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Accessing Self Circulation

The Self-Circulation Module allows Volunteers and trusted Patrons to Check items In and Out, place 
Holds, Renew Items and view the History of their Transactions.

To access Self-Circulation Users require a Username and a Password. 

The Username is the Barcode of the User or the Email of User.

The Password is the last 4 digits of the Telephone number.

Username

The Username is the Barcode of the Patron or the Email of the Patron.

Password

The Password is the last 4 digits of the Telephone number.
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Self-Circulation

Select a menu option, the User Name of the Patron will appear below the Name of the Library.

Self Circulation functions include Check Out, Check In, Renewals, Holds and the History of Items Borrowed.

Check Out

To Check Out items the Barcode of the Patron is scanned in and the Items to be checked out can be scanned in.
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Patron Barcode

Scan or type in the Barcode of the Patron

Item Barcode

Scan or type in the Barcode of the item to be checked out.

Checkout

Clicking the Checkout button if a scanner was not used to enter the barcodes.

Printing a Receipt

Print a receipt to see a record of the transaction. 

The screen below shows the appearance of the screen after an item is checked out.
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Check In

Items can be checked in by scanning in the Barcodes of the Items being returned.
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Item Barcode

Scan or Type in the Barcode of the Item to be checked in.

Check In

Click the Check In button if you typed in the Item Barcode, pressing the Enter key will be the same as if you 
clicked the Check In button.

Renewals

The Renewal Screen displays the items currently on loan by the Patron. The items can be renewed selectively 
or entirely.

Patron Barcode

Scan or Type in the Patron Barcode and press the Enter key. The screen below will appear.
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Select

Select whether to Renew all items borrowed or to only renew selected items.

Select

Select the items to Renewed if you are renewing only selected items.

Holds

Users can place a Hold on an Item or Remove a  Hold they have placed on an item. Alternately Items can be 
placed on Hold by using OPACinternet.

Select Item

Scan or type in the Barcode of an Item the Patron would like to place on Hold.

Add or Remove

Scan or type in the Barcode of an Item you would like removed from Holds.

History

Thils menu option displays the Borrowing History of the Patron.
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Patron Name

The history for this Patron will be displayed.
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