Editing Records in Circulation
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[Barcode] [l
Sairom T0009095
atron: Call No. Gold Fiction SHAW
610293987 Title: Changes for Kirsten :

Smith,Sierra

- . Author: Shaw, Janet Besler,
Gr: 5 HI‘I"IRT\'I. 207 Publisher:  Pleasant Co., Date c2000.
Teacher: Patrillo Pages: 64p.
Video Perm.: Price: 6.00 Group: WGSH GENERAL COLL

Status:

L ost: Date Due: Tuesday. January 27. 2009
Damagedt - Summary:  Atough Minnesota winter brings many changes te Kirsten's frontier life, including the new responsibility of
Group: helping her brother Lars set his traps and a move into a new house for her family. m
WGSH GR 4 Add A

Current Statistics: ﬁleamhges Subjects:  Frontier and pioneer life Historical fiction
Loans 1 Reseres:0 Ee.s o Swedish Americans Frontier and pioneer life
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zJI Item Transactions:

@ [Barcode |

Patron Transaction | Created

Due

Price|STATUS | f RETURNED - Date Gr |HomeRoom Teacher

[T | B10283857 Smith. Sierra

Crverdue Loan 21 Jan 2009 27 January 2009 0.00

February 02. 2009

1 207

Fatrillo

Ready

|Loan

|WGSH Catalog

[ |Feb 02, 2009

[10:26 AM

VA

To ADD a Patron record:
Right click in the patron window

1.
2.
3.

4.
5.
6

Select App from the menu

Click the X to close the “PATRON SEARCH” window if you’re
SURE the patron isn’t in the system

If you have more than one template, select the one you want
Fill in the information needed for the record

Click OK button in upper right corner

To EDIT a Patron or Item record:
Right click the patron OR book information
Select EpiT from the menu (record will 0pen) e

1.

2.
3.
4

Fill in missing information

Make any changes necessary:
a. Add Fields/subfields
b. Delete Fields/subfields

¢+ Click your RIGHT MOUSE ¢
+BUTTON in the left hand side gray
+ areato bring up these options ¢

When done, Click OK button in upper right corner

Leader I Iv- e oK
Control Number [ 0746 blaﬁc-er‘l
Date And Time Of 20090318100215.0
Creation Date 20070828103648.0
First Name | Sierra
Last Name Smith
Gender F j
Date of Birth 98/05/22
Middle Name
Primary Address 1 |
City
State or Province NY
Postal Code 13031
Telephone
Homeroom 207
Teacher or Advisof Patrillo
Grade Level Insert Field... Shift+ins
P Guarjia Insert Subfield...  Ctri+ins
Parent or Guardia
= nd Delete Field Shift+Del
Note Delete Subfield Ctrl+Del
e Cut Record shitscuiex |~
Current Due Amoy
—  CutField Shift+X
Renewal Count
Current Renewal HiEulivet G
Loan Count Copy Record Shift+CtrHC
Current Loan Cou Copy Field Shift+C —
Picture Copy Subfield Ctri+C —Ll
System Information fPoste S
Exizhifglz Mve Field Up Shifttp
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To Mark Item MISSING:

If an Item is Lost/Missing OR Damaged to the point that you
need to take it out of circulation

o rwbdpE

Pull up the Patron’s record

Look for the Item under PATRON TRANSACTIONS
Click the box next to the missing Item

Right Click and select LosT

Click YEs at the “Are you sure you want to flag this item as
missing or damaged?” window
Holding Record will be tagged MissinG (M) and show
up as RED in the web OPAC

If an Item is Damaged BUT can still circulate

Noo pwpdE

Pull up the Patron’s record

Look for the Item under PATRON TRANSACTIONS
Click the box next to the missing Item

Right Click and select DAMAGED
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Patron:
610293987 fl
Smith,Sierra
1||Gr: 5 HmRm: 207

Teacher: Patrillo
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x| Patron Transactions:

e Barcode | Call Mumber | | Item ‘ | Transaction
T |Tooz2es11 BlueFiction DAHL Matilda / Loan
7 fassanoesas FICTION DAHI The magic finger | Loan

Design Mode

Fecall

LLaaEm)

Renew

Renew All

Return

Return All

Claimed Returned

Claimed Never Had
;l_ Cancel Reserve/Hald

Ready Cancel Booking

Loan

A E—
Damaged
Change Date
Print

Click YEs at the “Are you sure you want to flag this item as missing or damaged?” window
Holding Record will be tagged DAMAGED (D) and show up as GREEN in the web OPAC
You might then want to add a Message to that record stating what the damage is so that anyone who’s loaning

and returning this book will be aware of it.

To Add a MESSAGE a Patron or Item record:

Here we’ll add a message to a book:

To Detach a MESSAGE a Patron or Item record:
1.
2.
3.
4,

NookrwdE

Right click on the book information

Messages

Select MeEssAGEs from menu

Click New button

Type in Message and Click OK

Click AccepT

Click AccepT again

The message will appear the whenever this
item is loaned/returned so that responsibility is
not attached to the wrong patron.

Add New Message E
The tear on page 12 has been taped. 3/15/09
OK | Cancel

Accept

Cancel

Right click on patron OR book information
Select MessaGEs from menu

Click DETACH button

Click AccepT

You must “accept your detachment” of the message. Think of it as clicking OK.



Completing a transaction / Paying a Fine

1. You’ve deleted a patron or item by doing the following steps
a. Open M3 CATALOGING

b. Search for:

i. Patron by barcode or last name

ii. Item by barcode (Holding search) or title (Bibliographic search)
Click in box next to patron or item record

Right click and select “Delete Selected Records”

File Edit View Help

2 o

e. Text of record will now be RED which indicates
deleted status

Last Marne 100/c First Mame 10042

2. Click the box next to the patron or item record again 109 :: " -
110
3. Right click and select “Purge Selected Record” 11 M H 215
112 [T H <18
4. And you get presented with the following window... T3 | H 208
114 [T H 220
15 [T H 216
116 [T H 204
17 [T H 213
18 |7 214
Il Open Transactions 13 [T e 218
120 |7 Jagunn DiEanna mans Foiua i uDus [
121 v dones o sty [/ I
The following records hawe open transactions and heave notheen deleted: 122 [T Jones TR 527 1 218
123 |0 Juratovac Deselect Al 467 2 204
124 | kel Dokie B R 509 K 214
175 |17 Lettsome Undelote Selncted Rocards 531 2 205
| LastMame100/c  |FistMame100/a)  Baicode 852/p  |Grade 852/¢ HM M 852/b| Teacher Prnt Salactad Fiecors
Jones Clayton E10342488 oLp 1 217 Furge Dolutod Rocords
Purge Selectad Records
4| | v

5. What this indicates is that there the patron either still has a book out or a fine attached to their record.
6. You must resolve this (i.e., complete the transaction) before the patron or the item can be purged.

a. Open M3 CIRCULATION
b. Click on STATUS
Using an PATRON BARCODE

1 M3 Circulation -(M3 Workstation)

File Mode Patron Item Tools Settings Help

In this scenario, we see
that while the student Loan  Return Renew Reserve | Status
does not have any | AlalAlAlAlL|&]elc]e]e[e]c
books out on loan, they
do have a fine that is
still on their record.
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Patron:
610342488 o
Jones.Clayton

Until the fine is cleared, 105 DUTTON AV
MNEDROW NY 13120

the patron cannot be

purged.
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CLEARING A FINE FROM A PATRON RECORD

1. Click the Payment Button
2. The Payment window will appear
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Status
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Loag“ 'Remrrf L Renew Reserve

a. Ifyouare NOT accepting any money
i. Type dollar amount in the “Forgiven” column Payments R 3RR
ii. Click OK Patr()p, ’0:
[f1N2473 %% = a8 ¥
Title: | Fine |F|efunded| Balance F'ayment| Forgiven| Fieason |Claimed PaidlDate Hetumed| D oK I
ﬁ Locking at- Allasaunus | 1795|000 17.95| 0.0 MISSING | D6/25/2008 | 0, concel_|
Histary |
MNew Fine |
Befund |
1 | 2l
Fayrment Balance
Total: ‘ 17.95 ‘ 0.00
Tendered: I
Change: 0.00 \
b. If you are ARE accepting any money

i. Type dollar amount in the “

ii.  Click OK

Tendered:” box

3. Fine will be cleared off of patron record

4. You can then “Purge Select” patron

JL M3 Circulation -(M3 Workstation)
File Mode Patron [tem Tools Settings Help

Using an ITEM BARCODE

Loan Return  Renew Reserve

Status.

MANDARIN M3™

CIRCULATION

If you go in with an item barcode, you
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[Garcoce]

must double click on the patron record that

Patron:

is located in the bottom pane of the “Item
Transactions” window.

This will give you access to the Patron
Payments button if the book has a fine
connected with it.

Item:

IZTVYD07265 =
Call No. 636.8 DOU

Title: Kittens /

JAuther. Doudna, Kelly,

Publisher: Abdo Pub.,

Date: c1988

Pages: 24p.:

Price: 0.00 Group: GENERAL COLLECTION

Status:

[Date Due: 05 May 2008

[Summary: Simple text and photographs present the physical characteristics and behavior of kittens.

Subjects: Kittens Animals
Cats. Cats.
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Owverdue Loan 28 Apr ZDDS‘DS‘My 2008
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Ready
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