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OPEN SOURCE INTEGRATED LIBRARY SYSTEM
Admin Training
* 1: wknapp@0OWPLO-wendy.evergreen.lib.in.us |:||§|r5__<|
File Edit Search Circulation Cataloging Admin () WsEl) "-J
E| Cperator Change: Mew
Offline Transaction Management
Download Offline Patron List
Evergreen Staff Client Portal Page o system adminisiraton )
User Fermission r
Welcome Indiana Libraries! ecet T..Emplahe Eter
Survey Wizard
if you have any issues, please send an e-mail to mrpeters@library.in gov For developers (-)... 4

or call 317-234-2128 between the hours of 8AM and 4:30PM CST Monday through Friday.

EVER[LIGREEN

INDIANA.

OPEN SOURCE INTEGRATED LIBRARY SYSTEM

Reports are an Admin Function

You can run the reports from the Local System Administration
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* 1: wknapp@0OWPLO-wendy.evergreen.lib.in.us

File Edit Search Circulation Cataloging Admin (-} Help

1 Local Administration

Print Page

Local System Administration

Workstation Configuration Library Configuration Maintenance Reports
Global Font and Sound Settings Closed Dates Editor Dull List for Hold Requests (Testing)
Printer Settings Editor Copv Locations Editor Pull List for Hold Requests (Classic)
(Testing)
Library Settings Editor
Reports
Non Cataloged Tvpes Editor
Cash Reports
Statistical Categories Editor
Transit List

Some of the most common reports are listed under Maintenance Reports

Pull List for Hold Requests
Pull List for Hold Requests (Classic)

Pull Lists are automatically associated with the library with which your workstation is registered. You
can choose the format you prefer. Most libraries prefer the Classic because they like the way it prints.
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Cash Reports
You can select the time frame

e soif you make a deposit on Monday for Friday, Saturday, and Sunday you can select the three
days
e then Tuesday, you just select Monday’s date

1: wknapp@0OWPLO-wendy.evergreen.lib.in.us

File Edit Search Circulation Cataloging Admin (-) Help

1 Local Administration |

— — Welcome wkna
Start Date: [2008-11-30 End Date: [2008-11-30 PH

(Y Y-MM-DO)
View reports for : |§F’Iainﬁe|d-GuiIford Township Public Library V|

Go!

Desk Payments

workstation cash_payment | check_payment credit_card_payment
PLFDP-CIRCDESKDZ2 72.6
PLFDP-CIRCDESKD3 4,85

User Payments

usr credit_payment | forgive_payment | work_payment goods_payment
plfd-circ 1.25
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Transit List

You can select to see either the item on their way to your library (Transit to)

vendy.evergreen.| | X:

File Edit Search Circulaton Cataloging Admin () Help

1local Administration | 2 Transits l

~ wTransit Filter
Transit Library
| Transit to w | | JCPLC Crothersville Branch w
Transit Date falls between Retrieve Transits
|Today R | |Today -7 days w

~ Transits
Actions for Selected Transits

Barcode Title Transit Destination Transit Source Transitted On Request Date. BB

37500003044787 Leatherheads JCPLC JCPLS 2008-11-29T15:12:07-0... 2008-09-30 L]
37500002193296 Christmas, pres... JCPLC JCPLS 2003-11-29T14:53:19-0...
34330511507058 The life of Eliza... JCPLC LBPLL 2003-11-29T08:41:18-0... 2008-11-286
34330512237083 The official 200... JCPLC LBPLL 2003-11-29T08:41:00-0... 2008-11-286
37500003045990 A Christmas sta... JCPLC JCPLM 2003-11-28T14:13:10-0... 2008-11-24
37500002358945 Anne of Green ... JCPLC JCPLM 2003-11-28T14:12:13-0... 2008-11-28
34194000515313 Living dead in D... JCPLC UCPLE 2003-11-28T09:36:22-0.,. 2008-11-28 T
34194000231598 Sea swept JCPLC UCPLE 2003-11-28T09:32:37-0... 2008-11-25
34194000664210 A Christmas pr... JCPLC UCPLE 2003-11-28T09:29:45-0... 20058-11-24
34207000796863 The six wives o... JCPLC APLSD 2003-11-28T09:00:50-0... 2008-11-286
34194000613779 A quick bite JCPLC FRPLB 2003-11-28T08:45:01-0... 2008-11-15
34207001163535 In the eye of h... JCPLC APLSD 2003-11-26T14:23:11-0... 2008-11-25
33946001790505 The observatio... JCPLC HMMPL 2003-11-26T12:21:33-0... 2008-11-25 3

< | ®

Or you can select the items your library has sent out (Transit From)

' whnapp@0WPLO-wendy.evergreen. £
File Edit Search Circulation Cataloging Admin ()  Help
1Local Admiristration | 2 Transits |
- ¥ Transit Filter

Transit Library

| Transit from % | | JCPLC Crothersville Branch v ) )

Transit Date falls bet Retrieve Transits

|T0day w | |T::da\cI -7 days w

~ T i
Print Transits Actions for Selected Transits
Barcode Title Transit Destination Transit Source Transitted On Reguest Date BB

37500002235311 Highland angel JCPLS JCPLC 2008-11-29T15:56:58-0... o

37500003046329 Pieces of my he... JCPLBKM JCPLC 2008-11-29T15:56:26-0...

37500002751910 The essential g... JCPLS JCPLC 2003-11-29T15:55:39-0...

37500003042688 Baby mama JCPLS JCPLC 2008-11-29T14:59:38-0... 2008-11-25

37500002591014 Halloweentown... JCPLS JCPLC 2008-11-29T13:40:29-0... g

37500002905483 The cable guy JCPLS JCPLC 2008-11-29T12:13:11-0...

37500002403943 October sky JCPLS JCPLC 2003-11-29T11:53:15-0... 2008-11-29

37500002779518 Uglies JCPLS JCPLC 2008-11-29T11:49:33-0...

37500002235311 Highland angel JCPLS JCPLC 2008-11-29T15:56:59-0...

37500003046329 Pieces of my he... JCPLBKM JCPLC 2008-11-29T15:56:26-0...

37500002779508 Spedials JCPLS JCPLC 2003-11-29T11:49:07-0... 2008-11-26

37500002580525 Wheo's afraid of... JCPLS JCPLC 2003-11-29T11:45:48-0...

37500002751910 The essential g... JCPLS JCPLC 2008-11-29T15:55:39-0... -

< | &
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Other Reports (including Overdue Notices and Circulation Reports) can be run by selecting Maintenance
Reports 2 Reports

The first thing you’ll need to do is create subfolders for your library
The choices you must make are

e Folder Name

e Share or Do Not Share

e If you choose to Share, with whom

It's a good rule of thumb to share your reports with your library system. Other libraries in Evergreen
Indiana will be sharing their reports to benefit the consortium. It’s also easier for the Evergreen
Helpdesk to troubleshoot if you’ve shared your reports. It’s possible that your library will never have to
write a new report.

You’ll create a subfolder in both Reports and Templates

1: wknapp@0WPLO-wendy.evergreen.lib.in.us

File Edit Search Circulation Cataloging Admin (-} Help
1 Local Administration |
You are logged in as wknapp
My Folders Manage Folder Contents ‘
a Templates
o .
‘.' SRE orts Wendy: created by wknapp
1 wendy (BzPLB)
View report output A
k Output
kﬂ iiendy (BZPLE] Limit autput to Pending ltems
Shared Folders No items to display
emplates
----- ¥ S admin LimitoutputtoCompleted Items
..... v a —
El_Templates ‘ ‘ . | . ‘ | . | |
(EG-IN) SelectﬂNun% report | run_time | complete_time | runner email folder | e
1) Holds (EGN 0 {%uﬂezons—ﬂ-za 20081126 .
) custamer e 1548 15:49 whnapp
EG-IN)
Holds 2008-11-26  2008-11-26
j ltem (EGAN O week | 1508 oo Wknapp 45
L Overdue Motice 2008-11-26  2008-11-26 N
Templates (EG-IN) O Holds ="0 - 1514 whknapp wknapp@library.in.gov 45
- Bib (EG-IN} — 78 davs P008-11-26  20N8-11-26 : . . . - b/
£ | >
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Within the Shared Folders Menu, there are dozens of reports you can use to run reports specific to your
library. Creating reports from templates requires only that you select certain data options. You can
then print or email the report. If you choose to email the report to another staff member, they will
receive a hyperlink they can use to access the report with their Evergreen Indiana Log in.

Open the Templates 2> admin—>El_Templates
The categories available include

e Holds Reports

e Customer Reports

e |tem Reports

e Overdue Notice Templates

e Bibliographic Reports

e Circulation Reports

e El Testing (we won’t deal with this category)

e Bills Reports

WEe’'ll look at a couple of templates and create reports for our library from these, starting with Customer
Reports
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Customer Reports

1: wknapp@0OWPLO-wendy.evergreen.lib.in.us

File Edit Search Circulation Cataloging Admin (-) Help
1local Administrah’onl
My Folders Customer: created by admin ~
O
Templates —_—
L= Reports @198 new report from selected templateﬂ Submit ]
IJ . —
\Wendy (BZPLE) Limit outputto | 10
¥ S output
Bl Wendy (BZFLE) | Selectﬂm:‘ name ‘ description ‘ create_time |owner‘
o A list of iterns chosen by owning
Shared Folders List of items library, ltern copy status, multiple
Y3 chosen by  fine stop reasons. Qutput is library
Templates owning library,  name, call number, title, itemn 2008-10-29
""" ¥ S admin ] Iten copy  barcode, shelving location, status, 0525 admin
..... Y3 El Templates status, Multiple lasted edited date, customer first '
EG—IN___p— fine stop and last name, customer barcode.
[EGIN) reasons Commonly used for Claims
1) Holds EG-N) —
‘J ustomer [ Total Users by Count of Users at selected 2008-10-10 oo L
(EG-ME Library libraries. 0917 —_—
-3 y
ltern (EG-IN I.E‘G”m Ufgev; List of new card per specified date  2008-10-01 dmi
L Overdue Motice Ly CT_E:r s by range. 1517 B
Templates (EG-IN) prafile.
e i List of Users at selected libraries,
Bib (EG-IN List Users by broken down by Profile Group, 2008-09-30 )
0 [ admin
L Circulation Profile Group  Library Card, Mame, Address and 13:47 —
(EG-M) Expiration Date. 3
Y

Note that the Template Name and description provide a lot of detail for what kind of report you’ll get.

When you select the template you want to use, you’ll Create a new report from selected template
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The first required field is the report name.

1: wknapp@0OWPLO-wendy.evergreen.lib.in.us

Evergreen Indiana Admin Training

X

File Edit Search Circulation Cataloging Admin ()  Help
1 Local Administration |
- =
My Folders Template Name: Count of new library cards by profile. =
O Templates Template Creator: admin
» Reports Template Description: | List of new card per specified date range.
> 0 ouput Reporthame: | | CGERGSIN
Shared Folders
v aTem |ates Report Description: |
¥ Sadmin
W3 Short (Policy) Name
El_Templates -
(EG-IN] Report Columns: G“fjs::.ﬁ rﬁ?:‘m“ LAELD
U Holds EG-IN} User D
" Custormer ) -
(EGIN) Pivot Label Column: | —-Select One (optional) -+ |
U ttem €G-
Pivot Data Column:
-0 Overdue MNotice -
Templates (EG-IM) Selected Folder:
) R (Choose a folder to
Bib (EG-IN store this report Y3 Report Folders
Circulation definition: ]J Wend
EG-IM) =t
-] )
= PE'::;'S“” | Column | Transform [Action| User Params | =

8

Next, though less obvious, you have to select the folder to store this report definition. When you have
selected the folder, it will appear as the bolded Selected Folder

1: wknapp@0WPLO-wendy.evergree

File Edit Search Circulaton Cataloging Admin (-} Help
1Local Administration |
—
My Folders Template Name: Count of new library cards by profile. i
0O Templates Template Creator: admin
» 0 Reports Template Description: | List of new card per specified date range.
(= Output Report Name: MNew Library Cards
Shared Folders
v aTem |ates Report Description: . |
""" ¥ S admin
..... v Short {Policy) Name
El_Templates a
Record Creation Date/Time
[EGAN) Report Columns:
Group Name
1 Holds Ec-) —
U customer ) -
(EGAN) Pivot Label Column: | - Select One (optional) - V|
]_1 Y
ltern (EGIN Pivot Data Column:
Overdue Motice
Templates (EG-IN) [
-0 (Choose a folder to
Bib (EG-N store this report
Circulation definition:
EG-IM)
-0 )
rl:r*E||rst|?.Stm | Column | Transform |Acﬁon| User Params v
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Next we choose the parameters (the date and our library)

* 1: wknapp@0WPLO-wendy.evergreen.lib.in.us | EI[‘S__(I
File Edit Search Circulaton Cataloging Admin (-}  Help
1Local Administration |
Ela-iid) | — ~
- ) 2
£ Glilr\tjestm Column Transform |Action User Params
1 Bills (EcAny RealDate v
“# J Georgia PINES 2008-11
Templates (EG-IM) [mm
[ ucpl-globaladmin ILS User -= Record Creation Year + In list €
ucpl-globaladmin )
. 5 Date/Time Manth nist boos-11
¥ jcpl-globaladmin
> Reports
D) output
[ D -
UCPL B
UCPLE
ZPL =
v
ILS User -= Home Library Raw Data  |In list B
Output Options
h

And we’ll choose the Output options

For all reports, it's a good idea to choose the CSV output

For the training, go ahead and run the report ASAP, so we can get the results
If you can access your email, go ahead and send the report to yourself

And choose the Output subfolder you created

[=I[ES)

* 1: wknapp@0WPLO-wendy.evergreen.lib.in.us

File Edit Search Circulaton Cataloging Admin (-}  Help
1Local Administration |
| | | ||&
Output Options
- Excel Output
o [Clcsvoutput
« [AIHTML Output
o Bar Charts
o [Line charts
Recurring Report: F
Recurrence Interval: I:I I:I
Run ASAP or at: | | at| |
Send completion . 5
notification to this |wknapp@||brary.|n.gov |
Email address:
Choose a folder to Selected Folder: Wendy
store this report's ¥ = Qutput Folders
loutput:
Save Report :
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When you Save the Report, if you filled in all the required fields, you’ll get the following notification
The page at http://evergreen.lib.in.us says: E|

{ ! .'E. Action Succeeded

Clicking OK will take you back to the template list. You’ll need to navigate to the Output folder you
created earlier, and chose as the folder to store this report’s output.

WHIE whknapp@0WPLO-wendy.evergreen.lib.in.us

File Edit Search Circulaton Cataloging

Admin () Help
1 Local Administration |
Print Page
You are logged in as wknapp **
fy Folders Manage Folder Contents ‘ Manage Folder |
J Templates

» O Reports Wendy: created by wknapp

y3

output (L‘ :
View report output “ ||_Submit

1) wenay B2PLB) N (PO O

Limit outputto | 10+ | Pending Items
Shared Folders . - =
Y S emplates No items to display
e 3 20min
S ucpl-globaladmin Limit output to Completed ltems
4= cpl-globaladmin _ n .
|Se|ectﬂ NUn% report ‘ run_time |complete_nme | runner‘ email |folder|error_texl|exce|_fonﬂat htmi_format | csv_format
4= Reports T
@ Lib 2008-11-30  2008-11-30 o " lib . 45 t t f
Output éarag 1913 1913 wknapp wknapp@library.in.gov
280ayS 5405 1135 2008-11-26
[F] ovegiue 15:48 15:49 wknapp 45 t t f
Holds 2008-11-26  2008-11-26
o week 1526 1505 WKN3pp E L : 7 .
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You’'ll see the bar graph, because we left that option checked. Then you can view the tabular output
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(and see that in the Evergreen window) or the CSV output, so you can sort and reformat. Click the Excel

Output.

|° 1: wknapp@BZPLB-Wendy.evergreen.lib.in.us

File Edit Search Circulation  Cataloging

1 Local Administration | 2 Report Cutput: LibraryCards Training 1130

Admiin

LibraryCards Training 1120

Tabular Qutput -- C5W Dutput

LibraryCards Training 1130

106

=11 -- HonResident
-= 2005-11 -- PLAC

ssionalNenResident

005-11 -- Resident

-- 2005-11 -- SIP
- 2008-11 —- Terp

You could open the output spreadsheet or save it. A sample of the output report follows:

(Oa) D)
il N
J Home Insert Page Layout Farmulas Data Review View Add-Ins @ - =7 X
o 1 SIE = = 5
J & Kcial e o ||| S B R P fﬂCondmona\Formamng = Insert z %? \ﬂ
e . {55 Format as Table ~ 3 Delete - | (3]~
£ = - A= i - = | < .00 T ~ Sorta& Find &
e ] |B LT - ISR Sl B8 - % o || 5% [ Cell Styles - £ Format = || (2~ FiTter' s:;‘mv
Clipboard = Font F Alignment F Mumber [a Styles Cells Editing
| D7 -0 £l1 l#]
A B & D E F G H J K M b
1 |Short (Policy) Record Creatior Group Name  User ID
2 HMMPL 2008-11 MNonResident 1
3 HMMPL 2008-11 PLAC 5
4 HMMPL 2008-11 ProfessionalNot 2
5 HMMPL 2008-11 Resident 106
6 HMMPL 2008-11 SIP 1
7 |HMMPL 2008-11 Temp 1

Updated October 2009
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Next, choose the Circulation Templates from the EI Admin template shared folder.

Choose Monthly Circ by Circulation Modifier

Name the report (use training and the date in the title)

Choose the folder to store this report definition (the one you created)

In the User Parameters, you will add the library and choose a date
Select the Output Options (CSV, HTML, and Bar Charts) checked

For this training, run the report ASAP

Send the email notification to yourself.

And choose the folder to store this report's output (the one you created)
Save the Report

When you see Action Succeeded, you'll be redirected to the template page
e Navigate to your Output subfolder
e Select the Circ Modifier report you just created
e Nextto View Report Output, click Submit

When you see the bar chart, you can select the tabular output to view that this time.

Remember CRTL + W closes tabs

Check your email to see that you have two emails (one for each report created). Each one will
have a URL which you can use to access the reports.

| Report Completion Hotification : Count of new library cards by profile. -- LibraryCards Training 1130 - ... g@

! File Edit “iew Insert Format Tools  Ackions  Help

- Reoly | (SfReplyto &l | (G Forward [ o | Ld | W |G X |4 - ¥ - A aG | @ L
From: evergreen@evergreen.lib.in.us Sent:  Mon 12/172003 10028 AM
To: Knapp, Wendy

Cc:
Subject:  Report Completion Mokification @ Count of new library cards by profile, -- LibraryCards Training 1130

Your report, named [Count of new library cards by profile. -- LibraryCards Training L
1130] , was scheduled to run at 2008-12-01 10:27:48.316262-05 and completed at 2005-12-01 |
10:27:51.619991-05.

It iz available for wviewing at the following URL:

https://evergreen. lib. in.us/reporter,//212/738/ 1810/ report—data. html

If vou have any general questions, please contact the helpdesk staff.

Thanks,

Clark Eent, wour friendly neighorhood reporter.
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Also in the Local System Admin

Library Configuration

Closed Dates Editor
®  You can set single dates that the library is closed (most holidays)
=  You can set multi dates that the library is closed (for a remodel)
= You can set details (if you check out equipment for a few hours)

Copy Locations Editor
= Don't use any of the Copy Locations that are El xxxxxxx
= |f you create new Copy Locations—tell your catalogers. Catalogers use these copy locations in
templates.

Library Settings Editor
= Set the OPAC and Staff Inactivity Time Outs (IN SECONDS)
O 5o 5 minutes is 300
= Lost Materials Processing Fee
0 The consortium sets this fee, so leave this alone.
= Default Item Price
0 There is no consortium setting for this, but because libraries have so many item types,
it's better to leave this alone.
= Add the email address you want the patron notifications to be from
0 This email address is set up at the time of migration. If you ever change it, make a
request via the Help Desk, so it can be changed.

Noncataloged Types Editor
=  This will populate the menu your circulation staff will see when checking out.
= Thisis a place to put your non-barcoded magazines, board books, etc.
= At check-out, the clerk will select the type of material, and then enter the number of that type
being checked out. So the patron's receipt will show they have 3 Magazines checked out and
due back in 3 weeks.

Statistical Categories Editor
=  You can use the Patron Stat Cats to enter the township your patrons live in
=  Enter the Name: Township
= Leave OPAC visibility off
= Select your Owning Library at the Library System level
= Select Patron for type of Stat Cat
0 Add the entries (the names of townships) to the new "Township" Patron Stat Cat

Workstation Configuration
Printer Settings Editor
= Check your default printer (stays with the computer, not the user logged in)
=  Print the test page (use the Cute PDF writer or other image software for training)
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Another Admin Function

Receipt Template Editor

* 1: wknapp@OWPLO-wendy.evergreen.

Ele Edit Search Circulaton Cataloging
1 Local Administration ‘ Operator Change: New
Offine Transaction Management
Download Offiine Patron List
Local System Administration
Local System Administration User Permission Editar
Survey Wizard
For developers (... L3
.f7/ -
Workstation Configuration Library Configuration Maintenance Reports
Global Font and Sound Settings Closed Dates Editor Pull List for Hold Requests (Testing)
Printer Settings Editor Copv Locations Editor Pull List for Hold Requests (Classic) (Testing)
Library Settings Editor Beports
Non Cataloged Tvpes Editor Cash Reports
Statistical Categories Editor Transit List L
A

Let’s add some information to the Checkout Receipt:

* ' 1: wknapp@0WPLO-wendy.evergreen. lib.in.us

File Edit Search Circulation Cataloging Admin (-)  Help
1Receipt Template Editor
Templates
1D Actions
(e (e ] [(omi ] Sesreio S oy o oo
o I I [ Matros ] [gave Locally ] Sereed ]
Import ]
Preview Header
' .-- A Wel to YeLIBRARY %! <br/=
Welcome to Odon W uﬂce}pleck Branch! Yoeucg:giked out the fDIIowingrihems: <hr/=<ol=
You checked out the following items:
1. Peace comes to Castle Oak Line Item
Barcode: 3635300990263 Due: 2006-08-23 <li»Tbtitle Yo <br/>
2. The robber barons : the great American capitalists, Barcode: %tbarcode®: Due: %due_date%
1861-1901 L
Barcode: 33207002163014 Due: 2006-09-06
3. Katy no-pocket Footer
Barcode: 33034001434539 Due- 2006-09-06 <folx<hr [>%SHORTMAME % %TODAY_TRIM%a<br/ = S
o : You were helped by %STAFF_FIRSTMAME %a<br /> b
4. King's Castle <br/> 3
Barcode: 31039000791757 Due: 2006-09-06 b —
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To the footer add closing dates for an upcoming holiday

* ' 1: wknapp@OWPLO-wendy.evergreen.lib.in.us | §|r>__<|
File Edit Search Circulaton Cataloging Admin (-} Help
1Receipt Template Editor
Templates
D Actions
Mame | checkout v| [ Preview ] [ Default ] Be sure to "Save Locally” before export
Type | [ Macros ] [ Save Locally ] Seeed ]
Import ]
Preview Header
T m A Welcome to %6LIBRARYG! <br/>
Welcome to Odon W mke}pleck Branch! ‘fou checked out the following items: <hr /> <ol=
You checked out the following items:
1. Peace comes to Castle Oak Line Item
Barcode: 3635300990263 Due: 2006-08-23 <li=tite Yo<hr/>
2. The robber barons : the great American capitalists, Barcode: %tbarcode®t Due: %edue_date®t
1861-1901 L
Barcode: 33207002163014 Due: 2006-09-06
3. Katy no-pocket Footer
Barcode: 3034001434539 Due: 2006-09-06 Slol><ir > %SHORTNANEY: 24TODAY.TRIN % <o/ > A
4. King's Castle O | s
Barcode: 31039000791757 Due: 2006-09-06 A —

View the change in the preview

* 1: wknapp@0OWPLO-wendy.evergreen.lib.in.us

File Edit Search Circulation Cataloging Admin (-)  Help
1Receipt Template Editor
Templates
D Actions
Mame | checkout v | [ Preview ] [ Default ] Be sure to "Save Locally” before export
Type | [ Macros ] [ Save Locally ] Export ]
Import ]
Preview Header
1861-1901 b Welcome to %eLIBRARY %! <bryf>
Barcode: 33207002163014 Due: 2006-09-06 You checked out the following items: <hr/><ol>
3. Katy no-pocket
Barcode: 33034001434539 Due: 2006-09-06
4. King's Castle Lredmm
Barcode: 31039000791757 Due: 2006-09-06 <li=%title Yo <br/>
5 Katv no—pocket Barcode: %tbarcode¥s Due: Yedue_date¥:
Barcode: 33034001434539 Due: 2006-09-06
Footer
OWPLO 2008-11-30 19:55
. <fal><hr [>%SHORTNAMEY: %TODAY_TRIM%:<br/> ~
= LS 2 ‘You were helped by %%STAFF_FIRSTMAME%a<br/=> b
Library will be cosed 12/24 and 12/25<br/= Z
v >

Updated October 2009



To add this to each computer that will check out to patrons, first choose Save Locally

* 1: wknapp@0OWPLO-wendy.evergreen.lib.in.us
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File Edit Search Circulation Cataloging Admin (-)  Help
1Receipt Template Editor
Templates
D Actions
Mame | checkout v| [ Preview ] [ Default Be sure to "Save Locally” before export
Type | Macros Save Locally Export ]
Import ]
Preview Header
1861-1301 b | Welcome to %GLIBRARY %! <br/>
Barcode: 33207002163014 Due: 2006-09-06 You checked out the following items: <hr/><ol>
3. Katy no-pocket
Barcode: 33034001434539 Due: 2006-09-06
4. King's Castle Lredmm
Barcode: 31039000791757 Due: 2006-09-06 <li=etitleYo<br/>
5 Katv no—pocket Barcode: %tbarcode¥s Due: Yedue_date¥:
Barcode: 33034001434539 Due: 2006-09-06
Footer
OWPLO 2008-11-30 1935 <jal=<hr />%SHORTNAME%: %TODAY_TRIM%:<br/> ~
You were helped by Wendy You were helped by %STAFF_FIRSTNAMEYs<br /> B
Library will be closed 12/24 and 12/25 . | Library will be cosed 12/24 and 12/25<br/= e
) v by

You can then Export the file to a flash drive

* 1: wknapp@0OWPLO-wendy.evergreen.lib.in.us

File Edit Search Circulation Cataloging Admin (-)  Help
1Receipt Template Editor
Templates
D Actions
Name | checkout v | [ Preview ] [ Default ] g - i
Type | [ Macros ] [ Save Locally ] Export
Import ]
Preview Header
1861-1301 b | Welcome to %GLIBRARY %! <br/>
Barcode: 33207002163014 Due: 2006-09-06 You checked out the following items: <hr/><ol>
3. Katy no-pocket
Barcode: 33034001434539 Due: 2006-09-06
4. King's Castle Lredmm
Barcode: 31039000791757 Due: 2006-09-06 <li=etitleYo<br/>
5 Katv no—pocket Barcode: %tbarcode¥s Due: Yedue_date¥:
Barcode: 33034001434539 Due: 2006-09-06
Footer
OWPLO 2008-11-30 1935 <jal=<hr />%SHORTNAME%: %TODAY_TRIM%:<br/> ~
You were helped by Wendy You were helped by %STAFF_FIRSTNAMEYs<br /> B
Library will be closed 12/24 and 12/25 . | Library will be cosed 12/24 and 12/25<br/= e
K d /23 3 v
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You can log onto each computer that does checkouts, go back to the Admin-> Receipt Template Editor,
and Import the file you saved to the flash drive

* 1: wknapp@0OWPLO-wendy.evergreen.lib.in.us

File Edit Search Circulation Cataloging Admin () Help
1Receipt Template Editor

Templates

I Actions

Mame | checkout v | [ Preview ] [ Default ] Be sure to "Save Locally” before export

Type Export

52 | [ Macros ] [ Save Locally ] S

Import

Preview Header

1861-1901

| >

Welcome to %eLIBRARY %6! <br /=
Barcode: 33207002163014 Due: 2006-09-06 You checked out the following items: <hr/><ol>

3. Katy no-pocket
Barcode: 33034001434539 Due: 2006-09-06

4. King's Castle Lredsm
Barcode: 31039000791757 Due: 2006-09-06 <li=etitleYo<br/>
5. Katy no—pocket Barcode: %tbarcode¥s Due: Yedue_date¥:

Barcode: 33034001434539 Due: 2006-09-06

Footer
OWPLO 2008-11-30 19:55
; <jol><hr [>26SHORTNAME: %TODAY_TRIM6<br/> ~
You were helped by Wendy You were helped by %STAFF_FIRSTNAMEYs<br /> B

Librarv will be closed 12/24 and 12/25 Library will be dosed 12/24 and 12/25<br/>

54|

Some helpful HTML:
= <br /> for line breaks
= <hr /> for horizontal lines
= <tr>means Table Row
= <td> means Table Data
= <img src="URL for an image">
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The reports in Evergreen Indiana Templates

Inventory:

List of items by copy status, circ modifier and locations with status as first field mark Il

Listing of all items by copy status, circ modifier and copy location; with filter on Copy Location and
status. Display is Status, Title, Author, Barcode, Call Number, Circulation Mod, Shelf Location
Available, Bindery, Cataloging, Checked out, Damaged, Discard/Weed, ILL, In process, In transit, Lost,
Missing, On holds shelf, On order, Reference, Reserves, Reshelving, Temporarily Unavailable

Count of items in a "status" on day run by status and locations
Count of all items by copy status with filter status to be used for inventory.

Annual Report Templates:
FY Circ by date range and library
FY Circ

Yearly Circulation Counts

Count of circulations at selected libraries by month and shelving location. Use this for "Total circulation
of all materials" and "Total circulation of children's materials". Choose year and all shelving locations for
"total". Choose year and "children's" shelving locations for "childrens circs".

Monthly circulation counts by shelf location and filtered by org unit. (repaired)
Count of circulations at selected libraries by month and shelving location

Holds:

Stale Hold Report (ESI version)
List of patrons with unfilled holds by pick up library and hold capture date range. Display of pickup
library, title, author, patron barcode, patron name, hold type, and hold placement date.

Idle Holds
Holds older than given date that remain unfilled.

Hold count by date range
Count of filled holds on titles by pick up library. Display of pickup library, number of holds without
canceled holds.

Hold Based Purchase Alert New
Count of unfilled holds on titles by pick up library. Display of pickup library, title, author, number of

holds, number of copies library owns, and date first hold was placed.

Cleans Holds Shelf - HMMPL (clone)
Determines cancelled holds from previous day. This report will also include staff cancelled holds.
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**This report actually gives you the holds that have been on the shelf for 7 days, and no one has
picked them up. **

Unfilled Holds (test)
List of patrons with unfilled holds by pick up library and hold placement date range. Display of pickup
library, title, author, patron barcode, patron name, hold type, and hold placement date.

Customer:

Inactive Patrons
Patron Name, Barcode listing for those with "Inactive" flag set.

Aged Claims Returned using Circ source. Corrected to work right HMMPL

This report will show all items that are currently with a fine stop reason of "CLAIMSRETURNED" and a
check in date and time of null. The output is org name, call number, title of item, item barcode, shelving
location, copy status, last edited timestamp, first and last name of customer last holding item and item
barcode.

Patron Mailing Addresses
Report of all patrons with names and mailing addresses for mailing label creation. Filter by "home
library" Organizational Unit ID

Patron requested checkout history
Report for patrons who request to know what they have recently checked out from the library.

Patron Barcode Range
Listing of all barcodes in use by patrons, filtered by library

List of items chosen by owning library, Item copy status, Multiple fine stop reasons

A list of items chosen by owning library, Item copy status, multiple fine stop reasons. Output is library
name, call number, title, item barcode, shelving location, status, lasted edited date, customer first and
last name, customer barcode. Commonly used for Claims returned

Total Users by Library
Count of Users at selected libraries.

Count of new library cards by profile.
List of new card per specified date range.

List Users by Profile Group

List of Users at selected libraries, broken down by Profile Group, Library Card, Name, Address and
Expiration Date.
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Item:

Adult Materials Usage Report (HMMPL)
List items with total use count filtered by library, creation date, shelving location and on and before a
selected date. This is for use counts circulated from Evergreen and SIRSI.

List of items by copy status, circ modififer and locations

Listing of all items by copy status, circ modifier and copy location; with filter on Copy Location and
status. Available, Bindery, Cataloging, Checked out, Damaged, Discard/Weed, ILL, In process, In transit,
Lost, Missing, On holds shelf, On order, Reference, Reserves, Reshelving, Temporarily Unavailable

List item with a Total Use Count by Item Creation Date by entering the barcode of the item HMMPL
W/Circ Modifier

List items with total use count filtered by library, circ mod, creation date, shelving location, on and
before a selected date selected by barcode. This is for use counts circulated from Evergreen and SIRSI

List item with a Total Use Count by Item Creation Date by entering the barcode of the item HMMPL
W/Circ Mod

List items with total use count filtered by library, circ mod, creation date, shelving location, on and
before a selected date selected by barcode. This is for use counts circulated from Evergreen and SIRSI

List of items by copy status and locations

Listing of all items by copy status with filter on Copy Location and status.

Available, Bindery, Cataloging, Checked out, Damaged, Discard/Weed, ILL, In process, In transit, Lost,
Missing, On holds shelf, On order, Reference, Reserves, Reshelving, Temporarily Unavailable

List of "Claims Returned" items with claiming patron
Listing of all items marked "Claims Returned" and the patron who claimed the item returned

Listing of Items added between chosen date
Listing of Items by added between two chosen dates. Display of library, circ modifier, author, title, call
number, barcode, creation date.

Item Barcode Listing
List of all item barcodes in use

Total Items Count by Library
Count of total items at selected library broken down by circ mod and shelving locations

Out-of-circ items without deleted items

List of items by status (lost, missing, damaged and Bindry) with home shelving locations, circ modifier,
notes and ISBN. This is run daily.

Overdue Notice Templates:

Items overdue since before given date
Used for finding items "long" overdue.
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Long Overdues "Between" dates and Circulating Library
Used for creating 28 and 45 day overdue mail merge

Bib Templates:

List of Items A to Z with barcode

List of items by status, call number, title, barcode, shelving location, copy status and last edit date.
Note: if you run an intransit status from this template, the date last edited is not the date the item was
put in transit. You must use a different template type for transit date information.

Total Bib\Titles Count by Library
Count of total Bib\titles at selected library

Circulation Templates:

Item Usage Count by Barcode
Count of checkouts for a user supplied barcode.

Daily Circ by Circulation Modifier and Shelving Location
Count of circulations at selected libraries by day, broken down by circ modifier and Shelving Location.

Monthly circulation counts by shelf location and filtered by org unit and copy location name.
Count of circulations at selected libraries by month and shelving location. Select 1 or multiple shelving
locations.

Monthly circulation counts by shelf location and filtered by org unit. (repaired)
Count of circulations at selected libraries by month and shelving location

Monthly Total Circ by Profile for PLAC cards by Zip
Count of circulations at selected libraries by month by profile PLAC and Zip.

Monthly Total Circ by Profile OTR
Count of circulations at selected libraries by month by OTR profile.

Patron by Patron Items Out Count
Count of items out by patron barcode, Patron Home Library, Circulating Library. Filtered by Library Org
Unit. (CSV Output Reccomended)

Monthly Total Circ by Profile
Count of circulations at selected libraries by month by profile.

Total Circ date
Count of circulations at selected libraries by selected date.

Monthly Circ by Circulation Modifier and Shelving Location
Count of circulations at selected libraries by month, broken down by circ modifier and Shelving Location.
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Monthly Total Circ by Circulation
Count of circulations at selected libraries by month.

Monthly Circ by Circulation Modifier
Count of circulations at selected libraries by month, broken down by circ modifier.

Bills Templates:

Daily Detailed Payments Received
Detailed cash report by payment per transaction within date range. Note: this does not include forgive,
work, voids, and future goods payments.

Monthly Detailed Payments Received

Monthly detailed cash report by payment per transaction from X number of months ago. Note: this
does not include forgive, work, voids, and future goods payments.

Detailed Payments Received by date range

Detailed cash report by payment per transaction within date range. Note: this does not include forgive,
work, voids, and future goods payments.

Monthly Statistics Templates:

Monthly circulation counts by shelving location
Count of circulations at selected libraries by month and shelving location.

Count of users by profile, filtered by library, "registered on" dates
Count of patrons registered by user home library. Filter out patrons registered after a given date.

Total Circ by Profile for PLAC cards by Zip in monthly time range
Count of circulations at selected libraries by Time Range by profile PLAC and Zip.

Monthly Total Circ by Profile for PLAC cards by Zip and Legacy Catl and Cat2 fields
Count of circulations at selected libraries by month by profile PLAC, Legacy StatCat and Zip.

Count of users by profile, filtered by library, "registered on" date
Count of patrons registered by user home library. Filter out patrons registered after a given date.

Count of users by profile, filtered by library - Filter by age range
Count of patrons registered by user home library. Filtered by only patrons aged 18 and older.

Number of items (count) by shelving location
Total items counts using a before creation date and displaying library and shelving location.

Count of users by profile, filtered by library
Count of patrons registered by user home library
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Collection Agency Templates:

Long Overdues Greater Than so many days and Circulating Library shelving
Used for looking at the items check out greater than some number of days

Long Overdues "Between" dates and Circulating Library
Used for creating 28 and 45 day overdue mail merge

Long Overdues Greater Than so many days and Circulating Library
Used for looking at the items check out greater than some number of days

Transits Templates:
Where are my items? (Revision 2)
A report to locate items that are currently in transit, where they are at the time of reporting, and an

anticipated due date on the current open circulation.

Items In Transit to other libraries by month

Miscellaneous Templates:

Shelving Location listing
Listing of shelving locations at selected libraries

Org Unit Listing
Listing of libraries by name, short name and org_unit

Listing of all EI Short Names with contact information
Contains full name, shortname, mailing address, email address and phone number.

List of Items by Fines Stopped Reason

List of items filtered by a fines stopped reason and date. NOTE: You must enter the fines stopped
reason with all caps and exactly like this - CLAIMSRETURNED, LOST, and MAXFINES

Stat Cat Templates:
Stat Cat Search HMMPL

List items with total use count filtered by library, is deleted and Stat Cat ID. This is for use counts
circulated from Evergreen and SIRSI
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A common error

If you lose your network connection (training on a wireless network, this can happen), you’ll see the
following errors:

Network Failure 1

(9 Metworkfserver failure. Please check your Internet connection to evergreen.lib.in.us and choose Retry Network. If you need to enter Offine Mode, choose Ignore Errors in this and subsequent dialogs. If you believe this error is due to a bug in Evergree
l'f/ method=open-ils.drc. transit.retrieve_by_lib

params=["6e 53fa35e80ef762960f79ccc22969ac”, 447, "2008-11-23T23: 59:53-05:00%, "2008-11-30T00:00:00-05:007]

THROWN:

Metwork Failure: status = &amp;amp;amp;amp;ltunknown&amp;amp;amp;amp;at;

service=open-is, crc&amp;amp;amp;amp;amp; method=apen-ils circ. ransit. retrieve_by_lib&mp;amp;amp;amp;amp;param=%226e53fa35e80ef 76 29601 79ccc229659ac % 228amp; amp; amp; amp; amp; param = %2244 %2 28amp; amp; amp; amp;amp; param =*

STATUS:

&amp;amp;amp;amp;/t;unknown8amp;amp;amp; amp;at;

Also, yns_alert failed: Error: File not found: fib/utwindow.js
Also, yns_alert failed: Error: File not found: ibfutil/window.js
Also, yns_alert failed: Error: File not found: libjutil/window.js
Also, yns_alert failed: Error: File not found: ibfutil/window js

Also, yns_alert failed: Error: File not found: ibfutl/window.js
[] check here to confirm this message

| Retry Network |

] FIXME: If you encounter this alert, please inform your IT/ILS helpdesk staff or your friendly
)_,'-/I Evergreen developers.

Sun Mov 30 2008 17:37:16 GMT-0500 (Eastern Standard Time)

refrieving transits

Also, yns_alert failed: Error: File not found: libfutil fwindow. js
[] chedk here to confirm this message

| Ok | [ Debug Output to send to Helpdesk
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