Envisionware Setup Worksheets

	LOCATION

	SITE NAME:
	

	BRANCH NAME:
	


	POLICY CONTACT

	 NAME:
	

	EMAIL:
	

	PHONE:
	


	TECHNICAL CONTACT

	 NAME:
	

	EMAIL:
	

	PHONE:
	


PC Reservation – Software Components
Management Console - Controls all other PC Reservation® components. Allows staff to set system preferences, manage reservations, view history, control PCs, and accumulate statistics.
Reporting Module - Provides mechanism to filter report statistics, create CSV files, and generate HTML reports.

Reservation Station - Provides staff-managed or self-service reservation capabilities. Allows staff to manage reservations, view history, and control PCs when in Staff Mode.

Client Module - Controls access to the public PC desktop, manage time limits, issue warnings, monitor keyboard, and mouse activity. This component is installed on the public computer.
LPT:One  - provides Print Cost Management of public printing and print resources for libraries.
Login setup

Each library may configure the login box differently.  If you plan to authenticate patrons using III, you may just want to require the library card number.  If you are not interested in patrons authenticating against III, you would only ask for a first name/alias.  
 Choose one of the following options:

______ Ask for Library Card Number (III patron authentication) – (YES/NO)
______ Ask for PIN# (III patron authentication) – (YES/NO)
______ Ask patron for Last Name/Alias (NO III patron authentication) – (YES/NO)
Computer Use Policy
Would you like to display a Computer Use Policy document (Client) for your users to accept or decline before being allowed to use a PC? (Yes/No) ________

A.  Please either attach your Computer Use Policy document (preferably in HTML) or provide the text below: ____________________________

Session Info
The library can set a specified number of minutes for the software to wait for the patron who reserved the computer to show up. All others will be prevented from logging in during the Grace Period.
Total # of minutes per day a patron is allowed: ________
How long is your grace period? _________
*Must be a minimum of 5 mins.

If there is no mouse or keyboard movement for a designated period of time, Envisonware will display a warning message to see if anyone is still at the PC.  If not, Envisionware will close all applications and log them off.  The non-use period is valid when a patron “locks” their PC and walks away from their computer.  
How long is the “Idle Time” before a session is ended? ___________
______ Prevent multiple simultaneous logins using the same barcode. (Y/N)
______ Please enter the total number of sessions per day for each patron.  

Hours of Operation 


You can disable/enable the computer according to your desired schedule. When the computer is disabled, a tailored message will be displayed on the screen letting the patron know the computer is not available.  If your library is closed on a particular day of the week year round – please indicate below that the library is closed.
(Note:  if you want patrons to be logged off of the computers before you close, enter 7:50 instead of 8:00)

	Days of Week
	Open Time
	Close time
	Library Always Closed

	Sunday
	am/pm
	am/pm
	

	Monday
	am/pm
	am/pm
	

	Tuesday
	am/pm
	am/pm
	

	Wednesday
	am/pm
	am/pm
	

	Thursday
	am/pm
	am/pm
	

	Friday
	am/pm
	am/pm
	

	Saturday
	am/pm
	am/pm
	


Do you want to send a message to all pcs before the library is closing?  (YES/NO)

Please enter the number of minutes that you want the warning to go out PRIOR to the library closing.______
Library Closing Warning Message to ALL PCs.  – Please list the text below for the library closing warning message:

(ex) The library will be closing in a few minutes.

Do you want pcs to be shutdown automatically 5 mins. after closing? (YES/NO)

Setting rules and restrictions based on III Patron Record Authentication
For Libraries not wanting to use patron authentication, please skip this section.

Example Patron Authentication Rules: 

· You can simply check to see if the patron has a library card.  

· You can limit access to all PCs based on whether a library card is expired, whether the patron has fines, or a certain amount of fines, or whether they are blocked.

· You can restrict access to certain groups of PCs or applications based on Patron type or age. 

***please note, we cannot limit access based on overdue items, only fines or blocks

Please choose one of the following validation criteria for the “Action” below: 

· Do Not allow Computer Use – Denies all use for the criteria established in the rule. The user receives the following message: “The system does not permit access to computers for this account”. 

· Deny Self-Service – The user cannot make a self-service reservation. The system displays this message: “The system does not permit self-service reservations for this account”. 

· Allow Access to the Following Areas only -- You can designate in which areas, a user is permitted to use a PC. In this example, users who are “ADULTS” are allowed to reserve or sign up at the Client for all areas except the Children’s Area. If an attempt is made to reserve a PC in an AREA that is not permitted, the system displays this message: “The system does not permit access to the requested area for this account.”
	Patron record Field
	Limits
	Action

	e.g Expiration date
	Expired library card 

	No login with expired card.

	e.g. Child Ptypes
	Child card.
	No access to Adult PC Area with Child Patron Type.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Reservation Station: Managing a waiting list

The Reservation Station is designed to replace manual computer waiting lists and sign-up sheets. If no computers are available the patrons may add themselves to a waiting list. They are offered the next available PC.  
Libraries may designate a patron or staff PC for the Reservation Station. 

The patron PC may be used only for the Reservation Station — a dedicated PC with no other software.

The staff PC does not need to be dedicated.  Other software can be used on the staff PC.  

Multiple Reservation Stations can be setup in a library.

Name of PC(s) on which to use a public Reservation Station: _________________________________

(i.e. sa012z)

Foreground/Background Color for PC Reservation Station Screen:

________________ Please list color for Foreground.

________________ Please list color for Background

Future Reservations
Do you want to allow for future (same day) reservations on the public reservation station? _______

Allow Early Sign-On

Do you want to allow for early reservations?  (ex.  allow a patron to login prior to their scheduled time if no one else is waiting or on pc).  _______

Reservation Stations – Welcome Message – Please list the welcome message below that you would like to appear on the main PC Reservation Station screen.

Determine PC Areas (groups)


You may have different rules for different types of PCs in your library. These groups will be unique per site.  

Here are some examples:

-All Use

-Express Use



-Adult


-Word processing

-Children

-Internet 

All Use

Some smaller libraries may only have 1 group for the entire library.  All of these PCs would have the same user settings for all patrons.

Adult & Children

Libraries that have computers in separate departments may need a group for each department.  These groups could allow certain only certain ptypes to use them.

Express Use

Libraries may designate PCs for a shortened use period for things such as Email or quick Internet searching.

Word Processing or Internet

Libraries may want to designate groups of computers for certain functions, such as word processing, resume writing, or Internet use only.

PC Area Settings: 

Patron Time Length: You may decide that a patron has a certain time limit across all groups of your PCs, or that they may be limited to an hour on a  Word Processing PC but only 30 minutes on an Internet PC, or that children are limited to an hour but adults may get 2 hours on any PC in your library.  

Patron session limits: You can limit patrons to a total time limit per day.  For example, you may give them one 2-hour session for the entire day or you may give patrons 3 1-hour sessions per day.  

Warning time: This will alert the patron that their time has almost expired and that they should save their work.  

Auto-snooze:  If no one is waiting to use computers automatically extend the patron’s session for a certain time and for any given number of times. 

User Login Application:  Envisionware will launch the desired application when patrons login. For example, you may want Internet Explorer to launch when patrons login to an Internet group.  You may want MS Word to launch for the Word Processing group.  You may choose to have nothing launch.

PC Area Name: _____________________________________

Patron session limits:

Length of each session? _________

Warning Time – can have a maximum of 3 warning messages -- please also list the text for each of the 3 messages on Page 12 of the setup worksheets: 

Warning Message#1- _____  (# of mins.remaining) 
Warning Message#2 - _____ (# of mins remaining)

Warning Message#3 - _____ (# of mins.remaining) 
Auto Snooze:

_____ Do you want patrons time automatically extended if no one is waiting in Queue? (Y/N)

_____ How many minutes do you want to extend their session?

_____ Maximum number of minutes a patron can extend their time.

Foreground/Background Color for Group:

________________ Please list color for Foreground.

________________ Please list color for Background.

User Login Application:

Application to startup when a patron logs in: ___________________________________

PC Names for Group:

Please list the individual PC names to be included in this group:  

​​​​​​​​​​​​​​​​​​​​​​​​​__________________________________________________________________

Allow for Walk-Up

Do you want this group to have walk up capability in addition to use of the Reservation Station?  ________
Logon Screen for PC Area – please list text of what you would like the instructions to say for users on the logon screen (max. 256 characters).
(ex) Welcome.  Please follow the instructions below to use the computer.  If you do not have a library card and PIN, you may qualify for a guest pass.  Please see staff for assistance

PC Area Name: _____________________________________

Patron session limits:

Length of each session? _________

Warning Time – can have a maximum of 3 warning messages - please also list the text for each of the 3 messages on Page 12 of the setup worksheets: 

Warning Message#1- _____  (# of mins.remaining) 
Warning Message#2 - _____ (# of mins remaining)

Warning Message#3 - _____ (# of mins.remaining) 
Auto Snooze:

_____ Do you want patrons time automatically extended if no one is waiting in Queue? (Y/N)

_____ How many minutes do you want to extend their session?

_____ Maximum number of minutes a patron can extend their time.

Foreground/Background Color for Group:

________________ Please list color for Foreground.

________________ Please list color for Background.

User Login Application:

Application to startup when a patron logs in: ___________________________________

PC Names for Group:

Please list the individual PC names to be included in this group:  

​​​​​​​​​​​​​​​​​​​​​​​​​__________________________________________________________________

Allow for Walk-Up

Do you want this group to have walk up capability in addition to use of the Reservation Station?  ________
Logon Screen for PC Area – please list text of what you would like the instructions to say for users on the logon screen (max. 256 characters).

(ex) Welcome.  Please follow the instructions below to use the computer.  If you do not have a library card and PIN, you may qualify for a guest pass.  Please see staff for assistance

PC Area Name: _____________________________________

Patron session limits:

Length of each session? _________

Warning Time – can have a maximum of 3 warning messages – please also list the text for each of the 3 messages on Page 12 of the setup worksheets: 

Warning Message#1- _____  (# of mins.remaining) 
Warning Message#2 - _____ (# of mins remaining)

Warning Message#3 - _____ (# of mins.remaining) 
Auto Snooze:

_____ Do you want patron’s time automatically extended if no one is waiting in Queue? (Y/N)

_____ How many minutes do you want to extend their session?

_____ Maximum number of minutes a patron can extend their time.

Foreground/Background Color for Group:

________________ Please list color for Foreground.

________________ Please list color for Background.

User Login Application:

Application to startup when a patron logs in: ___________________________________

PC Names for Group:

Please list the individual PC names to be included in this group:  

​​​​​​​​​​​​​​​​​​​​​​​​​__________________________________________________________________

Allow for Walk-Up

Do you want this group to have walk up capability in addition to use of the Reservation Station?  ________
Logon Screen for PC Area – please list text of what you would like the instructions to say for users on the logon screen (max. 256 characters).
(ex) Welcome.  Please follow the instructions below to use the computer.  If you do not have a library card and PIN, you may qualify for a guest pass.  Please see staff for assistance

Password Restrictions

· The Staff password is used to monitor opening & closing of staff managed reservation station pcs.  This password allows you to exit out of software.
· Super User Account specifies an account username & password that can be used at a patron pc to login without a prior reservation.  This account allows staff to access any public pc without regard to current reservation status.

· Stand Alone Account specifies an account username & password that can be used at a patron pc to start a session when communications of the PC Reservation Station Management Console is interrupted. (ie. A Network Outage).
	Staff Password:
	

	
	


	Super User Username
	PIN#  (4 digit#)

	
	


	Stand Alone Username
	PIN#  (4 digit#)

	
	


Public System Messages:
Warning Messages – this is the warning message that appears when a patron session is about to expire.  You can have up to 3 levels of specific warning messages (ie. First warning message at 10 mins., 2nd warning at 5 mins., etc..)

Text for Warning Message#1:


Text for Warning Message #2:

Text for Warning Message #3:
LPT:One Print Administration
Please list the name of each printer model below along with the list of staff pcs which you will want to use as a Print Release Terminal to release print jobs to each printer.   **You will only be able to release print jobs to the printers assigned to each staff pc below. 
*Different costs can be established for a printer if you wish to print both color and black & white.  If you wish to use a color printer for both types of prints – you will need to add separate lines below for the same printer – one for b&w and one for color to distinguish the cost difference. (Ex. below)
	Printer Model
	Staff PC Names
	Printer Name
	Mode (B/W or Color)
	Price Per Page

	i.e. Xerox Docuprint N17
	Se100z, se101z, se102z
	CircDesk
	Black & White
	$.15

	i.e. Xerox Docuprint N17
	Se100z, se101z, se102z
	CircDesk
	Color
	$1.00

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Print Message:

Please list the text to display on a patron pc when showing page count and price:
PAGE  
13
eiNetwork
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