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@ This page has been moved over to https://support.goalexandria.com/circulation/circulation-tabs/.
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Click the tabs below to expand for more information on the Circulation Tabs.

Circulation

Circulation @ Circulation > Circulation tab

The Circulation tab is where you'll find your transaction log, to keep track of things happening during your session, and the homeroom subtab so you
can locate or view students by the homeroom (location) they are in.

Transaction Log

@ Transaction Log shortcut: TL

The transaction log contains a history of everything that has occurred on your machine during your current session (for the last 100 transactions), and
most of the changes that are made through management, utilities, and importing. It will also record who has logged in to your workstation and
performed certain transactions and changes.

If you're Self-Hosted, archived transaction logs are placed in the Log folder, located in Alexandria's shared application support folder.

Items out (QE) Holds (HH) Reservations Charges (F) Command help (?)

Transaction log Homeroom (HW)
6 # Start Inventory Bookdrop mode
t QOut 21228 "The goose girl', to Patron: 1001 Due: Jul 8, 2022
~  Patron 1001 Anderson, Darla 06/24/2022 4:03 PM
't » Start Check Out
=' Patron 1 Lost Copies 06/24/2022 4:02 PM
1 o Start Check Out
Log In 11 Demo Demo 06/24/2022 3:02 pm

D. LInknown macro: 'multiexcerpt-macro’


http://support.companioncorp.com/display/ALEX/Installation+Summary
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(of{ (T FV VM Items out (QE) Reservations | Charges | Support | Special | Command Help (?)

Transaction Log Location (HW)
31880 'Harry Potter and the Goblet of Fire' is from a different library (JES).

;y Patron 2134 Bowling, Haley 03/17/2020 6:53 PM
-
= *In Transit 31880 'Harry Potter and the Goblet of Fire' Placed In Transit home from AMS to JES 03/17/2020 6:53 PM
- Patron 9 In Transit 03/17/2020 6:53 PM
In 31880 'Harry Potter and the Goblet of Fire', by Patron: 2134 Was Due: Mar 31,
2020
Patron 2134 Bowling, Haley 03/17/2020 6:53 PM =

* Start Bookdrop

» o 0 ¢ (

QOut 21334 'Journey to the river sea’, to Patron: 2065 Due: Mar 31, 2020
gy Patron 2065 Bell, Brooke 03/17/2020 6:52 PM
-
Qut 21224 'The big nap', to Patron: 2043 Due: Mar 31, 2020 |

Homeroom

@ Homeroom shortcut: HW

The Homeroom subtab contains a list of the patrons in a particular homeroom, with their barcode, name, number of items they have out and items
checked out today. With the Pictures checkbox checked, the patron's picture will also load. Double clicking on a patron makes them current.

Items out (QE) Holds (HH) Reservations Charges (F) Command help (?)

Transaction log Homeroom (HW)
Filter Barcode Last Name Items Out Today
2000 Hoffmann, Dan o} 0
ARTMAN
BOYLE
2015 King, Emily 1 1
GRIFFITH
HESIER 2026 Luke, Madeline 5 1
JONES
MINER 2075 Manley, Jamie 0 0
PHELPS
SIMON 2140 Mayes, Trevor 0 0
VAUGHAN
2032 Robinson, Dustin 3 1
2007 Stevenson, Dot Q 0
Pictures REFRESH SELECT

You can use the homeroom shortcut (HW) to not only jump to this subtab, but also directly to a particular homeroom. For example, HW Jones will
select the homeroom Jones. Using a patron barcode instead of the homeroom name will open the patron's homeroom, e.g. HW 1001.

"Homeroom" is a term that can be altered in Terminology Preferences.

This list shows all homerooms in your system; to clean up this list, update your patrons and clean up homerooms via Authority Control. See
also: Changing teacher names in Alexandria.

@ Type HW into the command line to automatically go to this tab.


http://support.companioncorp.com/display/ALEX/Terminology+Preferences
http://support.companioncorp.com/display/ALEX/Patrons+General+Utilities#PatronsGeneralUtilities-ChangePatronLocation
http://support.companioncorp.com/display/ALEX/Authority+Control
http://support.companioncorp.com/pages/viewpage.action?pageId=89490398

"Location" is a localization term that can be altered in Localization Preferences. "Homeroom" is a popular alternative.

The Homeroom subtab contains a list of all the patrons that belong to a particular homeroom.

(8| {dTET{] M Items out (QE) | Holds | Reservations | Charges | Support | Special | Command Help (?)

Transaction Log Location (HW)

ARTMAN Barcode Name
BOYLE 2061 Barrera, Kiyan N
GRIFFITH 2053 Evans, Bryan
HESTER 2083 Hansel, Bo
JONES 2129 Hughes, Mackenzie
2117 Latham, Camille
MINER
2074 Massey, Heather
PHELPS
2011 Matthews, Jairam b4
SIMON
2039 Mattson, Nicholas
VAUGHAN
2058 Phipps, Andrew
2008 Polk, Nancy

D. LInknown macro: ‘'multiexcerpt-macro’

Step-by-Step Instructions

Locate a Homeroom via Patron Barcode or Last Name

1.

Type HW {patron barcode} or {patron last name} (i.e. HW 1001 or HW Wilson) into the command line. The Homeroom subtab with a list of
homerooms and patrons will open on the main Circulation window.

2. Select a patron from the list on the right section of the Homeroom subtab, then scan the items the patron is checking out.
3.
4. Once you have finished, you may safely navigate away from the Homeroom subtab.

Repeat step 2 until you have finished checking out items to all the patrons in the homeroom.

Locate a Homeroom from the List

abhw

. Type HW or HW {portion of homeroom} (i.e. HW or HW Smi) into the command line. The Homeroom subtab with a list of homerooms and

patrons will open on the main Circulation window.

. Select a homeroom from the list on the left section of the Homeroom subtab. The list in the right section of the Homeroom subtab will display

all the students that belong to that particular homeroom.

. Select a patron from the list on the right section of the Homeroom subtab, then scan the items the patron is checking out.
. Repeat step 3 until you have finished checking out items to all the patrons in the homeroom.
. Once you have finished, you may safely navigate away from the Homeroom subtab.

Open a Specific Homeroom

1.

Type HW {homeroom} (i.e. HW STARK) into the command line. The Homeroom subtab with a list of homerooms and patrons will open on the
main Circulation window.

2. Select a patron from the list on the right section of the Homeroom subtab, then scan the items the patron is checking out.
3.
4. Once you have finished, you may safely navigate away from the Homeroom subtab.

Repeat step 2 until you have finished checking out items to all the patrons in the homeroom.

Back to top

ltems out
|temS Out @ Circulation > Items out tab


http://support.companioncorp.com/display/ALEX/Localization+Preferences#LocalizationPreferences-Terminology

{,3. Items Out shortcut: QE

The Items out tab displays a list of all items checked out to the Current Patron, allowing you to choose which items to renew or declare lost. If one of
the patron's items is past due, it will be listed in red.

Circulation (TL}) Items out (QE) Holds (HH) Reservations Charges (F) Command help (?)
Copy barcode Title Checked out Renewed Due date Site Fine
31473 Anne of Green Gables Jun 27,2022 0 Jul 11, 2022 JES $0.00
11215 Avalon High Jun 27, 2022 0 Jun 22, 2022 WHS $0.50
11768 Prince Caspian : the return to Namia Jun 27,2022 0 Jun 22, 2022 WHS $0.50
31642 The silver chair Jun 27,2022 0 Jul 11, 2022 JES $0.00

RENEW ALL
Additional Options

Button Description
Set Due This function is sometimes referred to as an override date, which replaces the default due date normally used by the system.
Date
Renew Renews one item, or a range of selected items.
Renew All Renews all of the current patron's items, even if your policies or circulation preferences indicate that renewing items with holds is

disallowed.

Declare The selected item is assigned to the Lost system patron, and you'll have options to charge the patron.
Lost

Step-by-Step Instructions

Renew A Single Item

To renew a single item for a patron:

HWONBRP

. Make the patron the current patron.

. Click on the Items out tab.

. Select the item that you would like to renew.
. Click on the Renew button.

Renew Multiple ltems

To renew multiple items for a patron:

1.
2.

Make the patron the current patron.
Click on the Items out tab.

3. Select the items to renew by using one of the following methods:
a. For consecutive items: Select the first item that you would like to renew, hold down the <shift> key and click on the last item in the

4.

group of desired items.

b. For non-consecutive items: Hold down the <Cmd/Ctrl> key and select/highlight/click on each item that you would like to renew.

Click Renew.

Renew All Items

To renew all items:

1.
2.
3.

Make the patron the current patron.
Click on the Items out tab.
Click Renew All.



1. Troubleshooting

® Unless your preferences are set differently, items with holds can not be renewed.
® When you renew an item that has fines, the fine window will open for each copy that is overdue.
® [f the item has been renewed the maximum number of times, Alexandria will ask if you wish to override the policies for each copy.

Items out (QE)

1 In the 7.19.10 release, the Renewals subtab was moved to a main tab and renamed Items out.

@ Type QE into the command line to automatically go to this tab.

The Items out tab displays a list of all items checked out to the Current Patron, allowing you to choose which items to renew or declare lost (Renew
Patron Items <Ctrl+R> is also an Actions menu option). If one of the patron's items is past due and has accrued a fine, it will be listed in red.

Items out (QE) EGLIEH T Reservations T Charges I Support I Special T Command Help (?) ]

Title Barcode Due Date Renewed Site Fine
Amelia to Zora : 26 women who changed the world 10479 Mar 12, 2020 0 WHS 0.50
Briar's book 11997 Mar 12, 2020 0 WHS 0.50
Chinese handcuffs 11349 Mar 12, 2020 0 WHS 0.50
Janey's gir 11482 Mar 12, 2020 i WHS 0.50
Jurassic Park : a nowvel 11336 Mar 31, 2020 0 WHS 0.00
The pact : three young men make a promise and fulfill a dr 10482 Mar 12, 2020 i] WHS 0.50

Set Due Date Renew Renew All lare Lost

Additional Options

Double-click a column heading to sort the list by that column. Transactions cannot be sorted by date, however.

Button Description
Set Due This function is sometimes referred to as an override date, which replaces the default due date normally used by the system.
Date
Renew Renews one item, or a range of selected items, at a time.
Renew All Renews all of the current patron's items, even if your policies or circulation preferences indicate that renewing items with holds is
disallowed.
Declare The selected items will be assigned to the Lost system patron.
Lost

Step-by-Step Instructions

Renew A Single Item


http://support.companioncorp.com/display/ALEX/7.19.10+Release+Notes

To renew a single item for a patron:

. Make the patron the current patron.

. Click on the Items out tab.

. Select/highlight/click the item that you would like to renew.
. Click on the Renew button.

A OWN P

Renew Multiple Items
To renew multiple items for a patron:

1. Make the patron the current patron.
2. Click on the Items out tab.
3. Select the items to renew by using one of the following methods:
a. For consecutive items: Select the first item that you would like to renew, hold down the <shift> key and click on the last item in the
group of desired items.
b. For non-consecutive items: Hold down the <Ctrl> key and select/highlight/click on each item that you would like to renew.
4. Click Renew.

Renew All ltems
To renew all items:
1. Make the patron the current patron.
2. Click on the Items out tab.
3. Click Renew All.
1 Troubleshooting
® Renewals will be denied if the item is on hold.

® |[f fines are charged, the fine window will open for each copy that is overdue.
® |f the maximum number of renewals has already been reached, Alexandria will ask if you wish to override the policies for each

copy.

Back to top

Holds
HOIdS @ Circulation > Holds

See also Place a Hold

The Patron subtab shows items that have holds placed on them by the current patron.

Circulation (TL) Items out (QE) Holds (HH) Reservations Charges (F) Command help (7)

Patron Item
Position Pickup site (Copy barcode) @ Call # Title Placed Expiration 3
1 WHS 614.5 GRA Deadly invaders : virus outbreaks around... 06/27/2022 06/27/2023
1 WHS 363.2JAC The bone detectives : how forensic anthr...  06/27/2022  06/27/2023
1 WHS 291.2 MUT Goddesses : a world of myth and magic 06/27/2022 06/27/2023

The Item subtab shows information for any holds placed on the current item.


http://support.companioncorp.com/display/ALEX/Place+a+Hold

Circulation (TL) Items out (QE) Holds (HH) Reservations Charges (F) Command help (?)

Patron ltem
Position Pickup site [Copy barcode) @ Patron Barcode Last Name First Name Placed Expiration 1
On-Shelf COMP (30608) 1116 Anthony Wilda 202208080000 08/13/2022

Suspend a Hold
In some cases, you might wish to suspend a hold for a period of time. To do so:
1. Click on the Patron subtab from the Holds tab.

2. Select the item you wish to suspend and click Suspend. You will then be presented with a calendar window.
3. From the Suspend Hold window, enter a date and click Save. The hold will be suspended until this date.

1 You cannot suspend in-stock/on-shelf holds.

Edit a Hold
In order to change the site copies can come from and the pickup location for a hold:

. Click on the Patron subtab from the Holds tab.

. Select the item you wish to edit and click Edit. You will be presented with a Edit Hold window.
. Choose the site copies can come from and the desired pickup location.

. Click Save.

A WN PP

1 You cannot edit in-stock/on-shelf holds.

Remove a Hold
In order to remove hold requests for the current item:
1. Click on the Item subtab from the Holds tab. Removal of all current item hold requests are done here.
2. To remove an item hold request, select the hold you want to remove and click Remove. You will then be presented with a window to confirm

the removal of the hold.
3. Click OK. The hold will vanish from the field and be permanently deleted.

@ If an in-stock hold is removed, it will show as expired, and you can run the Expired In-Stock Holds to pull those items.

Remove a Patron's Hold
In order to remove a patron hold:
1. Click the Circulation window's Holds tab and then click on Patron.

2. To remove a patron hold request, select (highlight) the hold you want to remove from the Patron holds and click Remove.
3. The hold will vanish from the window and be permanently deleted.


http://support.companioncorp.com/pages/viewpage.action?pageId=988664
http://support.companioncorp.com/display/ALEX/Holds+Reports#HoldsReports-ExpiredIn-StockHolds

Remove Hold

Are you sure you want to remove this hold?
Pending and On-Shelf Holds will be permanently
removed. Other holds will be set to In-Stock
Expired.

Click Print Receipt when viewing holds from either the Patron or Item subtabs.

Print a Holds Receipt

BT, 132 P

. - Dan Sagaser - 1022
P"nt h0|d deta“s Lecation: Haderlie / Plummer

062772022

Title Hold
Elizabeth 1, red rose of the House of Tudor
FIC ROY
Expires: 07/02/2022
Patron is in position 0 of the hold queve for all copies of this title
Dan Sagaser - 1022
Location: Haderlie / Plummer

06/27/2022

Reccipt date: Mon Jun 27 2022 13:31:26 GMT-0600 (Mountain Diaylight Time)

Title Hold

Elizabeth |, red rose of the House of Tudor

FIC ROY

Expires: 07/02/2022

Patron is in position O of the hold queue for all copies of this title

Receipt date: Mon Jun 27 2022 13:31:26 GMT-0600 (Mountain Daylight Time)

CANCEL PRINT

Patron

The Patron subtab shows items that have holds placed on them by the current patron.



Circulation | Items out (QE) Reservations | Charges | Support | Special | Command Help (?)

Patron Item

Placed -- Position -- Call # —- Copy Barcode [Pickup Location] —- Title -- Expiration
Mar 17, 2020 -- In-Stock -- 711 MAC -- 10337 [WHS] -- City : a story of Roman pl... -- Exp. Mar 22, 2020
Mar 17, 2020 -- On-Shelf -- 842 SAR -- 10443 [WHS] -- No exit, and three other plays -- Exp. Mar 22, 2020

Suspend Edit Remove Print Rec

Step-by-Step Instructions

Suspend a Hold
In some cases, you might wish to suspend a hold for a period of time. To do so:
1. Click on the Patron subtab from the Holds tab.

2. Select the item you wish to suspend and click Suspend. You will then be presented with a calendar window.
3. From the Suspend Hold window, enter a date and click Save. The hold will be suspended until this date.

1 You cannot suspend in-stock/on-shelf holds.

Edit a Hold
In order to change the site copies can come from and the pickup location for a hold:

. Click on the Patron subtab from the Holds tab.

. Select the item you wish to edit and click Edit. You will be presented with a Edit Hold window.
. Choose the site copies can come from and the desired pickup location.

. Click Save.

A OWN PR

1 You cannot edit in-stock/on-shelf holds.

Remove a Hold
In order to remove hold requests for the current item:
1. Click on the Item subtab from the Holds tab. Removal of all current item hold requests are done here.

2. To remove an item hold request, select the hold you want to remove and click Remove. You will then be presented with a window to confirm
the removal of the hold.

3. Click OK. The hold will vanish from the field and be permanently deleted.

Change the Position of an Item Hold
In order to change the positions of hold requests for the current item:
1. Goto Circulation > Holds > Item. Adjustments of all current item hold requests are done from here.

2. To change the order of hold requests in the Item queue, select a patron name click on Change Position. You will be presented with the
Change Queue Position window.

3. Enter the position you'd like to move the patron to and click Save.

Print a Holds Receipt



There are two ways to print a holds receipt:

1. When placing an item on hold, click Print at the bottom of the confirmation window.

Darla Anderson
Homeroom: Jones
Feb 17, 2017

[Title Hold
Fooled you! : fakes and hoaxes through the years
01.9 PAS
Expires: 02/17/2018
[Patron is in position 1 of the hold queue for all copies of this title.
Feb 17, 2017

Cancel Print

2. Click Print Receipt when viewing holds from either the Patron or Item subtabs.

Circulation | Command Help B Reservations | Charges | Support | Special

Patron Item

Placed - Position - Call # - Copy Barcode [Pickup Location] - Title —~ Expiration
Oct 22, 2017 -- In-5tock - 597.8 ARN -- 20160 [COMP] — All about frogs - Exp. Oct 27, 2017

Remove Print Receipt

Back to top

Reservations
Reservations

Patron / Item Subtabs

G} Reservations differ from hold requests. A reservation checks out a specific copy in advance for a particular time. A hold request puts your
name in a hold queue (a waiting list) to check out any item copy when it becomes available.

Use reservations when patrons want to check out items from the library for specified future dates. When patrons have item reservations, they are only
available for checkout by the requesting patron during their specified dates. If another patron tries to check out an item during it's reservation period,
Alexandria rejects the request or adjusts the date range to accommodate the reservation.

Reservations are shown on patron and item status reports. Unlike hold requests, reservations are placed on specific copies. If you have multiple
copies of an item, you must place the reservation on one copy. Alexandria will automatically remove expired reservations.



You can also use reservations with the For Library Use patron (barcode 3) to ensure that an item is available for use in the library during a specified
date range. For example, you can use the For Library Use patron to make reservations for all Thanksgiving books on November 15th through the
30th. No other patrons can check out Thanksgiving books while those reservation dates are active. Another method is to place the copies on Reserve

()
Circulation (TL) Items out (QE) Holds (HH) Charges (F) Command help (?)
Patron Item
Call # Title Copy barcode Start End
FIC CRE Love that dog 07/07/2022 07/09/2022
FIC HUN Cats of the Clans 07/08/2022 07/10/2022
Circulation (TL) Items out (QE) Holds (HH) Charges (F) Command help (7)
Patron Item
Patron Barcode Last Name First Name Start End 1
1001 Anderson Darla 07/08/2022 07/10/2022

How to Place a Reservation in Librarian

Part 1: Initiate a Reservation
There are two circulation modes you could use to start placing a reservation:

® Reservation (G): Places a reservation for the current patron on whichever item(s) you enter a barcode for or scan.
® Reservation by Patron (GP): Places a reservation on the current item for whichever patron(s) you enter a barcode for or scan.

Alternatively, you could use one of these two circulation commands to automatically set the reservation once you enter the command (then you can
skip Part 2):

® Reservation for Any Copy: Places a reservation for the current patron on any available copy of the title for the specified date. The full
formula is GA [barcode] -D [beginning date in mm/dd/yyyy format] : [ending date in mm/dd/yyyy].

® Reservation for Specific Copy: Places a reservation for the current patron on the specified copy for the specified date. The full formula is
GB [barcode] -D [beginning date in mm/dd/yyyy format] : [ending date in mm/dd/yyyy].

Part 2: Fill out the Place Reservation dialog box

1. The Place Reservation dialog box will pop up. Here you will select the site, number of copies (or enter the copy barcode if you want one
specific copy), how many days you need the reservation to last, and during which month you need the reservation. Your policies determine
the maximum number of days allowed for a copy reservation and how many reservations patrons can place. If you have the proper security
clearance, you can check the box to override these policy restrictions. To deactivate reservations, you can set the maximum number of days
to “zero” in your policies.



Place Reservation (2]
Let's make sure it's available for you! Enter your reservation
criteria.

1of2

Anne of Green Gables

Site
[Washington High School - ]

Copies

@ Number of copies

Reservation

Number of days Month
3 l [June -

Override policy restrictions

CANCEL CONTINUE

2. After you have made the appropriate selections, click Continue.

3. Next, you'll see a calendar view. This is where you'll choose the specific date range for which you want to place the reservation. You can
select days by clicking on the calendar itself or by clicking on a date range in the list to the right. Note that if you double click on a date range
in the list, the reservation will be set and a confirmation will pop up. Reservations can begin only on open days but can end on closed days; if
it does end on a closed day, the due date is actually the next open day. If there aren’t enough copies available for a date range, it will not
show on the list.

Place Reservation (7]

Let's make sure it's available for you! Choose a reservation
period. If none are available, jump to another month or go
back to modify your criteria.

20of2
Jun 28, 2022 te Jun 30, 2022
JUN 2022 ~ > Jun 29, 2022 to Jul 1,2022
. Jun 30, 2022 to Jul 2, 2022
JUN 1 2 3 4

12 13 14 15 16 17 18

19 20 21 22 23 24 25

26 27 @ 29 30

CANCEL BACK RESERVE



4. Click Reserve when you have selected the appropriate days. You could also click Cancel to stop making a reservation or Back to return to
part one of the Place Reservation dialog box.

5. A record of the reservation will show in the Transaction Log. It will also appear under the Reservations tab when the patron or item is current.

Edit a Reservation

Make sure the patron/item is current, select the reservation, and then click Edit. You can change the number of copies, the copy barcode, the
site location, and the start/end dates. When you're done, click Reserve to save your changes. Please note that if you placed reservations on
multiple copies, you will need to edit the reservation for each copy.

Print
Click Print Receipt to view the reservation details, then either click Cancel to close the dialog or Print to print the receipt.

Remove a Patron/ltem Reservation

. Click the Circulation window's Reservations tab and then click on the Patron reservations subtab.

. Alist of reservations for the current patron will be shown in the Patron reservations subtab field.

. To remove a patron reservation, select (highlight) the reservation you want to remove and click on Remove.
. The reservation will be permanently deleted.

A WOWNPEP

Remove reservation

I \ Are you Sure you want to rermove this

reservation?

o o

@ You cannot undo a remove you made to a reservation in this window. The only way to restore a reservation that was incorrectly removed is
to place a new reservation for the patron.

Reservations tab

Patron

Circulation | Items out (QE) UG I Charges | Support | Special | Command Help (?)

Patron Item

Call # -- Title (Barcode) —- Start -- End
599 PAR -- Mammal (10227) -- 03,/24/2020 -- 03/26/2020

598.297 BUL -- National Audubon Society field guide to North American birds (10223) -- 03/29/2020 -- 03/31/2020

Edit Remove Print Receipt

Edit a Reservation

Make sure the patron is current, select the reservation, and then click Edit. You can change the number of copies, the copy barcode, the site
location, and the start/end dates. When you're done, click Reserve to save your changes. Please note that if you placed reservations on
multiple copies, you will need to edit the reservation for each copy.



Print

Click Print Receipt to view the reservation details, then either click Cancel to close the dialog or Print to print the receipt.

Remove a Patron Reservation

1. Select Remove Patron Reservations from the Circulation window's main Actions menu.

2. Alternately, you can click the Circulation window's Reservations tab and then click on the Patron reservations subtab; removal of all current
patron reservations can be done from this subtab.

3. Alist of reservations for the current patron will be shown in the Patron reservations subtab field.

4. To remove a patron reservation, select (highlight) the reservation you want to remove and click on Remove.

5. The reservation will vanish from the field and be permanently deleted.

Remove an Item Reservation

1. Select Remove Copy Reservations from the Circulation window's main Actions menu.

2. Alternately, you can click on the Circulation window's Reservations tab and then click on the Item reservations subtab; removal of all
reservations for the current item can be done from this subtab.

. Alist of patrons who have reservations for this copy will be shown in the ltem reservations section of the Reservations tab.

. To remove a reservation, select (highlight) the patron you want to remove and click on Remove.

. You will be asked if you are sure that you want to remove the reservation. Click OK or Cancel.

abhw

Are you sure you want to remove this reservation?

G} You cannot undo a remove you made to a reservation in this window. The only way to restore a reservation that was incorrectly removed is
to place a new reservation for the patron.

The Circulation window's Reservations tab has two modes: Patron reservations and Item reservations. You can access these different modes by
clicking on the subtabs that horizontically cross the top of the Reservations pane.

G} Reservations differ from hold requests. A reservation checks out a specific copy in advance for a particular time. A hold request puts your
name in a hold queue (a waiting list) to check out any item copy when it becomes available.

Use reservations when patrons want to check out items from the library for specified future dates. When patrons have item reservations, they are only
available for checkout by the requesting patron during their specified dates. If another patron tries to check out an item during it's reservation period,
Alexandria rejects the request or adjusts the date range to accommodate the reservation.

Reservations are shown on patron and item status reports. Unlike hold requests, reservations are placed on specific copies. If you have multiple
copies of an item, you must place the reservation on one copy. Alexandria will automatically remove expired reservations.

You can also use reservations with the For Library Use patron (barcode 3) to ensure that an item is available for use in the library during a specified

date range. For example, you can use the For Library Use patron to make reservations for all Thanksgiving books on November 15th through the
30th. No other patrons can check out Thanksgiving books while those reservation dates are active.

How to Place a Reservation in Librarian

Part 1: Pull up the Place Reservation dialog box
There are two circulation modes you could use to start placing a reservation:

® Reservation (G): Places a reservation for the current patron on whichever item(s) you enter a barcode for or scan.
® Reservation by Patron (GP): Places a reservation on the current item for whichever patron(s) you enter a barcode for or scan.

Alternatively, you could use one of these two circulation commands to automatically set the reservation once you enter the command (then you can
skip Part 2):

® Reservation for Any Copy: Places a reservation for the current patron on any available copy of the title for the specified date. The full
formula is GA [barcode] -D [beginning date in mm/dd/yyyy format] : [ending date in mm/dd/yyyy].



® Reservation for Specific Copy: Places a reservation for the current patron on the specified copy for the specified date. The full formula is
GB [barcode] -D [beginning date in mm/dd/yyyy format] : [ending date in mm/dd/yyyy].

Part 2: Fill out the Place Reservation dialog box

1. The Place Reservation dialog box will pop up. Here you will select the site, number of copies (or enter the copy barcode if you want one
specific copy), how many days you need the reservation to last, and during which month you need the reservation. Your policies determine
the maximum number of days allowed for a copy reservation and how many reservations patrons can place. If you have the proper security
clearance, you can check the box to override these policy restrictions. To deactivate reservations, you can set the maximum number of days
to “zero” in your policies.

lof2

The goose girl

Site [ Washington High Schoal n

Copies

© Number of copies v
() Copy barcode 21228

Hale, Shannon Reservation

Number of days 3

R R

D Override policy restrictions

Cancel Continue

2. After you have made the appropriate selections, click Continue.

3. A calendar will pop up. This is where you'll choose the specific date range for which you want to place the reservation. You can select days
by clicking on the calendar itself or by clicking on a date range in the list to the right. Note that if you double click on a date range in the list,
the reservation will be set and a confirmation will pop up. Reservations can begin only on open days but can end on closed days; if it does
end on a closed day, the due date is actually the next open day. If there aren’t enough copies available for a date range, it will not show on
the list.



Place Reservation

Let's make sure it's available for you! Choose a reservation period. If none are
available, jump to another month or go back to modify your criteria.

2 of 2
The goose girl
December P 2021 Dec 21, 2021 to Dec 23, 2... [ |
Sun Mon  Tue  Wed Thu Fri Sat Dec 22, 2021 to Dec 24, 2...

Dec 23, 2021 to Dec 25, 2...
Dec 24, 2021 to Dec 26, 2...
Dec 25, 2021 to Dec 27, 2...
Dec 26, 2021 to Dec 28, 2...
24 | 25 Dec 27, 2021 to Dec 29, 2...
Dec 28, 2021 to Dec 30, 2...
26 | 27 | 28 | 29 | 30 | 31
Dec 29, 2021 to Dec 31, 2...
Dec 30, 2021 to Jan 1, 2022

Dec 31. 2021 to lan 2. 2022

The reservation end date may be adjusted to accommodate policy closed days.

Back Cancel Reserve

4. Click Reserve when you have selected the appropriate days. You could also click Cancel to stop making a reservation or Back to return to
part one of the Place Reservation dialog box.

5. A record of the reservation will show in the Transaction Log. It will also appear under the Reservations tab when the patron or item is current.

Charges

Charges @ Circulation > Charges > Charges

@ Charges shortcut: F

In the Charges tab, view Patron charges, fees, payments, as well as forgiven charges and refunded payments.

Charges tab



Circulation m

Check Out () v ] [ I

&= Darla Anderson

g Optical illusions : the science of visual percpetio...

1001 High Student 10010 Non-Fiction = cjpip|eil
Jones / Dibb Grade: 11 152.14 SEC L i
1 ltemn, 0 Overdue Lexile Score: 1334 + SAT Lost
Charges $22.00 Reading Level: 10.9 0 of 1 copies available.
Credit $0.00 Unknown
Replacement: $20.00
WHS
DETAILS LOOKUP R COPY LIST STATS LOOKUP R
Circulation (TL) ltems out (QE) Holds (HH) Reservations Command help (?)
Charges Payments (FF)

Date Type Balance due (Amount - Paid|Forgiven) Charge note 2
06/29/2022 3:53 PM Lost Was Due: 07/13/2022 $20.00 ($20.00 - $0.00} 10010 Optical illusions
06/29/2022 3:52 PM Fee $2.00 ($2.00 - $0.00) Fee charged

CHARGE PRINT CHARGES

Types of Charges
Lost Item Fee

When a book is lost, the patron is automatically charged a lost fee equal to the replacement cost. Additionally, when an item is declared lost, if it
was overdue, the patron can be charged an overdue fine (up to the Maximum Fine for an Overdue Item in your Overdue patron policies). When
an item that was declared Lost is later found and bookdropped, you have the option to add an extra fee. See Lost and Returned Items.

Overdue Fines

If the item you check in is past due and carries a fine, a payment can be made through the Make Payment option by either selecting the subtab
at the bottom of the window or double clicking on the line item.

See also Fee, Fine, Foe, Um?—All About Charges.

Additional Options
Charge

This option allows the librarian to manually assign charges to a Patron or for Alexandria to automatically assign charges based upon your
preferences. This can be used for late fees, lost or damaged books, or miscellaneous charges.

Make Payment
Select a charge to get this option. Select multiple charges (command or shift + click) to make a payment on multiple items.
Print Charges

Print all charges for the current patron. Click Print Charges at the bottom of the Charges window to download a PDF report of the patron's
charges.

If the Network Printer is enabled, the receipt will be sent to the printer. However, if the Network Printer is not enabled, an HTML receipt will
open in a new tab so it can be saved as a PDF and/or printed from your browser.


http://support.companioncorp.com/display/ALEX/Lost+and+Returned+Items
http://support.companioncorp.com/pages/viewpage.action?pageId=988690

Washington High School 2022-07-08 at 10:34 AM -- Alexandria 22.1
Charges for Darla Anderson (1001)

Date Type Description Amount Balance Owed
Jul 8, 2022 Fee 5.00 5.00
Fee charged
*** 1 total charges *** 5.00 5.00

Step-by-Step Instructions
Charge an Overdue Fine

Overdue fines are charged automatically according to your fine rate (determined by item policy). However, if you need to charge an additional fee, you
can do that here.

. With the patron current, go to the Charges tab and then the Charges subtab.

. Click Charge to open the Charge fee window.

. Enter the amount to be charged.

. You have the option to fill out payment details now, or at a later point.

. When you're satisfied with the fee you have charged, check Process. By checking the applicable boxes, you can either Email Receipt or
Print Receipt.

abhwWNE

Make a Payment

Pay charge (2]
1. With the patron active, go to the Charges tab and then the Riskellpavmentiogtheseicctedichaioe;
Charges subtab.
2. Select the charge you want to pay.
3. Click Make Payment, or double-click the item to open the Dan Sagaser .
Make Payment window. 1022
4. Enter the payment information. o [“ie";"" ] [A;" oue ]
5. From the Method drop-down menus, choose from Cash, Check 11215 Avalon High ethod S—
, Charge, Other, Forgive, or Credits. [creee 9 ]
a. If you would like to forgive the entire charge, check —— Jra—
the box to Forgive remaining balance. [other seenotes <) | )

b. If the Current Patron has a credit balance on their
account, you can choose Credit. If credit is available,
their current credit balance is shown in parentheses.

Forgive remaining balance ($0.50)

Send receipt Payment note
c. Ifyou choose Other, you must fill in the Payment note -
to explain what the payment method was. )
6. Check the box(es) for Email Receipt and/or Print Receipt Email
(optional).
7. Click Process.
CANCEL

Charges (F)

@ Type F into the command line to automatically go to this tab.

The Charges tab is where you can view charges assigned to a patron for overdue items or fees assigned for special circumstances (such as lost items
or loan fees). Textbook Tracker calculates the amounts for overdue charges and loan fees based on your patron and item policies. You can also use
the additional options to charge miscellaneous fees to a patron; record the payments a patron makes, amounts you have forgiven, or refunded
payments; and print a record of the patron's charges.



@ I.*EJ[ Check Out (.) n % * @

1016 High Student
@ Miyagi / Giles
6 Items, 5 Overdue, 2 Reservations
ltems Charges: $1.50
2 In-5tock Holds
@ Lexile Score: 1230 + SAT
-~ Reading Level: 10

Patrons

[ Details Lookup

Tool - -
ook Circulation

Charges (F)

Items out (QE)

Reservations e ET{TTHM Support | Special | Command Help (?)

Q Payments (FF)

Charges Date; Type & Amount - Amount Paid/Forgiven = Balance Due; Charge Note
Researcher Mar 17, 2020 12:00 AM; Overdue $0.50 - $0.00 = $.50; 10479 Amelia to Zora : 26 women who changed the world
Mar 17, 2020 12:00 AM; Overdue $0.50 - $0.00 = 5.50; 11349 Chinese handcuffs

Mar 17, 2020 12:00 AM; Overdue $0.50 - $0.00 = $.50; 10482 The pact : three young men make a promise and fulfill a dream

Suppaort

M

yment Print Charges

Types of Charges

Lost Item Fee
When a book is lost, the patron is automatically charged a lost fee equal to the replacement cost. Additionally, when an item is declared lost, if it

was overdue, the patron can be charged an overdue fine (up to the Maximum Fine for an Overdue Item in your Overdue patron policies). When
an item that was declared Lost is later found and bookdropped, you have the option to add an extra fee. See Lost and Returned Items.

Overdue Fines

If the item you check in is past due and carries a fine, a payment can be made through the Make Payment option by either selecting the subtab
at the bottom of the window or double clicking on the line item.

See also Fee, Fine, Foe, Um?—All About Charges.
Additional Options

Charge

This option allows the librarian to manually assign charges to a Patron or for Alexandria to automatically assign charges based upon your
preferences. This can be used for late fees, lost or damaged books or miscellaneous charges, such as printing services or items available for
purchase at the library.

Make Payment

This option is available when a charge is highlighted. Select multiple charges (command or shift + click) to make a payment on multiple items.

Print Charges
Print all charges for the current patron.

If the Network Printer is enabled, the receipt will be sent to the printer. However, if the Network Printer is not enabled, an HTML receipt will
open in a new tab so it can be saved as a PDF and/or printed from your browser.


http://support.companioncorp.com/display/ALEX/Lost+and+Returned+Items
http://support.companioncorp.com/pages/viewpage.action?pageId=988690

Step-by-Step Instructions

Charge an Overdue Fine

1. With the patron active, go to the Charges tab and then the Charges subtab.

2. Click Charge to open the Fee window.

3. If applicable, enter the amount of the accrued fine or overdue charge to be forgiven in the Forgive field. If you would like to forgive the entire
charge (plus any additional amounts) minus the entire amount in the Forgive field.

4. If the Current Patron has a credit balance on their account, choose to Pay From Credit. If credit is available, the Pay from Credit field
becomes modifiable, and their current credit balance is shown between the parenthesis.

5. From the Payment Method drop-down menu choose from Cash, Check, Charge, or Other - See Note.

6. When you're satisfied with the fee you have charged, check Process. By checking the applicable boxes, you can either Email Receipt or
Print Receipt.

Make a Payment

1. With the patron active, go to the Charges tab and then the Charges subtab.
2. Select the item.
3. Click Make Payment, or double-click the item to open the Make Payment window.
4. Enter the payment information.
5. Check the box(es) for Email Receipt and/or Print Receipt (optional).
6. Click Process.
@ e 8|0
Prlnt Ch arg es P | Fatima Jayson No Current Item
1(?16» High Student
® Click Print Charges at the bottom of the Charges window to & e, verle,  Fesatons

Charges: $1.50

2 In-Stock Holds
Lexile Score: 1230 + SAT
Reading Level: 10

download a PDF report of the patron's charges.
® Check out this sample report.

Details Lookup

Details Copy Stats  Lookup

Circulation | Items out (QE) | Holds | Reservations [RdEU"SM Support | Special [ Command Help (2)
Charges () Payments (FF)

Transaction Date; Type, Amount —- [Receipt #] Note

Researcher || Mar 17, 2020 6:59 PM Payment $0.50 as Cash $0.50 (Cash), -~ [Receipt #393] Paid in full

Mar 17, 2020 6:59 PM Payment $0.50 as Cash $0.50 (Cash), -- [Receipt #392] Paid in full

A
v

Refund Details Add Credit Refund Credit Print Receipt

Payments tab

@ Payments shortcut: FF

The Payments subtab contains a record of the payments made by the selected patron, as well as Refund, Details, Add Credit, Refund Credit, and
Print Receipt options.


http://support.companioncorp.com/download/attachments/984837/Alex%20S%20Circulation%20Charges%20-%20PrintCharges%20PDF.pdf?version=1&modificationDate=1518119912557&api=v2

Circulation

ADD CREDIT REFUND CREDIT

[Check Out () - } [\

&= Darla Anderson No current item

1001 High Student

Jones / Dibb Grade: 11

1 ltem, 0 Overdue Lexile Score: 1334 + SAT

Credit $0.00 Reading Level: 10.9

WHS
DETAILS LOOKUP R LOOKUP £
Circulation (TL) ltems out (QE) Helds (HH) Reservations Charges (F) Command help (7)
Charges Payments (FF)

Date Type Amount(s) = total [Receipt #] Payment note

06/29/2022 4:00 PM Payment [554] Fee charged; - Paid in full

06/29/2022 4:00 PM Payment [655] 10010;152.14 SEC -- Optical illusions - Paid in full

Additional Options

Refund

No o~ wWNE

Details

. Select the Payments subtab from the Charges tab.

. Highlight the payment you'd like to refund.

. Select the Refund option from the bottom of the page.

. Enter the total amount that you'd like to refund in the Refund as cash or Refund as credit field.

. Supply an (optional) explanation as to why you are issuing a refund and/or credit to the patron in the Refund note field.
. Determine whether you want to Print Receipt or Email Receipt after applying the refund.

. When you are ready, click Process to issue the refund and print an optional receipt.

Select a transaction and then click the Details button to view more information about the transaction.

Details

Jun 30, 2022 9:22 AM

Payment $0.50 as Cash $0.50 (Cash), -- [Receipt #552]

Paid in full
Patron Balance $0.50

Credit Balance $0.00
Operator demo, demo

Add Credit

The Add Credit windows allows the librarian to add credit to the account of the selected patron.

1. Select the Payments subtab from the Charges tab.



. Select the Add Credit option from the bottom of the page.

. From the dropdown menu, select the payment method.

. Enter the total amount that you'd like to add in the Credit amount field.

. Use the Credit Note field to supply an (optional) explanation as to why you are adding a credit for this patron.
. Select to Print Receipt or Email Receipt after applying the credit.

. When you are ready, click Process to issue the credit and print an optional receipt.

~NOoOUAWN

Refund Credit
This allows the librarian to refund credit to the selected patron, if they have credit on their account.

. Under the Charges tab, select Payments.

. At the bottom of the page, select Refund Credit.

. The Refund credits window will appear.

. Supply the correct amount you'd like to refund in the Refund amount field.

. Select to Print Receipt or Email Receipt after applying the refund.

. When you are ready, click Process to issue the refund and print an optional receipt.

DU WNPE

Print Receipt
The Payments subtab lets you print or email additional receipts for past transactions.

. Go to Circulation > Charges tab > Payments subtab.

. Select the line item you'd like to print a receipt for.

. Click Receipt to open the Receipt window.

. Select send a receipt as Print or Email.

. When you are ready, click Print to print and/or email the receipt.

AbhwWwNBRE

Payments (FF)

1 Inthe 7.19.10 release, the History subtab was renamed Payments.

@ Type FF into the command line to automatically go to this tab.

The Payments subtab contains a record of the payments made by the selected patron, as well as Refund, Details, Add Credit, Refund Credit, and

Print Receipt utilities. Scroll through the first 50 transactions, then click the 4 arrow to view the next page.


http://support.companioncorp.com/display/ALEX/7.19.10+Release+Notes

@ lﬁj[ Chack Out () 2 8|A\|@

1016 High Student
Miyagi [ Giles
6 ltems, 5 Overdue, 2 Reservations

Items Charges: $1.50
2 In-Stock Helds

@ Lexile Score: 1230 + SAT

~ Reading Level: 10

Patrons

¢

[ Details Lookup ) S tats Lookup

Tools

Circulation | Items out (QE) Reservations e EV{ T3 Support | Special | Command Help (?)

Charges (F) Payments (FF)

3

Transaction Date; Type, Amount —— [Receipt #] Note

Researcher

Mar 17, 2020 6:59 PM Payment $0.50 as Cash $0.50 (Cash), -- [Receipt #393] Paid in full
Mar 17, 2020 6:59 PM Payment $0.50 as Cash 50.50 (Cash), -- [Receipt #392] Paid in full

Suppaort

Refund Details Add Credit Refund Credit Print

Step-by-Step Instructions

Refund

U~ WNE

7.

Details

. Select the Payments subtab from the Charges tab.

. Highlight the payment you'd like to refund.

. Select the Refund option from the bottom of the page.

. First, enter the total amount that you'd like to refund in the Refund Cash or Refund Credit field.

. Supply an (optional) explanation as to why you are issuing a refund and/or credit to the patron in the Refund Note field.

. Determine whether you want to Print Receipt or Email Receipt after applying the refund. These receipts can either be given to the patron at

time of refund or filed by the library for safekeeping. If a receipt is to be emailed, be sure to enter an email address in the field to the right of
the Email Receipt radio button.

When you are ready, click Process to issue the refund and print an optional receipt.

Select a transaction and then click the Details button to view more information about the transaction.



Details

Mdar 29, 2007 150 PM; Payreect §0.50 a8 Cash 80,50 (Cashy, — |Recaips #3094 Paid
ni f

Patroe Balance SE.50
Credit Balance §0.00
Operacor dema, demo

Add Credit

The Add Credit windows allows the librarian to add credit to the selected patron.

NouRwNER

©0 ©

. Select the Payments subtab from the Charges tab.
. Highlight the line item you'd like to add a credit to.
. Select the Add Credit option from the bottom of the page.

First, enter the total amount that you'd like to add in the Credit Amount field.
From the dropdown menu, select the payment method from: Cash, Check, Charge or Other - See Note.

. Supply an (optional) explanation as to why you are adding a credit to the patron in the Credit Note field.
. Determine whether you want to Print Receipt or Email Receipt after applying the refund. These receipts can either be given to the patron at

time of refund or filed by the library for safekeeping. If a receipt is to be emailed, be sure to enter an email address in the field to the right of
the Email Receipt radio button.

. When you are ready, click Process to issue the refund and print an optional receipt.
. If you are not satisfied with the refund, click Cancel.

Refund Credit

This utility allows the librarian to refund a credit to the selected patron.

DU AhWNPE

. Under the Charges tab, select Payments.

. If you would like to refund a payment to your current patron, select/highlight the credit and click the Refund Credit button.

. At the bottom of the page, select Refund Credit.

. The Refund Payment window will appear.

. Supply the correct amount you'd like to refund in the Refund Amount field.

. Determine whether you want to Print Receipt or Email Receipt after applying the refund. These receipts can either be given to the patron at

time of refund or filed by the library for safekeeping. If a receipt is to be emailed, be sure to enter an email address in the field to the right of
the Email Receipt radio button.

7. When you are ready, click Process to issue the refund and print an optional receipt.
8.

If you are not satisfied with the refund, click Cancel.

Print Receipt

The Payments subtab provides a utility to print or email receipts.

HWONPRP

. Go to Circulation > Charges tab > Payments subtab.

. Select the line item you'd like to print a receipt for.

. Click Print Receipt to open the Print Receipt window.

. These receipts can either be given to the patron at time of refund or filed by the library for safekeeping. If a receipt is to be emailed, be sure

to enter an email address in the field to the right of the Email Receipt radio button.

5. When you are ready, click Process to print and/or email the receipt.
6. If you are not satisfied with the refund, click Cancel.
Back to top
Command Help
Com mand H elp @ Circulation > Command Help tab

@)

Command Help shortcut: ?



The Command Help tab contains information about Alexandria commands and how to use them. Select a command from the list to see its code and a
description of its functionality on the right. You can also double-click the command to insert it into the Command Line.

To execute the command you've selected, type or scan a barcode.

If you select a command and click Enter without entering a barcode, the action taken depends on the command you selected. For example:

If the command you select is a mode, Alexandria changes the current mode and displays the Circulation window under this mode.

If you select the locate command, a Lookup browse window will appear. You may then make a selection from the Browse window.

If the command you select performs a circulation function, then that function is performed, the Circulation window will appear, and the
transaction log records the results. For example, if you select the Hold Request command and enter a barcode, Alexandria puts a hold on the
item and the Circulation window will appear, appropriately logging the entry.

Circulation (TL) Iltems out (QE) Holds (HH) Reservations Charges (F)

Filter #
£ Add a Note to the Transaction Log

Adds a note to the Transaction Log. Notes can be useful to record events that happen in the library.

= Add/Show Copy Alert # Eire Drill

a Adds the note ‘Fire Drill” to the Transaction Log.
= Add/Show Copy Note

E Add/Show Patron Alert
= Add/Show Patron Note
E Archived Copies

l_o Assign Keywords

‘- Bookdrop

& Change Barcode Number
'—) Change Circulation Group
¥ Change Condition Mode

43 Change Destination Mode INSERT COMMAND

See Circulation Commands for a complete list of commands and how to use them.

Command Help (?)

@ Type ? into the command line to automatically go to this tab.

The Command Help tab contains information about Alexandria commands and how to use them. Select a command from the list to see its code and a
description of it's functionality on the right. You can also double-click the command to insert it into Command Line.

To execute the command you've selected, type or scan a barcode.

If you select a command and click Enter without entering a barcode, the action taken depends on the command you selected. For example:

If the command you select is a mode, Alexandria changes the current mode and displays the Circulation window under this mode.

If you select the locate command, a Lookup browse window will appear. You may then make a selection from the Browse window.

If the command you select performs a circulation function, then that function is performed, the Circulation window will appear, and the
transaction log records the results. For example, if you select the Hold Request command and enter a barcode, Alexandria puts a hold on the
item and the Circulation window will appear, appropriately logging the entry.


http://support.companioncorp.com/display/ALEX/Circulation+Commands

irculation | Items out olds | Reservations arges | Support | Specia ommand Help (?
Circulati I (QE) | Holds | R i Ch S Special = d Help (?)

i — i b

" Add a Note to the Transaction Log #
= Add/Show Copy Alert I~ Adds a note to the Transaction Log. Notes can be useful to record events that happen in
— the library.
= Add/Show Copy Note v
# Fire Drill

¥ Add/Show Patron Alert Adds the note ‘Fire Drill" to the Transaction Log.

Add/Show Patron Note
g Archived Copies

¥ Assign Keywords

} Bookdrop

! Change Barcode Number
{f} Change Circulation Group

% Change Condition Mode

i G | o

. r

See Circulation Commands for a complete list of commands and how to use them.

Back to top

Special
Special
Status, System Info, License Info

Status, System Info, and License Info are now accessed through the
topnav under "About Alexandria."

Status

Adams Mid
© Support Center
version 21.12 build 20220527 - release notes
v Alexandria  Textbook Tracker  Cloud-hosted
COMPanion DC Demo (COMP) Patrons: - CCI-I'I tact us
Distributed Catalog License (expires 2022-12-01) g
Product Codes: V7P1NO6I06D99A3R1101R4107P2I08J01110 4,390 remaining
Serial #: 8888001 Items:
Registered for up to 5,000 Patrons and 50,000 ltems. 42,762 remaining .
l
Addons 27 About Alexandria
Activity Advanced Bookings Alex Search Widget
Axis 360 Lexile MackinVia
netTrekker NoveList OverDrive
Perma-eHub Receipt Printer SIS: Clever F 1 -
SIS: GG4L. SIS: SIF SAFARI Montage | ntro tD C I rl: u | atlo n
sP2 Sneak Peek 739,50 Server
Server Client
0S: Windows Professional 6.2 Build 9200 0S: Windows Professional 6.2 Build 9200
Data Station IP: 10.210.70.32 Browser: Chrome !E W h at' S new
Server Domain: demo, alexwebdemo.goalexandria.com Web Service Port:
Processor: 8 @, 2.6GHz

The information on the Status subtab shows the number of concurrent downloads, the number of current connections, your remaining hard drive
space, and a shortcut to the Application Data Folder.

The Status subtab will also display the current date and time, how many communication channels are open, whether an application update is available.


http://support.companioncorp.com/display/ALEX/Circulation+Commands

Circulation | Items out (QE) Reservations | Charges | Support B {J<EIl Command Help (?)

Status System Info License Info
You are registered for a Centralized Catalog License.

Software Subscription Expires On: Jan 1, 2070

System Info

The System Info subtab contains information about your system. This information is automatically attached to your email messages so that our
Customer Support team has as much of the basic information as possible to help solve your problems and answer your questions.

Items out (QE)

Circulation Reservations | Charges | Support {{I¢FlIll Command Help (?)

Status System Info License Info

Server Information: Patrons: 611
Host Name: ccdemo, cudemo L?brary Titlgs‘. 5641
Version: 20.2 build 20200709 Library Copies: 7074
IP Address: 10.210.70.32 Library Transactions: 455
o Ina S _Windows Professional 6.2 Build Textbook Titles: 30
perating System: 9200 Textbook Copies: 30000
CPU: 8 @, 2.6GHz Textbook Transactions: 2457
Memory: 15.9GB RAM available Statistics Rec9rd5: 23
Free Space: 346952MB Saved Operations: 63
Patron Policies: 6
Client Information: Item Policies: 10
Browser: Chrome 83.0.4103.116 Sites: 4
Web Service Port:
Operating System: Mac 10.15.5

Please note that the information in these counters is used mainly for Customer Support analysis and may not be accurately interpreted by the
uninitiated. For example, while the transactions counter might seem self-explanatory, it really only keeps track of current (outstanding) circulation
transactions. Items that are currently reserved, put on hold, or circulated will increment the counter by one (+1); items that are checked back in will
decrease the counter by one (-1). Therefore, to get an accurate count of your circulation transactions, don't rely on the counters below—run the Usage
by Period report instead.

The Client Information section contains information about the client (you are using) that is currently connected to your data station.

License Info

The License Information subtab contains information about your Alexandria license. This information shows what you are registered to use. Note that
you can also check your patron and item record limits.



Circulation | Items out (QE) | Holds | Reservations | Charges | Support J].{J<EUll Command Help (?)

Status System Info License Info

Site Name: Washington High School
Product Codes: V7P1P2ZHINOOIO3106D99A3I01R4A4R1
Serial #: 8888803

Registered for Alexandria

Registered for Alexandria Textbook Tracker
Registered for Cloud-Hosted

Registered for Z39.50 Server

Registered for Receipt Printer

Registered for Cash Drawer

Registered for SIP2

Registered for Alexandria Search Widget I
Registered for SIF

Registered for Advanced Bookings
Registered for Clever

Registered for Sneak Peek
Registered for netTrekker

Back to top

Support
Support

Support is now accessed through the Help Menu on the Topnav. See Dashboard for details.

Hi, Demo

Adams Middle School

Email

Use the Email subtab to send questions to COMPanion's Customer Support team or other departments.

Circulation | Items out (QE) | Holds | Reservations | Charges [BI/:J:L1q8l Special | Command Help (?)

To: [ Select From List... n

Subject: Enter a subject.

Reply To: Enter the email address our response will be sent to. If left blank, this will be the email in the Site record.


http://support.companioncorp.com/display/ALEX/Dashboard

To: Click the dropdown menu on the right to choose which department to contact. The default is Customer Support.

® For example, if you have a question about how something in Alexandria works, choose Customer Support.
® Orif you have feedback on our Support Center and help resources, select UX Team.

Email Message: Describe the nature of your problem or the question you need answered.

Send: When you're ready, click Send.

If you haven't yet provided an email address in the Sites Management interface interface or properly configured your Administration Email
settings, you will not be able to send emails with this method.

@ Emails sent directly from the program include essential information on your registration and system, so this is a great way to get faster help
for your issue!

Back to top
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