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	Back-to-School

Checklist for Librarians


1. Check library/media staff equipment.

· Ensure that all equipment (including barcode scanner and printer) is working properly and connected to the Internet.

· Review the documentation at http://www.lnoca.org/departments/library/tech/default.aspx to ensure that all necessary hardware and software (including Sirsi Workflows) is installed and properly configured.

2. Update library staff accounts as needed. See: http://www.lnoca.org/departments/library/forms.aspx. 


3. If you have not already done so, please provide your school calendar and compulsory return date(s) (CRD) to LNOCA. CRDs can be set globally for all buildings, for a single building, or for a unique user profile.

4. Ensure that your OPAC is easily accessible from school web pages. You can link to the welcome page or the quick search screen. The CAT and CAT Jr URL for each school library is available at: http://www.lnoca.org/departments/library/files/handbook/H_CAT_URLs.xls 


5. Test the CAT and CAT Jr. features requested for your building or district: My Account, Renewals, Holds, Kept List, Librarian Favorites, and New Titles. Do students need to know their PINs? Confirm that mascots, screen messages, item group lists, and results sort display as requested. 


6. Run the PAT: List Users report in Word format to confirm that student and faculty records have been updated.

· Schedule New Report ( INFOhio tab ( PAT: List Users
User Selection: Enter code in library box; use gadget to select all student grades at your building.
Sorting: library/ room/ grade/ name (this sort will not be very useful if department data, e.g., Language Arts, is loaded in your homeroom field.)

· Finished Reports ( View ( Uncheck View log, uncheck Format report.
Do a replace all (Ctrl+H) on the first five digits (e.g. 20860) of your barcodes to obtain a count. Is the number about right?
Zero in on a homeroom or two. Are all students in a given homeroom in the same grade, or is there a straggler or two from a different grade?
Does each homeroom have an average number of students, or do some have just one or two?  
Do some homerooms appear to have too many students?
Scroll down through the report. Are all grades present?


7. Run the PAT: List Users report in spreadsheet format to identify expired accounts, check PINs, etc.
· Schedule New Report ( INFOhio tab ( PAT: List Users
User Options: Change user status to both (active and inactive)
User Selection: Enter code in library box; click user profile gadget to select all student profiles in your district.
Output Options: spreadsheet, plain text, barcode, profile, alt ID, grade, PIN, expiration date, name, homeroom, zip, library, teacher.

· Report Session ( Application to print reports: Excel
Finished Reports ( Print ( Uncheck Print log, uncheck Format report.
Ctrl+A to highlight. Format ( Column ( AutoFit.
How many rows are there? Is the number about right?
Data ( Sort ( Ex. Date. Are there any expired accounts? Are there accounts with no expiry?
Data ( Sort ( Profile. Are there user profiles that don’t belong at your building?
Data ( Sort ( Grade. Are all grades represented? Are there grades that should not be there?
Data ( Sort ( PIN, then by Zip. Do PINs match home zip codes, or does school zip = PIN?
Data ( Sort ( Room, then by Grade OR Data ( Sort ( Teacher, then by Grade. 
Are all students in a given homeroom in the same grade? Should they be?
Are there any anomalies between room (or teacher) groupings?
Highlight barcode column. Format ( Cells ( Number, Decimal Places: 0. 
Are student IDs embedded in 14 digit barcode?


11. Check if scheduled reports are being generated properly. Remove scheduled reports and templates that are no longer useful; also remove older inventory report templates and finished reports that are obsolete.

12. Review documentation for LNOCA report templates on the ITC Custom tab at http://www.lnoca.org/departments/library/files/handbook/H_CustomReports.doc. These templates are practically ‘ready-to-run’ and require little or no data entry. They can also be further customized to your liking and saved to your templates tab or scheduled as you wish. 

13. Review item barcode ranges – what’s in use, what dumb barcodes are on hand – and ensure that each vendor is assigned a unique range. Document these ranges for your files and let others know where they are. Contact LNOCA if you need assistance.

14. Confirm that you are running the correct version of the Workflows client. Go to the Help menu ( About. You should see: version 3.3.1.0.2652.12, dated 2010-03-17.

