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Before registering new patrons for the first time, properties from two different wizards, that
contain your library name, will need to be changed.

User Registration wizard properties:
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Log into WorkFlows using the CIRC or TECH login.

Open the Circulation Module.
Place the cursor on the User Registration wizard in the User toolbar and right click.

Select “Properties” from the drop down menu and click.
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A “User Registration: Set Properties” box will appear.

WE| User Registration : Set Properties

Display property page: O Wizard Startup @Never

Defaults
Library: AG_ALS-PDC F’[R:ﬁle name: | ADULT
Charge history rule: NOHISTORY v

Track charges as Favorites

Focus on: O First name ® Last name
Addresses

Primary address flag: @ Address 1 O Address 2 O Address 3

Demographics
Usercatf AG_ALS-PDC ~ Uskr cat2:

User cat3: ~ User cat4:

User cat5: v User caté:

User cat7: ~ User cat8:

User cat9: ~ User cat10:

User cat11: ~ User cat12:
Department: Birth date:
Language: |ENGLISH v

Outreach

Route ID: &

Total items limit: 10 hd
Usergroup Membership Tab

Responsibility policy: v

OK || Cancel

On the Default tab:

e Library: Select your library’s WorkFlow name from the drop down menu
e Profile Name: Select a default profile name from the drop down menu

e Demographics:

o User catl: Select your library’s WorkFlow name from the drop down menu
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Click the OK button on the bottom of the “User Registration: Set Properties” box.
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To view the default changes:
e Open the “User Registration” wizard.

User Registration - Identify New User = m|
User |D:

The selected “Profile name” default will appear in the “Profile name:” box.

On the “Basic Info” tab, the “Library” box will contain your library’s WorkFlows name.
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ﬁ Profile name: ADULT... @
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<g Confirm Address Ba_v.u:lnfo‘ F‘leegel Demographics | Addresses | Extended Info | User groups|
@ Renew Priviege T WF
£ suspend User First name:
g\\’ Send Message Preferred name: [] Use preferred name WF
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Last name: NAME-NOT-YET-SUPPLIED**|
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On the Demographics tab, your library’s WorkFlow nhame will be in the “User catl” box.

ﬁ’ Display User
ﬁ’ User Registration
ﬁ Moclify User
ﬂ Copy User

(g Corfirm Address
@D Renew Priviece
ﬁ Suspend User
&, send tessage
W remove User

€8 Unsuspend User

Holds

Special

In-Transit ltems

User Registration x

[ per Registration

&

Group ID:
Profile name: ADULT..

Id D150099988

User cat5:

Department:
Language: |ENGLISH

Basic Info | Privilege Demograpmm\mmesseﬂ Exiended Info | User groups

¥ | Usercatd:

Birth date:

| ugrcatz: |

<
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CheckOut wizard properties:

Properites will need to be changed if your library uses the “New Registration” helper in the
Checkout wizard.

e Close any open WorkFlows sessions.

e Log into WorkFlows using the SUPER login.

e Open the Circulation Module.

e Place the cursor on the CheckOut wizard in the Common Tasks toolbar and right
click.

e Select Properties from the drop down menu.

The “CheckOut: Set Properties” box will pop up.

WF| CheckOut : Set Properties X

Display property page: O Wizard Startup @ Never

Behavior Default Helpers

Allow Configure Properties

User Search
Display User
| User Lost Card

& Register New User

&

Pay Bills

&

Add Brief Title

&

Iltem Search

&

Confirm Address

&

Change Item ID

El

Special Due Date

i)

Charge History
Alternate Circ Rule

K [

Renew Privilege

O Print User Card
Print User
O Enable add photo

OK | Cancel

e Select the Helpers tab on the “CheckOut: Set Properties” pop up box.
o Check the box in front of the “Register New User” button.
o Double click the “Register New User” button.
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The “CheckOut: Register New User: Set Properties” box will pop up.

WE| CheckOut : Register New User:Set Properties s

”~
Library: AG ALS-PDC > Profile name: ADULT

Charge history rule: NOHISTORY 7

Track charges as Favorites

Focus on: O First name @ Last name
Addresses

Primary address flag: ® Address 1 O Address 230 Address 3

Demographics

User cat1:_ AG_ALS-PDC ) User cat2: ~

User cat3: ¥ | User catd: 7

User cat5: ~|User cat6: ¥

User cat7: ~|User cat8: ¥

User cat9: ¥ |User cat10: ¥

User cat11: ¥ |User cat12: ¥

Department: Birth date: &

Language: ENGLISH s

Outreach

Route ID: ®

Total items limit: 10 ® v
< >

OK | Cancel

On the Default tab:
e Library: Select your library’s WorkFlow name from the drop down menu
¢ Profile Name: Select a default profile name from the drop down menu
e Demographics:
o User catl: Select your library’s WorkFlow name from the drop down menu
e Click the OK button on the bottom of the “CheckOut: Register New User: Set
Properties” box.
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WE| CheckOut : Set Properties x

Display property page: O Wizard Startup ® Never

Behavior Defaults H

Ipers

Allow Configure Properties

User Search
Display User
O User Lost Card

&

Register New User

&l

Pay Bills

&

Add Brief Title

&

ltem Search

&

Confirm Address

&

Change ltem ID

&l

Special Due Date

&

Charge History
Alternate Circ Rule

B &

Renew Privilege

O Print User Card [
Print User
O Enable add photo

[ Start with search helper

ancel

= Click the OK button on the bottom of the “CheckOut: Set Properties” popup box.
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Close WorkFlows:

SirsiDynix Symphony WorkFlows ﬂ

Froperties have been changed. Would you like to save changes?

= Click Yes on the popup box when closing WorkFlows.

The User Profile is a default only. Different “User Profiles” may be selected during patron
registration.

These properties must be changed on each computer that is used for circulation.

CheckOut Register New User helper:

r
W] SirsiDynix Symphony WorkFlows: CheckOut —

File Edit Wizards Helpers Modules Preference Tools Help

! E Hﬂﬂ | I | | | y |
|| Checkout x |
@ CheckOut
r —
R, creckont R 'ta@@;‘t% WO &
WA, ischarge (cheskin)
User Information
U Fine Free Discharge
Name: Status: Library:
f (@) renew user Profile name Amountowed:  Available holds:
@ rene e User categories Overdues:
| Group ID:
£ siing & User
Identity user
B paying vils
ROARK, DAVID G
1) tem Search and Display UserID: | Ccurrent DE20001883
Check fem Status
| . Identify item
| é Introduction to techn.
e F Item ID: Current | LS 026.02ITTS/ 994
| &, ooy User List of checkouts
g
| @ User Registration Title ltem 1D Date Due Billed Amount Paid Automatically Type
& ooty User
| & Copy User
& corfrm saress
@ Renew Priviiege
& suspend User
& send tessage
B remove user
& Unsuspend User

,

GotUser | [ Checkouttem | [ Checkout
Information To User ToNewUser | | G958

Click the “Register New User” helper, the third helper from the left at the top of the
“Checkout” wizard.
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The User ID box will appear.

i SirsiDynix Symphany WarkFlo

File Edit Wizards Kodules Preference Tools Help

Circulation+ | |

|Check0ut * ‘

CheckDut

RS S = R e
é CheckCut CheckOut : User Registration

B Desc sosl(Checkin) IICheckOut : Identify New User = O

L
UW§ Fine Free Discharge A
User ID:
&) renem User F
@ L | Profile nanfe
Renew Rem

¢ User groups
&5 Bitng o User
By paying sl K

aying ills
! )gore |

%} Rem Search and Display

wl

Check fem Status le
Help i
& Frint L

In-Transit ltems

Save Check Duplicate User

Get User Check Out ltem Check Out ol
Infarmation Tao User To Mew User Close

e Fillin User ID
e Click OK and fill in the patron’s information.

e Click the “Save” button at the bottom of the “Checkout: User Registration” box to
register user,

The patron’s user ID will appear in the “User ID” box.
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Remember to back up your Sirsi folder that now contains the updated user registration
configuration default properties. Instructions for backing up your Sirsi folder is available
on the RSA Support web page: www.rsanfp.com.
How to Back Up the Workflows Configuration Folder on Windows 7:
http://alsrsa.org/client/search/asset/3503
How to Back Up The WorkFlows Configuration Folder on Windows 10:
http://alsrsa.org/client/search/asset/5683

The backed up Sirsi folder is used to:
e Transfer settings from one computer to another
e Load configured settings onto a new computer
e Replace settings on a computer that has crashed

Instructions on replacing the Sirsi folder or transferring the folder to another computer is
available onthe RSA web page.
How to Replace the WorkFlows Configuration Folder on Windows 7:
http://alsrsa.org/client/search/asset/4346
How to Replace the WorkFlows Configuration Folder on Windows 10:
http://alsrsa.org/client/search/asset/5684

Questions??
Contact the RSA help desk at rsahelp@railslibraries.info or RSA staff at 866-940-4083
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