2.

Canceling a Booking

Cancel a booking by clicking the Cancel button. Canceling a booking does not
actually delete it, but just invalidates it.

Charging a Booking

The procedure for charging a booking is shown in Procedure 4-1, Charging a
Booking, on page 4-4.

Procedure 4-1. Charging a Booking

Use the following to charge a booking.
1. Select the booking you want to charge.

2. Click the Charge button.
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Discharging a Booking

The procedure for discharging a booking is shown in Procedure 4-2, Discharging
a Booking, on page 4-5.

Procedure 4-2. Discharging a Booking

Use the following to discharge a booking.
1. Select the booking you want to discharge.
2. Click the Discharge button.
Result: The Discharge Booking Media and Equipment dialog box displays.

3. Place a check mark next to the media items you want to discharge. Click Select All
to check all of the items to be discharged, or click Deselect All to uncheck all of the
items.

4. Place a check mark next to the equipment you want to discharge. Click Select All to
check all of the equipment to be discharged, or click Deselect All to uncheck all of
the equipment.

5. To override the automatic date and time of discharge, place a check in the Override
Discharge Date/Time block. When you check the box, you can alter the date and
time.

6. Click OK to discharge the booking, or Cancel to close the box without discharging
the booking.

Printing Booking Reports

Print summary booking reports on all of the bookings displayed by clicking the
Print button.

Print individual booking reports by selecting a booking and from the menu
selecting File>Print>Iltem Detail (selected).

Print all of the individual reports on all of the bookings for the day by selecting
File>Print>Item Detail (all).
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Options

Configure the colors of the legend information by clicking Options...>Scheduler
from the Tools menu. For more information on Scheduler options, see Scheduler
Tab on page 2-72.

Month View Screen

The Booking Schedule - Month View window, or Month View, allows you to
view at a glance your bookings for the next month (Figure 4-4).

t:",i\fu_vagel Media Scheduling o]
Fle VYiew Tools Mode Help

D -‘ Schedule - Month Yiew - | i i | 7

Schedule

wy 48 bookings

[ June 1933

Sun Mon Tue wed Thr Fii Sat |
. - 4
1 booking

o

18
=
EE

ARl

"Legeﬂd. ﬂ Maw il
BN | SioleEooking |

[ B/ | 12:401 PM

Search.. |

| Media Department

Figure 4-4. Booking Schedule - Month View

Click the Month View button (Eigure 4-5) to open the Booking Schedule -
Month View window.
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Month Yiew

Figure 4-5. Month View Button

You can double click a calendar day to display and edit the bookings that have
been made for that day.

The booking count appears above the calendar on the right side and tells you the
number of bookings made for the month currently visible.

Viewing a Different Date

Click the left and right arrows to scroll forwards and backwards through the
calendar.

Click the Now button to return you to the current month.

Creating a New Bookings

Options

Click the New button to create a new booking. You can define which kind of
booking you want the New button to start up. Click Options...>Bookings on the
Tools menu. For more information on Bookings options, see Bookings Tab on

page 2-75.

Configure colors for the legend information for Multiple Bookings and Single
Bookings on the Scheduler tab of the Options... screen. For more information
on Scheduler options, see Scheduler Tab on page 2-72.

Year View Screen

The Booking Schedule - Year View window, or Year View, for the Schedule
activity allows you to view at a glance your booking for the next year (Eigure 4-6).
The current date appears with the date outlined.
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Figure 4-6. Booking Schedule - Year View

Click the Year View button (Figure 4-6) to open the Booking Schedule - Year
View window.

Figure 4-7. Year View Screen

You can double click a calendar day to display and edit the bookings that have
been made for that day.

Viewing a Different Date

Clicking the arrows at the bottom right hand corner of the dialog box allows you to
scroll through years.

The Now button allows you to return to the current year.
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Creating a New Booking

Clicking the New button starts a new booking. You can define which kind of
booking you want the New button to start up. Click Options...>Bookings on the
Tools menu. For more information on Bookings options, see Bookings Tab on

page 2-75.

Customization

Configure the colors for the legend information (Multiple Bookings and Single
Bookings) by selecting Options...>Scheduler from the Tools Menu. For more
information on Scheduler options, see Scheduler Tab on page 2-72.

Charge Screen

The Charge screen (Figure 4-8) allows you to examine a booking in greater detail
and decide whether you want to charge it, or cancel or delete it. You can search
for a booking and view its details and charge it out to a patron.

rifirmation Ml

[=-Equipment
WCROOT - Video Cassette Recorder
Television

S TWACR AR Cart

Figure 4-8. Booking Schedule - Charge
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To open the charge screen, from the Schedule tab, click the Charge button
(Eigure 4-9).

Charge

Figure 4-9. Charge Button
When you first start the screen, you must search for a booking.

The procedure for searching for a booking is shown in Procedure 4-3, Searching
for a Booking., on page 4-10.

Procedure 4-3. Searching for a Booking

Use the following to search for a booking.

Click the drop-down arrow of the Search By field to select what type of identifier
you want to search for.

Enter the string you want to search for in the Search For field.

Click the Search button to begin the search, or the Clear button to clear the search
boxes.

Result: The Bookings dialog box displays.

Once you have clicked a booking in the Bookings list, you can do the following.

Charging a Booking

Click the Charge button to charge out the selected booking to a patron.

Viewing Booking Details

4-10

Click Details to view the contents of or to close the booking details box.
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Editing a Booking

Click the Edit button to open the selected booking for viewing and editing.

Deleting a Booking

Click the Delete button to delete the selected booking.

Canceling a Booking

Click Cancel to cancel an uncharged booking.

Quick Discharge Screen

The Quick Discharge screen allows you to quickly and easily discharge an item by
simply entering or scanning in its media barcode, equipment barcode, Item ID or
equipment number. You can change the date and time of discharge for an item
(backdate the item). Any notes entered in the item record that are of the type
PopUp-Discharge display when the item is discharged.

(?;Vuyager Media Scheduling M= B
File Wiew Toolz Mode Help

D v‘ Schedule - Quick Discharge 2 | #h i | ?

Schedule

Dischaige By E quipment Number =l Discharge... |

Equipment Humber: ITVUU1 Cle

5:3;

7 Backdate Discharge DatedTime To.

Date: [1ono/m [ Time: [0338:48 =

g

Transaction Log:

k=

|

|

| Media Department | Discharging. 10/10/01 | 9:40 Akd

Figure 4-10. Booking Schedule - Quick Discharge
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Figure 4-11. Quick Discharge Button

The procedure for discharging an item is shown in Procedure 4-4, Discharging an

Item, on page 4-12.

Procedure 4-4. Discharging an Item

Use the following to discharge an item.

1. Click the Discharge By: drop-down arrow to select what type of identification you
want to enter.

2. Depending on what information is selected in the Discharge By field, the second
field may be called Media Barcode, Item ID, Equipment Barcode or Equipment
Number. Enter or scan the appropriate information into the field.

3. You can backdate the discharge (i.e., change the date and time of discharge) by
clicking the Backdate Discharge button (the clock). Enter the new date of
discharge in the Date field and the new time of discharge in the Time field. The new
time and date must be before the current time and date.

4. Click Discharge to discharge the item or Clear to clear all of the fields and start over.
All discharges are listed in the Transaction Log list. This list is maintained until

the Media Scheduling module is shut down at which point the list is cleared. This
information is not saved to a file.

Discharge Screen

The Discharge screen (Eigure 4-12) is where you can view the details of a
charged booking and discharge previously charged bookings.
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Media
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Figure 4-12. Booking Schedule - Discharge

You can open the Discharge screen by clicking the Discharge button (Figure 4-
13) in the Bookings activity in the list bar.

Figure 4-13. Discharge Button

When you first start the screen, you must search for a booking.

The procedure for searching for a booking is shown in Procedure 4-5, Searching
for a Booking, on page 4-13.

gL

Procedure 4-5. Searching for a Booking

Use the following to search for a booking.
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1. Click the drop-down arrow of the Search By field to select what type of identifier you

want to search for.
Enter the string you want to search for in the Search for field.

Click the Search button to begin the search, or the Clear button to clear the search
boxes.

Result: The Bookings dialog box displays.

Once you have clicked on a booking in the Bookings list, you can either discharge
the booking or view the details of a booking.

Discharging a Booking

The procedure for discharging a booking is shown in Procedure 4-6, Discharging
a Booking, on page 4-14.

Procedure 4-6. Discharging a Booking

Use the following to discharge a booking.

Click the Discharge button to discharge the selected charged booking back to the
library.

Place a check mark next to the media items you want to discharge. Click Select All
to check all of the items to be discharged, or click Deselect All to uncheck all of the
items.

Place a check mark next to the equipment you want to discharge. Click Select All
to check all of the equipment to be discharged, or click Deselect All to uncheck all
of the equipment.

To override the automatic date and time of discharge, place a check in the Override
Discharge Date/Time block. When you check the box, you can alter the date and
time.

Click OK to discharge the booking, or Cancel to close the box without discharging
the booking.

4-14
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Viewing Booking Details

Click Details to view the contents of the booking details box.
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Introduction

The booking functions of Voyager Media Scheduling are accessed through the
following options in the Bookings listbar.

* New Booking
* Booking Wizard
* New Pick-Up

The New Booking function provides the broadest set of features and flexibility for
tailoring a booking request.

The Booking Wizard function provides the easiest usability of the tool as it steps
the end user through each of the customization options for a booking request.

The New Pick-Up option provides only the necessary features for an immediate/
walk-up booking request.
Through these options you are able to do the following with bookings records.

* Create and save

¢ Copy and save

* Delete

* Charge

¢ Discharge

Ex Libris Confidential 5-1



Media Scheduling User’s Guide

New Booking

Schedule

The details of each booking record are captured on the following tabs displayed
on the Booking dialog box.

Schedule
Media
Room
Equipment
Notes
Staff

Properties

NOTE:

Through Tools>Options you may customize the features that display on these
tabs. As a result, the features that display on your screen may vary slightly from
the illustrations included in this user’s guide.

See Figure 5-1 for the options available on the Schedule tab. An explanation of
these options is provided in Table 5-1.
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Figure 5-1. Booking Schedule tab

Table 5-1. Schedule tab options

Option

Description

Administrative Booking

Use this option to indicate that the requester is the
institution/library rather than a specific patron.

Selecting this option makes the Requester field
unavailable.

With this option selected, booking validation is only
checked for conflicting schedules for booked material.
No patron validations occur.

The administrative booking may be useful for
scheduling equipment or rooms for maintenance.

Ex Libris Confidential 5-3



Media Scheduling User’s Guide

Table 5-1. Schedule tab options

Option

Description

Requester

Enter the name of the person requesting the booking.
The requester is the person making the booking
request and the person whose patron group is used to
validate the booking.

Click Requester to display a Search (Find Patron
for Booking) dialog box to locate requester
information. You can do a search by Barcode, Name,
Social Security Number (SSN) or Institution ID. See
Patrons Search on page 2-21 for additional details.

Click the ellipsis next to the Requester field to open
the Patron Counter Information dialog box. See

Figure 5-2.

Pick-up Patron

Enter the name of the person (other than the
Requester) who is picking up the booked item(s).

This entry is optional and may be changed at any
time.

Click Pick-up Patron to open the Search (Find
Patron for Booking) dialog box to locate the pick-up
patron information. You can do a search by Barcode,
Name, Social Security Number (SSN) or Institution
ID. See Patrons Search on page 2-21 for additional
details.

Click the ellipsis next to the Pick-up Patron field to
open the Patron Counter Information dialog box.

See Figure 5-2.

Patron Group

This field displays the patron group information for the
Requester that is entered.

Confirmation Number

The confirmation number for a saved booking
displays in this field when subsequently retrieved for
viewing.

Date Needed

Enter the date for the booking.

Click the ellipsis button to display a calendar from
which to select the date.

Date Finished

Enter the end date for the booking.

Click the ellipsis button to display a calendar from
which to select the date.
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Table 5-1. Schedule tab options

Option Description

Time Needed Enter the start time for the booking in one of the
following ways.

* Enter from the keyboard
* Click the up/down arrows

* Click the ellipsis to open the Schedule Time
dialog box

e Use the Schedule Bar

NOTE:
Your entry options are determined by the Voyager

Media Scheduling Options (see Scheduler Tab on
page 2-72 for more information).

Click the question mark (?) to open the Booking
Calendars dialog box. See Figure 5-3.

Time Finished Enter the end time for the booking in one of the
following ways.

¢ Enter from the keyboard
¢ Click the up/down arrows

* Click the ellipsis to open the Schedule Time
dialog box

* Use the Schedule Bar

NOTE:
Your entry options are determined by the Voyager

Media Scheduling Options (see Scheduler Tab on
page 2-72 for more information).

Multiple Bookings Use this option to enter multiple bookings for the
same patron.

Click the Multiple Bookings button and use Add,
Edit, and Delete to create multiple booking entries for
a single patron. See Figure 5-4.
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5-6
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“Reset Operator 1D: I SYSTEM

Save |

Figure 5-2.

Patron Counter Information

Booking Calendars #
| Library/Media Center Schedule | Pickup Schedule I
Calendar: IMain Calendar j
Start Date: |1l,.l-| B/2001 End Date: I1;30;2005
Sunday.  TL00AMIoT100PM  CrCERions :
14142003 Unavailable -
Monday:  0B:00 Ak to 11:59 P 1A16/2000: Unavailable
1417/2001: Unavailable
Tueszday:  DE:00AM to 11:59 PM 12/23/2002: Unavailable
12/24/2002: Unavailable
Wednesday:  08:00 AM to 11:55 P 124252002 Unavaiable
12/26/2002: Unavailable
Thursday:  06:00 A to 11:59 PM 124972002 Unavailable
Rl . 3 1242742002 Unavailable
Friday: ~ 06:00 A to 01:59 &M 12/28/2002 Unavaiable
Saturday:  07:00 &M to 11:00 PM 12/28/2002: Unavailable |
Lloze |
Figure 5-3. Booking Calendars dialog box
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. Booking - {(New)

File Wiew Eocking Tools Help

I save and Close E| @| L X| iy sie # !E| 7

Schedule I Media I Hoom] E quipment I Motes I Staff I Froperties I

I~ Administrative Booking

Eequester... | ISmith, Sandy |_I|i| Patron Group: Undergraduate Student
Pick-up Patran... | I |_I|i| Confirnation Mumber: I

D ate Needed: I 9/3/2004 l Date Finished: I 9/3/2004 l << Single Booking |
Time Needed: Igg:gg A EE@ Time Finished: IDS:‘IDAM EE

|Date Meeded | Date Finished | Time Needed | Time Finished |

9/3/2004 9/3/2004 08:00 AM 08:10 AM

Edit |
Delete |

Figure 5-4. Multiple Bookings

Media

See Figure 5-5 for the options available on the Media tab. An explanation of these

options is provided in Table 5-2.
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. Booking - {(New)
File Wiew Eocking Tools Help

nSaveandclose E|@|‘X|q* |M!E|? |

Schedule I Media I Hoom] E quipment I Motes I Staff I Froperties I

Media Type |Location | Copy Mumber | Call Mumber | Enumeration | Chronology | e §earch...|

Eemove |
R

MARLC..

Media Barcode or ltem |D:

Aidd by Barcode |
Aidd by [kem D |

Figure 5-5. Booking Media tab

Table 5-2. Media tab options

Option Description

Search Use Search to open the bibliographic media Search
dialog box.
For more information, see Bibliographic Media
Search on page 2-27.

Remove Use Remove to delete the selected media record
from the Media tab.

MARC Use the MARC button to display the MARC record

information for the selected media record on the
Media tab.

Media Barcode or
Item ID

Use this field to enter either the Barcode or Item ID for
the media to be booked using the keyboard or a
scanning device and clicking the Add by Barcode or
Add by Item ID button.
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Room

See Figure 5-6 for the options available on the Room tab. An explanation of these
options is provided in Table 5-3.

. Booking - {(New) ﬂ

File Wiew Eocking Tools Help

W Save and Close E| @| LY X| iy e

M7

I E quipment I Motes I Staff I Froperties I

Schedule | Media |{F

—(* Deliver

Generic... | I
Roarm: I jl_l

" Libray/Media Center Scheduled Room

[HEnenc... | I
Roarm: I jl_l
—" Pick-Up
Fick-Up Location: j

Figure 5-6. Booking Room tab
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Table 5-3. Room tab options

Option

Description

Deliver

Select the Deliver option to specify a deliver-to
location.

Click the Generic button to enter room requirements
such as room capacity, location, and type. See

Figure 5-7.

NOTE:
With the Generic selection process, a room is

reserved that meets the specified requirements but is
not assigned until the room is charged out.

Use the Room drop-down list to select a deliver-to
location from a preset list of rooms.

Library/Media Center
Scheduled Room

Select the Library/Media Center Scheduling Room
option to specify room requirements that do not
include delivery. For example, the item needed such
as microfiche equipment is already stationed at the
location to be selected.

Click the Generic button to enter room requirements
such as room capacity, location, and type. See

Figure 5-7.

NOTE:
With the Generic selection process, a room is

reserved that meets the specified requirements but is
not assigned until the room is charged out.

Use the Room drop-down list to select a location from
a preset list of rooms.

Pick-Up

Select the Pick-Up option to identify from a preset
drop-down list of locations the place where an item is
to be picked up.
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Generic Room Selection K

Capacity; I# vI |D E
Location: IEollege-Media Scheduling
Room Tupe: I[none]

= |
= |

e I Lancel |
Figure 5-7. Generic Room Selection - Room tab
Equipment

See Figure 5-8 and Figure 5-9 for the options available on the Equipment tab. An
explanation of these options is provided in Table 5-4.

. Booking - {(New)

File Wiew Eocking Tools Help

W Save and Close E| @| LY X| iy e

iz ?

Schedule I Media I Fioom Motes I Staff I Froperties I

r~In-Foom and Specific Equipment

In-Room Equipment
Specific Equipment and Equipment Groups

Equipment Mumber or Barcode:

Add...

Eemove |
Wiew |

Aidd by Humber, |

Aidd by Barcode |

— Media Equipment

Media ltem Types for Booking
Equipment and E quipment Group Types

Add Type... |
Eemove |

Setup/Delivery Time: I DE minutes

Clean Up/Return Time: I DE minutes

Suggest Times |

Figure 5-8. Booking Equipment tab
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File “iew EBooking Tool: Help

nSaveandclose E|@|‘X|q* |M!E|? |

Schedule I Media I Hoom] E quipment I Notes] Staffl Froperties I

In-Foom and Specific Equipment
4005 CD Player M Charged ;I Add... |
R004 DD Player M Charged BT |
= Specific Equipment and Equipment Groups J =
Barcode E quipment Type Group? | Status iew |
Vel Mot Charged LI dd by Number |
Equipment Mumber or Barcode: 000999029547 25340 dd by Barcode |
— Media Equipment
Media ltem Types for Booking Add Type... |
[=-Equipment and Equipment Group Types BT |
DvD Player =

Setup/Delivery Time: I 155 minutes

Clean Up/Return Time: I 2[‘5 minutes Suggest Times |

Figure 5-9.

Booking Equipment tab

Table 5-4. Equipment tab options

Option

Description

In-Room and Specific
Equipment

Add

Remove

View

Add by Number
Add by Barcode

Use the In-Room and Specific Equipment option to
view equipment permanently assigned to the room
and additional equipment selected for the booking.

Use the Add, Add by Number, and Add by Barcode
buttons to add equipment to the booking. Using Add
displays Select Equipment for Booking (see
Figure 5-10) where you can view all equipment or
only available equipment when adding equipment to
the booking.

Use the Remove button to delete a selected row of
equipment from the booking.

Use the View button to display the details for a
selected row of equipment. See Figure 5-11.
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Table 5-4. Equipment tab options

Option Description

Media Equipment Use the Media Equipment option to make a generic
equipment request. The equipment requested with

Add Type this method is displayed as In-Room and Specific
Remove Equipment when it is charged.
Use the Add Type button to add required equipment
to the booking.
Use the Remove button to delete a selected row of
generic equipment from the booking request.
Setup/Delivery Time Enter the delivery and setup time required for this
booking.
Clean Up/Return Time | Enter the cleanup and return time required for this
booking.
Suggest Times Optionally, click Suggest Times to have the system

automatically determine and set the Setup/Delivery
and Clean Up/Return Times for your equipment
request.
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MHurber

E quiprnent

......... CD Player
......... DD Plaper
......... LEIIZItDDS
--------- T WCR Combination ™

Cancel

Statuz

Figure 5-10. Select Equipment for Booking
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= E quipment Inventory - DVD 02 M= BE
File “iew Toolz Help
& save and Cloze |§|X|M!§| 7 |
Dietails | Bookingsl Maintenancel Notesl Propertiesl
Equipment Type: [ e Status: IWE
Number: ID\,-'D 0z L‘fﬂ Purchase Walue: lg;ggg—
Barcode: |5002 |_| Replacement ¥ alue: lg;ggg—
Manufacturer: IZenith Dealer: lm
Farmat: ID\,-'D Acquisition Date: m
Model Murnber: IDF3345D Locatiou_
Eeai M |3442002 Location: ILibrary-Media Scheduling j
Nest Matennce: [1272/00 [ Room: |5 41 - Library Viewing Room 41 7]
i I[none] |_| Currently At: IVH 41 - Library Yiewing Foom 41

Figure 5-11. Equipment Inventory details

Notes

See Figure 5-12 for the options available on the Notes tab. An explanation of

these options is provided in Table 5-5.
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. Booking - {(New) ll
File Wiew Eocking Tools Help
nSaveandclose E|@|‘X|q* |M!E|? |
Schedule I Media I Hoom] E quipment I I Staff I Froperties I
El
E
Figure 5-12. Booking Notes tab
Table 5-5. Notes tab options
Option Description
Text box Use this field to enter any additional information.
NOTE:
Booking notes are printed on confirmation, delivery
and pick-up slips.

Staff

See Figure 5-13 for the options available on the Staff tab. An explanation of these
options is provided in Table 5-6.
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. Booking - {(New)
File Wiew Eocking Tools Help

W Save and Close E|@|‘ X|q* |M !E| ?

Schedule I Media I Hoom] E quipment I Motes I I Froperties I

Setup Staff: I[none]

Clean-up Staff: I [nane)

Lef L]

Figure 5-13. Booking Staff tab

Table 5-6. Staff tab options

Option

Description

Setup Staff

Use this option to select staff using the drop-down list
to perform equipment/room setup and delivery.

Clean-up Staff

Use this option to select staff from the drop-down list
to perform room clean-up duties.

Properties

See Figure 5-14 for the options available on the Properties tab. An explanation of
these options is provided in Table 5-7.
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. Booking - {(New) ll

File Wiew Eocking Tools Help

W Save and Close E|@|‘ X|q* |M !E| ?

Create Operator: I
Update Operatar: I

Create Date: I
Update D ate: I

Create Location: I
Update Location: I

Figure 5-14. Booking Properties tab

Table 5-7. Properties tab options

Option Description

Create Operator Displays the user who created the booking record.

Update Operator Displays the user who most recently changed and
saved the booking record.

Create Date Displays the creation date of the booking record.

Update Date Displays the most recent date that the booking record
was saved.

Create Location Displays the location where the booking record was
created.

Update Location Displays the location where the booking record was
last saved.

Create/Save New Booking

The procedure for creating and saving a new booking is shown in Procedure 5-1,
Create/Save New Booking, on page 5-19.
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Procedure 5-1. Create/Save New Booking

Use the following to create and save a new booking in Voyager Media Scheduling.
1. Click the Bookings listbar button.

Result: The Bookings listbar function icons display.
2. Click New Booking.

Result: The Booking - (New) dialog box displays.

3. Enter the options on each of the booking tabs to match your requirements. See the
following for a description of the options for each of the tabs.

* Schedule on page 5-2

* Media on page 5-7

* Room on page 5-9

e Eguipment on page 5-11

* Notes on page 5-15

e Staff on page 5-16

* Properties on page 5-17

Result: The options are entered for completing the booking.

4. Click Save and Close or Save and New (same as File>Save menu option). See
Figure 5-15 and Figure 5-16.

Result: Save and Close saves the booking and closes the Booking - (New)
dialog box. Save and New saves the booking and displays the Booking - (New)
dialog box for another booking entry.

H save and Close

Figure 5-15. Save and Close button

Ex Libris Confidential 5-19



Media Scheduling User’s Guide

=

Figure 5-16. Save and New button

Copy/Save Booking

The procedure for copying and saving a booking is shown in Procedure 5-2,
Copying/Save Booking, on page 5-20.

Procedure 5-2. Copying/Save Booking

5-20

Use the following to copy and save a booking in Voyager Media Scheduling.

Click the Tools>Find from the Bookings - (New) dialog box.

NOTE:
Tools>Find in Bookings is the same as Tools>Search in Inventory, Schedule,

and Staffing.

Result: The Search dialog box displays. See Figure 2-4 on page 2-8.

Select Bookings from the Look for drop-down list.
Result: The Bookings search options display.

Enter the search criteria necessary to find the bookings record that you want to copy
and click Find Now. For more information about entering search criteria, see
Procedure 2-2, Bookings Search, on page 2-7.

Result: The Search dialog box expands to display any records matching your
criteria.

Click to highlight the record you want to copy and click OK.

Result: The Booking dialog box displays the record selected and its confirmation
number in the title bar of the Booking dialog box. See Figure 5-17.
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. Booking - Confirmation Number: 199 : ll

File Wiew Booking Tools Help

I save and Close E|@|‘ X|q* .|M !_| 7

edia I Hoom] E quipment I Motes I Staff I Froperties I

I~ Admiristrative Booking ‘

Eequester... | IVoers, Linda |_||_| Patron Group: IW
PBick-up Patmn___l I |_||_| Confirmation Mumber: 199

Figure 5-17. Booking confirmation number
Click File>Copy Booking.

Result: The Enter Requester for Copied Booking dialog box displays. See
Figure 5-18.

Enter Requester for Copied Booking

= Administrative Booking

{* Requester

Bequester... ||M00re,Patricia il

Patron Group: | Faculty

oK

Figure 5-18. Enter Requester for Copied Booking dialog box

Click OK.

Result: The copied record displays on the Booking dialog box.

Make any necessary changes to the copied record and click File>Close.
Result: The copied record is saved and the original booking record displays.
Click File>Close.

Result: The expanded Search dialog box displays.

Click Close.

Result: The Booking - (New) dialog box displays.
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Print Saved Booking

The procedure for printing a booking is shown in Procedure 5-3, Printing a Saved

Booking, on page 5-22.

Procedure 5-3. Printing a Saved Booking

Use the following to print a saved booking in Voyager Media Scheduling.

1. Click the Tools>Find from the Bookings - (New) dialog box.

NOTE:
Tools>Find in Bookings is the same as Tools>Search in Inventory, Schedule,

and Staffing.

Result: The Search dialog box displays. See Figure 2-4 on page 2-8.

2. Select Bookings from the Look for drop-down list.
Result: The Bookings search options display.

3. Enter the search criteria necessary to find the bookings record that you want to print
and click Find Now. For more information about entering search criteria, see
Procedure 2-2, Bookings Search, on page 2-7.

Result: The Search dialog box expands to display any records matching your
criteria.

4. Click to highlight the record you want to print and click OK.

Result: The Booking dialog box displays the record selected and its confirmation
number in the title bar of the Booking dialog box. See Figure 5-17.

5. Click the print icon or File>Print.
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Result: The booking is printed.

2 1.

To automatically print each new booking when it is created/saved, use the
Automatically Print Confirmations option on the Bookings tab of the
Options dialog box. See Figure 2-57 on page 2-76.

Delete Booking

The procedure for deleting a booking is shown in Procedure 5-4, Deleting a
Booking, on page 5-23.

Procedure 5-4. Deleting a Booking

Use the following to delete a booking in Voyager Media Scheduling.

1. Click the Tools>Find from the Bookings - (New) dialog box.

NOTE:
Tools>Find in Bookings is the same as Tools>Search in Inventory, Schedule,
and Staffing.

Result: The Search dialog box displays. See Figure 2-4 on page 2-8.

2. Select Bookings from the Look for drop-down list.
Result: The Bookings search options display.

3. Enter the search criteria necessary to find the bookings record that you want to
delete and click Find Now. For more information about entering search criteria, see
Procedure 2-2, Bookings Search, on page 2-7.

Result: The Search dialog box expands to display any records matching your
criteria.

4. Click to highlight the record you want to delete and click OK.

Result: The Booking dialog box displays the record selected and its confirmation
number in the title bar of the Booking dialog box. See Figure 5-17.
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5. Click File>Delete Booking.
Result: The delete confirmation message displays.
6. Click Yes.

Result: The booking record is deleted and the expanded Search dialog box
displays.

7. Click Close.

Result: The Booking - (New) dialog box displays.

Charge Booking

The procedure for charging a booking is shown in Procedure 5-5, Charging a
Booking, on page 5-24.

Procedure 5-5. Charging a Booking

Use the following to charge a booking in Voyager Media Scheduling.

1. Click the Tools>Find from the Bookings - (New) dialog box.

NOTE:
Tools>Find in Bookings is the same as Tools>Search in Inventory, Schedule,
and Staffing.

Result: The Search dialog box displays. See Figure 2-4 on page 2-8.

2. Select Bookings from the Look for drop-down list.

Result: The Bookings search options display.

3. Enter the search criteria necessary to find the bookings record that you want to
charge and click Find Now. For more information about entering search criteria, see
Procedure 2-2, Bookings Search, on page 2-7.

Result: The Search dialog box expands to display any records matching your
criteria.

4. Click to highlight the record you want to charge and click OK.
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Result: The Booking dialog box displays the record selected and its confirmation
number in the title bar of the Booking dialog box. See Figure 5-17.

Click Booking>Charge.

Result: A confirmation message, “Booking charged successfully!” displays.

NOTE:

Other dialog boxes may display before the successful message dialog box
depending on the details of the booking. For example, the Generic Assignments
dialog box may display or a Booking Not Charged dialog box may display with a
warning message.

Click OK.

Result: The Booking dialog box displays showing the booking as “Charged” and
displaying a new title bar with the booking confirmation number and <Charged>.

See Figure 5-19.

. Booking - Confirmation Number: 201 <Charged> ll

File Wiew Booking Tools Help

I save and Close E|@|‘ X|ﬂ* .|M !-| ?

; I Media I Hoom] Equipment I Motes I Staff I Froperties I
I~ Admiristrative Booking Cﬁgfged
Hequester.. | IMoore, Patricia |_||_| Patron Group: IFacuIty
Eick-up Patron...l I |_||_| Confirmation Mumber: 201

Figure 5-19. Charged booking

Click File>Close.

Result: The expanded Search dialog box displays.
Click Close.

Result: The Booking - (New) dialog box displays.

Discharge Booking

The procedure for discharging a booking is shown in Procedure 5-6, Discharging
a Booking, on page 5-26.
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Procedure 5-6. Discharging a Booking

5-26

Use the following to discharge a booking in Voyager Media Scheduling.

Click the Tools>Find from the Bookings - (New) dialog box.

NOTE:
Tools>Find in Bookings is the same as Tools>Search in Inventory, Schedule,

and Staffing.

Result: The Search dialog box displays. See Figure 2-4 on page 2-8.

Select Bookings from the Look for drop-down list.
Result: The Bookings search options display.

Enter the search criteria necessary to find the bookings record that you want to
discharge and click Find Now. For more information about entering search criteria,
see Procedure 2-2, Bookings Search, on page 2-7.

Result: The Search dialog box expands to display any records matching your
criteria.

Click to highlight the record you want to discharge and click OK.

Result: The Booking dialog box displays the record selected and its confirmation
number in the title bar of the Booking dialog box. See Figure 5-19.

Click Booking>Discharge.

Result: The Discharge Booking Media and Equipment dialog box displays for
your verification.

Verify/edit what is being discharged and click OK.

Result: The confirmation message “Selected items discharged successfully!”
displays.

Click OK.
Result: The Booking dialog box displays showing the booking as “Complete” and

displaying a new title bar with the booking confirmation number and <Complete>.
See Figure 5-20.
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. Booking - Confirmation Number: 201 <Complete> ll

Fllé ‘Wiews Booking Tools Help

I save and Close E|@|‘X|q* .|M!_|? |

I Media I Hoom] E quipment I Motes I Staff I Froperties I
I~ Admiristrative Booking C‘amp/efe
Eequester... | IMoore, Patricia |_I|i| Patron Group: IFacuIty
Eick-up Patiar... | I |_I|i| Confirmation Mumber: |2g1

Figure 5-20. Booking complete

8. Click File>Close.

Result: The expanded Search dialog box displays.

9. Click Close.

Result: The Booking - (New) dialog box displays.

Booking Wizard

The Booking Wizard function in Voyager Media Scheduling prompts the user
through each component required for a booking request. This provides an easy
user interface for selecting options for a booking request.

Creating a Booking with Booking Wizard

The procedure for creating a booking using the Booking Wizard is shown in
Procedure 5-7, Creating Booking with Booking Wizard, on page 5-27.

Procedure 5-7. Creating Booking with Booking Wizard

Use the following procedure to create a booking using the Booking Wizard in
Voyager Media Scheduling.
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For more detailed instructions regarding each Booking Wizard menu option, refer
to Procedure 5-1, Create/Save New Booking, on page 5-19 and/or the option
descriptions provided in Schedule on page 5-2, Media on page 5-7, Room on
page 5-9, Equipment on page 5-11, Notes on page 5-15, Staff on page 5-16, and
Properties on page 5-17.

Click the Bookings listbar button.
Result: The Bookings listbar function icons display.
Click Booking Wizard.

Result: The Booking Wizard dialog box displays. See Figure 5-21.

4% Booking Wizard ll

Specify who is requesting the booking, Optionally, specify who wil
pick up the booking.

To specify the requester, click the "Requester” button ta search for a
walid patron. Click the "Administrative Booking'' checkbox to designate
the booking as administrative.

To specify the Fick-up Patron, click the "Fick-up Patron' button ta

[~ Administrative Booking

Bequester... | || |_||i| Patron Group: |
Pick-up Patron... | I |_||i| Confirnation Mumber; |
< Back [ext > Lancel

Figure 5-21. Booking Wizard dialog box

Enter the requester information, and click Next.

Result: You are prompted for the booking date and time information.
Enter the booking date and time information, and click Next.

Result: You are prompted for the booking media information.

Enter the booking media required, if any, and click Next.

Result: You are prompted for the location/room information.
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6. Enter the Delivery, Pick-up, or Library/Media Center Scheduled room information,

and click Next.

Result: You are prompted for the booking equipment information.
Enter the booking equipment information, and click Next.

Result: You are prompted to enter any notes regarding the booking.

Enter any booking note, and click Finish.

Result: The Booking dialog box displays with the confirmation notation in the title

bar. See Figure 5-22.

. Booking - Confirmation Number: 206 : ll

File WYiew Booking Tools Help

nSaveandclose E|@|‘X|q* |M!E|? |

I Media I Hoom] E quipment I Motes I Staff I Froperties I

I~ Administrative Booking

Eequester... | IMoore, Patricia |_I|i| Patron Group: IFacuIty
PBick-up Patrar... | I |_I|i| Confirmation Mumber: |205
D ate Needed: Ig;gg;zgm l D ate Finished: Ig;gg;zgm l

Time Needed: Ig5;gg Fhd EE@ Time Finished: Ig5;3g P EE

Figure 5-22. Booking dialog box with confirmation (Booking Wizard)

Enter any Staff tab information and/or review the Properties tab information, and click

Save and Close or Save and New when you are finished.

Result: This completes your booking using the Booking Wizard.
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New Pick-Up

The New Pick-Up booking function in Voyager Media Scheduling is used for
immediate pick-up booking requests; and as a result, the functional menus have
been designed to meet those requirements.

Using the New Pick-Up booking function allows you to automatically charge a
booking request when it is saved. The Automatically Charge New Pick-Up
Bookings option must be set for this to occur. See Figure 5-23.

List Bar I Schedule Monitar I Charge/Discharge I Sounds
General I Inventary I Scheduler Bookings | Searching

— Mew Bookings
* Popup Menu

¥ &wtomnatically Charge Mew Pickup Bookings

[ Automatically Print Confirmations
" Free-Form

 izard
= Pick-up

[~ Retain Bequester on "Save and Mew'"

— Mew Booking Room Type Default
& Deliver

= Libray/Media Center Scheduled Room
= Pickup

Ok Lancel Apply

Figure 5-23. Automatically Charge New Pick-Up Bookings option

Creating a New Pick-Up Booking

The procedure for creating a New Pick-Up booking using New Pick-Up is shown
in Procedure 5-8, Creating New Pick-Up Booking, on page 5-30.

Procedure 5-8. Creating New Pick-Up Booking

Use the following procedure to create a New Pick-Up booking in Voyager Media
Scheduling.
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For more detailed instructions regarding the menu options available in New Pick-
Up, refer to Procedure 5-1, Create/Save New Booking, on page 5-19 and/or the
option descriptions provided in Schedule on page 5-2, Media on page 5-7, Room
on page 5-9, Equipment on page 5-11, Notes on page 5-15, Staff on page 5-16,
and Properties on page 5-17.

Click the Bookings listbar button.
Result: The Bookings listbar function icons display.
Click New Pick-Up.

Result: The New Pick-Up dialog box displays. See Figure 5-24.

. New Immediate Pick-Up Booking

File Miew EBooking Tool: Help
nSaveandclose E|@|‘X|q* |M!E|? |

Schedule I Media I Hoom] E quipment I Notes] Froperties I

I~ Administrative Booking

Bequester... | || |_I|i| Fatron Group: I
Confirmation Mumber: I
D ate Needed: Iy;g;gz l D ate Finished: Iy;g;gz l

Time Meeded: I 10:48 &b @ Time Finished: I 1048 &M

Figure 5-24. New Immediate Pick-Up Booking dialog box

Complete the information on each of the tabs as required for your booking request,
and click Save and Close or Save and New.

Result: The Booking charged successfully! message displays if the

Automatically Charge New Pick-Up Bookings option is set. See Figure 5-25.
Otherwise the request is saved as usual and remains in the queue to be charged.
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& Booking - Confirmation Number:
File Wiew Booking Tools Help

nSaveandclose E|n§|. )<|H]t Q|M !E| ?

Schedule | Media | Hoom] Equipment I Motes | Froperties |

I™ | &dministrative Booking

Eequester... | IMoore, Patricia ulﬂ Patron Group: |Fac:u|t_l,l
Confirmation Mumber: | 211
X

Date Needed: 9;24;2004 M l
Time Needed: [T510 FM [ Q Booking charged successfully! —EE

Figure 5-25. Booking charged successfully! message confirmation
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Standard Mode - Staffing

Introduction

Staff

The Staffing tab of your Media Scheduling Module provides the capability to
maintain the information you need regarding staff members. The button on the
Staffing tab (see Figure 6-1) allows you to view your current staffing list and add or
delete people from the list.

Staff

Figure 6-1. Staffing Tool Button

The Staffing window (Figure 6-2) allows you to establish a roster of staff
personnel. You can add and remove personnel from the list and change their
status.
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E:.:!Voyagel Media 5cheduling [_ ]
Fle View Toolz Mode Help
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Ireventor
Schedule
Book\.ngs Staff Mame | Active? | Active Bookings |:| Add |
staffin Ball, Matthew o/ v 1 I Do |
Bear, Ethan Hudson 'alker M 0 —
Burke. Jane M 0
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Larzon, B. A N ]
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make_bad 4 is 0
Miller, Kate N ]
Hiller, Stuart 4. b 0
stenalein, kristen Ny 0
Testl, Patron A 1
Testl, Patron b 1
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—Add Staff Member
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Figure 6-2. Staffing

Click the Staffing button (Figure 6-3), and click the Staff icon to open the Staff
dialog box. From the Staff dialog box, you can keep track of your active and
inactive staff. You can view the status of each staff member and how many
current charged bookings each one has.

Figure 6-3. Staffing Button

Changing Status

To put a staff member on Active or Inactive status, select the person from the
patron database and select Activate or Deactivate.
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Deleting Staff

Delete someone by selecting the person and clicking the Delete button. If you try
to delete a staff member with current bookings, a confirmation dialog box displays.
Click Yes to delete or No to not delete the staff member.

Adding New Staff Members

The procedure for adding new staff members is shown in Procedure 6-1, Adding
New Staff Members, on page 6-3.

Procedure 6-1. Adding New Staff Members

Use the following to add a new staff member.
1. Click Add.
Result: The Add Staff Member dialog box displays.

2. Search for the patron. Use one of the following methods.
a. By Barcode
Enter a barcode in the dialog box and click the Check button.
b. By a general search

Click the Staff... button. See Patrons Search on page 2-21.

3. Select Active or Inactive status by turning on and off the Active? checkbox.
4. Click OK to create the person's record.

Result: Once a patron has been found, clicking the ellipsis button opens the
Patron Counter Information dialog box. The Patron Counter Information
dialog box displays the following information about the person that you have
selected.

* Numbers of Current Bookings
¢ Late Returns

¢ Historical Bookings

¢ Cancelled Bookings

¢ Unclaimed Bookings that the patron has
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* Date the counters were reset and which operator reset them

Barcodes

Barcodes are assigned to anything mobile such as patrons, equipment, and
media items. They allow you to quickly and uniquely identify an item or a patron.

The Barcodes dialog box (Figure 6-4) allows you to create new barcodes and
change the status of old barcodes. In Voyager, barcodes may be applied to
patron IDs, media items, equipment, and equipment groups.

NOTE:
Patron barcodes have more status types available.

In the Media Scheduling module, you can add, edit and delete the barcodes of
equipment and equipment groups. This can be done from a number of different
locations, including the Details tab of the Equipment Inventory record, Group
Inventory record, or Maintenance record which edits the barcode of the equipment
undergoing maintenance.

°||||!U"|| Barcode |2002

Status IActive j

Add Delete Lloze

Figure 6-4. Barcodes

Adding a Barcode to a New Record

The procedure for adding a barcode to a new record is shown in Procedure 6-2,
Adding a Barcode to a New Record, on page 6-5.
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Procedure 6-2. Adding a Barcode to a New Record

Use the following to add a barcode to a new record.
1. Create a new record (the new record must be open to add a barcode).
2. Enter the barcode for the new record.

3. To add additional barcodes, you must save the record which will require completing
any required fields in the record. Once the record has been saved, you can click the
ellipsis button to open the Barcodes dialog box.

Adding Barcodes to Saved Records

The procedure for adding barcodes to saved records is shown in Procedure 6-3,
Adding Barcodes to Saved Records, on page 6-5.

Procedure 6-3. Adding Barcodes to Saved Records

Use the following to add a barcode (including additional barcodes) to a saved
record.

1. Click the ellipsis next to the barcode field in the record to open the Barcodes dialog
box.

2. Scan or type the number in the barcode field.

3. To select a status, click the drop-down arrow and select Active or Inactive from the
list.

NOTE:
A barcode may not have a status of [none].

4. Click Save to keep the information, or click Cancel to discard the information and
close the dialog box.
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Changing the Barcode Status

To change the status of an old barcode, select the barcode from the list and click
the drop-down arrow and select a status from the list that displays.

Deleting a Barcode

To delete a barcode from the list, select it and click the Delete button.

Closing the Barcode Box

Click Close when you are done with the Barcodes dialog box. If you have not
saved the information, Voyager prompts you to see whether you want to save it or
not.
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Schedule Monitor

Introduction

The Schedule Monitor provides a number of screens that can warn you about
what events are imminent. Voyager can warn you about everything that requires
attention, such as imminent bookings, whether the booking has been charged and
whether there are any problems with the bookings.

You can use the Schedule Monitor to retrieve the following information.

Impending and late deliveries

Unreturned equipment charged to a patron that is required for another
booking

Late items
Rooms that have been scheduled for the near future

One room’s daily schedule

You can select the time frame for events for which you are warned. You can also
print out slips for patrons with information about scheduled events. How early
these warnings display can be set in System Administration.

The functions of the Schedule Monitor are identified as follows.

Conflict Resolution and Warning
Delivery and Cleanup Notification

Pickup Slips, Room Schedules
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* Library Media Scheduled Rooms
* The Equipment Pick Up List
* The Item Pick Up List

You can start any of these tools by clicking the appropriate button (Figure 7-1) in
the List Bar.

—

Figure 7-1. Schedule Monitor Buttons

Refreshing Screens

Information on the screens in the Schedule Monitor are typically updated every 15
minutes. For more information about options, see Setting Options on page 2-61.

If you need to update the information sooner than your system is set to refresh
itself, you can manually refresh any of the screens in the Schedule Monitor.
Select File>Get Requests from the main menu to refresh your data.
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The Schedule Monitor - Conflict Resolution and Warning window (Figure 7-2)
alerts you to possible conflicts and problems and allows you to take care them.
You can display information on the records displayed and change booking
information to correct any conflicts that arise.

?'_.E.Voyagel Media 5cheduling
File “iew Toole Mode Help

O '| Schedule Monitor - Conflict

Schedule Maonitar

A

Resolution and ‘Wamning = | 4% IS | B

S E3

Start Date | Start Time |End Date | End Time | Staff | Booking Error | Patron Mame | Pickl Edit
01/22/1998 08:00AM 01/22/1938 08:10 AM Delivery Dverdus Wenckus, David B
01/22/1998 08:00AM  01/22/1938 08:10 AM Delivery ¢ Pick-Up Owverdue Wenckus, David R
01/23/1998 08:00AM 01/23/1938 08:10 AM Delivery / Pick-Up Overdue wiettstein, Eric J
Oa) 01/23/1998 [ 02.00 &M | A Cielivery Dverdus wietistein, Ericd || Pk
St 02/03/1938 11:00AM 02/0341938 12:00 PM Delivery Overdus “wilson, Mark
02/09/1998 11:00AM 02/09/1938 12:00 P Delivery / Pick-Up Overdue “wiilzan, bark
0241041998 0230PM  02/10/1938 04:40 PM Library Scheduled Delivery Overdue  Administrative
E 0241041998 0230PM  D2/10/19398 04:40 PM Library Scheduled Pick-Up Overdue  Administrative
il 02/10/1938 0500PM 0241041938 0730 PM Delivery / Pick-Up Overdue Hochfellner, Bob  Hoch
0241041998 05:00PM  02/10/1938 0730 P Delivery Dverdus Hochfellner, Bab  Hoch
0241041998 08:00PM  02/10/1938 05:10 PM Library Scheduled Pick-Up Overdue  Administrative
= 0241041998 0E:00PM  D2/10/19398 05:10 PM Library Scheduled Delivery Overdue  Administrative
- 02/17/1998 0400PM  02/17/1933 05:40 P No ltems Available Fines, Frieda Fines
0241741998 04.00PM  02/17/1938 0540 P Library Scheduled Delivery Overdue Fines, Frieda Fines
0241741998 04.00PM  02/17/1938 05:40 P Deelivery Overdus Fines, Frieda Fines
E..‘ 02/17/1998 0420PM  02/17/1958 08:00 PM Library Scheduled Delivery Overdue  Burke, Jane

3

| Main-Circulation

217/38 [ 4:33PM

Figure 7-2.  Schedule Monitor - Conflict Resolution and Warning

You can display the Schedule Monitor - Conflict Resolution and Warning window
by clicking the Conflict Resolution & ... button (Eigure 7-3) in the list bar.

Figure 7-3. Conflict Resolution & ... Button
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Editing a Booking

To change a problematic booking, click the booking and then click the Edit button,
or select Alt + E.

Printing Booking Reports

To print out a summary of all problem bookings, click the Print button or select
File>Print>Summary Listing.

To print out information on a single booking, click the booking and select
File>Print>ltem Detail (selected).

To print a detailed information page on all of the problem bookings, select
File>Print>ltem Detail (all) from the main menu.

Delivery and Cleanup Notification

This screen displays information regarding where and when equipment needs to
be delivered, and from where and when it needs to be picked up, as well as any
other special instructions.
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?}Vuyagel Media Scheduling HE E
File %iew Tools Mode Help

(| v‘ |Schadule Monitor - Delivery and Cleanup Mobification j‘ 4% IE | ‘?

Schedule Monitor

Dizcharge: I
Print I

Legend:
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Figure 7-4.  Schedule Monitor - Delivery and Cleanup Notification

You can display the Schedule Monitor - Delivery and Cleanup Notification window
by clicking the Delivery and Cleanup Notific... button (Figure 7-3) in the list bar.

Figure 7-5. Delivery and Cleanup Notific... Button

Charging a Booking

To charge out a booking, select a record and click Charge.

Discharging a Booking

The procedure for discharging a booking is shown in Procedure 7-1, Discharging
a Booking, on page 7-6.
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Procedure 7-1. Discharging a Booking

Use the following to discharge a booking.

Select the booking you want to discharge.

Click the Discharge button.

Result: The Discharge Booking Media and Equipment dialog box displays.

Place a check mark next to the media items you want to discharge. Click Select All
to check all of the items to be discharged, or click Deselect All to uncheck all of the
items.

Place a check mark next to the equipment you want to discharge. Click Select All to
check all of the equipment to be discharged, or click Deselect All to uncheck all of
the equipment.

To override the automatic date and time of discharge, place a check in the Override
Discharge Date/Time block. When you check the box, you can alter the date and
time.

Editing a Booking

Edit a booking by selecting it and clicking Edit.

NOTE:
Changing a booking indicates that the book has actually been delivered to the

indicated room.

Canceling a Booking

Click Cancel to cancel a booking (but not discard it).

Printing Booking Reports

To print a summary report on all of the bookings that display in the list, click Print
or select File>Print>Summary Listing.
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To print out information on a single booking, click the booking and select
File>Print>Item Detail (selected).

To print a detailed information page on all of the bookings onscreen, select
File>Print>Item Detail (all) from the main menu.

Pickup Slips

The Schedule Monitor - Pickup Slips window (Figure 7-6) tells you what is
scheduled for pickup shortly and allows you to print out slips to pull equipment and
media.

M |
| 06/03/1999  03:00 PM | 06/03/1939 0600 PM | Harnish, Kathiyn  Media Depatment | 156-2

| Media Departme: 2 of 2 1ecord(s] processed -

Figure 7-6. Schedule Monitor - Pickup Slips

You can display the Schedule Monitor - Pickup Slips window by clicking the
Pickup Slips button (Eigure 7-7) in the list bar.
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=

Fickup Slips

Figure 7-7. Pickup Slips Button

Editing a Booking

Edit a booking by selecting it and clicking Edit.

NOTE:
Changing a booking indicates that the book has actually been delivered to the
indicated room.

Canceling a Booking

Click Cancel to cancel a booking (but not discard it).

Printing Booking Reports

To print a summary report on all pickup bookings, click Print or select
File>Print>Summary Listing.

To print out information on a single pickup booking, click the booking and select
File>Print>Item Detail (selected).

To print a detailed information page on all of the bookings onscreen, select
File>Print>Item Detail (all) from the main menu.

Room Schedules

The Schedule Monitor - Room Schedules window (Eigure 7-8) tells you what
rooms are scheduled for use shortly and allows you to change room availability
information.
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é'_.i._\l'nyagel Media Scheduling
File iew Toolz Mode Help
1 v‘ Schedule Monitor - Foom Schedules - | &N = | ?

Schedule Monitar

Media Center Scheduled Room: [ cpives-Special - ADMINS - Admin Office of Mr Magao k4|

Start Date | Start Time |End Date | End Time | Patron Name | Pickup Patron Name: | Corfimation # | Booking Comrme Edit

02/17/1958 0400PM 02471998 0540PM Fines, Frieda  Fines, Frieda E48
02/19/1938 1200PM 0241941938 0510AM A i 61 Cancel

Eiirit

2/17/98 [4:31 PM

| Main-Circulation

Figure 7-8. Schedule Monitor - Room Schedules

You can display the Schedule Monitor - Room Schedules window by clicking the
Room Schedules button (Eigure 7-9) in the list bar.

Figure 7-9. Room Schedules Button

Editing a Booking

Edit a booking by selecting it and clicking Edit.

NOTE:
Changing a booking indicates that the book has actually been delivered to the

indicated room.
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Canceling a Booking

Click Cancel to cancel a booking (but not discard it).

Printing Booking Reports

To print a summary report on all room schedules, click Print or select
File>Print>Summary Listing.

To print out information on a single booking, click the booking and select
File>Print>Item Detail (selected).

To print a detailed information page on all of the bookings onscreen, select
File>Print>Item Detail (all) from the main menu.

Library Media Scheduled Rooms

The Library Media Scheduled Rooms screen (Eigure 7-10) provides you with
information on impending bookings that are scheduled to use a library room.

t:T_.E!Vuyagel Media Scheduling
File “iew Taook Mode Help
(| v‘ Schedule Monitor - Libramy Media Room Schedules -

Schedule Monitor
A Start Date | Start Time |End Date | End Time: | Patron Mame | Loeation Edit

0241041838 0E:00PM 0241041838 05:10PH  Edgington, Cindy  MainAdministration - COMP-133 - New Computer L:

02A10/1938 0230PM 0241041938 04:40PM  Edgington, Cindy  Agriculture Bldg. - SEM4UB354-1R45 - e Olde Ser Items
02/11/1998 10:00AM 02/11/1998 08:00 AM Edgington, Cindy Media Center - SC 211 - Conf #2

‘:',.-‘6”- 02/13/1998 10:00AM 02/13/1998 01:00 PM Student Center - ADMINT - Eric's Wonderful Difice

L 0242441998 10:00AM 02/24/1338 01:00 PM Edgington, Cindy  Student Center - ADMIMT - Eric's Wonderful Dffice

02/11/1998 0:00AM 02/11/1998 07:00AM Burke, Jane Media Center - ADMIME - Admin Difice #8

02/24/19538 06:00PM 02/24/1938 03:00PM Burke, Jane Media Center - ADMIME - Admin Oifice #8

# | P

v |
-, Print
e
Items
Equipment/Item Type \ Equipment/Item Mumber
- Super-Mega Cart SM-CARTE
% Multi-media PC. MPC-2
‘
’
E o ! !
| Main-Circulation [ 2/24/98 [10:01 &M

Figure 7-10. Schedule Monitor - Library Media Scheduled Rooms
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You can display the Schedule Monitor - Library Media Scheduled Rooms window
by clicking the Library Media Scheduled Rooms button (Eigure 7-11) in the list
bar.

o

Library Media
Scheduled Ro...

Figure 7-11. Library Media Scheduled Ro.. Button

Editing a Booking

Edit a booking by selecting it and clicking Edit.

NOTE:
Changing a booking indicates that the book has actually been delivered to the

indicated room.

Viewing Items in a Booking

To view the items required by a particular booking, select the booking and click the
Items button.

Printing Booking Reports

To print a summary report on all bookings, click Print or select
File>Print>Summary Listing.

To print out information on a single booking, click the booking and select
File>Print>Item Detail (selected).

To print a detailed information page on all of the bookings onscreen, select
File>Print>Item Detail (all) from the main menu.

Equipment Pick Up List

The Equipment Pick Up List screen (Figure 7-12) provides you with information on
the specific pieces of equipment that need to be gathered and brought to the
desk. The listis comprised of equipment that has been booked for the near future
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7-12

and need to be brought to the desk so that you can have it on-hand when a patron
picks up a previously reserved item or so that it can be delivered in order to fulfill a
booking. This list provides you with a simple way of knowing what needs to be
brought up to the desk.

In Session Preferences, you can determine how far in advance the list should
look. For example, if you only want to know what has been booked for the next
two hours, you can set it to only display equipment in bookings that start in the
next two hours.

& Voyager Media Scheduling M= B3
File Miew Tools Mode Help
D v| Schedule Manitor - Equipment Pick List [ l B iE_‘ 7
Schedule Monitor
A Set Time Rangs
£+ Specific Date | 4/4/01 _lndgy'l
 Range: From [ 10/10/01 [ ot [OE00 &M (=1 To [10/10/01 [d | ot [OBA0 &M (=1
0% G el
T
P - L
|Cnnl_i|r_rr'a_tinn'h |FirstName_ |L,astNamx_a |Equipment number JE_quip'menl hamn‘dE_]Equip'ment I'nsialinn-lE;qul‘p_ment roc [£ Get st ]
42 Donna | Smith A% Cart 02 oog2 Media Department | Media Departr
. Frint
==
i
=
L
-]
b 5
4 r
=l
| Media Department |1 of 1 record(s] processed [ 10/10/01 | 11:14 M

Figure 7-12. Schedule Monitor - Equipment Pick-Up List

You can display the Schedule Monitor - Equipment Pick-Up List window by
clicking the Equipment Pick-Up List button (Figure 7-13) in the list bar.

=

Figure 7-13. Equipment Pick-Up List Button
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Viewing and Updating the Equipment Pick Up List

The pick list can be viewed or updated by clicking the Get List button. Pressing
this button automatically assigns equipment to bookings for generic equipment
types that are due to be picked up within a certain interval, and then displays all of
the equipment that is to be picked up (both generic and specific).

This interval is set by the Examine pickup schedule for next... field on the
Schedule Monitor Tab in Session Preferences. (For more information, see
Schedule Monitor Tab on page 2-82.) A message displays that asks whether you
want it to assign available equipment to any generic requests that have been
made for times after that interval.

Assigning Generic Items

If the period set in the Set Time Range block is later than the automatic booking
interval described, you are prompted as to whether you want to assign equipment
to generic bookings that begin after that automatic interval.

The message "Do you want to make generic assignments for the time period you
set?" displays. Clicking Yes fills generic requests for the time period after the
automatic interval described above but before the end of the interval set in the Set
Time Range block. It then displays those pieces of equipment. Clicking No
prevents Media Scheduling from filling generic equipment type requests that
begin after the automatic interval. However, assignments are still made for
generic bookings that are within the automatic interval.

Changing the Time Period

If your list contains too much equipment to be dealt with immediately, or if you
simply want your list to reach farther into the future, you can change the time
period that the list covers.

The procedure for changing the time period is shown in Procedure 7-2, Changing
the Time Period for Equipment, on page 7-13.

Procedure 7-2. Changing the Time Period for Equipment

Use the following to change the time period for equipment.
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NOTE:
The farthest ahead that the list can display is closing time for the library two days
in advance.

1. Inthe Set Time Range block, click the radio button for Specific Date or for Range.
2. For a Specific Date, enter the date or click the Today button for the current date.
3. For a Range, enter the dates and times of the beginning and end of the range.

4. Click Get List to refresh the Pick Up list with the new information. You must click the
Get List button.

Printing the Equipment Pick List

You can print a list of the equipment displayed.

Click the Print button to print the list.

Item Pick Up List

Similar to the Equipment Pick Up List, the Item Pick Up List screen (Eigure 7-14)
provides you with information on specific items that need to be gathered and
brought to the desk.

The list is comprised of media items that have been booked for the near future
and need to be brought to the desk so that you can have it on-hand when a patron
picks up a previously reserved item or so that it can be delivered in order to fulfill a
booking. This list provides you with a simple way of knowing what items need to
be brought up to the desk.

You can determine how far in advance the list should look. If you only want to
know what items have been booked for the next two hours, you can set it to only
display items in bookings that start in the next two hours. Or you can see what
items have been booked for the next two days.
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059 Set Time Ranga :
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Figure 7-14. Schedule Monitor - Item Pick Up List

You can display the Schedule Monitor - Item Pick-Up List window by clicking the
Item Pick-Up List button (Figure 7-15) in the list bar.

Figure 7-15. Item Pick-Up List Button

Viewing and Updating the Item Pick Up List

The pick list can be viewed or updated by clicking the Get List button. Pressing
this button automatically assigns items to bookings for generic media items that
are due to be picked up within a certain interval, and then displays all of the items
that are to be picked up (both generic and specific).
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This interval is set by the Examine pickup schedule for next... field on the
Schedule Monitor Tab in Session Preferences. For more information, see
Schedule Monitor Tab on page 2-82. A message displays that asks whether you
want it to assign available items to any generic requests that have been made for
times after that interval.

Assigning Generic Media Items

If the period set in the Set Time Range block is later than the automatic booking
interval described, you are prompted as to whether you want to assign items to
generic bookings that begin after that automatic interval.

The message "Do you want to make generic assignments for the time period you
set?" displays. Clicking Yes fills generic requests for the time period after the
automatic interval described above but before the end of the interval set in the Set
Time Range block. It then displays those items. Clicking No prevents Media
Scheduling from filling generic media item requests that begin after the automatic
interval. However, assignments are still made for generic bookings that are within
the automatic interval.

Changing the Time Period

If your list contains too many items to be dealt with immediately, or if you simply
want your list to reach farther into the future, you can change the time period that
the list covers. The farthest ahead that the list can display is closing time for the
library two days in advance.

The procedure for changing the time period is shown in Procedure 7-3, Changing

the Time Period for Items, on page 7-16.

Procedure 7-3. Changing the Time Period for Items

7-16

Use the following to change the time period for items.

In the Set Time Range block, click the radio button for Specific Date or for Range.

2. For a Specific Date, enter the date or click the Today button for the current date.

3. For a Range, enter the dates and times of the beginning and end of the range.
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4. Click Get List to refresh the Pick Up list with the new information. You must click the
Get List button.

Printing the Item Pick List

You can print a list of the items currently displayed.

Click the Print button to print the list.
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