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PC Reservation - Reservation Station  
How to make a reservation from the staff console
How to cancel a reservation from staff console 
How to override a reservation for a patron reservation at the staff PC Reservation Station.
How to make a reservation from the public reservation station
How to sign in as a Walk-Up if a patron pc is available 

PC Reservation - Management Console 
How to view reservations from staff pc
How to view status of pcs 
How to control pcs
How to send a message to a pc remotely 
How to extend time on a pc remotely 
How to end a pc session remotely 
How to view the history of a patron’s pc time usage

LPT:One Print Release Terminal  
How to release a single print job from the Print Release Terminal 
How to release multiple print jobs from the Print Release Terminal
How to release multiple print jobs for the same patron 
How to reprint print jobs from earlier in the day
How to delete a print job from the Print Release Terminal

Client Module
How to exit out of the Envisionware software from the patron pc
How staff can login to a public pc without a prior reservation (using Super User Username & PIN#)
PC Reservation Reporting Module  
What reports are available? 
PC Usage Reports
 How to generate reports

LPT:ONE Quick Reporter  

How to generate the report


Section 1 – PC Reservation - Reservation Station

How to Make a Reservation from a Staff PC

 Double Click the PC Reservation icon from the staff desktop.


Click on the button for “Make Reservation”



 The box to “Reserve a Computer” will appear.  You will need to enter the following information to make the reservation:
Library Card Number of patron
Choose a specific PC Area – or leave the default set to “Any”
Click on “Make Reservation”



 There is also additional “Optional” information that you enter if you need to.
Future Reservations – if your library happens to be using the feature for making “future reservations” – you can choose this option when making the reservation PRIOR to clicking on the “Make Reservation” button.
Reserving a Specific PC – if you choose to make a reservation for a patron for a particular pc, you can check the radio box next to “Reserve a Specific PC” PRIOR to clicking on the “Make Reservation” button.

 (
Make a Future Reservation
) (
Reserve a Specific PC
)



Using a PIN # when making reservations.
If your library is setup for using PIN #’s with Envisionware, after clicking on the “Make Reservation” button, the system will prompt the staff person with a PIN# box.  
Enter the PIN# for the patron & click on OK.



 After choosing all of the appropriate settings for making a reservation, the final step is to click on the button to “Accept Reservation”.







How to Cancel a Reservation from a Staff PC

 Click on the button to “View Reservations”.




Find the reservation that you wish to cancel & click on that entry so that it is highlighted.
Click on the button with the RED “X” to “Cancel Reservation”.

 (
Highlight the entry for the reservation you wish to cancel.
)

 A box will appear asking if you are sure you want to cancel the reservation – click on Yes.



How to Override a Reservation for a Patron at the Staff PC Reservation Station
If a patron has reached their threshold of sessions for the day, staff may make a reservation for them at the staff console by overriding the system message.

 Click on the button for “Make Reservation”
Follow the steps in the Section titled:  “How to Make a Reservation from a Staff PC”
If the patron has reached their threshold of sessions for the day, a pop up box will appear letting staff know that the reservation cannot be made and will show the number of sessions the patron has used that day.

Click on the “Override” button to proceed with the reservation.
Click on the button to “Accept Reservation”.


How to Make a Reservation from the Public Reservation Station

 Patron walks up to the public reservation station & should click on the button for “Next Available PC”.



 A box will appear for the patron to enter their library card number.
Once they enter their barcode, click on Next.



 If your library is set up to use PIN#’s with Envisionware, they will enter their PIN#.

They will then have to select a specific PC Area – or – select the default of ANY to sign up for any PC in the library.
Click on Submit.
Click on the button to “Accept Reservation”.




How a Patron Can Sign Into a PC as a Walk Up 
If a library chooses to allow @Client Reservations (walk ups), patrons are able to walk up to a pc & sign up without having a prior reservation.

 Click on the link that says Available.





 A box will appear for the patron to enter their library card number & PIN# (if the library happens to be using PIN#’s with Envisionware).
Click on OK.






 Click on the button to “Use this Computer”.




Section 2 – PC Reservation - Management Console

How to View PC Reservations from a Staff PC

 Double Click the PC Reservation icon from the staff desktop.




Click on the button to “View Reservations”.





 You will see a list of all pending patron reservations.






 You can also choose to view the pending reservations by specific PC.  While in the Current Reservations screen, click on the button to “View By PC”.









 The following box will appear showing a chart of the pc reservations by time of the day & specific pc name.


How to View the Status of a PC

 Double Click the PC Reservation icon from the staff desktop.


Click on the button to “View PC Status”
A box will appear showing the status of all pcs in the library.  


 If the Management Console was already open on a staff pc, you can click on the “Refresh” button to update all statuses of the pcs.
Click on the “Finished” button to get back to the main menu.

How to Control Certain Functions of a Patron PC
Staff are able to perform certain functions while a patron is logged into a pc using the staff pc reservation management console.

 How to send a message to a PC remotely
 Double Click the PC Reservation icon from the staff desktop


Click on the button to “View PC Status”
Staff will see if a pc is “In Use” under the Status column.  To send a message a pc that is “In Use” by a patron – click on the line of the pc you wish to send it to.
 (
Send Message Button
)


 Click on the button to “Send Message”.

A free text box will appear so that you can type your message for the patron.













Once you are finished typing – click on the “OK” button.




 The patron will then see the message appear as a pop up on their screen.
Click on OK to get rid of the message.


 How to Remotely Extend the Time on a Patron PC
Double Click the PC Reservation icon from the staff desktop


Click on the button to “View PC Status”
Staff will see if a pc is “In Use” under the Status column.  To extend the time on a pc that is “In Use” by a patron – click on the line of the pc you wish to extend the time for.

 (
Extend Time Button
)

 Click on the “Extend Time” button
 A box will appear allowing staff to choose the number of minutes for which they would like to extend the time for this patron.  Click on the Up & Down arrows to adjust the number of minutes.
Click on OK.


 A pop up box will appear showing that extra time has been granted to that pc.
Click on the “Finished” button to get back to the main menu





 How to Remotely End a PC Session
Double Click the PC Reservation icon from the staff desktop

Click on the button to “View PC Status”
Staff will see if a pc is “In Use” under the Status column.  To End the Session on a pc that is “In Use” by a patron – click on the line of the pc for which you wish to end the session.
 (
End Session Button
)

 Click on the “End Session” button.
A box will appear asking you to enter the number of seconds in which you want that session to end.  You can either leave the default set or you can change it by typing in the box.



 Click on OK.
Click on the “Finished” button to get back to the main menu




How to View the History of a Patron’s PC Usage Time

Double Click the PC Reservation icon from the staff desktop


Click on the button to “View History”



 A pop up box will appear – you will need to enter the library card number for the patron you are looking to see the history for.



 (
View Details Button
) Click on OK.
A box will appear showing the Usage History for that patron.



 To see more details of a particular session – highlight the specific session line & click on the “View Details” button.
Another box will appear with detailed information for that particular patron session.
Click on OK when finished.
Click on the Close button.

[image: ]



Section 3 – LPT:One Print Release Terminal

How to Release a Single Print Job from the Print Release Terminal

 Double Click the LPT One Print Release Terminal icon from the staff desktop.

The Print Release Terminal box will appear showing you all of the pending print jobs for patrons in the library.

[image: ]
 To release a specific print job for a patron, find the correct line & highlight by clicking on the line.
Click on the “Print” button.

 (
Highlight the line of the print job you wish to release.
)[image: ]



 A “Release Confirmation” box will appear showing that the job has been released to the printer.    
Click on OK.
[image: ]

How to Release Multiple Print Jobs from the Print Release Terminal

 Double Click the LPT One Print Release Terminal icon from the staff desktop.


The Print Release Terminal box will appear showing you all of the pending print jobs for patrons in the library.
Click on the lines of the print jobs you wish you release to the printer – you will see them highlighted in blue on the screen.

 (
Click on Select All Jobs Button to Release All Print Jobs
)[image: ]
 Click on the “Print” button.
“Release Confirmation” box will appear showing that the job has been released to the printer.    
Click on OK.
If you wish to release ALL print jobs that are pending in the queue – you would click on the “Select All Jobs” button to release all pending print jobs to the printer.



How to Release Multiple Print Jobs for the Same Patron

 Double Click the LPT One Print Release Terminal icon from the staff desktop.


The Print Release Terminal box will appear showing you all of the pending print jobs for patrons in the library
To find all print jobs for the same patron, click on the header for “USER ID” to sort this column by patron library card number.








You will see that the arrow is showing on the “USER ID” column as the print jobs are now sorted by the USER ID.

[image: ]

 Click on the lines of the print jobs for that patron that you wish you release to the printer – you will see them highlighted in blue on the screen.
Click on the “Print” button.
“Release Confirmation” box will appear showing that the job has been released to the printer.    
Click on OK

How to Release Print Jobs from Earlier in the Day

 Double Click the LPT One Print Release Terminal icon from the staff desktop.


The Print Release Terminal box will appear.
Click on the “Reprint Jobs” icon to find jobs from earlier in the day
You will see all previous print jobs from that day.  








Select the print jobs that you wish to “reprint” by highlighting those lines.

 (
Click on Exit Reprint Jobs to get back to the Main Menu.
)[image: ]

 Click on the “Reprint” button to release the print jobs to the printer.
“Release Confirmation” box will appear showing that the job has been released to the printer.
Click on the “Exit Reprint Jobs” button to get back to the main menu.


How to Delete a Print Job from the Print Release Terminal

  Double Click the LPT One Print Release Terminal icon from the staff desktop.

The Print Release Terminal box will appear showing you all of the pending print jobs for patrons in the library.
Find the print job(s) that you wish to delete by highlighting the specific print job line(s).
Click on the “RED X” button next to the print job(s) you wish you to delete – OR – click on the “Delete” button at the top of the Print Release Terminal to delete the print job(s).

[image: ]
 A “Confirmation Delete” box will appear asking if you are sure you want to delete the print job(s)?
Click on “Yes”.
[image: ]
 The print job(s) will be removed from the print queue.


Section 4 – PC Reservation – Client Module

How to Exit out of the Envisionware Software from a Patron PC
Example – if you were planning to teach a class and did not want users to have to log in through Envisionware with time limitations – you could use this function

 From the PC Reservation “Welcome” screen on the patron pc – hold down the CTRL KEY while performing a left mouse click on the PC Reservation Logo (simultaneously) to exit out of the software.

 (
Hold down CTRL key & left mouse click on the PC Reservation Logo to exit out of the Envisionware Software. 
)[image: ]

 A “Password Required” box will appear on the screen.
Enter the “Staff Password” that was entered on your library’s Envisionware setup worksheets. 
[image: ]

 Once you enter the password, the patron pc will exit out of the Envisionware software and can then be used as a regular pc.  

How Staff Can Login to a Patron PC Without Having a Prior Reservation        (Using the Super User Username & PIN#)

 From the PC Reservation “Welcome Screen” on the patron pc – double click the PC Reservation Logo.
You will now see a new “Welcome Screen” asking for the following information:
Library Barcode – this will be the Super User Username you entered on your library setup worksheets.
PIN – this will be the PIN you selected on your library setup worksheets.
 Once you enter the username & password, the patron pc will now be logged in as a Super User.  You will see the floating box at the top of the screen will display at the Super User and there will be unlimited time for the patron.

[image: ]












Section 5 – PC Reservation – Reporting Module
The Management Console accumulates statistics about maximum and average use that may be reported by User, Day, Day of Week, Month, Area, and PC, for example. The Reporting Module makes it possible to filter, view, print, and export this information quickly and effectively.

What Reports are Available?

 PC Usage Reports
By PC Area
By PC ID
By User ID
By Date
By Month
By Day of Week
By User Defined Field

How to Generate Reports

 Double click the PC Reservation Reporting Module icon on the desktop.


The reporting module will open.
Click on “Reports” from the menu bar at the top of the screen to select the report you wish to view.

[image: ]





 When you select any report to run – the following box will appear for you to enter the report criteria.


 You can leave the default set to “earliest” and “latest” if you wish – OR – you can type in specific date ranges for your search criteria.
**PLEASE REMEMBER TO REMOVE THE BRACKETS PRIOR TO ENTERING A STARTING AND/OR ENDING DATE IN THE BOXES BELOW.

 (
You Can 
Enter a Specific Starting & Ending Date
 
Range
)[image: ]

 A “Query Results” box will appear.
Click on the “Generate” button to generate the report.



 The “Export Report Data” box will appear.
You can choose the view the report in HTML format – OR – as a comma delimited file (Excel).


You can also choose to save your exported report in a different folder or directory on your pc by clicking on the “browse” button

[image: ]


 If you choose to save the report in a different directory (other than the default) – a “Save As” box will appear and you can choose where you would like to save the report.  You can also give the report a different file name as well.

 (
You c
an rename the report you saving in the File name box.
) (
You can select a location/directory of where you would like to save the report.
)[image: ]








 When the report is done generating, a box will appear asking if you would like to view the file.
Click on “Yes”.
[image: ]


The report will appear on the screen.
[image: ]

Click on the “Close” button from the PC Reservation Reporting Module screen to get back to the main menu.

[image: ]

 If you choose to view a report in a Comma Delimited Format (rather than HTML) – follow steps 1-8 in Section 5 above & then select the radio button next to – “Comma Delimited File” to view the report in Excel.

[image: ]

 The remaining steps are the same (steps 10-14 in Section 5 above).  The only difference is that report will appear in an Excel format rather than HTML.

[image: ]


 You can run any of the other available reports the same way by following Steps 1-17 in Section 5 above.
















Section 6 – LPT:One Quick Reporter

How to Generate a Report

 Double click the LPT One V4 Quick Reporter icon the desktop.


The LPT:One V4 Quick Reporter box will appear so that you choose the date range for your report.
 (
Choose the date range for your report & click on Generate
)[image: ]

 Once you select the date range for your report, click on the “Generate” button.
You will see the following information on the report (by PC & Type of Print Job)
Printed – jobs that actually got released & printed for patrons.
Overrides – print jobs that required an override.
Deleted – print jobs deleted from the Print Release Terminal
Cancelled at Client – print jobs that were cancelled by patrons at the PC
Cancelled due to Too Many Pages.
Expired – print jobs that expired and never got released from the Print Release Terminal.
Printed by Printer Family.
Printed by Printer – will show print jobs printed from specific individual printers.
Summary.

 Once the report appears on the screen, you have the option to “Save” the report, “Print” the report, or “Exit” out of the report if you wish.

[image: ]

 If you want to “Save” the report, click on the “Save” button and you can choose to save it in a different directory (other than the default) – a “Save As” box will appear and you can choose where you would like to save the report.  You can also give the report a different file name as well.  This report will be saved in an .HTML format.

 If you choose to “Print” the report – simply click on the “Print” button and you can send it to any networked printer available from your PC.
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