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Adding a Note about Item Damage

The Receipt of Damaged Material Policy includes the following instructions:

“Any time an item is received with any damage, create a CIRCNOTE in the item record in
Workflows and attach a post-it note to the item including the following information:

a. ltem was received damaged

b. Description of damage

c. Date

d. Staff member initials

e. Library name”

This cheat sheet provides instructions on using the Right Click functions in Workflows to add or edit a
CIRCNOTE.

CIRCNOTES can be created using the “right click” functions in Workflows. These functions are available
in many of the Workflows Wizards. If the damage has been noticed when an item arrives in delivery, it is
simple to create the CIRCNOTE from the DISCHARGE Wizard.

Scan the item to receive it:

Discharging : Identify Item
B wMEk s

User Information

User ID:

Mame: Status: Library:

Profile name: Amount owed: Available holds:
User categories: Owverdues:

Group ID:

Identify item
Item ID: |

List of discharges

Title Item ID Route/Transit To Amount Billed Ameount Paid Auto... User
Disaster response ... A13301264049 PRO-SHELF

Discharge Clear

Itern (o) Discharge List Close

Place the cursor over the item’s Title or Item ID and click the RIGHT mouse button to view the menu of
Right Click functions. Select “Edit Iltem Note.”
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User Information ~
User ID:

Name: Status: Library:

Profile name: Amount owed: Available holds:

User categories: Owverdues:

Group ID:

Identify item
Item ID: |

List of discharges

Title Itemn ID Route/Transit To Amount Billed Amount Paid Auto... User

Disaster response . A1330126dnde lesasiene L | |

Bill User for Ttem
Change Item ID
Display Holds
Display Item
Display User

i o ———
Mark Item Missing w
Mark Item Used Clear
Place Hold Discharge List Close

This will open the “Edit Item Note” options. You will also see any notes that have been added to
the item previously.

Item Search

Dizaster response and _planning for libraries / Kahn, Miriam (Miriam B.)
LS 025.82KAHN  Copy:6 ID:A13301264049

L] = ;E

CIRCNOTE ~

PUBLIC ~

STAFF + Jresting - 2 April 2012
STAFF b IItem group editor test!
STAFF £ IDvnamic indexing test! :-)

Type your note into the appropriate field and click “Save”.
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1 Seharaing e st Nt o
~
{201
LS 025.82KAHN - Copy:b ID:A13301264049

| CIRCNOTE Bl RECEIVED FROM TRANSIT WITH COFFEE STAINS ON INSIDE FRONT
COVER. 7/8/15 AH R5A|

|pUBLIC “ ||

| STAFF ~ Jtesting - 2 April 2012

| STAFF b IItern group editor test!

| STAFF ~ ID’vnamic indexing test! :-)
W

Cancel
. 0 0 H 13 ”
A confirmation will appear. Click “OK.
" scharging : Edit Ttem Note S
Ll
bt
| CIRCNOTE « | [RECEIVED F DE FRONT
o COVER. 7/8

|PUBLIC w

| STAFF « |festing -2 A

STAFF w .Iltern group editor test!

STAFF w IDvnamic indexing test! :-)
v

This CIRCNOTE will now display as a pop-up whenever the item is charged or discharged:

~ icharging : Tdentify Ttem

% T, S S
W Discharging ; Circulation Note *
Us o
Gi
1d
It Circulation note
RECEIVED FROM TRANSIT WITH COFFEE STAINS ON INSIDE FRONT COVER. 7/8/19 AH RSA
Lis
Ti id Auto... User

Discharge Clear

Itern (o) Discharge List Close
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If damage to an item is noted when it is returned by a patron or removed from the bookdrop,
staff may wish to create and item note without discharging the item. CIRCNOTEs can also be
created in the DISPLAY USER wizard.

Display User
AP dBHBS
Alerts
Name: HUTSON, ANNA
Id: D150102463
Group ID:

Profile name: ADULT...

Identify user

Street: RSA 600 HIGH POINT LANE
City, state: EAST PEORIA IL
User ID: D150102463 Zip: 61611
Phone: 866-940-4083
Email: ANNAHUTSON@RAILSLIBRARIES.INFO

Summary Addresses Extended Info B\HSC Holds Routings Suspension Charge History User Groups

Checkouts:1($0.00) Lad
T
|TitIE Call number Item ID Date Charged Date Due Recall Date ... Status Type
|Disaster resp... LS DZS.EgKAHN A13301264049 7/8/2019,13:59 5/8/2019,23:59 BOOK
v
Display Display
this User (o) Another User | Close

Use the Display User Wizard to access the patron record. Select the Checkouts tabs, then use
the right mouse button to click on the item information. This will display the Right Click menu.
The rest of the procedure remains the same.

866-940-4083
>

NYTFITE

Alerts

Group [D:
Profile name: ADULT...

Identify user

Street:
City, state:
Zip:
Phaone:

User ID: D150102463

Email:

RSA 600 HIGH POINT LANE

EAST PEORIA IL

61611

866-940-4083
ANNAHUTSON@RAILSLIBRARIES.INFO

Summary Addresses Extended Info Bills Checkouts Holds Routings Suspension Charge History User Groups

Checkouts:1($0.00)

Date Charged Date Due

Item ID

!Title, Call number

Recall Date ... Status Type

7/8/2019,13:59| 8/8/2

| Diaster resp... IL5 025.8akAHN 13

264043

Disple
Another
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Bill User for Item
Change Item ID
Claims Returned
Discharge

Display Holds

Display Item

Edit Item Noti

Mark Item Lost
Mark Item Missing
Modify Due Date
Place Hold

Print Checkout Slip
Renew As Seen

Renew As Unseen
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