Offline Circulation Quick Tips
Call the eiNetwork Help Desk at 412-622-3146 if you do not have a desktop icon.

Before circulating

1. In View / Preferences screen

a. Check for the correct statistics group

b. Make sure Barcode Validity Checking is not checked
c. Enter due slip information if desired

2. In the File Menu

a. Erase any previous circulation transactions
b. Select a printer for due slips

Circulating

1. Scan the patron barcode.     Don’t delete the b barcode prefix.
2. Scan items to be checked out to the patron.    Don’t delete the b barcode prefix.
3. Click New Patron for the next patron.    Forgetting to click New Patron when you are finished checking items out to a patron is the most common error.
After returning to Online Circ

1. Use File, Upload Circulation and Patron data.     You need to do this on each PC that was used for offline circulation.

2. Contact the Help Desk to request a copy of the error message from offline transactions.   Error messages will indicate invalid patron or item barcodes.
Offline Circ FAQs:

· The due date for items checked out using offline circ is the due date that you enter in offline circ.      If you are checking out items that should have different due date (such as print material and AV items), you will need to click the Change Due Date button and enter a new due date. 
· Offline circ can’t check for patrons that are not entitled to check out items due to fines, blocks, expired card, etc.    The items will be checked out to the patron barcode.      When the offline circ transactions are processed on the server, you can get a list of error messages including any invalid barcodes.      Please contact the help desk to request the error report from processed transactions.
· When offline circulation transactions are processed, if the offline transaction is not the most recent transaction for this item, the offline circ transaction will be rejected.

· Use offline circ for checkouts only.      Using offline circ for checkins won’t alert staff to any items that need to be routed elsewhere or placed on the holdshelf for a patron.    Using offline circ for renewals will allow a renewal even if there is a hold on the item or the max renewals have been reached.
· Unless you hear otherwise from eiNetwork, you can upload offline circulation transactions any time you have access to Millennium.     Offline circulation transactions are processed every morning.
For Additional Information:

Circulation Manual - Using Offline Circ   - This include screen shots of all the offline circulation screens.
Offline Circ Stat Groups – find your stat group here.
