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Circulation

Check Out (CKO)

Click the Circulation folder on the Navigation bar.
Click Open CKO Window.

D Searching

D Boquisitions

+ D Catalaging

Ea Circulation

Open CKI Windew
Open CEO Wiindow

% Circulation Raorts
CSA Fill

D Circulation Control Me

D Irwentony

+ D Reserve Bookroom

D Serials

At the CKO window, enter the borrower barcode (not the item barcode).
If the barcode is unknown, search for borrower by name or SS# (or Student ID#) by pressing F4.

Borrower Barcode
ttem or Borrower Barcode 1009903057754

type tern_status  CKO Date/Due DatefCKO LociTime

If the borrower has blocks the block window appears. Blocks may or may not restrict borrower from
checking out material depending on type of block and library policy.

— To discontinue check out, click “No CKO” at bottom of screen and have borrower resolve blocks
— To continue CKO, click the CKO button.

— To view details of each block, click the “Detail” button.

Eorrawer L. ILL Amt. Dug 54.40
Overdues 0 Owerdue Accrued Amt 0.00
Block Type  Date Time: Amount  Location CKO Location
E— 1. Damaged 2500 pe weater damage ;l
0220104 O1:065FM
2. Fine 100 pe 4 dictionany of symbols ¢ pe
ret 022004 12:06PM  BFIG23.59 0613 pc 0005906355430
3. Fine 040 pe The voyage of the Dawn Treader/ pe
Juw 03104 D2A1FM PZ7.LS8474 Wo 1994 pc 0003909621477
4. Lost 2300 pe Justice pe
leiread 022004 0Z0SFW  LEISURE READING FICTION pc 00039051 81260
&. Lost Pracessing Fee 500 pe Justice pe
leiread 0220004 0Z0SFWM  LEISURE READING FICTION pc 00039051 81260
& Message to Bomower pe talkta staff

02720004 02:33FM

Selection Blocks 8
Detalll CKD | Mo CKOl Paymaml H\storyl Change At

Checkout .n’-‘iEunenlBlocksI




A Maximum Exceeded screen may appear. It lists what maximums are exceeded.
Click Cancel or Override according to library policy.

Borrawer  FCILL Amit. Due 54.40
Owerduss 0 Cverdue Accrued Amt. 0.00
Block Type  Date Time Amount  Location CHO Location
Z_—* 1.Damaged 500 pc water damage ;l
0220004 O1:05FM
2. Fine 100 pe & dictionany of symbols / pc
ref 02720004 1205FM BF1623.59 613 pe 0008906855430
3. Fine 040 pe The woyage of the Dann Treader s pc
Juw 031104 _ x| pe 0008808621477
4. Lost Justice pc
leiread 02/z0i04 Maximum Exceeded! pe 00093031 51860
5. Lost Processing Fee i e mered el Justice pc
leiread 02120004 hasthavel been exceeded pe 00088051 81260
£ Message to Bomower talkto staff
0220404 ¥ s, tems Out

hax. Overdues
Max. Days Owerdue

-

ax. Fines
¥ Wax. Days with Fines
e, Lost
azx. Claim Returned

Cancel Ovettide

Selection Blocks B

Detail | CKO I Mo CKOI Paymer'rtl Historyl Change Amt

5] Checkout ny-aiEurrentElncksl

The borrower screen appears showing borrower name and barcode.
The Item barcode may now be entered.

Borrower  FC. ILL (il - Interibrany Loan] Barcode 1003803057784
tem or Borrower Barcods
I' ftype  Due Dateftem_status Time/CKO Date/CKO Loc
Selection tems Checked Out 0
Blocks | Edft ftemm A Rems Out | Clear

Checkout



Additional Maximum Exceeded screens appear noting each specific maximum exceeded.
Continue to CKO by clicking “Override” or “Cancel” (depending on library policy).

Baorrower  PC.ILL [ill - Interlibrans Loan] Barcode 1009303057754

temn ot Borrower Barcode IUUUQEH 0032265

ltype  Due Datedtemn_statusMime/C kKO DatefCKO Loc

| x|

Maximumn Exceeded!

Toorany iterns checked aut,

Eorrower typa ill

Items checked out 22

Check out maximum 10
Cancel Drwerride

When the item(s) are checked out the title, due date, item barcode, owning location, collection, call#,
item type, status, date checked out, and the check out location are listed.

Borrawer  PC.ILL (ill - Interlibrary Laan] Barcode 1003803067754

ttern ar Borrawer Barcods

fype  Due Dateftern_statusTime/CKO DatefCKO Loo

5> 1. lonlysaythis because | love you : howthe waywe 054204 =
0009910032268 soc general
HE 734 T2 2001 bk Checked out 0472104 pc

Selection ftem= Checked Out 1
oK I Blocks | Eciit tem I Al kems Out | Clear I

@ Checkout I% Search for. |-k Bibliographi |Q Copies |

Date Due slips (single item or multi-item receipts) will automatically print.
If they don’t, click on File on the Menu bar and click Single or Multi-item slip.



If the borrower screen stays up over a specified number of seconds (currently set at 240), the Circ
Timeout window appears.
Click “Yes” if it is the same borrower, and continue CKO, or, No if it’s a different borrower.

Borrower P ILL (il - Interlibrary Losn)

ttem or Borrower Barcode 000931 0457550

Barcode 1003903057764

type  Due Dateditern_statusMime/CKO Date/CKO Loc

=

HE 734 T23 2001

T=p> 1.0 only saythis bacause | love you : how the way we 054204

0003510032268 soc general

bk Checked out 042104 pc

Cire: Timneout !

More than 240

secands have passed since the bomower

was identified in Checkout.

Sdill the same bomower?

Yes Mo I

Selection
ok | eocke |

ot tem |

ftems Checked Out

Atens ot | clear |

1

B Checkout |2 Searchfor: ] 2 Biblographi @& Copies |

When finished, the number of items checked out during the session is listed at the bottom center of

the screen.

To view all items the borrower has out, click the All Items Out button at the bottom of screen.

Borrower  FC.ILL [ill - Interlibrany Loan)

tter or Borrower Barcode I

thype

Barcode 1009302057724

Due Datesftemn_statusMime/CKO Date/CKO Loc

1. L only say this bacause | lowe you : how the way we

05M 204

000331 0022268 144 general
HG 724 7232 2001 bk Checked out 04721104 pe
2. Don't ask unless you really want to know 05M 204
0003310427520 pc general
B123 F45 2004 bk Checked out 04721104 pe
=5t 3.1 only say this because | love you : how the waywe  D5/1204
0003303226939 qoi general
HO724 T22 2001 bk Checked out 04721104 pe
|
Selection I tems Checked Out 3
Ok I Blocks | Edit ttemn | Al ftemz Out | Clear |
@ Checkout |-_§ Search far: | Sy Bibliographi. | G, Copies |




A list of “All Items Out” is displayed.

Barrower

tterm or Borrower Barcode I

P, ILL (ill - Interlibrary Loan]

Barcode 1009302057724

RC4E4 K36 AZZ 2000 3219 vhs

Checked out 040204 pc

ftype  Due Dateftern_statusMime/CKO Date/CKO Loc
'.Z:“,) 1. Justice 010504
0003303151560 pc leiread
LEISURE READING bk Lost 0213204 pc
2. The last Algonquin £ 034 2004
00033033341 37 Qe general
E29.035 TOE4 1997 bk Checked out  02/20004 pc
3. Doing buginess in Papua New Guinea. 034 2004
SUFPL. STAFLED TO BACK COVER OF FO0OK 0009302236418 goc general
KWyH7 2.B27 DES 1290 bk Checked out  02/20004 pc
4. The last amateurs @ playing for glarny and haonor in 034 2004
0003310326211 pc general
GW2a5 415 P28 F45 bk Checked out  02/20004 pc
5. My book 0212104
00001 0000002 pc general
FS1000 F234 2004 bk Checked out  02/20004 pc
E. Fortesting purposes 034 2004
Referte Linda when refumed 000330000000 pc general
Z799.5 T332 2004 bk Checked out  02M132/04 pc
7. Blizzard of one : poems § 034 2004
00001 0000000 pc general
Leizure Nonfiction bk Checked out 02720004 pc
8. The impact of the Dead Sea scrolls. 034 2004
00001 02963204 pc general
EM 427 G5 bk Checked out  02/20004 pc
9. The voyage of the Dawn Treader / 0401 04
0009309621477 pc juw
FE7.LS2474 Vo 1904 bk Checked out  03411/04 pc
0. Girl, interrupted 040304
replared &4 905 0003303564305 ame general

'

Selection I
QK I

EBlocks | Ediit fem | Alll tems Gt |

All kems Out 28

Clear |

@ Checkout |-_§ Search for: | =Y Bibliographi...l % Co

pies |

Editing Checked Out Items

To edit an item, select the item and click on the Edit Item button.

. lanly say this bacause | love you : how the way we

HO 734 .T23 2001 bk |

HO724 T22 2001 bk 4

Barrower  FC, ILL [ill - Intarlibrary Loan] Barcode 1009903057724
ttern or Barrower Barcode I
type  Due Dsteftern_ststusMme/CKO Date/CKO Loc
17. Chester, the out-ofavork dog # 04/ 604
0009907140850 qwe juv
PZ7.56172 Ci 1992 bk Checked out  03/26/04 pc
18, Duke Ellington / 04 3/04
0009905335529 awec general
ML3330.E44 F7 1355 bk Checked out 032304  pc
19. Tall woman : the life stary of Rose Mitchell, a 0423104
000331 0450008 mee general
E99.N3 MEE 2001 bk Checked out 040204 po
20, Fast add for training purposes 04/22/04
000999333333 pc general
2100 bk Checked out 040204 [:14
21. Prince Caspian : the retum to Namia / 0412704
0003309621 463 pe juv
PZ7 L5474 Fr1934 bk Checked out  O40EMD4  po
22. Diettor a small planets 04427104
papeback 0002901162868 pe general
THI92 L27 bk Checked out 040604 pc
23. Destination Mars 04/27/04
0003311304531 qwe general
53152M3 1999 N3 map Checked out 040804 po
24. | enly say this because | love you : howthe waywe D5/ 204
0009310022262 sce general
hecked out  04/21/04 po

general

0009909226529 qoe
0414 pe

general
hecked out

o]

Selection |25 Al

Blacks: | Ediit tem Al ftems Ot | Clear

ftems Cut 26




e At the Edit window the Due Date, Due Time can be changed (not to be used for Renewal), or
Checkin Note can be added.
Click the “Save” button before closing.

Title Don't ask unless you really vwant to know
Call Mo. B123 .F<45 2004 Copy Mo
\\A Status o Checked oot
Due Date [0512/2004  Due Time & am O PM
Checkin Note I Barcode 0009591 0467550 ttem Mo, 1782373
Updated 04/21/2004
Internal Mote :I
[
CKO Date  04/21/2004 CRO Time  04.43Fk
CKO Loc pe Phoenixc Collage
Location  pe Fhoenic Collage
Collection  general General
ftype bk Eook
Prior Cite Info— e |— Delete H[New) j_ 1ef1
Borrower
Barcode 2nel 1D
CKI Date Time Location
CKO Date Time Location
Renewals by Phone by OPAC Mo. of Pieces
Used In-house Mo, In-house Uses 0
Close I Save I Page Up I Page Daown | Page 1 of 1

Checkout I% Search for: |-£ E\bhugraph\...l @,  Copies  sSiEdi Checkuull

e To edit an incorrect due date on more than one item, highlight them by clicking on each to be edited.
Then click the “Edit Item” button.

-ipix

Borrower  Frakes. Linda (s - Librany Staff) Barcode 10033
ttem or Borrower Barcode I
itern_status Due Date  Time

Checked out

Selection  [1-2 All tems Cut Z

0].4 I Elocks I Edit tem Al ftems Gt | Clearl




Click “OK” at the Batch change message.

%] Checkout

=101 %]

Borrower  Frakes, Linda [Iz - Librany Staff] Barcode 10033
fern or Borrower Barcodde I
itern_status Due Date  Time

x

" . Do wyouwizh to make a
- batch change to all
selected records?

[o]% | Cancell

kd
Selection  |1-2 All ttems Out 2
ik I EBlocks | Edit ftem | Al ifems St | Clear |
Enter a new due date, press Enter or Click “Close”.
=

Yri~ Batch Change: Checkout ]

| bue Date [06A02004 \

2k I Blocks | Edit kem All frems Ot | Clearl

Closel SavE I Page Wp Page Dovn Page 1 aof 1
=
Selection  |1-2 Al kems Ot z



The new due date is now shown for each item edited.

& Checkout =] |
Borrower  Frakes, Linda (Is - Librany Staff] Barcode 10093
ftem or Borrower Barcoce
ttem_status Dug Date Time
1. LastHope ranch / 0E/25/04 ;I
mgSzZe3
Checked out
ooy 2 Lastessays! 0B/2504
mq7F0s7
Checked out
|
Selection I All temns Out 2
QK I Blocks | Eciit ftem | Alllftems: Ot | Clear |

Finding a Borrower Without a Barcode

If no borrower is found using a barcode search, a Checkout Message is displayed.

&4 Checkout _ 1Ol x|
Borrower Barcode
ttem or Borrower Barcode |1UUQQU
itern_status Due Date  Time
=]
. x|
ﬁ Checkout Mezsage
Borrower Search
Cannot find a borrower with that barcode
Cortinue |
~|
Selection I temz Checked Out o
Ok | Elaclks | Ediit. fierm | Al e St | Cleat I

To do a borrower search, click “Borrower” at the Menu Bar (or press the F4 key).
NOTE: Before entering a new borrower, confirm that “Search This Location Only” is NOT checked
(under Borrower on the menu bar).

Find Barrowetr. , F4

ki Cnly

Mew Borrokssy F5
Edit Borrower: F&
Delete Borrawer

buplizate Borrower

10



The “Search” window opens.
Enter borrower Last Name, First name, or SS#, or Student ID# and press Enter or click OK.

4] Checkout ]
[

Barrower Barcode

ftem ar Borrower Barcode I

tem_status Due Date  Time

Eol et Last Mame Alph
Borrower Mame Keyword
Borrowet Barcode
Borrower (D Mumber
e Barcode (tem out to borrower)

Borrower Number LI

Selected index cortains:
Borrowers' last names in alphabetical order. Type the
last name first,

Search for: ‘1
IFrakes, Linda

Selection I Ok | Can-:ell Presw. Searchl Examplel Eritry, el |

The “Borrower List” window displays the arrow to the name (or the one closest to the specified
spelling). If this is the correct borrower, click the “OK” button.

x

Marne

Forester, Teresa ;I
Foster, Sam

T —Frakes, Linda
Gardner, Margaret, Cpl.
Gigliotti, Bermadette, Capt.
Good, Dawid
Gustaweson, Susan _I
Hanna, Wiola
Harmrey, Penny
Hazzan, Lynnella
Hawkinz, James
Hawkinz, Katherine
Hawikins, Wictoria LI

Ok | Cancel |




e The borrower record displays in the “Checkout” window.

A7 Checkout Ol x|
Borrower  Frakes, Linda [ls - Library Staff] Barcode 10033
tkem or Borrower Barcoce I
item_status Due Date  Time

=
~

Selection I tems Checked Out 0

Ok I Blocks | Eciit: fterm | Al kems Out | Clear |

e If no matching borrower appears using Borrower name or SS# indexes, see New Borrower (p. 14).

Check In (CKI)

e From the Circulation folder on the Navigation bar, click Open CKI Window.

Searching
Dequizitions
Catalaging

Circulation

- Open CKIifindow
freeens Open CKO Windaw
freeen Circulation Reports
Csa Fill

D Circulation Control Me

Irwe ntany

Fesenre Boakroam

Serials




Select the appropriate Checkin Mode (Standard, Bookdrop, In House Use, Exempt Fines, Renewal).
The current CKI date and time display at the top center of the screen. The CKI date can be altered
prior to beginning CKI by clicking the “Change CKI Date” button at the bottom of screen.

CK| Date 0510572004 4_

Time 12:31PW

Checkin Mode
’V(-‘ Standard ¢ Bookerop  In House Use ( Exempt Fines ¢ Renewal
Barcoce
anus
Status Destination Call Mo Copy

. :

A
oK I Stoy Elocksl Change CK| Date Edlit frenm I Clear: I

Scan the item barcode.

— Ifthe item belongs to another location a “Checkin Message” appears stating a “Location
Difference” with “Item status changed to Transit” and gives the owning location name. Click the
Continue button to continue the CKI process.

—  Checkin receipts and In Transit slips print automatically.

CHKI Date 05/05/2004

Time 12:33P0
Checkin Mo

((2‘ Standard (" Bookdrop ¢ In Houss Use ¢ Exempt Fines ¢ Renewal ‘

Barcads  [mo7037
b
Status: Destination Call Mo Copy

. T

[T
== | Checkin Message

e

Location Difference

ltem status changed to Transit. Please send
item backto City Fublic - South Eranch

Cortinue

OK I Show Blocks Change CKI Date Eciit ftem | Clezt I

13



As items are checked in they appear in the work space and display title, status, destination, call# and
barcode.

CKI Date 05i05/2004
Time: 12:33PM

Checkin Mode
’V(-‘ Standard (" Bookdrop ¢ In House Use ¢ Exempt Fines ( Renewsl

Barcode =
Ay
Status Destination Caill Mo Copy
T Lastessays/ 5304 ;I

Transit south Mq7097

0K I Show Blocks | Change CKI Date Edit ftem | Clear

New Borrower Record

If there is no borrower record, a New Borrower record may be created.
Create a new borrower by pressing F5 or, by clicking “Borrower” on the menu bar.

The first Edit Borrower window appears (the size of font determines the number of edit windows).
Fill out each screen with appropriate information.
If a “Codes” button is next to a field, it may be clicked to see what codes are available for that field.

%] Edit: Borrower Y ] 4|

Eorrower Mo, Regist. Date Laszt Updated
Mo, of CKOs Last CKO Date location [ Codes |
o [ e[
BType I— Codes |
Exp. Date I Birthclate I— Language I— Cndesl

Marne |

|
Mote |

Previous PIM# I

Suardian

CIUSBI Save | Duplicate | Page p Page Dovwn | Page 1 of &

14



The gray shaded lines enclosing a section are called Blinks. Blinks may have multiple entries (i.e.

phone numbers, barcodes, address, etc.).

i&; Edit: Borrower

=10l x|

—Phone — e I— Delete H(Newj

Phone | Type |

j— 10f1 -

— Barcodes —  Mew I— Delete H(Newj

Earcode |

j_ 1 ofd ]

— Stat Classes — Rlew |‘ Delete H(New)
Hat Clazs I

j_ 1 of1 1

Cloze I SEVE |

Duplicate | Page Up |

Page Dn:nwnl Page 2 of 5

%] Edit: Borrower

=101 %]

—&ddreszes — e I— Delete H(Newj

Addr. Type ¥ Perm - Termg.

Eegin I End I

Line 1 |

Line 2 |

Line 3 |

Line 4 |

Cityt, 3T I

hotice By ¥ Sind " E-mail

Postal Code I hail Sart Type Idu:um Lomesiic Codes |

j— 10f1

Codes

E-Mail: Hame | Addr. |

Cloze I SEVE |

Duplicate | Page Lp |

Page Down

Page = of &

15



For a new borrower record to be active for CKO the Approved box has to be checked.

Click Save after all pertinent information has been entered.

1] Edit: Borrower ;Iglzl
Pac Azcess Twpe —  hew I* Delete H(Newj j— 1 ot
Ancess Type I Codes |

Ve
Approved v
Sef-Fegistered No
Close I Save | Duplicate | Page Up I Page Down | Page 4 of &

Material can then be checked out to the borrower.

Edit Borrower Record

To edit a borrower record, open the borrower record in CKO.

In this example, an additional Borrower Barcode is being added to the record since they attend more
than one of the MCCD campuses. Click the “Page Down” button until the “Barcode” field appears.

&} Checkout I ]
(] % Edit: Borrowers ] 1]
] Borrower Mo, 25 Regist. Date 0SM2/2004  Last Updated 050 2/2004
MWo.of CkiOs 5 Last CKO Date 05M 22004 Location Icr‘itycc Codes |
[n] ILindaF Pin# I ;I
EType ||S Librage Start Codes |
Exp. Date IDQIDS.QDD? Birthclate I Languzge I Codes |
Marme: IFrakes, Linda
Guardian I
hote |
Previous PIM# I
Cloze I Save I Duplicste I Page Wy Page Down | Page 1 of B
L
Selection I tems Checked Cut o]
Ok | Blocks | Eclit, Iterm Al fems Ot | Clear |

16



To add an additional barcode, click the “New” button in the Barcodes blink

(here the current barcode is 10099).

g Edit: Borrowers

=181.4|

~Phone —  Mew I_ Delete | |802-285—?48l3:b

Phone  |502-285-7480 Type |b Fusiness

j— 10f1
Codles |

—Barcodes — Mew I— Delete H1DDQQ
Barcaode |1DI399 Date Lost I

j_ 1 of41 =

—otet Classes — Mew |— Delete HLibrary Staft
Stat Clazs IIS Libwags Etarr

j_ 1 ot =
Codes |

Closel Save | Duplicate | Page Up | Page Downl Page 2 of B

Scan the additional barcode(s) in the “Barcode” field which is now blank.

4 Edit: Borrowers i [ 4|
- Phote —  hew I— Delete Hsuz.zss_mso:b j— 1of1
Phare  [B02-285-7460 Type |o Business Codesl

—Barcodes — hew I— Dizlete H(New)
Barcode I Date Lozt I

j_ 2of2 =

— Stat Classes — New |— Delete HLibrary Staff
Stat Clazs IIs Librdge Starr

j_ 1 i =
Codes |

Cloze I Save | Duplicate | Page Up | Page Downl Page 2 of &

In this example, two more barcodes were entered. Note that there are now 3 of 3 barcodes. Click on

the Drop Down List arrow and all numbers will be shown. Click “Save” when finished.

] Edit: Borrowers 1ol x|
~Phone — hew I— Delete Hauz-zas-?4su:b | rer
Phone  |B02-265-7480 Type o Business Codes|

— Barcodes —  Mew I— Delete H(New)
Barcocle I1DDQQD2 Date Lozt I

j_ 30f34_/

— Stat Classes — hew I— Delete HLibraW Staff
Stat Class IlS Librag: Start

Closel Save | Duplicate | Page Up | Page Downl Page 2 of &

The Checkout window will be open with the borrower record ready for checkout.

17



