Uploading offline transactions
Once you are able to connect to the server, you need to upload the offline transactions. It is good
practice to do this as soon as possible, but
do not panic.

The temsOffline InterfaceandStandalone Interfacemean the same thidga separate program
to handle simple circulation tasks while the network is down.

Once you can connect to the server, there are 3 steps to uploading offline transactions:

1. Creating a sessn
2. Uploading transactions
3. Processing transactions

Once the network has come back up, a local system admin must first create a session before
uploading transactions. Then, staff can upload transactions from each of the workstations used in
offline circ tothat session. Once all of the branch workstations have uploaded their transactions
to the session, the manager will process all the transactions from all the workstations at once.

NOTE: Circ Staff uploading transactions to #essiordoes not put thednsactions into the

Evergreen database. The transactions will not be sent to the Evergreen database until the
manager processes the session.

Create a Session
1. Log into Evergreen with a local system admin username and password.

2. From the menu bar, sele&timin ¢) > Offline Transaction Management

Operator Change: New

Offline Transaction Management k
Download OFffline Patron List

Local System Administration
User Permission Editor
Receipt Template Editor
Survey Wizard

For developers (-)... »

3. TheOffline Transactionscreen will open. Previously created sessions will be listed in
the Offline Sessions section. Otherwise, the Offline Sessions section will be blank.
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4. In the uppeOffline Sessionsection, click on th&reatebutton to create a new session.

5. Ent er

1: tara@BTE-tara.training.sitka. bclibri

File

Edit Search Circulation

1 Offline Transactions |

Cataloging

~ Offline Sessions
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The page at http://training.sitka.bclibrary.ca says: (e G

12/ Please enter a description:

Snowstorm 2008-12-15|

| OK%_][ Cancel |

6. In the Offline Sessions section, highlight the session you just created. An Uploaded
Transactions section will appearthe bottom of the screen. Initially, this section will be

empty.

% 2: tara@BTE-taratrainingsitka.bclibrary.ca

i e S|

Admin()  Help

File Edit Search Circulation ~Cataloging
1 Offline Transactions |
- Offline Sessions
Refresh | [ Create | | Process Upload
Description Date Created Upload Count Transactions Processed Processing? Date Completed ]
Snowstorm 2008-12-15 2008-12-1514:31 0 0 No
2008-12-15 2008-12-1511:23 AN 3 Completed 2008-12-1511:33
2008-12-04 2008-12-04 11:02 1 1 Completed 2008-12-04 11:03
offline aug 19 2008-08-1915:08 1 3 Completed 2008-08-1915:08
augl9 2008-08-1913:51 1 4 Completed 2008-08-1913:52
Monday Aug 18 2008-08-1810:39 0 0 No
augls 2008-08-1810:39 1 2 Completed 2008-08-18 10:40
June 23rd morning 2008-06-24 09:47 1 3 Completed 2008-06-24 10:16
james test 2008-05-1210:01 1 3 Completed 2008-05-1215:11

7. Inform library staff that the session has been created andheéhagéssion namis.
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Upload Workstation Transactions to a Session

Wait until the local system admin has createdsaisa and told you that it's ready for your
upload. There may be several sessions shown ddffliee Transaction Managemestreen, so
you'll need the name of the correct session from your local system admin.

1.

2.

Log into Evergreen with your normal usernaamel password.
From the menu bar, sele&timin €) > Offline Transaction Management

TheOffline Transactionscreen will open. You should see at least one session in the
Offline Sessionsection. You will see old sessions listed there as well.

In theupperOffline Sessionsection, highlight the correct session, then dighoad

* 2: tara@BTE-tara.training.sitka.belibrary.ca

File Edit Search Circulation ~Cataloging Admin(-) Help

1 Offline Transactions

Offline Sessions

Refresh | [ Create | [ Process

Description

121 % 0 0
2008-12-15 2008-12-1511:23 1 3 Completed 2008-12-1511:33
2008-12-04 2008-12-04 11:02 1 1 Completed 2008-12-04 11:03
offline aug 19 2008-08-1915:08 ki 3 Completed 2008-08-1915:08
augl9 2008-08-1913:51 3 4 Completed 2008-08-1913:52
Monday Aug 18 2008-08-18 10:39 0 0 No
augl8 2008-08-18 10:39 I 2 Completed 2008-08-18 10:40
June 23rd morning 2008-06-24 09:47 b 3 Completed 2008-06-24 10:16
james test 2008-05-1210:01 i 3 Completed 2008-05-1215:11

Date Created Upload Count Transactions Processed Processing? Date Completed

NOTE: You will need to do this for each workstation you use for offline circulation. If your
library has more than one workstation that is used for offline transacgtau will see the other
workstation sessions that have already been uploaded.
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5. The Uploaded Transactions section should now list your workstation. You may need to
click theRefreshbutton for it to appear. Also, in the Offline Sessions section, tle va
the Upload Count column should have been increased by 1.

[F="rar X

¥ 2: tara@BTE-tara.training.sitka.bclibrary.ca |
File Edit Search Circulation Cataloging Admin () Help

1 Offline Transacticns‘

~ Offline Sessions
Refresh | [ Create | [ Process " Upload
Description Date Created Upload Count Transactions Processed Processing? Date Completed 3
Snowstorm 2008-12-15 2008-12-1514:31 5 | No
2008-12-15 2008-12-1511:23 : : 3 Completed 2008-12-1511:33
2008-12-04 2008-12-0411:02 1 1 Completed 2008-12-0411:03
offline aug 19 2008-08-19 15:08 1 3 Completed 2008-08-19 15:08
auglo 2008-08-19 13:51 1 4 Completed 2008-08-1913:52
Monday Aug 18 2008-08-18 10:39 0 0 No
augl8 2008-08-18 10:39 1 2 Completed 2008-08-18 10:40
June 23rd morning 2008-06-24 09:47 S 3 Completed 2008-06-24 10:16
james test 2008-05-1210:01 1 3 Completed 2008-05-1215:11
- Upl ions for 2008-12-15 -
The ions from the following ions have been uploaded, but not processed. When all expected workstations are present here, use the Process button above.

Date Uploaded Workstation

BTE-tara

6. Let your local system admin know that your transactions have been uploaded to the
session.
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Process the Transactions

Wait until all the appropriate staff workstations have uploaded titagisactions to your session.
You should see the workstations listed inlth@oaded Transactionssection. You'll need to be
logged into Evergreen as a local system admin to do the Processing step.

1. Log into Evergreen with a local system admin usernardepassword.

2. From the menu bar, sele&timin ¢) > Offline Transaction Management

Operator Change: New

Offline Transaction Management k
Download Offline Patron List

Local System Administration
User Permission Editor
Receipt Template Editor
Survey Wizard

For developers (-)... 4

3. Highlight the correct session and, if necessBefresho verify all the appropriate
workstations have uploaded their transactions to your session.

¥ 2: tara@BTE-tara.training.sitka.bdlibrary.ca L -
File Edit Search Circulation Cataloging Admin () Help

1 Offline Transactions ‘
igns
[ Refresh | ) create | [ Process
ripti Date Created Upload Count Transactions Processed Processing? Date Completed ]

Snowstorm 2008-12-15 2008-12-1514:31 1 0 No

2008-12-15 2008-12-1511:23 1 3 Completed 2008-12-1511:33
2008-12-04 2008-12-04 11:02 1 1 Completed 2008-12-04 11:03
offline aug 19 2008-08-1915:08 1 3 Completed 2008-08-1915:08
augl9 2008-08-1913:51 1 4 Completed 2008-08-1913:52
Monday Aug 18 2008-08-18 10:39 0 0 No

augl8 2008-08-18 10:39 1 2 Completed 2008-08-18 10:40
June 23rd morning 2008-06-24 09:47 1 3 Completed 2008-06-24 10:16
james test 2008-05-1210:01 1 3 Completed 2008-05-1215:11
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4. Click on theProcesshutton.

File Edit Search Circulation Cataloging

‘ 1 Offline Transactions ’

~ Offline Sessions -
[ Refresh ] ’ Create [ Process I\]
Description Date Created
owstorm 2008 008
2008-12-15 2008-12-1511:23
2008-12-04 2008-12-04 11:02
|_|offline aun 19 2008-08-19 15:08

5. Click on theRefreshbutton. Depending on the number of transactions to process and the
amount of time you wait between clickiRgfresh you may need to refresh more than
once. You'll know the transaction processing is complete wiegrdtessingZolumn
saysCompleted

NOTE: The number in th&ransactions Processamlumn is equal to the number items
checked in or checked out. For example, if there are 5 transactions processed this could be 5
items checked out, or 3 items checkednd 2 items checked out, or 5 items checked in.
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