Horizon Sunrise 7.2 Training

ABBREVIATED CIRCULATION TRAINING









        Circulation User’s Guide Page

I.  Borrower Records







a.  Creating New Borrower Records (Fast Add)



4-4


b.  Completing Borrower Records





4-9


c.  Editing  / Deleting / Renewing Borrower Records


4-9 through 4-14

 
d.  Replacing Lost or Damaged Barcode




4-15

II.  The Checkout Process






a.  Identifying Borrowers






2-12

b.  Checkout (“wand” in)






2-5

c.  Checkout (from PAC)






2-28

d.  Editing Item Information
in Checkout




2-9

e.  Self-serve Checkout (if used)





2-8

III.  The Checkin Process

a. Basic Checkin







2-20

b. Bookdrop / In-House Use / Exempt Charges Buttons


2-23

c. Change CKI Date Option






2-26

d. Checking in Damaged Items





2-24

e. Editing Item Information in Checkin




2-25

IV.  Blocks

a.  Placing a Claimed Return or Lost Block



3-22

b.  Placing a Note Block






3-21

c.  Placing a Fee Block






3-22

d.  Resolving Blocks







3-28

V.   Review of All Pull Down Menus and Their Function

