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Check out

· Be sure you are in Circulation mode and on the Check Out screen
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Make sure the cursor is in the Find box. 

· Scan the patron barcode. Check to make sure it is the correct patron

· Check to see what items patron already has checked out

· Scan the Bridge School Library barcode (not the ISBN code) - the most recently checked out copy appears in the Checked Out section.
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· Watch and listen for Message Boxes 

· the book may be checked out to another patron – you may OK this

· the book may be on hold for another patron – the book must be set aside
Check In

· Be sure you are in Circulation mode and on the Check In screen

· Make sure the cursor is in the Find screen

· Scan the Bridge School Library barcode (not the ISBN code)

· The checked in item appears on screen

· Continue scanning barcodes

· Watch and listen for message boxes – this is critical!
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Holds/Ills (Reserves)

· Be sure you are in Circulation mode and on the Holds/Ill screen
· Scan the patron barcode. - Click Add Hold under the picture. (Staff have no picture)
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(continued)

· Make sure the cursor is in the Find Title box.

· Scan barcode if you have book – type in title if you don’t

· Choose book from list – click Hold It next to title
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· Click Save

Renew
· The best way to renew a book is through the Patron Status screen. Students often ask to renew books that are not due yet – check outs are for a 2-week period
· Scan patron barcode
· Check Items Out list to see what the Due Date is
· If Past Due, the date is in red; click Renew at the right of the line
· If not due yet, check date – if it’s due in a day or so, renew. If it isn’t due till next week, tell them to bring it back then.
· Immediately return to Check Out or Check In screen
























































































































































































































































































































































Check Patron Status for Items Out or Holds 

· Choose Patron Status screen
· Items Out are listed
· Any holds are listed – you may add a hold from this screen
[image: image5.png]Patron Status

Patron Status x [= Title Detail x|+

destiny.lexingtonma.org/circulation/servlet/ presentpatroninfoform.do?l2m=Patron Status&sideLink=true

S TITLEWAVE (31G @ Amazon 3 Destiny o3 SweetSearch 3TV

#Only my patrons (JOnly search

Find Patron

Jjoe teacher [Faculty]
Barcode TEACHER)
status Active
Gender Unspecified
Card Expires
Grad Year
Birthdate
District 1D teacherj
Acceptable se Policy on File? No

Items Out

Library Materials
‘There are o lbrary materials checked out for this patron.

Fines
There are no fines for this patron
Holds
Titte Requested Quantity status
a8 Guinea dog Any Copy 1 Pending

Current Transactions:
Checked Out Overdue Holds/Bookings: 1
Library: 0 Library: 0

Library Circulation Statistics:

Lifetime Previous Year Current Year

[#FEdit Patron
Nickname
Grade Level
Homercom
Teacher
[Eview iston)

G Edit Holds

£}

Fines: $0.00

T




Copy Status

· Check to see if a book is checked out, who had it last, or if it’s on hold (and view hold list)
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