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Introduction
The purpose of this document is to provide circulation staff with instructions on how to provide Circulation customer service when Voyager is Offline.  Some manual procedures that are affected by Voyager Offline time are also discussed.  Included are instructions on how to retrieve the data from the previous release (2001.2.1) and upload it to Voyager 5.0 once Voyager is online with the new release.
While every attempt has been made to cover as many situations as possible, it is understood that local procedures will ‘fill gaps’ that may appear.

Overview Of Voyager Offline
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You can only Charge/Renew. 
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 In order to Charge/Renew, you must have both the patron’s barcode and the item barcode.  
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There is no Discharge capability in the Offline Mode.
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There is no capacity for searching in the Offline Mode.
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There is no Recall/Hold/Paging capability during Offline time.
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Non-barcode items – When library materials are presented for checkout that have no barcode attached, record the bibliographic, location, item type and barcode number using the usual on-the-fly paper forms and double barcodes.  The data will be input to Voyager when Voyager becomes available.
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All printing is disabled in the Offline Mode.
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Library material will be Charge/Renew with the assigned Due Date regardless of the materials current status:

1. Normal

2. Lost/Missing

3. Overdue/Recalled/Renewal Limit Exceeded/Paged/Hold 

4. Reserve/Non-Circulating
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Patrons will be permitted to charge/renew library materials regardless of Patrons current status:

1. Normal

2. Blocked due to Overdue Fines/Expired Privileges/Book Limit Exceeded/etc.
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There is no ‘error reporting’ in the Offline Mode.

1. Voyager will not prompt with an error message if either the patron or item barcode is entered incorrectly. (i.e. The Offline Mode will not display any Error messages such as ‘Item Not Found’)

General Guidelines for Staff
Voyager Offline

RETURNS:
Hold all returns to be discharged AFTER the system is up again and all charges have been completed

Organize returns by and label them with dates and times to be used for back-date discharging


PATRON


RECORDS:
Accurately record patron data and barcodes for keying once the system is up again


CHARGES &


RENEWALS:
Use the Voyager offline circulation client (See 2. below --Offline Circulation procedures document) or manual procedures




Accurately record patron and item barcodes

For materials with no barcodes, use double item barcodes and carefully record author, title, imprint, location and item type for keying once the system is up again


RECALLS:
Advise readers to use the “Place Requests” feature of the OPAC when the system is back up again


SEARCHES:
Accurately record patron name and barcode in order to place a hold when the system is back up again if the book has not been located

Voyager Online

 The following Steps MUST occur in this order:


BIB & ITEM


RECORDS:
Create all bibliographic and/or item records using double barcodes and author, title, imprint, location and item type information noted when the material was loaned out


CHARGES &


RENEWALS:
Use the Voyager offline circulation client to upload charge/renew transactions or type them in manually from written lists of patron and item barcodes

Note any problems via Error Report for resolution once all charges are entered and discharging has been completed


RETURNS:
Complete ALL patron record entry and enter ALL charges and renewals before discharging any volumes

Back-date discharge to waive fines when appropriate


RECALLS &


CALL SLIPS:
Create any recalls, call slips, and holds accepted while the system was down


SEARCHES:
Create any holds and set the missing status for materials not located while the system was down

Offline circulation procedures



NOTE:  Before using the offline client – be sure to obtain approval from the supervisor!

Bringing Up the Voyager Offline Client
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The first step is to click on the Voyager Circulation icon located on the computer desktop.  A pop-up window will notify you that Voyager is not available.

Click ‘OK’

[image: image19.wmf] 

The next pop-up window will notify you that you can continue in the Offline Mode only.

Click ‘Yes’

The Voyager Circulation window and ‘Charge <Offline Mode>’ screens open automatically and prompt you to assign a ‘Due Date’.

Click on the ‘Down Arrow’ of the ‘Date’ line.
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A dropdown calendar will then appear and the date that you highlight will automatically fill the ‘Date’ line, making the date you choose, the assigned Due Date.  

IMPORTANT!  In the Offline mode, you will not be able to change the Due Date of an item once the item has been charged.

If you need to assign a different Due Date to an item that has already been charged or to accommodate a variety of circulating materials, there are two options available.

Option I

1. Close the charge screen.

2. Click CHARGE on the toolbar of the Voyager Circulation window (This will open a new charge screen.)

3. You will then be prompted to assign a new Due Date.

Option II

Voyager is a Windows-based application that allows you to have multiple Circulation Windows open at the same time.
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The preceding picture shows an example of four Circulation Windows open simultaneously.  In this example the windows are open in the Offline Mode, but the process is the same for having multiple windows in the Online Mode.  Each window has a different Due Date assigned to allow for different loan periods.

You can now scan/type Patron Barcodes.  

The Patron must present their valid University ID to you for scanning or, in some cases; you will have to type the barcode in because the card strip has been too badly damaged.  

IMPORTANT:  There is no Patron or Title Lookup capability in the Offline Mode!
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After a Patron Barcode is entered the Item Barcode box will highlight (automatically if the Patron Barcode is scanned in, or when you press RETURN after typing the Patron Barcode).
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After the Item Barcode has been entered, the Item will appear in the Charged Items list (automatically if the Item Barcode is scanned in, or when you press RETURN after typing the Item Barcode).  The title of the item will not appear, only the Item Barcode, the Date and Time of charging, and a status of ‘C’ for Charged.

Click the ‘X’ to clear the Patron Barcode Box.  If you do not CLEAR the patron barcode, the session will ‘TIMEOUT’ and close and you will need to reopen a window and set the Due Date again.
Always try to scan barcodes (not type them) to insure accuracy.  Remember:  Voyager does no error reporting in the Offline Mode.  If incorrect information is typed in, i.e. barcode has incorrect number of characters; it will not be discovered until the Capture Files are uploaded when Voyager comes back online.

NOTE:  Printing is disabled in the Offline Mode.  No Charge Receipt will be generated.  Local procedure will govern whether you use a Date-Stamp, etc.
This concludes Voyager Offline Charge/Renew.

Uploading Capture Files
IMPORTANT:  DO NOT attempt to upload Capture Files until approval of the supervisor has been received.  DO NOT upload Capture Files until bibliographic records created on-the-fly have been input into Voyager’s production database.

When Voyager comes back online, use the following procedures to upload the Capture Files covering the period that Voyager was Offline.  
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At sign-on, the following pop-up window will appear:

Click ‘OK’

(See Section on non-barcode material before proceeding to next step)

The next step is to pull down the Functions Menu and click ‘Charge/Renew’.


Pull down the Charge/Renew Menu and click ‘Upload Offline Capture File’

Voyager will load the stored Offline data immediately.

Be aware, sometimes Voyager will “Exit” itself after completing an Upload, and at that point you must simply Login again.
Special Situations -- IMPORTANT 

Non-barcode items – On-the-fly bibliographic records must be in Voyager before the Capture Files are uploaded. 

Otherwise, any checkout information associated with the previous non-barcode material will be treated as an error.

Materials on HOLD – When a patron picks up material that had been placed on HOLD prior to the Offline period, the checkout will be processed as a normal charge.  When the Capture Files from the Offline period are uploaded, Voyager will automatically discharge the material from HOLD, and charge the material to the patron.
A sample reply stationary to electronic inquiries follows:


Dear Valued Reader,

Your request to renew/recall/or page the following material (s) cannot be processed at this time. The University’s Library Catalog is temporarily unavailable for Reader Requests.  

Unless otherwise directed, your request will be held until University’s Library Catalog becomes available, and your request can then be processed.

Thank you for your patience during this important transition period.

Circulation Desk

Retrieving the Error File Data

Introduction
The purpose of this document is to provide procedures for retrieving error data generated during a Voyager Offline period.

Once the Capture Files have been uploaded, an Error Report of exceptions, problems, etc., which occurred while uploading the Capture File data into Voyager is created and MUST be printed out immediately so that errors can be resolved.

This process must be repeated for all workstations on which the Offline Mode was run during the downtime period.  All Offline Capture transactions are stored on the individual workstation at which the transaction took place.

The Offline Mode will create only one Capture File per day per workstation, regardless of the number of times the Offline Mode is accessed.  A corresponding Error Report by date will be created when the Capture Files are uploaded.

When downtime exceeds more than 24 hours, there will be multiple Capture Files and Error Reports for each day the Offline Mode was used.

To Access the Offline Capture Files

First, Double click on MY COMPUTER

Then, Double click on (C:) Drive

Then, Double click on Voyager folder

Then, Double click on Circulation folder

Then, Double click on Offline file

In the Offline file folder there are two files to be aware of:

. cap is the archive of the of all Offline transactions

. rpt is the Exception Report which lists the transaction errors for a single Offline Capture session 
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Double click on the .rpt file for the Exceptions Report

The file will open in Notepad

If there are no errors the report will look like this:

.
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Then you do not need to print out the report.

IF any errors were generated during upload the report will look like this. 
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IF an Error Report was generated, then the report should be printed out and analyzed to correct the error in Voyager.
This is an example of an archived capture file showing Patron Barcode, Item Barcode, and Due Date.
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C.  CONFIDENTIALITY

An important consideration is that patron borrowing records reside in the Capture and Error Report files and certain necessary precautions need to be in place to maintain our readers’ privacy.

After the Offline Capture Files are uploaded the contents of the Offline folder in C:\Voyager\Circulation\ and the Error Report files are printed, they MUST be copied to a CD-ROM and then safely deleted from the Offline folder.

The disk can then be read in a safe environment and files deleted as necessary. 

VOYAGER RELEASE 5.0
SUPPLEMENT

INTRODUCTION

The following information pertains only to Release 5.0 and is not to applied to a normal Offline situation.

When Voyager goes offline on Tuesday 27, December 2005, the offline client that will be brought up is for Release 2001.2.1. This means that all the Capture Files will exist only in the 2001.2.1 version and must be transferred to the New Version before Release 5.0 goes live.
The last day of business before January 3, 2006 the following steps must be performed in order to safely transition the Offline Capture Files created in 2001.2.1 to 5.0.

On every PC where Capture Files were created:
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Open the START MENU and ‘CLICK’ on SEARCH.
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Open FOLDERS and ‘CLICK’ on LOCAL DISK (C:).  Then under the FILE Menu create a NEW FOLDER and label it ‘ CIRC CAPTURE FILES’.

[image: image18.png]File Edit View Favorites Toals

@Bk v () - (F| ) ssaren [ Faiders |

Address [ C:voyager

Folders

14 3% Floppy (&)
= % Local Disk (C:)
(2 Backup July2005
2 brio
2 deta
(£ Documents and Settings
(3 MSOCache
& net
2 oracle
(£ Program Files
= rpm
2 temp
= tmp
() USB MEMORY
= 3 Voyager
(2 Access Reports
(£ Catalog
= (5 Circulation

& offline

Name Size -
(SiAccess Reports |

(D Catalog

(D Circulation

DMisc

(D)Reporter

B Acg.cnt BKB

@Acyhip 937 KB

8 Acquisttions. exe 8,124 KB

[ Callslip.cnt 1KB

@ Callslip.exe 268 KB

@) Calislip.hip 49K8

[E Catalog.cnt 4KB

SCatalog.exe 1,520 KB |
©)Catalng.hip 407 KB

Bcirc.ent 6 KB

Q) Circhip 387 KB

M CircSelfCheck exe 148 KB

B Circulation exe 2,192 KB

@Loginhip 8KB

@Marcview hip 9KB
[E)PatchDatens2403 0KB

@PrintLblhlp 11 K8

[E) Reporter.cnt 2KB |

38 objects (Disk free space: 128 GE)

201 MB

|58 My Computer

i





Then ‘CLICK’ on the VOYAGER Folder and Then ‘CLICK’ on the Circulation Folder and Then ‘CLICK’ on the Offline Folder and Then copy the contents of the Offline Folder to your new ‘CIRC CAPTURE FILES’ Folder.

The reason for this is that when Release 5.0 is installed, Release 2001.2.1 will be uninstalled and consequently the Capture Files would be lost. However by moving them to the new folder they will be protected and ready for copying to Release 5.0.

Before Release 5.0 is opened on January 3, 2006, the Capture Files must be placed in the Voyager 5.0 Offline Folder which will have replaced the Voyager 2001.2.1 Offline Folder.

This will cause the appropriate messages to POP-UP for Uploading Capture Files.
Circulation Activity for the 2005/2006 Winter Intercession and Orbis 5 Upgrade

4 Libraries open during intercession 

· SML Tuesday Dec 27-Friday Dec 30, 2005 11am-2:45pm (offline 2001.2)

· CCL Tuesday Dec 27-Friday Dec 30, 2005 11am-2:45pm (offline 2001.2)

· Kline Tuesday Dec 27-Thursday Dec 29, 2005 8:30am-5:00pm (offline 2001.2)

· Medical:

· Friday Dec 23, 2005 8:30am-5:00pm (2001.2)

· Saturday Dec 24, 2005 11:00am-4:00pm (2001.2)

· Monday Dec 26, 2005 11:00am-4:00pm (2001.2)

· Tuesday Dec 27-Saturday Dec 31, 2005 11:00am-4:00pm (offline 2001.2)

· Monday Jan 2, 2006 11:00am-4:00pm (offline 2001.2) 

In general all Libraries should be preparing for the return of materials at the end of a semester, by having book trucks ready, and space to store book trucks until materials can be discharged and returned to the stacks.
Notices, Bursar, Patron Barcodes
· The last date of “Daily Circ Notices” on 2001.2 will be Tuesday Dec 27, 2005 at 7:30am.  Notices that would not be automatically emailed will be held in the campus print shop print queue until Tuesday January 3, 2006.  Those notices will be available for courier pickup the morning of January 3, 2006.  

· Any notices that would have been generated between Tuesday Dec 27, 2005 and Monday January 2, 2006 will be in the daily output generated Tuesday Jan 3, 2006. These notices will be available for courier pickup the morning of January 3, 2006.  

· The last run of the “Bursar Transfer” will be Monday Dec 26, 2005 at 7:30am. (Make sure Jenn sets this to transfer automatically).  The Bursar Transfer will resume on Tues Jan 3, 2006 (off from the normal Monday schedule).  The regular Monday schedule will resume Mon January 9, 2006

· The last day the “Patron New Barcode” program will run is Thursday Dec 22, 2005 at 7:30am.  The Yale ID Center is closed during the intercession.  Starting on Friday Dec 23, 2005 libraries that are open should temporarily switch to “Blank Patron” (see above) forms, to handle new patron registration.  The daily run of “Patron New Barcode” will resume on Wed January 4, 2006.  Patrons created via blank forms during the intercession can be manually added to Orbis starting Tues January 3, 2006 by Access Services staff at the 4 Libraries open during intercession. 

Timeline Annotations

Blank Patrons: The 4 libraries open during intercession should be ready with paper forms to “register” new patrons during the intercession.  **Libraries should note the times above when offline Circulation will commence.  
Blanket Due Date: The 4 libraries open during intercession should be ready with their individual “blanket” due dates for materials checked out during the intercession.  The “blanket” due date will be a pre-determined date for each library, signifying when all materials charged during intercession will fall due.  **Libraries should note the times above when offline Circulation will commence.

Please Note the Schedule Stoppages of these Library and Campus Services

· Campus Mail will stop on Thursday Dec 22, 2005 at 5:00pm

· Eli Express will stop on Thursday Dec 22, 2005 at 5:00pm

· LSF Retrievals will stop on Thursday Dec 22, 2005 at 5:00pm  

· Call Slip retrievals will stop on Thursday Dec 22, 2005 at 5:00pm  

**All of these activities will resume on Tuesday Jan 3, 2006 at 8:00am**

Borrow Direct

· Outside requests for items at YUL cannot be placed during Friday Dec 23, 2005-Monday Jan 2, 2006.  This is due to both the winter intercession and the upgrade to Orbis.  During this time, Yale affiliates may continue to make requests via Borrow Direct from other participating Borrow Direct libraries per their own schedules of availability.  Please review the Borrow Direct website for more specific detail: http://www.library.yale.edu/ill/borrowdirect.html
The New Voyager 5.0 Clients

The new version of Voyager clients will be delivered to staff desktops on Tuesday Jan 3, 2006 via their network login? Other?  This process can begin anytime after 7:30am.  Staff arriving at different times throughout the morning and downloading new clients will have no impact on any one individual’s access to the system.  All login/passwords to Orbis will remain the same.
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Select Charge/Renew’ from the Funciions' menu, then select Restore Offine Captur
il fom the Cheige/Renew' menu
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