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Dashboard Circulation @) Still getting used to it? Switch to the old view.

Do anything and get anywhere with one
command or in a few clicks! View Detalils, items
out, holds, charges, and more, and access other
areas from the sidenav on the left.

Circulation [Check Out () v ] [ ]

SR &= Fatima Jayson = Briar's book

Patrons 1016 High Student 11997 Fiction
Miyagi / Giles Grade: 10 FIC PIE Accelerated Reader: 5.9
6 . 5 ltems, 4 Overdue Lexile Score: 1230 + SAT Checked out
perations Charges $2.50 Reading Level: 10 0 of 1 copies available. - - = g
. Credit 000 ke 00 The most powerful part of Circulation is the Command Line at the top.
» Enter commands for check outs, renewals, fines, holds, etc, plus change
DETAILS — LOOKUP % COPYLIST — STATS — LOOKUP & copy location, add subjects, look up items, look up patrons, and more.
Preferences
Iltems out (QE) Holds (HH) Reservations Charges (F) Command help (?) CheCk the Command he’p tab to |earn these Commands
rransactionlog  Homeroom (HW) Try it now: enter a patron barcode, enter H for Hold mode, and enter an
€ Renewed 11997 Briar's book Due: Jul 21, 2023 Item barCOde. YOLI’Ve placed d hOld'
Overdue* 1016 Jayson, Fatima, Overdue Fine Was Due:07/02/2023;11997;FIC PIE -- Briar's book $0.50 Try thIS tOO: Retu rn tO CheCk OUt mOde Wlth periOd () enter_ Use L
R 16 Jovson. Fatime P70 AT {patron name} to find a patron, use T {title} to find a title; now type
LogIn 9997 Myra Karine 07/07/2023 12:54 PM

A Ties equal (=), and it performs the set mode on the current item for the

current patron—in this case, checking it out!

Type x in the command line
to clear the screen.

Read More
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It's easy and fast to add an item in Alexandria
using Title Assistant, which searches for MARC
records that already exist in the library world.

(D Dashboard ltems Management @ Still getting used to it? Switch to the old view. MARC B

Title * '
[Briar‘s book ]

/ by Tamora Pierce

G circulation Title v | Site: MIA

Advanced Search
Items

Modification Date

Patrons 7/7/2023 Author = Call Number

[Pierce, Tamora ] [FIC PIE ]

Briar's book

Operations 0/ 1 copies available

° Open Item Management Tools < Copies Subjects Terms Notes >
e Click on the add (+) icon.

Builder

o U your stannet. D ::Isog Series Volume Genre i

e Scan that barcode! ( ] | (Forte reion

e Add that item. (o | fo |

Identifiers

Titles vs Copies? The Title information is the MARC record, the ISBN /1SS Lcen
information about the book (publication, subjects, reading program, etc.), P°5:?55t5 e
while the Copy information pertains to each particular physical copy of 5 o o o
the book (location, copy condition, etc.). gc;:rfgk-th:e:o:before — JE— ) (on e ioen
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Import patron records through the Tools >
R Dashboard Patrons Management € Still getting used to it? Switch to the old view. B

Import module (and you can set up automatic
imports), or add records manually using the

Circulation

Name v  Site: MIA First | Middle | Last Name *

Advanced Search

kems {Fatima [ ] )
Modified Date ~ ~ pIUS ICOon.
Patrons Er—— ‘ Jayson ’ ouT LAST USE
Fatima Jayson Barcode * 5 02/10/2015
Operations [ 1016 ] BALANCE CREDITS
: $2.50 $0.00 . : : : )
Tools ‘ [Stl | Each patron in Alexandria is part of what is called a Security Group,
(155x200) .
_— - where each type of patron can have different levels of access to
< Personal Contact Access Notes Statistics > ) ) .
o Alexandria. This means you can allow some patrons to change their
entifier email or password, or to place holds, and not allow others.
Student # Birth Date Sex . .
(1016 I ) (Femat ] Go to Tools > Security to manage your security groups, and change
[SS” H”‘“”““ | patrons’ security level in each record or all at once using Operations >
Locators UtI|ItIeS
Homeroom 2nd Location Grade *
Q Tips [Miyagi ] [Giles ] [10 ]
Un'Ic.>ck the record before Dates RSN 197
eding Graduation Date Account Expiration Suspension EndCU!D 8b431ddc-e597-45aa-91a2-66c3efc38eae
Read More Last modified by System Administrator on 07/07/2023 at 12:08 AM
For more information, videos, weekly tips, and best practices go to www.goalexanria.com
support.companioncorp.com (800) 347-4942 e (801) 943-7277

support@goalexandria.com



