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Chapter 1

Introduction

1.1 Basics

Koha is the first free and open source software library automation package (ILS). Development is spon-
sored by libraries of varying types and sizes, volunteers, and support companies from around the world.
Learn more about Koha by visiting the official Koha website: http:/ /koha-community.org

1.2 Recommendations

Full system recommendations can be found on the official Koha wiki along with the developer docu-
mentation: http://wiki.koha-community.org

When working in the Koha staff client it is strongly recommended that you use the Firefox browser.
Koha'’s staff client is not supported in Internet Explorer and has not yet been fully optimized for Google
Chrome.


http://koha-community.org
http://wiki.koha-community.org




Chapter 2

Administration

2.1 Global System Preferences

Global system preferences control the way your Koha system works in general. Set these preferences
before anything else in Koha.

* Get there: More > Administration > Global System Preferences

Global system preferences

Manage global system preferences like MARC flavor, date
format, administrator email, and templates.

Search |

System preferences can be searched (using any part of the preference name or description) using the
search box on the "Administration” page or the search box at the top of each system preferences page.

Search |

Search system preferences | Checkout Search the catalog

System preference search:

When editing preferences a '(modified)’ tag will appear next to items you change until you click the
‘Save All’ button:

TagsModeration (modified) 'L. Require T] that tac
TagzShowOnDetail Show 10 tags on
TagsShowOnList Show 6 tags on

Save all Enhanced Content preferences Cancel

After saving your preferences you'll get a confirmation message telling you what preferences were
saved:
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Each section of preferences can be sorted alphabetically by clicking the small down arrow to the right
of the word "Preference’ in the header column

¥ Policy

Preference b

hogCreateltem i
Currencylormat |
gist

If the preference refers to monetary values (like maxoutstanding) the currency displayed will be the
default you set in your Currency and Exchange Rate administration area. In the examples to follow they
will all read USD for U.S. Dollars.

IMPORTANT

For libraries systems with unique URLs for each site the system preference can be over-
ridden by editing your koha-http.conf file this has to be done by a system administrator
or someone with access to your system files. For example if all libraries but one want

@ to have search terms highlighted in results you set the OpacHighlightedWords prefer-
ence to 'Highlight’ then edit the koha-http.conf for the library that wants this turned off by
adding 'SetEnv OVERRIDE_SYSPREF_OpacHighlightedWords "0™. After restarting the
web server that one library will no longer see highlighted terms. Consult with your system
administrator for more information.

2.1.1 Acquisitions

Get there: More > Administration > Global System Preferences > Acquisitions

21.1.1 Policy

21.1.1.1 AcqCreateltem Default: placing an order
Asks: Create an item when ___.
Values:

* cataloging a record
* placing an order

* receiving an order
Description:

¢ This preference lets you decide when you’d like to create an item record in Koha. If you choose to
add an item record when “placing an order” then you will enter item information in as you place
records in your basket. If you choose to add the item when "receiving an order’ you will be asked
for item record information when you're receiving orders in acquisitions. If you choose to add the
item when ’cataloging a record’ then item records will not be created in acquisitions at all, you will
need to go to the cataloging module to add the items.
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2.1.1.1.2 AcqltemSetSubfieldsWhenReceived Asks: _ Set subfields for item when items are cre-
ated when receiving (e.g. 0=51a="foo bar")
Description:

* This preference allows you to set default values for items that you receive via acquisitions. Enter
the data as subfield=value and split your values with a bar ( | ). For example you can remove
the Ordered status on the item automatically when you receive it just by entering 7=0 in this
preference. That will set the Not for Loan status (subfield 7) to 0 which is available.

2.1.1.1.3 AcqViewBaskets Default: created by staff member
Asks: Show baskets
Values:

e created by staff member

e from staff member’s branch

* in system, regardless of owner
Description:

* When in acquisitions this preference allows you to control whose baskets you can see when look-
ing at a vendor. The default value of ‘created by staff member” makes it so that you only see
the baskets you created. Choosing to see baskets ‘from staff member’s branch” will show you the
baskets created by anyone at the branch you're logged in at. Finally, you can choose to set this
preference to show you all baskets regardless of who created it ('in system, regardless of owner).
Regardless of which value you choose for this preference, superlibrarians can see all baskets cre-
ated in the system.

21114 AcqWarnOnDuplicateInvoice Default: Do not warn
Asks: ___ when the librarian tries to create an invoice with a duplicate number.
Values:

¢ Do not warn
e Warn
2.1.1.1.5 BasketConfirmations Default: always ask for confirmation

Asks: When closing or reopening a basket, ___.
Values:

* always ask for confirmation
* do not ask for confirmation
Descriptions:

¢ This preference adds the option to skip confirmations on closing and reopening a basket. If you
skip the confirmation, you do not create a new basket group.

2.1.1.1.6 CurrencyFormat Default: 360,000.00 (US)
Asks: Display currencies using the following format ___
Values:

e 360,000.00 (US)

e 360 000,00 (FR)
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21.1.1.7 gist Default: 0
Asks: The default tax rateis ___
Description:

¢ This preference will allow the library to define a default Goods and Services Tax rate. The default
of value of 0 will disable this preference.

TP

Enter this value as a number (.06) versus a percent (6%).

2.1.1.1.8 UniqueltemFields Default: barcode

Asks:___ (space-separated list of fields that should be unique for items, must be valid SQL fields of
items table)

Description:

¢ If this preference is left blank when adding items in acquisitions there will be no check for unique-
ness. This means that a duplicate barcode can be created in acquisitions which will cause errors
later when checking items in and out.

2.1.1.2 Printing

21.1.21 OrderPdfFormat Default: pdfformat::layout2pages
Asks: Use ___ when printing basket groups.

2.1.2 Administration

These preferences are general settings for your system.
Get there: More > Administration > Global System Preferences > Administration

2.1.2.1 CAS Authentication

The Central Authentication Service (CAS) is a single sign-on protocol for the web. If you don’t know
what this is, leave these preferences set to their defaults.

2.1.2.1.1 AllowPKIAuth Default: no
Asks: Use __ field for SSL client certificate authentication
Values:

* no
¢ the common name

¢ the email address

2.1.2.1.2 casAuthentication Default: Don’t use
Asks: __ CAS for login authentication.

2.1.2.1.3 casLogout Default: Don’t logout
Asks: ___ of CAS when logging out of Koha.

2.1.2.1.4 casServerUrl Asks: The CAS Authentication Server can be found at
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2.1.2.2 Interface options

These preference are related to your Koha interface

2.1.2.2.1 DebugLevel Default: lots of
Asks: Show ___ debugging information in the browser when an internal error occurs.
Values:

* lots of - will show as much information as possible
* no - will only show basic error messages

* some - will show only some of the information available
Description:

* This preference determines how much information will be sent to the user’s screen when the sys-
tem encounters an error. The most detail will be sent when the value level is set at 2, some detail
will be sent when the value is set at 1, and only a basic error message will display when the value
is set at 0. This setting is especially important when a system is new and the administration is
interested in working out the bugs (errors or problems) quickly. Having detailed error messages
makes quick fixes more likely in problem areas.

2.1.2.2.2 delimiter Default: semicolons
Asks: Separate columns in an exported report file with ___ by default.
Values:

o #s

¢ backslashes
* commas

e semicolons
e glashes

e tabs
Description:

¢ This preference determines how reports exported from Koha will separate data. In many cases
you will be able to change this option when exporting if you'd like.

2.1.2.2.3 KohaAdminEmailAddress This is the default ‘From” address for emails unless there is one
for the particular branch, and is referred to when an internal error occurs.

Asks: Use ___ as the email address for the administrator of Koha.

Description:

¢ This preference allows one email address to be used in warning messages set to the OPAC. If no
email address is set for the branch this address will receive messages from patrons regarding mod-
ification requests, purchase suggestions, and questions or information regarding overdue notices.
It is recommended that a email address that can be accessed by multiple staff members be used
for this purpose so that if one librarian is out the others can address these requests. This email
address can be changed when needed.
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2.1.2.2.4 noltemTypelmages Default: Show
Asks: ___ itemtype icons in the catalog.
Values:

e Shows
¢ Don’t show
Description:

¢ This preference allows the system administrator to determine if users will be able to set and see an
item type icon the catalog on both the OPAC and the Staff Client. The images will display in both
the OPAC and the Staff Client/Intranet. If images of item types are disabled, text labels for item
types will still appear in the OPAC and Staff Client.

2.1.2.2.5 virtualshelves Default: Allow
Asks: ___ staff and patrons to create and view saved lists of books.
Values:

o Allow

* Don’t Allow

Description:

* This preference controls whether the lists functionality will be available in the staff client and

OPAC. If this is set to "Don’t allow" then no one will be able to save items to public or private lists.

2.1.2.3 Login options
These preferences are related to logging into your Koha system
2.1.2.3.1 AutoLocation Default: Don’t require

Asks: ___ staff to log in from a computer in the IP address range specified by their library (if any).

¢ Set IP address range in the library administration area

— Get there: More > Administration > Basic Parameters > Libraries & Groups

Values:

* Don’t require

* Require

Description:

¢ This preference protects the system by blocking unauthorized users from accessing the staff client
program and settings. Authorized and unauthorized users are determined by their computer’s IP
addresses. When the preference is set to ‘Require’, IP authorization is in effect and unauthorized
IP addresses will be blocked. This means that staff cannot work from home unless their IP address
has been authorized. When set to ‘Don’t require’, anyone with a staff client login will have access
no matter which IP address they are using.

2.1.2.3.2 IndependentBranches Default: Don’t prevent

Asks: ___ staff (but not superlibrarians) from modifying objects (holds, items, patrons, etc.) belong-
ing to other libraries.
Values:

* Don’t prevent
* Prevent

Description:




CHAPTER 2. ADMINISTRATION 2.1. GLOBAL SYSTEM PREFERENCES

¢ This preference should only be used by library systems which are sharing a single Koha installation
among multiple branches but are considered independent organizations, meaning they do not
share material or patrons with other branches and do not plan to change that in the future. If set to
"Prevent’ it increases the security between library branches by: prohibiting staff users from logging
into another branch from within the staff client, filtering out patrons from patron searches who are
not a part of the login branch conducting the search, limiting the location choices to the login
branch when adding or modifying an item record, preventing users from other branch locations
from placing holds or checking out materials from library branches other than their own, and
preventing staff from editing item records which belong to other library branches. All of these
security safeguards can be overridden only by the superlibrarian, the highest level of privileges.

IMPORTANT

@ It is important that this value be set before going live and that it NOT be changed

2.1.2.3.3 SessionStorage Default: in the MySQL database
Asks: Store login session information ___
Values:

* as temporary files
¢ in the MySQL database

¢ in the PostgreSQL database

IMPORTANT

® PostgreSQL is not yet supported

Description:

* This preference allows administrators to choose what format session data is stored in during web
sessions.

2.1.2.3.4 timeout Default: 12000000
Asks: Automatically log out users after ___ seconds of inactivity.
Description:

¢ This preference sets the length of time the Staff Client or OPAC accounts can be left inactive before
re-logging in is necessary. The value of this preference is in seconds. At this time, the amount of
time before a session times out must be the same for both the Staff Client and the OPAC.

2.1.2.4 Mozilla Persona

2.1.24.1 Persona Default: Don’t allow
Asks: ___ Morzilla persona for login.
Values:

e Allow
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Log in to your account:

Login:

Password:

Log In

Don't have an account?
Register here.

e Don’t allow
Description:

* Mozilla Persona is an OpenlD-like service that lets you log in to multiple websites with your
Mozilla credentials. If you allow Persona log in for Koha then your patrons can log in to the OPAC
using their Mozilla Persona. Learn more about Persona on the official Mozilla site.

IMPORTANT

@ For Persona log in to work you will need you OPACBaseURL preference to be set
correctly.

2.1.2.5 Search Engine
2.1.2.5.1 SearchEngine

IMPORTANT

@ This preference is highly experimental and should not be changed from the default value
in a production environment.

Default: Zebra
Asks: ___is the search engine used.
Values:

e Solr
e Zebra

10
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Description:

¢ This preference will be used to control which search engine Koha uses for catalog searches in the
OPAC and the staff client.

2.1.3 Authorities

Get there: More > Administration > Global System Preferences > Authorities

2.1.3.1 General

2.1.3.1.1 AuthDisplayHierarchy Default: Don’t display
Asks: ___ broader term/narrower term hierarchies when viewing authorities.
Values:

¢ Display

E- United States
= Pennsylvania
. Philadelphia (Pa.)

Authority #1060 (Geographic Name)

Used in O record(s)

0 1 4] 7

151 ## - HEADING--GEOGRAPHIC NAME
a Geographic name Philadelphia (Pa.)

¢ Don’t display
Description:
¢ If your authority records includes 5xx fields with linked references to broader and /or narrower see

also references this preference will turn on a display of those authorities at the top of the record.

2.1.3.1.2 AutoCreateAuthorities Default: do not generate
Asks: When editing records, authority records that are missing.
Values:

* do not generate

® generate

IMPORTANT

@ BiblioAddsAuthorities must be set to "allow" for this to have any effect

Description:

11



CHAPTER 2. ADMINISTRATION 2.1. GLOBAL SYSTEM PREFERENCES

* When this and BiblioAddsAuthorities are both turned on, automatically create authority records
for headings that don’t have any authority link when cataloging. When BiblioAddsAuthorities is
on and AutoCreateAuthorities is turned off, do not automatically generate authority records, but
allow the user to enter headings that don’t match an existing authority. When BiblioAddsAuthor-
ities is off, this has no effect.

2.1.3.1.3 BiblioAddsAuthorities Default: allow

Asks: When editing records, ___ them to automatically create new authority records if needed, rather
than having to reference existing authorities.

Values:

e allow

— This setting allows you to type values in the fields controlled by authorities and then adds a
new authority if one does not exist

¢ don’t allow
— This setting will lock the authority controlled fields, forcing you to search for an authority

versus allowing you to type the information in yourself.

21.3.1.4 dontmerge Default: Don't
Asks: ___ automatically update attached biblios when changing an authority record.
Values:

* Do
* Don't
Description:

* This preference tells Koha how to handle changes to your Authority records. If you edit an au-
thority record and this preference is set to ‘Do’ Koha will update all of the bib records linked to the
authority with the new authority record’s data. If this is set to "Don’t" then Koha won't edit bib
records when changes are made to authorities.

IMPORTANT

@ If this is set to merge you will need to ask your administrator to enable the
merge_authorities.pl cronjob.

2.1.3.1.5 MARCAuthorityControlField008 Default: | | acal laabn | alad
Asks: Use the following text for the contents of MARC authority control field 008 position 06-39
(fixed length data elements).

IMPORTANT

@ Do not include the date (position 00-05) in this preference, Koha will calculate automati-
cally and put that in before the values in this preference.

Description:

¢ This preference controls the default value in the 008 field on Authority records. It does not effect
bibliographic records.

12
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2.1.3.1.6 UNIMARCAuthorityField100 Default: afrey50 ba0
Asks: Use the following text for the contents of UNIMARC authority field 100 position (fixed length
data elements).

IMPORTANT

@ Do not include the date (position 00-07) in this preference, Koha will calculate automati-
cally and put that in before the values in this preference.

Description:

* This preference controls the default value in the 100 field on Authority records cataloged in UNI-
MARC. It does not effect bibliographic records.

2.1.3.1.7 UseAuthoritiesForTracings Default: Don’t use
Asks: ___ authority record numbers instead of text strings for searches from subject tracings.
Values:

* Don’t use

— Search links look for subject/author keywords (example: opac-search.pl?q=su:Business%20networks)
e Use

— Search links look for an authority record (example: opac-search.pl?q=an:354)
Description:

e For libraries that have authority files, they may want to make it so that when a link to an authorized
subject or author is clicked on the OPAC or staff client it takes the searcher only to a list of results
with that authority record. Most libraries do not have complete authority files and so setting this
preference to "Don’t use” will allow searchers to click on links to authors and subject headings and
perform a keyword search against those fields, finding all possible relevant results instead.

2.1.3.2 Linker

These preferences will control how Koha links bibliographic records to authority records. All biblio-
graphic records added to Koha after these preferences are set will link automatically to authority records,
for records added before these preferences are set there is a script (misc/link_bibs_to_authorities.pl) that
your system administrator can run to link records together.

2.1.3.2.1 CatalogModuleRelink Default: Do not

Asks: ___ automatically relink headings that have previously been linked when saving records in
the cataloging module.

Values:

* Do
* Do not
Description:

* Longtime users of Koha don’t expect the authority and bib records to link consistently. This prefer-
ence makes it possible to disable authority relinking in the cataloging module only (i.e. relinking is
still possible if link_bibs_to_authorities.pl is run). Note that though the default behavior matches
the previous behavior of Koha (retaining links to outdated authority records), it does not match
the intended behavior (updating biblio/authority link after bibliographic record is edited). Li-
braries that want the intended behavior of authority control rather than the way Koha used to
handle linking should set CatalogModuleRelink to "Do’. Once setting this to "Do’ the following
preferences can also be set.

13
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2.1.3.2.2 LinkerKeepStale Default: Do not

Asks: ___ keep existing links to authority records for headings where the linker is unable to find a
match.

Values:

* Do

¢ Do not

Description:

* When set to 'Do’, the linker will never remove a link to an authority record, though, depending on

the value of LinkerRelink, it may change the link.

2.1.3.2.3 LinkerModule Default: Default
Asks: Use the ___linker module for matching headings to authority records.
Values:

e Default

— Retains Koha’s previous behavior of only creating links when there is an exact match to one
and only one authority record; if the LinkerOptions preference is set to ‘broader_headings’,
it will try to link headings to authority records for broader headings by removing subfields
from the end of the heading

¢ First match

— Creates a link to the first authority record that matches a given heading, even if there is more
than one authority record that matches

e Last match

— Creates a link to the last authority record that matches a given heading, even if there is more
than one record that matches

Description:
¢ This preference tells Koha which match to use when searching for authority matches when saving

a record.

2.1.3.24 LinkerOptions Asks: Set the following options for the authority linker ___

IMPORTANT

@ This feature is experimental and shouldn’t be used in a production environment until fur-
ther expanded upon.

Description:

* Thisis a pipe separated () list of options. At the moment, the only option available is "broader_headings."
With this option set to "broader_headings", the linker will try to match the following heading as
follows:

=600 10$aCamins-Esakov, Jared$xCoin collections$vCatalogs$vEarly works to <«
1800.

First: Camins-Esakov, Jared--Coin collections--Catalogs--Early works to 1800
Next: Camins-Esakov, Jared--Coin collections--Catalogs
Next: Camins-Esakov, Jared--Coin collections

Next: Camins-Esakov, Jared (matches! if a previous attempt had matched, it would not have tried
this)

14
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2.1.3.2.5 LinkerRelink Default: Do
Asks: ___ relink headings that have previously been linked to authority records.
Values:

e Do

¢ Do not
Description:

* When set to 'Do’, the linker will confirm the links for headings that have previously been linked to
an authority record when it runs, correcting any incorrect links it may find. When set to "Do not’,
any heading with an existing link will be ignored, even if the existing link is invalid or incorrect.

214 Cataloging

Get there: More > Administration > Global System Preferences > Cataloging

2.1.4.1 Display

2.1.4.1.1 authoritysep Default: -
Asks: Separate multiple displayed authors, series or subjects with ___.

2.1.4.1.2 hide_marc Default: Display
Asks: __ MARC tag numbers, subfield codes and indicators in MARC views.
Values:

¢ Display -- shows the tag numbers on the cataloging interface

0 1 2 3

000 - LEADER

005 - DATE AND TIME OF LA
006 - FIXED-LENGTH DATAE
007 - PHYSICAL DESCRIPTIC
008 - FIXED-LENGTH DATAE

020 - ISBN + -

024 - OTHER STAND/

* Don’t display -- shows just descriptive text when cataloging

15
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0 1 2 3

LEADER

DATE AND TIME OF LATEST TRANS,
FIXED-LENGTH DATA ELEMENTS--A
PHYSICAL DESCRIPTION FIXED FIE
FIXED-LENGTH DATA ELEMENTS--G

ISBN + =
OTHER STANDARD IDENTIFIER + -

2.1.4.1.3 IntranetBiblioDefaultView Default: ISBD form
Asks: By default, display biblio recordsin ___
Values:

¢ ISBD form -- displays records in the staff client in the old card catalog format
— See ISBD preference for more information

¢ Labelled MARC form -- displays records in the staff client in MARC with text labels to explain the
different fields

¢ MARC form -- displays records in the staff client in MARC
¢ normal form -- visual display in the staff client (for the average person)
Description:

¢ This setting determines the bibliographic record display when searching the catalog on the staff
client. This setting does not affect the display in the OPAC which is changed using the BiblioDe-
faultView preference under the OPAC preference tab. This setting changes the look of the record
when first displayed. The MARC and ISBD views can still be seen by clicking in the sidebar.

21.4.1.4 ISBD Default: MARC21 Default Appendix or UNIMARC Default Appendix
Asks: Use the following as the ISBD template:
Description:

¢ This determines how the ISBD information will display. Elements in the list can be reordered
to produce a different ISBD view. ISBD, the International Standard Bibliographic Description,
was first introduced by IFLA (International Federation of Library Associations) in 1969 in order
to provide guidelines for descriptive cataloging. The purpose of ISBD is to aid the international
exchange of bibliographic records for a variety of materials.

21.4.1.5 LabelMARCView Default: Don’t
Asks: ___ collapse repeated tags of the same type into one tag entry.
Values:

¢ Do -- will combine all identical tag numbers under one heading in the MARC view in the OPAC
and Staff Client

16
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0 2 3 5 6 7 9 I|tem(s)

SUBJECT ADDED ENTRY--TOPICAL TERM
Topical term or geographic name as entry element Mashups (World Wide Web)
General subdivision Library applications.
Topical term or geographic name as entry element Libraries and the Internet.
Topical term or geographic name as entry element Library Web sites
General subdivision Design.

Topical term or geographic name as entry element Web site development.

¢ Don't -- will list all of the tags individually in the MARC view in the OPAC and Staff Client

0 2 3 5 6 7 9 [ltem(s)

SUBJECT ADDED ENTRY--TOPICAL TERM
Topical term or geographic name as entry element Mashups (World Wide Web)
General subdivision Library applications.
SUBJECT ADDED ENTRY--TOPICAL TERM
Topical term or geographic name as entry element Libraries and the Internet.
SUBJECT ADDED ENTRY--TOPICAL TERM
Topical term or geographic name as entry element Library Web sites
General subdivision Design.
SUBJECT ADDED ENTRY--TOPICAL TERM
Topical term or geographic name as entry element Web site development.

2.1.4.1.6 NotesBlacklist Asks: Don’t show these ___ note fields in title notes separator (OPAC record
details) and in the description separator (Staff client record details).
Description:

* This preference lets you define which of your note fields are hidden from the title notes (OPAC)
and descriptions (Staff) tabs. Enter the values as a comma separated list. For example to hide the
local note and the bibliography note in MARC21 enter 504, 590.

2.1.4.1.7 OpacSuppression and OpacSuppressionByIPRange OpacSuppression Default: Don’t hide
Asks: ___ items marked as suppressed from OPAC search results. Restrict the suppression to IP
adresses outside of the IP range ___
OpacSuppression Values:

* Don’t hide
— Will show records in OPAC search results if they are marked suppressed
¢ Hide
— Will not show records in OPAC search results if they’re marked as suppressed

Description:

17
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* These preferences control hiding of bibliographic records from display in the OPAC. Each bibli-
ogrphic record you want to hide from the OPAC simply needs to have the value "1" in the field
mapped with Suppress index (942%$n field in MARC?21, no official field in UNIMARC). The indexer
then hides it from display in OPAC but will still display it in the Staff Client. If you want to further
control suppression you can set an IP address range to still show suppressed items to. Define a
range like 192.168.. If you don’t want to limit suppression in this way, leave the IP field blank.

TP

An authorized value for the MARC21 942%n field (or the equivalent UNIMARC field)
ISy should be set to eliminate errors. One example would be to create an authorized

value tited SUPPRESS with a value of 0 for don’t suppress and 1 for suppress.

IMPORTANT

@ If this preference is set to ’hide’ and you have the 942n field set to 1, it will hide the entire
bib record - not just an individual item.

IMPORTANT

You must have the Suppress index set up in Zebra and at least one record with the value
"1"in the field mapped with this index, or your searches will be completely broken in OPAC
(you won’t get any results at all).

2.1.4.1.8 SeparateHoldings & SeparateHoldingsBranch SeparateHoldings default: Don’t separate
SeparateHoldingsBranch default: home library
Asks: ___ items display into two tabs, where the first tab contains items whose ___ is the logged in
user’s library. The second tab will contain all other items.
SeparateHoldings values:

* Don’t separate

¢ Separate

SeparateHoldingsBranch values:

* holding library

* home library

Description:

¢ This preference lets you decide if you would like to have the holding information on the biblio-

graphic detail page in the staff client split in to multiple tabs. The default is to show all holdings
on one tab.
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Nicole's Library holdings Other holdings

ltem type  Current location Home Library
Micole's Library  Micole's Library

reavaosk Books

2.1.4.1.9 URLLinkText Default: Online Resource
Asks: Show ___ as the text of links embedded in MARC records.
Description:

o If the 856 field does not have a subfield 3 or y defined, the OPAC will say "Click here to access
online.” If you would like the field to say something else enter that in this field.

2.1.4.1.10 UseControlNumber Default: Don’t use

Asks: ___record control number ($w subfields) and control number (001) for linking of bibliographic
records.

Values:

e Don’t use

— When clicking on links to titles that appear next to ‘Continues’ and ‘Continued by’ in the
detail display Koha will perform a title search

e Use

— When clicking on links to titles that appear next to ‘Continues’ and ‘Continued by’ in the
detail display Koha will perform a control number (MARC field 001) search

IMPORTANT

Unless you are going in and manually changing 773%w to match your rigorously-defined
bibliographic relationships, you should set this preference to "Don’t use" and instead set
EasyAnalyticalRecords to "Display”

Description:

e If you have a serial called "Journal of Interesting Things" which has a separate record from when
it was called "Transactions of the Interesting Stuff Society," you could add linking fields to indicate
the relationship between the two records. UseControlNumber allows you to use your local acces-
sion numbers for those links. In MARC21, the relevant sections of the two records might look like
this:

=001 12345

=110 2_SalInteresting Stuff Society.

=245 10$aTransactions of the Interesting Stuff Society.

=785 00Salnteresting Stuff SocietyS$tJournal of Interesting Things. <
Swl2346

=001 12346

=110 2_SalInteresting Stuff Society.

=245 10$adournal of Interesting Things.

=780 00Salnteresting Stuff SocietyS$StTransactions of the Interesting <
Stuff Society.$wl2345
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With UseControlNumber set to “Use’, the 78x links will use the Control Numbers is subfield $w,
instead of doing a title search on "Journal of Interesting Things" and "Transactions of the Interesting
Stuff Society" respectively.

2.1.4.2 Interface

2.1.4.2.1 advancedMARCeditor Default: Don’t display
Asks: ___ descriptions of fields and subfields in the MARC editor.
Description:

e This preference determines whether or not MARC field names will be present when editing or
creating MARC records.

Values:

¢ Display
0 1 2 3 4 5 g 7

000 - LEADER

005 - DATE AND TIME OF LATEST TRANSACTION -

006 - FIXED-LENGTH DATA ELEMENTS--ADDITIONAL MATERIAL CI
007 - PHYSICAL DESCRIPTION FIXED FIELD--GENERAL INFORMA
008 - FIXED-LENGTH DATA ELEMENTS--GENERAL INFORMATION

¢ Don’t display

0 1 2 3
000 -
005 --
006 -+ -
007 -+-
008 -

2.1.4.2.2 DefaultClassificationSource Default: Dewey Decimal System
Asks: Use ___ as the default classification source.
Values:

ANSCR (Sound Recordings)

® Dewey Decimal Classification

Library of Congress Classification

Other/Generic Classification Scheme
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® SuDoc Classification (U.S. GPO)
e Universal Decimal Classification
2.1.4.2.3 EasyAnalyticalRecords Default: Don’t Display

Asks: ___ easy ways to create analytical record relationships
Values:

* Display
¢ Don’t Display

IMPORTANT

If you decide to use this feature you’ll want to make sure that your UseControlNumber
preference is set to "Don’t use” or else the "Show analytics” links in the staff client and the
OPAC will be broken.

Description:

* An analytic entry in a catalog is one that describes a part of a larger work that is also described
in the catalog. In bibliographic cataloging, analytic entries may be made for chapters in books or
special issues of articles in periodicals. In archival cataloging, analytic entries may be made for
series or items within a collection. This feature in Koha allows for an easy way of linking analytic
entries to the host records, and this system preference adds several new menu options to the staff
cataloging detail pages to allow that to happen.

2.1.4.3 Record Structure

2.1.4.3.1 AlternateHoldingsField & AlternateHoldingsSeparator Asks: Display MARC subfield
as holdings information for records that do not have items, with the subfields separated by __.
Description:

¢ Sometimes libraries migrate to Koha with their holding info in the 852 field (OCLC holdings infor-
mation field) and choose not to transfer that information into the 952 (Koha holdings information
field) because they don’t plan on circulating those items. For those libraries or other libraries that
have data in the 852 fields of their records that they want to display, these preferences let you
choose to display holdings info from a field other than the 952 field. The AlternateHoldingsField
preference can contain multiple subfields to look in; for instance 852abhi would look in 852 sub-
fields a, b, h, and i.

e With AlternateHoldingsField set to 852abhi and AlternateHoldingsSeparator set to a space the
holdings would look like the following:

Holdings  Descriptions

Holdings: £1035 .B545 2002

2.1.4.3.2 autoBarcode Default: generated in the form <branchcode>yymm0001
Asks: Barcodes are ___
Values:

¢ generated in the form <branchcode>yymm0001

* generated in the form <year>-0001, <year>-0002
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* generated in the form 1, 2, 3

e incremental EAN-13 barcodes

* not generated automatically
Description:

¢ This setting is for libraries wishing to generate barcodes from within Koha (as opposed to scanning
in pre-printed barcodes or manually assigning them). The default behavior makes it so that when
you click in the barcode field (952$p in MARC21) it will populate with the automatic barcode you
have chosen. If you would rather it only enter an automatic barcode when you click on the plugin
(the ... to the right of the field) you can change the plugin used for that field in the framework.
Set the plugin for 952$p (if using MARC21 or equivalent field mapped to items.barcode in your
local MARC format) for your frameworks to barcode_manual.pl instead of barcode.pl. Learn more
about editing frameworks under the MARC Bibliographic Frameworks section of this manual.

2.1.4.3.3 DefaultLanguageField008 Asks: Fill in the default language for field 008 Range 35-37 ___.

Description:

e This preference will allow you to set the language for your MARC21 008 field by default. If this is
left empty it will default to English (eng). See the MARC Code List for Languages for additional
values for this preference.

Tip

This preference won'’t have any effect if your records are in UNIMARC.

2.1.4.3.4 item-level_itypes Default: specific item

Asks: Use the item type of the ___ as the authoritative item type (for determining circulation and
fines rules, etc).

Values:

¢ biblio record

* specific item

Description:

* This preference determines whether the item type Koha uses for issuing rules will be an attribute
of the bibliographic record or the item record. Most libraries refer to the item record for item
types. It also determines if the item type icon appears on the OPAC search results. If you have the
preference set to ‘biblio record” then Koha displays the item type icon on the search results to the
left of the result info.
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Ak
a2

Select All Clear All .« Highlight Add to: | -¢] Save /& Place Hold | Relevance

O 1. The Tale of Peter Rabbit [electronic resource

by Potter, Beatrix . — Project Gutenberg
E-EOOK

Type: E Book; Format: available online L
Publisher: Salt Lake City : Project Gutenberg Literary Archive Foundation, 2005.

Online Access: Click here fo access a downloadable ebook.

Availability: Mo copies available

Log in to add tags.

Actions: = Add to Cart
[} Harry Potter and the goblet of fire [sound recording]
by Rowling, J. K ; Dale, Jim .

O
ha

co
Type: L L Sound; Literary form: fiction ; Audience: Juvenile;
Publisher: Mew York : Listening Library, p2000.
Online Access: Contributor bicgraphical information | Publisher description
MAvailability: Copies available for loan: Nicole's Library [SDB 62002] (1).
Tags: magic (11) wizards (11)
Actions: & Place Hold ™ Add to Cart

2.1.4.3.5 itemcallnumber Default: 082ab
Asks: Map the MARC subfield to an item’s callnumber.

TipP

This can contain multiple subfields to look in; for instance 082ab would look in 082 sub-

fields a and b.

Description:

* This setting determines which MARC field will be used to determine the call number that will be
entered into item records automatically (952$0). The value is set by providing the MARC field
code (050, 082, 090, 852 are all common) and the subfield codes without the delimiters ($a, $b
would be ab).

Examples:
* Dewey: 082ab or 092ab; LOC: 050ab or 090ab; from the item record: 852hi
2.1.4.3.6 marcflavour Default: MARC21

Asks: Interpret and store MARC records in the ___ format.
Values:

¢ MARC21

- The standard style for the US, Canada, Australia, New Zealand, United Kingdom, Germany
and other countries

e UNIMARC

— The standard style used in France, Italy, Portugal, Russia, and other countries
e NORMARC

— The standard style for Norway
Description:

¢ This preference defines global MARC style (MARC21, UNIMARC or NORMARC) used for encod-
ing.
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IMPORTANT

@ Changing the value of this preference will not convert your records from one MARC style
to an other.

2.1.4.3.7 MARCOrgCode Default: OSt

Asks: Fill in the MARC organization code ___ by default in new MARC records (leave blank to
disable).

Description:

* The MARC Organization Code is used to identify libraries with holdings of titles and more.

Learn more and find your library’s MARC21 code on the MARC Code list for Organizations or in
Canada on the Canadian Symbols Directory.

Tip

This preference won'’t have any effect if your records are in UNIMARC.

2.1.4.3.8 NewltemsDefaultLocation Asks: When items are created, give them the temporary loca-
tion of ___ (should be a location code, or blank to disable).

2.1.4.3.9 Prefillltem Default: the new item is not prefilled with last created item values.
Asks: When a new item is added ___
Values:

* the new item is not prefilled with last created item values.
e the new item is prefilled with last created item values.
Description:

¢ This preference controls the behavior used when adding new items. Using the options here you
can choose to have your next new item prefill with the values used in the last item was added to
save time typing values or to have the item form appear completely blank. Using SubfieldsToUse-
WhenPrefill you can control specifically which fields are prefilled.

2.1.4.3.10 SubfieldsToUseWhenPrefill Asks: Define a list of subfields to use when prefilling items

IMPORTANT

@ Separate values with a space.

Description:

* When the Prefillltem preference is set to prefill item values with those from the last added item,
this preference can control which fields are prefilled (and which are not). Enter a space separated
list of fields that you would like to prefill when adding a new item.
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2.1.4.3.11 z3950NormalizeAuthor & z3950AuthorAuthFields Defaults: Don’t copy & 701,702,700
Asks: ___ authors from the UNIMARC ___ tags (separated by commas) to the correct author tags
when importing a record using Z39.50.
Description for zZ3950NormalizeAuthor:

* This preference allows for 'Personal Name Authorities’ to replace authors as the bibliographic
authority. This preference should only be considered by libraries using UNIMARC.

Values for zZ3950Normalize Author:

* Copy

* Don’t copy

Description for zZ3950AuthorAuthFields:

¢ This preference defines which MARC fields will be used for ‘Personal Name Authorities’ to replace
authors as the bibliographic authorities. This preference only applies to those using UNIMARC
encoding. The MARC fields selected here will only be used if "z3950NormalizeAuthor” is set to
"Copy". The default field are 700, 701, and 702.

2.1.4.4 Spine Labels

2.1.4.4.1 SpineLabelAutoPrint Default: don’t
Asks: When using the quick spine label printer,
Values:

e do

automatically pop up a print dialog.

e don’t

2.1.4.4.2 SpineLabelFormat Default: <itemcallnumber><copynumber>
Asks: Include the following fields on a quick-printed spine label: (Enter in columns from the biblio,
biblioitems or items tables, surrounded by < and >.)

2.1.4.4.3 SpineLabelShowPrintOnBibDetails Default: Don’t display
Asks: ___buttons on the bib details page to print item spine labels.
Values:

¢ Display

Holdings  Descriptions  Subscriptions

Kpm Location Collection Call Number Status Last seen Barcode Publ'“itlon Spins

type Details Label
Centerville Non Print

Books | General - 020.285/4678 | Available 12/28/2009 898739804 r—
Stacks Fiction Label

* Don’t display

2.1.5 Circulation

Get there: More > Administration > Global System Preferences > Circulation

2.1.5.1 Checkin Policy

2.1.5.1.1 BlockReturnOfWithdrawnltems Default: Block
Asks: ___ returning of items that have been withdrawn.
Values:

¢ Block
¢ Don’t block
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Description:

* This preference controls whether and item with a withdrawn status (952$0 in MARC21) can be
checked in or not.

2.1.5.1.2 CalculateFinesOnReturn Default: Do
Asks: ___ calculate and update overdue charges when an item is returned.
Values:

* Do
¢ Don’t
Description:

o If this preference is set to "Do" and the fines cron job is off then Koha will calculate fines only
when items are returned. If you have the fines cron job on and this preference set to "Do" then this
preference will calculate fines based on the cron (usually run nightly) and then again when you
check the item in. This option is best for those who are doing hourly loans. If this preference is set
to "Don’t" then fines will only be accrued if the fines cron job is running.

IMPORTANT

@ If you are doing hourly loans then you should have this set to 'Do’.

2.1.5.2 Checkout Policy

2.1.5.2.1 AgeRestrictionMarker Asks: Restrict patrons with the following target audience values
from checking out inappropriate materials: ___
Description:

* This preference defines certain keywords that will trigger Koha to restrict checkout based on age.
These restrictions can be overridden by the AgeRestrictionOverride preference. Enter in this field
a series of keywords separated by bar (1) with no spaces. For example PGIRIEIEC|Age| will
look for PG followed by an age number, R folllowed by an age number, Age followed by an age
number, and so on. These values can appear in any MARC field, but Library of Congress recom-
mends the 521%a (Target Audience Note). Whatever field you decide to use you must map the
word agerestriction in the biblioitems table to that field in the Koha to MARC Mapping. When
cataloging you can enter values like PG 13 or E 10 in the 521$a and Koha will then notify circula-
tion librarians that the material may not be recommended for the patron based on their age.

IMPORTANT

You must map the word agerestriction in the biblioitems table to the MARC field
where this information will appear via the Koha to MARC Mapping administration
area.

2.1.5.2.2 AgeRestrictionOverride Default: Don’t allow
Asks: ___ staff to check out an item with age restriction.
Values:

e Allow

26



CHAPTER 2. ADMINISTRATION 2.1. GLOBAL SYSTEM PREFERENCES

Please confirm checkout

* Age restriction PG 13. Check out anyway?
+ The patron has a debt of 32.45

v~ Yes, Check Out (Y) ¥ No, Don't Check Out (N)

e Don’t allow

+ Age restriction PG 13.

Description:

* When the AgeRestrictionMarker preference is set, Koha will try to warn circulation librarians be-
fore checking out an item that might have an age restriction listed in the MARC record. This
preference asks if you would like the staff to be able to still check out these items to patrons under
the age limit.

2.1.5.2.3 AllFinesNeedOverride Default: Require
Asks: ___ staff to manually override all fines, even fines less than noissuescharge.
Values:

¢ Don't require
* Require
Description:

* This preference let’s you decide if you want to always be warned that the patron has fines when
checking out. If you have it set to "Require’ then no matter how much money the patron owes a
message will pop up warning you that the patron owes money.

2.1.5.2.4 AllowFineOverride Default: Don’t allow

Asks: ___ staff to manually override and check out items to patrons who have more than nois-
suescharge in fines.

Values:

¢ Allow

e Don't allow
Description:

¢ This preference lets you decide if you staff can check out to patrons who owe more money than
you usually let them carry on their account. If set to "Allow” staff will be warned that the patrons
owes money, but it won't stop the staff from checking out to the patron.

2.1.5.2.5 AllowltemsOnHoldCheckout Default: Don’t allow

Asks: ___checkouts of items reserved to someone else. If allowed do not generate RESERVE_WAITING
and RESERVED warning. This allows self checkouts for those items.

Values:

e Allow

e Don’t allow

27



CHAPTER 2. ADMINISTRATION 2.1. GLOBAL SYSTEM PREFERENCES

IMPORTANT

@ This system preference relates only to SIP based self checkout, not Koha’'s web based
self checkout.

Description:

* When this preference is set to “Allow’ patrons will be able to use your external self check machine
to check out a book to themselves even if it’s on hold for someone else. If you would like Koha to
prevent people from checking out books that are on hold for someone else set this preference to
"Don’t allow."

2.1.5.2.6 AllowNotForLoanOverride Default: Allow
Asks: _ staff to override and check out items that are marked as not for loan.
Values:

e Allow

* Don’t allow
Description:

¢ This parameter is a binary setting which controls the ability of staff (patrons will always be pre-
vented from checking these items out) to check out items that are marked as "not for loan". Setting
it to "Allow" would allow such items to be checked out, setting it to "Don’t allow" would pre-
vent this. This setting determines whether items meant to stay in the library, such as reference
materials, and other library resources can be checked out by patrons.

2.1.5.2.7 AllowRenewalLimitOverride Default: Allow

Asks: ___ staff to manually override the renewal limit and renew a checkout when it would go over
the renewal limit.

Values:

e Allow

* Don’t allow
Description:

* This preference is a binary setting which controls the ability of staff to override the limits placed
on the number of times an item can be renewed. Setting it to "Allow" would allow such limits to
be overridden, setting it to "Don’t allow" would prevent this. This is a preference in which if it is
set to "allow" it would allow the library staff to use their judgment for overriding the renew limit
for special cases, setting it to "Don’t allow" prevents an opportunity for abuse by the library staff.

2.1.5.2.8 AllowReturnToBranch Default: to any library
Asks: Allow materials to be returned to
Values:

¢ either the library the item is from or the library it was checked out from.
¢ only the library the item is from.

* only the library the item was checked out from.

* to any library.

Description:

 This preference lets the library system decide how they will accept returns. Some systems allow
for items to be returned to any library in the system (the default value of this preference) others
want to limit item returns to only specific branches. This preference will allow you to limit item
returns (checkins) to the branch(es) set in the value.
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2.1.5.2.9 AllowTooManyOverride Default: Allow

Asks: ___ staff to override and check out items when the patron has reached the maximum number
of allowed checkouts.

Values:

e Allow

Please confirm checkout
+ Too many checked out. 20 checked out, only 20 are allowed.

v Yes, Check Out (Y) X No, Don't Check Out (N)

e Don’t allow

+ Too many checked out. 20 checked out, only 20 are allowed.

Description:
e If this preference is set to "Allow" then staff all will be presented with an option to checkout more

items to a patron than are normally allowed in the Circulation and Fine Rules. If this preference is
set to "Don’t allow" then no staff member will be able to check out more than the circulation limit.

2.1.5.2.10 AutomaticltemReturn Default: Do

Asks: ___ automatically transfer items to their home branch when they are returned.
Values:

* Do

* Don't

Description:

¢ This preference is a binary setting which determines whether an item is returned to its home
branch automatically or not. If set to "Don’t", the staff member checking an item in at a location
other than the item’s home branch will be asked whether the item will remain at the non-home
branch (in which case the new location will be marked as a holding location) or returned. Setting
it to "Do" will ensure that items checked in at a branch other than their home branch will be sent
to that home branch.

2.1.5.2.11 AutoRemoveOverduesRestrictions Default: Do not

Asks: ___ allow OVERDUES restrictions triggered by sent notices to be cleared automatically when
all overdue items are returned by a patron.
Values:

* Do

¢ Do not

Description:

¢ Using the Overdue Notice/Status Triggers you can restrict patrons after they receive an overdue

notice. This preference lets you define whether Koha will automatically remove that restriction
once the overdue items in question are returned or not.
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2.1.5.2.12 CircControl Default: the library the item is from
Asks: Use the checkout and fines rules of ___
Values:

¢ the library the item is from
— The circulation and fines policies will be determined by the library that owns the item
¢ the library the patron is from
— The circulation and fines policies will be determined the patron’s home library
¢ the library you are logged in at
— The circulation and fines policies will be determined by the library that checked the item out

to the patron

2.1.5.2.13 HomeOrHoldingBranch Default: the library the item was checked out from
Asks: Use the checkout and fines rules of ___
Values:

e the library the item is from

¢ the library the item was checked out from

IMPORTANT

@ It is not recommend that this setting be changed after initial setup of Koha because it will
change the behavior of items already checked out.

Description:

¢ If IndependentBranches is set to 'Prevent” and CircControl is set to "the library the item is from’ this
preference decides whether the library holding the item (holding library on the item record) may
check the item out to its own patron or if it must immediately send the item back to the owning
location (home library on the item record).

IMPORTANT

@ This preference does nothing unless the IndependentBranches preference is set to 'Pre-
vent'.

2.1.5.2.14 HomeOrHoldingBranchReturn Default: the library the item is from
Asks: On checkin route the returned item to
Values:

¢ the library the item is from
¢ the library item was checked out from
Description:

¢ This preference will control where Koha prompts you to return the checked in item to. The value
in this preference is overridden by any values you have related to item returns and floating collec-
tions in the Circulation and Fine Rules.
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2.1.5.2.15 InProcessingToShelvingCart Default: Don’t move
Asks: ___items that have the location PROC to the location CART when they are checked in.
Values:

* Don’t move
¢ Move
2.1.5.2.16 IssuingInProcess Default: Don’t prevent

Asks: ___ patrons from checking out an item whose rental charge would take them over the limit.
Values:

¢ Don’t prevent
¢ Prevent
Description:

¢ This preference determines if a patron can check items out if there is an overdue fine on the account
and any of the materials the patron wishes to check out will potentially tip the account balance
over the maximum fines policy the library has in place.

Example: Your library has a $5 limit set for 'fines’ (ie, after incurring $5 in fines, a patron can no
longer check out items). A patron comes to the desk with 5 items to check out (4 books and a video) The
patron has $4 in charges already on their account. One of the videos has a rental charge of $1, therefore
making the total fines on the patron’s account suddenly $5 (the limit).

2.1.5.2.17 IssueLostltem Default: display a message
Asks: When issuing an item that has been marked as lost, .
Values:

¢ display a message
This item has been lost with a status of "Lost".

* do nothing
— This option will just check the item out without notifying you that the item was marked lost.

* require confirmation

Please confirm checkout
* This item has been lost with a status of "Lost”. Check out anyway™?

v Yes, Check Out (Y) XA No, Don't Check Out (N)

Description:

 This preference lets you define how library staff are notified that an item with a lost status is being
checked out. This will help staff mark items as "available’ if you choose to “display a message” or
‘require confirmation.” If you choose to ‘do nothing,” there will be no notification that the item
being checked out is marked as "lost.”
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2.1.5.2.18 ManInvIinNoissuesCharge Default: Include
Asks: _ MANUAL_INV charges when summing up charges for noissuescharge.
Values:

e Don’t include
¢ Include
Description:

* This preference lets you decide if charges entered as manual invoices are included when calculat-
ing the noissuescharge. If this is set to include then Koha will include all manual invoices when
deciding if the patron owes too much money to check anything else out of the library. If it’s set
to Don’t include then Koha will ignore all manual invoice charges when figuring out if the patron
owes too much money to checkout additional materials.

2.1.5.2.19 maxoutstanding Default: 5
Asks: Prevent patrons from making holds on the OPAC if they owe more than ___ USD in fines.

2.1.5.2.20 noissuescharge Default: 5
Asks: Prevent patrons from checking out books if they have more than __ USD in fines.
Description:

* This preference is the maximum amount of money owed to the library before the user is banned
from borrowing more items. Using the ManInvInNoissuesCharge and RentalsInNoissuesCharge
preferences you can control which types of charges are considered in this total. This also coincides
with maxoutstanding that limits patrons from placing holds when the maximum amount is owed
to the library.

2.1.5.2.21 OverduesBlockCirc Default: Ask for confirmation
Asks: ___ when checking out to a borrower that has overdues outstanding
Values:

e Ask for confirmation

— Will not let you check an item out to patrons with overdues until a librarian confirms that it
is okay

* Block

— Block all patrons with overdue items from being able to check out
¢ Don’t block

- Allow all patrons with overdue items to continue to check out

2.1.5.2.22 OverdueNoticeBcc Asks: Send all notices as a BCC to this email address ___
This preference makes it so that a librarian can get a copy of every notice sent out to patrons.

TIp

If you'd like more than one person to receive the blind copy you can simply enter in multiple

email addresses separated by commas.

The name of this preference is misleading, it does not only send overdues, but all notices

to the BCC address.
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2.1.5.2.23 PrintNoticesMaxLines Asks: Include up to ___ item lines in a printed overdue notice.

NOTE

If the number of items is greater than this number, the notice will end with a warning asking
the borrower to check their online account for a full list of overdue items.

Tip

Set to 0 to include all overdue items in the notice, no matter how many there are.

IMPORTANT

@ This preference only refers to the print notices, not those sent via email.

2.1.5.2.24 RenewalPeriodBase Default: the old due date of the checkout
Asks: When renewing checkouts, base the new due dateon ____
Values:

¢ the old due date of the checkout
e the current date
2.1.5.2.25 RenewalSendNotice Default: Don’t send

Asks: a renewal notice according to patron checkout alert preferences.
Values:

e Don't send
e Send
Description:

¢ If a patron has chosen to receive a check out notice in their messaging preferences and this prefer-
ence is set to ‘Send” then those patrons will also receive a notice when they renew materials. You
will want to set up a new notice with the code of RENEWAL (if you don’t already have it) with
custom text for renewing items.

IMPORTANT

@ This preference requires that you have EnhancedMessagingPreferences set to 'Al-
low’

2.1.5.2.26 RentalsInNoissuesCharge Default: Include
Asks: ___ rental charges when summing up charges for noissuescharge.
Values:

e Don’t include
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* Include
Description:

¢ This preference lets you decide if rental charges are included when calculating the noissuescharge.
If this is set to include then Koha will include all rental charges when deciding if the patron owes
too much money to check anything else out of the library. If it’s set to Don’t include then Koha
will ignore all rental charges when figuring out if the patron owes too much money to checkout
additional materials.

2.1.5.2.27 ReturnBeforeExpiry Default: Don’t require

Asks: ___ patrons to return books before their accounts expire (by restricting due dates to before the
patron’s expiration date).
Values:

* Don’t require
* Require
Description:

¢ This is preference may prevent a patron from having items checked out after their library card has
expired. If this is set to "Require", then a due date of any checked out item can not be set for a date
which falls after the patron’s card expiration. If the setting is left "Don’t require" then item check
out dates may exceed the expiration date for the patron’s library card.

2.1.5.2.28 ReturnToShelvingCart Default: Don’t move
Asks: ___ all items to the location CART when they are checked in.
Values:

* Don’t move
¢ Move
2.1.5.2.29 TransfersMaxDaysWarning Default: 3
Asks: Show a warning on the "Transfers to Receive" screen if the transfer has not been received ___

days after it is sent.
Description:

¢ The TransferMaxDaysWarning preference is set at a default number of days. This preference al-
lows for a warning to appear after a set amount of time if an item being transferred between library
branches has not been received. The warning will appear in the Transfers to Receive report.

2.1.5.2.30 UseBranchTransferLimits & BranchTransferLimitsType Defaults: Don’t enforce & collec-
tion code

Asks: _ branch transfer limits based on ____

UseBranchTransferLimits Values:

* Don’t enforce

* Enforce

BranchTransferLimitsType Values:

* collection code

e item type
BranchTransferLimitsType Description:

¢ This parameter is a binary setting which determines whether items are transferred according to
item type or collection code. This value determines how the library manager is able to restrict
what items can be transferred between the branches.
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2.1.5.2.31 useDaysMode Default: Don’t include
Asks: Calculate the due date using ___.
Values:

circulation rules only.
the calendar to push the due date to the next open day.

the calendar to skip all days the library is closed.

Description:

This preference controls how scheduled library closures affect the due date of a material. The "the
calendar to skip all days the library is closed’ setting allows for a scheduled closure not to count
as a day in the loan period, the ’circulation rules only” setting would not consider the scheduled
closure at all, and "the calendar to push the due date to the next open day” would only effect the
due date if the day the item is due would fall specifically on the day of closure.

Example:

The library has put December 24th and 25th in as closures on the calendar. A book checked out by
a patron has a due date of December 25th according to the circulation and fine rules. If this prefer-
ence is set to ‘circulation rules only’ then the item will remain due on the 25th. If the preference is
set to "the calendar to push the due date to the next open day”’ then the due date will be December
26th. If the preference is set to "the calendar to skip all days the library is closed” then the due date
will be pushed to the 27th of December to accommodate for the two closed days.

The calendar is defined on a branch by branch basis. To learn more about the calendar, check out the
‘Calendar & Holidays’ section of this manual.

2.1.5.2.32 UseTransportCostMatrix Default: Don’t use
Asks: ___ Transport Cost Matrix for calculating optimal holds filling between branches.
Values:

Don’t use

Use

Description:

If the system is configured to use the Transport cost matrix for filling holds, then when attempting
to fill a hold, the system will search for the lowest cost branch, and attempt to fill the hold with
an item from that branch first. Branches of equal cost will be selected from randomly. The branch
or branches of the next highest cost shall be selected from only if all the branches in the previous
group are unable to fill the hold.

The system will use the item’s current holding branch when determining whether the item can ful-
fill a hold using the Transport Cost Matrix. This behaviour will be overruled if the Automaticltem-
Return system preference is enabled.

2.1.5.3 Course Reserves

2.1.5.3.1 UseCourseReserves Default: Don’t use
Asks: __ course reserves
Values:

Don’t use

Use

Description:

The Course Reserves module in Koha allows you to temporarily move items to ‘reserve’ and assign
different circulation rules to these items while they are being used for a specific course.
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2.1.5.4 Fines Policy

2.1.5.4.1 finesCalendar Default: not including the days the library is closed
Asks: Calculate fines based on days overdue ___
Values:

¢ directly
* not including the days the library is closed
Description:

¢ This preference will determine whether or not fines will be accrued during instances when the
library is closed. Examples include holidays, library in-service days, etc. Choosing "not includ-
ing the days the library is closed" setting will enable Koha to access its Calendar module and be
considerate of dates when the library is closed. To make use of this setting the administrator must
first access Koha's calendar and mark certain days as "holidays" ahead of time.

The calendar is defined on a branch by branch basis. To learn more about the calendar, check out the

‘Calendar & Holidays’ section of this manual.

2.1.5.4.2 FinesIncludeGracePeriod Default: Include
Asks: ___ the grace period when calculating the fine for an overdue item.
Values:

e Don’t include
¢ Include
Description:

¢ This preference lets you control how Koha calculates fines when there is a grace period. If you
choose to include the grace period when calculating fines then Koha will charge for the days in the
grace period should the item be overdue more than those days. If you choose not to include the
grace period then Koha will only charge for the days overdue after the grace period.

2.1.5.4.3 finesMode Default: Calculate (but only for mailing to the admin)
Asks: ___ fines
Values:

* Calculate (but only for mailing to the admin)
¢ Calculate and charge

e Don’t calculate

IMPORTANT

@ Requires that you have the fines cron job running (misc/cronjobs/fines.pl)

2.1.5.4.4 RefundLostItemFeeOnReturn Default: Refund
Asks: ___lost item fees charged to a borrower when the lost item is returned.
Values:

¢ Don’t refund
¢ Refund

Description:
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* When an item is marked lost in Koha the system charges the patron the replacement fee for the
item. This preference lets you control how Koha handles returns of these items. By default when
an item that was previously marked lost is checked in Koha refunds the patron the replacement
fee. Change this preference to "Don’t refund" if you would like Koha to not refund the replacement
fee.

2.1.5.4.5 WhenLostChargeReplacementFee Default: Charge
Asks: ___the replacement price when a patron loses an item.
Values:

¢ Charge
¢ Don’t charge
Description:

¢ This preference lets you tell Koha what to do with an item is marked lost. If you want Koha can
"Charge’ the patron the replacement fee listed on the item they lost or it can do nothing in reference
to the patron and just mark the item lost in the catalog.

2.1.5.4.6 WhenLostForgiveFine Default: Don't forgive
Asks: ___ the fines on an item when it is lost.
Values:

* Don't forgive
¢ Forgive
Description:

* This preference allows the library to decide if fines are charged in addition to the replacement
fee when an item is marked as lost. If this preference is set to 'Forgive’ then the patron won’t be
charged fines in addition to the replacement fee.

2.1.5.5 Holds Policy

2.1.5.5.1 AllowHoldDateInFuture Default: Allow
Asks: ___ hold requests to be placed that do not enter the waiting list until a certain future date.
Values:

e Allow

e Don’t allow

2.1.5.5.2 AllowHoldsOnDamagedItems Default: Allow
Asks: ___hold requests to be placed on damaged items.
Values:

e Allow
e Don’t allow
Description:

¢ This parameter is a binary setting which controls whether or not hold requests can be placed
on items that are marked as "damaged" (items are marked as damaged by editing subfield 4 on
the item record). Setting this value to "Don’t allow" will prevent anyone from placing a hold on
such items, setting it to "Allow" will allow it. This preference is important because it determines
whether or not a patron can place a request for an item that might be in the process of being
repaired or not in good condition. The library may wish to set this to "Don’t allow" if they were
concerned about their patrons not receiving the item in a timely manner or at all (if it is determined
that the item is beyond repair). Setting it to "Allow" would allow a patron to place a hold on an
item and therefore receive it as soon as it becomes available.
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2.1.5.5.3 AllowHoldsOnPatronsPossessions Default: Allow

Asks: a patron to place a hold on a record where the patron already has one or more items
attached to that record checked out.

Values:

e Allow

e Don’t allow
Description:

* By setting to "Don’t allow," you can prevent patrons from placing holds on items they already have
out, thus preventing them from blocking anyone else from getting an item.

2.1.5.5.4 AllowHoldPolicyOverride Default: Allow
Asks: ___ staff to override hold policies when placing holds.
Values:

e Allow
e Don’t allow
Description:

¢ This preference is a binary setting which controls whether or not the library staff can override the
circulation and fines rules as they pertain to the placement of holds. Setting this value to "Don’t
allow" will prevent anyone from overriding, setting it to "Allow" will allow it. This setting is
important because it determines how strict the libraries rules for placing holds are. If this is set to
"Allow", exceptions can be made for patrons who are otherwise normally in good standing with
the library, but there is opportunity for the staff to abuse this function. If it is set to "Don’t allow",
no abuse of the system is possible, but it makes the system entirely inflexible in respect to holds.

2.1.5.5.5 AllowOnShelfHolds Default: Allow
Asks: ___hold requests to be placed on items that are not checked out.
Values:

e Allow
* Don’t Allow
Description:

¢ This preference is a binary setting which controls the ability of patrons to place holds on items that
are not currently checked out. Setting it to "Don’t allow" allows borrowers to place holds on items
that are checked out but not on items that are on the shelf (or assumed available in the library),
setting it to "Allow" allows borrowers to place holds on any item that is available for loan whether
it is checked out or not. This setting might be set to "Allow" if the library system is a multi branch
system and patrons used the hold system to request items from other libraries, or if the library
wanted to allow users to place holds on items from home through the OPAC. Setting it to "Don’t
allow" would enforce a first come, first served standard.

IMPORTANT

An item’s hold status doesn’t not affect whether or not the item is "available’ until the item
is in 'waiting’ status. Items with on-shelf holds will show as available until a librarian has
pulled them from the shelf and checked the item in make it show 'waiting’.

38



CHAPTER 2. ADMINISTRATION 2.1. GLOBAL SYSTEM PREFERENCES

2.1.5.5.6 AutoResumeSuspendedHolds Default: Allow
Asks: ___ suspended holds to be automatically resumed by a set date.
Values:
e Allow

e Don’t allow

Description:

¢ If this preference is set to "Allow’ then all suspended holds will be able to have a date at after which
they automatically become unsuspended. If you have this preference set to "Allow” you will also
need the Unsuspend Holds cron job running.

O

IMPORTANT

The holds will become unsuspended the date after that entered by the patron.

2.1.5.,5.7 canreservefromotherbranches Default: Allow
Asks: ___ a user from one library to place a hold on an item from another library
Description:

¢ This preference is a binary setting which determines whether patrons can place holds on items
from other branches. If the preference is set to "Allow" patrons can place such holds, if it is set to
"Don’t allow" they cannot. This is an important setting because it determines if users can use Koha
to request items from another branch. If the library is sharing an installation of Koha with other
independent libraries which do not wish to allow interlibrary borrowing it is recommended that
this parameter be set to "Don’t allow".

Values:
e Allow

* Don't allow (with independent branches)

2.1.5.5.8 ConfirmFutureHolds Default: 0
Asks: Confirm future hold requests (starting no later than ___ days from now) at checkin time.
Description:

¢ When confirming a hold at checkin time, the number of days in this preference is taken into ac-
count when deciding which holds to show alerts for. This preference does not interfere with re-
newing, checking out or transferring a book.

NOTE

This number of days will be used too in calculating the default end date for the Holds to
pull-report. But it does not interfere with issuing, renewing or transferring books.

O

IMPORTANT

This preference is only looked at if you're allowing hold dates in the future with AllowHold-
DatelnFuture or OPACAIllowHoldDatelnFuture
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2.1.5.5.9 decreaseLoanHighHolds, decreaseLoanHighHoldsDuration and decreaseLoanHighHoldsValue
Asks: ___the reduction of loan period to ___ days for items with more than ___ holds.
decreaseLoanHighHolds default: Don’t enable
decreaseLoanHighHolds values: Don’t enable

* Enable
Description:

¢ These preferences let you change the loan length for items that have many holds on them. This
will not effect items that are already checked out, but items that are checked out after the de-
creaseLoanHighHoldsValue is met will only be checked out for the number of days entered in the
decreaseLoanHighHoldsDuration preference.

Please confirm checkout
* High demand item. Loan period shortened to 2 days (due 10/13/2012 00:00). Check out anyway?

v Yes, Check Out () A No, Don't Check Out (N)

2.1.5.,5.10 DisplayMultiPlaceHold Default: Don’t enable
Asks: ___ the ability to place holds on multiple biblio from the search results
Values:

e Don’t enable

e Enable

2.1.5.5.11 emailLibrarianWhenHoldIsPlaced Default: Don’t enable

Asks: ___ sending an email to the Koha administrator email address whenever a hold request is
placed.

Values:

¢ Don’t enable
e Enable
Description:

* This preference enables Koha to email the library staff whenever a patron requests an item to be
held. While this function will immediately alert the librarian to the patron’s need, it is extremely
impractical in most library settings. In most libraries the hold lists are monitored and maintained
from a separate interface. That said, many libraries that allow on shelf holds prefer to have this
preference turned on so that they are alerted to pull an item from the shelf.

IMPORTANT

@ In order for this email to send you must have a notice template with the code of HOLD-
PLACED

IMPORTANT

@ This notice will only be sent if the process_message_queue.pl cronjob being run periodi-
cally to send the messages.
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2.1.5.5.12 ExpireReservesMaxPickUpDelay Default: Don’t allow

Asks: ___ holds to expire automatically if they have not been picked by within the time period
specified in ReservesMaxPickUpDelay

Values:

o Allow

e Don’t allow
Description:

e If set to “allow’ this will cancel holds that have been waiting for longer than the number of days
specified in the ReservesMaxPickUpDelay system preference. Holds will only be cancelled if the
Expire Holds cron job is runnning.

2.1.5.5.13 ExpireReservesMaxPickUpDelayCharge Default: 0

Asks: If using ExpireReservesMaxPickUpDelay, charge a borrower who allows his or her waiting
hold to expire a fee of ___ USD

Description:

¢ If you are expiring holds that have been waiting too long you can use this preference to charge the
patron for not picking up their hold. If you don’t charge patrons for items that aren’t picked up
you can leave this set to the default which is 0. Holds will only be cancelled and charged if the
Expire Holds cron job is running.

2.1.5.5.14 maxreserves Default: 50
Asks: Patrons can only have ___ holds at once.

2.1.5.5.15 OPACAllowHoldDateInFuture Default: Allow
Asks: ___ patrons to place holds that don’t enter the waiting list until a certain future date.
Values:

e Allow
— AllowHoldDateInFuture must also be enabled for this to work
e Don’t allow
2.1.5.5.16 OPACAllowUserToChooseBranch Default: Allow

Asks: ___a user to choose the branch to pick up a hold from.
Values:

o Allow
* Don't allow
Description:

¢ Changing this preference will not prevent staff from being able to transfer titles from one branch
to another to fill a hold, it will only prevent patrons from saying they plan on picking a book up at
a branch other than their home branch.

2.1.5.5.17 ReservesControlBranch Default: item’s home library
Asks: Check the ___ to see if the patron can place a hold on the item.
Values:

¢ item’s home library.

* patron’s home library.
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2.1.5.5.18 ReservesMaxPickUpDelay Default: 7
Asks: Mark a hold as problematic if it has been waiting for more than ___ days.
Description:

* This preference (based on calendar days, not the Koha holiday calendar) puts an expiration date
on an item a patron has on hold. After this expiration date the staff will have the option to release
the unclaimed hold which then may be returned to the library shelf or issued to the next patron
on the item’s hold list. Items that are ‘expired’ by this preference are moved to the "Holds Over’
tab on the "Holds Awaiting Pickup’ report.

2.1.5.5.19 ReservesNeedReturns Default: Don’t automatically

Asks: ___ mark holds as found and waiting when a hold is placed specifically on them and they are
already checked in.
Values:

¢ Automatically
¢ Don’t automatically
Description:

¢ This preference refers to ‘item specific’ holds where the item is currently on the library shelf. This
preference allows a library to decide whether an “item specific’ hold is marked as "Waiting" at the
time the hold is placed or if the item will be marked as "Waiting" after the item is checked in. This
preference will tell the patron that their item is ‘Waiting” for them at their library and ready for
check out.

2.1.5.5.20 StaticHoldsQueueWeight & RandomizeHoldsQueueWeight StaticHoldsQueueWeight De-
fault: 0

RandomizeHoldsQueueWeight Default: in that order

Asks: Satisfy holds from the libraries ___ (as branchcodes, separated by commas; if empty, uses all
libraries) ____

RandomizeHoldsQueueWeight Values:

¢ in random order

- If StaticHoldsQueueWeight is left at the default Koha will randomize all libraries, otherwise
it will randomize the libraries listed.

¢ in that order

— If StaticHoldsQueueWeight is left at the default then this will use all of your branches in
alphabetical order, otherwise it will use the branches in the order that you entered them in
the StaticHoldsQueueWeight preference.

Descriptions:

* These preferences control how the Holds Queue report is generated using a cron job.

If you do not want all of your libraries to participate in the on-shelf holds fulfillment process, you
should list the the libraries that *do* participate in the process here by inputting all the participat-
ing library’s branchcodes, separated by commas ( e.g. "MPL,CPL,SPL,BML" etc. ).

By default, the holds queue will be generated such that the system will first attempt to hold ful-
fillment using items already at the pickup library if possible. If there are no items available at
the pickup library to fill a hold, build_holds_queue.pl will then use the list of libraries defined in
StaticHoldsQueueWeight. If RandomizeHoldsQueueWeight is disabled ( which it is by default ),
the script will assign fulfillment requests in the order the branches are placed in the StaticHold-
sQueueWeight system preference.

For example, if your system has three libraries, of varying sizes ( small, medium and large ) and
you want the burden of holds fulfillment to be on larger libraries before smaller libraries, you
would want StaticHoldsQueueWeight to look something like "LRG,MED,SML".
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If you want the burden of holds fulfillment to be spread out equally throughout your library sys-
tem, simply enable RandomizeHoldsQueueWeight. When this system preference is enabled, the
order in which libraries will be requested to fulfill an on-shelf hold will be randomized each time
the list is regenerated.

Leaving StaticHoldsQueueWeight empty is contraindicated at this time. Doing so will cause the
build_holds_queue script to ignore RandomizeHoldsQueueWeight, causing the script to request
hold fulfillment not randomly, but by alphabetical order.

IMPORTANT

The Transport Cost Matrix takes precedence in controlling where holds are filled from,
if the matrix is not used then Koha checks the StaticHoldsQueueWeight. To use the
Transport Cost Matrix simply set your UseTransportCostMatrix preference to 'Use’

2.1.5.5.21 SuspendHoldsIntranet Default: Allow
Asks: ___holds to be suspended from the intranet.
Values:

o Allow

* Don't allow

Description:

* The holds suspension feature can be turned on and off in the staff client by altering this system

preference. If this is set to “allow” you will want to set the AutoResumeSuspendedHolds system
preference.

2.1.5.5.22 SuspendHoldsOpac Default: Allow
Asks: ___ holds to be suspended from the OPAC.
Values:

o Allow

* Don't allow

Description:

* The holds suspension feature can be turned on and off in the OPAC by altering this system prefer-

ence. If this is set to "allow’ you will want to set the AutoResumeSuspendedHolds system prefer-
ence.

2.1.5.6 Interface

2.1.5.6.1 AllowAllMessageDeletion Default: Don’t allow
Asks: ___staff to delete messages added from other libraries.
Values:

e Allow

e Don’t allow

43



CHAPTER 2. ADMINISTRATION 2.1. GLOBAL SYSTEM PREFERENCES

2.1.5.6.2 AllowOfflineCirculation Default: Do not enable
Asks: ___ offline circulation on regular circulation computers.
Values:

* Do not enable
e Enable
Description:

e Setting this preference to "Enable’ allows you to use the Koha interface for offline circulation. This
system preference does not affect the Firefox plugin or the desktop application, any of these three
options can be used for offline circulation without effecting the other.

2.1.5.6.3 CircAutocompl Default: Try
Asks: ___to automatically fill in the member when entering a patron search on the circulation screen.
Description:

¢ This preference is a binary setting which determines whether auto-completion of fields is enabled
or disabled for the circulation input field. Setting it to "Try" would enable a staff member to begin
typing a name or other value into the field and have a menu pop up with suggestions for complet-
ing it. Setting it to "Don’t try" would disable this feature. This preference can make staff members’
jobs easier or it could potentially slow down the page loading process.

Values:
* Don't try
e Try
Enter patron card number or partial name:

nic Submit |

Engard, Nicole (23528001223837) — 123 main, main, ME e Catalog
Schneider, Nicole (23529000121682) -- 1008 Library Rd., Cents -

efarences

2.1.5.6.4 CircAutoPrintQuickSlip Default: open a print quick slip window
Asks: When an empty barcode field is submitted in circulation
Values:

¢ clear the screen

® open a print quick slip window
® open a print slip window
Description:

e If this preference is set to open a quick slip (ISSUEQSLIP) or open a slip (ISSUESLIP) for printing
it will eliminate the need for the librarian to click the print button to generate a checkout receipt
for the patron they’re checking out to. If the preference is set to clear the screen then "checking
out" an empty barcode will clear the screen of the patron you were last working with.

2.1.5.6.5 FilterBeforeOverdueReport Default: Don’t require
Asks: ___ staff to choose which checkouts to show before running the overdues report.
Description:
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* Koha's overdue report shows you all of the overdue items in your library system. If you have
a large library system you'll want to set this preference to 'Require’ to force those running the
report to first limit the data generated to a branch, date range, patron category or other such filter.
Requiring that the report be filtered before it's run prevents your staff from running a system
heavy report and slowing down other operations in the system.

Filter On:
Date due:
From:
B
To:

[

Mame or cardnumber:

Patron category:

Ay =
Patron flags:
MNone -

Driver's License:

Home Branch:

ltem type:
Any :
Library of the patron:
Any =
Sort By:

show any items currently
checked out:

Apply Filter

Values:
¢ Don’t require

* Require
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2.1.5.6.6 FineNotifyAtCheckin Default: Don’t notify
Asks: ___librarians of overdue fines on the items they are checking in.
Values:

¢ Don’t notify
¢ Notify
Description:

e With this preference set to "Notify” all books that have overdue fines owed on them will pop up a
warning when checking them in. This warning will need to acknowledged before you can continue
checking items in. With this preference set to "Don’t notify,” you will still see fines owed on the
patron record, you just won’t have an additional notification at check in.

Patron has outstanding fines of 0.45.
Make payment.

2.1.5.6.7 DisplayClearScreenButton Default: Show
Asks: ___ abutton to clear the current patron from the screen on the circulation screen.
Values:

e Don’t show

Checking out to Nicole Engard (9876543457)
Enter item barcode:

Check Out |

Specify due date (MM/DDYYYY):

3 Remember for session; || Clear |

e Show

Checking out to Nicole Engard (9876543457)
Enter item barcode:

H Check Out |
Specify due date (MM/DDNYYYY):

j Remember for session: || Clear |

2.1.5.6.8 ExportRemoveFields Asks: The following fields should be excluded from the patron check-
out history CSV or is02709 export
Description:
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* This space separated list of fields (e.g. 100a 245b) will automatically be excluded when exporting
the patron’s current checkout history.

1 Checkout(s) 5 Hold(s)

Check
Renew in Export
Due _ " Item _ Checked _ Checked _ Call _ . select select .
date ~ L type outon out from ~ no *© |Chewe|Price) T s:'lf'l" all|
none none
none
Previous checkouts %
09/12/2012 Harry Potter Book on 08/23/2012 Micole's Library PZ7.R79835 0.00 1
23:59 and the cD 11:37 Hajd 2007b o~
deathly
hallows, by
Rowling, J.
K.
2345043236
Totals: 89.00 0.00 Raneelliialciate:
|
Forgive fines on return: |
Override renewal limit: Renew or Return checked items | Renew all |

Don't export fields : | 100a Export checkouts ~ |

2.1.5.6.9 ExportWithCsvProfile Asks: Use the ___ CSV profile when exporting patron checkout his-
tory
Description:

e Use this preference to define which CSV profile should be used when exporting patron’s current
checkout data. Enter the CSV Profile name as the value for this preference. If this preference is left
blank you will not be able to export the patron’s current checkout summary.

ISO2709 with items

Override renewal limit: Renew or Return d 1502709 without items
CSY

Don't export fields : 100a Export checkouts ~

2.1.5.6.10 HoldsToPullStartDate Default: 2
Asks: Set the default start date for the Holds to pull list to ___ day(s) ago.
Description:

¢ The Holds to Pull report in circulation defaults to filtering holds placed 2 days ago. This preference
allows you to set this default filter to any number of days.

2.1.5.6.11 itemBarcodeFallbackSearch Default: Don’t enable

Asks: ___ the automatic use of a keyword catalog search if the phrase entered as a barcode on the
checkout page does not turn up any results during an item barcode search.
Values:

e Don’t enable

e Enable
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» The barcode was not found outside the book Fast cataloging
The following items were found by searching:

Check out 32404323 Thinking outside the book :

Attention:

Fees & Charges: Patron has Outstanding fees &
charges of 6.40. Make Payment

Checking out to Coda Engard (987654345
Enter item barcode:

outside the book | chedcout|  pessages:

Specify due date (MM/DDMYYYY) : Add a new message

| Remember for session: Clear

Description:

Sometimes libraries want to checkout using something other than the barcode. Enabling this pref-
erence will do a keyword search of Koha to find the item you’re trying to check out. You can use
the call number, barcode, part of the title or anything you’d enter in the keyword search when this
preference is enabled and Koha will ask you which item you're trying to check out.

IMPORTANT

@ While you'’re not searching by barcode a barcode is required on every title you check out.

Only titles with barcodes will appear in the search results.

2.1.5.6.12 itemBarcodeInputFilter Default: Don't filter
Asks: _ scanned item barcodes.
Values:

Convert from CueCat format

Convert from Libsuite8 form

Don't filter

EAN-13 or zero-padded UPC-A from
Remove spaces from

Remove the first number from T-prefix style

— This format is common among those libraries migrating from Follett systems

2.1.5.6.13 NoticeCSS Asks: Include the stylesheetat ___ on Notices.

IMPORTANT

@ This should be a complete URL, starting with http://

Description:

If you would like to style your notices with a consistent set of fonts and colors you can use this
preference to point Koha to a stylesheet specifically for your notices.
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2.1.5.6.14 numReturnedItemsToShow Default: 20
Asks : Show the __ last returned items on the checkin screen.

2.1.5.6.15 previousIssuesDefaultSortOrder Default: earliest to latest
Asks: Sort previous checkouts on the circulation page from ___ due date.
Values:

e carliest to latest
¢ Jatest to earliest
2.1.5.6.16 RecordLocalUseOnReturn Default: Don’t record

Asks: __ local use when an unissued item is checked in.
Values:

¢ Don’t record

* Record

Description:

* When this preference is set to "Don’t record" you can record local use of items by checking items

out to the statistical patron. With this preference set to "Record” you can record local use by check-
ing out to the statistical patron and/or by checking in a book that is not currently checked out.

2.1.5.6.17 soundon Default: Don’t enable
Asks: ___ circulation sounds during checkin and checkout in the staff interface.
Values:

e Don’t enable

e Enable

IMPORTANT

@ This feature is not supported by all browsers. Requires an HTML5 compliant browser.

2.1.5.6.18 SpecifyDueDate Default: Allow

Asks: ___ staff to specify a due date for a checkout.

Due dates are calculated using your circulation and fines rules, but staff can override that if you
allow them to specify a due date at checkout.

Description:

e This preference allows for circulation staff to change a due date from the automatic due date to
another calendar date. This option would be used for circumstances in which the due date may
need to be decreased or extended in a specific circumstance. The "Allow" setting would allow for
this option to be utilized by staff, the "Don’t allow" setting would bar staff from changing the due
date on materials.

Values:

e Allow
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Checking out to Nicole Engard (9876543457)
Enter item barcode:

H Check Out |
Specify due date [MM/DDMYYYY):

_1| Remember for session; Clear |

e Don’t allow

Checking out to Nicole Engard (9876543457)
Enter item barcode:

Check Out

2.1.5.6.19 todayslssuesDefaultSortOrder Default: latest to earliest
Asks: Sort today’s checkouts on the circulation page from ___ due date.
Values:

e carliest to latest

o Jatest to earliest

2.1.5.6.20 UpdateTotallssuesOnCirc Default: Do not

Asks: ___ update a bibliographic record’s total issues count whenever an item is issued
Values:
e Do

IMPORTANT

@ This increases server load significantly; if performance is a concern, use the cron
job to update the total issues count instead.

* Do not
Description:

¢ Koha can track the number of times and item is checked out and store that on the item record in
the database. This information is not stored by default. Setting this preference to "Do” will tell
Koha to track that info everytime the item is checked out in real time. Otherwise you could use
the cron job to have Koha update that field nightly.

2.1.5.6.21 UseTablesortForCirc Default: Don’t enable
Asks: ___the sorting of current patron checkouts on the circulation screen.
Values:

e Don’t enable
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e Enable

IMPORTANT

@ Enabling this function may slow down circulation time for patrons with many checkouts.

2.1.5.6.22 WaitingNotifyAtCheckin Default: Don’t notify
Asks: ___librarians of waiting holds for the patron whose items they are checking in.
Values:

* Don’t notify

* Notify

Dorothy Gale has 1 hold(s) waiting for pickup.

Check out to this patron.

Checked-In items

Due Date Title Author Barcode Shelv!ng = Type Patron Note
Location Number
08/06/2011 ,&_Ilthr_ou h the Elun_n T 31000000013110 Processing AF Bunn CIRC G_Elle Darothy
night / Davis, = Center F iJ)
Description:

* When checking in books you can choose whether or not to have a notice pop up if the patron
who returned the book has a hold waiting for pick up. If you choose 'Notify” for WaitingNotify-
AtCheckin then every time a hold is found for the patron who had the book out last a message
will appear on your check in screen.

2.1.5.7 Self Checkout

2.1.5.7.1 AllowSelfCheckReturns Default: Don’t allow
Asks: ___ patrons to return items through web-based self checkout system.
Values:

e Allow
e Don't allow
Description:

¢ This preference is used to determine if you want patrons to be allowed to return items through
your self check machines. By default Koha’s self check interface is simply for checking items out.

2.1.5.7.2 AutoSelfCheckAllowed, AutoSelfCheckID & AutoSelfCheckPass

IMPORTANT

Most libraries will want to leave this set to ’'Don’t allow. This preference turns off the
requirement to log into the self checkout machine with a staff username and password by
storing the username and password for automatic login.
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AutoSelfCheckAllowed Default: Don’t allow

Asks: ___ the web-based self checkout system to automatically login with this staff login ___ and
this password ___ .

AutoSelfCheckAllowed Values:

e Allow

* Don't allow

AutoSelfCheckID Value:

¢ The username of a staff patron with ‘circulate” permissions.
AutoSelfCheckPass Value:

* The password of a staff patron with 'circulate’ permissions.

2.1.5.7.3 SCOUserCSS Asks: Include the following CSS on all pages in the web-based self checkout
Description:

¢ The CSS entered in this preference will be used on all of your Koha self checkout screens.

2.1.5.74 SCOUser]S Asks: Include the following JavaScript on all pages in the web-based self check-
out
Description:

* The JavaScript entered in this preference will effect all of your Koha self checkout screens.

2.1.5.7.5 SelfCheckHelpMessage Asks: Include the following HTML in the Help page of the web-
based self checkout system
Description:

¢ Clicking the "Help’ link in the top right of the self checkout interface opens up a three step process
for using the self check interface. Adding HTML to this system preference will print that additional
help text above what’s already included.

2.1.5.7.6 SelfCheckoutByLogin Default: Barcode
Asks: Have patrons login into the web-based self checkout system with their ___
Values:

¢ Barcode
Nicole's Library Self Checkout System
Self Checkout

Please enter your card number: Submit

@ Nicole C. Engard
Home | Contact | Privacy

* Username and password

Nicole's Library Self Checkout System
Self Checkout

Please login with your username and password

Username: || Password: Submit

Description:

* This preference lets you decide how your patrons will log in to the self checkout machine. Barcode
is the patron’s card number and their username and password is set using the opac/staff username
and password fields on the patron record.
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2.1.5.7.7 SelfCheckReceiptPrompt Default: Show
Asks: ___ the print receipt popup dialog when self checkout is finished.
Values:

e Don’t show
e Show

Description:

¢ This preference controls whether a prompt shows up on the web based self check out when the

patron clicks the "Finish” button.

2.1.5.7.8 SelfCheckTimeout Default: 120

Asks: Time out the current patron’s web-based self checkout system login after ___ seconds.

Description:

* After the machine is idle for the time entered in this preference the self check out system will log

out the current patron and return to the starting screen.

2.1.5.7.9 ShowPatronlmageInWebBasedSelfCheck Default: Don’t show

Asks: ___ the patron’s picture (if one has been added) when they use the web-based self checkout.

Values:
e Don’t show
e Show
2.1.5.7.10 WebBasedSelfCheck Default: Don’t enable

Asks: ___ the web-based self checkout system.
Values:

e Don’t enable
e Enable

Enabling this preference will allow access to the self checkout module in Koha.

2.1.6 Creators

These preferences have to do with creating content.
Get there: More > Administration > Global System Preferences > Creators

2.1.6.1 Patron Cards

These preferences are in reference to the Patron Card Creator tool.

2.1.6.1.1 ImageLimit Asks: Limit the number of creator images stored in the database to ___images.

2.1.7 Enhanced Content

Get there: More > Administration > Global System Preferences > Enhanced Content

IMPORTANT

@ Always read the terms of service associated with external data sources to be sure that
you are using the products within the allowed limits.
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Tip

set up. If you set up more than one you will get multiple cover images. Instead choose

‘ You cannot have more than one service for cover images (including local cover images)
only one source for cover images.

2171 Al

2.1.7.1.1 FRBRizeEditions Default: Don’t show
Asks: _ other editions of an item on the staff client
Values:

e Don’t show

e Show

Holdings  Descriptions  Editions

Editions

Harry Potter and the sorcerer's stone by ©2002 Warner Home Video,
(Burbank, CA ) 2 videodiscs (152 min.) : sd., col. ; , 4 3/4 in.

ovD

Description:

¢ Using the rules set forth in the Functional Requirements for Bibliographic records, this option,
when enabled, pulls all editions of the same title available in your collection regardless of material
type. Items will appear under an "Editions’ tab on the detail page for the title in question.. Accord-
ing to Libraries Unlimited’s Online Dictionary for Library and Information Science (http://lu.com/-
odlis/), FRBRizing the catalog involves collating MARC records of similar materials. FRBRization
brings together entities (sets of Works, Expressions, or Manifestations), rather than just sets of
Items. It can aid patrons in selecting related items, expressions, and manifestations that will serve
their needs. When it is set to "Show", the OPAC will query one or more ISBN web services for
associated ISBNs and display an Editions tab on the details pages. Once this preference is enabled,
the library must select one of the ISBN options (ThingISBN and/or XISBN). This option is only
for the Staff Client; the OPACFRBRizeEditions option must be enabled to have the Editions tab
appear on the OPAC.

IMPORTANT

@ Requires that you turn on one or more of the ISBN services (ThingISBN and/or XISBN)

2.1.7.1.2 OPACFRBRizeEditions Default: Don’t show
Asks: __ other editions of an item on the OPAC.
Description:
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* Using the rules set forth in the Functional Requirements for Bibliographic records, this option,
when enabled, pulls all editions of the same title available in your collection regardless of material
type. Items will appear under an "Editions’ tab on the detail page for the title in question.. Accord-
ing to Libraries Unlimited’s Online Dictionary for Library and Information Science (http://lu.com/-
odlis/), FRBRizing the catalog involves collating MARC records of similar materials. FRBRization
brings together entities (sets of Works, Expressions, or Manifestations), rather than just sets of
Items. It can aid patrons in selecting related items, expressions, and manifestations that will serve
their needs. When it is set to "Show", the OPAC will query one or more ISBN web services for
associated ISBNs and display an Editions tab on the details pages. Once this preference is enabled,
the library must select one of the ISBN options (ThingISBN and/or XISBN). This option is only for
the OPAC; the FRBRizeEditions option must be turned "On" to have the Editions tab appear on
the Staff Client.

Values:
e Don’t show
e Show

Holdings { 3 ) Title Motes Comments Related Editions Amazon Reviews

Other Editions of this Work

Harry Potter and the goblet of fire / by Rowling, J. K. 2000
Ciroulating » .- A. Levine Books, (New York :) , 2000 xi, 734 p. - ill. ; 24 cm.

Harry Potter and the goblet of fire / by Rowling, J. K. 2002
Scholastic, (New York @) xi, 734 p. 1 ill. ; 20 ecm.

Harry Potter and the goblet of fire / by Rowling, J. K. 2000
Circulating 11, ndike Press, (Thomdike, ME :) , 2000 936 p. - ill. ; 23 cm.

Harry Potter and the goblet of fire by Rowling, J. K. 2000
Ciroulating | istaning Library, (New York 1) 17 sound discs (ca. 20 hrs.) : digital ; 4 3/4 in.

This preference pulls all editions of the same title available in your collection regardless of material
type. Items will appear under an 'Editions’ tab on the detail page for the title in question.

IMPORTANT

@ Requires that you turn on one or more of the ISBN services (ThingISBN and/or XISBN)

2.1.7.2 Amazon

2.1.7.21 AmazonAssocTag Asks: Put the associate tag __ on links to Amazon.
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Tip

This can net your library referral fees if a patron decides to buy an item after clicking
through to Amazon from your site.

Description:

An Amazon Associates Tag allows a library to earn a percentage of all purchases made on Ama-
zon when a patron accesses Amazon’s site via links on the library’s website. More informa-
tion about the Amazon Associates program is available at Amazon’s Affiliate Program’s website,
https:/ /affiliate-program.amazon.com/. Before a tag can be obtained, however, the library must
first apply for an Amazon Web Services (AWS) account. Applications are free of charge and can
be made at http://aws.amazon.com. Once an AWS account has been established, the library can
then obtain the Amazon Associates Tag.

Sign up at: https:/ /affiliate-program.amazon.com/

2.1.7.2.2 AmazonCoverlmages Default: Don’t show
Asks: ___ cover images from Amazon on search results and item detail pages on the staff interface.
Values:

Don’t show

Show

Description:

This preference makes it possible to either allow or prevent Amazon cover images from being
displayed in the Staff Client. Cover images are retrieved by Amazon, which pulls the content
based on the first ISBN number in the item’s MARC record. Amazon offers this service free of
charge. If the value for this preference is set to "Show", the cover images will appear in the Staff
Client, and if it is set to "Don’t show", the images will not appear. Finally, if you're using Amazon
cover images, all other cover image services must be disabled. If they are not disabled, they will
prevent AmazonCoverImages from functioning properly.

2.1.7.2.3 AmazonLocale Default: American
Asks: Use Amazon data from its ___ website.
Value:

American
British
Canadian
French
German

Japanese

2.1.7.24 OPACAmazonCoverlmages Default: Don’t show
Asks: ___ cover images from Amazon on search results and item detail pages on the OPAC.
Values:

Don’t show

Show

Description:
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* This preference makes it possible to either allow or prevent Amazon cover images from being
displayed in the OPAC. Cover images are retrieved by Amazon, which pulls the content based
on the first ISBN number in the item’s MARC record. Amazon offers this service free of charge.
If the value for this preference is set to "Show", the cover images will appear in the OPAC, and
if it is set to "Don’t show", the images will not appear. Finally, if you're using Amazon cover
images, all other cover image services must be disabled. If they are not disabled, they will prevent
AmazonCoverlmages from functioning properly.

2.1.7.3 Babeltheque

2.1.7.3.1 Babeltheque Default: Don’t
Asks: ___include information (such as reviews and citations) from Babeltheque in item detail pages
on the OPAC.

Description:

e This preference makes it possible to display a Babeltheque tab in the OPAC, allowing patrons
to access tags, reviews, and additional title information provided by Babeltheque. The informa-
tion which Babeltheque supplies is drawn from the French language-based Babelio.com, a French
service similar to LibraryThing for Libraries. More information about Babeltheque is available
through its website, http:/ /www.babeltheque.com. Libraries that wish to allow access to this in-
formation must first register for the service at http:/ /www.babeltheque.com. Please note that this
information is only provided in French.

Values:

e Do

Exemplaires (1) Notes commentaires Les commentaires des lecteurs d'Amazon : Babelthéque

Note moyenne des lecteurs

4.19/5 (sur 254 notes)

Critiques sur ce livre

30 critiques sur ce livre (tout lire)
Ajouter une critiqgue

Citations de ce livre

5 citations de ce livre (tout lire)
Ajouter une citation

Etiquettes sur ce livre

adapté adapté au cinéma amitié amour

auteur frangais collocation cuisine

france francais gavalda
littérature contemporaine
littérature francophone

littérature francaise

e Don't
2.1.7.3.2 Babeltheque_url_js Asks: ___ Defined the url for the Babeltheque javascript file (eg. http:/ /www.babeltt

2.1.7.3.3 Babeltheque_url_update Asks: __ Defined the url for the Babeltheque update periodically
(eq. http:/ /www.babeltheque.com/ ... /file.csv.bz2).
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2.1.7.4 Baker & Taylor

IMPORTANT

@ This is a pay service, you must contact Baker & Taylor to subscribe to this service before
setting these options.

2.1.7.4.1 BakerTaylorEnabled Default: Don’t add

Asks: ___ Baker and Taylor links and cover images to the OPAC and staff client. This requires that
you have entered in a username and password (which can be seen in image links).

Values:

e Add
* Don’t add
Description:

¢ This preference makes it possible to display Baker & Taylor content (book reviews, descriptions,
cover images, etc.) in both the Staff Client and the OPAC. Libraries that wish to display Baker &
Taylor content must first register and pay for this service with Baker & Taylor (http:/ /www.btol.com).
If Baker & Taylor content is enabled be sure to turn off other cover and review services to prevent
interference.

IMPORTANT

@ To use this you will need to also set the BakerTaylorUsername & BakerTaylorPassword
system preferences

2.1.7.4.2 BakerTaylorBookstoreURL Asks: Baker and Taylor "My Library Bookstore" links should be
accessed at https:// ___isbn
Description:

¢ Some libraries generate additional funding for the library by selling books and other materials that
are purchased from or have been previously leased from Baker & Taylor. These materials can be
accessed via a link on the library’s website. This service is often referred to as "My Library Book-
store." In order to participate in this program, the library must first register and pay for the service
with Baker & Taylor. Additional information about this and other services provided by Baker &
Taylor is available at the Baker & Taylor website, http://www.btol.com. The BakerTaylorBook-
storeURL preference establishes the URL in order to link to the library’s Baker & Taylor-backed
online bookstore, if such a bookstore has been established. The default for this field is left blank;
if no value is entered, the links to My Library Bookstore will remain inactive. If enabling this pref-
erence, enter the library’s Hostname and Parent Number in the appropriate location within the
URL. The "key" value (key=) should be appended to the URL, and https:// should be prepended.

This should be filled in with something like koha.mylibrarybookstore.com/MLB/actions/searchHandler.do?nextPage=l

TP

Leave it blank to disable these links.
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IMPORTANT

@ Be sure to get this information from Baker & Taylor when subscribing.

2.1.7.4.3 BakerTaylorUsername & BakerTaylorPassword Asks: Access Baker and Taylor using user-
name ___ and password ___

Descriptions:

¢ This setting in only applicable if the library has a paid subscription to the external Content Café
service from Baker & Taylor. Use the box provided to enter in the library’s Content Café username
and password. Also, ensure that the BakerTaylorBookstoreURL and BakerTaylorEnabled settings
are properly set. The Content Café service is a feed of enhanced content such as cover art, profes-
sional reviews, and summaries that is displayed along with Staff Client/OPAC search results. For
more information on this service please see the Baker & Taylor website: http://www.btol.com

IMPORTANT

@ Be sure to get this information from Baker & Taylor when subscribing.

2.1.7.5 Google

2.1.7.51 GoogleJackets Default: Don’t add
Asks: ___ cover images from Google Books to search results and item detail pages on the OPAC.
Values:

* Add

* Don’t add
Description:
¢ This setting controls the display of applicable cover art from the free Google Books database, via

the Google Books API. Please note that to use this feature, all other cover services should be turned
off.

2.1.7.6 HTML5 Media

2.1.7.6.1 HTML5MediaEnabled Default: not at all
Asks: Show a tab with a HTML5 media player for files catalogued in field 856 ___
Values:

¢ in OPAC and staff client

¢ in the OPAC
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Holdings (0) Title notes Comments (0) Play media

0:00

¢ in the staff client

Holdings Descriptions Images Play media

0:00

* notatall
Description:
e If you have media elements in the 856 of your MARC record this preference can run/show those

media files in a separate tab using HTML5.

2.1.7.6.2 HTML5MediaExtensions Default: webm |ogg|ogv |ogalvtt
Asks: Media file extensions ___
Description:

¢ Enter in file extensions separated with bar (1)
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2.1.7.7 IDreamlLibraries

IDreamBooks.com aggregates book reviews by critics to help you discover the very best of what’s com-
ing out each week. These preferences let you integrated content from IDreamBooks.com in to your Koha
OPAC.

Tip

This is a new website and has limited content, so you may only see these features on new
popular titles until the database grows some more.

2.1.7.7.1 IDreamBooksReadometer Default: Don’t add

Asks: ___ a "Readometer" that summarizes the reviews gathered by IDreamBooks.com to the OPAC
details page.
Values:
e Add
1 Btk Berusilor El Normal view MARC view [ ISBD view

Bossypants /

Readometer
Py Fev.Tina . & 73%
— (]
Type: Book . .
Critic Reivews: 19
Publisher: Mew York . Back Bay Books/Litile, Brown, 2012 ) g
Rating based on critic
Edition: 1st Reagan Arthur/Back Bay pbk. ed. reviews for

Bossypants by Tina

Description: xiv, 275, 9 p. : ill. {chiefly col.) ; 21 cm. .
ey

ISBN: 97B0316056878 (pbk.).
Other Title: Bossy pants.

e Don’tadd

2.1.7.7.2 IDreamBooksResults Default: Don’t add
Asks: ___ the rating from IDreamBooks.com to OPAC search results.
Values:

* Add

Bossypants
by Fey, Tina.

Edition: 1st Reagan Arthur/Back Bay pbk. ed.

e e

Type: Book; Format: print ; Nature of contents: a ; Literary form: not fiction
Publisher: New York : Back Bay Books/Little, Brown, 2012

Other title: Bossy pants.

Availability: Copies available for loan: Nicole's Library [PN2287.F4255 A3 2012]
(1).

Actions: /& Place hold 'w Add to cart

e Don’tadd
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2.1.7.7.3 IDreamBooksReviews Default: Don’t add
Asks: ___atab on the OPAC details with book reviews from critics aggregated by IDreamBooks.com.
Values:

e Add

&) 73% rating based on reviews at iDreamBooks.com

Nicole's Library holdings (1) Other holdings (0) Title notes Comments (0) Book reviews by critics (19)

New York Times
"...Ms. Fey, like Ms. Ephron, is at her most hilariously self-deprecating when it comes to her attractiveness and vanity...."
Review date: 2011-04-03

Review result: Positive &5

Los Angeles Times

"...Fey has a great sense of pace and timing . . .and a love of language that echoes early Nora Ephron and, before that, the marvelous Jean
Kerr...."

Review date: 2011-04-04

Review result: Positive &5

e Don’t add

2.1.7.8 LibraryThing

LibraryThing for Libraries is a pay service. You must first contact LibraryThing directly for pricing
and subscription information. Learn more at http://www.librarything.com/forlibraries. Also, for fur-
ther configuration instructions please see the LibraryThing Wiki: http:/ /www.librarything.com/wiki/-
index.php/Koha

2.1.7.8.1 LibraryThingForLibrariesEnabled Default: Don’t show

Asks: ___ reviews, similar items, and tags from Library Thing for Libraries on item detail pages on
the OPAC.

Values:

* Don’t show
* Show
Description:

* This setting is only applicable if the library has a paid subscription to the external LibraryThing
for Libraries service. This service can provide patrons with the display of expanded information
on catalog items such as book recommendations. It also can offer advanced features like tagged
browsing, patron written reviews, and a virtual library display accessed from the details tab.

IMPORTANT

@ If this is set to 'show’ you will need to enter a value in the ’LibraryThingForLibrariesID’
system preference.

2.1.7.8.2 LibraryThingForLibrariesID Asks: Access Library Thing for Libraries using the customer
ID

Description:

* This setting is only applicable if the library has a paid subscription to the external LibraryThing
for Libraries service. Use the box provided to enter in the library’s LibraryThing for Libraries ID
as provided to the library by LibraryThing. The ID number is a series of numbers in the form
HHE-#HEERRAAE, and can be found on the library’s account page at LibraryThing for Libraries. This
service can provide patrons with the display of expanded information on catalog items such as
book recommendations and cover art. It also can offer advanced features like tagged browsing,
patron written reviews, and a virtual library display accessed from the details tab.
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2.1.7.8.3 LibraryThingForLibrariesTabbedView Default: in line with bibliographic information
Asks: Show Library Thing for Libraries content ___
Values:

¢ in line with bibliographic information
¢ in tabs
Description:

¢ This setting is only applicable if the library has a paid subscription to the external LibraryThing for
Libraries service. This service can provide patrons with the display of expanded information on
catalog items such as book recommendations and cover art. It also can offer advanced features like
tagged browsing, patron written reviews, and a virtual library display accessed from the details
tab.

2.1.7.8.4 ThingISBN Default: Don’t use
Asks: ___ the ThingISBN service to show other editions of a title
Values:

e Don’t use

e Use

Description:

* Set to ‘Use’ to display an "Editions" tab on the item’s detail page. Editions are listed, complete
with cover art (if you have one of the cover services enabled) and bibliographic information. The

feed comes from LibraryThing’s ThingISBN web service. This is a free service to non-commercial
sites with fewer than 1,000 requests per day.

IMPORTANT

@ Requires FRBRizeEditions and/or OPACFRBRizeEditions set to 'show’

IMPORTANT

@ This is separate from Library Thing for Libraries and does not have a cost associated with
it.

2.1.7.9 Local Cover Images

2.1.7.9.1 AllowMultipleCovers Default: Don’t allow
Asks: ___ multiple images to be attached to each bibliographic record.
Values:

e Allow
e Don’t allow

Description:
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o If this preference is set to "Allow’ then you can upload multiple images that will appear in the
images tab on the bib record in the OPAC and the staff client. This preference requires that either
one or both LocalCoverImages and OPACLocalCoverIlmages are set to ‘Display.’

Holdings Descriptions Images

Click on an image to view it in the image viewer

=

<liorary

mashups=

diwed by

- DE'EtE image NICOILE O, ENGARID

Frreasd by lemay Leviee

+ Delete image

2.1.7.9.2 LocalCoverlmages Default: Don’t display
Asks: ___local cover images on intranet search and details pages.
Values:

¢ Display
¢ Don't display
Description:

e Setting this preference to 'Display’ allows you to upload your own cover images to bib records
and display them on the detail page in the staff client. At this time the cover will only show under
the 'Images’ tab on the holdings table on the detail display, not next to the title at the top left or on
the search results.

2.1.7.9.3 OPACLocalCoverlmages Default: Don’t display
Asks: ___local cover images on OPAC search and details pages.
Values:

¢ Display
* Don't display
Description:

® Setting this preference to ‘Display’ allows you to upload your own cover images to bib records
and display them on the detail page and search results in the OPAC.
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2.1.7.10 Novelist Select

Novelist Select is not a free service. Contact your Ebsco representitive to get your log in information to
embed this content in the OPAC.

IMPORTANT

Novelist Select does not include cover images for the search results and bibliographic
detail pages. You can choose any other cover image service for this content or you can
contract with Ebsco to get access to the Baker & Taylor Content Cafe for an added fee.

2.1.7.10.1 NovelistSelectEnabled Default: Don’t add
Asks: _ Novelist Select content to the OPAC.
Values:

* Add

e Don’tadd

IMPORTANT

@ Enabling this requires that you have entered in a user profile and password in the Novel-
istSelectProfile & NovelistSelectPassword preferences

Description:
* Novelist Select from Ebsco is a subscription service that can provide additional content in the

OPAC.

2.1.7.10.2 NovelistSelectProfile & NovelistSelectPassword Asks: Access Novelist Select using user
profile ___ and password ___.

IMPORTANT

@ This information will be visible if someone views the source code on your OPAC.

Description:

* Novelist Select from Ebsco is a subscription service that can provide additional content in the
OPAC.

2.1.7.10.3 NovelistSelectView Default: in an OPAC tab
Asks: Display Novelist Select content ___
Description:

* Novelist Select provides a lot of content, for that reason you have four choices of where to display
this content. The default view is in a tab in the holdings table.
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Holdings (2 ) Title Notes Comments (0) Novelist Select

Series Information from NoveList

Harry Potter series
View In NovelList]

Hott Prfjer

1. Harry Potter and the 2. Harry Potter and the 3. Harry Potter and the 4. Harry Potter and the 5. Harry Potter and the 6. Harry Potter and the

sorcerer's stone Chamber of Secrets prisoner of Azkaban goblet of fire Order of the Phoenix half-blood prince
View In NovelList] View In NovelList] [View In NoveList View In NoveList View In NoveList] View In NoveList]

Show the Rest...

Similar Titles from NoveList

The amulet of Samarkand, Bones of Faerie, Simner, Janni
Stroud, Jonathan Lee

Un lun dun, Mieville, China I | City of bones, Clare, Cassandra
Both of these fantasies build elaborate | Thetwisting plots in both of these richly-

Although The Amulet of Samarkand is set Although Bones of Faerie is setina (PSS ] worlds layered over familiar places in | detailed fantasies follow teens as they

in an alternate version of moderm-day dystopian future, both of thess . which a young person must contend with uncover secrets about those close to

England, both of these fast-paced, atmospheric fantasies depict the intrusion P the question of good and evil, as well as them, fight mensters, and save the

suspenseful fantasies feature the intricate of magic on our world and the questofa  sdas s the problem of playing the starring role in mortal/Muggle/mundie worid, mixing

details of spell-working and a young man teen who finds that magic abilities can be a prophecy. - Lesley James emotional intensity with comic moments.
caught up in a conflict between magicians. -~ Lesley  as much a burden as a blessing. ~ Lesley James - Lesley James

James

Show the Rest...

Reader Ratings and Reviews

Goodreads is the largest social network for readers. Members provide ratings and reviews of books to express their personal opinions and to help others determine if they would enjoy a bock. Goodreads respects the right of
individuals to express themselves, but does not tolerate abusive behavior.

Reader Rating: #ris (28401 reviews)
Resd reviews on C0dreads

Similar Authors from NoveList

Sage, Angie  [View In NovelList Colfer, Eoin  [View In NoveList] Haddix, Margaret Peterson Pierce, Tamora [View In NoveList]

Wizard apprentices with horrid childhoods face their Rowling and Colfer both write world-building, View In NovelL ist Readers who enjoy Rowling's world-building,
prophesied rise to greatness with the help of their fast-paced, suspenseful, and engaging Fantasy fiction  These two authors write plot-driven, fast-paced, and  fast-paced, suspenseful, and engaging Fantasy fiction
friends and family in both J. K. Rowling's and Angie books for teens conceming Magic. suspensatul books of Fantasy fiction for tesns in books for teens about Magic and wizards may also
Sage's fully developed fantastical realms. These which Sehools is & main topie. enjoy Pisrce

adventurous slories, most popular with avid and
precocious younger readsrs, equally delight adult
readers — Tara Bannon

Show the Rest...

Related NextReads Newsletters from NoveList
Sign Up for NextReads

Teen Scene October 2011 Fantasy September 2011

Related Content from NoveList

Award Winners @
Feature Articles B
Readers’ Advisory @

The content is the same if you choose to show it above the holdings table or below it. If shown

in the right column of the page it’s the same content, but displays a bit differently since space is
limited.
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&k Place Hold
& Print
= Add to Your Cart

More searches r

Save Record:

| - Choose Format - : | Go

Novelist Select

Series Information from NoveList

Harry Potter series
[View In NoveLisf]

Horty Paiter

1. Harry Potter 2. Harry Potter 3. Harry Potter 4. Harry Potter 5. Harry Potter

6. Harry Potter
and the and the Chamber = and the prisoner and the goblet of and the Order of and the
sorcerer's stone of Secrets of Azkaban fire the Phoenix half-blood prince

[View In NoveList] [View In NoveList] [View In NoveList] ]!iewTNoveList[ [View In NoveList] [View In NoveLisf]
Show the Rest...

Similar Titles from NovelList

= n S

The amulet Bones of Un lun dun, City of

of Faerie, Mieville, bones,

Samarkand, Simner, Janni China Clare,

Stroud, Lee Bothofthese  Cassandra

Jonathan Although Bones Efﬁisff,'.’.'ﬂ'f.., The twisting
Values:

¢ above the holdings table
¢ below the holdings table
¢ in an OPAC tab

¢ under the Save Record dropdown on the right

2.1.711 OCLC

2.1.7.11.1 XISBN Default: Don’t use

Asks: _ the OCLC xISBN service to show other editions of a title
Description:

* Set to "Use’ to display an "Editions" tab on the item’s detail page. Editions are listed, complete
with cover art and bibliographic information. The feed comes from OCLC’s xXISBN web service.
The feed limit for non-commercial sites is 1000 requests per day.

Values:
e Don’t use

e Use

67



CHAPTER 2. ADMINISTRATION 2.1. GLOBAL SYSTEM PREFERENCES

IMPORTANT

@ Requires FRBRizeEditions and/or OPACFRBRizeEditions set to 'show’

2.1.7.11.2 OCLCAffiliateID Asks: Use the OCLC affiliate ID ___ to access the xISBN service.
Description:

¢ This setting is only applicable if the library has an OCLC Affiliate ID. This allows WorldCat search-
ing in the OPAC via the XISBN programming interface. Simply enter the library’s OCLC Affiliate
ID in the box provided. Please note that using this data is only necessary if FRBRizeEditions
and/or OPACFRBRizeEditions and XISBN settings are enabled. For more information on this
service please visit the OCLC website: http://www.worldcat.org/affiliate /default.jsp.

IMPORTANT

@ Unless you have signed up for an ID with OCLC, you are limited to 1000 requests per day.
Available at: http://www.worldcat.org/affiliate/webservices/xisbn/app.jsp

2.1.7.11.3 XISBNDailyLimit Default: 999
Asks: Only use the xISBN service ___ times a day.

IMPORTANT

@ Unless you have signed up for an ID with OCLC, you are limited to 1000 requests per day.
Available at: http://www.worldcat.org/affiliate/webservices/xisbn/app.jsp

2.1.7.12 Open Library

2.1.7.12.1 OpenLibraryCovers Default: Don’t add
Asks: ___ cover images from Open Library to search results and item detail pages on the OPAC.
Values:

e Add
* Don’t add
Description:

* This setting controls the display of applicable cover art from the free Open Library database, via

the Open Library API. Please note that to use this feature, all other cover services should be turned
off.

2.1.7.13 Overdrive

OverDrive is an pay service. You must first contact OverDrive directly for pricing and subscription
information. Enabling this service will integrate Overdrive results in to your OPAC searches. You will
have to apply for these 3 pieces of information through an application as an API developer. Overdrive
API applications are evaluated once a week so you may not be able to use this feature immediately after
signing up. To learn more please contact your OverDrive representative.
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Home } Search )} Your search returned 2160 results. ':J Found 29 results in O\mrDrIve@

Refine your search Did you mean: Doqgs Fiction. Dogs. Dogs Juvenile fiction. Dogs Fiction.

Availability 1

Limit to currently

available items. Select all Clearall <£ Unhighlight Add to: + | Save [~ Place hold

Authors

Abbott, Eleanor Hall... O 1 Dogs .
Coppinaer. Lorna by Gravett, Emily.
Loppinger, Lorna.

Graham, Bob Edition: 1st U.5. ed.;

Hazelaar, Cor.
O'Meill, Amanda.
Show more

Type: @ Book; Format: print ; Literary form: fiction ; Audience: Primary;
Publisher: New York : Simon & Schuster Books for Young Readers, 2010

Availability: No copies available Checked out (1).
Libraries

East Branch
Main Library Actions: s Place hold *u Log in to add tags. '® Add to cart

2.1.7.13.1 OverDriveClientKey and OverDriveClientSecret Asks: Include OverDrive availability
information with the client key __ and client secret ___
Description:

* OverDrive customers can get this information by visiting the OverDrive Developer Portal and
following the instructions found there to apply as an API developer. Once this data and the Over-
DriveLibrarylD are populated you will see OverDrive results on your OPAC searches.

2.1.7.13.2 OverDriveLibraryID Asks: Show items from the OverDrive catalog of library # ___
Description:

¢ OverDrive customers can get this information by visiting the OverDrive Developer Portal and
following the instructions found there to apply as an API developer. Once this data and the Over-
DriveClientKey and OverDriveClientSecret are populated you will see OverDrive results on your

OPAC searches.
2.1.7.14 Plugins

2.1.7.141 UseKohaPlugins Default: Don’t enable
Asks: ___the ability to use Koha Plugins.
Values:

e Don’t enable

¢ Enable

NOTE

The plugin system must also be enabled in the Koha configuration file to be fully enabled.
Learn more in the Plugins chapter.

2.1.7.15 Syndetics

Syndetics is a pay service. You must first contact Syndetics directly for pricing and subscription infor-
mation.
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2.1.7.151 SyndeticsEnabled Default: Don't use
Asks: ___ content from Syndetics.
Values:

¢ Don’t use
* Use
Description:

* When this option is enabled any of the Syndetics options can be used.

IMPORTANT

@ Requires that you enter your SyndeticsClientCode before this content will appear.

2.1.7.15.2 SyndeticsClientCode Asks: Use the client code ___ to access Syndetics.
Description:

* Once the library signs up for Syndetics’ services, Syndetics will provide the library with an access
code. (Visit the Syndetics homepage at http:/ /www.bowker.com/syndetics/ for more informa-
tion.) This is the code that must be entered to access Syndetics” subscription services. Syndetics is
a paid subscription service. This value must be entered before SyndeticsEditions can be enabled. If
the code is lost, corrupted, or forgotten, a new one can be obtained from http:/ /www.bowker.com/-
syndetics/.

IMPORTANT

@ You will need to get your client code directly from Syndetics.

2.1.7.15.3 SyndeticsCoverImages & SyndeticsCoverImageSize SyndeticsCoverIlmages Default: Don’t
show
SyndeticsCoverlmageSize Default: medium

Asks: ___ cover images from Syndetics on search results and item detail pages on the OPACina ___
size.
Descriptions:

¢ When enabled, SyndeticsCoverIlmages, allows libraries to display Syndetics’ collection of full-
color cover images for books, videos, DVDs and CDs on their OPAC. For each book or item that
comes up during a user search, the cover image for that title will be displayed. Since these cover
images come in three sizes, the optimum size must be selected using the SyndeticsCoverImage-
Size preference after SyndeticsCoverlmages are enabled. Syndetics cover images come in two
sizes: mid-size (187 x 187 pixels), and large (400 x 400 pixels). Syndetics is a paid subscription
service. The SyndeticsClientCode must be entered and the SyndeticsEnabled option must be ac-
tivated before this service can be used. Other cover image preferences should also be disabled to
avoid interference.

SyndeticsCoverlmages Values:
* Don’t show

e Show
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SyndeticsCoverImageSize Values:

e medium

* large

2.1.7.15.4 SyndeticsAuthorNotes Default: Don’t show
Asks: ___ notes about the author of a title from Syndetics on item detail pages on the OPAC.
Values:

* Don’t show
* Show
Description:

e When this option is set to "Show", Syndetics provides notes and short author biographies for
more that 300,000 authors, in both fiction and nonfiction. With this option enabled the library
can display Syndetics Author Notes on the OPAC. According to the Syndetics Solutions web-
site (http://www.bowker.com/syndetics/), Author Notes include lists of contributors for many
multi-author texts and compilations. The SyndeticsClientCode must be entered and the Syndetic-
sEnabled option must be activated before this service can be used.

2.1.7.15.5 SyndeticsAwards Default: Don’t show

Asks: ___ information from Syndetics about the awards a title has won on item detail pages on the
OPAC.

Values:

e Don't show
e Show
Description:

* When this option is set to "Show", Syndetics provides its clients with a list of awards that any
title has won. With this service enabled the library can display those awards for each book on
its website. For each book or item that comes up during a user search, the list of awards for that
title will be displayed. When a user clicks on a given award, information about that award is
presented along with a list of the other titles that have won that award. If the user clicks on any
title in the list, they will see holdings information about that title in their region. This option is
a paid subscription service. The SyndeticsClientCode must be entered and the SyndeticsEnabled
option must be activated before this service can be used.

2.1.7.15.6 SyndeticsEditions Default: Don’t show
Asks: ___information about other editions of a title from Syndetics on item detail pages on the OPAC
Description:

* When enabled this option shows information on other editions of a title from Syndetics on the item
detail pages of the OPAC. Syndetics is a paid subscription service. The SyndeticsClientCode must
be entered and the SyndeticsEnabled option must be activated before this service can be used.

Values:
e Don’t show

e Show

IMPORTANT

@ Requires OPACFRBRIizeEditions set to 'show’
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2.1.7.15.7 SyndeticsExcerpt Default: Don’t show
Asks: ___ excerpts from of a title from Syndetics on item detail pages on the OPAC.
Values:

e Don’t show
e Show
Description:

* This preference allows Syndetics to display excerpts given to them from selected publishers. The
excerpts are available from prominently reviewed new titles, both fiction and non-fiction. The
excerpts include poems, essays, recipes, forwards and prefaces. Automatic links provided by the
ISBNs within local MARC records are required to integrate Syndetics secured, high-speed Internet
servers to the library OPACs. For more information see (http:/ /www.bowker.com/syndetics/).

2.1.7.15.8 SyndeticsReviews Default: Don’t show
Asks: ___ reviews of a title from Syndetics on item detail pages on the OPAC.
Values:

e Don't show
e Show
Description:

* Syndetics Reviews is an accumulation of book reviews available from a variety of journals and
serials. The reviews page displays colored images of reviewed books dust jackets, partnered with
the names of the journal or serial providing the review. Clicking on an icon opens a window
revealing the book title, author’s name, book cover icon and the critic’s opinion of the book.
Automatic links provided by the ISBNs within local MARC records are required to integrate
Syndetics secured, high-speed Internet servers to the library OPACs. For more information see
(http:/ /www.bowker.com/syndetics/).

2.1.7.15.9 SyndeticsSeries Default: Don’t show

Asks: ___ information on other books in a title’s series from Syndetics on item detail pages on the
OPAC.

Values:

e Don’t show
e Show
Description:

* Each fiction title within a series is linked to the complete series record. The record displays each
title in reading order and also displays the publication order, if different. Alternate series titles
are also displayed. Automatic links provided by the ISBNs within local MARC records are re-
quired to integrate Syndetics secured, high- speed Internet servers to the library OPACs. For more
information see (http:/ /www.bowker.com/syndetics/).

2.1.7.15.10 SyndeticsSummary Default: Don’t show
Asks: ___a summary of a title from Syndetics on item detail pages on the OPAC.
Values:

e Don’t show
e Show
Description:

e Providing more than 5.6 million summaries and annotations derived from book jackets, edited
publisher copy, or independently written annotations from Book News, Inc. Covering fiction and
non-fiction, this summaries option provides annotations on both trade and scholarly titles. For
more information see (http://www.bowker.com/syndetics/).
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2.1.7.15.11 SyndeticsTOC Default: Don’t show
Asks: ___the table of contents of a title from Syndetics on item detail pages on the OPAC.
Values:

e Don’t show
e Show
Description:

¢ This preference allows staff and patrons to review the Table of Contents from a wide variety of
publications from popular self-help books to conference proceedings. Specific Information access
is the main purpose for this option, allowing patrons guidance to their preferred section of the
book. Special arrangements with selected book services is used to obtain the table of contents for
new publications each year. Automatic links provided by the ISBNs within local MARC records
are required to integrate Syndetics secured, high-speed Internet servers to the library OPACs. For
more information see (http:/ /www.bowker.com/syndetics/).

2.1.7.16 Tagging

2.1.7.16.1 TagsEnabled Default: Allow
Asks: ___ patrons and staff to put tags on items.
Values:

e Allow
e Don’t allow
Description:

* Set to "Allow’ enable tagging. A tag is metadata, a word added to identify an item. Tags allow
patrons to classify materials on their own. TagsEnabled is the main switch that permits the tagging
features. TagsEnable must be set to "Allow’ to allow for other tagging features.

2.1.7.16.2 TagsModeration Default: Don’t require
Asks: ___that tags submitted by patrons be reviewed by a staff member before being shown.
Values:

¢ Don’t require
* Require
Description:

¢ When set to 'Require,” all tags to be first filtered by the tag moderator. Only approved tags will be
visible to patrons. When set to "Don’t require’ tags will bypass the tag moderator and patrons’ tags
to be immediately visible. When this preference is enabled the moderator, a staff member, would
approve the tag in the Staff Client. The moderator will have the option to approve or reject each
pending tag suggestion.

When moderation is required all tags go through the tag moderation tool before becoming visible.
* Get there: More > Tools > Tags

2.1.7.16.3 TagsShowOnList Default: 6
Asks: Show ___ tags on search results on the OPAC.

Tip

Set the value to 0 (zero) to turn this feature off.
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2.1.7.16.4 TagsInputOnList Default: Allow
Asks: ___ patrons to input tags on search results on the OPAC.

Values:
e Allow
Tags: library (9) data (3) libraries (5) mashups (2) New tag: Add

e Don’t allow

2.1.7.16.5 TagsShowOnDetail Default: 10
Asks: Show ___ tags on item detail pages on the OPAC.

Tip

Set the value to 0 (zero) to turn this feature off.

2.1.7.16.6 TagsInputOnDetail Default: Allow
Asks: ___ patrons to input tags on item detail pages on the OPAC.

Values:
o Allow
Tags from this library: library (9) data (3] libraries (5) mashups (2) New: Add Cancel

e Don’t allow

2.1.7.16.7 TagsExternalDictionary Asks: Allow tags in the dictionary of the ispell executable ___ on
the server to be approved without moderation.
Description:

¢ The dictionary includes a list of accepted and rejected tags. The accepted list includes all the tags
that have been pre-allowed. The rejected list includes tags that are not allowed. This preference
identifies the "accepted" dictionary used. Ispell is an open source dictionary which can be used as
a list of accepted terms. Since the dictionary allows for accurately spelled obscenities, the libraries
policy may dictate that modifications are made to the Ispell dictionary if this preference is use. For
more information about Ispell http://www.gnu.org/software/ispell/ispell.html. Enter the path
on your server to a local ispell executable, used to set $Lingua::Ispell::path.

2.1.8 I18N/L10N

These preferences control your Internationalization and Localization settings.
Get there: More > Administration > Global System Preferences > 118N /L10N

2.1.8.1 alphabet

Defaul: ABCDEFGHIJKLMNOPQRSTUVWXYZ

Asks: Use the alphabet ___ for lists of browsable letters. This should be a space separated list of
uppercase letters.

Description:

¢ This preference allows you define your own alphabet for browsing patrons in Koha.
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| 4= New patron ~ |

Browse by last name: ABCDEFGHIJKLMNOPQRSTUVWXY Z

2.1.8.2 CalendarFirstDayOfWeek

Default: Sunday
Asks: Use ___ as the first day of week in the calendar.
Values:

* Monday
* Sunday
Description:

¢ Using this preference you can control what day shows as the first day of the week in the calendar
pop ups throughout Koha and on the Calendar tool. If you change this preference and don’t see a
change in your browser try clearing your cache since it makes changes to the Javascript on these

pages.

2.1.8.3 dateformat

Default: mm/dd/yyyy
Asks: Format dates like
Values:

* dd/mm/yyyy
e mm/dd/yyyy

* yyyy/mm/dd
Description:

* This preference controls how the date is displayed. The options are the United States method,
mm/dd/yyyy (04/24/2010), the metric method, dd/mm/yyyy (24/04/2010) or ISO, which is the
International Standard of Organization, yyyy/mm/dd (2010/04/24). The International Standard
of Organization would primarily be used by libraries with locations in multiple nations that may
use different date formats, to have a single display type, or if the library would be in a region that
does not use the United States or metric method. More information regarding the ISO date format
can be found at http:/ /www.iso.org/iso/iso_catalogue.htm.

2.1.8.4 language

Default: English
Asks: Enable the following languages on the staff interface
Values:

* English
To install additional languages you need to run misc/translation/install-code.pl. For example, to

install French you would run the following command install-code.pl fr-FR to make the templates, once
they exist and are in the right place then they will show up as an option in this preference.
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2.1.8.5 opaclanguages

Default: English
Asks: Enable the following languages on the OPAC
Values:

* English

To install additional languages you need to run misc/translation/install-code.pl. For example, to
install French you would run the following command install-code.pl fr-FR to make the templates, once
they exist and are in the right place then they will show up as an option in this preference.

2.1.8.6 opaclanguagesdisplay

Default: Don’t allow
Asks: ___ patrons to select their language on the OPAC.
Values:

e Allow

Languages: English | | Frangais Deutsch | Espaficl

e Don’t allow

2.1.8.7 TimeFormat

Default: 24 hour format
Asks: Format timesin
Values:

* 12 hour format (eg 02:18PM)
¢ 24 hour format (eg 14:18)

2.1.9 Local Use

These preferences are defined locally.
Get there: More > Administration > Global System Preferences > Local Use

TP

Sometimes preferences which are either new or outdated will appear in this tab, if you
didn’t add any preferences to this tab then it's best to ignore preferences listed here.

2.1.10 Logs

Logs keep track of transaction on the system. You can decide which actions you want to log and which
you don’t using these preferences.
Get there: More > Administration > Global System Preferences > Logs

2.1.10.1 AuthoritiesLog
Default: Don’t log

Asks: ___ changes to authority records.
Values:

* Don'tlog

* Log
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2.1.10.2 BorrowersLog
Default: Log

Asks: __ changes to patron records.
Values:

* Don't log

e Log

2.1.10.3 CataloguingLog

Default: Don’t log
Asks: ___ any changes to bibliographic or item records.
Values:

¢ Don’t log

* Log

IMPORTANT

@ Since this occurs whenever a book is cataloged, edited, or checked in or out it can be very
resource intensive - slowing down your system.

2.1.10.4 FinesLog

Default: Log

Asks: ___ when overdue fines are charged or automatically forgiven.
Values:

¢ Don'tlog

* Log

2.1.10.5 Issuelog

Default: Log

Asks: _ when items are checked out.
Values:

* Don'tlog

* Log

2.1.10.6 LetterLog

Default: Log

Asks: _ when an automatic claim notice is sent.
Values:

* Don't log

¢ Log
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TP
This log tracks all notices that go to patrons including the overdue notices.

2.1.10.7 ReturnLog

Default: Log

Asks: _ when items are returned.
Values:

* Don't log

* Log

2.1.10.8 SubscriptionLog
Default: Log

Asks: ___ when serials are added, deleted or changed.
Values:

¢ Don’t log

* Log

2.1.11 OPAC

Get there: More > Administration > Global System Preferences > OPAC

2.1.11.1 Appearance

These preferences control how things appear in the OPAC.

2.1.11.1.1 AuthorisedValueImages Default: Don’t show

Asks: ___ images for authorized values (such as lost statuses and locations) in search results and
item detail pages on the OPAC.
Values:

¢ Don’t show
e Show

Get there: More > Administration > Authorized Values

2.1.11.1.2 BiblioDefaultView Default: in simple form
Asks: By default, show bib records ___
Values:

* as specified in the ISBD template.
— See ISBD preference for more information
* in simple form.
* in their MARC format.
Description:

* This preference determines the level of bibliographic detail that the patron will see on the OPAC
detail page. The simple form displays the graphical interface; MARC format displays the MARC21
cataloging view; ISBD displays the ISBD (International Standard Bibliographic Description, AACR2)
view.
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2.1.11.1.3 COinSinOPACResults Default: Include
Asks: __ COIinS / OpenURL / Z39.88 in OPAC search results.
Values:

e Don’t include

— If you choose not to include COinS on the search results, it will still be loaded on the individ-
ual bibliographic records.

¢ Include

— Enabling this feature will slow OPAC search response times.

Description:

¢ COinS stands for ContextObjects in Spans. COinS is a method to embed bibliographic metadata
in the HTML code of web pages. This allows bibliographic software to publish machine-readable
bibliographic items and client reference management software (such as Zotero) to retrieve bib-
liographic metadata. The metadata can also be sent to an OpenURL resolver. This allows, for
instance, searching for a copy of a book in one’s own library.

2.1.11.1.4 DisplayOPACiconsXSLT Default: Don’t show
Asks: On pages displayed with XSLT stylesheets on the OPAC,
values.

icons for itemtype and authorized

IMPORTANT

@ OPACXSLTResultsDisplay and/or OPACXSLTDetailsDisplay must be set to use an XSLT
stylesheet for this to show (default or custom)

Values:
e Don’t show

e Show

Type: Book; Format: print bibliography -— ; Literary form: nof fiction

Tip

See the XSLT lcon Guide for more information on these icons.

2.1.11.1.5 hidelostitems Default: Don’t show
Asks: ___ lost items on search and detail pages.
Description:

¢ Items that are marked lost by the library can either be shown or not shown on the OPAC. By setting
the value to "Don’t show," the lost item is not shown on the OPAC. By setting the value "Show,"
the lost item is shown on the OPAC for patrons to view with a status of "lost.”

Values:

e Don’t show
e Show

- Fairview General - Z2674.75.W68 L52
= Mon Fiction

= ]Et}oks Stacks 2009(Browse Shelf) Item lost
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2.1.11.1.6 HighlightOwnltemsOnOPAC & HighlightOwnltemsOnOPACWhich HighlightOwnlItem-
sOnOPAC Default: Don’t emphasize

HighlightOwnltemsOnOPACWhich Default: patron’s home library

Asks: ___ results from the by moving the results to the front and increasing the size or highlight-
ing the rows for those results.

HighlightOwnltemsOnOPAC Values:

* Don’t emphasize

* Emphasize
HighlightOwnltemsOnOPACWhich Values:
* OPAC’s branch based via the URL

— The library is chosen based on the Apache environment variable BRANCHCODE. For exam-
ple, this could be added to the OPAC section of koha-httpd.conf: SetEnv BRANCHCODE
HCPLH

* patron’s home library

— The items emphasized will be those of the same library as the patron’s library. If no one is
logged into the OPAC, no items will be highlighted.

IMPORTANT

This preference will only effect sites that are not using an XSLT stylesheet. XSLT
stylesheets are defined in the OPACXSLTResultsDisplay and OPACXSLTDetailsDisplay
preferences.

2.1.11.1.7 LibraryName Asks: Show ___ as the name of the library on the OPAC.

Tip

This value will appear in the title bar of the browser

Tip

Edit 'opacheader’ if you'd like to add a library name above your search box on the OPAC

Nicole's Library Catalog

k| http://localhost:8081/

2.1.11.1.8 OpacAddMastheadLibraryPulldown Default: Don’t add
Asks: ___ a library select pulldown menu on the OPAC masthead.
Values:

e Add
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Search Library catalog ~| All libraries = m
e Don’t Add

Search Liorary catalog | m

2.1.11.1.9 OPACBaseURL Asks: The OPAC is located at http:// ___
Description:

* This preference is looking for the URL of your public catalog (OPAC) without the http:// in front
of it (enter www.mycatalog.com instead of http:/ /www.mycatalog.com). Once it is filled in Koha
will use it to generate permanent links in your RSS feeds, for your social network share buttons
and in your staff client when generating links to bib records in the OPAC.

IMPORTANT

@ Do not include a trailing slash in the URL this will break links created using this URL.
(example: www.google.com not www.google.com/)

IMPORTANT

@ This must be filled in with the URL of your public catalog for RSS, unAPI, and search
plugins to work.

IMPORTANT

@ This must be filled in with the URL of your public catalog to show 'OPAC View’ links from
bib records in the staff client:

Practical open source software for libraries /
Author(s): Engard, Nicole C.

Material type: @ Book

Series: Chandos informafion professional series

Publisher: Oxford : Chandos Publishing, 2010

Description: xxv, 242 p.: ill. ; 24 cm.

ISBN: 9781843345855; 1843345854

Subject(s): Open source software -- Library applications | Bibliothek | Open Source | Scfiware

Intreduction -- What is open source? - Community and open source -- Debunking the myths - Open source and libraries - Open source for day to day operafions
Open source web access -- Open source media applications - Open source on the web — Open sourcing collections — Open source research tools - Open source
library aulomation
e —
COPAG view: Open in new window. >
=T View- VWInEow.
MARC Preview: Show

2.1.11.1.10 opaccolorstylesheet Asks: Include the additional CSS stylesheet ___ to override specified
settings from the default stylesheet.
Description:
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* The preference can look for stylesheets in the template directory for your OPAC language, for in-
stance: /koha-tmpl/opac-tmpl/prog/en/css. If you upload a custom file, opac-mystyles.css to
this directory, you can specify it by entering opac-mystyles.css in your opaccolorstylesheet sys-
tem preference. This adds your custom stylesheet as a linked stylesheet alongside the OPAC’s
default CSS files. This method is preferable because linked stylesheets are cached by the user’s
browser, meaning upon repeat visits to your site the user’s browser will not have to re-download
the stylesheet, instead using the copy in the browser’s cache.

e If you would rather, you can upload your CSS to another server and enter the full URL pointing
to it’s location remember to begin the URL with http://

TP

Leave this field blank to disable it

NOTE

This file will add a linked CSS, not replace the existing default CSS.

O

IMPORTANT

If using the CCSR theme, this preference must be set to color.css and any user generated
CSS must be appended to the default color.css file.

2.1.11.1.11 opaccredits Asks: Include the following HTML in the footer of all pages in the OPAC:

TP

Click the 'Click to edit; link to enter HTML to appear at the bottom of every page in the
OPAC
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Include the following HTML in the footer of all pages in the OPAC:

opaccredits

© Nicole C. Engard
Home | Contact | Privacy

Description:

* This setting is for credits that will appear at the bottom of your OPAC pages. Credits traditionally
encompass copyright information, last date updated, hyperlinks or other information represented
in an HTML format. This is static information and any updates must be entered manually.

Learn more in the OPAC Editable Regions section.

2.1.11.1.12 OPACDisplay856uAsImage Default: Neither details or results page

Asks: Display the URI in the 856u field as an image on: ____
Values:

* Both results and details pages

IMPORTANT

@ Not implemented yet

¢ Detail page only

IMPORTANT

@ OPACXSLTDetailsDisplay needs to have a value in it for this preference to
work.
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Mo cover El Normal View MARC View [EISBD View
mage

available

IPod Touch

Type: E Visual Material
Description; 1 IPod .

Online Resources:

Tags from this library:
Mo tags from this library for this tithe.
Add

Holdings (1) Title Notes Comments Amazon Reviews

Item type - Location = Call Number = Status =

== Fairview Available
kT Mixed Materials

* Neither details or results page

¢ Results page only

IMPORTANT

@ Not yet implemented

Description:

* In addition to this option being set, the corresponding XSLT option must be turned on. Also, the
corresponding 856q field must have a valid MIME image extension (e.g., "jpg") or MIME image
type (i.e. starting with "image/"), or the generic indicator "img" entered in the field. When all of
the requirements are met, an image file will be displayed instead of the standard link text. Clicking
on the image will open it in the same way as clicking on the link text. When you click on the image
it should open to full size, in the current window or in a new window depending on the value in
the system pref OPACURLOpenInNewWindow.

8567 | || |- URL/ELECTRONIC LOCATION AND ACCESS + -

“ g Electronic format type img

= u Uniform RISSDE'HBE http://farm3.static.flickr.com/24 28/3679388149 _efc2fcOb5a.jpg B
entifier
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2.1.11.1.13 OpacExportOptions Default: bibtex | dc | marcxml | marc8 | utf8 | marcstd | mods | ris
Asks: List export options that should be available from OPAC detail page separated by |: ___
Description:

* In the OPAC on the right of each bib record there is a menu that allows for saving the record in
various formats. This patch will allow you to define which options are in the pull down menu.
Available options are: BIBTEX (bibtex), Dublin Core (dc), MARCXML (marcxml), MARC-8 en-
coded MARC (marc8), Unicode/UTF-8 encoded MARC (utf8), Unicode/UTF-8 encoded MARC
without local use -9xx, x9x, xx9- fields and subfields (marcstd), MODS (mods), and RIS (ris).

2.1.11.1.14 OpacFavicon Asks: Use the image at ___ for the OPAC’s favicon.

IMPORTANT

@ This should be a complete URL, starting with http:/

TP

Turn your logo into a favicon with the Favicon Generator.

Description:

¢ The favicon is the little icon that appears next to the URL in the address bar in most browsers. The
default value for this field (if left blank) is the small ‘K" in the Koha logo.

&

2.1.11.1.15 opacheader Asks: Include the following HTML in the header of all pages in the OPAC

opacheader Include the following HTML in the header of all pages in the OPAC:
<center><hl>My Library</hl»</center>

TP

This value will appear above the main content of your page
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< My Library -

Library catalog ~| B

Advanced search | Course reserves | Authority search | Recent comments | Tag cloud |
Most popular | Purchase suggestions

Tip

Edit ‘LibraryName' if you'd like to edit the contents of the <title> tag

Learn more in the OPAC Editable Regions section.

2.1.11.1.16 OpacHighlightedWords Default: Don’t highlight
Asks: ___ words the patron searched for in their search results.
Values:

¢ Don’t highlight
e Highlight
2.1.11.1.17 OpacKohaUrl Default: Don’t show
Values:
* Don’t show
* Show
Description:

e When this preference is set to ‘Show’ text will appear in the bottom right of the OPAC footer stating
"Powered by Koha’ and linking to the official Koha website.

Powered by Koha

2.1.11.1.18 opaclayoutstylesheet Default: opac.css
Asks: Use the CSS stylesheet /css/ ___ on all pages in the OPAC, instead of the default
Description:

* This setting’s function is to point to the *.css file used to define the OPAC layout. A *.css file is a
cascading stylesheet which is used in conjunction with HTML to set how the HTML page is for-
matted and will look on the OPAC. There are two stylesheets that come with the system; opac.css
and opac2.css. A custom stylesheet may also be used. The stylesheets listed in the opaclayout-
stylesheet preference are held on the Koha server.
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TipP

Leave this field blank to disable it and let Koha use the default file instead

IMPORTANT

@ Using a custom value in this preference causes Koha to completely ignore the default
layout stylesheet.

2.1.11.1.19 OpacMaintenance Default: Don’t show
Asks: ___a warning that the OPAC is under maintenance, instead of the OPAC itself.

NOTE

this shows the same warning as when the database needs to be upgraded, but uncondi-
tionally.

Description:

¢ This preference allows the system administrator to turn off the OPAC during maintenance and
display a message to users. When this preference is switched to "Show" the OPAC is not usable.
The text of this message is not editable at this time.

Values:
e Don’t show

e Show

— When this preference is set to show the maintenance message the ability to search the OPAC
is disabled and a message appears

Nicole's Koha Library

System Maintenance

The Nicole's Library Catalog is offline for system maintenance.
We'll be back soon! If you have any guestions, please contact
the Site Administrator

@ Nicole C. Engard
Home | Contact | Privacy

2.1.11.1.20 OpacMainUserBlock Default: Welcome to Koha... <hr>
Asks: Show the following HTML in its own column on the main page of the OPAC
Description:
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e HTML entered in this field will appear in the center of the main page of your OPAC

Akoha - Welcome, Nicole Engard ~ Search history [ x]

My Library

Search Library catalog ~| m

Advanced search | Course reserves | Authority search | Recent comments | Tag cloud | Most popular | Purchase suggestions

—_—
e ——

e —
o -

Home
# Read Koha Welcome to Koha. Koha is a full-featured open-source ILS.
Documentation Developed initially in New Zealand by Katipo Communications Ltd O a

+* Read/Write to l and first deployed in January of 2000 for Horowhenua Library Trust,
the Koha Wiki \ Koha is currently maintained by a team of software providers and /

* Read and library technology staff from around the globe.
Contribute to \ /
Discussions e -~

s Report Koha e o

Bugs
Learn more in the OPAC Editable Regions section.

2.1.11.1.21 OpacMainUserBlockMobile Asks: Show the following HTML in its own column on the
main page of the OPAC (mobile version)
Description:

¢ This content will display below the search boxes when viewing the OPAC on a mobile device as
long as the theme you're using has a mobile version.

IMPORTANT

@ This preference is only used with the CCSR theme.

2.1.11.1.22 OPACMobileUserCSS Asks: Include the following CSS for the mobile view on all pages
in the OPAC

Description:

e This CSS will be used when your OPAC is viewed on a mobile device as long as the theme you're
using has a mobile version.

IMPORTANT

® This preference is only used with the CCSR theme.
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2.1.11.1.23 OPACMySummaryHTML Asks: Include a "Links" column on the "my summary" tab
when a user is logged in to the OPAC, with the following HTML (leave blank to disable).

Description:

¢ In this preference you can enter HTML that will appear on the ‘Checked Out’ tab on the "My
Summary’ section when logged in to the OPAC. The placeholders {BIBLIONUMBER}, {TITLE},
{ISBN} and {AUTHOR]} will be replaced with information from the displayed record. This can be
used to enter in “share’ links for social networks or generate searches against other library catalogs.

5 Item(s) checked out v Renew selected *% Renew all

Ak

Title % Due ~ Call No. Renew Fines % Links

Harry Potter 03/30/2014 Renew (1 of4  Yes
renewals
remaining)

keeper : 2005 renewals
Picoult, Jodi, remaining)

My sister's 03/30/2014 PS3566.1372 M9 Renew (3of4  Yes k

Sample Data:

<p><a href="http://www.facebook.com/sharer.php?u=http://YOUROPAC.ORG/cgi-bin/koha <
/opac—detail.pl?biblionumber={BIBLIONUMBER}">Share on Facebook</a>

<br />TITLE: {TITLE}

<br />AUTHOR: {AUTHOR}

<br />ISBN: {ISBN}

<br />BIBLIONUMBER: {BIBLIONUMBER}</p>

2.1.11.1.24 OpacNav Default: Important links here.

Asks: Show the following HTML on the left hand column of the main page and patron account on
the OPAC (generally navigation links)

Akoha % Cart = Welcome, Nicole Engard  Search history [ x ]

My Library

Search Library catalogj m

Advanced search | Course reserves | Authority search | Recent comments | Tag cloud | Most popular | Purchase suggestions

Y\i

Read Koha Welcome to Koha. Koha is a full-featured open-source ILS. Developed initially in New Zealand
Documentation by Katipo Communications Ltd and first deployed in January of 2000 for Horowhenua Library 0 k 0 h a
+ Read/Write to the Koha Trust, Koha is currently maintained by a team of software providers and library technology staff

Wiki |1rom around the globe.

+ Read and Contribute to

Discussions
. aport Koha Bugs

/

Learn more in the OPAC Editable Regions section.

2.1.11.1.25 OpacNavBottom Asks: Show the following HTML on the left hand column of the main
page and patron account on the OPAC, after OpacNav, and before patron account links if available:

Description: When a patron is logged in to their account they see a series of tabs to access their
account information. OpacNav appears above this list of tabs and OpacNavBottom will appear below
them. When not on the patron account pages the HTML in OpacNavBottom will just appear right below
OpacNav.
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Home

Micole Engard

your summary

Your surmmary

Read Koha Documentation
Read/Write to the Koha Wiki

Read and Contribute to Discussions
Report Koha Bugs

your fines

your personal details

your tags

change your password

your search history

your reading history

your privacy

your purchase suggestions

your messaging

your lists

=iy Ki

2.1.11.1.26 OpacNavRight Asks: Show the following HTML in the right hand column of the main

page under the main login form.
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Description: HTML entered in this preference will appear on the right hand side of the OPAC under
the log in form. If the log in form is not visible this content will move up on the right column.

Log in to your account:

Login:
L2
Password:
L2
Log in

Don't have an account? Hegister here.

Akoha

2.1.11.1.27 OPACNoResultsFound No Default
Asks: Display this HTML when no results are found for a search in the OPAC
This HTML will display below the existing notice that no results were found for your search.

Home } Search )} No results found] _
Mo results found for that in Micole's Library catalog. F:j

NOTE

You can insert placeholders {QUERY_KW} that will be replaced with the keywords of the
query.

2.1.11.1.28 OpacPublic Default: Enable
Asks: __ Koha OPAC as public. Private OPAC requires authentication before accessing the OPAC.
Values:

* Don’t enable
¢ Enable
Description:

* This preference determines if your OPAC is accessible and searchable by anyone or only by mem-
bers of the library. If set to ‘Don’t enable” only members who are logged into the OPAC can search.
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Most libraries will leave this setting at its default of "Enable’ to allow their OPAC to be searched
by anyone and only require login for access to personalized content.

2.1.11.1.29 OPACResultsSidebar Asks: Include the following HTML under the facets in OPAC search
results
Description:

e The HTML entered in this preference will appear on the search results pages below the list of facets
on the left side of the screen.

2.1.11.1.30 OPACSearchForTitleIn Default: <li><a href="http://worldcat.org/search?q={TITLE}" tar-
get="_blank">Other Libraries (WorldCat)</a></li> <li><a href="http:/ /www.scholar.google.com /scholar?q={TITLE}"
target="_blank">Other Databases (Google Scholar)</a></li> <li><a href="http:/ /www.bookfinder.com /search /?author=
target="_blank">Online Stores (Bookfinder.com)</a></li>

Asks: Include a "More Searches" box on the detail pages of items on the OPAC, with the following
HTML (leave blank to disable)

NOTE

The placeholders {BIBLIONUMBER}, {CONTROLNUMBER}, {TITLE}, {ISBN}, {ISSN} and
{AUTHOR} will be replaced with information from the displayed record.

2.1.11.1.31 OpacSeparateHoldings & OpacSeparateHoldingsBranch OpacSeparateHoldings default:
Don’t separate

OpacSeparateHoldingsBranch default: home library

Asks: ___ items display into two tabs, where the first tab contains items whose ___ is the logged in
user’s library. The second tab will contain all other items.

OpacSeparateHoldings values:

¢ Don’t separate

® Separate
OpacSeparateHoldingsBranch values:
* holding library

* home library

Description:

* This preference lets you decide if you would like to have the holding information on the biblio-
graphic detail page in the OPAC split in to multiple tabs. The default is to show all holdings on
one tab.

Nicole's Library holdings ( 1) Other holdings ( 4 )

ltem type - Location = Call number

Micole's Library Z678.9 .E54 2010 (Brov
rewrsoor Books

Total holds: 0
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2.1.11.1.32 OPACShowBarcode Default: Don’t show
Asks: ___ the item’s barcode on the holdings tab.
Values:

e Don’t show

Holdings (1) Title notes Comments (1)

item type - Location # Collection % Call number $ Status Date due =

5 Nicole's Library Library & Information Science Z678 .G668 2004 (Browse shelf) Available
DAY BOOK ooks

e Show

Holdings (1) Title notes Comments (1)

Item type - Location # Collection % Call number % Status + Date due = Barcode *

5 Nicole's Library Library & Information Science Z678 .G668 2004 (Browse shelf) Available 18236167
DAY BOOK o0ks

Description:
* This preference allows you to control whether patrons can see items’ barcodes in the OPAC.
2.1.11.1.33 OPACShowCheckoutName Default: Don’t show

Asks: ___ the name of the patron that has an item checked out on item detail pages on the OPAC.
Values:

¢ Don't show
e Show
Description:

¢ This preference allows all patrons to see who has the item checked out if it is checked out. In small
corporate libraries (where the OPAC is behind a firewall and not publicly available) this can be
helpful so coworkers can just contact the patron with the book themselves. In larger public and
academic libraries setting this to "Show” would pose serious privacy issues.

2.1.11.1.34 OpacShowFiltersPulldownMobile Default: Show
Asks: ___ the search filters pulldown on the mobile version of the OPAC.
Values:

¢ Don’t show
e Show
Description:

* This preference controls whether patrons can choose a search type when viewing the OPAC on
mobile devices. If this is set to ‘Don’t show’ then all searches will be keyword searches. This
preference assumes that you're using a theme with a mobile version.

2.1.11.1.35 OPACShowHoldQueueDetails Default: Don’t show any hold details
Asks: ___to patrons in the OPAC.
Values:

* Don’t show any hold details

93



CHAPTER 2. ADMINISTRATION 2.1. GLOBAL SYSTEM PREFERENCES

e Show holds

Holdings (2) Title notes Comments (0)

Item Current " " . . Date  ltem .

type location " Collection " Gall number 7 Status  due " holds -
Centerville Computer QATE.73.567 M42 2005 Available

e Programming (Browse shelf)

Books
Nicole's Library Computer QATB.73.867 M42 2005 Available 1

v Living Room Programming (Browse shelf)

Books

Total holds: 4 {priority 3)

* Show holds and priority level
¢ Show priority level

Hello, Nicole Engard
Click here if you're not Nicole Engard

This is your account information, below you can view what you have checked out, renew titles and see what you owe in fines.

Checked out (6) Overdue (8) Fines (54.04) Holds (6)

Holds (6 total)
" . Expires _ Pickup " N
Title Placed on on location Priority Status Suspend Modify
SQL / McGrath, 03/16/2011 Never Nicole's 3 Pending N Suspend
Mike. expires Library
Practical open 03/17/2014 Never Nicole's 1 Pending I Suspend
source software expires Library
for libraries /
Engard, Nicole C.,
Blood Rites (The 03/29/2012 Mever Nicole's Item waiting
Dresden Files, expires Library at Nicole's
Book 6). Butcher, Library since
Jim. 12/17/2013

— opacuserlogin needs to be set to "allow’

2.1.11.1.36 OpacShowLibrariesPulldownMobile Default: Show
Asks: ___the libraries pulldown on the mobile version of the OPAC.
Values:

¢ Don’t show
¢ Show
Description:
e This preference controls whether the library selector pull down shows when viewing the OPAC

on a mobile device as long as the theme you're using has a mobile version.

2.1.11.1.37 OpacShowRecentComments Default: Don’t show
Asks: __ alink to recent comments in the OPAC masthead.
Values:
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e Don’t show
e Show
Description:

e If you have chosen to allow comments in your OPAC by setting reviewson to "Allow” you can
include a link to the recent comments under the search box at the top of your OPAC with this
preference.

Search Library catalog |

Advanced search | Course reserves | Authority search | Recent comments |

2.1.11.1.38 OPACShowUnusedAuthorities Default: Show
Asks: ___ unused authorities in the OPAC authority browser.
Values:

¢ Do not show

e Show

IMPORTANT

@ Requires that the OpacAuthorities preference is set to 'Allow’

Description:

* When patrons search your authority file via the OPAC they will see all authorities in your system
even if you don’t have them linked to any bibliographic records. This preference lets you deter-
mine what the default behavior is when searching authorities via the OPAC. If you choose ‘Do
not show” it will only show patrons authority records that are linked to bib records in the search
results. Otherwise the system will show all authority records even if they aren’t linked to records.

2.1.11.1.39 opacsmallimage Asks: Use the image at ___ in the OPAC header, instead of the Koha
logo. If this image is a different size than the Koha logo, you will need to customize the CSS.
Description:

* The opacsmallimage system pref is a little tricky to deal with because you really have to tweak
some CSS at the same time. The default CSS defines a region just large enough to display the Koha
logo, and if your logo doesn’t match the Koha logo’s dimensions (120 pixels wide by 38 pixels
high), it won’t display correctly.

IMPORTANT

@ This should be a complete URL, starting with http:/
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IMPORTANT

@ This preference is only used in the prog and ccsr themes.

2.1.11.1.40 OpacStarRatings Default: no
Asks: Show star-ratings on ___ pages.

Values:

* only details

Home - Details for: PHP cookbook /

E MNormal view MARC view E ISBD view

PHP cookbook /

PHP ' by Skiar, David ¢ ; Trachtenberg, Adam ©._,
Cookbook

Material type: [§] Book
Publisher: Sebastopol, Calif. ; Farnham : O'Reilly, c2003

Edition: 15t ed.
Description: xxi, 6808 p. :ill. ; 24 cm.
ISBN: 1565926811,
Subject(s): PHP (Computer program language) | Internet programming | Web sites -- Design
Orline resources: Cantributor biographical information | Publisher description | Table of contents only
List{s) this itern appears in: Web Development | O'Reilly
Tags from this library: php (5) , web development (7) s Add tag(s)

SN your rating: 5, average rating: 5.0 (1 votes)

e results and details
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PHP cookbook
by Sklar, David; Trachtenberg, Adam.

Edition: 1st ed.

Material type: Book; Format: print bibliography :=; Literary form: not fiction

l

Publisher: Sebastopol, Calif. ; Farnham : O'Reilly, c2003
Online Access: Contributor biographical information | Publisher description | Table of contents only
Availability; ltems available for loan: Fairfield [QATE.73.P224 556 2003] (1), Micole's Library [QATE.73.P224 556 2003] (1).
Tags: php (5) web development (7)
7 (1 votes)

& Place hold % Add tag Save to Lists = Add to cart

Web database applications with PHP and MySQL
by Williams, Hugh E; Lane, David (David John).

Edition: 2nd ed.

Material type: Book; Format: print bibliography :=; Literary form: not fiction

Publisher: Sebaztopol : O'Reilly, c2004
Online Access: Publisher description | Contributor biographical information | Table of contents only
Availability: tems available for loan: Micole's Library [QATE.73.P224 W55 2004] (1). In transit (1).

Tags: database (4) mysql () php (5) web development (7)

& Place hold  * Add tag Save to Lists '® Add to cart
Description:

e Star ratings are a way for your patrons to leave ratings without having to leave a full review.
Patrons who are not logged in will only be able to see the stars, once logged in patrons can click on
the stars on the details page to leave their own rating. Clicking on the stars on the search results
will not submit a rating.

2.1.11.1.41 opacthemes Default: prog
Asks: Use the ___ theme on the OPAC.
Values:

* bootstrap

’k(J ha L Log In to your account

My Library

Search Library catalog ~| All libraries | B
Advanced search | Course reserves | Authority search | Recent comments | Tag cloud

Home

.

Recent Comments N .
Read Koha Quote of the Day Log in to your account:

ot We have every right to dream heroic dreams. ~

Read/Writs to the Ronald Reagan Login:
Kcha Wi Welcome to Koha. Keha is a full-featured open-source ILS. Developed initially in New Zealand by Katipo

Read and Contribute oy njcations Ltd and first deployed in January of 2000 for Horowhenua Library Trust, Koha is

to Discussions

currently maintained by a team of software providers and library technology staff from around the globe. Password:
Report Koha Bugs

.

.

.

.

Recent Library Acquisitions:

» Nicole's Library - .
123 Librarv Foad THE mm[n;:ﬁ Embracing Insanity — Login
o & THE BAZAAR D e . .
City, PA 19111 o .f-'" software for Don't have an account? Register here.
. #

Hours *wi $
M-F: 9am-5pm » LV - Sign In with your email
Sat: 10am-4pm .:"' g )

Sun: Closed "‘ S RO - 0 k 0 h a

The cathedral and the bazaar : musings Embracing Insanity Practical Open Source Software for
on Linux and Open Source by an by Russsll C. Pavlicek Libraries
accidental revolutionary by Nicole C. Engard

by Eric S. Raymond

©2012 Nicole C. Engard
Powered by Koha
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This theme is completely responsive

® ccsr

W Cart [@) Lists Log in to your account

My Library

Oko ha Library catalog o || Alllibraries s

) Advanced search ) Course reserves ) Authority search ) Recent comments ) Tag cloud

Home

Recent Comments
Read Koha Documentation
Read /Write to the Koha Wiki
Read and Contribute to Login:
Discussions Welcome to Koha. Koha is a full-featured open-source ILS. Developed initially in New Zealand
Report Koha Bugs by Katipo Communications Ltd and first deployed in January of 2000 for Horowhenua Library

Trust, Koha is currently maintained by a team of software providers and library technology

Quote of the Day

‘We have every right to dream heroic dreams. ~
Ronald Reagan

Log in to your account:

P d:
staff from around the globe. asswor
* Nicole's Library
123 Library Road 1 2 o dat
City, PA 1?111 Recent Library Acquisitions: —
* Hours
M-F: Gam-5pm Don't have an account?
Sat: 10am-4pm Embracing Insanity Practical Register here.
Sun: Closed e ;}pﬁvr: suu':;e
oftware for

vl 4 Signin with your Emall

O~ Skoha

S
The cathedral and the Embracing Insanity Practical Open Source
bazaar : musings on Linux by Russell C. Pavlicek Software for Libraries
and Open Source by an by Nicole C. Engard

accidental revolutionary
by Eric 5. Raymond

©2012 Nicole C. Engard

Powered by akoha

FREE LIBRARY 3Y3TEN

This theme comes with a mobile version.

¢ prog

Log in to your account

My Library

O e T - S— ] ™D

Advanced search Course reserves Authority search Recent comments Tag cloud

« Recent Comments
* Read Koha ‘ Quote of the Day Log in to your account:
Documentation We have every right te dream heroic dreams. ~
+ Read/Wirite to the Koha Ronald Reagan Login:
Welcome to Koha. Koha is a full-featured open-source ILS. Developed initially in New Zealand by Katipo Communications Ltd and
ad and Contribute to  first deployed in January of 2000 fer Horowhenua Library Trust, Koha is currently maintained by a team of software providers and
Discussions library technology staff from around the globe. Password:

Report Koha Bugs
Recent Library Acquisitions:

Nicole's Library
123 Library Road

.

Login

City, PA 19111 Embracing Insanity s
* Hours o a o e Donit have an account?
M-F: 9am-5pm Ennl:mm for Register here.
Sat: 10am-4pm skl
Sun: Closed ﬁ
-] ‘ o

The cathedral and the bazaar : Embracing Insanity Practical Open Source Software for 0 k 0 h a

musings on Linux and Open Source by Russell C. Pavlicek Libraries
by an accidental revolutionary by Nicole C. Engard
by Eric S. Raymond

©2012 Nicole C. Engard
Powered by Koha

This is the original Koha 3.x theme and does not come with a mobile version.

2.1.11.1.42 OPACURLOpenInNewWindow Default: don’t

Asks: When patrons click on a link to another website from your OPAC (like Amazon or OCLC),
open the website in a new window.

Values:

e do
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¢ don't
Description:

 This preference determines if URLs in the OPAC will open in a new window or not. When clicking
on a link in the OPAC, a patron does not need to worry about navigating away from their search
results.

2.1.11.1.43 OPACUserCSS Asks: Include the following CSS on all pages in the OPAC

Description:

* OPACUserCSS allows the administrator to enter styles that will overwrite the OPAC’s default CSS
as defined in ‘opaclayoutstylesheet” or ‘opacstylesheet’. Styles may be entered for any of the selec-
tors found in the default style sheet. The default stylesheet will likely be found at http://your_koha_address /oy
tmpl/prog/en/css/opac.css. Unlike opaccolorstylesheet and opaclayoutstylesheet this preference
will embed the CSS directly on your OPAC pages.

2.1.11.1.44 opacuserjs Asks: Include the following JavaScript on all pages in the OPAC
Log in to Your Account:

Login:

Password:

Log In

Include the following JavaScript on all pages in the OPAC:
2 {document ) .ready | function(){
2{"label[for="userid']").html{"Card Number:"};

Yyi

opacuserjs
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Log in to Your Account:

Card Number:

PIN:

Log In

Description:

¢ This preference allows the administrator to enter JavaScript or JQuery that will be embedded
across all pages of the OPAC. Administrators may use this preference to customize some of the in-
teractive sections of Koha, customizing the text for the login prompts, for example. Sample JQuery
scripts used by Koha libraries can be found on the wiki: http://wiki.koha-community.org /wiki/-
JQuery_Library.

2.1.11.145 OPACXSLTDetailsDisplay Default: default
Asks: Display OPAC details using XSLT stylesheet at
Values:

* leave empty to not use the XSLT stylesheet

- In previous versions of Koha this was the setting that read 'normally’
¢ enter "default” for the default one
* put a path to define a XSLT file

- ex: /path/to/koha/and/your/stylesheet.xsl

- If in a multi-language system you can enter {langcode} in the path to tell Koha to look in the
right language folder

+ ex: /home/koha/src/koha-tmpl/opac/prog/{langcode}/xslt/OpacDetail.xsl
* ex. http:/ /mykohaopac.org/{langcode} /stylesheet.xsl

¢ put an URL for an external specific stylesheet
- ex: http:/ /mykohaopac.org/stylesheet.xsl
Description:

* XSLT stylesheets allow for the customization of the details shows on the screen when viewing a
bib record. This preference will allow you either use the default look that comes with Koha or
design your own stylesheet.

2.1.11.1.46 OPACXSLTResultsDisplay Default: default
Asks: Display OPAC results using XSLT stylesheet at ___
Values:

¢ leave empty to not use the XSLT stylesheet

— In previous versions of Koha this was the setting that read 'normally’
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e enter "default” for the default one

* put a path to define a XSLT file

- ex: /path/to/koha/and/your/stylesheet.xsl

- If in a multi-language system you can enter {langcode} in the path to tell Koha to look in the
right language folder

+ ex: /home/koha/src/koha-tmpl/opac/prog/{langcode}/xslt/OpacDetail.xsl
+ ex. http://mykohaopac.org/{langcode}/stylesheet.xsl

¢ put an URL for an external specific stylesheet

— ex: http://mykohaopac.org/stylesheet.xsl

Description:

® XSLT stylesheets allow for the customization of the details shows on the screen when viewing the
search results. This preference will allow you either use the default look that comes with Koha or
design your own stylesheet.

2.1.11.2 Features

2.1.11.2.1 numSearchRSSResults Default: 50
Asks: Display ___ search results in the RSS feed.

Description:

¢ By default the RSS feed that is automatically generated for every search results page will list 50
items. This can sometimes be too much for some RSS feed readers and for some people this isn’t
enough. This preference allows you to adjust this number to show the best number of results for
your patrons.

2.1.11.2.2 OpacAuthorities Default: Allow
Asks: ___ patrons to search your authority records.

Description:

* This preference displays the link on the OPAC for the authority search. By setting the preference
to "Allow" patrons can use this search link of the OPAC.

Values:

e Allow

— Alink labeled "Authority search’” will appear at the top of your OPAC under the search box
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Akoha w Cart

Welcome, Nicole Engard  Search history [ x ]

Search Library catalog |

My Library

Advanced search | Course reserves | Authority search | Recent comments | Tag cloud | Most popular | Purchase suggestions

Home - Authority search

* Read Koha
Documentation Authority search
« Read/Write to the
Koha Wiki
* Read and Authority type: | pefaurt |
Contribute to
Discussions
« Report Koha Search options: | qntaing |
Bugs
Term(s):
Where: |, keyword |
Orderby: | Heading ascendant |
Submit
e Don’t allow
2.1.11.2.3 opacbookbag Default: Allow
Asks: ___ patrons to store items in a temporary "Cart" on the OPAC.
Values:
e Allow

e Don’t allow

Description:

* This preference allows the user to temporarily save a list of items found on the catalog. By using
the Book Bag, or Cart, the user can print out or email a list of items found. The user does not need
to be logged in. This list is temporary and will be emptied, or cleared, at the end of the session.

2.1.11.2.4 OpacBrowser

IMPORTANT

@ This preference only applies to French systems at this time.

Default: Don’t allow

Asks: ___ patrons to browse subject authorities on OPAC

Values:
e Allow

e Don’t allow
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IMPORTANT

@ run the Authorities Browser Cron Job to create the browser list

2.1.11.2.5 OpacBrowseResults Default: enable
Asks: ___ browsing and paging search results from the OPAC detail page.

Values:
e disable
* enable
= Browse results
Back to results  MNext »
Description:

¢ This preference will control the option to return to your results and/or browse them from the
detail page in the OPAC.

2.1.11.2.6 OpacCloud

IMPORTANT

@ This preference only applies to French systems at this time.

Default: Don’t show
Asks: ___ asubject cloud on OPAC
Values:

e Don’t show

e Show

IMPORTANT

@ run the Authorities Browser Cron Job to create the browser list

2.1.11.2.7 OPACFinesTab Default: Allow
Asks: ___ patrons to access the Fines tab on the My Account page on the OPAC.
Values:

o Allow
- opacuserlogin needs to be set to "allow’

e Don’t allow
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2.1.11.2.8 OpacHoldNotes Default: Do not allow
Asks: ___ users to add a note when placing a hold.
Values:

o Allow

Confirm holds for: Nicole Engard (9876543457)

@ Place a hold on Beginning PHP and Oracle from novice to professional /, by Gilmore, W. J.

Holds and priority: 1 out of 1

Pick up location: | . 0's Library j

Hide options

Hold starts on I [ Clear date

date:

Hold not needed I [# Clear date

aftep ———————

e
Hold notes:

Next available item = A specific item ()

Place hold

¢ Do not allow

2.1.11.2.9 OpacltemLocation Default: call number only
Asks: Show for items on the OPAC search results.
Values:

¢ call number only
e collection code

e Jocation
Description:

¢ This setting allows users of the OPAC results XSLT stylesheet to choose to display collection code
or location in addition to call number.

2.1.11.2.10 OpacPasswordChange Default: Allow
Asks: ___ patrons to change their own password on the OPAC.
Values:

e Allow
— opacuserlogin needs to be set to "allow’

e Don’t allow
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IMPORTANT

@ Enabling this will break LDAP authentication.

2.1.11.2.11 OPACPatronDetails Default: Allow
Asks: ___ patrons to notify the library of changes to their contact information from the OPAC.
Values:

e Allow

— opacuserlogin needs to be set to "allow’
¢ Don't allow
Description:

¢ If patrons are allowed to notify the library of changes to their account then staff will need to
approve the changes via the staff client. Notification of patron account requests will appear on the
dashaboard below the list of modules with other pending actions.

Suggestions pending approval: 1
Comments pending approval: 1
Tags pending approval: 1

Patrons requesting modifications: 1

Once you click the notification you will be presented with the changes the patron would like to
make to their account and from there you can choose how to proceed.

Update patron records

~ Engard, Nicole

(_) Approve (_) Deny (*) Ignore

Field From To
Alternate address 123
Other names NCE
State PA
City Philadelphia, PA  Philadelphia

Submit |
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Tip

You can control what fields patrons see and can modify via the OPAC by set-
ting the PatronSelfRegistrationBorrowerMandatoryField PatronSelfRegistrationBor-
rowerUnwantedField preferences.

2.1.11.2.12 OPACpatronimage Default: Don’t show
Asks: ___ patron images on the patron information page in the OPAC.
Values:

* Don’t show
* Show
Description:

e If patronimages is set to allow the upload of patron images via the staff client, then setting this
preference to 'show” will show the patron what image you have on file for them when they view
their personal information on their account in the OPAC.

2.1.11.2.13 OPACPopupAuthorsSearch Default: Don’t display
Asks: ___ the list of authors/subjects in a popup for a combined search on OPAC detail pages.

Values:

¢ Display

El Normal view MARC view [ ISBD view

PHP cookbook /

by Sklar, David.

I
Cookbook

Additional authors: Trachtenberg, Adam. %

Edition statement: 1=zt ed.

e ey Published by : O'Reilly, {Sebasiopol, Calif. ; | Farnham :)
Physical details: xxi, 608 p. - ill. ; 24 cm.
[SBMN: 1565926811.
Subject(s). FHF (Computer program language] *° | Internet programming. 4 | Web sites -- Design. 4
Year: 2003 | Select the item(s) to search :
I [_lall
Online reso
v Contribul @PHP (Computer ram language)
» Publishef purier prog guag
¢ Table of g )
— | |_| Internet programming.
List(s) this i pilly
Tags from f| || Web sites
php (5), | Design.
*u Add Cancel | Search
= average rating: 0.0 (0 voles)
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IMPORTANT

This will only display the pop up if you are not using an XSLT stylesheet. Re-
view your OPACXSLTDetailsDisplay to find out what stylesheet you're using.

¢ Don’t display
— Authors and subjects will display as search links instead of pop up menus.
Description:

¢ If this preference is set to ‘Display’ then clicking a subject or author from the details page in the
OPAC will present the searcher with a pop up box. From this box you can check off any of the
subjects or authors listed and search them all at once by clicking ‘Search” at the bottom of the pop
up. The default behavior is for Koha to search just the clicked author or subject.

2.1.11.2.14 OpacTopissue Default: Don’t allow
Asks: ___ patrons to access a list of the most checked out items on the OPAC.
Values:

e Allow

— A link to "Most Popular” will appear at the top of your OPAC
Search Library catalog ~|

Advanced search | Course reserves | Authority search | Recent comments | Tag cloud | Most popular

e Don't allow
Description:

¢ This preference allows the administrator to choose to show the "Most Popular” link at the top of
the OPAC under the search box. The "Most Popular" page shows the top circulated items in the
library, as determined by the number of times a title has been circulated. This allows users to see
what titles are popular in their community. It is recommended that you leave this preference set
to ‘Don’t allow” until you have been live on Koha for a couple of months, otherwise the data that
it shows will not be an accurate portrayal of what’s popular in your library.

Refine your search The 10 most checked-out item types at all locations in

Show the top the past 12 months
[ 10 titles e Title = ltemtype = Checkouts =
. Library mashups :

ram:

All branches | - Information Teday, Inc., Books 13
Limit to: The thriving library :
[ Allitem types |3 Block, Marylaine, - Information Today, e 12
Acquired in the last: Computers in libraries.
[ 12 months '] Books 2
— - Meckler,

Submit Harry Potter and the chamber of secrets.

Books 2

- Scholastic,
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2.1.11.2.15 opacuserlogin Default: Allow
Asks: ___ patrons to log in to their accounts on the OPAC.
Values:

o Allow
* Don't allow
— The OPAC will still be searchable if patrons can’t log in, this just disables the patron account
access via the OPAC

2.1.11.2.16 QuoteOfTheDay Default: Disable
Asks: ___ Quote of the Day display on OPAC home page
Values:

¢ Disable

¢ Enable

Description:

¢ This feature will allow you to enter a series of quotes that will then show on the OPAC homepage

in random order. To add/edit quotes, visit the Quote of the Day Editor under Tools.

2.1.11.2.17 RequestOnOpac Default: Allow
Asks: ___ patrons to place holds on items from the OPAC.
Values:

o Allow
- opacuserlogin needs to be set to "allow’
e Don't allow
2.1.11.2.18 reviewson Default: Allow

Asks: ___ patrons to make comments on items on the OPAC.
Values:

e Allow

- Patrons comments/reviews all require moderation before they appear in the OPAC

- opacuserlogin needs to be set to "Allow’
¢ Don’t allow
Description:

* This button allows the patrons to submit comments on books they have read via the OPAC. If this
preference is set to "Allow" reviews are first sent to the staff client for staff approval before the
review is displayed in the OPAC. The staff member who reviews and approves comments may
find the pending comments on the Comments tool. The staff member can then choose to approve
or delete the comments.

2.1.11.2.19 ShowReviewer Default: full name
Asks: Show __ of commenter with comments in OPAC.
Values:

¢ first name
¢ first name and last initial
e full name

¢ Jast name
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® NO name

® username

Description:

e If you would like to protect your patron’s privacy in the OPAC you can choose to hide their names
or parts of their names from any of the comments they leave on bib records in your system. re-
viewson needs to be set to “Allow” for this to preference to come in to play

2.1.11.2.20 ShowReviewerPhoto Default: Show
Asks: ___reviewer’s photo beside comments in OPAC.

Values:

e Hide

e Show

— reviewson needs to be set to "Allow” and ShowReviewer needs to be set to 'Show’ for this to
preference to come in to play

Harry Potter and the goblet of fire by Rowling, J. K.

Publication: New York : Listening Library, 2000 . 17 sound discs (ca. 20 hr.) : , Unabridged. | Compact discs. | Sequel to: Harry
Potter and the prisoner of Azkaban. | Sequel: Harry Potter and the Order of the Phoenix. | Fourth in the Harry Potter and the
sorcerer's stone series. 4 3/4 in.

Date:2000

| love listening to the narrator reading me Harry Potter. Added 03/26/2011 by Nicole Engard

Description:

* This system preference allows libraries to show avatars next to patron’s comments in the OPAC.
These avatars are pulled from the Libravatar library, an open source powered product that allows
Internet users to choose a small icon to display next to their name on various different websites.
The library has no control over the images the patron chooses to display.

2.1.11.2.21 SocialNetworks Default: Disable
Asks: ___social network links in opac detail pages

Values:

e Disable

e Enable
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= Browse results

« Previous Back to results Next »

“k Place hold
Print
Save to your lists

Add to your cart

" B M

Unhighlight
Save record -

More searches -

Share ] [ o™ CJ 21 W Tweet

Description:

¢ This preference will enable a line of social network share buttons below the right hand column on
the detail pages of records in the OPAC.

IMPORTANT

@ In order for these share buttons to work when clicked you must have filled in your
OPACBaseURL preference.

2.1.11.2.22 suggestion Default: Allow
Asks: ___ patrons to make purchase suggestions on the OPAC.
Values:

e Allow

- opacuserlogin needs to be set to “allow” unless AnonSuggestions is set to “allow’

e Don’t allow

2.1.11.3 Policy

2.1.11.3.1 AllowPurchaseSuggestionBranchChoice Default: Don’t allow
Asks: ___ patrons to select branch when making a purchase suggestion
Values:
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e Allow
e Don’t allow
Description:

e If your library system lets patrons make purchase suggestions for a specific branch you can set this
preference to "Allow’ to add a branch selection option to the purchase suggestion form.

2.1.11.3.2 OpacAllowPublicListCreation Default: Allow
Asks: ___ opac users to create public lists
Values:

e Allow
e Don’t allow
Description:

e Public lists are visible to anyone who visits your OPAC. With this preference you can control
whether or now patrons are allowed to create these public lists. If this is set to "Don’t allow" then
only staff will be able to create public lists.

IMPORTANT

@ This preference will only be taken in to account if you have virtualshelves set to "Allow’

2.1.11.3.3 OpacAllowSharingPrivateLists

IMPORTANT

@ This feature is not active yet but will be released soon

Default: Don’t allow
Asks: ___ opac users to share private lists with other patrons.
Values:

¢ Allow

¢ Don’t allow

Description:

¢ This feature will add the option for patrons to share their lists with other patrons.
2.1.11.3.4 OPACFineNoRenewals Default: 99999

Asks: Only allow patrons to renew their own books on the OPAC if they have less than ___ USD in
fines

TP

Leave this field blank to disable
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IMPORTANT

@ To allow renewals in the OPAC, opacuserlogin needs to be set to "allow’

2.1.11.3.5 OpacHiddenItems Asks: Allows to define custom rules for hiding specific items at opac.

TP

See docs/opac/OpacHiddenltems.txt in your Koha install directory for more information

Description:

¢ In this field you can enter criteria for items you would like to hide from display in the OPAC. This
field takes any combination of item fields (from the items table in the Koha database) for blocking.
For example a value of:

itype: [07, 10]
location: [STAFF, ISO]

Will block items with an itype code of 07 or 10 as well as items that have a shelving location of
STAFF or ISO.

In items my items.itype 07 is defined in Item Types Administration as Staff Assigned My items.itype
10 in Item Types is Archival Copy The locations STAFF and ISO are in Authorized Values for cate-
gory=LOC STAFF means it’s assigned to the staff reading room and ISO means it is in the isolation
room.

2.1.11.3.6 OPACItemHolds Default: Allow
Asks: ___ patrons to place holds on specific items in the OPAC.
Values:

e Allow

— Patrons can place holds on specific items as well as the next available item.
- opacuserlogin needs to be set to ‘allow’

e Don’t allow
— If this is disabled, users can only put a hold on the next available item.
2.1.11.3.7 OpacRenewalAllowed Default: Don’t allow

Asks: ___ patrons to renew their own books on the OPAC.
Values:

o Allow

- opacuserlogin needs to be set to "allow’
¢ Don’t allow

— Staff will still be able to renew items for patrons via the staff client
Description:

* This preference allows the administration to choose if patrons can renew their checked out mate-
rials via their checked out history in the OPAC. It allows patrons to renew their materials without
having to contact the library or having to return to the library.
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2.1.11.3.8 OpacRenewalBranch Default: the branch the item was checked out from
Asks: Use ___ as branchcode to store in the statistics table
Values:

e NULL

¢ 'OPACRenew’

e the item’s home branch

¢ the patron’s home branch

¢ the branch the item was checked out from
Description:

* This value is used in the statistics table to help with reporting. The statistics table in Koha keeps
track of all checkouts and renewals, this preference defines which branch is entered in to the table
when a patron renews an item for themselves via the OPAC.

2.1.11.3.9 OPACViewOthersSuggestions Default: Don’t show
Asks: ___ purchase suggestions from other patrons on the OPAC.
Values:

* Don’t show
e Show
- opacuserlogin needs to be set to "allow’
2.1.11.3.10 SearchMyLibraryFirst Default: Don’t limit

Asks: ___ patrons’ searches to the library they are registered at.
Values:

* Don’t limit
- Searching the OPAC will show results from all libraries
- If you're a one branch system, choose ‘Don’t limit’

e Limit

- Patrons will still be able to search other libraries via the Advanced search page - but will be
limited to searches for their library only from the basic search box

- opacuserlogin needs to be set to "allow’

2.1.11.3.11 singleBranchMode Default: Don’t allow
Asks: ___ patrons to select their branch on the OPAC.
Values:

o Allow

— opacuserlogin needs to be set to "allow’
e Don't allow
Description:

* This preference is for libraries that have branches but do not want to share their items among other
branches within their system. If the preference is set to "Don’t allow" then holdings will be shown
for all branches within a system. On the "Home" screen of the OPAC users have the choice of
narrowing down results by item location. Setting this preference to "Allow" will display only one
branch’s holdings.
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2.1.11.4 Privacy

2.1.11.4.1 AnonSuggestions Default: Don’t allow
Asks: ___ patrons that aren’t logged in to make purchase suggestions.

IMPORTANT

@ If set to ’Allow’, suggestions are connected to the AnonymousPatron

Values:
e Allow
e Don’t allow

2.1.11.4.2 AnonymousPatron Default: 0

Asks: Use borrowernumber ___ as the Anonymous Patron (for anonymous suggestions and reading
history)

Tip

Before setting this preference create a patron to be used for all anonymous suggestions
@ and/or reading history items. This patron can be any type and should be named some-

thing to make it clear to you that they’re anonymous (ex. Anonymous Patron).

2.1.11.4.3 EnableOpacSearchHistory Default: Keep
Asks: ___ patron search history in the OPAC.
Values:

* Don't keep
¢ Keep

2.1.11.4.4 OPACPrivacy Default: Don’t allow
Asks: ___ patrons to choose their own privacy settings for their reading history.

IMPORTANT

@ This requires opacreadinghistory set to ’Allow’ and AnonymousPatron to be set to your
anonymous patron’s borrowernumber.

Values:
e Allow

e Don’t allow

2.1.11.4.5 opacreadinghistory Default: Allow
Asks: ___ patrons to see what books they have checked out in the past.
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IMPORTANT

@ Enabling this will make it so that patrons can view their circulation history in the OPAC
unless you have OPACPrivacy set to "Allow.

IMPORTANT

@ This data is stored in the system regardless of your choice, unless your patrons have
chosen to never have their reading history kept.

2.1.11.4.6 TrackClicks Default: Don’t track
Asks: ___links that patrons click on.
Values:

e Don't track
e Track

¢ Track anonymously
Description:

* By setting this preference to one of the track options you will allow Koha to track every link clicked
in Koha. This data will be stored in a database table so that you can run reports against that data.
If you choose to "Track’ clicks then Koha will record both the link clicked and the logged in user
who clicked the link. If you choose to "Track anonymously’ then the borrowernumber will not be
recorded, but the rest of the data will.

Tip

Remember to update your local privacy policies and link to them from the OPAC to
notify your users that you are tracking their information.

2.1.11.5 Self Registration

2.1.11.5.1 PatronSelfRegistration Default: Don’t allow
Asks: ___library patrons to register an account via the OPAC.
Values:

o Allow

* Don't allow

Description:

* Setting this preference to "Allow” will provide a link on the OPAC to register for a new account.

Using the other Self Registration system preferences you can control how this preference will func-
tion.

115



CHAPTER 2. ADMINISTRATION 2.1. GLOBAL SYSTEM PREFERENCES

Log in to your account:

Login:
L2
Password:
L2
Log in

Don't have an account? Register here.

IMPORTANT

Patrons registering via the OPAC will not need to be approved by a librarian. For this
reason it is recommended that you set up a provisional patron category with no circulation
rights. That way patrons will have to come in to the library to verify their identity before
given circulation rights at the library. Once the patron confirms their identiy the library staff
can change the category to one with permissions to check items out and place holds.

2.1.11.5.2 PatronSelfRegistrationAdditionalInstructions Asks: Display the following additional in-
structions for patrons who self register via the OPAC ( HTML is allowed ):
Description:

* This preference takes any HTML you’d like to display on the page the patron sees after successfully
registering for their library card.

2.1.11.5.3 PatronSelfRegistrationBorrowerMandatoryField Default: surname | firstname
Asks: The following database columns must be filled in on the patron entry screen: ___
Description:

¢ This preference allows you to define what fields patrons must fill in on their self regisration form.
If any of the required fields are blank Koha will not let the patron register.

IMPORTANT

@ Separate columns with |
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Tip

For help with field names, ask your system administrator or view the database structure

associated with the borrowers table.

If you're going to require that patrons verify their accounts via email with the Patron-
= SelfRegistrationVerifyByEmail preference the email field will automatically be marked as

required.

2.1.11.5.4 PatronSelfRegistrationBorrowerUnwantedField Asks: The following database columns
will not appear on the patron entry screen: ___
Description:

* Using this preference you can hide fields from the patron registraion and update form in the OPAC.

IMPORTANT

@ Separate columns with |

Tip

For help with field names, ask your system administrator or view the database structure

associated with the borrowers table.

2.1.11.5.5 PatronSelfRegistrationDefaultCategory Asks: Use the patron category code ___ as the
default patron category for patrons registered via the OPAC.
Description:

e Enter in the patron category code for the category that all new patrons registered via the OPAC
will be put in to.

IMPORTANT

Patrons registering via the OPAC will not need to be approved by a librarian. For this
reason it is recommended that you set up a provisional patron category with no circulation
@ rights. That way patrons will have to come in to the library to verify their identity before
given circulation rights at the library. Once the patron confirms their identiy the library staff
can change the category to one with permissions to check items out and place holds.
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IMPORTANT

If you leave this blank or enter in an invalid code your patrons will still be able to register
but will not be given a username. There will be no errors on the page to explain this, so
be sure to enter a valid patron category code.

2.1.11.5.6 PatronSelfRegistrationExpireTemporaryAccountsDelay Default: 0
Asks: Delete patrons registered via the OPAC, but not yet verified after ___ days.
Description:

¢ This prefence links to the delete_expired_opac_registrations.pl cron job. If that cron is set to run
nightly it will clean up any registrations that have not been verified via email in the number of days
entered on this preference. This is dependent on PatronSelfRegistrationVerifyByEmail preference.

2.1.11.5.7 PatronSelfRegistrationVerifyByEmail Default: Don’t require
Asks: ___ that a self-registering patron verify his or herself via email.
Values:

¢ Don’t require
* Require
Description:

e If you require patrons to verify their accounts via email they will not be able to log in to the OPAC
until they acknowledge the email sent by Koha. If you don’t require this then patrons will be able
to log in as soon as they fill in the registration form. You can set the PatronSelfRegistrationEx-
pireTemporaryAccountsDelay preference to delete the un-verified self registrations after a certain
number of days.

Tip

If you're going to require that patrons verify their accounts via email then the email field
will automatically be marked as required.

2.1.11.6 Shelf Browser

2.1.11.6.1 OPACShelfBrowser Default: Show

Asks: ___ a shelf browser on item details pages, allowing patrons to see what’s near that item on the
shelf.
Values:

e Don’t show

e Show
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Holdings ( 3) Title Notes Comments

Item type ~ Location % Collection = Call Number % Status % Date Due +
::_?] Books Fairview General Stacks = Fiction Ref LB 2337.2 .C36 2000(Browse Shelf) Checked out 06/26/2010
_‘;_?] Books Main General Stacks Fiction Ref LB 2337.2 .C36 2000(Browse Shelf) In transit from Fairview to Main since 09/09/2010
_1_5] Fairview General Stacks Fiction Ref LB 2337.2 .C36 2000(Browse Shelf) Available

Books

Browsing Centerville Shelves, Shelving Location:General Stacks
Close Shelf Browser

U EOCUW MU
o e ]
= =" =

= = =

- - N
Ref LB 2337.2 .C36 2000 Ref LB 2337.2 .C36 2000 RefLB 2337.2 .C36 2000 Ref LB 2337.2 .C36 2000 Ref LB 2337.2 .C36 2000 RefLB 2337.2

Dan Cassidy's worldwide Dan Cassidy's worldwide Dan Cassidy's worldwide The thriving library : The thriving library : C36 2000
graduate scholarship graduate scholarship graduate scholarship The thriving

directory | directory | directory / library :

Description:

* This preference allows patrons to view what is located on the shelf near the item they looked
up. The shelf browser option appears on the details page to the right of each items’ call number.
Clicking the ‘Browse Shelf’ link allows for a virtual shelf browsing experience via the OPAC and
lets patrons see other books that may relate to their search and items that sit on the shelf near the
item they are looking at.

IMPORTANT

@ This uses up a fairly large amount of resources on your server, and should be avoided if
your collection has a large number of items.

2.1.11.6.2 ShelfBrowserUsesCcode Default: Don’t use
Asks: ___ the item collection code when finding items for the shelf browser.
Values:

e Don’t use
e Use
Description:

¢ If your library uses collection codes then you might want the shelf browser to take into considera-
tion what collection the books belong to when populating the virtual shelf browser.

2.1.11.6.3 ShelfBrowserUsesHomeBranch Default: Use
Asks: ___the item home branch when finding items for the shelf browser.
Values:

e Don’t use
e Use
Description:

¢ If you have a multiple branch system you may want to make sure that Koha takes into considera-
tion what branch owns the books when populating the virtual shelf browser for accuracy.
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2.1.11.6.4 ShelfBrowserUsesLocation Default: Use
Asks: ___ the item location when finding items for the shelf browser.

Values:

e Don’t use

e Use
Description:

¢ If your library uses shelving locations then you might want the shelf browser to take into consid-
eration what shelving location the books belong to when populating the virtual shelf browser.

2.1.12 Patrons

Get there: More > Administration > Global System Preferences > Patrons

2.1.12.1 AddPatronLists

Default: specific categories
Asks: List ___ under the new patron menu.

Values:

* general patron types

=+ MNew patron -

3 Adult patron [
Child patron

Ll

Professional patron
Organization
Staff patron

Statistical patron

e specific categories
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=+ New patron -

3 Adult Patron [
Board

Ly

Home Bound
In house
Inter-Library Loan
Juvenile

Kid

Library
Patron
School

Staff
Statisical
Student
Teacher

Young Adult

2.1.12.2 AutoEmailOpacUser

Default: Don’t send
Asks: ___an email to newly created patrons with their account details.
Description:

¢ AutoEmailOpacUser allows library users to be notified by email of their account details when a
new account is opened at the email address specified in the AutoEmailPrimaryAddress preference.
The email contains the username and password given to or chosen by the patron when signing up
for their account and can be customized by editing the ACCTDETAILS notice.

Values:
e Don’t send

e Send

2.1.12.3 AutoEmailPrimaryAddress

Default: alternate
Asks: Use ___ patron email address for sending out emails.
Values:

e alternate
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e first valid
* home
e work
Description:

* If you choose first valid” as the value for AutoEmailPrimaryAddress the system will check the
email fields in this order: home, work, then alternate. Otherwise the system will use the email
address you specify.

2.1.12.4 autoMemberNum

Default: Do

Asks: ___ default the card number field on the patron addition screen to the next available card
number

Values:

e Do

— If the largest currently used card number is 26345000012941, then this field will default to
26345000012942 for the next patron

e Don’t
Description:

¢ This preference determines if the patron’s barcode is automatically calculated. This prevents the
person setting up the library card account from having to assign a number to the new card. If set to
"Do’ the system will calculate a new patron barcode by adding 1 to the maximum barcode already
present in the database.

2.1.12.5 BorrowerMandatoryField

Default: surname | cardnumber | barcode
Asks: The following database columns must be filled in on the patron entry screen:
Description:

¢ This preference enables the system administrator to choose which fields your library would like
required for patron accounts. Enter field names separated by | (bar). This ensures that basic
information is included in each patron record. If a patron leaves one of the required fields blank
an error message will issue and the account will not be created.

IMPORTANT

@ Separate columns with |

TipP

For help with field names, ask your system administrator or view the database structure

associated with the borrowers table.
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2.1.12.6 borrowerRelationship

Default: father | mother
Asks: Guarantors can be the following of those they guarantee ___
Description:

¢ This preference enables the system administrator to define valid relationships between a guarantor
(usually a parent) & a guarantee (usually a child). Defining values for this field does not make the
guarantor field required when adding a guarantee type patron. This preference creates a drop
down list identifying the relationship of the guarantor to the guarantee. To disable the ability to
add children types in Koha you can leave this field blank.

IMPORTANT

@ Input multiple choices separated by |

2.1.12.7 BorrowerRenewalPeriodBase

Default: current date
Asks: When renewing borrowers, base the new expiry dateon ____
Values:

* current date.
¢ current membership expiry date.
Description:

¢ This preference controls what the patron’s new expiration date will be when you renew their card.
Using the "current date” will add the subscription period to today’s date when calculating the new
expiration date. Using ‘current membership expiry date” will add the subscription period to the
old expiration date for the patron when renewing their account.

2.1.12.8 BorrowersTitles

Default: Mr | Mrs | Miss | Ms
Asks: Borrowers can have the following titles
Description:

* This preference allows the staff to choose the titles that can be assigned to patrons. The choices
present as a drop down list when creating a patron record.

IMPORTANT
@ Input multiple choices separated by |

2.1.12.9 BorrowerUnwantedField

Asks: The following database columns will not appear on the patron entry screen: ___
Description:

* This preference enables the system administrator to choose which fields your library doesn’t need
to see on the patron entry form. Enter field names separated by | (bar).
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IMPORTANT

@ Separate columns with |

TP

For help with field names, ask your system administrator or view the database structure

associated with the borrowers table.

2.1.12.10 checkdigit

Default: Don't
Asks: __ check and construct borrower card numbers in the Katipo style.
Values:

e Do

e Don't

IMPORTANT

@ This overrides autoMemberNum if on.

2.1.12.11 EnableBorrowerFiles

Default: Don’t
Asks: ___enable the ability to upload and attach arbitrary files to a borrower record.
Values:

* Do
* Don't
Description:

* When enabled this will add a ‘Files’ tab to the left of the patron detail page where you can view
and upload files to the patron record.

2.1.12.12 EnhancedMessagingPreferences

Default: Allow
Asks: ___ patrons to choose which notices they receive and when they receive them.
Values:

e Allow

e Don’t allow
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IMPORTANT

@ This only applies to certain kinds of notices, overdue notices will be sent based on the
library’s rules, not the patron’s choice.

Description:

¢ These messages are in addition to the overdue notices that the library sends. The difference be-
tween these notices and overdues is that the patron can opt-in and out of these. Setting this pref-
erence to "Allow” will allow patrons to choose to receive any one of the following messages:

— Item Checkout : A notice that lists all the of the items the patron has just checked out and/or
renewed, this is an electronic form of the checkout receipt

— Item Due : A notice on the day and item is due back at the library

- Hold Filled : A notice when you have confirmed the hold is waiting for the patron

— Item Checkin : A notice that lists all the of the items the patron has just checked in

— Advanced Notice : A notice in advance of the patron’s items being due (The patron can
choose the number of days in advance)

2.1.12.13 ExtendedPatronAttributes

Default: Enable
Asks: ___ searching, editing and display of custom attributes on patrons.
Values:

e Don’t enable

¢ Enable

— Define attributes in Koha administration
— Get there: More > Administration > Patron Attribute Types

Description:

* Patron attributes are library-defined custom fields that can be applied to patron records.

TipP

Use custom attributes for fields that the default patron record does not support such as

driver’s license number or student ID number.

2.1.12.14 intranetreadinghistory

Default: Allow
Asks: ___ staff to access a patron’s checkout history

IMPORTANT

@ If you have the OPACPrivacy preference set to Allow’ and the patron has decided to not
have their history kept staff will only see currently checked out items.

Values:
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e Allow

e Don’t allow

IMPORTANT

@ This data is stored in the system regardless of your choice.

2.1.12.15 MaxFine

Default: 9999
Asks: The late fine for all checkouts will only go up to ___ USD.
Description:

* This preference controls the default cap on fines accrued by the patron. Leaving this preference
blank means that there is no cap on the amount of fines a patron can accrue. If you'd like, single
item caps can be specified in the circulation rules matrix.

2.1.12.16 memberofinstitution

Default: Don't
Asks: ___ allow patrons to be linked to institutions
Values:

e Do

e Don't

IMPORTANT

@ In order to allow this, the library must have Institution patrons to link members to

2.1.12.17 minPasswordLength

Default: 3
Asks: Login passwords for staff and patrons must be at least ___ characters long.

IMPORTANT

@ This applies to both the staff login and the patron OPAC login.

2.1.12.18 NotifyBorrowerDeparture

Default: 30
Asks: Show a notice that a patron is about to expire ___ days beforehand.
Description:

* When the patron attempts to check out materials, a warning will appear in the check out window
of the Staff Client telling the librarian that the patrons account is about to expire.
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IMPORTANT

@ This notice will appear on the patron’s record in the staff client.

2.1.12.19 patronimages

Default: Allow
Asks: ___ images to be uploaded and shown for patrons on the staff client.
Values:

o Allow

¢ Don’t allow

Description:

o If this preference is set to "Allow” the staff will be able to upload images of patrons either one by
one or in bulk. Patrons images will show on the detail page to the left of the patron information.

They can also show in the OPAC if you set the OPACpatronimage preference or in the self check
out module if you set the ShowPatronlmageInWebBasedSelfCheck preference.

2.1.12.20 PatronsPerPage

Default: 20
Asks: By default, show ___ results per page in the staff client.
Description:

¢ This preference will let you define how many patrons to show on patron search results pages.

2.1.12.21 SMSSendDriver

Asks: Use the SMS::Send:: ___ driver to send SMS messages.
Some examples of values are:

* SMS::Send::Us::Ipipi
e SMS::Send::US::TMobile
e SMS::Send::US::Verizon

Additional values can be found here: http:/ /search.cpan.org/search?query=sms%3A%3Asend&mode=all

IMPORTANT

@ Only drivers available as Perl modules will work in this preference, so make sure a Perl
module is available before choosing an SMS service.

Once a driver is entered in the preference an option will appear in the staff client and the OPAC on
the patron messaging form to choose to receive messages as SMS
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Patron messaging preferences

Days in advance SMS Email Digests only? Do not notify
Advance notice | o =

€

ltem checkout
Haold filled
ltem due -

ltem check-in

@ ®

SMS number:

Save Cancel

IMPORTANT

@ You must allow EnhancedMessagingPreferences for this to work.

2.1.12.22 StatisticsFields

Default: location litype | ccode
Asks: Show the following fields from the items database table as columns on the statistics tab on the
patron record: ___

Statistics
. . . " Total checkouts as of N Today's N . L .
location - itype # ccode % yesterday > checkouts ¢ Today's checkins ¢ Total checkouts +
BK 2 0
LIV BK LIS 1 1
TOTAL 3 1
IMPORTANT
@ Enter the values separated by bars (|)
Description:

¢ This preference lets you set which fields will show on the patron record on the Statistics tab.

2.1.12.23 TalkingTechltivaPhoneNotification
Default: Disable

Asks: ___ patron phone notifications using Talking Tech i-tiva (overdues, predues and holds notices
currently supported).
Values:
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e Disable
e Enable
Description:

¢ To learn more about setting up this third party product view the Talking Tech Appendix.

IMPORTANT

@ Requires that you have EnhancedMessagingPreferences set to Allow to use.

2.1.12.24 uppercasesurnames

Default: Don’t
Asks: ___store and display surnames (last names) in upper case.
Values:

e Do

e Don't

2.1.13 Searching

Get there: More > Administration > Global System Preferences > Searching

2.1.13.1 Features

2.1.13.1.1 IncludeSeeFromInSearches Default: Don’t include
Asks: ___ see from (non-preferred form) headings in bibliographic searches.
Values:

¢ Don’t include

¢ Include

Description:

* When this preference is set to include the search engine indexer will insert see from headings from
authority records into bibliographic records when indexing, so that a search on an obsolete term

will turn up relevant records. For example when you search for cookery (the old term) you get
titles with the heading of cooking (the new term).

IMPORTANT

@ You will need to reindex your bibliographic database when changing this preference.
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2.1.13.1.2 OpacGroupResults Default: Don’t use
Asks: __ PazPar? to group similar results on the OPAC.
Values:

e Don’t use

e Use

IMPORTANT

@ This requires that PazPar2 is set up and running.

2.1.13.1.3 QueryAutoTruncate Default: automatically

Asks: Perform wildcard searching (where, for example, Har would match Harry and harp) ___ (The
* character would be used like so: Har* or *logging.)

Values:

* automatically
e only if * is added
Description:

¢ This setting allows for searches to be automatically truncated or for additional characters to be
added to the end of a search string. When set to "automatically" the search string automatically
ends with a wildcard function. For example, a search for the word "invent" with auto truncation
enabled will also retrieve results for inventor, invention, inventory, etc. If you don’t want this to
happen automatically you can still be perform wildcard searches manually by adding an asterisk
(*). Typing "invent*" even with auto truncation disabled will retrieve the same inventor, inven-
tion, inventory results. Auto truncation bypasses the necessity to type long search strings in their
entirety.

21.13.1.4 QueryFuzzy Default: Try

Asks: ___ to match similarly spelled words in a search (for example, a search for flang would also
match flange and fang)

Values:

* Don't try
e Try
Description:

¢ This preference enables "fuzzy" searching, in which the search engine returns results that are sim-
ilar to, but not exactly matching, the word or words entered by the user. This preference enables
the search function to compensate for slightly misspelled names or phrases.

IMPORTANT

@ Requires that UselCU set to 'Not using’
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2.1.13.1.5 QueryStemming Default: Try

Asks: _ to match words of the same base in a search
Values:

* Don't try

e Try

- A search for enabling would also match enable and enabled
Description:
¢ This preference enables word stemming. Stemming allows the search function to return multiple

versions of the same word, as well as related terms (i.e., both fish and fishing would be returned).

2.1.13.1.6 QueryWeightFields Default: Enable
Asks: ___ranking of search results by relevance
Values:

* Disable
¢ Enable
2.1.13.1.7 TraceCompleteSubfields Default: Force

Asks: ___ subject tracings in the OPAC and Staff Client to search only for complete-subfield matches.
Values:

* Don’t force

— Searches for subject keywords (example: opac-search.pl?q=su:World %20Wide%20Web)
¢ FPorce

- Searches for complete subject fields (example: opac-search.pl?q=su,complete-subfield:World %20Wide%20
Description:

¢ When TraceCompleteSubfields is set to "force," clicking on links in non-authority controlled subject
tracings will only find other records where the entire subfields match. Leaving it at "don’t force"
does a keyword search of the subject indexes.

IMPORTANT

@ This preference assumes that you're using XSLT stylesheets as set in the OPACXSLTDe-
tailsDisplay preference.

2.1.13.1.8 TraceSubjectSubdivisions Default: Include
Asks: ___ subdivisions for searches generated by clicking on subject tracings.
Values:

¢ Don't include
— Searches for subject keywords (example: opac-search.pl?q=su,complete-subfield:%22Web%20sites%22)
* Include

— Searches for complete subject fields (example: opac-search.pl?q=(su,complete-subfield:%22Web%?20sites%:
subfield:%22Design.%22))

Description:
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* When TraceSubjectSubdivisions is set to "Include," if you click on a subject with subdivisions (sub-
fields other than 'a’) they will be searched along with the subject heading (subfield ‘a’). To have
only the subject heading (subfield “a’) searched, set this preference to "Don’t include."

IMPORTANT

@ This preference assumes that you're using XSLT stylesheets as set in the OPACXSLTDe-
tailsDisplay preference.

2.1.13.1.9 UseICU Default: Not using
Asks: __ ICU Zebra indexing.
Values:

¢ Not using
* Using
Description:

* ICU is a set of code libraries providing Unicode and Globalization support for software applica-
tions. What this means is ICU Zebra indexing is only necessary if you use non-roman characters
in your cataloging. If using ICU Zebra indexing you will want to not use QueryFuzzy.

IMPORTANT

This setting will not affect Zebra indexing, it should only be used to tell Koha that you have
activated ICU indexing if you have actually done so, since there is no way for Koha to
figure this out on its own.

IMPORTANT

@ Talk to your system administrator when changing this preference to make sure that your
system is set up properly for this to work.

2.1.13.1.10 UseQueryParser Default: Do not try
Asks: ___ to use the QueryParser module for parsing queries.

NOTE

Enabling this will have no impact if you do not have QueryParser installed, and everything
will continue to work as usual.

Values:

¢ Do not try

e Try
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Description:

* This preference enables an experimental new query parser which opens the door for a more ex-

pressive and more-effective search syntax.

2.1.13.2 Results Display

2.1.13.2.1 defaultSortField & defaultSortOrder defaultSortField Default: author
defaultSortOrder Default: ascending
Asks: By default, sort search results in the staff clientby __,
Description:

These preferences set the default sort field and sort order for searches on the staff side. Regardless
of your choice, the other sort options are still available in the drop down list on the advanced
search page.

defaultSortField Values:

author

call number

date added

date of publication
relevance

title

total number of checkouts

defaultSortOrder Values:

ascending

descending
from A to Z
from Z to A

2.1.13.2.2 displayFacetCount Default: Don’t show
Asks: ___facet counts.
Description:

This preference lets you decide if you show how many times a facet is used in your search results in
the OPAC and the staff client. The relevance of these numbers highly depends on the value of the
maxRecordsForFacets preference. Showing these numbers can potentially effect the performance
of your searching, so test your system with different values for this preference to see what works
best.

Values:

Don’t show
Show
Authors

Austen, Jane, (S)
Burroughs, Edgar Ric... (4)
Dickens, Charles, {7)
Doyle, Arhur Conan, (6)
Poe, Edgar Allan, (T)
show More
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2.1.13.2.3 FacetLabelTruncationLength Default: 20
Asks: Truncate facets length to ___ characters, in OPAC/staff interface.
Description:

¢ In the OPAC and the staff client your facets are cut off at 20 characters by default. Depending on
your layout this may be too many or two few letters, this preference lets you decide what number
is best for your library’s design.

2.1.13.2.4 maxItemsInSearchResults Default: 20
Asks: Show up to ___ items per biblio in the search results
Description:

* This preference will let you set how many results display by default when a search is run on the

Staff Client.

2.1.13.2.5 maxRecordsForFacets Default: 20
Asks: Build facets based on ____ records from the search results.
Description:

* By default Koha only bases facets on the first page of results (usually 20 results). This preference
lets you tell Koha to based the facet descriptions and numbers on any number of search results
returned. The higher this number the longer it will take for your search results to return, so test
with various different values to find the best balance for your library.

2.1.13.2.6 numSearchResults Default: 20
Asks: By default, show ___ results per page in the staff client.

2.1.13.2.7 OPACdefaultSortField & OPACdefaultSortOrder OPACdefaultSortField Default: relevance
OPACdefaultSortOrder Default: ascending
Asks: By default, sort search results in the OPACby __,
Description:

* These preferences set the default sort field and sort order for searches on the OPAC. Regardless of
your choice, the other sort options are still available in the drop down list on the advanced search

page.
OPACdefaultSortField Values:
e author

¢ call number

e date added

* date of publication

* relevance

e title

e total number of checkouts
OPACdefaultSortOrder Values:
¢ ascending

* descending

e from A to Z

e fromZto A
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2.1.13.2.8 OPACItemsResultsDisplay Default: Don’t show
Asks: _ anitem’s branch, location and call number in OPAC search results.
Values:

e Don’t show
e Show
Description:

* This setting selects the information about an item that will display in the search results page of
the OPAC. The results can display the status of an item and/or full details including branch, lo-
cation, and call number. While the ‘Show’ option allows for more information to be displayed on
the search results page, the information can be overwhelming for large collections with multiple
branches.

2.1.13.2.9 OPACnumSearchResults Default: 20
Asks: By default, show ___ results per page in the OPAC.

2.1.13.3 Search Form

2.1.13.3.1 AdvancedSearchTypes Default: itemtype

Asks: Show tabs in OPAC and staff-side advanced search for limiting searches on the ___ fields
(separate values with ).

Description:

* On the advanced search page you can choose to allow filters on one or all of the following: Item
types (itemtypes), Collection Codes (ccode) and Shelving Location (loc). If you would like to
be able to limit searches on item type and shelving location for example you would enter item-
types | loc in the preference input box. The order of these fields will determine the order of the tabs
in the OPAC and staff client advanced search screens. Values within the search type are OR’ed to-
gether, while each different search type is AND’ed together in the query limits. The current stored
values are supported without any required modification.Each set of advanced search fields are
displayed in tabs in both the OPAC and staff client. The first value in the AdvancedSearchTypes
syspref is the selected tab; if no values are present, "itemtypes" is used. For non-itemtype values,
the value in AdvancedSearchTypes must match the Authorised Value name, and must be indexed
with ‘'mc-’ prefixing that name.

Item Type Shelving Location

Limit to any of the following:

m @9 “"#.‘L‘E" Computer

Book €0 BookonCD rearaao Books € CD Bl
B >
pemicoicas Continuing v DVD E-800K E-Book Ay KT Mixed
Resources = <5 Materials
):]) Nicole's special kype u
souND  Music reFERENCE Raference

2.1.13.3.2 expandedSearchOption Default: don’t show
Asks: By default, _ "More options" on the OPAC and staff advanced search pages.
Values:

¢ don’t show

e show
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2.1.13.3.3 IntranetNumbersPreferPhrase Default: don’t use
Asks: By default, ___ the operator "phr" in the callnumber and standard number staff client searches
Values:

e don't use
* use
Description:

¢ When searching by call number and standard number (biblionumber) in Koha Staff Client you can
choose to force the search to be a phrase search by setting this preference to "use.” This will allow
for more accurate results over doing a general keyword field search.

2.1.13.34 OPACNumbersPreferPhrase Default: don't use
Asks: By default, ___ the operator "phr" in the callnumber and standard number OPAC searches
Values:

* don’t use
* use
Description:

* When searching by call number and standard number (biblionumber) in the Koha OPAC you can
choose to force the search to be a phrase search by setting this preference to “use.” This will allow
for more accurate results over doing a general keyword field search.

2.1.14 Serials

Get there: More > Administration > Global System Preferences > Serials

2.1.14.1 opacSerialDefaultTab

Default: Subscriptions tab
Asks: Show ___ as default tab for serials in OPAC.
Values:

* Holdings tab

e Serial Collection tab

IMPORTANT

@ Please note that the Serial Collection tab is currently available only for systems
using the UNIMARC standard.

Holdings ( 47 ) Title notes Comments (0 ) Serial collection
. . . Item
Library Serial collection callnumber

vol. 43 no. 1 {19389) - vol. 43 no. 3
(1939 ; vol. 50 no. 1 (1946) - vol. 111 Wp 15269
no. 4 (2007)

Bibliothégue Lettres et
Sciences Humaines - Aix
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¢ Subscriptions tab

Holdings { 14 ) Title notes Subscriptions Comments { 0)

This is a serial

There are & subscription(s) associated with this title.
At library: Fairfield

This subscription is closed.

Combined issues in Jan/Feb and Jul /Aug.
Subscription from: to: 01/01,/2013

The 4 latest issues for this subscription:

Issue # Date Status Note
V.32, N. 3 02/2372012 Arrived
V.32, N. 2 02/2372012 Arrived
V.32, N1 02/2372012 Arrived
V.31, N. 10 O08/28/2012 Arrived

2.1.14.2 OPACSeriallssueDisplayCount

Default: 3
Asks: Show the ___ previous issues of a serial on the OPAC.
Description:

* This preference allows the administrator to select the number of recent issues for each serial which
appear in the OPAC when the serial is accessed. This is just the default value, patrons can always
click to see a full list of serials.

2.1.14.3 RenewSerialAddsSuggestion

Default: Don’t add
Asks: ___ asuggestion for a biblio when its attached serial is renewed.
Values:

* Add
* Don’tadd
Description:

e If setto "Add", this preference will automatically add a serial to the Acquisitions Purchase Sugges-
tions menu when clicking the ‘renew’ option. If you don’t use the Acquisitions module to manage
serials purchases it’s best to leave this set as "‘Don’t add.’

2.1.144 RoutingListAddReserves

Default: Place
Asks: ___ received serials on hold if they are on a routing list.
Values:

e Place

* Don’t place
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2.1.14.5 RoutingListNote

Asks: Include following note on all routing lists
Description:

* Text entered in this box will appear below the routing list information.

2.1.14.6 RoutingSerials

Default: Don’t add
Asks: ___received serials to the routing list.
Description:

e This preference determines if serials routing lists are enabled or disabled for the library. When
set to "Add", serials routing is enabled and a serial can be directed through a list of people by
identifying who should receive it next. The list of people can be established for each serial to be
passed using the Serials module. This preference can be used to ensure each person who needs to
see a serial when it arrives at the library will get it. Learn more in the routing list section of this
manual.

Values:
e Add

e Don’t add

2.1.14.7 StaffSeriallssueDisplayCount

Default: 3
Asks: Show the ___ previous issues of a serial on the staff client.
Description:

* This preference allows the administrator to select the number of recent issues for each serial which
appear in the Staff Client when the serial is accessed. This is just the default value, staff members
can always click to see a full list of serials.

2.1.14.8 SubscriptionDuplicateDroppedInput

Asks: List of fields which must not be rewritten when a subscription is duplicated (Separated by pipe
N __

Description:

* When duplicating a subscription sometimes you don’t want all of the fields duplicated, using this
preference you can list the fields that you don’t want to be duplicated. These field names come
from the subscription table in the Koha database. Learn what fields are in that table on the Koha
DB Schema site.

2.1.14.9 SubscriptionHistory

Default: full history

Asks: When showing the subscription information for a bibliographic record, preselect ___ view of
serial issues.

Values:

* brief history
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Issues for a subscription
B Normal view  Brief history  Full history
Subscription information for Computers in libraries.
The current subscription began on 01/01/2012 and is issued every month for 12 months
The first subscription was started on
The subscription expired on 01/01/2013
Fairfield Combined issues in Jan/Feb and Jul/Aug.
Available issues
VO3, N1 V31, N4 VO3 NG 3 W31, NL 5 V3, NL 25 W31, NL 6 V.31, NL 7; Testing; V.31, NL9; V. 32, N 3; V.32, N. 2; W 32, N. 1

e full history

Subscription information for Computers in libraries.

El Normal view Brief history Full histary

Show year: 2012 2011

Date - Library = Notes $ Date received = Number L] Status = Subscription %
01/15/2012 02/23/2012 V.32, N1 Arrived 1
01/15/2012 11/08/2011 Volume 36 / Number 1 Arrived 5
011612012 112772011 Volume 31, Number 1 Arrived [
03/15/2012 02/23/2012 V.32, N.2 Arrived 1
03/15/2012 Wolume 36 { Number 2 Waiting 5
03/15/2012 Volume 31, Number 2 Waiting 6
03/15/2012 03/13/2012 V39, N2 Arrived 8
Description:

¢ This preference determines what information appears in the OPAC when the user clicks the More
Details option. The ‘brief” option displays a one-line summary of the volume and issue numbers
of all issues of that serial held by the library. The "full” option displays a more detailed breakdown
of issues per year, including information such as the issue date and the status of each issue.

2.1.15 Staff Client

Get there: More > Administration > Global System Preferences > Staff Client

2.1.15.1 Appearance

2.1.15.1.1 Display856uAsImage Default: Neither details or results page
Asks: Display the URI in the 856u field as an image on: ___
Values:

* Both results and details pages

IMPORTANT

@ Not implemented yet

¢ Detail page only
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IMPORTANT

@ XSLTDetailsDisplay needs to be on for this preference to work.

IPod Touch

Type: E Visual Material
Description: 1 1Pod .

Online Resources:
OPAC view: Open in new window.

Holdings  Descriptions

Item type Current Location Home Library Call Number Status Lastseen Barcode Spine Label
R—
Fairview Fairview Available 04/01/2011 | 316180004778978 | Print Label

KIT

* Neither details or results page

¢ Results page only

IMPORTANT

@ Not yet implemented

Description:

¢ In addition to this option being set, the corresponding XSLT option must be turned on. Also, the
corresponding 856q field must have a valid MIME image extension (e.g., "jpg") or MIME image
type (i.e. starting with "image/"), or the generic indicator "img" entered in the field. When all of
the requirements are met, an image file will be displayed instead of the standard link text. Clicking
on the image will open it in the same way as clicking on the link text. When you click on the image
it should open to full size, in the current window or in a new window depending on the value in
the system pref OPACURLOpenInNewWindow.

8567 | || |- URL/ELECTRONIC LOCATION AND ACCESS + -

g Electronic format type img

“ Uniform RIES':'E;':E http:/ffarm3.static.flickr.com/2428/36 79388149 _efc2fcObsa.jpg &
SMner

2.1.15.1.2 DisplaylconsXSLT Default: Show

Asks: ___the format, audience, and material type icons in XSLT MARC21 results and detail pages in
the staff client.

140



CHAPTER 2. ADMINISTRATION 2.1. GLOBAL SYSTEM PREFERENCES

IMPORTANT

@ XSLTResultsDisplay and/or XSLTDetailsDisplay must be set to use an XSLT stylesheet
(default or custom) for these icons to show.

Values:
e Don’t show

e Show

Type: LR =ound; Literary form: fiction ; Audience: Juvenile;

Tip

See the XSLT Icon Guide for more information on these icons.

2.1.15.1.3 intranet_includes Default: includes

Asks: Use include files from the ___ directory in the template directory, instead of includes/. (Leave
blank to disable)

2.1.15.1.4 intranetcolorstylesheet Asks: Include the additional CSS stylesheet ___ to override speci-
fied settings from the default stylesheet
Description:

* This preference is used to set the background color and style of the Staff Client. The value is a .css
file. The system administrator should determine which file is appropriate. Enter just a filename, a
full local path or a complete URL starting with http:// (if the file lives on a remote server). Please
note that if you just enter a filename, the file should be in the css subdirectory for each active theme
and language within the Koha templates directory. A full local path is expected to start from your
HTTP document root.

IMPORTANT

@ Leave this field blank to disable.

2.1.15.1.5 IntranetFavicon Asks: Use the image at ___ for the Staff Client’s favicon.

IMPORTANT

@ This should be a complete URL, starting with http://
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Tip

Turn your logo into a favicon with the Favicon Generator.

Description:

¢ The favicon is the little icon that appears next to the URL in the address bar in most browsers. The
default value for this field (if left blank) is the small 'K’ in the Koha logo.

[&]

2.1.15.1.6 IntranetmainUserblock Asks: Show the following HTML in its own column on the main
page of the staff client

¥ Appearance

Preference -

IntranetmainUserblock (medified) Show the following HTML in its own column on the main page of the staff client:
xp><strong>Remind patrons we re closed on
Friday</strong></p>

142


http://antifavicon.com/

CHAPTER 2. ADMINISTRATION 2.1. GLOBAL SYSTEM PREFERENCES

-— Circulation = Serials
® Patrons @& Acquisitions
g} 1]
Advanced search A Reports
Q G
ri Lists / Tools
E Course reserves .§ Koha administration
—=

‘ Cataloging a About Koha

() Authorities

Suggestions pending approval: 1
Comments pending approval: 1
Tags pending approval: 2

Patrons requesting modifications: 1

Remind patrons we're closed on Friday

2.1.15.1.7 IntranetNav Asks: Show the following HTML in the More menu at the top of each page
on the staff client (should be a list of links or blank)

2.1.15.1.8 IntranetSlipPrinter]S Asks: Use the following JavaScript for printing slips.
Description:

* The most logical use of this preference is in conjunction with the jsPrintSetup Firefox add-on.
Learn more about this preference and the add-on setup on the Koha wiki at http://wiki.koha-
community.org/wiki/Setting_up_slip_printer_to_print_silently.

2.1.15.1.9 intranetstylesheet Asks: Use the CSS stylesheet ___ on all pages in the staff interface, in-
stead of the default css (used when leaving this field blank).
Description:

* The Intranetstylesheet preference is a layout and design feature for the intranet or staff client. This
preference allows a library to customize the appearance of the Staff Client. Enter just a filename, a
full local path or a complete URL starting with http:// (if the file lives on a remote server). Please
note that if you just enter a filename, the file should be in the css subdirectory for each active theme
and language within the Koha templates directory. A full local path is expected to start from your
HTTP document root.

2.1.15.1.10 IntranetUserCSS Asks: Include the following CSS on all pages in the staff client
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2.1.15.1.11 intranetuserjs Asks: Include the following JavaScript on all pages in the staff interface
Description:

¢ This preference allows the administrator to enter JavaScript or JQuery that will be embedded
across all pages of the Staff Client. Administrators may use this preference to customize some
of the interactive sections of Koha, customizing the text for the login prompts, for example. Sample
JQuery scripts used by Koha libraries can be found on the wiki: http:/ /wiki.koha-community.org/-
wiki/JQuery_Library.

2.1.15.1.12 SlipCSS Asks: Include the stylesheet at ___ on Issue and Reserve Slips.

IMPORTANT

@ This should be a complete URL, starting with http://

Description:
¢ If you would like to style your receipts or slips with a consistent set of fonts and colors you can

use this preference to point Koha to a stylesheet specifically for your slips.

2.1.15.1.13 StaffAuthorisedValueImages Default: Show
Asks: ___ images for authorized values (such as lost statuses and locations) in search results.
Values:

¢ Don’t show

e Show
2.1.15.1.14 staffClientBaseURL Asks: The staff client is located at http:// ___

2.1.15.1.15 template Default: prog
Asks: Use the ___ theme on the staff interface.
Values:

* prog

IMPORTANT

@ Do not include a trailing slash in the URL this will break links created using this URL.
(example: www.google.com not www.google.com/)

2.1.15.1.16 XSLTDetailsDisplay Default: default
Asks: Display details in the staff client using XSLT stylesheet at
Values:

¢ leave empty to not use the XSLT stylesheet

— In previous versions of Koha this was the setting that read 'normally”
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Library mashups : « ISBN: 9781573873727

exploring new ways to deliver library data / * Subjects: . ‘ o
- . o Mashups (World Wide Web) - Library applications.
* Additional Authors: o Libraries and the Internet.

o Engard, Nicale C.,—-1979- . P L
« Published by: Information Today. Inc.. (Medford, N.J. ) ° ﬂiﬁgt‘fggﬁjsmeﬁfs'q”‘
- - )
s Description: 334 p. cm. . C —p_yrigll'EDDQ

* Online Resources:
o http:fmashups weblearning.net
* OPAC View: Open in new window

o enter "default” for the default one

Library mashups : exploring new
ways to deliver library data /

by Engard, Nicole C .

Type: Book

Publizher; Information Today, Inc., c2009 .
Description: 334 p. cm .

ISBN: 9781573873727.

Related Subjects: Mashups (World Wide Web) -- Library applications |
Libraries and the Internet | Library Web sites -- Design | Web site

development
Online Resources: Click here {0 access onling

Contents: What iz a mashup? / Dardene Fichier - Behind the scenes :
some technical details on mashups / Bonaria Biancu - Making your
data available to be mashed up / Ross Singer -- Mashing up with
librarian knowledge / Thomas Brevik -- Information in context ! Brian
Herzog -- Mashing up the library website / Lichen Rancourt -- Fiping
out library data / Nicole C. Engard -- Mashups @ Libraries interact /
Corey Wallis = Library catalog mashup : using Blacklight io expose
collections f Bess Sadler, Joseph Gilbert, and Matt Mitchell - Breaking
into the OPAC / Tim Spalding -- Mashing up open data with biblios.net
Web services / Joshua Ferraro -- SOPAC 2.0 : the thrashable,
mashable catalog / John Blyberg -- Mashups with the WordCat
Affiliate Services / Karen A. Coombs -- Flickr and digital image
collections f Mark Dahl and Jeremy McWilliams -- Blip.iv and digital
video collections in the library / Jason A, Clark -- Where's the nearest
computer lab? : mapping up campus [ Derik A. Badman -- The
repository mashup map / Stuart Lewis -- The LibraryThing APl and
libraries f Robin Hastings -- ZACK bookmaps [ Wolfram Schneider -
Federated dalabase search mashup / Stephen Hedges, Laura
Solomon, and Karl Jendreizky -- Electronic disseriation mashups
using SRLU f Michael C. Witt.

* put a path to define a XSLT file

- ex: /path/to/koha/and/your/stylesheet.xsl

- If in a multi-language system you can enter {langcode} in the path to tell Koha to look in the
right language folder
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+ ex: /home/koha/src/koha-tmpl/intranet-tmpl/prog/{langcode}/xslt/intranetDetail.xsl
* ex. http:/ /mykoha.org/{langcode} /stylesheet.xsl

¢ put an URL for an external specific stylesheet
- ex: http:/ /mykoha.org/stylesheet.xsl
Description:

® XSLT stylesheets allow for the customization of the details shows on the screen when viewing a
bib record. This preference will allow you either use the default look that comes with Koha or
design your own stylesheet.

2.1.15.1.17 XSLTResultsDisplay Default: default
Asks: Display results in the staff client using XSLT stylesheet at ___
Values:

¢ leave empty to not use the XSLT stylesheet

— In previous versions of Koha this was the setting that read 'normally’
¢ enter "default" for the default one
* put a path to define a XSLT file

- ex: /path/to/koha/and/your/stylesheet.xsl

- If in a multi-language system you can enter {langcode} in the path to tell Koha to look in the
right language folder

+ ex: /home/koha/src/koha-tmpl/intranet-tmpl/prog/{langcode}/xslt/intranetDetail.xsl
* ex. http:/ /mykoha.org/{langcode} /stylesheet.xsl

e put an URL for an external specific stylesheet
- ex: http:/ /mykoha.org/stylesheet.xsl
Description:

® XSLT stylesheets allow for the customization of the details shows on the screen when viewing the
search results. This preference will allow you either use the default look that comes with Koha or
design your own stylesheet.

2.1.15.1.18 yuipath Default: included with Koha
Asks: Use the Yahoo Ul libraries ___
Values:

e from Yahoo's servers

— With this option there is less demand on your servers, but if the Internet goes down there will
be issues

¢ included with Koha
— With this option calls are made faster, and they will still work if the Internet goes down
Description:

* The yuipath preference allows for the user to define a local path or web URL to the Yahoo User
Interface Library (http://developer.yahoo.com/yui/2/). This library is a resource of developer
tools including JavaScript and style sheets.
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2.1.15.2 Options

2.1.15.2.1 HidePatronName Default: Show

Asks: ___ the names of patrons that have items checked out or on hold on detail pages or the "Place
Hold" screen.

Values:

* Don’t show
e Show
2.1.15.2.2 intranetbookbag Default: Show

Asks: ___the cart option in the staff client.
Values:

e Don’t show
e Show
2.1.15.2.3 StaffDetailltemSelection Default: Enable

Asks: ___item selection in record detail page.
Values:

¢ Disable
e Enable
Description:

¢ This preference lets you choose to show (or not show) checkboxes to the left of every item in the
holdings tab on the detail display of a record in the staff client. Showing these checkboxes allows
the staff members to select multiple items to edit or delete at once.

Holdings Descriptions Ima

Select all | Clear all
Activate filters

ltem Current
type location
@ Fairfield
= N Lol
Books
@ Micole's Library
= N Lol
Books
2.1.15.2.4 viewISBD Default: Allow
Asks: __ staff to view records in ISBD form on the staff client.
Values:
e Allow

e Don’t allow
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2.1.15.2.5 viewLabeledMARC Default: Allow
Asks: _ staff to view records in labeled MARC form on the staff client.
Values:

e Allow

e Don’t allow

2.1.15.2.6 viewMARC Default: Allow
Asks: ___ staff to view records in plain MARC form on the staff client.
Values:

e Allow

e Don’t allow

2.1.16 Web Services

Get there: More > Administration > Global System Preferences > Web Services

2.1.16.1 ILS-DI

2.1.16.1.1 ILS-DI Default: Disable
Asks: __ ILS-DI services for OPAC users
Values:

e Disable

¢ Enable
2.1.16.1.2 ILS-DI:AuthorizedIPs Asks: __ allowed IPs to use the ILS-DI services

2.1.16.2 OAI-PMH

2.1.16.2.1 OAI-PMH Default: Disable
Asks: _ Koha’s OAI-PMH server.
Values:

e Disable
¢ Enable
Description:

* For the Open Archives Initiative-Protocol for Metadata Harvesting (OAI-PMH) there are two
groups of ‘participants’: Data Providers and Service Providers. Data Providers (open archives,
repositories) provide free access to metadata, and may, but do not necessarily, offer free access to
full texts or other resources. OAI-PMH provides an easy to implement, low barrier solution for
Data Providers. Service Providers use the OAI interfaces of the Data Providers to harvest and
store metadata. Note that this means that there are no live search requests to the Data Providers;
rather, services are based on the harvested data via OAI-PMH. Koha at present can only act as a
Data Provider. It can not harvest from other repositories. The biggest stumbling block to having
Koha harvest from other repositories is that MARC is the only metadata format that Koha indexes
natively. Visit http:/ /www.oaforum.org/tutorial /english/page3.htm for diagrams of how OAI-
PMH works.

Learn more about OAI-PMH at: http://www.openarchives.org/pmh/

2.1.16.2.2 OAI-PMH:archiveID Default: KOHA-OAI-TEST
Asks: Identify records at this site with the prefix ___:
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2.1.16.2.3 OAI-PMH:AutoUpdateSets Default: Disable
Asks: ___ automatic update of OAI-PMH sets when a bibliographic record is created or updated.
Values:

e Disable

e Enable

2.1.16.24 OAI-PMH:ConfFile If this preference is left empty, Koha’s OAI Server operates in normal
mode, otherwise it operates in extended mode. In extended mode, it’s possible to parameter other
formats than marcxml or Dublin Core. OAI-PMH:ConfFile specify a YAML configuration file which list
available metadata formats and XSL file used to create them from marcxml records.

For more information, see the sample conf file in the appendix.

2.1.16.2.5 OAI-PMH:MaxCount Default: 50
Asks: Only return ___ records at a time in response to a ListRecords or ListIdentifiers query.
Description:

¢ This is the maximum number of records that would be returned based on ListRecord or ListIlden-
tifier queries from harvesters. ListRecords harvest the entire records while the ListIdentifier is an
abbreviated form of ListRecords, retrieving only headers rather than records.

2.1.16.3 Reporting

2.1.16.3.1 SvcMaxReportRows Default: 10
Asks: Only return ___ rows of a report requested via the reports web service.
Description:

* This value will be used to limit the number of results returned by public reports.

2.2 Basic Parameters

Get there: More > Administration

IMPORTANT

@ Configure all ‘parameters’ in the order they appear.

221 Libraries & Groups

When setting up your Koha system you will want to add information for every library that will be
sharing your system. This data is used in several areas of Koha.

* Get there: More > Administration > Basic Parameters > Libraries and Groups

When visiting this page you are presented with a list of the libraries and groups that have already
been added to the system.

Mew Library | | Mew Group

Libraries

Name v Code = Address = Properties IP
Centerville CPL Jefferson Summit Edit Delete
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Group(s): Search Domain

Mame Code Description
Smith County Libraries SMITH Edit  Delete

Group(s): Properties

Name Code Description
Academic Libraries | ACA Edit Delete
Public Libraries PUB Edit Delete

2.2.1.1 Adding a Library

To add a new library:

® Click 'New Library’

¢ The top of the form asks for some basics about the library

New library

Library code

Name

Group(s):

Main Libraries

— The library code should not contain any spaces and be 10 or fewer characters. This code will
be used as a unique identifier in the database.

— The name will be displayed on the OPAC wherever the library name displays to the public
and should be a name that makes sense to your patrons.

- If you have groups set up you can choose what group this library belongs to after entering in
the code and name

¢ Next you can enter basic contact info about the branch
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Address line 1
Address line 2
Address line 3
City

State
Zip/Postal code
Country
Phone

Fax

Email

URL

OPAC info
H (B 7| & a3
A | | |

(1
i
]
K1

|IW| s F @ v =
: = | |2 |E= = |«

111
e
¥
"

Path:

IP

Motes

Submit Cancel

— The address and contact fields can be used to make notices custom for each library

— The email address field is not required, but it should be filled for every library in your system

*

IMPORTANT

@ Be sure to enter a library email address to make sure that notices are
sent to and from the right address

— If the URL field is populated then the library name will be linked in the holdings table on the
OPAC

Fairfield DVD
roavaook Books

@ Nicole's Library & Information

reavaook Books Lihﬂi Science
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— The OPAC Info box is for you to put information about the library that will appear in the
OPAC when the branch name is moused over in the holdings table

@ Nicole's Library & Information 2674
roavacow Bopks  LiDrary Science Shell
: 123 Library Street 4

Frankl
= ooks ™ Philadelphia, PA 19001 blf

Ph: 215.5565.1234

nengard@bywatersolutions.com [4

Midway ; :
p: g.
oo Books http://'web2learning.net Bl

@ Nicole's 7674
Shell

reavscor Books Llhrﬂ.l ¥

Y A e e —
— IP Address does not have be filled in unless you plan on limiting access to your staff client to
a specific IP Address
*
IMPORTANT

@ An IP address is required if you have enabled AutolLocation

— Finally, if you have any notes you can put them here. These will not show in the OPAC

TP

Of the fields listed, only "Library code’ and 'Name’ are required

2.2.1.2 Editing/Deleting a Library

You will be unable to delete any library that has patrons or items attached to it.

Library cannot be deleted because there are patrons using that library

Each library will have an "Edit’ link to the right of it. Click this link to edit/alter details associated
with the library in question.

IMPORTANT

@ You will be unable to edit the 'Library code’
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2.2.1.3 Adding a group
To add a Search Domain or Library Property Group click the "New Group’ button at the top of the screen

Add group

Category code:
Name:

Description:

Category type: | searchdomain *

Show in search | |
pulldown:

Update

Give the group a "Category type; of 'searchdomain” and if you would like the group to show up in
the library pull down at the top of the OPAC (with OpacAddMastheadLibraryPulldown set to “Add")
and on the advanced search page you can check the ‘Show in search pulldown’ box.

Of the fields on the group form, ‘Category code’, 'Name’, and 'Category type” are the only required
tields

2.2.1.3.1 Search Domain Groups Search Domain Groups allow you to search a group of libraries at
the same time instead of searching just one library or all libraries.

Group(s): Search Domain

Name Code Description
Smith County Libraries SMITH Edit Delete

To see Search Domain Groups in action visit the staff client advanced search page in your Koha
system:

Location and availability:

Only items currently available [

aw
RIS

Individual Libraries: All Libraries
OR

Groups of Libraries - none -- 44

- none --
Smith County Libraries

2.2.1.3.2 Library Property Groups You can assign specific categories to your libraries by adding
groups for them
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Group(s): Properties

Name Code Description
Academic Libraries | ACA Edit Delete
Public Libraries PUB Edit Delete

Properties are then applied to libraries via the add or edit library form

Modify library

Library code FFL

Mame
Fairfield

Group(s):

Main Libraries

2.2.2 Item Types

Koha allows you to organize your collection by item types and collection codes.

* Get there: More > Administration > Basic Parameters > Item Types

Item types typically refer to the material type (book, cd, dvd, etc), but can be used in any way that
works for your library.

‘ Mew Item Type ‘

Item Types Administration
Image Code Description Not for loan Renewable Charge Actions

@ BK Books & times 0.00 Edit Delete

2.2.2.1 Adding Item Types

To add a new item type, simply click the 'New Item Type’ button at the top of the Item Types page.
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Add item type

ltem type: [pyvp

Description: | pyp

Choose an icon:

Mone liblime-kids crystal-clear bridge Seshat npl carredart colors vokal Remote image

O
[

(if checked, no itemn of this type can be issued. If not checked, every item of this type can be issued unless notforloan is set for a

Not for loan:
specific item)

Rental charge: {00

Checkin message:

Checkin message | Message

type:

Summary:

Enter a summary that will overwrite the default one in search results lists. Example, for a website itemtype :

<a href="[856u]">open site</a> will show the link just below the title

Save changes | Cancel

¢ In the 'Item Type’ field, enter a short code for your item type
¢ The description is the plain text definition of the item type
* You can choose to have an image associated with your item type

— You can choose from a series of image collections

- You can link to a remote image

- Or you can just have no image associated with the item type

IMPORTANT

@ To have your item type images appear in the OPAC you need to set noltem-
Typelmages to 'Show’

+ Get there: More > Administration > Global System Preferences > Admin

e For items that do not circulate, check the ‘Not for loan” options
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— Items marked 'Not for loan’ will appear in the catalog, but cannot be checked out to patrons

¢ For items that you charge a rental fee for, enter the total fee you charge in the ‘Rental charge’ field

IMPORTANT

@ Do not enter symbols in this field, only numbers and decimal points (ex. $5.00
should be entered as 5 or 5.00)

— This will charge the patron on checkout

¢ If you would like a message or alert to appear when items of this type are checked in you can enter
that in the "Checkin message’ box

Checkin message: |This is a book

Checkin message Alert =

type:

— The Checkin message type can be a Message or an Alert. The only difference between these
two is the styling. By default a Message is blue

This is a book

Check In Options

Enter item barcode: || | Submit | Forgive overdue charges

Book drop mode

Checked-in items
S L R Call number Type Patron Note

Due date Title Author Barcode . . "
library  library location

Mot My Picoult, |B49837178272195 FFL NIC PS3566.1372 B Mot

checked | sister's Jodi, M9 2005 checked

out keeper : out

and an Alert is yellow.
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This is a book

Check In Options

Enter item barcode: || I Submit ‘ Forgive overdue charges

Book drop mode

Checked-in items
el Call number Type Patron Note

Due date Title Author Barcode § . N
library = library location
Mot My Picoult,  849837178272195 FFL NIC PS3566.1372 B Not
checked | sister's Jodi, M 2005 checked
out

out keeper :

* When finished, click ‘Save Changes’

TP

All fields, with the exception of the ’ltem Type’ will be editable from the Item
Types list

* Your new item type will now appear on the list

O DvD ovD 1.00 Edit
@ Delete

2.2.2.2 Editing Item Types

Each item type has an Edit button beside it. To edit an item simply click the "Edit’ link.

IMPORTANT

@ You will not be able to edit the code you assigned as the ’ltem Type’ but you will be able
to edit the description for the item.

2.2.2.3 Deleting Item Types

Each item has a Delete button beside it. To delete an item, simply click the ‘Delete’ link.

IMPORTANT

@ You will not be able to delete item types that are being used by items within your system.
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Cannot Delete Item Type

This record is used 4 times. Deletion is not possible.

ltem type BK
Description | Books
Loan length
Renewals Allowed
Rental charge | 0.00

v OK

2.2.3 Authorized Values

Authorized values can be used in several areas of Koha. One reason you would add an authorized value
category would be to control the values that can be entered into MARC fields by catalogers.

o Get there: More > Administration > Basic Parameters > Authorized Values

2.2.3.1 Existing Values
Koha installs with pre-defined values that your library is likely to use, for instance "Lost’.
e Asortl
— Used for acquisitions statistical purposes
e Asort2
— Used for acquisitions statistical purposes
* BOR_NOTES

— Values for custom patron messages that appear on the circulation screen and the OPAC. The
value in the Description field should be the message text and is limited to 200 characters.
Show category:| BOR. NOTES
Values for custom patron notes

Authorized values for category BOR_NOTES:
Page(s): M) 4 1M w M Entries/ipage:| 50 = |

Authorized Description Branches

value % Description (OPAC) # lcon # limitations Edit Delete =
ume An umbrella was left in Mo limitation | Edit Delete
the library
COAT Your coat was found No limitation | Edit Delete

* Bsortl
— Values that can be entered to fill in the patron’s sort 1 field
¢ Bsort2

— Values that can be entered to fill in the patron’s sort 2 field

CART

— Is the shelving cart location, used by InProcessingToShelvingCart and ReturnToShelvingCart

CCODE

— Collection codes (appears when cataloging and working with items)
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DAMAGED

— Descriptions for items marked as damaged (appears when cataloging and working with
items)

HINGS_AS

— General Holdings: Acquisition Status Designator :: This data element specifies acquisition
status for the unit at the time of the holdings report.a

HINGS_C

- General Holdings: Completeness Designator

HINGS_PF

— Physical Form Designators

HINGS_RD

— General Holdings: Retention Designator :: This data element specifies the retention policy for
the unit at the time of the holdings report.

HINGS_UT
— General Holdings: Type of Unit Designator
e LOC

— Shelving location (usually appears when adding or editing an item)

LOST

— Descriptions for the items marked as lost (appears when adding or editing an item)

IMPORTANT

@ Values given to lost statuses should be numeric and not alphabetical in order
for statuses to appear properly

¢ MANUAL_INV

- Values for manual invoicing types

IMPORTANT

category will appear as the Description and the Authorized Value Descrip-
tion will be used as the amount. Enter monetary amounts in the description
without currency symbols.

: The value set as the Authorized Value for the MANUAL_INV authorized value

e NOT_LOAN

— Reasons why a title is not for loan

159



CHAPTER 2. ADMINISTRATION 2.2. BASIC PARAMETERS

IMPORTANT

@ Values given to lost statuses should be numeric and not alphabetical in order
for statuses to appear properly

Tip

Negative number values will still allow holds (use for on order statuses for
example) where as positive numbers will not allow holds or checkouts

e PROC

— The location to be used for NewltemsDefaultLocation (change description as desired), also
the location expected by InProcessingToShelvingCart.

¢ REPORT_GROUP

- A way to sort and filter your reports, the default values in this category include the Koha
modules (Accounts, Acquitisions, Catalog, Circulation, Patrons)
Show category:| REPORT_GROUP
Authorized values for category REPORT_GROUP:

Page(s). M) 1 11 w) m| Eniries/page:| 50 % |

Authorized Description Branches

value * Description ~ (OPAC) % lcon % limitations Edit Delete =
ACC Accounts Mo limitation Edit | Delete
ACQ Acquisitions No limitation Edit | Delete
CAT Catalog Mo limitation Edit | Delete
CIRC Circulation Mo limitation Edit | Delete
PAT Patrons Mo limitation Edit | Delete

¢ REPORT_SUBGROUP

— Can be used to further sort and filter your reports. This category is empty by default. Values
here need to include the authorized value code from REPORT_GROUP in the Description
(OPAC) field to link the subgroup to the appropriate group.

Show category:| REPORT_SUBGROUP
Authorized values for category REPORT_SUBGROUP:
Page(s) M) # m w) M) Eniries/page:| S0 =

Authorized Description Branches

value % Description ~ (OPAC) % lecon = limitations Edit Delete =
ADD Added CAT No limitation Edit Delete
PADD Added PAT No limitation Edit Delete
DEL Deleted CAT Mo limitation Edit | Delete
HOLD Holds CIRC Mo limitation Edit | Delete
TRANS Transfers CIRC Mo limitation Edit | Delete

e RESTRICTED

— Restricted status of an item
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ROADTYPE

— Road types to be used in patron addresses

SUGGEST

- List of patron suggestion reject or accept reasons (appears when managing suggestions)

WITHDRAWN

— Description of a withdrawn item (appears when adding or editing an item)

YES_NO

- A generic authorized value field that can be used anywhere you need a simple yes/no pull
down menu.

2.2.3.2 Add new Authorized Value Category

In addition to the existing categories that come by default with Koha, librarians can add their own
authorized value categories to control data that is entered into the system. To add a new category:

¢ Click 'New Category’

New category

Category ()

Authorized value
Description

Description
(OPAC)

Branches  All branches
limitation: | Centerville

Fairfield

Fairview

Franklin

Goleta Public Library

Liberty

Midway

Nicole's Library

Pleasant Valley Select All if this authorised value must to be displayed all the time. Otherwise select librairies
you want to associate with this value.

Choose an icon:
None liblime-kids crystal-clear sudoc bridge Seshat npl carredart colors vokal

Mo image: ()

Save Cancel

¢ Limit your Category to 10 characters (something short to make it clear what the category is for)

IMPORTANT

@ Category cannot have spaces or special characters other than underscores
and hyphens in it.

* When adding a new category you're asked to create at least one authorized value

— Enter a code for your Authorized Value into the "Authorized value’ field
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IMPORTANT

O

Authorized value is limited to 80 characters and cannot have spaces or
special characters other than underscores and hyphens in it.

— Use the Description field for the actual value that will be displayed. If you want something
different to show in the OPAC, enter a 'Description (OPAC)’

- If you would like to limit this authorized value category to only specific libraries you can
choose them from the "Branches limitation” menu. To have it show for all libraries just choose
"All branches’ at the top of the list.

— If you have Staff Authorised Valuelmages and /or Authorised ValueImages set to show images
for authorized values you can choose the image under "Choose an icon’

e (Click 'Save’

* Your new category and value will appear on the list of Authorized Values

Show category: | MARCS04

d 504MARC
Asort1

Authorize 1ARCS504:

| Asort2
Page(sk 1) ' | poR NOTES
Authorizé gzﬂ‘:CHRP

value | Bsort2

b :]

. . Branches .
. L limitations =

Description

(OPAC) Delete =

BIB

INX

2.2.3.3 Add new Authorized Value

New authorized values can be added to any existing or new category. To add a value:

CCODE
DAMAGED
'HINGS_AS
CHINGS_C
HINGS_PF
HINGS_RD
HINGS_UT
Loc
LOST
MANUAL INV
MARCS504
NOT_LOAN
OPAC_SUG

No limitation

No limitation

e Click 'New authorized value for ...”

Edit | Delete

Edit | Delete
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New authorized value

Category MARCS04

Authorized value | |NCBIB

Description (|ncludes bibliographic re

Description
(OPAC)

Branches Al branches
limitation: | Centenville

Fairfield

Fairview

Franklin

Goleta Public Library

Liberty

Midway

Micole's Library

Pleasant Valley Select All if this authorised value must to be displayed all the time. Otherwise select libraines
you want to associate with this value.

Choose an icon:
None liblime-kids crystal-clear sudoc bridge Seshat npl carredart colors vokal

Mo image: ()

Save Cancel

* Enter a code for your Authorized Value into the "Authorized value’ field

IMPORTANT

@ Authorized value is limited to 80 characters and cannot have spaces or special
characters other than underscores and hyphens in it.

¢ Use the Description field for the actual value that will be displayed. If you want something differ-
ent to show in the OPAC, enter a "'Description (OPAC)’

¢ If you would like to limit this authorized value category to only specific libraries you can choose
them from the ‘Branches limitation’ menu. To have it show for all libraries just choose “All branches’
at the top of the list.

* If you have StaffAuthorised ValueImages and/or AuthorisedValuelmages set to show images for
authorized values you can choose the image under "Choose an icon’

e (Click ‘Save’

¢ The new value will appear in the list along with existing values

Show category: | MARCS04 :
Authorized values for category MARCS504;

Page(s): (M)« 11 ) M) Entries/page:| 50 |

Authorized . Description N Branches . .
value 3 Description (OPAC) 3 lcon = limitations Edit Delete =
BIB Includes bibliographic No limitation Edit | Delete
references and index.
INX Includes index. No limitation Edit | Delete
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2.3 Patrons & Circulation

Settings for controlling circulation and patron information.

2.3.1 Patron Categories

Patron categories allow you to organize your patrons into different roles, age groups, and patron types.

® Get there: More > Administration > Patrons & Circulation > Patron Categories

| New category |

Patron category administration

Page(s) M) 4 11 ) W Entresipage:| 20 = |
Code ~ Category _ Type = Enroliment _ Age U:p:r " Enroliment _ Overdue = Lost _ Hold _ Messaging = Branches "
name ype = period i required Iir?|it i fee N i items fee = NG jimitations i
ADPT Adult Patron Adult 12 months 17 years 0 years 0.00 Yes Shown 0.00 Advance notics  email No Edit Delete
Hal filled : email -
limitation
B Board Prof. 99 months 5 years 17 years 0.00 Yes Shown 0.00 Item checkoul :email 3 pranches Edit Delete
Hold filled : sms limitations
Item due : email
HB Home Bound Adult 99 months 18 years 999 years 0.00 Yes Shown 0.00 Advance notice : email No Edit Delete
Held filled : email limitation

Patrons are assigned to one of six main categories:

Adult

— Most common patron type, usually used for a general 'Patron’ category.

Child

— Children patrons can have a guardian to be attached to them.

Staff

- Librarians (and library workers) should be assigned the staff category so that you can set
their permissions and give them access to the staff client.

Organizational

— Organizational patrons are organizations. Organizations can be used as guarantors for Pro-
fessional patrons.

Professional

— Professional patrons can be linked to Organizational patrons

Statistical

— This patron type is used strictly for statistical purposes, such as in house use of items.

23.1.1 Adding a patron category

To add a new patron category click 'New Category’ at the top of the page
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New category

Category code:
Description:

Enrollment period:

Choose one
In menths: manths
Until date: B
Age required: years
Upperage limit: years

Enrolimentfee: |qpap

Overdue notice Na &
reguired:

Lost items in staff | Shown
client

Hold fee: | pop

Category type: | Select a category type &

Branches  All branches
limitation: | Centerville

Fairfield

Fairview

Franklin

Goleta Public Library
Liberty

Midway

Micole's Library

Pleasant Valley Selact All if this category type must to be displayed all
the time. Otherwise select librairies you want to associate with this value.

Default messaging preferences for this patron category

Days in advance SMS Email Digests only? Do not notify
Advance nitice | 0 =

[tem checkout
Hald filled
[term due -

Item check-in

Save

165



CHAPTER 2. ADMINISTRATION 2.3. PATRONS & CIRCULATION

* The 'Category Code’ is an identifier for your new code.

IMPORTANT

@ The category code is limited to 10 characters (numbers and letters)

IMPORTANT

This field is required in order to save your patron category. If left blank you will
be presented with an error.

Form not submitted because of the following problem(s)

@ - categorycode missing
- category type missing
- description missing
- gither Enrollment period or Until date must be provided

S

¢ Enter a plain text version of the category in the ‘Description’ field.

IMPORTANT

This field is required in order to save your patron category. If left blank you will
be presented with an error.

Form not submitted because of the following problem(s)

@ - categorycode missing
- category type missing
- description missing
- gither Enrollment period or Until date must be provided

—

¢ Enrollment period (in months) should be filled in if you have a limited enrollment period for your
patrons (eg. Student cards expire after 9 months or until a specific date)
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IMPORTANT

@ You cannot enter both a month limit and a date until. Choose to enter either
one or the other.

IMPORTANT

This field is required in order to save your patron category. If left blank you will
be presented with an error.

Form not submitted because of the following problem(s)

® - categorycode missing
- category lype missing
- description missing
- gither Enrollment period or Until date must be provided

OK

* Some patron categories can have a minimum age (in years) requirement associated with them,
enter this age in the "Age required’

IMPORTANT

@ This value will only be checked if BorrowerMandatoryField defines the date-
ofbirth as a required field on the patron record

¢ Patron categories can also have a maximum age (in years) associated with them (such as children),
enter this age in the "Upperage limit’

IMPORTANT

@ This value will only be checked if BorrowerMandatoryField defines the date-
ofbirth as a required field on the patron record

¢ If you charge a membership fee for your patrons (such as those who live in another region) you
can enter that in the ‘Enrollment fee’ field.
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IMPORTANT

@ Only enter numbers and decimals in this field

¢ If you want your patron to receive overdue notices, set the ‘Overdue notice required’ to "Yes’

* You can decide on a patron category basis if lost items are shown in the staff client by making a
choice from the "Lost items in staff client’ pull down

Lost items instaff | Shown
client

ik

Hold fee: th_{_ide“ tl'!f' default

IMPORTANT

Note that this is only applicable in the staff client, so changing this value on
patron categories who do not have access to the staff client won’t make any
difference

¢ If you charge patrons for placing holds on items, enter the fee amount in the "Hold fee’ field.

IMPORTANT

@ Only enter numbers and decimals in this field

¢ In the ‘Category type’ field choose one of the six main parent categories

Category type: | Select a Category type | 5 |
Select a Category type
Adult
ault messaging pi Child n
Staft
. Organization
' Professional
em Checkout - | Statistical

e I |
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IMPORTANT

This field is required in order to save your patron category. If left blank you will
be presented with an error.

Form not submitted because of the following problem(s)

@ - categorycode missing
- category lype missing
- description missing
- gither Enroliment period or Until date must be provided

OK

* The Branch Limitations let you limit this patron category to only some branches in your library
system. Select "All branches’ if you would like any library to be able to use this category.

* Finally you can assign advanced messaging preferences by default to a patron category

IMPORTANT

® Requires that you have EnhancedMessagingPreferences enabled

— These defaults will be applied to new patrons that are added to the system. They will not edit
the preferences of the existing patrons. Also, these can be changed for individual patrons,
this setting is just a default to make it easier to set up messages for an entire category.

*

Tip

After setting the default for the patron category you can force

those changes to all existing patrons by running the borrowers-force-
messaging-defaults script found in the misc/maintenance folder. Ask your
system administrator for assistance with this script.

2.3.2 Circulation and Fine Rules

These rules define how your items are circulated, how/when fines are calculated and how holds are
handled.

* Get there: More > Administration > Patrons & Circulation > Circulation and fines rules
The rules are applied from most specific to less specific, using the first found in this order:
¢ same library, same patron type, same item type

¢ same library, same patron type, all item type
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¢ same library, all patron types, same item type

¢ same library, all patron types, all item types

¢ default (all libraries), same patron type, same item type
¢ default (all libraries), same patron type, all item types

* default (all libraries), all patron types, same item type

® default (all libraries), all patron types, all item types

TP

If you are a single library system choose your branch name before creating rules (some-
times having only rules for the ’all libraries’ option can cause issues with holds)

IMPORTANT

At the very least you will need to set a default circulation rule. This rule should be set for
all item types, all libraries and all patron categories. That will catch all instances that do

@ not match a specific rule. When checking out if you do not have a rule for all libraries,
all item types and all patron types then you may see patrons getting blocked from placing
holds. You will also want a rule for your specific library set for all item types and all patron
types to avoid this holds issue. Koha needs to know what rule to fall back on.

2.3.2.1 Default Circulation Rules

Using the issuing rules matrix you can define rules that depend on patron/item type combos. To set
your rules, choose a library from the pull down (or “all libraries’ if you want to apply these rules to all
branches):

Select a library : | All libraries =1
Centerville
Patron Cate Fairfield |
Fairview p
' Franklin
Full Time Stude| |nstitut Protestant de Théoclogie
Full Time Stude Liberty
. ' Main
Kid ' Midway
Teacher My Library
Al ' Pleasant Valley
- Riverside
All Springfield
. - Troy F
A Lnion
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From the matrix you can choose any combination of patron categories and item types to apply the
rules to

Select a library : | Fairview ¢ |Clone these rules to: | Centerville | Clone
Current L . Fine Fine Overdue Suspension Renewals Holds Rental
oan y ine ¢  gra 5 - Renewal §
Patron category Item type checkouts o] Unit Hard due date [ charging — Fines Cap in days allowed iod allowed discount
allowed | P interval ': day) 8) (day) (county = P® (count) (%)
Al All 12 12 days None defined 0.00 o 0 0 12 12 32 0.000000 | Edit | Delete
Al | (Al : Days :| | Before s Save
Clear
L)

e First choose which patron category you’d like the rule to be applied to. If you leave this to "All” it
will apply to all patron categories

* Choose the 'Item type’ you would like this rule to apply to. If you leave this to "All” it will apply
to all item types

* Limit the number of items a patron can have checked out at the same time by entering a number
in the "Current checkouts allowed’ field

¢ Define the period of time an item can be checked out to a patron by entering the number of units
(days or hours) in the "Loan period” box.

¢ Choose which unit of time, Days or Hours, that the loan period and fines will be calculated in in
the "Unit’ column

* You can also define a hard due date for a specific patron category and item type. A hard due date
ignores your usual circulation rules and makes it so that all items of the type defined are due on,
before or after the date you specify.

* 'Fine amount’ should have the amount you would like to charge for overdue items

IMPORTANT

@ Enter only numbers and decimal points (no currency symbols).

* Enter the 'Fine charging interval’ in the unit you set (ex. charge fines every 1 day, or every 2 hours)

* The ‘Fine grace period’ is the period of time an item can be overdue before you start charging fines.

IMPORTANT

@ This can only be set for the Day unit, not in Hours

¢ The "Overdue fines cap’ is the maximum fine for this patron and item combination

IMPORTANT

If this field is left blank then Koha will not put a limit on the fines this item
will accrue. A maximum fine amount can be set using the MaxFine system
preference.
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e If your library ‘fines’ patrons by suspending their account you can enter the number of days their
fine should be suspended in the ‘Suspension in days’ field

IMPORTANT

@ This can only be set for the Day unit, not in Hours

* Next decide if the patron can renew this item type and if so, enter how many times they can renew
it in the "Renewals allowed’ box

¢ If you're allowing renewals you can control how long the renewal loan period will be (in the units
you have chosen) in the ‘Renewal period” box

¢ If the patron can place holds on this item type, enter the total numbers of items (of this type) that
can be put on hold in the "Holds allowed" field

¢ Finally, if you charge a rental fee for the item type and want to give a specific patron type a discount
on that fee, enter the percentage discount (without the % symbol) in the ‘Rental Discount’ field

When finished, click "Add’ to save your changes. To modify a rule, simply click the "Edit’ link to the
right of the fule and edit the values that appear filled in at the bottom of the form.

Al Nicole's special type 1 1 days on07/272012 000 0O 0

Al Reference 0 0 days None defined w0 0 ] [} [} 0000000  Edit Delete

Al Al 55 5 days None defined [XCEE 4 5 5 0000000 Edit Delete
1 Days :| | Exactiyon : 0.00 0 0 1 0

0.000 Save
o7/27/2012 | P——

If you would like to delete your rule, click the ‘Delete’ link to the right of the rule.
To save time you can clone rules from one library to another by choosing the clone option above the
rules matrix.

Select a library : | Centerville [+] Clone these rules to: Liberty [4] Clone
After choosing to clone you will be presented with a confirmation message.

Cloning issuing rules to "Centerville"

0 0
0 0
2 3
0 0

Al Nicole's special type 1

The rules have been cloned.

Return to Issuing rules

2.3.2.2 Default Checkouts and Hold Policy

You can set a default maximum number of checkouts and hold policy that will be used if none is defined
below for a particular item type or category. This is the fall back rule for defaults.

Total current checkouts

allowed Hold policy Return policy

Defaults (not || 25 From any library - Item returns home : ||| save | Unset
set)

From this menu you can set a default to apply to all item types and patrons in the library if no other
option is set in the forms below.

¢ In "Total Current Checkouts Allowed’ enter the total number of items patrons can have checked
out at one time
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* Control where patrons can place holds from using the "Hold Policy’ menu

— From Any Library: Patrons from any library may put this item on hold. (default if none is
defined)

— From Home Library: Only patrons from the item’s home library may put this book on hold.

- No Holds Allowed: No patron may put this book on hold.
¢ Control where the item returns to once it is checked in

- Item returns home
- Item returns to issuing branch
— Item floats

+ When an item floats it stays where it was checked in and does not ever return "home’

* Once your policy is set, you can unset it by clicking the "Unset’ link to the right of the rule

2.3.2.3 Checkouts Per Patron

For this library, you can specify the maximum number of loans that a patron of a given category can
make, regardless of the item type.

Patron Category Total Current Checkouts Allowed
Board B Add

Tip

If the total amount loanable for a given patron category is left blank, no limit applies, except
possibly for a limit you define for a specific item type.

For example, if you have a rule in the matrix that says Board patrons are allowed 10 books and 5
DVDs but you want to make it so that Board patrons only have a total of 12 things checked out at once.
If you enter 12 here and the patron has 10 books out already they will only be allowed 2 DVDs to equal
the 12 total they’re allowed.
2.3.2.4 Item Hold Policies

For this library, you can edit hold and return policies for a given item type, regardless of the patron’s
category.

Item type Hold policy Return policy
Book : From any library : Item returns home | Add |

The various Hold Policies have the following effects:
¢ From Any Library: Patrons from any library may put this item on hold. (default if none is defined)
¢ From Home Library: Only patrons from the item’s home library may put this book on hold.

* No Holds Allowed: No patron may put this book on hold.
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IMPORTANT

@ Note that if the system preference AllowHoldPolicyOverride set to 'allow’, these policies
can be overridden by your circulation staff.

IMPORTANT

@ These policies are based on the patron’s home branch, not the branch that the reserving
staff member is from.

The various Return Policies have the following effects:
¢ Item returns home: The item will prompt the librarian to transfer the item to its home library

IMPORTANT

@ If the AutomaticltemReturn preference is set to automatically transfer the
items home, then a prompt will not appear

¢ Item returns to issuing branch: The item will prompt the librarian to transfer the item back to the
library where it was checked out

IMPORTANT

@ If the AutomaticltemReturn preference is set to automatically transfer the
items home, then a prompt will not appear

¢ Jtem floats: The item will not be transferred from the branch it was checked in at, instead it will
remain there until transferred manually or checked in at another branch

For example you might allow holds at your libraries but not what New items or DVDs to be placed
on hold by other branches so you can set the "Hold policy’ to "From home library’ so that those items
can only be placed on hold if the items” owning library and the patron’s home library are the same. You
can also block holds completely on specific item types from this form. This is also how you can set up
floating item types and types that remain with their home library.

2.3.3 Patron Attribute Types

Patron attributes can be used to define custom fields to associate with your patron records. In order to
enable the use of custom fields you need to set the ExtendedPatronAttributes system preference.

* Get there: More > Administration > Patrons & Circulation > Patron attribute types

A common use for this field would be for a student ID number or a Driver’s license number.
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| New patron attribute type |

Patron attribute types

Code Description Branches limitation Actions
DL Driver's License 6 branches limitations Edit Delete
HER Home Branch Mo limitation Edit Delete
RES Resident Mo limitation Edit Delete
SHOW BCODE Show Barcode in OPAC  No limitation Edit Delete

2.3.3.1 Adding Patron Attributes

To add a new Patron Attribute Type, click the ‘'New Patron Attribute Type’ button at the top of the page
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Add patron attribute type

Patron attribute
type code:

Description:

Repeatable: Check to let a patron record have multiple values of this attribute. This setting cannot be
changed after an attribute is defined.

Unigque identifier: If checked, attribute will be a unigue identifier — if a value is given to a patron record, the
same value cannot be given to a different record. This setting cannot be changed after an attribute is defined.

Allow password: Check to make it possible to associate a password with this attribute.

Display in OPAC: Check to display this attribute on a patron's details page in the OPAC.

Searchable: Check to make this attribute staff_searchable in the staff patron search.
Display in Check to show this attribute in patron check-out.
check-out:
Authorized value + | Authorized value category; if one is selected, the patron record
category:

input page will only allow values to be chosen from the authorized value list. However, an
authorized value list is not enforced during batch patron import.

Branches  All branches
limitation: Centerville

Fairfield

Fairview

Franklin

Goleta Public Library

Liberty

Midway

Micole's Library

Pleasant Valley Select All if this attribute type must to be displayed all the time.
Otherwise select librairies you want to associate with this value.

Category: + | Choose one to limit this attribute to one patron type. Please leave
blank if you want these attributes to be available for all types of patrons.

Class: + | Group attributes types with a block title (based on Authorised values category
‘PA_CLASS"

Save Cancel

¢ In the 'Patron attribute type code’, enter a short code to identify this field

IMPORTANT

@ This field is limited to 10 characters (numbers and letters only)

IMPORTANT

@ This setting cannot be changed after an attribute is defined
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¢ In the ‘Description’ field, enter a longer (plain text) explanation of what this field will contain

® Check the box next to "Repeatable’ to let a patron record have multiple values of this attribute.

IMPORTANT

@ This setting cannot be changed after an attribute is defined

¢ If "Unique identifier’ is checked, the attribute will be a unique identifier which means, if a value is
given to a patron record, the same value cannot be given to a different record.

IMPORTANT

@ This setting cannot be changed after an attribute is defined

Check "Allow password’ to make it possible to associate a password with this attribute.

Check 'Display in OPAC’ to display this attribute on a patron’s details page in the OPAC.

Check 'Searchable’ to make this attribute searchable in the staff patron search.

Check 'Display in check-out’ to make this attribute visible in the patron’s short detail display on
the left of the checkout screen and other patron pages

Nicole Engard (9876543457)

b fe

123 My Street
Philadelphia, PA 19101
555.111.2345

nengardi@gmail.com
Student |D : 12345675432

Category: Staff (S)
Home Library: Nicole's Library

* Authorized value category; if one is selected, the patron record input page will only allow values
to be chosen from the authorized value list.
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- You will first need to add an authorized value list for it to appear in this menu

* Get there: More > Administration > Basic Parameters > Authorized Values

IMPORTANT

@ an authorized value list is not enforced during batch patron import.

e If you would like this attribute to only be used by specific branches you can choose those branches
from the 'Branches limitation” list. Choose "All branches’ to show it for all libraries.

IMPORTANT

Note that items with locations already set on them will not be altered. The

@ branch limitation only limits the choosing of an authorized value based on the
home branch of the current staff login. All authorized values for item records
(LOC, LOST, CCODE, etc) will show in the OPAC for all patrons.

¢ If you'd like to only show this attribute on patrons of one type choose that patron type from the
"Category’ pull down

e If you have a lot of attributes it might be handy to group them so that you can easily find them
for editing. If you create an Authorized Value for PA_CLASS it will show in the "Class’ pull down
and you can then change your attributes page to have sections of attributes

Patron attribute types

Code Description Branches limitation = Actions
oL Driver's License 6 branches limitations  Edit Delete
HER Home Branch Mo limitation Edit Delete
RES Resident Mo limitation Edit Delete
SHOW BCODE Show Barcode in OPAC  No limitation Edit Delete

Students
Code Description Branches limitation Actions
STUID | Student ID | Mo limitation Edit Delete

¢ Click Save to save your new attribute

Once added your attribute will appear on the list of attributes and also on the patron record add/edit
form
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Additional attributes and identifiers

Type Value
DL (Driver's License) Clear
HBR (Home Branch) Clear
RES (Resident) N Clear
SHOW_BCODE (Show Barcode in OPAC) s Clear

If you have set up classes for organizing attributes they will appear that way on the add/edit patron
form

Additional attributes and identifiers

Type Value
HBR {Home Branch) Clear
RES (Resident) = Clear
SHOW_BCODE (Show Barcode in OPAC) N Clear
Students
Type Value
STUID {Student ID) Clear

2.3.3.2 Editing/Deleting Patron Attributes

Each patron attribute has an edit and a delete link beside it on the list of attributes.
Some fields in the attribute will not be editable once created:

¢ Patron attribute type code

* Repeatable

¢ Unique identifier

You will be unable to delete an attribute if it’s in use.

Could not delete patron attribute type "STUID" — it is in use by 3 patron records

2.3.4 Library Transfer Limits

Limit the ability to transfer items between libraries based on the library sending, the library receiving,
and the collection code involved.

* Get there: More > Administration > Patrons & Circulation > Library Transfer Limits

These rules only go into effect if the preference UseBranchTransferLimits is set to “enforce’.
Before you begin you will want to choose which library you are setting these limits for.

Select a library : | Centerville +] Choose

Check the boxes for the libraries you accept to checkin items from.

Transfer limits are set based on the collections codes you have applied via the Authorized Value
administration area.
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Show category: | CCODE
Values for collection codes

Authorized values for category CCODE:

Page(s): M) 44 1i2 b M Enlriesfpage:| 10 )

Authorized . Description . Branches . N
value Description (OPAC) ~ leon % limitations Edit Delete +
AUD Audio Boaok Audio Book Mo Edit | Delete
limitation
PROG Computer Computer 4 branches |Edit | Delete
Programming Programming limitations
ovD ovD DvD Mo Edit | Delete
limitation

Collection codes will appear as tabs above the checkboxes:

FIC REF NFIC REF-BK YMAR

Policy for Collection Code: FIC

Check the boxes for the libraries that you accept checkins from for the item type you have selected
at the top (in the example below - FIC)

180



CHAPTER 2. ADMINISTRATION 2.3. PATRONS & CIRCULATION

Select a library : | Centerville ‘4| Choose |

Check the boxes for the libraries you accept to checkin items from.

For all Collection Codes: Check All | Uncheck All

FIC REF NFIC REF-BK YMAR

Policy for Collection Code: FIC
Check All | Uncheck All

Library Allow transfer?
CPL - Centerville
FFL - Fairfield
FPL - Fairview
FRL - Franklin
IPT - Institut Protestant de Théologie
LPL - Liberty
MMM - Main
MPL - Midway
PVL - Pleasant Valley
RPL - Riverside
SPL - Springfield
TPL - Troy
UPL - Union

€ &=

(= | E E O O E

Save Cancel

In the above example, Centerville library will allow patrons to return items from all libraries except
Liberty and Franklin to their branch.

2.3.5 Transport cost matrix

The Transport cost matrix lets a library system define relative costs to transport books to one another.
In order for the system to use this matrix you must first set the UseTransportCostMatrix preference to
"Use’.
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IMPORTANT

@ The Transport cost matrix takes precedence in controlling where holds are filled from, if
the matrix is not used then Koha checks the StaticHoldsQueueWeight.

Costs are decimal values between some arbitrary maximum value (e.g. 1 or 100) and 0 which is the
minimum (no) cost. For example, you could just use the distance between each library in miles as your
‘cost’, if that would accurately reflect the cost of transferring them. Perhaps post offices would be a
better measure. Libraries sharing a post office would have a cost of 1, adjacent post offices would have
a cost of 2, etc.

To enter transport costs simply click in the cell you would like to alter, uncheck the ‘Disable’ box and
enter your ‘cost’

From\ To Centerville Fairfield Fairview Franklin Goleta Public Library Liberty Midway Nicole's Library Pleasant Valley Riverside Springfield Troy Union
Centerville I N N D B D D D D N
Fairfield _ . %@ - - -
isable
Fairview | I N NN D D D D D .
Franklin [ | 10.00 I I D D D D D B
Goleta Public Library | [N | 0 [ | e I I D D DN D B .
Liberty I D D | I B B D B e
Midway I N D D D | I B BN S B
Nicole's Library | I [N [ [y [ e e I D N N
Pleasant Valley  [WI | [ [ | | | e e e I N
Riverside I D D D D D D | [0 1
Springfield | 4.00 N o0 N D B D D D | [ 1|
T LW 0N I Il
Union I D DN D D D N D D DN

After entering in your cost, hit "Enter” on your keyboard or click the ‘Save’ button at the bottom of
the matrix to save your changes.

2.3.6 Item Circulation Alerts

Libraries can decide if they want to have patrons automatically notified of circulation events (check ins
and check outs).

o Get there: More > Administration > Patrons & Circulation > Item Circulation Alerts

These preferences are set based on patron types and item types.

IMPORTANT

@ These preference can be overridden by changes in the individual patron’s messaging
preferences.

To set up circulation alerts:

¢ Choose your library from the pull down at the top of the screen
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Item Circulation Alerts
Select a library:

. Default B

Default

Centerville f
Fairfield

Fairview

Franklin

Institut Protestant de Théologie
Liberty

Main

Midway

Pleasant Valley

Riverside

Springfield

Troy

Union

— To set preferences for all libraries, keep the menu set to "Default’

¢ By default all item types and all patrons are notified of check ins and check outs. To change this,
click on the item/patron type combo that you would like to stop notices for.

Circulation Alerts for Default
Click on the grid to toggle the settings.

Checkout  Check-in

Checkout

Computer Continuing Mixed Visual Young
Books Files Resources  DVD Maps Materials =~ Music  Reference Materials Adult

Board

Home
Bound

Inter-
Library
Loan
Juvenile Disabledforad Disabled forall  Disabled forall  Disabled for all Disabled for all Disabled forad  Disabled for all Dissbled forall  Disabled forall  Disabled for all
Kid Disabled forail Disabled forall  Disabledforall  Disabled for all Disabled forall Disabled forall  Dissbied forall Disabled forall  Disabledforall  Disabled for all
Library
Patron
School
Staff
Student
Teacher

Young
Adult

— In the above example, Juveniles and Kids will not receive check out notices.
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2.3.7 Cities and Towns

To standardize patron input you can define cities or towns within your region so that when new patrons
are added librarians simply have to select the town from a list instead of having to type the town and

zip (or postal) code information.

e Get there: More > Administration > Patrons & Circulation > Cities and Towns

2.3.7.1 Adding a City

To add a new city, click the 'New City’ button at the top of the page and enter the city name, state,
zip/postal code and country.

New city

City:
State:
Zip/Postal code:

Country:

Submit Cancel

One you click Submit, your city will be saved and will be listed on the Cities and Towns page

Mew City
Cities
Page(s), M) 1M ») M| Eniriesipage:| 20 + |

CityID = City ~ State = Zip/Postal code * Country =
2 Atantic City  NJ 08401
Philadelphia PA 19030 USA

m
=
i~

Delete

m
=
=

Delete

Cities can be edited or deleted at any time.

2.3.7.2 Viewing Cities on Patron Add Form

If you have defined local cities using the New city form, then when adding or editing a patron record
you will see those cities in a pull down menu to make city selection easy.

Main address
Street number:
Address:
Address 2:
City: or choose | # |

State: Atantic City NJ 08401
Philadelphia PA 19030

Zip/Postal code:

Country:
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This will allow for easy entry of local cities into the patron record without risking the potential for
typos or mistaken zip /postal codes.

2.4 Catalog Administration
Set these controls before you start cataloging on your Koha system.

* Get there: More > Administration > Catalog

241 MARC Bibliographic Frameworks

Think of Frameworks as templates for creating new bibliographic records. Koha comes with some pre-
defined frameworks that can be edited or deleted, and librarians can create their own frameworks for
content specific to their libraries.

* Get there: More > Administration > Catalog > MARC Bibliographic Frameworks

| New framework |

MARC frameworks

Framework name, then go to MARC biblio to set MARC editor parameters

Code Description Edit Delete Export Import

Default framework MARC structure Export | Import
ACQ  Acquisitions MARC structure | Edit | Delete | Export | Import
SR Audio Cassettes, CDs MARC structure | Edit | Delete | Export | Import
IR Binders MARC structure Edit Delete Export Import
BKS | Books, Booklets, Workbooks MARC structure Edit  Delete Export  Import
CF CD-ROMs, DVD-ROMs, General Online Resources | MARC structure | Edit | Delete  Export | Import
VR DVDs, VHS MARC structure Edit  Delete Export  Import
FA | Fast Cataloging MARC structure Edit | Delete | Export | Import
FAZ2 | Fast Cataloging2 MARC structure Edit | Delete | Export | Import
KT Kits MARC structure | Edit | Delete | Export | Import
AR Models MARC structure | Edit | Delete | Export | Import
SER Serials MARC structure | Edit | Delete | Export | Import
TST  test MARC structure | Edit | Delete | Export | Import
IMPORTANT

Do not delete or edit the Default Framework since this will cause problems with your
cataloging records - always create a new template based on the Default Framework, or
alter the other Frameworks.

After clicking the 'MARC structure’ link to the right of each framework you can decide how many
fields you want to see on one screen by using the pagination options at the top of the table.
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- -t v -

page(s): " ' 116 " M entries/page :[ 20 |+
10
Tag - 20—

130
000 LEADER %0
001 CONTROL NUMBER 50
003 CONTROL NUMBER IDENTIFIER 00
005 DATE AND TIME OF LATEST TRANSACTION
006 FIXED-LENGTH DATA ELEMENTS--ADDITIONAL MATERIAL CHARACTERISTICS--GENERAL

INFORMATION

2.4.1.1 Add New Framework
To add a new framework

e (Click 'New Framework’

Add framework

Framework code

Description

Submit

— Enter a code of 4 or fewer characters
— Use the Description field to enter a more detailed definition of your framework

¢ Click 'Submit’
* Once your Framework is added click ' MARC structure’ to the right of it on the list of Frameworks

Create framework for MIN (Shert Record) using | Default B ok

- You will be asked to choose a Framework to base your new Framework off of, this will make
it easier than starting from scratch

* Once your Framework appears on the screen you can edit or delete each field by following the
instructions for editing subfields

2.4.1.2 Edit Existing Frameworks

Clicking "Edit’ to the right of a Framework will only allow you to edit the Description for the Framework:

Modify framework text

Framework code BKS

Description | gpoks, Booklets, Workbooks

Submit |

To make edits to the fields associated with the Framework you must first click MARC Structure” and
then follow the instructions for editing subfields
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2.4.1.3 Add subfields to Frameworks
To add a field to a Framework click the "New Tag’ button at the top of the Framework definition

New tag
MARC Framework for Books, Booklets, Workbooks (BKS)

Search for tag: |0 In framework: | Books, Booklets, Workbooks + | Search
Display only used tags/subfields

Pageisy V' ' 116 " Entriesfpage:| 20

Tag ~ Lib +  Repeatable ¢  Mandatory ¢ " - Subfields Edit Delete
000 LEADER No Yes Subfields | Edit  Delete
001 CONTROL NUMBER No No Subfields |Edit Delete
003 CONTROL NUMBER IDENTIFIER No No Subfields |Edit  Delete
005 DATE AND TIME OF LATEST TRANSACTION No No Subfields |Edit  Delete

This will open up a blank form for entering MARC field data

MARC Framework for Books, Booklets, Workbooks (BKS)
Add tag

Tag:
Label for lib:
Label for opac:
Repeatable:
Mandatory:

Authorized value: + | {if you select a value here, the indicators will be limited to the authorized value list)

Save Changes | Cancel

Enter the information about your new tag:
¢ The 'Tag’ is the MARC field number
¢ The ’Label for lib is the text that will appear in the staff client when in the cataloging module

¢ The 'Label for OPAC’ is the text that will appear in the OPAC when viewing the MARC version of
the record

o If this field can be repeated, check the 'Repeatable’ box
e If this field is mandatory, check the "Mandatory’ box

e If you want this field to be a pull down with limited possible answers, choose which "Authorized
value’ list you want to use

When you're finished, click ‘Save Changes’ and you will be presented with your new field
520 SUMMARY, ETC. Yes No Subfields | Edit Delete

To the right of the new field is a link to ‘Subfields,” you will need to add subfields before this tag will
appear in your MARC editor. The process of entering the settings for the new subfield is the same as
those found in the editing subfields in frameworks section of this manual.

2.4.1.4 Edit Framework Subfields

Frameworks are made up of MARC fields and subfields. To make edits to most Frameworks you must
edit the fields and subfields. Clicking "Edit’ to the right of each subfield will allow you to make changes
to the text associated with the field

187



CHAPTER 2. ADMINISTRATION 2.4. CATALOG ADMINISTRATION

MARC Framework for Books, Booklets, Workbooks (BKS)

Modify tag 022
Tag: |g22
Label for lib: | [INTERNATIONAL STANDARD SERIAL NU

Label for opac: | |NTERNATIONAL STANDARD SERIAL NU

Repeatable: @]
Mandatory:
Authorized value: + | {if you select a value here, the indicators will be limited to the authorized value list)

Save Changes | Cancel

* Each field has a tag (which is the MARC tag)

— The "Label for lib’ is what will show in the staff client if you have advancedMARCeditor set
to display labels

— The "Label for OPAC’ is what will show on the MARC view in the OPAC

- If you check 'Repeatable’ then the field will have a plus sign next to it allowing you to add
multiples of that tag

— If you check 'Mandatory’ the record will not be allowed to save unless you have a value
assigned to this tag

— ’Authorized value’ is where you define an authorized value that your catalogers can choose
from a pull down to fill this field in

To edit the subfields associated with the tag, click "Subfields’ to the right of the tag on the ' MARC
Structure’ listing

¢ From the list of subfields you can click ‘Delete’ to the right of each to delete the subfields
¢ To edit the subfields click "Edit Subfields’

¢ For each subfield you can set the following Basic constraint values

Tag 952 Subfield constraints

~ Basic constraints

Subfield 5
code:

Text for | Permanent location
librarian:

Text for | Permanent Location
OPAC:

Repeatable:
Mandatory:

Managed in items (10) + | (ignore means that the subfield does not display in the record editor)
tab:

» Advanced constraints

» Other options (choose one)
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— Text for librarian
+ what appears before the subfield in the librarian interface
— Text for OPAC

+ what appears before the field in the OPAC.
- If left empty, the text for librarian is used instead

— Repeatable

+ the field will have a plus sign next to it allowing you to add multiples of that tag
- Mandatory

+ the record will not be allowed to save unless you have a value assigned to this tag
- Managed in tab

+ defines the tab where the subfield is shown. All subfields of a given field must be in the
same tab or ignored. Ignore means that the subfield is not managed.

* For each subfield you can set the following Advanced constraint values

Tag 952 Subfield constraints

+ Basic constraints

~ Advanced constraints

Default
value:

Max length: 9999 | (see online help)

Visibility: OPAC [ Intranet Editor ¥ Collapsed Flagged
Is a URL: {if checked, it means that the subfield is a URL and can be clicked)
Link: (e.q., Title or Local-Mumber) NOTE: If you change this value you must ask your administrator to

run misc/batchRebuildBiblio Tables. pi.

Koha link: | items.itemnumber

» Other options (choose one)

Save changes | Cancel

— Default value

+ defines what you want to appear in the field by default, this will be editable, but it saves
time if you use the same note over and over or the same value in a field often.

- Visibility
+ allows you to select from where this subfield is visible/hidden, simply check the boxes

where you would like the field to show and uncheck the boxes where you would like it
hidden.

Visibility: M OPAC [ Intranet [ Editor Collapsed Flagged
- Isa URL

= if checked, it means that the subfield is a URL and can be clicked
- Link
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+ If you enter a field/subfield here (200b), a link appears after the subfield in the MARC
Detail view. This view is present only in the staff client, not the OPAC. If the librarian
clicks on the link, a search is done on the database for the field/subfield with the same
value. This can be used for 2 main topics :

- on a field like author (200f in UNIMARC), put 200f here, you will be able to see all
bib records with the same author.

- on a field that is a link (4xx) to reach another bib record. For example, put 011a in
464%x, will find the serials that are with this ISSN.

WARNING

This value should not change after data has been added to your catalog.
If you need to change this value you must ask your system administrator
to run misc/batchRebuildBiblioTables.pl.

— Koha link

+ Koha is multi-MARC compliant. So, it does not know what the 245%a means, neither
what 200$f (those 2 fields being both the title in MARC21 and UNIMARC). So, in this list
you can "map" a MARC subfield to its meaning. Koha constantly maintains consistency
between a subfield and its meaning. When the user want to search on "title", this link is
used to find what is searched (245 if you're MARC21, 200 if you're UNIMARC).

* For each subfield you can set the following Other option values

Tag 952 Subfield constraints

» Basic constraints
+ Advanced constraints

- Other options (choose one)

Authorized
value:

Thesaurus:

Plugin:

Save changes | Cancel

— Authorized value
* means the value cannot by typed by the librarian, but must be chosen from a pull down
generated by the authorized value list

+ In the example above, the 504a field will show the MARC504 Authorized Values when
cataloging
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504 7 - BIBLIOGRAPHY, ETC. NOTE = ==
a g Bibliography, etc | :]
505 ? - FORMATTED COFjci des bibliographic references and index.
- g Formatted contents Includes index.
rArfe I 1
— Thesaurus

+ means that the value is not free text, but must be searched in the authority /thesaurus of
the selected category

- Plugin
+ means the value is calculated or managed by a plugin. Plugins can do almost anything.

+ For example, in UNIMARC there are plugins for every 1xx fields that are coded fields.
The plugin is a huge help for cataloger ! There are also two plugins (unimarc_plugin_210c
and unimarc_plugin_225a that can "magically” find the editor from an ISBN, and the
collection list for the editor)

* To save your changes simply click the ‘Save Changes’ button at the top of the screen

24.1.5 Import/Export Frameworks

Next to each framework is a link to either import or export the framework.

2.4.1.51 Export Framework To export a framework simply click the 'Export’ link to the right of
framework title.

BKS Books, Booklets, Workbooks MARC structure | Edit Delete Export | |mport

When you click "Export” you will be prompted to choose what format to export the file in.

Export |In
Export
Export
Export
Export
Export
Export
Export

=

Close

(®Export to CSV Spreadsheet
(Export to Excel as xml format
(JExport to OpenDocument Spreadsheet format

(Export to SQL

= 515555 5

Export

A framework exported this way can be imported into any other Koha installation using the import
framework option.

2.4.1.5.2 Import Framework An easy way to create a new framework is to import one created for
your or another Koha installation. This framework would need to be exported from the other system
using the instructions above to be available for import here.

To import a framework you first need to create a new framework. Once you have that framework,
click ‘Import’ to the right of the new framework.

BKS Books, Booklets, Workbooks MARC structure | Edit Delete Export | |mport

You will be prompted to find a file on your computer to import into the framework.
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Import default framework structure (fields and subfields) from

a spreadsheet file (.csv, .xml, .ods)

Uplead file: | Browse... | No file selected.

Import Close

You will be asked to confirm your actions before the file is imported.

Do you really want to impaort the framework fields/subfields (will overwrite current configuration, for safety reasons please make
before an export to have a backup file)?

Cancel OK

As your file is uploaded you will see an image that will confirm that the system is working.

Import

MV Importing TST from export BKS.csv

Once your import is complete you will be brought to the framework edit tool where you can make
any changes you need to the framework you imported.

2.4.2 Koha to MARC Mapping

While Koha stores the entire MARC record, it also stores common fields for easy access in various tables
in the database. Koha to MARC Mapping is used to tell Koha where to find these values in the MARC
record. In many cases you will not have to change the default values set by in this tool on installation,
but it is important to know that the tool is here and can be used at any time.

® Get there: More > Administration > Catalog > Koha to MARC Mapping

The Koha to MARC Mapping page offers you the option of choosing from one of three tables in the
database to assign values to.
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Koha to MARC Mapping
Cbiblio 1) OK|

biblioitemns Tag Subfield Lib

items 009 ¢ Koha biblionumber Edit
frameworkcode Edit
author 100 & Personal name Edit
title 245 a Title Edit
unititle 240 = Uniform title Edit
notes 500 a General note Edit
serial 942 |5 Serial record flag Edit
seriestitle 440 & Title Edit
copyrightdate 260 c Date of copyright, publication, distribution, release, etc Edit
timestamp Edit
datecreated Edit
abstract 820 a Summary, efc Edit

After choosing the table you would like to view, click ‘OK.” To edit any mapping click on the "Koha
Filed’ or the "Edit’ link.

Connect biblio.title to a MARC subfield

Choose and validate 1 MARC subfield for biblio.title. That will modify all frameworks which is usually what you need, but you
have been warned.

000s | -:]ﬂ
100s | '¢]ﬂ

2005 | 345a- Title b ok

300s 243 o - Arranged statement for music
p 243 p - Name of part/section of a work
243 r- Key for music
0K 243 s - Version
245 6 - Linkage
245 8 - Field link and sequence number
Rl 55 o - Tito

245 b - Remainder of title
500s | 245 ¢ - Staternent of responsibility, stc
245 d - Designation of section/part/series (SE) [OBSOLETE]
600s 245 e - Name of part'section/series (SE) [OBSOLETE]
245 1 - Inclusive dates
245 g - Bulk dates
700s | 245 h - Medium
245k - Form
245 n - Number of part/section of a work
800s 245 p - Name of part'section of a work m
245 s - Version 1
9005 | 246 5 - Institution to which field applies M
S4A A - |inkana

Click to "Unmap” | Cancel

Choose which MARC field you would like to map to this Koha Field and click the "OK” button. If
you would like to clear all mappings, click the ‘Click to "Unmap"’ button.

IMPORTANT

At this time you can map only 1 MARC field to 1 Koha field. This means that you won’t
be able to map both the 100a and the 700a to the author field, you need to choose one or
the other.
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2.4.3 Keywords to MARC Mapping

This tool will allow you to map MARC fields to a set of predefined keywords.

* Get there: More > Administration > Catalog > Keywords to MARC Mapping

IMPORTANT

@ This tool only effects sites that are not using the XSLT Stylesheets.

At this time the only keyword in use is ‘subtitle.”

Using this tool you can define what MARC field prints to the detail screen of the bibliographic record
using keywords. The following example will use the subtitle field.

Using the Framework pull down menu, choose the Framework you would like to apply this rule to.
For example, the subtitle for books can be found in the 245%b field.

Framework: | Books, Booklets, Workbooks

Add a mapping
Field name: |5 ptitle
MARC field: 245

MARC subfield: |j

Submit |

However the subtitle for DVDs appears in 245$p

Framework: | DVDs, VHS
Add a mapping
Field name: | g htitle
MARC field: 245

MARC subfield: p

Using this tool you can tell Koha to print the right field as the subtitle when viewing the bibliographic
record in the OPAC.
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Library mashups :, exploring new ways to deliver library data /

El Mormal View MARC View EDISBD View

Authors: Engard, Nicole C..--1873
Published by : Information Today, Inc., (Medford, M_J. :)

Physical details: 334 p. cm
ISBN: 9781573873727

This tool can be used to chain together pieces of the record as well. If you want the series number to
show in the title on your search results you simply have to map 490 $v to 'subtitle” along with the 245

$b.

TP

Chain together the fields you want to show after the item title in the order in which you
want them to appear.

Future developments will include additional keyword assigned fields.

2.4.4 MARC Bibliographic Framework Test

Checks the MARC structure.

* Get there: More > Administration > Catalog > MARC Bibliographic Framework Test

If you change your MARC Bibliographic framework it’s recommended that you run this tool to test
for errors in your definition.

MARC Bibliographic Framework Test

Test

oK
oK
oK
oK
OK
oK
oK
OK
oK
oK
OK
oK

Result
iternnum : the field itemnumber is mapped to a field in tab -1
All itemn fields are in the same tag and in item tab
Only 1 MARC tag mapped to items
biblioitems.itemtype defined
homebranch defined
holdingbranch defined
at least 1 item type defined
at least 1 branch defined
biblionumber and biblicitemnumber mapped correctly
no NULL value in frameworkcode
all subfields for each tag are in the same tab (or ignored)

all authority types used in the frameworks are defined

Configuration OK, you don't have errors in your MARC parameters table

195



CHAPTER 2. ADMINISTRATION 2.4. CATALOG ADMINISTRATION

2.4.5 Authority Types

Authority Types are basically MARC Frameworks for Authority records and because of that they follow
the same editing rules found in the MARC Bibliographic Frameworks section of this manual. Koha
comes with many of the necessary Authority frameworks already installed. To learn how to add and
edit Authority Types, simply review the MARC Bibliographic Frameworks section of this manual.

o Get there: More > Administration > Catalog > Authority Types

2.4.6 Classification Sources

Source of classification or shelving scheme is an Authorized Values category that is mapped to field
952$2 and 942%$2 in Koha’s MARC Bibliographic frameworks and stored in the items.cn_source field in
the database.

® Get there: More > Administration > Catalog > Classification sources

| New Classification Source ‘ | New Filing Rules

Classification Sources

Code Description In Use Filing Rule Actions
anscr  ANSCR (Sound Recordings) No generic Edit Delete
ddc Dewey Decimal Classification Yes dewey Edit Delete
lcc Library of Congress Classification Yes lcc Edit Delete
sudocs SuDoc Classification (U.S. GPO) MNo generic Edit Delete
ude Universal Decimal Classification No generic Edit Delete
z Other/Generic Classification Scheme No generic Edit Delete

Classification Filing Rules

Code Description Sorting Routine Actions
dewey Default filing rules for DDC Dewey Edit Delete
generic Generic call number filing rules  Generic Edit Delete
lcc Default filing rules for LCC LCC Edit Delete

Commonly used values of this field are:
* ddc - Dewey Decimal Classification
e lcc - Library of Congress Classification

If you chose to install classification sources during Koha's installation, you would see other values
too:

ANSCR (sound recordings)

¢ SuDOC classification

Universal Decimal Classification

Other/Generic Classification
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2.4.6.1 Adding/Editing Classification Sources

You can add your own source of classification by using the New Classification Source button. To edit
use the Edit link.

Add classification source

Classification  pyp
source code:

Description:  National Library of Medicine

Source in use? IE'I

Filing Rule: | Default filing rules for LCC (lcc)

Default filing rules for DDC (dewey)
Generic call number filing rules (generic)

Save Cancel Default filing rules for LCC (lec)

When creating or editing:

ik
p—

* You will need to enter a code and a description.

¢ Check the ‘Source in use?’ checkbox if you want the value to appear in the drop down list for this
category.

* Select the appropriate filing rule from the drop down list.

2.4.6.2 Classification Filing Rules

Filing rules determine the order in which items are placed on shelves.
Values that are pre-configured in Koha are:

* Dewey
e LCC
e Generic

Filing rules are mapped to Classification sources. You can setup new filing rules by using the New
Filing Rule button. To edit use the Edit link.
When creating or editing:

¢ Enter a code and a description

¢ Choose an appropriate filing routine - dewey, generic or lcc

2.4.7 Record Matching Rules
Record matching rules are used when importing MARC records into Koha.
* Get there: More > Administration > Catalog > Record Matching Rules

The rules that you set up here will be referenced with you Stage MARC Records for Import.

It is important to understand the difference between Match Points and Match Checks before adding
new matching rules to Koha.

Match Points are the criteria that you enter that must be met in order for an incoming record to match
an existing MARC record in your catalog. You can have multiple match points on an import rule each
with its own score. An incoming record will be compared against your existing records (‘one record at
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a time’) and given a score for each match point. When the total score of the matchpoints matches or
exceeds the threshold given for the matching rule, Koha assumes a good match and imports/overlays
according your specifications in the import process. An area to watch out for here is the sum of the
match points. Doublecheck that the matches you want will add up to a successful match.

Example:

Threshold of 1000

Match Point on 020$a 1000
Match Point on 022$%a 1000
Match Point on 245%a 500
Match Point on 100$a 100

In the example above, a match on either the 020$a or the 022$a will result in a successful match. A
match on 245%a title and 100$a author (and not on 020$a or 022%a) will only add up to 600 and not be a
match. And a match on 020%a and 245%a will result in 1500 and while this is a successful match, the extra
500 point for the 245%a title match are superfluous. The incoming record successfully matched on the
020%a without the need for the 245%a match. However, if you assigned a score of 500 to the 100%a Match
Point, a match on 245%a title and 100$a author will be considered a successful match (total of 1000) even
if the 020%a is not a match.

Match Checks are not commonly used in import rules. However, they can serve a couple of purposes
in matching records. First, match checks can be used as the matching criteria instead of the match points
if your indexes are stale and out of date. The match checks go right for the data instead of relying on the
data in the indexes. (If you fear your indexes are out of date, a rebuild of your indexes would be a great
idea and solve that situation!) The other use for a Match Check is as a “double check” or “veto” of your
matching rule. For example, if you have a matching rule as below:

Threshold of 1000
Match Point on 020$a 1000
Match Check on 245%a

Koha will first look at the 020%a tag/subfield to see if the incoming record matches an existing record.
If it does, it will then move on to the Match Check and look directly at the 245%a value in the incoming
data and compare it to the 245%a in the existing ‘matched’ record in your catalog. If the 245%a matches,
Koha continues on as if a match was successful. If the 245%a does not match, then Koha concludes that
the two records are not a match after all. The Match Checks can be a really useful tool in confirming true
matches.

Match Points and Match Checks are powerful tools in the import process. Harness the power of
these two matching criteria and make your data behave for you!

2.4.71 Adding Matching Rules

To create a new matching rule :

¢ Click 'New Record Matching Rule’
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Add record matching rule

Matching rule Required
code:
Description:
Match threshold: Required
Match points

Required

Match point 1 | Add match point | Remove this match point

Search index:
Score:
Matchpoint components
Tag:
Subfields:
Offset:
Length:

Mormalization
rule:

Required match checks

Match check 1 | Add match check | Remove this match check

Source (incoming) record check field
Tag:
Subfields:
Offset:
Length:

Mormalization
rule:

Target (database) record check field
Tag:
Subfields:
Offset:
Length:

Mormalization
rule:

Save Cancel
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— Choose a unique name and enter it in the "Matching rule code’ field

— 'Description’ can be anything you want to make it clear to you what rule you're picking

— 'Match threshold’ - The total number of “points” a biblio must earn to be considered a "'match’

— Match points are set up to determine what fields to match on

— ‘Search index’ can be found by looking at the ccl.properties file on your system which tells
the zebra indexing what data to search for in the MARC data".

— 'Score” - The number of "points’ a match on this field is worth. If the sum of each score is
greater than the match threshold, the incoming record is a match to the existing record

- Enter the MARC tag you want to match on in the "Tag’ field

— Enter the MARC tag subfield you want to match on in the "Subfields’ field

— 'Offset’ - For use with control fields, 001-009

- 'Length’ - For use with control fields, 001-009

— Koha only has one "Normalization rule’ that removes extra characters such as commas and
semicolons. The value you enter in this field is irrelevant to the normalization process.

— ’Required match checks’ - ??
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2.4.7.2 Sample Record Matching Rule: Control Number

Add record matching rule

Matching rule | o

Required
code:

Description: Library of Congress 1D Number

Match threshold: | 4pg Required

Match points

Required

Match point 1 | Add match point | Remove this match point

Search index: | Control-number

Score: | {01

Matchpoint components

Tag: o1
Subfields: |4
Offset:
Length: |p

Mormalization
rule:

Contral-number

Required match checks
Add match check

Save Cancel

e Match threshold: 100

Matchpoints (just the one):

Search index: Control-number

Score: 101

Tag: 001
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NOTE

this field is for the control number assigned by the organization creating, using,
or distributing the record

Subfields: a

Offset: 0

* Length: 0

Normalization rule: Control-number

Required Match checks: none (remove the blank one)

Required match checks
Add match check

Match check 1 | Remove this match check
Source (incoming) record check field
Tag:
Subfields:
Offset:
Length:

Mormalization
rule:

Target (database) record check field
Tag:
Subfields:
Offset:
Length:

Mormalization
rule:
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2.4.8 OAI Sets Configuration
On this page you can create, modify and delete OAI-PMH sets

2.4.8.1 Create a set
To create a set:
¢ Click on the link "Add a new set’
e Fill the mandatory fields ‘setSpec” and "setName’

¢ Then you can add descriptions for this set. To do this click on "Add description” and fill the newly
created text box. You can add as many descriptions as you want.

¢ (Click on 'Save’ button’

2.4.8.2 Modify/Delete a set

To modify a set, just click on the link "Modify” on the same line of the set you want to modify. A form
similar to set creation form will appear and allow you to modify the setSpec, setName and descriptions.
To delete a set, just click on the link ‘Delete” on the same line of the set you want to delete.

2.4.8.3 Define mappings

Here you can define how a set will be build (what records will belong to this set) by defining mappings.
Mappings are a list of conditions on record content. A record only need to match one condition to belong
to the set.

¢ Fill the fields "Field’, ‘Subfield” and "Value’. For example if you want to include in this set all
records that have a 999$9 equal to "XXX'. Fill ‘Field” with 999, 'Subfield” with 9 and "Value” with
XXX.

¢ If you want to add another condition, click on ‘OR’ button and repeat step 1.
* Click on 'Save’

To delete a condition, just leave at least one of "Field’, ‘Subfield” or "Value” empty and click on "Save’.

NOTE

% Actually, a condition is true if value in the corresponding subfield is strictly equal to what
is defined if "Value’. A record having 999%$9 = XXX YYY’ will not belong to a set where

condition is 999$9 = "XXX'.

And it is case sensitive : a record having 999$9 = "xxx” will not belong to a set where condition is
999%9 = "XXX'.
2.4.8.4 Build sets

Once you have configured all your sets, you have to build the sets. This is done by calling the script
misc/migration_tools/build_oai_sets.pl.

2.5 Acquisitions

The Koha Acquisitions module provides a way for the library to record orders placed with vendors and
manage purchase budgets.

Before using the Acquisitions Module, you will want to make sure that you have completed all of
the set up.

* Get there: More > Administration > Acquisitions
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2,51 Currencies and Exchange Rates

If you place orders from more than one country you will want to input currency exchange rates so that
your acquisitions module will properly calculate totals.

* Get there: More > Administration > Acquisitions > Currencies and Exchange Rates

| New Currency |

Currencies and Exchange Rates
Currency Rate Symbol Last Updated Active Actions

CAD 1.02207 5 02/02/2010 Edit | Delete
EUR 0.87400 € 02/02/2010 Edit Delete
GEP 1.99290 £ 02/02/2010 Edit Delete
UsSD 1.00000 § 02/02/2010 v Edit  Delete

TP

This data is not automatically updated, so be sure to keep it up to date so that your
accounting is kept correct.

The active currency is the main currency you use in your library. Your active currency will have a
check mark in the "Active’ column. If you don’t have an active currency you will see an error message
telling you to choose an active currency.

Mo active currency is defined

Flease edit one currency and mark it as active.

2.5.2 Budgets

Budgets are used for tracking accounting values related to acquisitions. For example you could create
a Budget for the current year (ex. 2012) and then break that into Funds for different areas of the library
(ex. Books, Audio, etc).

® Get there: More > Administration > Acquisitions > Budgets

When visiting the main budget administration you will see two tabs, one for active and one for
inactive budgets.
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| & New budget |

Budgets administration
Currency = USD

Active Budgets Inactive Budgets
Budget name  Startdate End date |Locked Total Actions
2012 01/01/2012 12/31/2012 10,000.00 Edit Delete Add Fund

2.5.2.1 Add abudget

Budgets can either be created from scratch or by duplicating the previous year’s budget.
To duplicate a budget from a previous year, click on the link for the budget name from the list of
budgets

| 45 New budget |

Eudgets administration
Currency = USD

Active Budgets Inactive Budgets
Budget name  Startdate | End date |Locked Total Actions
2012 01/01/2012  12/31/2012 10,000.00 Edit Delete Add Fund

On the screen listing the budget breakdown click the Edit button at the top and choose to Duplicate
budget

| 95 New v | | B Edit * | | Planning + |

Edit budget 2012
Funds for  Dupiicate budget 2012

Currency = USD

Fund _ Fund Total Base-level _ Base-level
code name allocated ~ allocated spent
Books Books 1,000.00 1,000.00 0.00

You will be presented with a form where you simply need to enter the new start and end date and
save the budget.
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It Mew - | | 2= Edit = | | Planning - |

Start date 3
End date 3

Save Changes

This will not only duplicate your budget, but all of the funds associated with that budget so that you
can reuse budgets and funds from year to year.

If you haven’t used Koha before for acquisitions then you’ll need to start fresh with a new budget.
To add a new budget click the 'New Budget’ button.

- MNew budget

Add budget

Startdate (51012012 |2

End date [15392012 |

Description | Budget Year 2012

Total amount | goonon

Make budget ¥
active

Lock budget

Save changes |

® Choose the time period this budget is for, whether it’s an academic year, a fiscal year, a quarter,
etc.

* The Description should be something that will help you identify the budget when ordering

¢ In the amount box do not use any symbols, simply enter the amount of the budget with numbers
and decimals.

¢ Marking a budget active makes it usable when placing orders in the acquisitions module, even if
the order is placed after the budget end date. This will allow you to record orders that were places
in a previous budget period.

* Locking a budget means that Funds will not be able to be modified by librarians

Once you have made your edits, click the ‘Save Changes’ button. You will be brought to a list of your
existing budgets.
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Budgets administration
Currency = $

Budget Name -~ Start Date = End Date = Active = Locked = Total = Actions
Fiscal Year 2010 01/01/2010 12/31/2010 Active 60,000.00 Edit Delete Add Fund

2.5.3 Funds

* Get there: More > Administration > Acquisitions > Funds

2.5.3.1 Add a Fund

A fund is added to a budget.

IMPORTANT

@ A budget must be defined before a fund can be created.

To add a new fund click the New button and then choose which Budget you would like to add the
fund to.

ar New - | | - Edit = | | Planning = |

- New budget £
Mew fund for "2008-01-01 2008-12-31"

In the form that appears you wan to enter the basics about your fund.
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Statistic 1 done on:

Statistic 2 done on:

Restrict access to: Mane

+ New~ | # Edit~ || # Planning~

Add Fund for Budget '2013 Budget'

Fund code: | [2]

Fund name:
Amount:
Warning at (%): 0 to disable

Warning at 0 to disable
(amount):

Owner: Ed1tnwner| Remove owner

Users: Add users

Library:

Notes:

Submit | Cancel

i

The three first fields are required, the rest are optional

Fund Code is a unique identifier for your fund
The Fund Name should be something that librarians will understand
Amount should be entered with only numbers and decimals, no other characters

Warning at (%) or Warning at (amount) can be filled in to make Koha warn you before you spend
a certain percentage or amount of your budget. This will prevent you from overspending.

You can choose to assign this fund to a librarian. Doing so will make it so that only that librarian
can make changes to the Fund

Choose which library will be using this fund

You can restrict who can order from this fund by choosing either the ‘'owner’, ‘owner and users’
or ‘owner, users and library’ from the ‘Restrict access to’ menu
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Restrict access to: | None :)

Notes:  Owner

Owner and users
Owner, users and library

IMPORTANT

® Without an owner, the access restriction will be ignored, be sure to enter an
owner as well as choose a restriction

* Notes are simply for any descriptive notes you might want to add so that librarians know when
to use this fund

* Planning categories are used for statistical purposes. To learn more about planning categories,
check out the Planning Category FAQ.
When complete, click ‘Submit” and you will be brought to a list of all of the funds for the budget.
Funds for "2012'

Currency = USD

Fund code ~ Fund name = Total . Base-level s Base-level s Total sublevels s Base-_le‘vel N Actions s
allocated allocated spent spent remaining

Books Books 1,000.00 1,000.00 0.00 ) Edit Delete Add child fund
FIC Fiction 5,000.00 5,000.00 0.00 ) Edit Delete Add child fund
HB Hardback 400.00 400.00 0.00 ) Edit Delete Add child fund
NFIC Non Fiction 2,500.00 2,500.00 0.00 ) Edit Delete Add child fund
STAFF Staff Collection 500.00 500.00 0.00 ) Edit Delete Add child fund
TST Test 500.00 500.00 0.00 Edit Delete Add child fund
Period allocated 10,000.00 9,900.00 0 0

To the right of each fund you will find the “Edit,” ‘Delete,” and "Add Child Fund’ options.

A child fund simply a sub-fund of the fund listed. An example would be to have a fund for "Fiction’
and under that have a fund for 'New Releases’ and a fund for "Science Fiction.” It is an optional way to
further organize your finances.

Funds with children will show with a small arrow to the left. Clicking that will show you the children
funds.

Funds for '2012 Annual Budget'
Currency = USD

Total Base-level Base-level Total sublevels Base-level

Sam ool e allocated allocated spent spent remaining Sl
BK Book 300,000.00300,000.00 0.00 0.00|300,000.00) Edit Delete Add child fund
STAFF Professional Development | 5, 000.00 5,000.00 0.00 0.00 5,000.00 | Edit Delete Add child fund
v| AV Audio Visual 150,000.00150,000.00 0.00 0.00|150,000.00 | Edit Delete Add child fund
CAM Camera 1,000.00 1,000.00 0.00 0.00 1,000.00 | Edit Delete Add child fund
Movie | Movie 1,000.00 1,000.00 0.00 0.00 1,000.00) Edit Delete Add child fund
¥| REF Reference 45,000.00| 45,000.00 0.00 0.00 45,000.00) Edit Delete Add child fund
¥ ENC Encylopedias 500.00 500.00 0.00 0.00 500.00 | Edit Delete Add child fund
Brit | Britannica 100.00 100.00 0.00 0.00 100.00 | Edit Delete Add child fund

2.5.3.2 Budget Planning

When viewing the list of funds click the "Planning’ button and choose how you would like to plan to
spend your budget.
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Planning -

Plan by MONTHS

L0
=y

Plan by BRANCHES
Plan by ITEMTYPES
Plan by

If you choose "Plan by MONTHS’ you will see the budgeted amount broken down by months:

Planning for 2012 by MONTHS

Currency = USD. Cells contain estimated values only.

Fund 5012.01 201202 2012-03 2012-04 2012-05 2012-06 201207 2012-08 201209 201210 201211 2012-12

Fund name total

[hide] | [hide] | [hide] [hide] | [hide] | [hide]  [hide] [hide] [hide]  [hide] [hide] | [hide]
Fiction 5,000.00 | ["g00| [ 0.00| [ 000| [ 0o00| [ 000 [ 000l [o0oo| [ o0ool [o000] [ 0oo [ o000 [ 000
Non Fiction 12,500.00 | 5 og] | [ g.00] | 0.00| | [ 0.00] [ 0.00]| [ 0.00] [ 000! [ 0.00] [ 0.00] [ 000 [ 000l [ 0.00
Staff Collection | 500.00 000/ [0.00] [ 000] [ 000l [ oool [ 0ool [ o000] [ 000l [ 000l [ 000 [ oooll | coo
Test 500.00 000/ [ 0.00| [ 000] [ 000 [ 000 [ 000l [ o000] [ 000 [ 000 [ 000 [ ocooll[ coo
Books 1,000.00 | ["gp00| [ 000 [ 0.00 | [ 000 [ 000 [ 000 [ o000l [ooo| [ 000l [ 000 [ o000 [ o000
Hardback 400.00 000 | oo0o| [ ooo| [ oool| [ oo [ oool [ ooo|l [oool [oo00] [ 000 [ o000l [ 000

Save

Fund

remaining

[showa

column ]

5000.00 | Auto-fill row
2500.00 | Auto-fill row
500.00 Auto-fill row
500.00 Auto-fill row
1000.00 | Auto-fill row
400.00 Auto-fill row

To hide some of the columns you can click the "hide’ link to the right (or below as in the screenshot
above) the dates. To add more columns you can click the ‘Show a column’ link found below the "Fund

Remaining’ heading.

Fund
remaining

[ show a
column ]

5000.00
2500.00
500.00
500.00

1000.00

ARy Ay

2012-01

2012-02
2012-03
2012-04
2012-05
2012-06
2012-07
2012-08
2012-09
2012-10
2012-11
201212

From here you can plan your budget spending by manually entering values or by clicking the "Auto-
fill row” button. If you choose to auto-fill the form the system will try to divide the amount accordingly,
you may have to make some edits to split things more accurately.
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Currency = USD. Cells contain estimated values only.

Fund name I::t:lj 2012-01 201202 201203 2012-04 2012-05 2012-06 2012-07 2012-08 2012-09 201210 201211 2012-12 _"und

remaining
[ hide ] [ hide ] [ hide | [ hide ] [ hide ] [ hide ] [ hide ] [ hide ] [ hide ] [ hide ] [ hide ] [ hide ] '[::::Ima]
Fiction 5,000.00 | [4166)  [416.67 (4166 (4166 (4166 (4166 (4166 [4168] (4166 [416.6] [4168] (4166 0.00 Auto-ill row
Non Fiction  12,500.00 | (508 3] | [208.3:| | [208.3! | [208.3! | [208.3] [2083 [208.3: [208.3] [208.3! [208.3] [208.3] [208.3]| 0.00 Auto-fill row

Once your changes are made, click the ‘Save’ button. If you would like to export your data as a CSV

file you can do so by entering a file name in the ‘Output to a file named’ field and clicking the ‘Output’
button.

namea:

D"“‘F"’Utmaﬁ:f Export Into an application | EXCEL T] 0 T] Qutput

2.6 Additional Parameters

o Get there: More > Administration > Additional Parameters

2.6.1 Z39.50 Servers

7.39.50 is a client-server protocol for searching and retrieving information from remote computer databases,
in short it’s a tool used for copy cataloging. Using Koha you can connect to any Z39.50 target that is pub-

licly available or that you have the log in information to and copy both bibliographic and/or authority
records from that source.

* Get there: More > Administration > Additional Parameters > Z39.50 Servers
Koha comes with a default list of Z39.50 targets set up that you can add to, edit or delete

+ New Z39.50 server

Z39.50 servers administration

Showing 110 20 of 20 | Show | 20 + |entries | 44) First +4 Previous MNext » Last » | Search:

Target = Hostname/Port + Database Userid Password Checked + Rank + Syntax Encoding  Timeout Rte;.:erd %
AMICUS amicus.collectionscanada.ca:210 | ANY Noe 0 USMARC  utfg 0 biblio Edit | Delete
AUSTRALIA 23850- AuthTraining | ANLEZ | ###ii Neo a USMARC utfg o authority | Edit Delete
AUTHORITIES testlibrariesaustralia.nla.gov.au:210
BRITISH 23950cat.bl.uk:9909 BLAC No 0 USMARC MARC-8 0 biblio Edit | Delete
LIBRARY
BROWN josiah.brown.edu:210 innopac No Q USMARC utfg o biblio Edit | Delete
UNIVERSITY
CAMBRIDGE  newiton.lib.cam.ac.uk:7090 VOYAGER Noe 0 USMARC  utfg 0 biblio Edit | Delete

To find additional targets you use IndexData’s IRSpy: http:/ /irspy.indexdata.com

2.6.1.1 Add a Z39.50 Target

¢ From the main Z39.50 page, click "New Z39.50 Server’
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New Z39.50 server

Z39.50 server:
Hostname:
Port:
Database:
Userid:
Password:

Checked
(searched by
default):

Rank (display
order):

Syntax (z3950 can UNIMARC o
send
records in various
format. Choose
one):

Encoding (3850 | utfs :
can send
records in various
encodings.
Choose one):

Timeout (0 its like seconds
not set):

Record type: | Bibliographic *

Save Cancel

- ’Z39.50 server’ should be populated with a name that will help you identify the source (such
as the library name).

— "Hostname’ will be the address to the Z39.50 target.
— 'Port’ tells Koha what port to listen on to get results from this target.
— 'Userid” and "Password’ are only required for servers that are password protected.
— Check the "Checked’ box if you want this target to always be selected by default.
- 'Rank’ lets you enter where in the list you'd like this target to appear.
+ If this is left blank the targets will be in alphabetical order.
— 'Syntax’ is the MARC flavor you use.
- ’Encoding’ tells the system how to read special characters.

- 'Timeout’ is helpful for targets that take a long while. You can set the timeout so that it doesn’t
keep trying the target if results aren’t found in a reasonable amount of time.

— 'Record type’ lets you define if this is a bibliographic or an authority target.

212



CHAPTER 2. ADMINISTRATION 2.6. ADDITIONAL PARAMETERS

2.6.1.2 Suggested Bibliographic Z39.50 Targets
The following targets have been used successfully by other Koha libraries (in the Americas):
¢ ACCESS PENNSYLVANIA 205.247.101.11:210 INNOPAC
¢ CUYAHOGA COUNTY PUBLIC webcat.cuyahoga.lib.oh.us:210 INNOPAC
¢ GREATER SUDBURY PUBLIC 216.223.90.51:210 INNOPAC
* HALIFAX PUBLIC catalogue.halifaxpubliclibraries.ca:210 horizon
* HALTON HILLS PUBLIC cat.hhpl.on.ca:210 halton_hills
e LIBRARY OF CONGRESS 1x2.loc.gov: 210 LCDB
¢ LONDON PUBLIC LIBRARY catalogue.londonpubliclibrary.ca:210 INNOPAC
* MANITOBA PUBLIC library.gov.mb.ca:210 horizon
e MILTON PL cat.mpl.on.ca:210 horizon
¢ NATIONAL LIBRARY OF WALES cat.llgc.org.uk:210 default
e NHUPAC 199.192.6.130:211 nh_nhupac
* OCEAN STATE LIBRARIES (RI) catalog.oslri.net:210 INNOPAC
¢ OHIOLINK olcl.ohiolink.edu:210 INNOPAC
¢ PUBCAT prod890.dol.state.vt.us:2300 unicorn
* SAN JOAQUIN VALLEY PUBLIC LIBRARY SYSTEM (CA) hip1.sjvls.org:210 ZSERVER
e SEATTLE PUBLIC LIBRARY ZSERVER.SPL.ORG:210 HORIZON
¢ TORONTO PUBLIC symphony.torontopubliclibrary.ca:2200 unicorn
* TRI-UNI 129.97.129.194:7090 voyager
* VANCOUVER PUBLIC LIBRARY z3950.vpl.ca:210 Horizon

2.6.1.3 Suggested Authority Z39.50 Targets

The following targets have been used successfully by other Koha libraries (in the Americas):

o LIBRARIESAUSTRALIA AUTHORITIES z3950-test.librariesaustralia.nla.gov.au:210 AuthTraining

Userid: ANLEZ / Password: z39.50
e LIBRARY OF CONGRESS NAME AUTHORITIES Ix2.loc.gov:210 NAF
e LIBRARY OF CONGRESS SUBJECT AUTHORITIES Ix2.loc.gov:210 SAF

2.6.2 Did you mean?

Get there: More > Administration > Additional Parameters > Did you mean?
Koha can offer ‘Did you mean?” options on searches based on values in your authorities.

IMPORTANT

@ Did you mean? only works in the OPAC at this time. The Intranet options are here for
future development.

Using this page you can control which options Koha gives patrons on their search results.
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Did you mean?
Please put the Did you mean? plugins in order by significance, from most significant to least significant, and check
the box to enable those plugins that you want to use. (NOTE: Did you mean? functionality is not vet enabled on the

staff client)

OPAC Intranet

[ | ExplodedTerms [ ExplodedTerms

Suggest that patrons expand their
searches to include broader/narrower

/related terms.

Suggest that patrons expand their
searches to include broader/narrower

/related terms.

[ AuthorityFile [ | AuthorityFile

Suggest authorities which are relevant

Suggest authorities which are relevant
to the term the user searched for.

to the term the user searched for.

Save configuration Cancel

To turn on the 'Did you mean?’ bar on your search results you need to check the box next to each
plugin you would like to use. The two plugins you have to choose from are:

¢ The ExplodedTerms plugin suggests that the user try searching for broader/narrower/related
terms for a given search (e.g. a user searching for "New York (State)" would click the link for
narrower terms if they’re also interested in "New York (City)"). This is only relevant for libraries

with highly hierarchical authority data.

¢ The AuthorityFile plugin searches the authority file and suggests the user might be interested in
bibs linked to the top 5 authorities

If you want one plugin to take priority over another you simply drag it above the other.

OPAC

|| ExplodedTerms

Suggest that patrons expand their
searches to include broader/narrower
Irelated tearme

|| AuthorityFile

Suggest authorities which are relevant
to the term the user searched for.

If you choose both plugins you will see several options at the top of your search results
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Aloha S oD 1 [Py .

Advanced search Browse by author or subject Recent comments Tag cloud

Your search returned 331 results.

Refine your search Did you mean: Search also for broader subjects

Availability

EE’{‘D currently available
If you choose just the AuthorityFile you'll see just authorities.

Aloha S oD ) Ty T

Search also for narrower subjects  Search also for related subjects  Library Web sites Design.
1 [2][3][a][s](s]7]

Advanced search Browse by author or subject Recent comments Tag cloud

Your search returned 331 results.

Refine your search Did you mean: Library Web sites Design. Library Science.

Availability
Limit to currently available

Mashups (World Wide Web) Library applications. Library planning.
1 (23 4]s][e][7 (Next>> |
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Chapter 3

Tools

Tools in Koha all perform some sort of action. Often many of the items listed under Tools in Koha are
referred to as ‘Reports’ in other library management systems.

e Get there: More > Tools

3.1 Patrons and Circulation

3.1.1 Patron lists

e Get there: More > Tools > Patrons and Circulation > Patron lists

Patron lists are a way to store a group of patrons for easy modification via the batch patron modifi-
cation tool or reporting.

Your patron lists

== Mew patron list

Showing 1to 1of 1 | Show | 10 & |entries | 44 Previous Mext k| Search:

L

Mame = Patrons in list = & &

-

My Patrons 0 © Add patrons @ Edit ]
1 Delete

Showing 1to 1of1 | 44 Previous Next #r

To create a new list of patrons click the "New patron list” button

New patron list

Create a new patron list
Name:

Owner: nce
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Enter a list name and save the list.

My Patrons
Add patrons

Patran search:

Update| Cancel

Mo entries to show | Show | 10 % | enfries

44) Previous Next el | Search:

Expires

Wi = Card ¢ Firstname ¢ Surname ¢ Address ¢ Category ¢ Library s on
Mo data available in table

Mo entries to show | 44 Previous MNext

Update| Cancel

To add patrons to the list click the "Add patron’s button to the right of the list name.

My Patrons

Add patrons

Patron search: |engard |
Engard, Beau (9876543456) 123 My Street Priladelphia, PA 19101

Patrons ,
Engard, Brian (9876543453) 123 My Street Philadelphia 19101

Beau Engarc Engard, Coda (987654 3452) 123 My Strest Philadelphia, PA 19101

Engard, Nicole (987654 3457) 123 My Strest Philadelphia 19101

Circ
notes

Engard, Unnamed Puppy (23529001223643) 123 My Street Philadelphia 19101

Update | Cancel

Enter the patron’s name or cardnumber in the search box and click on the right result to add the

patron.
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My Patrons

Add patrons

Patron search:

Patrons to be added

Beau Engard { Remove )
Nicole Engard ({ Remove )

Update | Cancel

Once you have all of the patrons you would like to add you can click the "Update” button to save
them to the list.

Showing 1to20f2  Show| 10 ¢ |entries | « Previous Mext » | Search:
= - 1 - - - - H - Expireﬁ - Cim -
W - Card <+ Firstname ¢+ Surname = Address %+ Category = Library + o O oy ©
9876543456 Beau Engard 123 My Sireet Juvenile (J) | Fairfield 05/18/2019
Philadelphia, PA
9876543457 | Nicole Engard 123 My Street Staff (S) Nicole's 05/18/2019
Philadelphia PA Library

Showing 1to20f2 | 4 Previous Mext »

Update| Cancel

3.1.2 Comments

e Get there: More > Tools > Patrons and Circulation > Comments

All comments added by patrons via the OPAC to bibliographic records require moderation by the
librarians. If there are comments awaiting moderation they will be listed on the main staff dashboard
under the Tools label:

Tools

« Comments pending approval: 1

To moderate comments click on the notification on the main dashboard or go directly to the Com-
ments Tool and click "Approve’ or 'Delete’ to the right of the comments awaiting moderation.
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Comments

Approved comments ~ Comments awaiting moderation

Commenter On Title Comment
Engard, Death Masks: A Novel of the Dresden These books just get Approve |
Nicole Files (The Dresden Files. Book 5). better and better! Delete

If there are no comments to moderate you will see a message saying just that

Comments

Approved comments  Comments awaiting moderation

No comments to moderate.

You can also review and unapprove comments you have approved in the past by choosing the "Ap-
proved comments’ tab

Comments

Approved comments  Comments awaiting moderation

Commenter On Title Comment
Engard, Blood Rites (The This is an awesome book series. Unapprove |
Micole Dresden Files, Book Delete

B).
Engard, Fool Moon (The This was a great title, | highly recommend Unapprove |
Micole Dresden Files, Book | it. Delete

2).
Engard, Learning Perl { A very handy guide for getting started with  Unapprove |
Micole the language Koha is written in ... Perl. Delete
Engard, Harry Potter and the | | love listening to the narrator reading me | Unapprove |
Micole goblet of fire Harry Potter. Delete

3.1.3 Patron Import

¢ Get there: More > Tools > Patrons and Circulation > Import Patrons

The patron import tool can be used at any time to add patrons in bulk. It is commonly used in
universities and schools when a new batch of students registers.

3.1.3.1 Creating Patron File

Your Koha installation comes with a blank CSV file that you can use as a template for your patron
records. If you would like to create the file yourself, make sure that your file has the following fields in
this order as the header row:

borrowernumber, cardnumber, surname, firstname, title, othernames, initials, streethnumber, street-
type, address, address2, city, zipcode, country, email, phone, mobile, fax, emailpro, phonepro, B_streetnumber,
B_streettype, B_address, B_address2, B_city, B_zipcode, B_country, B_email, B_phone, dateofbirth, branch-
code, categorycode, dateenrolled, dateexpiry, gonenoaddress, lost, debarred, contactname, contactfirst-
name, contacttitle, guarantorid, borrowernotes, relationship, ethnicity, ethnotes, sex, password, flags,
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userid, opacnote, contactnote, sortl, sort2, altcontactfirstname, altcontactsurname, altcontactaddressl,
altcontactaddress2, altcontactaddress3, altcontactzipcode, altcontactcountry, altcontactphone, smsalert-
number, patron_attributes

IMPORTANT

The ’password’ value should be stored in plain text, and will be converted to a md5 hash
: (which is an encrypted version of the password).

« If your passwords are already encrypted, talk to your systems administrator about
options

IMPORTANT

@ Date formats should match your system preference, and must be zero-padded, e.g.
’01/02/2008'.

IMPORTANT

@ The fields 'branchcode’ and 'categorycode’ are required and must match valid entries in
your database.

TP

If loading patron attributes, the 'patron_attributes’ field should contain a comma-separated
list of attribute types and values.

 The attribute type code and a colon should precede each value.

— For example: INSTID:12345,LANG:fr or STARTDATE:January 1

2010,TRACK:Day
— If an input record has more than one attribute, the fields should either be

entered as an unquoted string (previous examples), or with each field wrapped
in separate double quotes and delimited by a comma:
+ "STARTDATE:January 1, 2010","TRACK:Day"

= This syntax would be required if the data might have a comma in it, like
a date string.

3.1.3.2 Importing Patrons

Once you have created your file, you can use the Patron Import Tool to bring the data into Koha.
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Import into the borrowers table

Select the file to

. [ Browse... |
import: B —

Field to use for record matching

:_- Cardnumber ?j

¢ Choose your CSV file and choose to match on ‘Cardnumber’ to prevent adding of duplicate card
numbers to the system

* Next you can choose default values to apply to all patrons you are importing

- ex. If you're importing patrons specific to one branch you can use the field on the Import
form to apply the branch code to all those you are importing.

¢ Finally you need to decide on what data you want to replace if there are duplicates.

If matching record is already in the borrowers table:

® Ignore this one, keep the existing one

) Overwrite the existing one with this

Extended Attributes
G Replace all Extended Attributes

O Replace only included Extended Attributes

— A matching record is found using the field you chose for matching criteria to prevent dupli-
cation

- If you included patron attributes in your file you can decide whether to add your values to
existing values or erase existing values and enter only your new values.

3.1.4 Notices & Slips

® Get there: More > Tools > Patrons and Circulation > Notices & Slips

All notices and circulation receipts (or slips) generated by Koha can be customized using the Notices
& Slips Tool. The system comes with several predefined templates that will appear when you first visit
this tool.
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Select a library : | All libraries =
New Notice

Library ~ Module = Code = Name $ $
(All libraries)  circulation CHECKIN Itern Check-in {Digest) Edit [ cantenville s M
(All libraries) | circulation CHECKOUT Item Check-out {Digest) Edit [ Centerville :| Copy
(All libraries)  circulation DUE Itern Due Reminder Edit [ cantenville . M
(All libraries) | circulation DUEDGST Item Due Reminder (Digest) Edit [ Centerville :| Copy
(All libraries)  circulation ISSUEQSLIP lssue Quick Slip Edit Centerville :| Copy Delete
(All libraries)  circulation ISSUESLIP Issue Slip Edit | [ cantenville + ]| Copy Delete
(All libraries)  circulation ODUE Overdue Notice Edit Centerville :| Copy Delete
(Al libraries)  circulation PREDUE Advance Motice of ltem Due Edit [ Centenville :| Copy
(All libraries)  circulation PREDUEDGST Advance Notice of Item Due (Digest) Edit | contenville . M
(Al libraries)  circulation RESERWVESLIP Reserve Slip Edit [ Centerville :| Copy Delete
(All libraries)  circulation TRANSFERSLIP Transfer Slip Edit Centerville + ]| Copy Delete
(All libraries)  claimacquisition ACQCLAIM Acquisition Claim Edit [ Centerville :| Copy Delete
(All libraries) claimissues SERCL Serial Claim Edit Centerville :| Copy Delete
(All libraries) members ACCTDETAILS  Account Details Template - DEFAULT  Edit [ Centerville : || Copy Delete
(All libraries) reserves HOLD Hold Available for Pickup Edit Centerville . %
(All libraries) reserves HOLDPLACED Hold Placed on ltem Edit [ Centerville + ]| Copy Delete
(All libraries) reserves HOLD_PRINT Hold Available for Pickup (print notice) Edit | contenville :| Copy Delete
(All libraries)  serial RLIST Routing List Edit [ Centerville :| Copy Delete
(All libraries)  suggestions ACCEPTED Suggestion accepted Edit Centerville + ]| Copy Delete
(All libraries)  suggestions AVAILABLE Suggestion available Edit [ canterville :| Copy Delete
(All libraries)  suggestions ORDERED Suggestion ordered Edit Centerville :| Copy Delete
(All libraries)  suggestions REJECTED Suggestion rejected Edit [ Gantenville : || Copy Delete
Centerville circulation ODUE Owverdue Notice Edit Centerville :] Copy Delete

Each notice can be edited, but only a few can be deleted, this is to prevent system errors should a
message try to send without a template. Each notice and slip can be edited on a per library basis, by
default you will see the notices for all libraries.

If you have a style you’d like applied to all slips you can point the SlipCSS preference to a stylesheet.
The same is true for notices, using the NoticeCSS preference to define a stylesheet.

3.1.4.1 Adding Notices & Slips

To add a new notice or slip

e (Click 'New Notice’
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Add notice
Library: | Alllibraries
Koha module: Catalog
Code:
Mame:

HTML Message:

Message Subject:

Message Body:

—BRANCHES—- ﬂ
branches. branchcode

branches. branchname
branches.branchaddress1
branches.branchaddress2
branches.branchaddress3
branches.branchzip

branches.brancheity
branches.branchstate

Submit | Cancel

¢ Choose which library this notice or slip is for
¢ Choose the module this notice is related to

e The Code is limited to 20 characters

IMPORTANT

When working with the overdue notices you want each notice at each branch
to have a unique code. Think about using the branch code in front of the
notice code for each branch.

® Use the name field to expand on your Code

TipP

With overdue notices, be sure to put your branch name in the description as
well so that it will be visible when setting up your triggers.

¢ If you plan on writing the notice or slip in HTML check the "THTML Message’ box, otherwise the
content will be generated as plain text

* Message Subject is what will appear in the subject line of the email

¢ In the message body feel free to type whatever message you feel is best, use the fields on the left
hand side to enter individualized data from the from database.
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IMPORTANT

Overdue notices can use <<items.content>> tags by themselves, or use
<item></item> to span all of the tags. Learn more about the Overdue No-
tice Markup

= On overdue notices make sure to use <<items.content>> tags to print
out the data related to all items that are overdue.

@ = The other option, only for overdue notices, is to use the <item></item>
tags to span the line so that it will print out multiple lines One example
for the <item></item> tag option is:

<item>"<<biblio.title>>" by <<biblio.author>>,
<<items.itemcallnumber>>, Barcode: <<items.barcode>> , Checkout
date: <<issues.issuedate>>, Due date: <<issues.date_due>> Fine:
<<items.fine>> Due date: <<issues.date_due>> </item>

IMPORTANT

@ Only the overdue notices take advantage of the <item></item> tags, all other
notices referencing items need to use <<items.content>>

Tip

To add today’s date you can use the <<today>> syntax

3.1.4.1.1 Overdue Notice Markup When creating your overdue notices there are two tags in addition
to the various database fields that you can use in your notices.

IMPORTANT

@ These new tags only work on the overdue notices, not other circulation related notices at
this time.

These tags are <item> and </item> which should enclose all fields from the biblio, biblioitems, and
items tables.
An example of using these tags in a notice template might be like:

The following item(s) is/are currently overdue:

<item>"<<biblio.title>>" by <<biblio.author>>, <<items.itemcallnumber>>, <>
Barcode: <<items.barcode>> Fine: <<items.fine>></item>

Which, assuming two items were overdue, would result in a notice like:
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The following item(s) is/are currently overdue:

"A Short History of Western Civilization" by Harrison, John B, 909.09821 H2451 <«
, Barcode: 08030003 Fine: 3.50

"History of Western Civilization" by Hayes, Carlton Joseph Huntley, 909.09821 <«
H3261 v.1l, Barcode: 08030004 Fine: 3.50

3.1.4.2 Existing Notices & Slips

Among the default notices are notices for several common actions within Koha. All of these notices
can be customized by altering their text via the Notices & Slips tool and their style using the NoticeCSS
preference to define a stylesheet. Here are some of what those notices do

e ACCTDETAILS

- Sent to patrons when their account is set up if the AutoEmailOPACUser preference is set to
"Send’

e ACQCLAIM (Acquisition Claim)

— Used in the claim acquisition module

— Get there: More > Acquisitions > Late issues
e HOLD (Hold Available for Pickup)

— This notice is used if two criteria are met:

1. The EnhancedMessagingPreferences is set to “Allow’
2. The patron has requested to receive this notice

+ Get there: OPAC > Login > my messaging

+ Get there: Staff Client > Patron Record > Notices

— When this notice references the branches table it is referring to the pickup branch information.

HOLDPLACED (a notice to the library staff that a hold has been placed)

— This notice requires the emailLibrarianWhenHoldIsPlaced system preference to be set to "En-
able’

— When this notice references the branches table it is referring to the pickup branch information.

HOLD_PRINT (Printed notice when hold available for pickup)

— This notice is used for hold confirmation notices that are sent out in print format. This will
not effect what the email notice looks like.

— When this notice references the branches table it is referring to the pickup branch information.

ODUE (Overdue Notice)

— This notice is used to send Overdue Notices to Patrons
— See a Sample Overdue Notice

- Requires that you set Overdue Notice/Status Triggers

RLIST (Routing List)

— Used in the serials module to notify patrons/staff of new issues of a serial
+ Get there: More > Serials > New Subscription

- You have the option to select the 'Routing List’ notice when creating a new subscription
(Choose from the "Patron notification” drop down).
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TipP

Notice also that if you'd like to notify patrons of new serial issues, you can
click on 'define a notice’ which will take you to the 'Notices’ tool

There are also a set of predefined slips (or receipts) listed on this page. All of these slips can be
customized by altering their text via the Notices & Slips tool and their style using the SlipCSS preference
to define a stylesheet. Here is what those slips are used for:

ISSUEQSLIP

— Used to print the quick slip in circulation

— The quick slip only includes items that were checked out today

ISSUESLIP

— Used to print a full slip in circulation

— The slip or receipt will show items checked out today as well as items that are still checked
out

RESERVESLIP

- Used to print a holds slip

— The holds slip is generated when a hold is confirmed

TRANSFERSLIP

— Used to print a transfer slip

— The transfer slip is printed when you confirm a transfer from one branch to another in your
system

3.1.5 Overdue Notice/Status Triggers

* Get there: More > Tools > Patrons and Circulation > Overdue Notice/Status Triggers

In order to send the overdue notices that you defined using the Notices tool, you need to first set the
triggers to have these messages.

IMPORTANT

@ In order to have overdue notices sent to your patrons, you need to set that patron category
to require overdue notices.

The Overdue Notice/Status Triggers tool gives the librarian the power to send up to three notices to
each patron type notifying them of overdue items
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Select a library: | Default 59

Rules for overdue actions: default library

First Second  Third

Delay First Letter Restrict
Board 4 ' Overdue Notice W O
Home Bound | No notice | O
Inter-Library Loan . No notice B O
Juvenile 1 . Overdue Notice s
Kid i . Overdue Notice - H O
Library . No notice W O
Patron . No notice | O
School _No notice ==
Student ' No notice W O
Young Adult ' No notice Wd O

Save Changes

® Delay is the number of days after an issue is due before an action is triggered.

IMPORTANT

@ If you want Koha to trigger an action (send a letter or restrict member), a delay
value is required.

¢ To send additional notices, click on the tabs for ‘Second’ and "Third’ notice

¢ If you would like to prevent a patron from checking items out because of their overdue items,
check the "Restrict” box, this will put a notice on the patron’s record at checkout informing the
librarian that the patron cannot check out due to overdue items.

— If you choose to restrict a patron in this way you can also have Koha automatically remove
that restriction with the AutoRemoveOverduesRestrictions preference.

® See a Sample Overdue Notice

3.1.6 Patron Card Creator

o Get there: More > Tools > Patrons and Circulation > Patron Card Creator
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The Patron Card Creator allow you to use layouts and templates which you design to print a nearly
unlimited variety of patron cards including barcodes. Here are some of the features of the Patron Card
Creator module:

¢ Customize patron card layouts

* Design custom card templates for printed patron cards

¢ Build and manage batches of patron cards

* Export single or multiple batches

¢ Export single or multiple patron cards from within a batch

* Export card data as a PDF readable by any standard PDF reader, making patron cards printable
directly on a printer

At the top of each screen within the Patron Card Creator, you will see a toolbar allowing quick access
to relevant functions. The menu to the left of each screen also allows easy access to the different sections
of the Patron Card Creator. The bread crumb trail near the top of each screen will give specific indication
as to where you are within the Patron Card Creator module and allow quick navigation to previously
traversed sections. And finally, you can find more detailed information on each section of the Patron
Card Creator by clicking the online help link at the upper left-hand corner of every page.

3.1.6.1 Templates

* Get there: More > Tools > Patron Card Creator > Templates

A template is the label/card stock you are using. This might be Avery 5160 for address labels, Gay-
lord 47-284 for spine labels or Avery 28371 for your patron cards, just to give a couple of examples.
These labels will include all of the information you will need for setting up a Koha, this information
may be on the packaging, and if not it can usually be found on the vendor’s website.

3.1.6.1.1 Add a Template To add a new template, you want to click on the "Templates’ button at the
top of your page and choose "New Template’

Patron Card Creator Home | LE'&'GUTS - | Temp1ate5 - Profil

Manage Layouts Manage Templates

Manage Templates Welcome Mew Template

Using the form that appears you can define the template for your sheet of labels or cards.

Edit patron card template

Template ID: 23 Top page margin: |0 ga75 |in

Template code: | HB-PC0001 Left page margin: | g75

Template |Atemplate for home brewed patron

description: |card forms Mumber of columns: |2

Mumber of rows: |4

Units: | US Inches . Gap thween 04375 in
COolUmns:
Page height: | 44 in Gap between rows: |0 1875 |in

Page width: i
g 8.5 in Profile: | Test Printer 01/Test Bin

Card width: | 51875 |in

Card height: | 49375 |in

‘ Save H Cancel ‘
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¢ Template ID will be automatically generated after saving your template, this is simply a system
generated unique id

* Template Code should be something you can use to identify your template on a list of templates
® You can use the Template Description to add additional information about the template

® The Units pull down is used to define what measurement scale you're going to be using for the
template. This should probably match the unit of measurement used on the template description
provided by the product vendor.

Units: | US Inches 44

) PostScript Points
feight:  adobe Agates

Width: S| Millimeters
S| Centimeters

® The measurements can be found on the vendor product packaging or website.

* A profile is a set of "adjustments" applied to a given template just prior to printing which compen-
sates for anomalies unique and peculiar to a given printer (to which the profile is assigned).

- Before picking a profile try printing some sample cards so that you can easily define a profile
that is right for your printer/template combination.

— After finding any anomalies in the printed document, create a profile and assign it to the
template.

After saving, your templates will appear on the ‘"Manage Templates’ page.

Currently Available Templates

Template ID Template Name Description Select
23 HB-PCO001 A template for home brewed patron card forms . [

i

‘ = Edit H $2 Delete |

3.1.6.2 Profiles
o Get there: More > Tools > Patron Card Creator > Profiles

A profile is a set of "adjustments” applied to a given template just prior to printing which compen-
sates for anomalies unique and peculiar to a given printer (to which the profile is assigned). This means
if you set a template up and then print a sample set of data and find that the items are not all aligned
the same on each card, you need to set up a profile for each printer to make up for the differences in
printing styles, such as the shifting of text to the left, right, top or bottom.

If your cards are printing just the way you want, you will not need a profile.

3.1.6.21 Add a Profile To add a new profile, you want to click on the 'Profiles” button at the top of
your page and choose "New Profile’

Patron Card Creator Home ‘ Layouts ~ ‘ ‘ Templates - | Profiles - | | Batch
Manage Layouts Manage Profiles

Manage Templates Welcome to Koha's Pa  New Profile :
Manage Profiles The Patron Card Creator allow you to use layouts and t
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Using the form that appears you can create a profile to fix any problems with your template.

Edit printer profile
Profile settings
Printer name:
Paper bin:

Template name: Profile unassigned

Units: | PostScript Points  * |

Offset:
Horizontal: | pt
Vertical: | pt
Creep:
Horizontal: | pt
Vertical: | pt
| Save || Cancel |

* The Printer Name and Paper Bin do not have to match your printer exactly, they are for your
reference so you can remember what printer you have set the profile for. So if you want to use the
Printer model number in printer name or you can call it "the printer on my desk’

¢ Template will be filled in once you have chosen which template to apply the profile to on the
template edit form

* The Units pull down is used to define what measurement scale you're going to be using for your
profile.

Units: | US Inches B
) PostScript Points
deight: | a5obe Agates

Width:  5I Millimeters
Sl Centimeters
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¢ Offset describes what happens when the entire image is off center either vertically or horizontally
and creep describes a condition where the distance between the labels changes across the page or

up and down the page

— For these values, negative numbers move the error up and to the left and positive numbers
move the error down and to the right

- Example: the text is .25" from the left edge of the first label, .28" from the left edge of the
second label and .31" from the left edge of the third label. This means the horizontal creep
should be set to .03" to make up for this difference.

After saving, your profiles will appear on the ‘"Manage Profiles’ page.

Currently Available Profiles
Profile ID Printer Name Paper Bin Template Name Select

16 Test Printer 01 Test Bin HB-PCOQ001 =

| & Edit || 2 Delete |

Once you have saved your new profile, you can return to the list of templates and choose to edit the
template that this profile is for.

3.1.6.3 Layouts

® Get there: More > Tools > Patron Card Creator > Layouts

A layout defines the text and images that will be printed on to the card and where it will appear.

3.1.6.3.1 Add aLayout To add a new layout, you want to click on the ‘Layouts’ button at the top of
your page and choose 'New Layout’

Patron Card Creator Home Layouts = | Temg

Manage Layouts Manage Layouts
Manage Templates

Zz
2
by
-
=

Using the form that appears you can create a profile to fix any problems with your template.
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Edit Patron card text layout Edit Patron card graphic layout
General settings Barcode
Layout name | Test Layout Print card number (#
as barcode
Units: | PostScript Points 2 Lower laft X
Page side: G;Frﬂnt __Back SeonEn
. o @ Lower left ¥
Guide box: (_On (=)Off coordinate

Barcode type | Code 39

Text fields
Print card number @
™ Field 1 as te:.'t und:;
arcol
Text
<firstname> <surname=
Font | Times-Roman Images
Image 1

Font size |qg pt
Image source | Patron Image

Text alignment | Left
Display height |72 pt

Lower leftX 190 |pt

coordinate LowerleftX |45 |pt
coordinate
Lower IleﬂY 100 | pt
coordinate LowerleftY g3 |pt
coordinate
Field 2
Image 2
Image source | None
Field 3

¢ The name you assign to the layout is for your benefit, name it something that will be easy to
identify at a later date

* The Units pull down is used to define what measurement scale you're going to be using for your
layout.

Units: | US Inches B

) PostScript Points
deight: | a40be Agates
Width:  3I Milimeters

S| Centimeters

* Next note if this layout is for the front or the back of the patron card

- You will need a layout for both the front and back of your card if you have 2-sided library
cards

* You have the option of adding up to 3 lines of text to your card. Your text can be static text of your
choosing and/or fields from the patron record. If you want to print fields from the patron record
you want to put the field names in brackets like so - <firstname>

* For each line of text, you can choose your font, font size and the location of the text on the card
using the lower X and Y coordinates

¢ In order to show the barcode and the patron card number you will need to check the "Print Card
Number as Barcode” option. This will turn the patron card number into a barcode. If you want the
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number to print in human readable format you will need to check the ‘Print Card Number as Text
Under Barcode’ option.

¢ Finally you can choose up to two images to print on the card.

— One can be the patron image which you can resize to meet your needs.

— The other image can be something like a library logo or symbol that you uploaded using the
"Manage Images’ module of the Patron Card Creator Tool.

After saving, your layouts will appear on the "Manage Layouts’ page.

Currently Available Layouts

Layout ID Layout Select
20 Student Cards | [ |

| 5 Edit || $2 Delete |

3.1.6.4 Batches

e Get there: More > Tools > Patron Card Creator > Batches

A batch is a collection of patrons for whom you want to generate cards.

3.1.6.41 AddaBatch Toadd anew batch, youwant to click on the ‘Batches’ button at the top of your
page and choose 'New Batch’

Patron Card Creator Home | Layouts ¥ | | Templates ~ | | Profiles - | Batches ~

Manage Layouts Manage Baiches
Manage Templates Welcome to Koha's Patron Card "~ New Batch {
Manage Profiles The Patron Card Creator allow you to use layouts and templates which

print a nearly unlimited variety of patron cards including barcodes. Here a

Manage Batches
fanharne Af the Datean Maed Meanter reeacdolos

3.1.6.5 Manage Images

* Get there: More > Tools > Patron Card Creator > Manage Images

Images uploaded using this tool will appear on the menu when creating patron card layouts. You are
limited in how many images you can upload (not counting patron images) by the ImageLimit system
preference.

IMPORTANT
@ Images must be under 500k in size.
TIp

Pictures uploaded with this tool should be at least 300dpi which is the minimum quality for
a printable image.
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In the center of the screen is a simple upload form, simply browse for the file on your computer and
give it a name you'll recognize later.

Upload Images Delete Images

Select the file to upload:
Browse...

Image name:

Upload Cancel

Once the file is uploaded you will be presented with a confirmation message.

Image successfully uploaded.
File: logo.jpg
Image name: Koha Logo

And the image will be listed with all of your others on the right hand side of the page.

Delete Images

1D Name  Select
3 Kohalogo [

1 | nicole

&2 Delete || Cancel |

To delete one or multiple of these images, click the checkbox to the right of each image you want to
delete and click the "Delete’ button.

3.1.7 Patrons (anonymize, bulk-delete)

* Get there: More > Tools > Patrons and Circulation > Patrons (anonymize, bulk-delete)

This tool allows you to bulk anonymize circulation histories (this means that you keep records of
how many times items were checked out - but not the patrons who checked the items out) or bulk delete
patrons (remove them from the system completely).
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IMPORTANT

Patrons with outstanding fines or items checked out are not saved. They are not com-
pletely removed from the system (they are only moved to the delete_borrowers table), but
this tool does not provide as many checks as one may desire.

IMPORTANT

@ Before using this tool it is recommended that you backup your database. Changes made
here are permanent.

IMPORTANT

@ The anonymization will fail quietly if AnonymousPatron preference does not contain a valid
value.

Batch patron deletion/anonymization

This tool allows you to delete patrons and anonymize checkout history. For deleting patrons, any
combination of limits can be used.

Delete patrons
Verify you want to delete patrons

Delete patrons who meet the following criteria:

» who have not borrowed since: =
« whose expiration date is before: =
» whose patron category is: | Any :

Anonymize checkout history

Verify you want to anonymize patron checkout history

s Permanently delete checkout history older than =

MNext »> |

To either delete or anonymize patrons

* Check the "Verify’ box on the task you would like to complete (Delete or Anonymize)
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Enter a date before which you want to alter the data

If deleting patrons you can also choose to find patrons with a specific expiration date or category

Click "Next’

A confirmation will appear asking if you're sure this is what you want to happen

Warnings

« 0 patrons will be deleted
+ 5 checkout history will be anonymized

Checkout history for 5 patrons will be anonymized

Finish Cancel

¢ Clicking 'Finish’ will delete or anonymize your data

No patron records have been removed
All patrons with checkouts older than 2012-01-01 have been anonymized

3.1.8 Batch patron modification

¢ Get there: More > Tools > Patrons and Circulation > Batch patron modification

With this tool you can make edits to a batch of patron records. Simply load in a file of cardnumbers
(one per line), choose from a list of patrons or scan patron card numbers in to the box provided.
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Batch patron modification

Use a file

File: Browse... Mo file selected.

Or use a patron list

Patron list: “

Or list cardnumbers one by one

Card number list |S876543456
(one cardnumber |3876543457
per line):

Continue | Cancel

Once you have the file loaded or the barcodes scanned click ‘Continue.” You will be presented with
a list of the patrons and the changes you can make.
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Batch patrons modification
Select All | Clear All

4 Surname + First + Branch + Categorycode + Cardnumber + dateenrolled + dateexpiry + debarred +
“ Acosta Edna Midway PT 23529001000463 | 11/23/1990 12/31/2020
“ Acevedo Henry Midway S 23529000035676 | 09/23/1990 12/31/2020

Edit Patrons

Surname
Firstname

Branchname

Category

Sort1

Sort 2
Date enrolled ERS
Date expiry B x
Debarred ERS

Debarred comment
Borrower Notes

Attribute | Student ID 3 +

Save Cancel

To the left of each text box there is a checkbox. Clicking that checkbox will clear our the field values.

IMPORTANT

@ If the field is mandatory you will not be able to clear the value in it.

If you have multiple patron attributes you can change them all by using the plus (+) sign to the right
of the text box. This will allow you to add another attribute value.

Attribute | Student ID

4k
-

Attribute = Student ID

+ [X]

 Student |D

Home Branch

Once you have made the changes you want, you can click ‘Save” and Koha will present you with the
changed patron records.

3.1.9 Tag Moderation

* Get there: More > Tools > Patrons and Circulation > Tags

Depending on your tagging system preferences, librarians may need to approve tags before they are
published on the OPAC. This is done via the Tag Moderation Tool. If there are tags awaiting moderation
they will be listed on the main staff dashboard under the module labels:
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@ Authorities 0 About Koha

Suggestions pending approval: 1
Comments pending approval: 1
Tags pending approval: 3

To moderate the tags visit the Tags tool. When first visiting the tool, you will be presented with a list
of tags that are pending approval or rejection by a librarian
Tags
Displaying Pending Terms
Select: All Pending Mone

Showing 1to 1of 1 | Show| 20 % |entries | 44 First 44 Previous Next ) Last Search:| [£]

Status Term % Weight Actions Date =
1 "open source" | 2 Approve | Reject || 12/23/2011

Showing 1to 1of 1 44) First 44) Previous Next ) Last

Approve | Reject |

Home » Tools » Tags » Results for tag wizards

= Approved tags
» Rejected tags
+ Pending tags
-

All tags Showing 1to 11 of 11 | Show | 20

Search:

¢ To see all of the titles this tag was added to simply click on the term

Titles tagged with the term w,

+ | entri

Title
Harry Potter and the Chamber of Se
- Arthur A. Levine Books, New York : - v

“Year 2"--Spina. | Sequel to: Harry Potte
Sequel: Harry Potter and the prisoner of

Tagged with: wizards (11)

Harry Potter and the deathly hallow
- Arthur A. Levine Books, New York, NY
Sequel to: Harry Potter and the Half-Blo
Tagged with: magic (10}, wizards (11)

— From this list of titles you can remove a tag without outright rejecting it from being used in
the future by clicking the 'Remove tag’ button to the right of the title.

¢ To approve a tag, you can either click the "Approve’ button in line with the term, or check all terms
you want to approve and click "Approve’ below the table.

¢ To reject a tag, you can either click the 'Reject’ button in line with the term, or check all terms you
want to approve and click 'Reject’ below the table.

Once a tag has been approved or rejected it will be moved to the appropriate list of tags. A summary
of all tags will appear on the right of the screen.
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Terms summary

Approved: 26
Rejected: 1
Pending: 1
Total: 28

Even though a tag is approved or rejected, it can still be moved to another list. When viewing
approved tags each tag has the option to reject:

Tags
Displaying Approved Terms
Select: All Pending MNone

Showing 11020 of 26 | Show| 20  |entries | « First «) Previous Next ») Last ») | Search:| B]
Status ¢ Term % Weight ~ Actions Reviewer ¢ Date =
1 (O v wizards 11 Engard, 02/26/2011
M Nicole
2 v magic 10 Engard, 02/26/2011
M Micole
3|0 W open 7 Engard, 12/05/2011
M Nicole
4 v web development | ¥ Engard, 02192011
M Micole
5 |0 W wizard 6 Engard, 09/06/2011
M Nicole
6 v dictionary 5 Engard, 0220/2011
M Nicole

To check terms against the approved and rejected lists (and possibly against the dictionary you have
assigned for tag moderation) simply enter the term into the search box on the bottom right of the screen
to see the status of the term

Check lists

Enter a word or phrase to check against
approvedirejected lists:

crap B

test |

crap is neither permitted nor prohibited!

Finally you can find tags by using the filters on the left.
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Filters

Term

Status
approved

Reviewer

Date: from

wto
i

Apply filter(s)

3.1.10 Upload Patron Images

¢ Get there: More > Tools > Patrons and Circulation > Upload Patron Images

Patron images can be uploaded in bulk if you are allowing patron images to be attached to patron
records. These images can also be used when creating patron cards.

e Create a txt file and title it "DATALINK.TXT" or "IDLINK.TXT"

¢ On each line in the text file enter the patron’s card number followed by comma (or tab) and then
the image file name
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| |
|| l_
® 00 | IDLINK.TXT

23529001223637, nic_bgwhite.jpg

:r_,.-'
A
-
TXT L asdh
(DU ALY (e Ly ois)

— Make sure that your TXT file is a plain text document, not RTE.

* Zip up the text file and the image files

* Go to the Upload Patron Images Tool

Upload Patron Images

NOTE: Only PNG, GIF, JPEG, XPM formats are supported.
Clzip file

E image file
Select the file to upload:

JUszers/nengardDesktop/n m

Enter patron cardnumber:
235200 223637

Upload | Cancel

* For a single image, simply point to the image file and enter the patron card number

¢ For multiple images, choose to upload a zip file

* After uploading you will be presented with a confirmation
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Patron Image(s) Successfully Uploaded
» Unpacking completed

1 directorie(s) scanned.

1 directorie(s) processed.

1 image(s) moved into the database:

nic_bgwhite.jog - Cardnumber:

23528001223637 imported successfully.

IMPORTANT

@ There is a limit of 100K on the size of the picture uploaded and it is recommended that
the image be 200x300 pixels, but smaller images will work as well.

3.2 Catalog

3.2.1 Batch item modification

* Get there: More > Tools > Catalog > Batch item modification

This tool will allow you to modify a batch of item records in Koha.
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Batch item modification

Use a file

Barcode file: '-E}
lterm number file:

File: Browse... | Mo file selected.

Or scan items one by one

Barcode list (one 100001
barcode per line): |100004
100005

Use default values

Populate fields with default values from default framework

Continue | Cancel

From the tool you can choose to upload a file of barcodes or item ids, or you can scan items one by
one into the box below the upload tool. You can also decide the items edited should be populated with
the default values you have defined in your default framework.

Once you have your file uploaded or the barcodes listed you can click ‘Continue.’

Batch item modification

Select all | Clear all | Clear on loan

Showlhide columns:  @fstew al coumrs () Hido al corrs @ i) (& @ Notforiosn | Collston code (3] Permanert osaton ] Gurentocaten (5] Shehingceton (] Daleacmuod (7] Toe Greckouls | ] Tt Rnewaie
@ Fulcalrurber @ Barods (3] Datelastseen [ oo st chocked oul (7 Cost, ropacomentprce ] Pricoafciv fom (9 Kb e ype
Source of Date )
Title » Withdrawn _ classification _ Damaged | 'y | Collection , Permanent, Current . Shelving . Date _ Total | Total _ Fullcall | P =R e = . CosE R (g Erica g icoha i
itle + : Temg s for » . ey ntloy [ehe u Py D=t NS : ; : Barcodes last + : replacement =  effective + | item
status or shelving status I code location location location acquired Checkouts Renewals number checked " f @
oan seen price rom | type
scheme out
@ |The Ico Fiction Nicole's Nicole's  Liing  2011-02-18 & 7 PS35661372 100001  2013-07-22 2012-06-19 1500 2011-02-18 | Books
tonth Library Lbrary  Room T46 20080
circle /,
by
Picoul,
Jodi,
@ Handle lec Nicole's Nicole's 2011-02-18 4 3 PS3566.1372 100004 2013-11-14 2013-11-14 27.95 2011-02-18 | Books
with Library Uibrary H36 2009
care
by
Picoutt,
Jodi,
@ | House lec Nicole's Nicole's 2011-02-18 2 PS3566.1372 100005 0000-00-00 2013-08-13 28.00 2011-02-18 | Books
rules -, Library Library H68 2010
by
Picout,

Jodi,

You will be presented with a summary of the items you want to modify. From here you can uncheck
the items you don’t want to modify before making changes in the form below. You can also hide columns
you don’t need to see to prevent having to scroll from left to right to see the entire item form.

Tip

To uncheck all items thar are currently checked out you can click the 'Clear on loan’ link
at the top of the form.
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Using the edit form you can choose which fields to make edits to. By checking the checkbox to the
right of each field you can clear the values in that field for the records you are modifying.

Edit ltems

0 - Withdrawn status u
2 - Source of classification or
shelving scheme

3 - Materials specified (bound
volume or other part)

4 - Damaged status

5 - Use restrictions .
T - Not for loan &
8 - Collection code .

a - Permanent location

b - Current location

¢ - Shelving location .
d - Date acquired

e - Source of acquisition

f - Coded location qualifier

g - Cost, normal purchase price

h - Serial Enumeration /
chronology

j = Shelving control number
o - Full call number

t - Copy number

u - Uniform Resource Identifier

v - Cost, replacement price

w - Price effective from

% - Non-public note

y - Koha item type + | Required

z - Public note

Once you have made you changes you will be presented with the resulting items.

Batch item modification results
2 item(s) modified (with 2 fields modified)

Showlhide columns: ([ Showal courns (] Hide sl courns (9] Wihdrawn satus (] Source o classficalin o shebving scheme (] Damaged sisis (¥ Nolforloan (7] Collectioncode (] Parmanentocaton (] Curentlocation (] Sheiing bocation (] Dl acquied (7] Total Checkous (9] Ttal Renavls
@ Fullcslnumber [ Barcode (7 Datelastsean (] Dato st checked oul (¥ Cost rplacementprice (7] Prics flcive from (9] Kob e ypa

Source of .

e + Withdrawn _ classificationor | Damaged . 'yor _ Collection _ Permanent _ Current _ Shelving _ Date _ Total _ Total _ Fulcall _ , |Datolagt  [Datelast | Cost, | Price | Koha o

e+ s ! s s for ¢ s nent ent . ing te o . . > Barcode < : checked ¢ replacement < effective ¢  item *

status shelving staus | code location © location * | location © acquired ~ Checkouts ° Renewals ©  number seen >
oan out price from type
scheme
The tenth lec Fiction Nicole's Nicole's | Living Room | 2011-02-18 |5 7 PS3566.372 100001 2013-07-22 2012:06-19 | 15.00 20110218 Books
circle /, by Library Library T46.2006D
Picoul,
Jodi,
Handle ec Fiction Nicole's Nicole's 20110218 4 3 PS3566.1372 100004  2013-11-14 2013-11-14  27.95 20110218 Books
with care Library Library H36 2009
by
Picoult,
Jodi,
House lcc Fiction Nicole's Nicole's 20110218 2 PS35661372 100005 | 0000-00-00 2013-08-13 | 28.00 2011-0218  Books
rules ;, by Library Library HE8 2010
Picoul,
Jodi,
Done
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Tip

You can also edit items on one bib record in a batch by going to the bib record and clicking
Edit > Edit items in batch

| 4b New v || B Edit v || [J Save » || Ac

Edit record
LI hr\ary " Edit items ~
_ Edit items in batch
Type: Book Attach itermn

Publisher: Medford  Link to host item
Description: xvii, 3 Edit as new (duplicate)
ISBN: 978157387] Replace record via Z39.50
Subject(s); Web sil Delete record

Contents:What is {  Delete all iterns 1
up with librarian knowiedge I Thomas Brevik, - [onatio

3.2.2 Batch item deletion

* Get there: More > Tools > Catalog > Batch item deletion

This tool will allow you to delete a batch of item records from Koha.

From the tool you can choose to upload a file of barcodes or item ids, or you can scan items one by
one into the box below the upload tool.
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Batch item deletion

Use a file

Barcode file: E}
ltern number file: |

File: Browse... | Mo file selected.

Or scan items one by one

Barcode list (one |2345043243
barcode per line): 47627257

Use default values

Populate fields with default values from default framework

Continue | Cancel

Once you have your file uploaded or the barcodes scanned you can click "Continue.’

You will be presented with a confirmation screen. From here you can uncheck the items you don’t
want to delete and decide if Koha should delete the bib record if the last item is being deleted before
clicking "Delete selected items.” If you’d like you can delete the bibliogrphic record if you're deleting the
last item by clicking the checkbox next to "Delete records if no items remain’.

Batch item deletion
Select All | Clear All

Showhide columns: [#|Showallcolumns [~ Hide all coumns ] Withcrawn status (¥ Seurce of ciassiication or shewving scheme (] Darmaged status (¥ Not for an (] Collection code (] Permanent focation ] Curent locaton ) Sheting location [ Date scquired (7] Total Chackouts (7] Ful call number
 Barote (¥ Date st seen (7] Date st checked out (7] Cost, roplacament price (@ Price efective from (¥ Koha tem type

Date last Cost, Price Keoha

Source of Not
for +

. Withdrawn _ uree . Damaged _ Collection _ Permanent _  Current _ Shelving _ Date .  Total _ | Fullcall _ _ Datelast _ R N N il
Title + : classification or + 5 5 5 TG = 10 B s 5 : | Barcode + s checked + replacement ¢ | effective  item <
status § status cod location location *  location ©  acquired ° Checkouts ~ | number seen 3
shelving scheme loan out price from type
@  Library Iec Library & Nicole's Library | Nicole's 2011-09-27 2674.75.W67 | 2345043243 2011-00-27 20110827 Books
mashups : Information Library L52 2009
Science
@ Lbrary  Withdrawn  lec Library & Nicole's Library | Nicole's  Office 20110430 1 2674.75.W67 47627257 | 2012.0505 2012-0505  39.95 20110430 Books
mashups : Information Library L52 2008
Science

This will delete the selected items,

Delete records if no items remain,

Delete selected items |  Cancel

If your file (or list of scanned barcodes) has more than 1000 barcodes, Koha will be unable to present
you with a list of the items. You will still be able to delete them, but not able to choose which items
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specifically to delete or delete the biblio records.

Batch item deletion
Too many items (1500) to display individually.

This will delete all the items.

Delete ALL submitted items | Cancel

If the items are checked out you will be presented with an error after clicking 'Delete selected items’
and the items will not be deleted.

Batch item deletion results

0 item(s) deleted.

1 item(s) could not be deleted:

Itemnumber Barcode = Reason &
5502 323122 Item is checkead out

Return to batch item deletion

If the items can be deleted they will be and you will be presented with a confirmation of your dele-
tion.

Batch item deletion results

2 item(s) deleted.

Return to batch item deletion

3.2.3 Export Data (MARC & Authorities)

* Get there: More > Tools > Catalog > Export Data

Koha comes with a tool that will allow you to export your bibliographic, holdings and/or authority
data in bulk. This can be used to send your records to fellow libraries, organizations or services; or
simply for backup purposes.

3.2.3.1 Export Bibliographic Records
At the top of the screen you need to pick what data you're exporting. If you're exporting bibliographic

records with or without the holdings information you want to click the "Export bibliographic records’
tab.

* Fill in the form in order to limit your export to a specific range (all fields are optional)
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Export bibliographic records Export authority records

Note : The items are exported by this tool unless specified.

Select records to export

From biblio
number:

To biblio number:

Item type: | -- Al --

Library: | -- All -

From item call
number:

To item call
number:

Accession date (inclusive):
Start date: =

End date: ol

— Choose to limit your export by any one or more of the following options
* Limit to a bib number range
* Limit to a specific item type

IMPORTANT

This limit will use the type you have defined in the item-level_itypes
preference. If you have the item-level_itypes preference set to 'spe-
cific item’ and you have no items attached to a bib record it will not
be exported. To get all bib records of a specific type you will need
your item-level_itypes preference set to 'biblio record’.

+ Limit to a specific library
+ Limit to a call number range
+ Limit to an acquisition date range
— Next choose what to skip when exporting

Qptions

Don't export items

Remove non-local
items

Don't export fields separate by a blank. (2.g., 100a 200 606)

+ By default items will be exported, if you would like to only export bibliographic data,
check the "Don’t export items’ box
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+ To limit your export only to items from the library you're logged in as (if you leave the
"Library’ field set to "All’) or to the library you selected above check the 'Remove non-
local items’” box

+ You can also choose what fields you don’t want to export. This can be handy if you're
sharing your data, you can remove all local fields before sending your data to another
library

— Finally choose the file type and file name
QOutput format
File format: | marc ¢ |

File name: | xm

Export bibliographic records |

+ Choose to export your data in marc or marcxml format
+ Choose the name you want your file to save as

— Click "Export bibliographic records’

3.2.3.2 Export Authority Records

At the top of the screen you need to pick what data you're exporting. If you're exporting authority
records you want to click the "Export authority records’ tab.

¢ Fill in the form in order to limit your export to a specific range or type of authority record (all fields
are optional)

Export bibliographic records Export authority records

Select records to export
From authid:
To authid:

Authority type: | -- All -

* Next choose fields that you would like to exclude from the export separated by a space (no com-
mas)

Options

Don't export fields separate by a blank. (e.g., 100a 200 606)

— If you'd like to exclude all subfields of the 200 for example just enter 200

- If you'd like to exclude a specific subfield enter it beside the field value 100a will exclude just
the subfield “a’ of the 100

* Finally choose the file type and file name
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Qutput format
File format: | marc 4 |

File name: |,

Export authority records |

— Choose to export your data in marc or marcxml format

— Choose the name you want your file to save as

¢ Click "Export authority records’

3.2.4 Inventory/Stocktaking
* Get there: More > Tools > Catalog > Inventory /Stocktaking
Koha'’s Inventory Tool can be used in one of two ways, the first is by printing out a shelf list that you

can then mark items off on, or by uploading a text files of barcodes gathered by a portable scanner.
If you do not have the ability to use your barcode scanner on the floor of the library, the first option

available to you is to generate a shelf list based on criteria you enter.
Select items you want to check
Library: | 'Home library | Current library
Library: | Alllibraries -

Shelving location | Filter location 2
(items.location) is:

[tem callnumber [£] (items.itemcallnumber)

between:

..and:

Item statuses

items._notforloan items.itemlost items.withdrawn items.damaged
Not For Loan Claims Returned Weeding Damaged
Ordered Long Overdue Withdrawn
(Lost)

Staff Collection
Lost

Lost and Paid For

Missing

Inventory date: =

Skip copies on
loan:

Export to CSV file:

Compare
barcodes list to

results:
Submit
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Choose which library, shelving location, call number range, item status and when the item was last
seen to generate a shelf list that you can then print to use while walking around the library checking
your collection

Inventory/Stocktaking
[Select all] [Clear all]
Showing 1to 10 0f 10,851 | Show | 10 4 |entries | M) First | 44 Previous | 1 | 2 | 3 | 4 | 5 | Next »/| Last M/ Search:
Seen Barcode =+ Library Title %+ Status ¢ Lost ¢+ Damaged % U!:::e;n %+ Problems %
NICAG] A Budget of Paradoxes, Volume | DRA2/2012
De Morgan, Augustus, 1806-1871
NIC [AC] A Budget of Paradoxes, Volume Il 08/02/2012
De Morgan, Augustus, 1806-1871
NIC [AC] An Account of Egypt 08/02/2012
Herodotus, 4807 BC-4207 BC
NIC [AC] Atlantic Classics 08/02/2012
[AC] Complete Project Gutenberg John 08/02/2012
Galsworthy Works
Galsworthy, John, 1867-1933
[AC] Complete Project Gutenberg Oliver 0RM2/2012
Wendell Holmes, Sr. Works
Holmes, Oliver Wendell, 1809-1894
RICAG] Critical Miscellanies (Vol. 3 of 3) Essay DR2/2012
1: On Popular Culture
Marley, John, 1838-1923
NIC [AC] Essays on Education and Kindred 08/02/2012
Subjects Everyman’s Library
Spencer, Herbert, 1820-1903
NIC [AC] 08/02/2012

Health and Education
Kingsley, Charles, 1819-1875

Alternatively you can export the list to a CSV file for altering in an application on your desktop.
Simply check the box next to "Export to csv file’ to generate this file.

Once you have found the items on your shelves you can return to this list and check off the items
you found to have the system update the last seen date to today.

If you have a portable scanner (or a laptop and USB scanner) you can walk through the library with
the scanner in hand and scan barcodes as you come across them. Once finished you can then upload the
text file generated by the scanner to Koha

Use a barcode file

Barcode file: Browse. ..

Set inventory date | 7/15/2012 =
to:

Choose the text file and the date you want to mark all items as seen and then scroll to the very bottom
and click ‘Submit.’

3.2.5 Label Creator
¢ Get there: More > Tools > Catalog > Label Creator

The Label Creator allow you to use layouts and templates which you design to print a nearly unlim-
ited variety of labels including barcodes. Here are some of the features of the Label Creator module:

¢ Customize label layouts
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* Design custom label templates for printed labels

¢ Build and manage batches of labels

¢ Export single or multiple batches

¢ Export single or multiple labels from within a batch
e Export label data in one of three formats:

— PDF - Readable by any standard PDF reader, making labels printable directly on a printer

— CSV - Export label data after your chosen layout is applied allowing labels to be imported in
to a variety of applications

— XML - Included as an alternate export format

At the top of each screen within the Label Creator, you will see a toolbar allowing quick access to
relevant functions. The menu to the left of each screen also allows easy access to the different sections
of the Label Creator. The bread crumb trail near the top of each screen will give specific indication as
to where you are within the Label Creator module and allow quick navigation to previously traversed
sections. And finally, you can find more detailed information on each section of the Label Creator by
clicking the online help link at the upper left-hand corner of every page.

3.2.51 Templates

e Get there: More > Tools > Label Creator > Templates

A template is based on the label/card stock you are using. This might be Avery 5160 for address
labels, Gaylord 47-284 for spine labels or Avery 28371 for your patron cards, just to give a couple of
examples. These labels will include all of the information you will need for setting up a Koha, this
information may be on the packaging, and if not it can usually be found on the vendor’s website.

3.25.1.1 Add a Template To add a new template, you want to click on the 'New template’ button at
the top of the Label Creator.

Labels home
Manage layouts New layout New template

Manage templates

Welcome to Koha's lak

The Label Creator allow you to us
nearly unlimited variety of labels ir
the Label Creator module:

Using the form that appears you can define the template for your sheet of labels or cards.

Manage profiles

Manage batches
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Edit label template

Template ID: 7 Top page margin: | p 5 in

Template code: | Demco WS14942260 Left page margin: [ 25

Template |1" X 1.5" Spine Label | Setup for up

- Top text margin: i
description: |to four lines of text P g 0.236 |in

Left text margin: | in
s
Units: | US Inches . Mumber of columns: |5
Page height: | 44 in Number of rows: | q1p
Page width: [g5 in Gap between |g ng25 | in
columns:
Label width: 115 b Gap between rows: |p in

Label height: | 4 in Profile: Mo Profile/M/A

Save | Cancel

¢ Template ID will be automatically generated after saving your template, this is simply a system
generated unique id

¢ Template Code should be something you can use to identify your template on a list of templates
* You can use the Template Description to add additional information about the template

¢ The Units pull down is used to define what measurement scale you're going to be using for the
template. This should probably match the unit of measurement used on the template description
provided by the product vendor.

Units: | US Inches +H

) PostScript Points
deight:  agobe Agates
Width: | SI Milimeters

Sl Centimeters

¢ The measurements, number of columns and number of rows can be found on the vendor product
packaging or website.

IMPORTANT

@ If you do not supply a left text margin in the template, a 3/16" (13.5 point) left
text margin will apply by default.

* A profile is a set of "adjustments" applied to a given template just prior to printing which compen-
sates for anomalies unique and peculiar to a given printer (to which the profile is assigned).

- Before picking a profile try printing some sample labels so that you can easily define a profile
that is right for your printer/template combination.

— After finding any anomalies in the printed document, create a profile and assign it to the
template.
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After saving, your templates will appear on the ‘"Manage Templates’ page.

Currently Available Templates

Ten‘:glate Template Name Description Select
Avery 5160 | 1 x —

1 5.5/8 3 columns, 10 rows of labels O

7 Demco 1" X 1.5" Spine Label | Setup for up to —
WS14942260 four lines of text =

12 Demco 1" X 1.5" Spine Label | Setup for five —
WS514942260 lines of text =
DEFAULT - —

22 TEMPLATE 01 Default description O

Edit | Delete |

3.2.5.2 Profiles

o Get there: More > Tools > Label Creator > Profiles

A profile is a set of "adjustments” applied to a given template just prior to printing which compen-
sates for anomalies unique and peculiar to a given printer (to which the profile is assigned). This means
if you set a template up and then print a sample set of data and find that the items are not all aligned
the same on each label, you need to set up a profile for each printer to make up for the differences in
printing styles, such as the shifting of text to the left, right, top or bottom.

If your labels are printing just the way you want, you will not need a profile.

3.2.5.2.1 Add aProfile To add a new profile, you want to click on the "New profile’ button at the top
of the Label Creator tool.

Labels home
Manage layouts MNew layout | New template New profile

Manage templates

Welcome to Koha's label creator

The Label Creator allow you to use layouts and t
nearly unlimited wvariety of laheals includino barcnd:

Manage profiles

Manage batches

Using the form that appears you can create a profile to fix any problems with your template.
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Edit printer profile
Profile settings
Printer name:
Paper bin:

Template name: Profile unassigned

Units: | PostScript Points 3

Offset:
Horizontal: pt
Vertical: | pt

Creep:
Horizontal: pt
Vertical: | pt

Save Cancel

* The Printer Name and Paper Bin do not have to match your printer exactly, they are for your
reference so you can remember what printer you have set the profile for. So if you want to use the
Printer model number in printer name or you can call it "the printer on my desk’

* Template will be filled in once you have chosen which template to apply the profile to on the
template edit form

* The Units pull down is used to define what measurement scale you're going to be using for your
profile.

Units: | US Inches B

) PostScript Points
feight:  agobe Agates
Width: | 51 Millimeters

_Si Centimeters

* Offset describes what happens when the entire image is off center either vertically or horizontally
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and creep describes a condition where the distance between the labels changes across the page or
up and down the page

— For these values, negative numbers move the error up and to the left and positive numbers
move the error down and to the right

— Example: the text is .25" from the left edge of the first label, .28" from the left edge of the
second label and .31" from the left edge of the third label. This means the horizontal creep
should be set to .03" to make up for this difference.

After saving, your profiles will appear on the ‘"Manage Profiles’ page.

Currently Available Profiles

Profile ID Printer Name Paper Bin  Template Name  Select

1 Library Laser Bypass Avery 5160 | 1 x 2-5/8 [
11 Library Laser Tray 1 Avery 5160 |1 x 2-5/8| [
17 HP 450 1 =]
Edit | Delete |

Once you have saved your new profile, you can return to the list of templates and choose to edit the
template that this profile is for.

3.2.5.3 Layouts

® Get there: More > Tools > Label Creator > Layouts

A layout is used to define the fields you want to appear on your labels.

3.2.5.3.1 Add aLayout Toadd anew layout, you want to click on the "New layout” button at the top
of the Label Creator tool.

Labels home
Manage layouts New layout

Manage templates

Welcome t

The Label Creat
nearly unlimited
Using the form that appears you can create a profile to fix any problems with your template.

Manage profiles

Manage batches
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Create Label layout

Layout name |pEFAULT

Choose barcode | Code 39
type (encoding)

Choose layout | Barcode
type

Bibliographic data to print

':E} Choose order of text fields to print
i = title 2 = author 3 =+ isbn 4 = issn 5 =+ itemtype ]

barcode T = itemcallnumber

List Fields

Draw guide boxes
Split call numbers
Text justification | |eft
Font | Times-Roman

Fontsize 3

Save Cancel

* The name of your layout can be anything you’d like to help you identify it later.
e If this is a barcode label you'll want to choose the encoding (Code 39 is the most common)

¢ The layout type can be any combination of bibliographic information and/or barcode. For exam-
ple a spine label would just be Biblio whereas a label for your circulation staff to use to checkout
the book would probably be Biblio/Barcode.

* The Bibliographic Data to Print includes any of the data fields that may be mapped to your MARC
frameworks. You can choose from the preset list of fields or you can click on "List Fields” and
enter your own data. In "List Fields’, you can specify MARC subfields as a 4-character tag-subfield
string: (ie. 254a for the title field), You can also enclose a whitespace-separated list of fields to
concatenate on one line in double quotes. (ie. "099a 099b" or "itemcallnumber barcode"). The
fields available are from the database tables list below. Finally you could add in static text strings
in single-quote (ie. ‘Some static text here.”)

- You can use the schema viewer (http://schema.koha-community.org) with the following ta-
bles to find field names to use:

+ Currently all fields in the following tables are used: items, biblioitems, biblio, branches
Bibliographic data to print

Choose order of text fields to print

(=) List Fields

Data fields | title, author, isbn, issn, itemtype, barcode, itemcallnumber

* Choose if the label maker should print out the guidelines around each label
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® Choose if you'd like Koha to try to split your call numbers (usually used on Spine Labels)

¢ Finally choose your text settings such as alignment, font type and size.

After saving, your layouts will appear on the "Manage Layouts’ page.

3.2.5.4 Batches

e Get there: More > Tools > Label Creator > Batches

Batches are made up of the barcodes you would like to print. Once in this tool you can search for the
item records you would like to print out labels for.

3.2.5.4.1 AddaBatch Batches can be created in one of two ways. The first is to click the ‘Create Label
Batch’ link on the "Staged MARC Management’ page:

Manage Staged MARC Records

# File name Comments

16 | bib-1181.utf8

15 | bib-1181.utf8

14
13

bib-16001.utf8
koha.mrc

12 | bib-1.mrc

11 | bib-1.mrc

Status Staged # Bibs

staged | 2010-02-24 07:33:34 1

imported | 2010-02-24 06:38:05 1

2010-02-11 23:26:51 1

2010-02-05 03:55:12 | 198
2009-12-15 14:30:52 1

imported
cleaned

imported

imported | 2009-12-15 01:11:20 1

Action

1 [Create Label Batch) Clean
0 Clean
1 (Create Label Batch) Clean

394 (Create Label Batch)
8 (Create Label Batch) Clean
Clean

# ltems

8 (Create Label Batch)

The other is to choose to create a new batch from the label creator tool

Labels home
Manage layouts
Manage templates
Manage profiles

Manage batches

New layout MNew template

New profile New batch

Welcome to Koha's label creator module

The Label Creator allow you to use layouts and templates which
nearly unlimited variety of labels including barcodes. Here are sol

the Label Creator module:

You will be brought to an empty batch with an “Add item(s)’ button at the top of the page and a box

to scan barcodes in to.
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Add item(s)

Add by barcode(s):

There are no items in
Batch 11 yet

Add items by barcode using the
text area above or leave empty to
add via tem search.

You can either scan barcodes in to the box provided and click the "Add item(s)” button or you can
click the “Add item(s)” button with the barcodes box empty. Clicking "Add item(s)” with nothing in the
barcodes box will open a search window for you to find the items you want to add to the batch.

Search for items to add to Batch 11

Title . [| ]
Added on or To
after date J
Added on or To
before date J

Search Cancel

From the search results, click the check box next to the items you want to add to the batch and click
the “Add checked’ button. You can also add items one by one by clicking the "Add’ link to the left of
each item.
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Search results

Results through of 16

Select All Clear All | Add checked‘ D-::ne|

The ancient library of Qumr*an and modern Biblical studies /
by Cross, Frank Moore. [], G. Duckworth, London : 1958, 196 p. -

Add Item Call Number Accession Date

Add | BM175.Q6 C7 1958 2010-02-12

The slow learner.

Barcode Select

CPL10022223 )

by Abraham, Willard. [], Center for Applied Research in Education, New York : 1964, x, 113 p.

The Grolier library of women's biographies.
[, Grolier Educational, Danbury, Conn. : 1998, 10 v. ;, ISBN: 0717281243,

Includes index.
Add Item Call Number  Accession Date

Add NA 2009-12-27
Add NA 2008-12-27
d NA 2009-12-27

Barcode

2566543245678
2566543245679
2566543245680

Select

—

1
1

Once you have added all of the items click the "Done’ button. The resulting page will list the items

you have selected.

‘ Add Itern(s) | | Remove Item(s) | | Delete Batch | | Remove Duplicates | ‘ Export Item(s) | | Export Batch

Items in batch number 2

—— Summa
NMumber ry

Cotton Mather | Wendell, Barrett
2 The years | Woolf, Virginia
3 The years | Woolf, Virginia

4 The Grolier library of women's biographies |

N/A

The Grolier library of women's biographies |

N/A

Item
Type

Barcode

33203000669201

2566543245678

2566543245679

Select

0o

O

O

To print your labels, click the "Export Batch” button. To print only some of the labels, click the "Export
Item(s)’ button. Either way you will be presented with a confirmation screen where you can choose your

template and layout.
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1 batch(es) to export.

Select a template to be applied: | Avery 51601 x2-5/8 &

Select a layout to be applied: | Label Test T1

Enter starting label number: 1

| Export | Cancel

You will then be presented with three download options: PDF, Excel, and CSV.

FDF

Label Batch Number 2 i R il

After saving your file, simply print to the blank labels you have in your library.

3.2.6 Quick Spine Label Creator
* Get there: More > Tools > Catalog > Quick Spine Label Creator

TP

This tool does not use the label layouts or templates, it simply prints a spine label in the
first spot on the label sheet.

« Define the fields you want to print on the spine label in the SpineLabelFormat sys-
tem preference

« Format your label printing by editing spinelabel.css found in koha-tmpl/intranet-
tmpl/prog/en/css/

To use this tool you simply need the barcode for the book you’d like to print the spine label for.

Quick spine label creator

Barcode:
( J

View spine label |

3.2.7 MARC modification templates

The MARC Modification Templates system gives Koha users the power to make alterations to MARC
records automatically while staging MARC records for import.

This tool is useful for altering MARC records from various venders/sources work with your MARC
framework. The system essentially allows one to create a basic script using actions to Copy, Move, Add,
Update and Delete fields.

263



CHAPTER 3. TOOLS 3.2. CATALOG

Start by adding a new template (a template can be made up of one or more actions) by entering a
name and clicking ‘Create template’.

Create a new template

Name: | [£] Create template

Next you can add actions to the template by filling in the Action box. For example if you're loading
in a batch of files from your EBook vendor you might want to add the biblio item type of EBOOK to the

MARC modification templates

Template: | My Ebooks + | Delete template

There are no defined actions for this template.

Add a new action
942%c.

Add/Update + ﬁeld(s}lQ42 El ¢ with value EBOOK

Description: Add the biblio item type

Add action

Choose "Add/Update’

¢ Enter the field 942 and subfield c

Enter the value of "EBOOK’ (or whatever your ebook item type code is)

Provide a description so you can identify this action later

Click "Add action’

Each action can also have an optional condition to check the value or existance of another field. For
example you might want to add the call number to the item record if it’s not already there.
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Add a new action

Copy + || 1st = ﬁeldl{s}lﬂgﬂ 2] |a to field 952 o RegEx
if + |field 952 o doesn't exist -

Description: Move call number to item record if there isn't one there already

Add action

* Choose "Copy’

* Decide if you want to copy the first occurance or all occurances of the field
* Enter the field 090 (or other biblio call number field) and subfield a to copy
* Enter the 952 field and o subfield to copy to

¢ Choose "if’

* Enter the 952 field and o subfield

* Choose "doesn’t exist"

* Provide a description so you can identify this action later

¢ Click "Add action’

The Copy & Move actions also support Regular Expressions, which can be used to automatically
modify field values during the copy/move. An example would be to strip out the '$’ character in field
020$%c.

Add a new action

Copy s |[ Al + |field(s) 020 ¢ tofield 020 |lc |ResEx @ s lregex repiacement  Wig
if : |field 020 |lc maiches s | mil Mg/ { RegEx

Description: | Remove the $ (dollar sign) from the 0203¢ field

Add action

* Choose 'Copy’

* Decide if you want to copy the first occurance or all occurances of the field

* Enter the field 020 and subfield c to copy

¢ Enter the 020 field and c subfield to copy to

* Check the "RegEx’ box and enter your regular expression (in this case s/\$//)
¢ Choose "if’

* Enter the 020 field and c subfield

* Choose "matches"

e Check the 'RegEx’ box and enter your regular expression (in this case m/"\$/ )

265



CHAPTER 3. TOOLS 3.2. CATALOG

* Provide a description so you can identify this action later

e (Click "Add action’

Tip

The value for an update can include variables that change each time the template is

used. Currently, the system supports two variables, _ BRANCHCODE___ which is re-
placed with the branchcode of the library currently using the template, and _ CURRENT-
DATE___ which is replaced with the current date in ISO format ( YYYY-MM-DD ).

Once your actions are saved you can view them at the top of the screen. Actions can be moved
around using the arrows to the left of them.

MARC modification templates

Template: | My Ebooks : | Delete template

Actions for this template

Change order Order Action Description
H32FF |1 Update field 942%c with value EBOOK  Add the biblio item type Edit Delete

Add a new action

Delete || Al :ﬁeldl[s]-l H

Description:

Add action |

Depending on your actions the order may be very important. For example you don’t want to delete
a field before you copy it to another field.

To add another template you can either start fresh or click the ‘Duplicate current template’ checkbox
to create a copy of an existing template to start with.

Create a new template

Mame: | 2] = Create template Duplicate current template

Once your template is saved you will be able to pick it when using the Stage MARC Records for
Import tool.
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Use MARC Modification Template:

Modify record | Donotuse. |

using the Do not use.
following My Ebooks

template:

3.2.8 Stage MARC Records for Import

* Get there: More > Tools > Catalog > Stage MARC records for import

This tool can be used to import both bibliographic and authority records that are saved in MARC
format. Importing records into Koha includes two steps. The first is to stage records for import.

¢ First find the MARC file on your computer

Stage records into the reservoir

Select the file to Choose File | Mo file chosen
stage:

* Next you will be presented with options for record matching and item imports
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Stage records into the reservoir

Selectthe fileto | Choose File | Mo file chosen
stage:

Upload pmﬁress:

100%

Comments about
this file:

Recordtype: | gipliagraphic ¢ |

Character | | 7r_g Default) * |
encoding:

Use MARC Modification Template:

Modify record [ 5o ot use. |
using the following ————
template:

Look for existing records in catalog?

Record matnhi;g | Do not look for matching records 5 |
rule:

Action if matching | paplace existing record with incoming record
record found:

Action if no match
is found:

| Add incoming record

Check for embedded item record data?

(*) Yes
() No
Howtoprocess | ajways add items -
items:
Stage for import

— Enter ‘Comments about this file” to identify your upload when going to the ‘"Manage Staged

MARC Records’ tool
— Tell Koha which type of file this is, bibliographic or authority

Record type: | Bibliographic * |

Bibliographic
Character Autharity
encoding:

— Choose the character encoding

4k
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Character | UTF-8 (Default) 3 |

encoding:
"MARC 8
.| 150 5426
for existing |5 gas7
) IS0 88581
rd matching | EUCKR i
rula:
— Choose if you would like to use a MARC Modification Template to alter the data you're about

to import

Use MARC Modification Template:

Modify record | Donotuse. * |
using the Do not use
following
g My Ebooks

— Choose whether or not you want to look for matching records

Look for existing records in catalog?

Record matching | Do not look for matching records * |

rule:
Action if matching | Replace existing record with incoming record : |
record found:
Action if no match | Add incoming record # |
is found:

+ You can set up record matching rules through the administration area

Record matching | Do not look for matching records  + |
Do not look for matching records

rule:

_ . ISBN (020%a)
Action if matching
record found: ISSN {0223a)

— Next choose what to do with matching records if they are found
— Finally choose what to do with records that are unique

— Next you can choose whether or not to import the item data found in the MARC records (if
the file you're loading is a bibliographic file)

Check for embedded item record data?

(*) Yes

[ No

How to process | Always add iterns
items:

L
S

1 Add items only if matching bib was found
Stage for import | Add iterns only if no matching bib was found
Replace items if matching bib was found {only for existing items)
lgnore items

269



CHAPTER 3. TOOLS 3.2. CATALOG

+ From here you can choose to always add items regardless of matching status, add them
only if a matching bib was found, add items only if there was no matching bib record,
replace items if a matching bib was found (The match will look at the itemnumbers and
barcodes to match on for items. Itemnumbers take precendence over barcodes), or Ignore
items and not add them.

* Click ‘Stage for import’

¢ You will be presented with a confirmation of your MARC import

Stage MARC Records For Import

MARC Staging results :

200 records in file

0 records not staged because of MARC error

200 records staged

116 records with at least one match in catalog per matching rule "ISBN"
263 item records found and staged

Manage staged records

Back

" @ @& & & & »

* To complete the process continue to the Managed Staged MARC Records Tool

3.2.9 Staged MARC Record Management

e Get there: More > Tools > Catalog > Staged MARC Record Management

Once you have staged your records for import you can complete the import using this tool.

Manage Staged MARC Records

# File name Comments Status Staged # Bibs # ltems Action
9 | koha.mrc staged | 2009-11-24 08:40:48 200 263 (Create Label Batch) | Clean
8 | bib-684.marcd imported  2009-10-20 13:16:17 1 1 (Create Label Batch) Clean
7 | koha(3).mrc cleaned 2009-08-18 16:18:26 94 125 [Create Label Batch)

6 koha(2).mrc cleaned 2009-08-18 16:15:57 43 43 (Create Label Batch)

5  koha.mirc cleaned 2009-08-18 16:14:33 1000 | 1113 {Create Label Batch)

¢ From the list of staged records, click on the file name that you want to finish importing
- You will note that records that have already been imported will say so under "Status’

¢ A summary of your import will appear along with the option to change your matching rules
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File name: bib-3.utfa
Comments:
Staged: 2011-03-17 21:21:55

Status: staged

Matching rule | Do not look for matching records |4 |
applied:

Action if matching | Add incoming record

record found:

Action if no match | Add incoming record

found:

Item processing: | Always add items '

4k
L

Apply different matching rules

* Below the summary is the option to import the batch of bib records using a specific framework

Import this batch into the catalog

Add new bibliographic records into this framework: [ Default

B

— Books, Booklets, Workbooks
# Citation Status Match? | e e o
1 | Korean-English Dictionary staged no_match | Kits
| Fast Add Framework
Binders
Models

CD-ROMs, DVD-ROMs, General Online Resources

OWDs, VHS
Serials

— Choosing a framework other than ‘Default’ isn’t necessary, but it’s helpful for running reports

and having the right bib level item type selected on import.

* Below the framework selection there will be a list of the records that will be imported

271



CHAPTER 3. TOOLS 3.2. CATALOG

Page1 2 3 4 5 6 7 8

# Citation Status  Match? Bib

1 | Library mashups : (9781573873727 staged  auto_match
Matches biblio 2 (score = 1000): Library mashups :

2 | Library mashups : (9781573873727 staged auto_match
Matches biblio 2 (score = 1000): Library mashups :

3 | Winslow Homer watercolers. Hoopes. Donelson F. staged no_maich

4 | The encyclopedia of the biological sciences. Gray. Peter, staged no_match

5 | Year of fear; Mechanicus, Philip. staged no_maich

6 | Ahistory of medical psychology Zilboorg, Gregory, staged no_match

7 | Understanding the Old Testament Anderson, Bernhard W. staged no_match

B | Philo of Alexandria : Sandmel, Samuel. (0195025148) staged  auto_match
Matches biblio 8 (score = 1000): Philo of Alexandria : Sandmel. Samuel.

9 | The changing metropolis. McKeown, James E. (0395112311) staged  auto_match

10 Becoming partners: marriage and its alternatives, Rogers, Carl B.

Matches biblio 9 (score = 1000): The changing metropolis, McKeown, James E.

staged no_match

— Review your summary before completing your import to make sure that your matching rule

worked and that the records appear as you expect them to

¢ Click 'Import into catalog’ to complete the import

Undo import into catalog

Completed import of records

Number of records added B4
Mumber of records updated 1]
Number of records ignored 16
Number of items added 260

Number of items ignored because of duplicate barcode | 3

Page1 2 3 4 5 6 7 8

#
1

= & g A W

Citation Status
Library mashups : (9781573873727 ignored
Matches biblio 2 {score = 1000): Library mashups :
Library mashups : (9781573873727) ignored
Matches biblio 2 {score = 1000): Library mashups :
Winslow Homer watercolors, Hoopes, Donelson F. imported
The encyclopedia of the biological sciences. Gray, Peter, imported
Year of fear; Mechanicus. Philip. imported
A history of medical psvchology Zilboorg, Gregary, imported
Understanding the Old Testament Anderson, Bernhard W. imported

Match? Bib
match_applied | 2

match_applied | 2

no_match 1272
no_match 1273
no_match 1274
no_match 1275
ne_mateh 1276

® Once your import is complete a link to the new bib records will appear to the right of each title
that was imported

* You can also undo your import by clicking the "Undo import into catalog’ button

Records imported using this tool remain in the ‘reservoir” until they are cleaned. These items will
appear when searching the catalog from the Cataloging tool:
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4 New Record ~ H 3 739.50 Search

1 result{s) found in catalog, 3 result(s) found in reservoir

Title Location  preview
Embracing insanity :
) ' i ) MARC | Edit Add
Pavlicek, Russell C. - 0672319896 - SAMS, - 2000 ; Indianapalis, IN : - ix, 176 Card biblio heldinos
p. ;23 cm. -
Biblios in reservoir
Title ISBN Date Edition coming from | preview
Embracing insanity : Pavlicek, Russell C. 0672319896 23950.loc.gov MARC | Card  Add biblio
Embracing insanity : Pavlicek, Russell C. 0872319896 z3950.loc.gov | MARC | Card | Add biblic
Embracing insanity : Pavlicek, Russell C. 0672319896 z3950.loc.gov MARC | Card  Add biblic
To clean items out of the 'reservoir’:
* Visit the main screen of the Manage Staged MARC Records tool
Manage Staged MARC Records
# Filename Comments Status Staged # Bibs # Items Action
9 | koha.mrc staged | 2009-11-24 08:40:48 200 263 (Create Label Batch) | Clean
8  bib-684.march imported | 2008-10-20 13:16:17 | 1 1 (Create Label Batch) Clean
7 koha(3).mrc cleaned 2009-0B-18 16:18:26 94 125 [Create Label Batch)
6 | koha(2).mrc cleaned 2009-0B-18 16:15:57 43 43 [(Create Label Batch)
5 | koha.mrc cleaned 2009-08-18 16:14:33 1000 | 1113 {Create Label Batch)

* To clean a batch, click the ‘Clean’ button to the right

* You will be presented with a confirmation message

The page at http://localhost:8080 says:

Clear all reservoir records staged in this batch? This
cannot be undone.

—_— e — ==

L b
C Cancel », E—BK—'}

— Accept the deletion and the records will be removed from the reservoir and the status will be
changed to 'cleaned’

3.2.10 Upload Local Cover Image

* Get there: More > Tools > Catalog > Upload Local Cover Image

This tool will allow you to upload cover images for the materials in your catalog. To access this
tool, staff will need the upload_local_cover_images permission. In order for images to show in the
staff client and/or OPAC you will need to set your LocalCoverImages and/or OPACLocalCoverImages
preferences to ‘Display.” Images can be uploaded in batches or one by one.
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Tip

= Koha does not have a maximum file size limit for this tool, but Apache may limit the maxi-
mum size of uploads (talk to your sys admin).

TP

When you want to upload multiple images onto a bib record, they will display left to right
(then top to bottom, depending on screen real estate) in order of uploading, and the
one on the left (the first one uploaded) will be the one used as a thumbnail cover in
search results and on the detail page. There is no way to reorder cover images up-
loaded in this way, so be sure to upload them in the order you'd like them to appear.

B Normal view [E MARC view [E3ISBD view
£ Place hold
gﬁMkai Pittsburgh marine finishes. & print
I'/ivl.fﬂ!.f

Add t t
by Pittsburgh Plate Glass Companylndustrial Paint Division,[issuing body.]. # @ your car

Type: materialTypelabel Baok
Description: 23 pages : illustrations (color) ; 28 cm.

More searches ¥

" e ) ‘ Save record:
Content Type: text; Media Type: unmediated; Carrier Type: volume e i
Other Title: Marine finishes; Marinehide products. =
Subject(s): Marine paint -- Catalogs | Marine paint -~ Pictorial works | Finishes and finishing -- Catalogs | share i @) g™ CZ 341 W Tweet
Ships —- Pictorial works | Interior decoration —- Pictorial works | Color in architecture | Commercial catalogs
ug —- Pennsylvania -~ Pittsburgh

Contents:Anti-corrosive paint for steel bottoms - Anti-fouling paint for steel bottoms -- Boottopping —— Copper bottom paints for

wooden craft - Exterior finishes -~ Interior finishes -~ Metal primers - Miscellaneous — Varnishes.

Summary: Chiefly color illustrations of vessel interiors, exteriors, and paint samples.

Tags from this library:
No tags from this library for this title.

*u Log in to add tags.
Holdings (1) Title notes Images

Click on an image to view it in the image viewer

%

@A'R/IVF
£ /iV/_fﬂE!'

If uploading a single image:

® Visit the tool and click the "Browse” button to browse to the image on your local machine.
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Upload Local Cover Image
s Select an image file or ZIP file to upload. The tool will accept images in GIF, JPEG, PNG, and XPM formats.

Upload images

Select the file to
upload:

Upload file
Upload prc:ﬁress:

fUsers/nengard/Desktop/7 | Browse. ..

100%
File type
ZIP file
(E} Image file
Enter cover biblionumber:
Options

Replace existing
COVErs

Process images

¢ Click "Upload file’

¢ Choose 'Image file’ under the "File type’ section

* Enter the biblionumber for the record you're attaching this image to. This is not the same as the
barcode, this is the system generated number assigned by Koha.

- Find the biblionumber by looking at the end of the URL in the address bar when on the detail
page
Koha » Catalog »

| k| kohavm:B080/cgi-bin/koha/catalogue/MARCdetail.pl?biblionumber=4091

- or by clicking on the MARC tab on the detail page in the staff client

| 4 New ~ || g Edit » || D save ~ || Addto ~ || = Print |
E= MARC biblio : 4091 ( Library mashups : )
[MARC With Framework : | Default
[Labeled MARC 0 2 3 5 6 7 8 9

¢ If you would like to replace any other cover images you may have uploaded in the past, check the
"Replace existing covers’ box under the ‘Options’ section

* Click 'Process images’

* You will be presented with a summary of the upload and a link to the record you have just added
the image to

If uploading a batch of images at once you will need to prepare a ZIP file first.

* Enter in to the ZIP file all the images you are uploading
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¢ Also include a text file (*.TXT) named either datalink.txt or idlink.txt listing the biblionumber
followed by the image name for each image one per line

- ex. 4091,image4091.jpg

f

=) idlink.txt

4891 ,783-6.jpg
4891, librarvmashups . gif

¢ Browse your local computer to the ZIP file
¢ Click "Upload file’
® Choose "Zip file’ under the ‘File type’ section

¢ If you would like to replace any other cover images you may have uploaded in the past, check the
"Replace existing covers’ box under the ‘Options’ section

® Click "Process images’

* You will be presented with a summary of the upload

Upload Local Cover Image

Image upload results :

+ 2 images found
+ \iew final record
» Back

IMPORTANT

@ The source image is used to generate a 140 x 200 px thumbnail image and a 600 x 800
px full-size image. The original sized image uploaded will not be stored by Koha

You will be able to see your cover images in the staff client on the detail page under the 'Image’ tab
in the holdings table at the bottom

276



CHAPTER 3. TOOLS 3.3. ADDITIONAL TOOLS

Holdings Descriptions Images

Click on an image to view it in the image viewer

dived by

& DE'EtE imagE MNICOLE C, ENGARIDY

Ferceord by lenay Lonec

* Delete image

In the OPAC the cover images will also appear in the images tab, as well as next to the title and on
the search results.

If you would like to remove a cover image you can click 'Delete image’ below the image if you have
the upload_local_cover_images permission.

3.3 Additional Tools

3.3.1 Calendar

o Get there: More > Tools > Additional Tools > Calendar

Libraries can define library closings and holidays to be used when calculating due dates. You can
make use of the Calendar by turning on the proper system preferences:

* Get there: More > Administration > Global System Preferences > Circulation > useDaysMode

— Choose the method for calculating due date - either include days the library is closed in the
calculation or don’t include them.

* Get there: More > Administration > Global System Preferences > Circulation > finescalendar

— This will check the holiday calendar before charging fines
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Nicole's Library Calendar
Define the holidays for: | Nicole's Library :
Calendar information

o | Nov . [ 2012 | o

Su Mo Tu We Th Fr Sa

28 29 30 31 1 2 3
4 5 6 7 8 9 10
11 12| 13| 14 | 15| 16 | 17
18 19 20 21 22 23 24

25 26 27 28 29 30 1

Today

Copy holidays to: + | Copy |

3.3.1.1 Adding Events

Before adding events, choose the library you would like to apply the closings to. When adding events

you will be asked if you would like to apply the event to one branch or all branches. To add events,
simply

® Click on the date on the calendar that you would like to apply the closing to
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Add new holiday

Library: Nicole's Library

From date: Thursdays, 11/8/2012

To date : =

Title:

Description:

() Holiday only on this day. [?]
'Holiday repeated every same day of the week. [7]
'Holiday repeated yearly on the same date. [7]
'Holidays on a range. [7]
'Holidays repeated yearly on a range. [7]
Copy to all libraries. [7]

Save Cancel

* In the form that appears above the calendar, enter the closing information (for more info on each
option click the question mark [?] to the right of the option)

— Library will be filled in automatically based on the library you chose from the pull down at
the top of the page

— The day information will also be filled in automatically based on the date you clicked on the
calendar

— In the description enter the reason the library is closed
— Next you can choose if this event is a one time event or if it is repeatable.

+ If this is a one day holiday choose "Holiday only on this day’

+ If this is a weekly closing (like a weekend day) then you can choose "Holiday repeated
every same day of the week’

+ If this is an annual holiday closing choose "Holiday repeated yearly on the same date’

+ If the library is going to be closed for the week or a range of time choose "Holiday on a
range” and enter a "To Date” at the top

+ If the library is going to be closed for a range of time each year (such as summer holidays
for schools) choose "Holiday repeated yearly on a range” and enter a "To Date’ at the top

— Finally decide if this event should be applied to all libraries or just the one you have originally
selected
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+ If you'd rather enter all the holidays and then copy them all to another branch all at once
you can use the copy menu below the calendar

Copy holidays to: |

: | Copy |

Centerville
Fairfield
Fairview

Goleta Public Library
Liberty

Midway

Mew Library

Nicole's Library
Pleasant Valley
Riverside

Springfield

Troy

Union

¢ After saving you will see the event listed in the summary to the right the calendar

Nicole's Library Calendar
Define the holidays for: | Nicole's Library
Calendar information

© | Nov :| 2012 :
Su Mo Tu We Th Fr
28 29 30 31 1 2

4 5 6 7 8 9
11| 12| 13| 14| 15| 16
18 19 20 21 | 22 23
25 | 26| 27| 28 | 20| 30
Today

Copy holidays to:

3.3.1.2 Editing Events

To edit events

Sa

10

17

24

+ | Copy

Hints

» Search in the calendar the day you want to set as holiday.
» Click the date to add or edit a holiday.

« Enter a title and description for the holdiay.

+ Specify how the holiday should repeat.

» Click Save to finish.

Key
Working day  Unigue holiday Holiday repeating weekly
Holiday repeating yearly | Holiday exception
Weekly - Repeatable Holidays
Day of week Title Description
Sundays Sunday Closed
Yearly - Repeatable Holidays
Month/Day Title Description
10/31 Halloween
Unique Holidays
Date Title Description
1203172011
01/01/2012
014022012

11/22/2012  Thanksgiving

¢ Click on the event on the calendar that you want to change (do this by clicking on the date on the
calendar, not the event listed in the summary)
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Edit this holiday

Unigue holiday

Library: Nicole's Library

From Date: Thursdays, 11/22/2012
To Date : |
Title:

Thanksgiving

Description:

g
' Generate exceptions on a range of dates. [7]

| Delete this holiday. [?]
' Delete the single holidays on a range. [7?]
. Delete the repeated holidays on a range. |7

| Delete the exceptions on a range. [7]
(*) Edit this holiday [?)

Save Cancel

¢ From this form you can make edits to the holiday or delete the holiday completely.
— All actions require that you click ‘Save’ before the change will be made.

* Clicking on repeatable events will offer slightly different options
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Edit this holiday

Holiday repeating weekly

Library: Nicole's Library

From Date: Sundays, 11/4/2012
To Date : i
Title:

Sunday Closed

Description:

. Generate an exception for this repeated holiday. [7]
' Generate exceptions on a range of dates. [7]
'Delete this holiday. [7]
'Delete the single holidays on a range. [7]
'Delete the repeated holidays on a range. [7]
_| Delete the exceptions on a range. [7]
(=) Edit this holiday [?)

Save Cancel

— In the form above you will note that there is now an option to ‘Generate an exception for this
repeated holiday,” choosing this option will allow you to make it so that this date is not closed
even though the library is usually closed on this date.

+ All actions require that you click ‘Save’ before the change will be made.

3.3.1.3 Additional Help

When adding or editing events you can get additional help by clicking on the question mark next to
various different options on the form

(' Delete this holiday. [7]

282



CHAPTER 3. TOOLS 3.3. ADDITIONAL TOOLS

3.3.2 CSV Profiles

e Get there: More > Tools > Additional Tools > CSV Profiles

CSV Profiles are created to define how you would like your cart or list to export.

3.3.2.1 Add CSV Profiles

To add a CSV Profile

¢ Click "CSV Profiles’” from the Tools menu

¢ The 'Profile type’ determines what type of fields you plan to use (MARC or SQL) to define your
profile

- If tyou choose MARC then you will need to enter MARC fields
New profile Edit existing profile
New CSV export profile

Profile name: | Titlefuthor

Profile type: | MARC = |

Profile [Title, Author, Physical Description
description:
CSV separator: | Comma {,) =
Field separator: | Sharp (#) =
Subfield | Pipe (|} |
separator:
Encoding: | ascii : |

Profile MARC title=245%a|Personal name=100|300
fields:

You have to define which fields or subfields you want to export, separated by pipes.

You can also use your own headers (instead of the ones from Koha) by prefixing the field
number with an header, followed by the equal sign.

Example: Personal name=200|Entry element=2103a|300/009

Submit

— If tyou choose SQL then you will need to enter SQL database fields
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New profile Edit existing profile

New CSV export profile

Profile name: | Titleputhor

Profile type: | sQL ™

Profile |[Title, Author, Year
description:
CSV separator: | Comma (,) =

Profile SQL fields: [Title=biblio.title|Author=biblio.author|Year=biblio.copyrig

You have to define which fields you want to export, separated by pipes.

You can also use your own headers (instead of the ones from Koha) by prefixing the field
name with an header, followed by the equal sign.

Example: Name=subscription.name|Title=subscription title|lssue number=serial.seralseq

Submit

— The 'Profile name’ will appear on the export pull down list when choosing ‘Download’ from
your cart or list

Lists -+ Computer ® 0 © Nicole's Library catalog » Dowﬁﬁﬂ-} I
2 Download list Bl E kohavm/cgi- bm.fkcuhampac down E

Select all

Clear

Download list: | -- Choose format - ¢ |

- Choose format -
is02709

Go RIS
BibTex

Publisher: Caml

Aoailahilite:

— The 'Profile description’ is for your own benefit, but will also appear in the OPAC when
patrons download content, so make sure it’s clear to your patrons as well

Close this window

— The 'CSV separator’ is the character used to separate values and value groups

TipP

The most common option here is comma because most spreadsheet applica-
tions know how to open files split by commas.

— The 'Field separator’ is the character used to separate duplicate fields

+ Example: You may have multiple 650 fields and this is the character that will appear in
between each one in the column
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Title Subject
A computer perspective, Computers |Exhibitions.
Application of computer technaology to library processes: Libraries| Automation|Outlines, syllabi, etc.

Computer systems In the llbrary;

Computer use;

Digital magnetic tape recording for computer applications
Intraduction to computers and computer science Electronic data processing.#Electronic digital computers.

Man and the computer Computers and clvilization. £Electronic digital computers.
The computer from Pascal ta von Neumann Computers|History.

Libraries|Automation.

Electronic data processing|Business.# Electronic data processing departments|Management.
Computer storage devices.#Magnetic recorders and recording.

— The "Subfield separator’ is the character used to separate duplicate subfields
+ Example: You may have multiple $a subfields in a field

— The "Encoding’ field lets you define the encoding used when saving the file

— Finally format your CSV file using the "Profile MARC’ or "Profile SQL’ field

+ Define which fields or subfields you want to export, separated by pipes. Example :
200 1210%a 1301 for MARC and biblio.title | biblio.author for SQL

Tip

You can also use your own headers (instead of the ones from Koha) by
= prefixing the field number with an header, followed by the equal sign.

Example : Personal name=100|title=245%a|300

When you have entered in all of the information for you profile, simply click 'Submit” and you will
be presented with a confirmation that your profile has been saved.

The new CSY profile "TitleAuthor" has been
successfully created.

3.3.2.2 Modify CSV Profiles

Once you have created at least one CSV Profile an 'Edit profile” tab will appear next to the "New profile’
button.
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New profile Edit existing profile

Modify or delete a CSV export profile

Profile name: | --Chpoose One -  *

Profile  TijeAuthor
description:
CSV separator: | Colon (:) : |
Field separator: | Colon (:) : |
Subfield | Colon (3) =
separator:
Encoding: | asci = |
Profile MARC
fields:

Delete selected profile 7 [ |

Submit | Cancel

® Choose the profile you would like to edit and alter the necessary fields.

e After submitting your changes you will be presented with a confirmation message at the top of
the screen

The CSV profile has been successfully modified.

* To delete a profile, check the 'Delete selected profile’ option before clicking ‘Submit Query’

Profile MARC |Personal name=100[tile=245%a|300
fields:

Delete selected profile 7 ||

Submit | Cancel

3.3.2.3 Using CSV Profiles

Your CSV Profiles will appear on the export list or cart menu under the ‘Download’ button in both the
staff client and the OPAC

286



CHAPTER 3. TOOLS 3.3. ADDITIONAL TOOLS

| & Newlist | | Edit v | | Downloadlist ~ || Sendlist | | & Print list

502709

RIS
Contents of Compuy  gjpmex

C8V - TitleAuthor

Select all | Clear all CSV - Subjects
- Date
Title Author added
A computer perspective, Eames, Charles. 03/26/2012 Holds
|| Application of computer technology to library processes: a Becker, Joseph. 03/26/2012 Holds
syllabus,

Computer systems in the library; a handbook for managers and | Swihart, Stanley J. | 03/26/2012  Holds
designers

3.3.3 Log Viewer

* Get there: More > Tools > Additional Tools > Log Viewer

Actions within the Koha system are tracked in log files. Your system preferences can be changed to
prevent the logging of different actions. These logs can be viewed using the Log Viewer Tool.

Browse system logs

Librarian:
Module: Al
Catalog
Authorities
Patrons
Action: All =
Object:
Infa:
Display from: 3
Display to: 3
Qutput
To screen in the 'E:J'
browser:
To afile: | | Mamed: Export

Submit

Choosing different combinations of menu options will produce the log file for that query.
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3 lines found.

Date Librarian Module Action Object Info
2012-08-06 10:21:46 34 CIRCULATION RETURN 34 ltem TWVSNS500009826C
2012-08-06 10:22:08 34 CIRCULATION RETURN 34 ltem TWVSNS5000180321
2012-08-06 10:22:39 34 CIRCULATION ISSUE 34 ltem TWSNS5000172868

You will note that real names do not appear on the log, only identifying numbers. You need to use
the identifying numbers when searching the logs as well.

3.3.4 News

o Get there: More > Tools > Additional Tools > News

Koha’s news module allows librarians to post news to the OPAC, staff interface and circulation re-
ceipts.

Display Location: | el —— "% Filter

Location =+ Number - Creation Date + Expiration Date + Title + News

Welcome to Koha. Koha is a
full-featured open-source ILS.
Developed initially in New
Zealand by Katipo
Librarian Welcome Communications Ltd and first
Ol. 10/29/2007 01/10/2099 deployed in January of 2000 for | Edit
interface to Koha .
Horowhenua Library Trust, Koha
is currently maintained by a team
of software providers and library
technology staff from around the

globe.

-

To add news to either the OPAC, the Staff Client or a Circulation receipt:

¢ Click 'New Entry’
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OPAC and Koha news

Display location | Librarian interface  *

Title gip

OPAC (en)

Publication date

(MM/DD/YYYY)
Expiration date e
(MM/DD/YY YY)
Appear in position l:l
News
H B 7| B ALSS== o |- L Fy@m=|45
| ECEdRE N = '

....
111
i
1l
¥
i

|2 |[H * x|

Path:

Submit | Cancel

- Under 'Display Location’ choose whether to put the news on the OPAC, Slip (circulation
receipt) or the Librarian (Staff) Interface.

— Choose a title for your entry

- Using the publication and expiration date fields you can control how long your item appears
— ’Appear in position’ lets you decide what order your news items appear in

— The 'News’ box allows for the use of HTML for formatting of your news item
¢ After filling in all of the fields, click ‘Submit’

¢ News in the OPAC will appear above the OpacMainUserBlock

Nicole's Koha Library

Advanced Search Browse by Subject Tag Cloud

Important links here.
Holiday Closing

Reminder — The library will be closed for the holiday this week.
{published on 11/22/2009)

* News in the Staff Client will appear on the far left of the screen
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Circulation Patrons Search %= Cart More ¥

Enter patron card number or partial name:

akOha [ ) submit

Check out | Checkin Search patrons  Search the catalog

Home

News — Circulation

Welcome to Koha

Welcome to Koha. Koha is a full-featured °

open-source ILS. Developed initially in New Patrons
Zealand by Katipo Communications Ltd and first ﬂ
deployed in January of 2000 for Horowhenua

Library Trust, Koha is currently maintained by a

team of software providers and library Advanced search
technology staff from around the globe.

Posted on 10232007 Edit | Delete | New

What's Next? r'i Lists

Now that you've installed Koha, what's next?
Here are some suggestions:

Read Koha Documentation Cataloging
Read/Write to the Koha Wiki

Read and Contribute to Discussions
Report Koha Bugs

Submit Patches to Koha using Git (Version
Conttrol System)

» Chat with Koha users and developers

Posted on 100222007 Edit | Delete | New

() Authorities

Suggestions pending approval: 3
Comments pending approval: 1
Tags pending approval: 3

* News on the circulation receipts will appear below the items that are checked out
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Fairview
Checked out to Coda ENGARD
(23529001223643)

Checked Qut

Finding statistics online :
Barcode: 10044445
Date due: 12/22/2010

Overdues

Harry Potter and the chamber of secrets.
Barcode: CPL10054445
Date due: 10/02/2010

This book
Barcode: CPL10077667
Date due: 09/30/2010

Britannica book of the year.
Barcode: 10101000000415
Date due: 10/13/2010

News

The library will be closed over the upcoming
holidays. Normal library hours will resume on
the 2nd of January. Happy Holidays! Posted

on 12/12/2010

3.3.5 Task Scheduler

e Get there: More > Tools > Additional Tools > Task Scheduler

The task scheduler is a way to schedule reports to run whenever you want.

To schedule a task, visit the Task Scheduler and fill in the form
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Task Scheduler

Current server Mon Dec 14 09:05:09 2009
time is:

Time:
Date: E

Report: | isses per branch

patrons
Output Format: | nin wi titles

branch list

Email:  email list
zip codes B
| non grouped zips
Save patrons with fines

active patrons

Jobs al I'Eﬂdy € previous month items created
. barcodes

s
R—

e

Mk FT -

¢ Current Server Time shows the time on your server (schedule all of your reports to run based on
that time - not on your local time)

¢ Time should be entered as hh:mm (2 digit hour, 2 digit minute)
¢ Date should be entered using the calendar pop up

* From Report choose the report you want to schedule

® Choose whether to receive the text of or a link to the results

¢ In the Email filed enter the email of the person you want to receive your report

Below the task scheduler form, there is a list of scheduled reports

Jobs already entered

Date/Time Action
Mon Dec 14 | EXPORT KOHA_COMNF="home/nengard/koha-dev/etc/koha-conf.xml"; Delete
10:00 /home/nengardikohacloneftools/runreport.pl 5 text nengard@agmail.com

You can also schedule reports directly from the list of saved reports by clicking the ‘Schedule” link
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Saved Reports

Choose the report to run from the list

Report Name Type | Notes Author Creation Date Saved Results Saved SQL
patrons Engard, Nicole (51) | 09/22/2009 Show SQL Edit SQL Run | Schedule Delete
bib w titles 1 Engard, Nicole (51) 11/06/2009 Show SQL Edit SQL | Run  Schedule Delete
branch list 1 Engard, Nicole (51)  11/06/2009 Show SQL Edit SQL Run | Schedule Delete
email list 1 Engard, Nicole (51)  11/06/2009 Show SQL Edit SQL | Run  Schedule Delete
isses per branch 1 Engard, Nicole (51) | 11/06/2009 Show SAL Edit SQL Run  Schedule Delete
zip codes 1 Engard, Nicole (51} 11/06/2009 Show SQL Edit SQL | Run | Schedule Delete
non grouped zips 1 Engard, Nicole (51) 11/06/2009 Show SQL Edit SAL | Run | Schedule | Delete
patrons with fines 1 Engard, Nicole (51) 11/06/2009 Show SAL Edit SQL Run Schedule Delete
active patrons 1 Engard, Nicole (51) 11/06/2009 Show SQAL Edit SQAL Run Schedule Delete
previous month items created 1 Engard, Nicole (51) 12/07/2009 Show SQL Edit SQL Run Schedule Delete
barcodes Engard, Nicole (51) | 12/14/2008 Show SQL Edit SOL Run | Schedule Delete

3.3.5.1 Troubleshooting

Task scheduler will not work if the user the web server runs as doesn’t have the permission to use it. To
find out if the right user has the permissions necessary, check /etc/at.allow to see what users are in it. If
you don’t have that file, check etc/at.deny. If at.deny exists but is blank, then every user can use it. Talk
to your system admin about adding the user to the right place to make the task scheduler work.

3.3.6 Quote of the Day (QOTD) Editor
e Get there: More > Tools > Additional Tools > Edit quotes for QOTD feature

This tool will allow you to add and edit quotes to show on the OPAC if you're using the Quote of
the Day (QOTD) feature.

To turn this feature on set the QuoteOfTheDay preference to ‘Enable and add at least one quote
via the Quote of the Day Editor. Once these steps are complete you will see your quotes above the
OpacMainUserBlock in the OPAC:

Bioha s

Advanced search Browse by author or subject Recent comments

: —E::?,:fhzmmmm Quote of the Day
Documentation Sometimes | ask to sneak a closer look, skip to the
s+ Read/Write to the Koha final chapter of the book. = Indigo Girls
Wiki

3.3.6.1 Add a Quote

To add a quote:

¢ Click the "Add quote’ button in the toolbar and an empty quote entry will be added to the end of
the current quote list.

[ Add quote ] [ Delete quote(s) ] [ Import quotes ]

Quote editor
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IMPORTANT

Both the 'Source’ and the 'Text’ fields must be filled in in order to save the new

quote.
Show | 10+ |entries | Search:
. . Last

ID -~ Source % Text * | displayed *

1 Indigo Girls  Sometimes | ask to sneak a closer look, skip to the final chapter of the book. 2012-09-20
13:13:50

N 0000-00-00
00:00:00

Showing 1 to 2 of 2 entries | 1 First |4) Previous | 1 Next (»)| Last w

* When finished filling in both fields, press the <Enter> key on your keyboard to save the new quote.

¢ The list will update and the new quote should now be visible in the list.

TP

You may cancel the addition of a new quote any time prior to saving it simply by pressing
the <Esc> key on your keyboard.

3.3.6.2 Edit/Delete a Quote

Once the current quote pool has been loaded into the editing table, you may edit the quote source and
text.

* Edit either the "Source’ or "Text’ fields by clicking on the desired field.

Show | 10  # |entries | Search:
N N Last
ID - Source = Text * | dinplayed *
1 Indige Girls | Sometimes | ask to sneak a closer look, skip to the final chapter of the book. 2012-09-20
13:13:50
Showing 1 to 1 of 1 entries | M) First |4 Previous | 1 | Next w)| Last n

* When you are finished editing a field, press the <Enter> key on your keyboard to save the changes.

The list will be updated, the edits saved, and visible.
If you'd like you can also delete quote(s).

* Select the quote(s) you desire to delete by clicking on the corresponding quote id.
* Once quote selection is finished, simply click the ‘Delete quote(s)’ button.
* You will be prompted to confirm the deletion.

* After confirming the deletion, the list will update and the quote(s) will no longer appear.

3.3.6.3 Import Quotes

If you’d like you can import a batch of quotes as a CSV file. Your file must contain two columns in the

"o

form: "source","text" with no header row.
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NOTE

You will be prompted to confirm upload of files larger than 512KB.

* To start the import process click the ‘Import quotes’ button at the top of the screen

| Addquote || Delete guote(s) | | Import quotes

Quote editor

* Once on the import quotes screen you can browse your computer for the file you would like to
import

Upload quotes

Browse. ..

o After selecting the CSV file, click the ‘Open’ button and the file will be uploaded into a temporary
editing table.

Show | 10  + |entries | Search:

Number Source Quote
1 George As Mankind becomes more liberal, they will be more apt to allow that all those who conduct
Washington themselves as worthy members of the community are equally entitled to the protections of civil
government. | hope ever to see America among the foremaost nations of justice and liberality.
2 George The time is now and near at hand which must probably determine whether Americans are to be
Washington freemen or slaves; whether they are to have property they can call their own; whether their houses

and farms are to be pillaged and destroyed, and themselves consigned to a state of wretchedness
from which no human efforts will deliver them. The fate of unborn millions will now depend, under
God, on the courage and conduct of this army. Our cruel and unrelenting enemy leaves us no choice
but a brave resistance, or the most abject submission. . . . We have, therefore, to resolve to conguer
or to die.

¢ From the listing you can edit either the ‘Source’ or "Text’ fields by clicking on the desired field.
When you are finished editing a field, press the <Enter> key on your keyboard to save the changes.

Show | 10 + |entries | Search:
Number Source Quote
1 [George Washingt| As Mankind becomes more liberal, they will be more apt to allow that all those who conduct

themselves as worthy members of the community are equally entitled to the protections of civil
government. | hope ever to see America among the foremost nations of justice and liberality.

* You can also delete quotes from this listing before completing the import.

— Select the quote(s) you desire to delete by clicking on the corresponding quote id.
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Show | 10+ |entries
Number Source
1 George

Washington
2 George
Washington
3 George
Washington
4 George
Washington

Search:

Quote

As Mankind becomes more liberal, they will be more apt to allow that all those who conduct themselves as
worthy members of the community are equally entitled to the protections of civil gowvernment. | hope ever to
see America among the foremost nations of justice and liberality.

The time is now and near at hand which must probably determine whether Americans are to be freemen or
slaves; whether they are to have property they can call their own; whether their houses and farms are to be
pillaged and destroyed, and themselves consigned to a state of wretchedness from which no human efforts
will deliver them. The fate of unborn millions will now depend, under God, on the courage and conduct of
this army. Our cruel and unrelenting enemy leaves us no choice but a brave resistance, or the most abject
submission. . . . We have, therefore, to resolve to conguer or to die.

| conceive that a knowledge of books is the basis on which all other knowledge rests.

Precedents are dangerous things; let the reins of government then be braced and held with a steady hand,
and every violation of the Constitution be reprehended: If defective let it be amended, but not suffered to be
trampled upon whilst it has an existence.

— Once quote selection is finished, simply click the "Delete quote(s)” key.

Save guotes ] I Delete quote(s) ]

- You will be prompted to confirm the deletion.

Are you sure you wish to delete quote(s) 3, 47

Cancel | |

— After confirming the deletion, the list will update and the quote(s) will no longer appear.

* Once you are satisfied with the quotes, click the “Save quotes” button in the toolbar at the top and

the quotes will be saved.

Save quotes ] l Delete quote(s) ]

296



Chapter 4

Patrons

Before importing and/or adding patrons be sure to set up your patron categories.

4.1 Add a new patron

Patrons are added by going to the "Patrons” module.

e Get there: Patrons

Once there you can add a new patron.

* Click 'New patron’
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=+ MNew patron -

B  Adult Patron D
Board
Home Bound
In house
Inter-Library Loan
Juvenile
Kid
Library
Patron
School
Staff
Statisical
Student
Teacher

Young Adult

¢ The fields that appear on the patron add form can be controlled by editing the BorrowerUnwant-
edField system preference.

¢ First enter the identifying information regarding your patron
Add Patron patron

Patron identity
Salutation: | s |
Surname: Required

First name: Required

Dateofbirth: [ |

Initials:
Other name:

Female () Male( | NiA(=)

— Required fields are defined in the BorrowerMandatoryField system preference
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— Salutation is populated by the BorrowersTitles system preference

¢ Next enter the contact information

Main address

Address:

Address 2:
City: or choose

State:

Zip/Postal code:

Contact

Primary phone:

Secondary phone;
Other phone:

Primary email:

Secondary email:

Fax:

— For contact information, note that the primary phone and email addresses are the ones that
appear on notices and slips printed during circulation (receipts, transfer slips and hold slips).
The primary email is also the one that overdue notices and other messages go to.

o If this patron is a child, you will be asked to attach the child patron to an adult patron

- w o MUIID # Uudial It sedi il nn—):ﬂl—]
Guarantor information EE & Bl Go to a Website
Surname: Search for guarantor
First name:

EOrdemd by| Surname : | Search
Relationship: | father =
Set to patron | Delete

Cancel

— Click "Set to Patron’ to search your system for an existing patron

— If the Guarantor is not in the system, you can enter the first and last name in the fields avail-
able

— The relationships are set using the borrowerRelationship system preference
¢ If this patron is a professional, you will be asked to attach the patron to an organizational patron

Guarantor information

Organization
name:

Set to patron | Delete |

— Click 'Set to Patron to search your system for an existing patron

¢ Each patron can have an alternate contact

299



CHAPTER 4. PATRONS 4.1. ADD A NEW PATRON

Alternate address
Address:
Address 2:
City:
State:
Zip/Postal code:
Country:
Phone:

Email:

Contact note:

Alternate contact
Surname:
First name:
Address:
Address 2:
City:
State:
Zip/Postal code:
Country:

Phone:

— An alternate contact could be a parent or guardian. It can also be used in academic settings
to store the patron’s home address.

¢ The library management section includes values that are used within the library

Library management
Card number: | 24535000001954 Required
Library: | South Branch
Category: Patron
Sort 1:

Sort 2:

— The card number field is automatically calculated if you have the autoMemberNum system
preference set that way
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NOTE

For a newly installed system this preference will start at 1 and increment

by 1 each time after. To have it start with the starting number of your
barcodes, enter the first barcode by hand in the patron record and save
the patron. After that the field will increment that number by 1.

- If you accidentally chose the wrong patron category at the beginning you can fix that here
— Sort 1 and 2 are used for statistical purposes within your library

¢ Next, the Library Setup section includes additional library settings
Library set-up

Registration date: |geing 5012 3

Expiry date (leave skl
blank for auto
calc)

OPAC note:

Circulation note:

OPAC/Staff login
Username:
Password:

Confirm
password;

— The registration date will automatically be filled in with today’s date

- If your patron cards expire (based on your patron category settings) the Expiry date will
automatically be calculated

- The OPAC Note is a note for the patron - it will appear in the OPAC on the patron’s record

- The Circulation Note is meant solely for your library staff and will appear when the circula-
tion staff goes to check an item out to the patron

Attention:
Checking out to Ronnie Ballard (23529000139858)
Enter item barcode: Notes:
Check Out | Has permission to check out books for students.
Specify due date (MM/DDYYYY): Messages:

| Remember for session: Clear Add a new message

— The Staff/OPAC asks for the username and password to be used by the patron (and/or staff
member) to log into their account in the OPAC and for staff to log in to the staff client.

+ Staff will only be able to use this log in info to log in to the staff client if they have the
necessary permissions.
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¢ If you have set additional patron attributes up, these will appear next

Additional attributes and identifiers

Type Value
DL (Drivers License) Clear
FAVCOLOR (Favourite Colour) s Clear New
PREVID {Previous system ID) Clear New

e Finally, if you have EnhancedMessagingPreferences set to “allow,” you can choose the messaging
preferences for this patron.

Patron messaging preferences

Days in advance Email Digests only? Do not notify
Advance notice | o

ltem checkout | -
Hold filled =
ltem due - ]
ltem check-in | -

Save Cancel

— These notices are:
+ Advanced Notice : A notice in advance of the patron’s items being due (The patron can
choose the number of days in advance)

+ Item Checkout : A notice that lists all the of the items the patron has just checked out
and/or renewed, this is an electronic form of the checkout receipt

+ Hold Filled : A notice when you have confirmed the hold is waiting for the patron
+ Item Due : A notice on the day and item is due back at the library
* Item Checkin : A notice that lists all the of the items the patron has just checked in

IMPORTANT

@ These preferences will override any you set via the patron categories

IMPORTANT

@ These preference can be altered by the patron via the OPAC

¢ Once finished, click ‘Save’

If the system suspects this patron is a duplicate of another it will warn you.

Duplicate suspected
Detail Duplicate ? ¥Yes Mo, itis not [
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TipP

A duplicate patron is detected if first and last names match and there is no date of birth

populated or if first name, last name and date of birth fields are all populated. If two
patrons have matching names, but one has a date of birth and the other does not they will
not match as duplicates.

If you have set a minimum or upper age limit on the patron category and are requiring that the birth
date be filled in, Koha will warn you if the patron you're adding is too old or young for the patron
category you have selected:

The following fields are wrong. Please fix them.

« Patron's age is incorrect for their category. Ages allowed
are 5-17.

4.2 Add a Staff Patron

All staff members must be entered into Koha as patrons of the 'Staff’ type. Follow the steps in Add a
Patron to add a staff member. To give the staff member permissions to access the staff client, follow the
steps in Patron Permissions

IMPORTANT

@ Remember to assign your staff secure usernames and passwords since these will be used
to log into the staff client.

4.3 Add a Statistical Patron

One way to track use of in house items is to "check out" the materials to a statistical patron. The "check
out" process doesn’s check the book out, but instead tracks an in house use of the item. To use this
method for tracking in house use you first will need a patron category set up for your Statistical patron.

INHS | In House Statistical 999 months 0 years 0 years 0.00 No 0.00 none Edit Delete

Next, you will need to create a new patron of the statistical type
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=+ Mew patron -

B Adult Patron D
Board
Home Bound
Inter-Library Loan
Juvenile
Kid
Library
Patron
School
Staff
Statisical
Student
Teacher

Young Adult

Next, follow the steps put forth in the "Add a new Patron’ section of this manual. Since this patron
is not a real person, simply fill in the required fields, the correct library and nothing else.

To learn about other methods of tracking in house use visit the Tracking inhouse use section of this
manual.

4.4 Duplicate a Patron

Sometimes when you're adding a new family to your system you don’t want to type the contact infor-
mation over and over. Koha allows for you to duplicate a patron and change only the parts you want to
(or need to) change.

¢ Open the patron you want to use as your base (the patron you want to duplicate information from)

¢ Click the "Duplicate’ button at the top of their record

# Edit || i Change password || T Duplicate || B Print v || Q, Searchtohold || More ~

Nicole Engard (9876543457)
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e All of the fields with the exception of first name, card number, username and password have been
duplicated. Fill in the missing pieces and click "Save’

Duplicate Staff patron Nicole Engard

Patron identity
Salutation: | el

Surmame: Engard Required
First name: Required
Date of birth: ]

Tip

Clicking in a field that is already populated with data will clear that field of all
information (making it easier for you to type in something different)

* You will be brought to your new patron

# Edit <+ Add child i Change password Iy Duplicate = Print ~ Q Search to hold More «

Brian Engard (9876543453)

123 My Street
Philadelphia PA 19101

4.5 Add Patron Images

If you would like you can add patron images to help identify patrons. To enable this feature you must
first set the patronimages preference to "Allow’.

If the preference is set to "Allow’ you will see a placeholder image under the patron’s name and box
to upload a patron image below the basic contact information.
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Coda Engard
(24535000001955) # Edit || & Change password | W Duplicate || & Print~ || Q Searchtohold || More ~

Coda Engard (24535000001955)

123 Library Street
Philadelaphia PA 19101

!

Primary phone: 555.555.1232

Primary email: coda@gmail.com
123 Library Street Guarantor: Engard, Nicole
Philadelaphia, PA 19101 Edit

555.555.1232
coda@gmail.com

Category: Child (CH)
Home library: Main Library Upload Patron Image

Coda Engard does not currently have an image available. To import an image for Engard, enter the name of an
image file to upload.

Check out Only PNG, GIF, JPEG, XPM formats are supported.

Select the file to upload:
Details

Browse... | No file selected.

Fines Upload

Routing lists

In the "Upload Patron Image’ box click ‘Browse’ to find the image on your computer and "Upload’ to
load the image on to the patron record.

Coda Engard
(9876543452)

123 My Street
Philadelphia, PA 19101
555.111.2345
engardi@gmail.com
Category: Juvenile (J)
Home library: Fairfield

IMPORTANT

@ There is a limit of 100K on the size of the picture uploaded and it is recommended that
the image be 200x300 pixels, but smaller images will work as well.
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4.6 Editing Patrons

Patrons in Koha can be edited using one of many edit buttons.

¢ To edit the entire patron record simply click the "Edit’ button at the top of the patron record.

# Edit i Change password T Duplicate B Print * Q, Search to hold More -

Nicole Engard (9876543457)

* Patron passwords are not recoverable. The stars show on the patron detail next to the Password
label are always there even if a password isn’t set. If a patron forgets their password the only
option is to reset their password. To change the patron’s password, click the ‘Change Password’
button

Change username and/or password for Ronnie Ballard

New username:
23529000139858

New password:

Click to fill with a randomly generated suggestion. Passwaords will be displayed as text.

Confirm new password:

Save Cancel

— Koha cannot display existing passwords. Leave the field blank to leave password unchanged.

— This form can automatically generate a random password if you click the link labeled "Click
to fill with a randomly generated suggestion. Passwords will be displayed as text."

* To edit a specific section of the patron record (for example the Library Use section) click the "Edit’
link below the section

Library use

Card number: 9876543456
Borrowernumber: 53
Category: Juvenile {J)
Registration date:  02/18/2011
Expiration date: 05/18/2019

Library: Fairfield
Privacy Pref: Mever
Username: beau
Password: .
Edit
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¢ A patron image can be added by browsing for the image on your machine from the "Manage Patron
Image’ section

Upload Patron Image

Select the file to upload:

Upload |

— This form will not appear if you have the patronimages system preference to not allow patron
images

Browse. ..

- To add patron images in bulk, use the Upload Patron Images Tool

* Patrons can also be blocked from checking items out by setting Patron Flags

Patron account flags

Gone no address: Yes | 'No kE:-'

Lostcard: Yes'! 'No ':E:J

Patron restrictions

Patron is currently unrestricted.

Add manual restriction

- If you would like your circulation staff to confirm a patron’s address before checking items
out to the patron, you can see the ‘Gone no Address’ flag

Cannot Check Out!

Address: Patron's address in doubt

— If the patron reports that they have lost their card you can set the "Lost Card’ flag to prevent
someone else from using that card to check items out

Cannot Check Qut!

Lost: Patron's card is lost

- If you would like to bar a patron from the library you can add a manual restriction
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Patron restrictions
Patron is currently unrestricted.

Add manual restriction
Comment:

Expiration: /i Clear date

Cancel

Tip

This flag can automatically be set with the Overdue/Notice Status Trig-
gers

- If you enter in a date and/or note related to the restriction you will see that in the restricted
message as well

Cannot check out!

+ Restricted: Patron's account is restricted until 12/31/2013 with the explanation:
Barred for a month

@ View restrictions

¢ Children patrons do not become adults automatically in Koha unless you have Juvenile to Adult
cron job running. To upgrade a child patron to and adult patron category manually go to the
"More’ menu and choose "Update Child to Adult Patron’

More «

Renew patron

Set permissions ‘3

Delete

n
Update child to adult patron -

Export today's checked in barcodes g
Regist

- You will then be presented with a pop up window asking which one of your adult patron
categories this Child should be updated to
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Choose Adult category

Code = Description -

" ADPT Adult Patron
' HB Home Bound
| PT Patron

|| 8T Student

Submit | Cancel

4.7 Manging Patron Self Edits

If you are allowing patrons to edit their accounts via the OPAC with the OPACPatronDetails preference
then you will need to approve all changes via the staff client before they’re applied. If there are patron
edits awaiting action they will appear on the staff client dashboard below the modules list (along with
other items awaiting action).

Suggestions pending approval: 1
Comments pending approval: 1
Tags pending approval: 1

Patrons requesting modifications: 1

When you click the 'Patrons requesting modifications” link you will be brought to a list of patrons
with requested changes.
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Update patron records

~ Engard, Nicole

(_) Approve (I Deny (+) Ignore

Field From To
Alternate address 123
Other names NCE
State PA
City Philadelphia, PA Philadelphia

Submit |

From here you can "Approve’ and apply the changes to the patron record, ‘Delete’ and remove the
changes or 'Ignore” and keep the changes pending to review later.

4.8 Patron Permissions

Patron Permissions are used to allow staff members access to the staff client.

IMPORTANT

@ In order for a staff member to log into the staff interface they must have (at the very least)
‘catalogue’ permissions which allow them to view the staff interface.

4.8.1 Setting Patron Permissions

To set patron permissions, you must first have a patron of the 'Staff’ type open

¢ On the patron record click More and choose Set Permissions to alter patron permissions

# Edit i Change password T Duplicate ¥ Print = Q Search to hold More =

Coda Engard (9876543452) Renew patron
123 My Street
Philadelphia, PA 19101 Delete
Primary phone: £55.111.2345 Update child to adult patron
Primary email: engard@gmail.com Export today's checked in barcodes |
Date of birth: 10/14/2004 Regis

* You will be presented with a list of preferences, some of which can be expanded by clicking the
plus sign to the left of the section title.
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Set permissions for Engard, Nicole

(superlibrarian) Access to all librarian functions

-] (circufate) Check out and check in items

(catalogue) Required for staff login. Staff access, allows viewing of catalogue in staff client.
(| (parameters) Manage Koha system settings (Administration panel)
(borrowers) Add or modify patrons

(permissions) Set user permissions

#- | {reserveforothers) Place and modify holds for patrons

(borrow) Borrow books

H-"| feditcatalogue) Edit Catalog (Modify bibliographic/holdings data)
{updatecharges) Manage patrons fines and fees

&) {acquisition) Acquisition and/or suggestion management
{management) Set library management parameters (deprecated)
7 {tools) Use all tools (expand for granular tools permissions)
(editauthonties) Edit Authorities

| (serials) Manage serial subscriptions

| (reports) Allow access to the reports module

(staffaccess) Allow staff members to modify permissions for other staff members

- (plugins) Koha plugins

Save Cancel

4.8.2 Patron Permissions Defined
¢ superlibrarian

— Access to all librarian functions

*

Tip

With this selected there is no need to choose any other permissions

e circulate

— Check out and check in items

— This section can be expanded (Learn more)
e catalogue

- Required for staff login. Staff access, allows viewing the catalogue in staff client

*

IMPORTANT

@ Must be given to all staff members to allow them to login to the staff client
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® parameters

— Manage Koha system systems (Administration panel)

— This section can be expanded (Learn more)
* borrowers

- Add or modify patrons
® permissions

— Set user permissions
* reserveforothers

- Place and modify holds for patrons

— This section can be expanded (Learn more)
* borrow

— Borrow books
¢ editcatalogue

- Edit Catalog (Modify bibliographic/hodings data)

— This section can be expanded (Learn more)
* updatecharges

- Manage patrons fines and fees
* acquisition

- Acquisition and/or suggestion management

— This section can be expanded (Learn more)
* management

- Set library management paraments (deprecated)

*

IMPORTANT

® This permission level no longer controls anything.

e tools

— Use all tools

— This section can be expanded (Learn more)
e editauthorities

— Edit Authorities
¢ serials

- Manage serial subscriptions

— This section can be expanded (Learn more)
® reports

— Allow access to the reports module
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— Reports found on the Circulation page are not controlled by this permission

— This section can be expanded (Learn more)
e staffaccess

— Allow staff members to modify permissions for other staff members

IMPORTANT

@ Requires the borrowers permission above

* plugins

- Koha plugins

— This section can be expanded (Learn more)

4.8.2.1 Granular Circulate Permissions

If the staff member has ’circulate’ permissions they have the ability to perform all of these actions. If
you would like to control circulation permissions on a more granular level choose from these options:

e circulate_remaining permissions

- Remaining circulation permissions

— All circulation rights except the ability to override renewals
¢ overdues_report

— Execute overdue items report

— The permission to run the overdues reports found under Circulation
* override_renewals

— Override blocked renewals

— Requires that the staff member also has circulate_remaining_permissions

4.8.2.2 Granular Parameters Permissions

If the staff member has "parameters’ permissions they have the ability to perform all of these actions. If
you would like to control parameter permissions on a more granular level choose from these options:

* manage_circ_rules

— Manage circulation rules

— The ability to access the Circulation and fines rules in the administration area
® parameters_remaining_permissions

— Remaining system parameters permissions

— The ability to access all areas in Administration (other than the Circulation and fine rules)
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4.8.2.3 Granular Holds Permissions

If the staff member has 'reserveforothers” permissions they have the ability to perform all of these ac-
tions. If you would like to control holds permissions on a more granular level choose from these options:

* modify_holds_priority
- Modify holds priority

— Allow staff members to alter the holds priority (moving patrons up and down the queue)
* place_holds

- Place holds for patrons

4.8.2.4 Granular Cataloging Permissions

If the staff member has "editcatalogue’ permissions they have the ability to perform all of these actions.
If you would like to control cataloging permissions on a more granular level choose from these options:

¢ edit_catalogue

- Edit catalog (Modify bibliographic/holdings data)

- Ability to access all cataloging functions via the Cataloging page
e cdit_items

- Edit items
— Ability to make edits to item/holdings records, but not bibliographic records

e fast_cataloging

— Fast cataloging

— The ability to catalog using only the Fast Add Framework found on the Circulation page

4.8