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Creating Staff Logins

In this example, we will create a Catl login. Note that this staff account is slightly different
from other staff accounts. Because the Catl level is only granted upon completion of Advanced
Cataloging in Evergreen Training, there is one additional step for the Cat1 login.

To create Staff logins, your local admin will simply "Register" a new patron.
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The first part of the barcode will be the library's Evergreen Indiana library abbreviation. For a
complete list, see the document, "Member Library Abbreviations for Intra-Evergreen Indiana Library
Lending" on the "Evergreen Indiana Resources for Member Libraries" web page
(http://www.in.gov/library/3379.htm).

For the Indiana State Library, the abbreviation is isl.

The second part of the barcode will be appropriate Staff Profile Group:

librarymanager circl
catl* circ2
cat2 circ3
cat3 circ4

*NOTE: catl is not an option in the Profile group. You should create the username/barcode with "cat1,"
but you will have to submit a helpdesk ticket to turn on the appropriate permissions.

The first and second part should be connected with a hyphen.
So, for our example of a Catl for the Indiana State Library, our username (and barcode) will be:
isl-catl

MAKE A NOTE OF THE PASSWORD!!!!

|° 2: isl-localadmin@ADPLA-Wendy. dev.evergreen. lib.in.us =

Fil= Edit Search Circulation Cataloging  Acquisitions (Preview) Adrmin {-)

1 Register Patron 8
Frint Page

. . ~
Welcome isl-localadmin 2

Evergreen User Editor

Mote: required or invalid fields are marked with color View Errors

1. User
Identification

Username  |iskcatl
2. contact Info Password  |eese Password: 1340 @

Yerify Password | eses

Barcode  |iskcat]
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In the" first name" field, enter the name of your library. In the "last name" field, spell out the staff
profile group. Evergreen doesn't allow numbers in the "last name field.")

librarymanager = LibraryManager circl = CircOne
catl* = CatOne circ2 = CircTwo
cat2 = CatTwo circ3 = CircThree
cat3 = CatThree circ4 = CircFour
2. Addresses First Mame | Indiana State Likbrary
Middle Mame
. D
. #. Lrovne and Last Mame  |CatOnel
Permissians
Suffiz -Pick- ||

For Staff Logins ONLY, no Primary ldentification is required, so you'll choose the Primary Identification
type of "other," and the Primary Identification will be (in all caps) STAFF. Click "Forward—>"

Juvenile L

6. Surveys Primary Identification Type Other V

Primary Identification ISTAFF

7. Finish

Forward— et
b

You will get the message that the Primary Identification, "STAFF" already exists, just click, "CANCEL."

-,

The page at http://dev.evergreen.lib.in.us says:

6 & user already exists with the primary identification provided, Do you wish ko wiew the duplicate
record now?

| (04 Cancel

Enter a staff email address for one of the staff members who will be assigned to this login.

And be sure to choose your library at the "branch" level.
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A.
Mumber of possible duplicate patronsy: 72 STAFE
1. User
Identification Email Address  |whknapp(@libransingoy
Daytime Phone Example: 123-456-7890 or 123-456-7890 ex123
2, Contact Info Evening Phone
Other (Cell Phone)
3, Addresses Home Library  : Andrews-Dallas Public Library - Andrews v |
2. AUOIES38S ST e At —
Edinburgh Correctional Facility
4G d Pendleton Juvenile Correctional Facility
% Lroups and South Bend Juvenile Correctional Facili
Permissions
Indiana State Library - Indianapolis
5, Statistical
Categories Discowvery Bus
Enter the library's address (in all caps) and click Forward->.
Mumber of possible duplicate patronis): 72 STAFE
1. User
Identification Within City . Mailing Physic
Address Lirmits valid Address Addres
5 Comtact Info Label Zip 46204
Stree’ (140 NORTH SENATE AVE
Street
3. Addresses 2 ® ®
City | INDIANAPOLIS County
State IIN Country |USA

4. Groups and

Permissions Delete this Address

E. Statistical
Categories [Create a Mew Addrass

6. SL,II'\."BES
Choose the Appropriate Profile Group.
NOTE: You will have to scroll to see the Staff Profiles.

In our example, we cannot choose the Profile Group Catl, because that permission is assigned by
submitting a helpdesk ticket with proof of completion of Advanced Cataloging Training. We will choose
"Cataloger" instead, and submit the helpdesk ticket.

NOTE: The Staff Profile Groups "Administrator" "Cataloger" and "Circulator" have no profiles set up,
they are merely place holders. You must choose from one of the following profile groups:

librarymanager cat2 circl circ3

cat3 circ2 circ4
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The expiration date will populate itself:
|° 2: isl-localadmin@ADPLA-Wendy. dev.evergreen. lib.in.us [._]E]
File Edit Seapch Circulation  Cataloging  Acquisitions (Preview) Admin (=)
1 Register Patron 8
.
Note: required or invalid fields are marked with color N
LU Mumber of possible duplicate patron{s): 7?2 STAFF
. User ;
Identification Profile Group Cataloger K4
Account Expiration Date | 2012-08-21 El orevv-mm-DD)
2. Contact Info Internet Access Level | Filtered [v]
Skip ahead to Step 7 and Save the user:
|0 2: isl-localadmin@ADPLA-Wendy. dev.evergreen. lib.in.us l._]@]
File Edit Search Circulation Cataloging — Acquisitions (Preview) Admin {-)
1 Register Patron a8

~
Note: required or invalid fields are marked with color |

Mumber of possible duplicate patron(s): 72 STAFF

1. User
Identification

You are now ready to save the user to the database.
To wiew or print a summary of the changes, click on the 'view Summary' link.
2. Contact Info To save the user, click on the 'Save User' button,

3. Addresses [Save and Clone User] | Cancel |

4, Groups and
Perrmissions

5, Statistical
Categaries

6. Surveys

7. Finish

For staff logins that are not Catl, you are done. If you are creating a Catl, go back to the splash page by
closing the window above.

Include in the helpdesk ticket, your name, your library, the barcode you just created (in our example
isl-cat1), the name of the cataloger, and the date of the Advanced Cataloging training s/he attended.

Updated December 2009



Evergreen Indiana Admin Training
Creating Staff Accounts
6

Once the staff account has been created, assign it to the library as a work organization unit. This can be
done from the User Permissions Editor.

‘0 1: wknappeBZPLB-Wendy.evergreen. lib.in.us [-_][i]ﬂ

fle Edt Search Crculation Cataloging  Acquisitions (Preview) Admin ()

Operator Change: New
Offline Transaction Management
Download OFfine Patron List

VERDGREEN Loca Adinistraicn '

i N Server Administration 13

Local Administration
OPEN SOURCE INTEGRATED LIBRARY SYSTEM

User Permission Editor
Toggle Buttan Bar
Welcome to Evergreen, Wendy

For developers (-)... 3
Circulation and Patrons Itemn Search and Cataloging Administration
Check Out ltems @ E, Search - Submit A Helpdesk Ticket @
@ {Retrieve Patron By Barcode) I ;] ' -
Advanced Search izl ® =

b

Register Patrons @

Tine: Edit Receipt Templates @
Date:
[ MARC Batch Import / Export @

c Search For Patron By Name @

Fig

Check In Items il 9 . Reports izl
9 Item Status / Display izl
-
139.50 Import il
Pull List for Hold Requests (G
a Copy Buckets @
W Locate Address In Map @ -

Enter the username of the staff member's account in the "Barcode:" box.

|0 1: wknappaBIPLB-Wendy.evergreen.lib.in.us u@
File Edit Search Circulstion Cataloging  Acquisitions (Preview) Admin (-}
1 User Permission Editor E

Retrieve Patron

Select the library from the list:

|“ 1: wknapp@BZPLB-Wendy.evergreen. lib.in.us u@]

File Edit Search Circulation Cataloging  Acquisitions (Preview) Admin (=)
1 User Permission Editor @

TIMHIZ0 UL S £ WONC LIDTaly - LLMIZ O S (LI E LI1]
Hussey-Mayfield Memorial Branch (HMBPL)

Indiana State Library - Indianapols (ISLI)

Jay County Public Library - Bookmobile (TYCPLBEI)
Jay County Public Library - Portland (JYCPLE)
Jennings County Public Library (JIPLIT)

Eendallville Public Librarv - Eendallville (FELPLE)

A

JO0oO0o®Og

Scroll all the way to the bottom of the page (past all the permissions) and click Save.

group_applicanon User. STal. cat catl
group_application user. staff circ
group_application user staff supercat
group_application user. vendor
money. collections_tracker. create
meney. collections_tracker. delete

Save

3|
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