CybraryN Setup Worksheets

Staff PC Setup





CybraryNet is the Time Management console that allows you to control the PCs from a single point.  It allows you to view current usage, override rules, extend patron time, send messages to patron PCs, and run reports on usage.

PrintDesk is the Print Release station that allows staff to view the print jobs waiting in the queue and release them to be printed out.

CybraryQ is the component of CybraryN that allows patrons to signup or be signed up by staff on a waiting list/Queue when all PCs are in use.  This software can be added to a dedicated public PC and/or a staff PC.

RSVP is the component of CybraryN that allows patrons to reserve a computer at a time that is convenient for them.

CybraryN Server is the software that will allow the site administrator to access the CybraryN settings that may need to be changed or adjusted for the site groups.  This software can be added to 1 staff computer per library due to licensing issues.

NOTE: In most libraries, CybraryNet is found at the reference desk or circulation desk PCs.  The PrintDesk is wherever money is usually collected for printouts.  More than one application can run on the same staff PC.  You could also have multiple CybraryNet, PrintDesk, and CybraryQ consoles in your library.  It is recommended when using the CybraryPrint feature that PrintDesk is added to at least 2 staff PCs.

List the PC names where you want the following software added:

 (i.e. pennhills-103)

CybraryNet:  ________________________________________________________

PrintDesk:  __________________________________________________________

CybraryQ:  __________________________________________________________

RSVP:  _____________________________________________________________

CybraryN Server:  _____________________________________________________

Determine PC 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.

NOTE: These groups of PCs can be included in the Queue/Reservation system or as walk up only PCs for first come first served basis.

Please list the groups you want setup at your library

Name of Group: _________________________________________________

Group Description (optional): _______________________________________

Name of Group: _________________________________________________

Group Description (optional): _______________________________________

Name of Group: _________________________________________________

Group Description (optional): _______________________________________

Name of Group: _________________________________________________

Group Description (optional): _______________________________________

Name of Group: _________________________________________________

Group Description (optional): _______________________________________

Login setup

The login box is what will display on the public PCs.

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 First Name/Alias (no III patron authentication)

______ Ask for first and last name and library card number for login (III patron 

              authentication)

______ Ask patron for library barcode for login  (III patron authentication)

Client Desktop Setup


Indicate if you would like the following options activated:



______ Display the Floating countdown clock when patron logs in (Y/N)

______ Prevent Multiple simultaneous logins using the same barcode. (When a user logs in and if their barcode is already in use, a box will appear informing the user.)  (Y/N)

Group Setting: 

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 sessions 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.  

Buffer:  You can enforce a buffer period between patron sessions if you give patrons multiple sessions during the day.  For example, you may choose to give patrons three ½ hour sessions with a 15-minute buffer.

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. (If you plan to use CybraryRSVP, there is no auto-snooze available, but staff can grant this.)

User Login Application:  CybraryN 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.

Pages 5-7 are identical.  Some of you may fill out only one of these pages, as you have only 1 group; some of you may fill out more.  If you have more than 3 groups, make a copy and use it for your additional groups.  

Group Name: _____________________________________

Patron time length and session limits:

______# hours and _____# minutes each patron has to use computers in the group.

______ Total number of sessions per day for each patron.  

Warning Time: 

Warning message should begin appearing _____ minutes before the user’s time is up.

_____# of warning messages that appear
Buffer:

The same patron can login again after ______hours and  _____ minutes.  

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?

_____ The number of times the patron can extend their time.

User Login Application:

Application to startup when patrons login: ___________________________________

Please list the PCs to be included in this group:  

	(i.e.sewickley1-8)
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Group Name: _____________________________________

Patron time length and session limits:

______# hours and _____# minutes each patron has to use computers in the group.

______ Total number of sessions per day for each patron.  

Warning Time: 

Warning message should begin appearing _____ minutes before the user’s time is up.

_____# of warning messages that appear
Buffer:

The same patron can login again after ______hours and  _____ minutes.  

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?

_____  The number of  times the patron can extend their time.

User Login Application:

Application to startup when patrons login: ___________________________________

Please list the PCs to be included in this group:  

	(i.e.sewickley1-8)
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Group Name: _____________________________________

Patron time length and session limits:

______# hours and _____# minutes each patron has to use computers in the group.

______ Total number of sessions per day for each patron.  

Warning Time: 

Warning message should begin appearing _____ minutes before the user’s time is up.

_____# of warning messages that appear
Buffer:

The same patron can login again after ______hours and  _____ minutes.  

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?

_____  The number of  times the patron can extend their time.

User Login Application:

Application to startup when patrons login: ___________________________________

Please list the PCs to be included in this group:  

	(i.e.sewickley1-8)
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


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.  

_____ Restrict usage of a computer to specified hours of operation only?   (Y/N)

(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

	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


If there is no mouse or keyboard movement for a designated period of time, CybraryN will display a warning message to see if anyone is still at the PC.  If not, CybraryN 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 your No-Use period? _________

Setting rules and restrictions based on III Patron Record Authentication

For Libraries not wanting to use patron authentication, please skip this section.

Rules setup based on III patron authentication can be very simple to very complex. Here are some examples: 

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. 

Though a barcode is required, reports and statistics do not connect usage to an individual patron’s barcode.  (See the section on usage for more information.)


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

	Patron record Field
	Limits

	e.g Expiration date
	Do not let patrons with an expired library card login



	e.g. Child Ptypes
	Do not let children login to the group of computers called “Internet”

	
	

	
	

	
	

	
	


Guest Cards
If you choose to authenticate and you have users that do not have a library card, there are several options for providing access to your PCs.  Each library can create its own policy and procedures. Here are some examples:
Option1:
Staff registers a patron in III with 250 Internet Guest card—the patron provides a name, but does not need an address, they don’t get any circulation privileges, but the card gives them a way to use the PC and authenticate with III.  Staff can set a shortened expiration date if they desire.

The library card should be hole punched so if patron tries to check items out they will be flagged.  

Option 2:

Create generic "guest cards” in III with 250 Internet Guest P-type and staff can decide on any expiration date (1 day, 1 week, 1 month).  The card is given to patron to use and returned to the staff desk.  A new barcode number can be assigned to the card each day, week, month, etc.

Staff may create a certain number a day, week, or month and have them expire each day, week, month and this would limit the number of guests that they would have at a time.

Option 3: 

Create generic "guest cards” in III with 250 Internet Guest P-type and can decide on any expiration date (1 day, 1 week, 1 month). Staff would sign guests up at the desk and enter the barcode number as the name/alias.  Patron sits down at the PC and enters the number seen in the "reservation message."  A new barcode number can be assigned to the card each day, week, month, etc.

CybraryQ : Managing a waiting list
The Queue 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.  
Patrons are listed with a name/alias in the order they signed up.  When a PC becomes available a PC name appears next to the person’s name and a message appears on that PC:  “This PC is reserved for: Name/Alias.”

Libraries may designate a patron or staff PC for the Queue station. 

The patron PC may be used only for CybraryQ—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 Queue stations can be setup in a library.

Name of PC(s) on which to use CybraryQ: _________________________________








(i.e. shaler-12 or shaler-100)

Please list the groups that you want to use CybraryQ:

NOTE: You may wish to combine setups and have some groups of PCs use CybraryQ and others be walk up only.

Name of Group using CybraryQ: _______________________________________

Name of Group using CybraryQ: _______________________________________

Name of Group using CybraryQ: _______________________________________

Grace Periods




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.   

How long is your grace period? _________

The CybraryQ PC waiting list screen

_____ Do you want to display On Screen Directions? (Y/N)

(Text for On Screen Directions should be provided as a word document)

Enter a customized label name for this field, which will display to the patron when they login.  The queue itself will only display their first name or alias.  If you don’t want to use the last name, enter “none.”

First Name/Alias: ______________________________________________

(i.e. First Name or  Alias)

Last name/Alias: _______________________________________________


(i.e. none)

Barcode/ID Label: ______________________________________________

(i.e. Library Card Number)

CybraryRSVP--The Reservation Station.
The patrons may sign up at a specific time for a specific or next available PC. A receipt can be printed and patrons may walk around the library while waiting and not lose their turn.  

This system is based on which PC has the least amount of time left.  However, if someone leaves another computer early, a patron can cancel their original reservation and select or walk up to the PC that is open rather than the one they had been assigned.

Libraries may designate a patron PC for the RSVP station or a staff PC.

The patron PC may be used only for CybraryRSVP—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 CybraryRSVP: _________________________________








(i.e. shaler-12 or shaler-100)

Please list the groups that you want to use CybraryRSVP:

NOTE: You may wish to combine setups and have some groups of PCs use CybraryRSVP and others be walk up only or use CybraryQ.
Name of Group using CybraryRSVP: ___________________________________________

Name of Group using CybraryRSVP: ___________________________________________

Name of Group using CybraryRSVP: ___________________________________________

____ Computers can be used in between reservations   (Y/N)
First Allowed Reservation time:  _________am/pm
Grace Periods 





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.   

How long is your grace period? _________

The CybraryRSVP screen

Libraries can choose how far into the future patrons are allowed to sign up (hours or days). If you choose days, then CybraryRSVP works like an appointment book.  You may opt to have patrons have access the schedule for each day. 

How far into the future would you like patrons to be able to sign up? (Choose 1) 

________Hours        

________ days                   

_____ Do you want to use the Single Step interface or the All In One interface? 

_____Do you want to print a receipt? (Y/N)

_____ Do you want patrons to book multiple reservations per day? (Y/N)

Enter a customized label name for this field, which will display to the patron:

If you don’t want to use the last name, enter “none.”
First Name/Alias: ______________________________________________

(i.e. First Name or  Alias)

Last name/Alias: _______________________________________________


(i.e. none)

Barcode/ID Label: ______________________________________________

(i.e. Library Card Number)

Schedule: If patrons can book reservations for days in advance, you’ll not want to include days in which you are closed.  

          Please list any Days Closed:
	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


CybraryPrint




This module provides a simple client interface to manage print costs that allows patrons to confirm charges before printing. 

This module is optional, and at this time there is only 1 setup scenario.
There can be multiple Print Management Queues on staff PCs in your library.

Name of staff PC(s) on which you’d like the Print Management Queue:

___________________________________________________________________

*Different costs can be established for printer type, paper size, color, or duplex. 
	Printer Model
	Printer Name
	Price Per page

	i.e. Xerox Docuprint N17
	CircDesk
	$.15

	
	
	

	
	
	

	
	
	

	
	
	


Print Messages

(Please provide text as a notepad document and save it on a floppy disk)

CybraryPrint Warning message   This is the message that patrons see when they click on the print button.  They will also see the number of pages and the total cost. They can accept or cancel the print job.

CybraryPrint Pickup Print Job message:  This is the message that tells patrons where to pick up their printouts.

CybrarySite





This module is a web browser (based on Internet Explorer) that allows libraries to give access to or lock out web sites. 

You may combine CybrarySite with the time management piece of software so that you could limit time on these PCs and/or you can get statistics.  You may decide that you want people to login but not necessarily with their library card.  You could only ask for a name or initials etc.

Printing:  

In order to use the print management software on the cybrarysite PCs, you will need to have CybraryN running (patrons must somehow logon)

You may also choose for patrons not to be able to print using a Cybrarysite PC.

The third option is to allow patrons to print free pages from a Cybrarysite PC that would get release to the printer without going through the PrintDesk.  

Catalog Only:

____ Option 1:  Users can only get to The Catalog, My Account and Help. None of the links on the header work.

____ Option 2:  Users can get to The Catalog, My Account and Help, as well as Can’t Find it, and the subsequent links:  Search Other Catalogs, Try an Interlibrary Loan, Look in Books in Print, Suggest a Purchase. 

_____ Do you want to track time or statistics on your CybrarySite PCs? (Y/N)

Please list the name of the PCs that will be using CybrarySite:

	PC Name for CybrarySite

	

	

	

	

	

	


Password Restrictions



You will want the ability to change your configuration to be limited to your Administrator, however, at least one other person should know what the passwords are.  You may decide that you want a different password for each function below or you can just choose one.

The Exit password is to exit CybraryN completely on the patron PCs and return to the regular Windows Desktop.

The Setup/Modify Program allows you to change any of your configurations found in these setup worksheets.

The Snooze password grants additional time to patrons.

The Shutdown password closes all programs and shuts down the computer

The Reboot password closes all programs and reboots the computer

The Override Login password allows staff to override login to CybraryN.

	CybraryN Function
	Password
	Recommended for:

	Setup/Modify program
	
	Site Administrators

	
	
	

	Exit  
	
	Library Staff

	Snooze
	
	Library Staff

	Shutdown the patron PC
	
	Library Staff

	Reboot the patron PC
	
	Library Staff

	Override Login
	
	Library Staff

	
	
	


Public System Messages: 

1. User Time Out Warning: This is the message the user will see X minutes before their time is up. 

When the patron’s time has expired, a box will appear. If they have not saved their work they will lose it.  If the patron needs additional time staff can override and give them additional time.  

2. User Has Been Logged Out Message:  This is the message the user will see when their time is up and they are being logged out by CybraryN.
5. Computer hours warning: This is the message that patrons will see when the computers are logged off at the end of the night.
10. Access Denied: This is the message that patrons see if they are not able to login to CybraryN. There could be a number of reasons depending on what you’ve chosen (card is expired, they don’t have a library card in III, they’ve used up all of their time etc.)  You might want to make this message generic but helpful or list a few of the reasons why they might be denied access.

11. Computer Use Policy: (found also in Setup(Admin Tab(Policy System Message) This could be an Internet Use policy or introduction message that will appear at the beginning of each CybraryN computer session. Patrons must agree or disagree

14. Login Barcode Text: Wording used to describe the information needed by the patron/user to login 

Here are 3 examples of library configurations:

Library 1:  This small to medium sized library does not have a lot of patrons waiting, but wants to be able to limit time.  They do not use a waiting list feature (CybraryQ or CybraryRSVP), they just allow patrons to walk directly up to the PCs and sign on.  A valid library card is required to use these PCs, therefore they use patron authentication.  They do not allow patrons to have an expired card or fines on their record.  

They created 2 groups of PCs:  Adult and Children.  The Adult PCs have a 2-hour time limit per day.  They want only adults to use the Adult PCs so they limit the adult patron types to this group of computers. 

The Children PCs have a 1-hour time limit per day. They want only children to use the Children PCs so they limit the child patron types to this group of computers. 

When a patron walks up to the PC the need to enter their library card number. Patrons are able to pause their PCs while they take a break. Time keeps ticking.  They get a 7-minute grace period so if they pause their PC they get only 7 minutes to get back to it or else it is automatically logged off.  When they have 9 minutes left they get a warning message that they should save their work. They get another message at 6 minutes and then at 3 minutes.   Once they have been logged off by the system their work is gone.  

The library is open from 10-8 every day.  The system logs patrons off at 7:50 every day.  

Library 2:  This is a large library with high use and the need for a waiting list.  They let patrons walk up to an empty PC and login, but if all PCs are full, patrons go to a public PC with CybraryQ on it to sign up in a waiting list.  

A valid library card is required to use these PCs, therefore they use patron authentication.  If the card is expired, patrons may not login.  
They have 3 groups of PCs:  Internet, Word Processing and Express Use.  The Internet PCs have two 30-minutes sessions.  There is a 15-minute buffer in between, so patrons cannot use their two 30-minute sessions simultaneously.  A Patrons time will automatically be extended for 10 minutes as long as no one is signed up and waiting in the Queue.

The Word Processing PCs have one session of 1 ½ hours.  A Patrons time will automatically be extended for 10 minutes as long as no one is signed up and waiting in the Queue.

The Express Use PCs are found in the front of the library.  They are not included in the CybraryQ list.  These are purely walk-up PCs. If they are all full, patrons must wait for an open one. They have a 10-minute time limit with no time extensions.  Patrons are limited to 3 express use sessions each day. There is a 10-minute buffer between sessions so they cannot use their sessions simultaneously.

When a patron walks up to the PC they need to enter their library card number. Patrons are able to pause their PCs while they take a break. Time keeps ticking.  They get a 10-minute grace period so if they pause their PC they get only 10 minutes to get back to it or else it is automatically logged off.  Patrons get 2 warning messages at 6 and 1 minute.  Once they have been logged off by the system their work is gone.  

 The library is open from 9-9 every day.  The system logs patrons off at 8:50 every day.

The library uses the print management.  They have 2 printers: a black and white printer and a color printer.  The color printer charges $.50 per page while the black and white charges $.15 per page.  The patron’s print out goes to the queue.  They walk up to the circulation desk, pay their fees and staff release the print job to the printer.
Library 3:  This Library is not interested in restricting time or authenticating patrons.
The library does not use groups nor do they use any waiting list management.  Patrons can walk directly up to a PC and log in using a name or alias.  Their time limits are set for 8 hours, so rarely does a patron ever get logged off; they are able to choose how long their session is.  Patrons are able to pause their PCs for 10 minutes. After 10 minutes of inactivity the PCs are logged off.   The library is open from 12-8 every day and at 7:50p.m the PCs are automatically logged off.  The patron receives 2 warning messages at 10 minutes and 5 minutes.  Once they have been logged off by the system their work is gone.  

This library has 5 PCs that use CybrarySite and limits access to The Catalog only.  These PCs are scattered throughout their building, near the stacks.  
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