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Catalogue

Importing from SCIS

1. Click ~— ->Catalogue -> Global Catalogue

2. Make sure ISBN and Input Barcode are ticked.

#/ISBN LJ5CIS No. #input Barcode

3. Scan your ISBN into the ISBN field and scan your item barcode into the Barcode field.

SBN/SCIS Mo.

Key Terms to Note:

The item has being imported and catalogued onto your system with no issue.

You can click on the green bar which will display a popup and click to
edit the copy details for the record.

The item has not been imported. View the error by clicking on: -

Causes for failing may be due to:
- The record does noteexist in SCI
- Your SCIS details have not being set in Global Catalogue

Related Video
Cataloquing using SCIS



http://smarthelp.functionalsolutions.com.au/videos/Quick%20Start%20Videos/Catalogue/Importing%20from%20SCIS/ImportingFromSCIS.mp4

Manually Adding a New Title Record

1. Click ~—  ->Catalogue -> Catalogue

2. Click “ located on the bottom right-hand corner, to start adding in

information for the new title record.

3. Fillin the details on the template and click
The following fields are mandatory:
> Title
> |SBN
> Call Number
> Media

Related Video
Adding a new title

on the right-hand side.



http://smarthelp.functionalsolutions.com.au/videos/Quick%20Start%20Videos/Catalogue/Adding%20a%20new%20title/Adding%20Titles.mp4

Adding a Copy Record

1. Click ~—  ->Catalogue -> Catalogue

Q, Find
2. Click - and search for the title record you want to add a copy record to.

3. Scroll to the Catalogue Full i Copy section and click the [EECINEREGORY link. - This will
open a new tab.

4. Fill in the details of your copy and click
The following fields are mandatory:
> Barcode
> Copy Status
> Active Status
> Call Number
> Location
> Sublocation
> Loan Type
> Renewal Type

Related Video
Adding a new copy



http://smarthelp.functionalsolutions.com.au/videos/Quick%20Start%20Videos/Catalogue/Adding%20a%20copy%20record/AddingACopyRecord.mp4

Editing a Copy

1. Click ~—  ->Catalogue -> Catalogue

Click and search for the title you want to edit.

3. Scroll to the bottom and right-click on the barcode you want to edit

N

4. Select from the pop-up menu. This will open a new tab.

5. Edit the information for the copy and click

Related Video
Editing copies



http://smarthelp.functionalsolutions.com.au/videos/Quick%20Start%20Videos/Catalogue/Editing%20a%20copy%20record/EditingCopies.mp4

Deleting a Copy Record

1. Click ~—  ->Catalogue -> Catalogue
2. Click and search for the title you want to delete the copy record from.
3. Scroll to the bottom and right-click on the barcode you want to delete

Delete

4. Select from the pop-up menu.
5. The system will request you to confirm the action by clicking

If you do not want to delete the selected copy record you can cancel by clicking n

Related Video

Deleting a copy



http://smarthelp.functionalsolutions.com.au/videos/Quick%20Start%20Videos/Catalogue/Deleting%20a%20copy%20record/DeletingACopy.mp4

Deleting a Title Record

1. Click ~—  ->Catalogue -> Catalogue

2. Click and search for the Title Record you want to delete.

3. Click on the right-hand side.
4. The system will request you confirm the action by typing Yes in the text box, followed by

clicking \_/

If you do not want to delete the selected item, you can cancel by clicking n

Related Video
Deleting a Title



http://smarthelp.functionalsolutions.com.au/videos/Quick%20Start%20Videos/Catalogue/Deleting%20a%20title%20record/DeletingATitle.mp4

Printing Spine Labels

1. Click ~—  ->Reports -> SmartReports

2. Expand the folder Catalogue and the sub folder Spinelabels.

3. Click on the = icon next to the spine label report you would like to use. This will open a
new tab.

4. In the empty field under Copy Barcode scan in the barcodes that you want to create
spine labels for.

Copy Barcode v Equal v

~

C' Generate

5. Once you have scanned in the barcodes, click

6. The system will automatically export the labels into a PDF that you can print.

Related Video
Printing Spine labels



http://smarthelp.functionalsolutions.com.au/videos/Quick%20Start%20Videos/Reporting/Spine%20Labels/Spine%20Labels.mp4

Circulation

Loaning Resources

1. Click. ~—  ->Circulation -> Circulation
2. Inthe first field, scan or enter in the user that wants to loan the resource.
You can enter / scan the following to bring up the user:
> Barcode
> First Name
> Last Name

-
NO_

—

THUMBNAIL
COMING SOON

| -

Barcode

Call No.

- CopyMo.

3. Inthe same field, you can now scan or enter in the barcode of the resource that the user
wants to loan.

The resource will now be loaned out to the user.

Related Videos

Loaning Resources



http://smarthelp.functionalsolutions.com.au/videos/Quick%20Start%20Videos/Circulation/Loaning/Loaning%20Resources.mp4

Returning Resources

1. Click. ~—  ->Circulation -> Circulation

2. Click on the to go into return mode in Circulation.

3. Scan in the resource that you wish to return.

“

. Batch Mode Enable V

NO

IMAGE
AVAILABLE

THUMBNAIL
COMING SOON

Class

Room

Call No.

Copy No.

The resource will now be returned to the library.

Related Video
Returning Resources



http://smarthelp.functionalsolutions.com.au/videos/Quick%20Start%20Videos/Circulation/Returning/Returning%20Resources.mp4

Overriding Due Date / Renew for Resources

Overriding Due Date

1. Click - > Circulation -> Circulation
2. In the field next to Override Due Date, enter in the new date you want the resource to be

due back on, or select a date from the pop-up calendar.

I Override Due Date:

3. Once you have selected the new due date, you can scan or enter in the resources you
want to loan out.

N.B. Please delete the date before continuing with other users.

Related Video
Overriding Due Dates

10



http://smarthelp.functionalsolutions.com.au/videos/Quick%20Start%20Videos/Circulation/Overrides/Overriding%20Due%20Dates.mp4

Renewing Resources

1. Click — -> Circulation -> Circulation
In the first field scan or enter in the user that want renew the resource to.

3. Torenew, ensure the box next to the item you want to renew has being ticked.

N

4. Once you have done this, click on - to renew the resource. The system will
now renew the item to the renew period set on the resource.

N.B You need to select all records one by one.

Related Video

Renewing Resources

11



http://smarthelp.functionalsolutions.com.au/videos/Quick%20Start%20Videos/Circulation/Renewing/Renewing.mp4

Searching

SmartSearch

1. Click — ->Search->Sc h o oColestion
2. Enter in the search term you want to search for into the SmartSearch bar.

O smartSearch ® Title ® Subject ®Author ® Series

3. Once you have entered in the search term, click the E icon to execute the search.

Related Video

Using SmartSearch

12



http://smarthelp.functionalsolutions.com.au/videos/Quick%20Start%20Videos/Searching/SmartSearch/SmartSearch.mp4

Advanced Search

Advanced Search allows users to specify specific boolean operators, location searches and
ordering options.

1. Click - ->Search->School 6s Coll ecti on
2. Click Advanced Search located under the SmartSearch bar. This will bring up
Advanced Search.

b4 ADVANCED SEARCH Q

ORDERBYTITLE~
ORDER BY DIRECTION ASC ~

KEYWORD ~ SIMILAR v

KEYWORD

Created: FROM

MEDIA TYPE ~ CLASSIFICATION -~

LOCATION « SUB-LOCATION ~
SITE~
Call No.:

Available Only Q, SEARCH

3. You can select the criteria and enter in the search terms you want to search for in the
fields available.
4. Once this has been entered you can execute the search by clicking SEARCH.

Related Video

Using Advanced Search

13



http://smarthelp.functionalsolutions.com.au/videos/Quick%20Start%20Videos/Searching/Advanced%20Search/Advanced%20Search.mp4

External Link

If are wanting share a search you have completed on SmartSuite, you can share it by using the
External Link option.

1. Click on Advanced Search located under the SmartSearch bar.

2. Enter your search terms in Advanced Search and execute the search again.

3. Once you have done this, click on to generate and copy the link, so
this now can be shared with others.

Related Video

Creating an External Link

14



http://smarthelp.functionalsolutions.com.au/videos/Quick%20Start%20Videos/Searching/External%20Links/ExternalLinks.mp4

SmartClassrooms

Creating a lesson

1. Click —  ->SmartClassrooms -> Create Lesson and click Create a Lesson.
2. Enter the lesson name and description.

Related Video

Creating a new lesson

15



http://smarthelp.functionalsolutions.com.au/videos/Quick%20Start%20Videos/SmartClassrooms/New%20Lesson/NewLesson.mp4

Adding Teaching Material / Adding Questions

Adding Teaching Material
1. Open the SmartLesson you have created.

+

2. Click on the " located under View All Materials.

3. Select from the pop-up list, the type of teaching material you wish to search and / or add

to your lesson explanations for each item is below.

Related Video
Adding Teaching Material

16



http://smarthelp.functionalsolutions.com.au/videos/Quick%20Start%20Videos/SmartClassrooms/Adding%20Teaching%20Material/AddTeachMaterial.mp4

Adding Questions

1. Open the SmartLesson you have created.

2. Click on the +

”, located under Get Thinking.
3. Select from the list the type of question you would like to add to your lesson:

Multiple Choice:
Allows audiences to select more than one answer for the question.

Single Selection:
Allows audiences to select only ONE answer for the question.

Yes-No Box:
Provides audiences with only 2 responses (Yes OR No).

Missing Word:
Allows lesson creators to type a sentence, leaving out important key words / phrases for

the audience to complete.

4. Enter your question and possible answers.

5. Select which are the correct answer(s) by clicking on the ®or Yo toggle the answer
on OR off.

6. Once finished, click m

Related Video
Adding Questions

17



http://smarthelp.functionalsolutions.com.au/videos/Quick%20Start%20Videos/SmartClassrooms/Adding%20Questions/AddQuestion.mp4

Clipping Videos

Found the perfect video but want a 5 minute section in the middle? Easy, try clipping the

program in SmartClassrooms.

Q
&

. = Clip a TV4Ed
1. Click -> SmartClassrooms -> Create Lesson and  video

2. Once youb \ClkpadV4ER Kdea, a search will appear where you can search

for the program you wish to clip.
_ +Add _ _
3. Click on the to select the program you wish to clip.
4. The |l esson creator wil/l appear . Enter

5. Click the +Save button once you have entered all the information, and the video editor
will appear.

Start Time
2017-10-09-21-30-00_610 YEAR MILLION - BEYOND THE COSMOS (S01E06)
FOXTEL.MP4 _‘
Erd Time

\

Chapter Title

e _Y_
Scroll Bar

O K € > M 00:22:54 / 00:47:16 i=E @ [B

6. Mark the beginning of your first edit / chapter by scrolling the scroll bar to the

designated start point and clicking .

your

18
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7. Mark the end of your first edit / chapter by scrolling the scroll bar to the designated end

point and clicking the.

8. Enter a chapter title in the Chapter Title field.

0. ik the DRl 0

10. Repeat steps 6-9 for any additional chapters.

H .

11. Once you have completed editing your program, click

Related Video
Using SmartcClassroombs Video Editor

19



http://smarthelp.functionalsolutions.com.au/videos/Quick%20Start%20Videos/SmartClassrooms/Clipping%20Videos/ClippingVideos.mp4

Reporting

Detailed Reporting

1. Click. ~— ->Reports -> SmartReports
2. Expand the folders, then the sub folders, and locate the report you wish to use.

3. Click on the title of the report to run the report.

Reports

& CATALOGUE (27)
@® Catalogue

K& Catalogue By Accession Date w.. 2mrzossioasas LDa
Bl S catalogue By Author se. zrorzsizioeras & o
=5 g sDa
Ea c sDa
=Ha : =]
Bl & catalogue By Editor sz SO0
Bl & Catalogue By Loan Type & & s
Bl & Catalogue By Local Subject = aies SO0
KBl & catalogue By Location ey 21e F 4 o
Bl &8 Catalogue By Media e snevzair seanas g o

4. Enter the conditions for the report by clicking in the text box and then selecting the
required parameters.

X Close
(Mandatory)
[electronic resource] /
a Media v| Equal ¥ | [videorecording] /
[videorecording] :
[videorecording].
Audiobook

el

5. Once you have selected your parameters, click C GENERATE on the top to

generate the report.

Related Video

Creating detailed (list) reports

20



http://smarthelp.functionalsolutions.com.au/videos/Quick%20Start%20Videos/Reporting/Detailed%20Reporting/DetailedReporting.mp4

Spine Labels

1. Click ~—  ->Reports -> SmartReports

2. Expand the folder Catalogue and the sub folder Spinelabels

3. Click on the anext to the spine label report you would like to use. This will open a new
tab.

4. In the empty field under Copy Barcode, scan in the barcodes, that you want to create
spine labels for.

Copy Barcode ¥ Equal v
4
5. Once you have scanned in the barcodes click C Generate , Which is located on the
left-hand side.

6. The system will automatically export the labels into a PDF that you can print from.

Related Video
Printing Spine labels

21



http://smarthelp.functionalsolutions.com.au/videos/Quick%20Start%20Videos/Reporting/Spine%20Labels/Spine%20Labels.mp4

Create Your Own Report

1. Click — - Reports -> SmartReports
2. Enter the name of the Report you would like to create in the textbox and click +New.

Q. Search = Reload

3. Select the report category and subcategory that you would like to report on:
e.g. Catalogue -> Catalogue
4. Select the fields you would like to include in your report by clicking on the listed labels

COFumstName [ OLastName | OClsgrade | OHomcRoom | OSex

Bomow Status
Date Of Birth

Fax
Miscellaneous 3
Parent Last Name
Phone

School Address.

i Supenvisar Last Name

5. Click INEXT

6. Determine what type of conditions you will need for your report and click

+Add Condition

All Conditions - Will only display the results if and only if ALL conditions are matched. If
one of the conditions does not match, no data will be displayed.
Any Conditions - Will display the results for the conditions that are matched. If one of the
conditions does not have valid data this conditions it will be skipped and all other
conditions with valid data will be displayed.

7. Provide a condition to filter the report results to. Select a report field and a condition type

and click INEXT .
Y All Conditions (All conditions must be met)

Add Condition

| Patron Barcode ~ | Blank ~

Any Conditions (At least one of the conditions must be met)

+Add Condition

8. Click C' GENERATE to produce the report data.

This will now create the report and also add it to the list of reports when you go back to
SmartReports.

22




Stocktake

Creating a Stocktake

Click ~—  -> Stocktake -> SmartStocktake

Click the #New icon,

Follow the Create New Stocktake wizard to enter all information for your session.
Assigning stocktake users is not a mandatory step. If you do not wish to assign
stocktake users, simply click the icon at the top of the pop-up.

lerywscirc] tn pmarch pabro Q Serch

PN PE

Clmsagrare  Ploie CRoss: § Hovesmes  Picse Chooss,, H

Ko more result found.

5. If you do wish to add stocktake users, simply search for their name and toggle the x

toa v

6. Your new stocktake session has now been created.

Related Video
Creating a stocktake

23



http://smarthelp.functionalsolutions.com.au/videos/Quick%20Start%20Videos/Stocktake/Creating%20a%20Stocktake/Creating%20A%20Stocktake.mp4

Scanning Items

1. Click ~—  -> Stocktake -> SmartStocktake.

2. Select the appropriate stocktake from the Stocktake list or create new stocktake.

3. Click the | ||||"| icon in the top-left of the window.

4. Before starting your session, please make sure your computer or device supports

. .. dTestSound .
SmartStocktake's audible alerts by clicking M on the right.

5. Scan your barcodes into the Barcode Field.

Ba - " Umick Scan X Upload File

take Filter [l Results

| Statistii

Related Video

Scanning items into a stocktake session

24



http://smarthelp.functionalsolutions.com.au/videos/Quick%20Start%20Videos/Stocktake/Scanning%20items%20into%20a%20stocktake/Scanning%20into%20a%20stocktake.mp4

Reporting / Closing Stocktake

Reporting Stocktake

1. Click = -> Stocktake -> SmartStocktake.

2. Select the appropriate stocktake from the Stocktake list or create new stocktake.

3. Click the Iﬂ icon in the top-left of the window to load the Reports and Management
page.

4. The main information area will allow you to filter the active stocktake by:
a) Keyword (to lookup a specific title or titles)
b) Copy Status
c) Stocktake Count Status
d) A combination of the above
It will also allow you to order the results differently AND export the list for further
auditing.

Related Video

Reporting on a stocktake

25



http://smarthelp.functionalsolutions.com.au/videos/Quick%20Start%20Videos/Stocktake/Stocktake%20Reporting/Stocktake%20Reporting.mp4

Closing Stocktake

Please Note - the Close Stocktake option will only appear if you are the creator of the stocktake session.

1. Clicks — -> Stocktake -> SmartStocktake.
2. Select the appropriate stocktake from the Stocktake list or create new stocktake.

3. Click the Iﬂ icon to load the Reports and Management page.
N.B. If you continue, you will be unable to make any further modifications to your
stocktake session.

4. Click the ! Close Stocktake jcon.

5. Inthe Close Date field, enter today's date. It will also ask you to confirm by entering in
Yes.
N.B. When closing a Stocktake, all missing items must be updated.
6. Inthe Un-Counted item status field, either:
a. Select a status from the list of existing status'
OR
b. Enter a new status into the pop-up field and click the + icon.

Available
Check Desk
Custom 4
Custom 5

7. Type Yes into the text box.

. . Conffirm Close Stockiake
8. Once you have done this click _

Related Video
Closing a Stocktake

26



http://smarthelp.functionalsolutions.com.au/videos/Quick%20Start%20Videos/Stocktake/Closing%20a%20Stocktake/Closing%20a%20stocktake.mp4

User Management

Adding a New User

1. Click. ~—  ->Patron -> Patron Management

2. Click on “ located on the bottom right.

3. Fillin the details for the new user.

There are some mandatory fields that will need to be filled in before saving they are as

follows:
- First Name
- Surname
- Barcode
- Homeroom
- Classification

4. When you are finished remember to click the

Related Video

Adding a new user

button.

27



http://smarthelp.functionalsolutions.com.au/videos/Quick%20Start%20Videos/User%20Management/Adding%20a%20user/Adding%20a%20user.mp4

Deleting a User

1. Click ~—  ->Patron -> Patron Management

2. Click and search for the user you wish to Delete.

3. Once you have selected the patron, click the button located on the right.
N.B If the patron has any loans you will not be able to delete the patron.

Related Video
Deleting a user

28



http://smarthelp.functionalsolutions.com.au/videos/Quick%20Start%20Videos/User%20Management/Deleting%20a%20user/Deleting%20a%20user.mp4

Bulk Importing Users

1. Click ~—  ->Patron -> Smart Patron Import

2. From the main Smart Patron Import page, select the format of your patron import (CSV
or TAB, by default the format selected is CSV).

3. Uncheck the "Has Header" box if your import file does not have the field headers in the
first line.

<Comma Delimiter CSV ~ Has Header >

4. Click UploadFile pytton and choose the file from your computer.

5. Once the file has been uploaded you will be taken to the "Template Mapping" page

6. select a "Merge by" option, You can merge by the following fields:
- Barcode
- Emalil
- External ID
- Full Name
- Username

Merge By: Barcode ~

7. By default, the template mapping page will try to automatically assign the columns in the
import file to the allocated SmartSuite fields if the import file "Has Headers".

- If the field is highlighted - S #% | the auto mapping has been successful.

- If the field is highlighted Red , the auto mapping has not been able to identify the data
in the column.

29




8. When the columns appear in %80 select the SmartSuite field you wish to import the

data into. The field will highlight yellow once you have selected a field.

[ Classification - ]

Year 7
Year 8
Year 8
Year 9
Year 10

Year 11

9. Click Nextster  to view the data that will be imported or changed in SmartSuite.

10. The "Preview Changes" page will show you the changes that Smart Patron Import is
about to perform.
If the data is being updated in SmartSuite it will show what the current data and what it
will become, highlighting the changes in red.

First Mame Surname Email Barcode Username Classification Homeroom
(B Current Value Rob Cow rv@email.com B1234587 RV0001 Year 7 TA
Update Value Rob Cow rvi@email.com B1234587 RV0001 Year 8 8A
I f the data is new it will show the new patr
B13548032 First N\ame Surname Email Barcode Username Classification Homercom
Donald Goat dh@email.com B1354803 DHOO0D2 Year 8 aB
Perform

11. Once you have confirmed that data is importing into the correct field click “"anees |

12. On the "Security Code" page you will be prompted to enter a security code to confirm
the import, the security code will be sent to your Mailbox, once you have entered the

code click Confirm
N.B. When opening MailBox make sure to open in a new tab.

13. The import will start, please note that if you close the browser the import will be
cancelled.

Related Video
Importing Users

30
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http://smarthelp.functionalsolutions.com.au/videos/Quick%20Start%20Videos/User%20Management/Importing%20users/Importing%20Users.mp4

Adding a Teacher

1. Click ~—  ->Patron -> Patron Management

2. Click on “ located on the bottom right.

3. Fillin the details for the new user.
There are some mandatory fields that will need to be filled in before saving they are as
follows:
- First Name
- Surname
- Barcode
- Homeroom
- Classification
- Emalil

[£) Save

4. When you are finished remember to click the button.

5. Once you have done this please contact customer service via the Mailbox and advise
them of the userds email addr e sacherstatussidr thisnser. s er v|i

31




Bulk Importing Teachers

1. Click ~—  ->Patron -> Smart Patron Import

2. From the main Smart Patron Import page, select the format of your patron import (CSV
or TAB, by default the format selected is CSV).

3. Uncheck the "Has Header" box if your import file does not have the field headers in the
first line.

<Comma Delimiter CSV ~ Has Header >

4. Click UploadFile pytton and choose the file from your computer.

5. Once the file has been uploaded you will be taken to the "Template Mapping" page

6. select a "Merge by" option, You can merge by the following fields:
- Barcode
- Emalil
- External ID
- Full Name
- Username

Merge By: Barcode ~

7. By default, the template mapping page will try to automatically assign the columns in the
import file to the allocated SmartSuite fields if the import file "Has Headers".

- If the field is highlighted - S #% | the auto mapping has been successful.

- If the field is highlighted Red , the auto mapping has not been able to identify the data
in the column.

32




8. When the columns appear in

Red

data into. The field will highlight yellow once you have selected a field.

[ Classification

']

Year 7

Year 8

Year 8

Year 9

Year 10

Year 11

e, FAUUT IHTRU L SalNpLE Fis, L. Uldl & TELUITUD JHE TULTIU T U=

Template: Auto mapping...

=+ Add Blank Column EQID
# Show Mapped [
C‘ﬂ|y Barcode v
1 43532453345
2 34534534534
3 34764564325
4 3246435345

10.Thi s wi
selection.

Email address

add a new col umn

Column 8

Email

)

User Role - ]

gfer34@eq.edu.au
mjht01l@eq.edu.au
rvan34@eq.edu.au

CDan103@eq.edu.au

ROOOODOOOOO

Force Change Password
Can Stream

Can Download

Can Request

Can Local Download
Can Local Stream
Teaching Area
Teaching Curriculum

Teaching Subject

User Role

wher e

select the SmartSuite field you wish to import the

y adrop-dewnl |
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11. Right Click on the drop-down menu and select the permission from the drop-down that
you would like to assign to the import file.

Column 8

|
User Ro
Mo selected...

Mo selectad...

Teacher
Librarian
Administrator

®

14. Click Nextstep  to view the data that will be imported or changed in SmartSuite.

15. The "Preview Changes" page will show you the changes that Smart Patron Import is
about to perform.
If the data is being updated in SmartSuite it will show what the current data and what it
will become, highlighting the changes in red.

First NMame Surname Email Barcode Username Classification Homercom
Eileeniey Current Value Rob Cow rvi@email.com B1234587 RV0001 Year 7 TA
UpdateValue Rob Cow rv@email.com B1234587 RV0001 Year 8 aA
If the data is new it will showthe newpat r onés i nf or mati on.
B1354803 First Name Surname Email Barcode Username Classification Homerocom
= Donald Goat dh@email.com B1354803 DHOO002 Year 8 8B
Perform

16. Once you have confirmed that data is importing into the correct field click “"anees

17. On the "Security Code" page you will be prompted to enter a security code to confirm
the import, the security code will be sent to your Mailbox, once you have entered the

v
code click Confirm
N.B. When opening MailBox make sure to open in a new tab.

The import will start, please note that if you close the browser the import will be cancelled.
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Loan Limits

Setting Borrowing Limits

1. Click. ~— ->Configuration -> Global Functions

2. Click on the CLASS GRADE EDIT® option from the top tabs.

3. Locate the classification you wish to change and click the View Loan Limit link (last

column of the row).

The fields and their meanings are as follows:

Book Limit:
Number of Books a patron can have at one time.

Loan Period:
Number of days a patron can loan an item for.

Renewal Period:
Number of days a patron can renew an item for.

Reserve Limit:
Number of Items a patron can reserve at one time.

Multiple Copies Borrowing:
Allows a patron to loan more than one copy of a title.

Patron Override:
Usually used on staff members. This allows them to loan an item for the full loan period.

Max Renews:
Number of renewals a patron can do at one time.
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4. Click on the Update button.

Related Video

Setting borrowing limits
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http://smarthelp.functionalsolutions.com.au/videos/Quick%20Start%20Videos/Loan%20Limits/Setting%20Borrowing%20Limits/Setting%20Borrowing%20Limits.mp4

Setting Final Borrowing Dates

1. Click ~— ->Configuration -> Global Functions
2. From the Global Change drop-down, select 'Update Final Borrowing Date'.

3. Inthe New Final Borrowing Date field, enter the updated final borrowing date
13M2/2018

| Please Select |

[Iselect All

“lUpdate Patron Records

Update

4. In the Classification drop-down, select the classification you want to update or tick
'Select All' for all classifications.

13M12/2018

112 v

[lselect All

[“lUpdate Patron Records

Update

5. Tick Update Patron Records to apply this change to all selected patrons

6. Click Update. A confirmation prompt will appear letting you know that it has completed

the job.
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Resetting Loan Limits

Click ~— ->Configuration -> Global Functions

From the Global Change drop-down select 'Reset Patron Loan Limits'.

Reset Patron Loan Limit
Click

System wi || ask to confi©OKo.t he job, Confirm
This operation can take a long time. A new vLibrary job will be created

and scheduled. Please check the result later.
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Mailbox

The MailBox has three (3) main tabs to select from:

1)

2)

3)

4)

To access the

1. Click

Unread

Shows all unread messages.

TV4Ed Requests

This is where you will request programs, you can check on a request anytime in
this tab.

Support Tickets

Need assistance? You can communicate with the customer service team at any
time by using this tab

System

This will list all system messages. These system messages can vary from new
items being added to the system and to your tv4ed requests.

Unread @ TV4Ed Requests Support Tickets System @

Filter Message by Type:| All v

@ Subject: ABC2KIDS_Baby Jake - Baby Jake loves stretching (s02e02).MP4 is added to sc...

Sender: MJ Library

) Subject: NOTES FROM THE FIELD (2018) FOXTEL.MP4 is added to school collection
Sender: lib lib

o Subject: MINUTEPHYSICS —How Long Can You Balance a Pencil_.mp4 is added to scho...
Sender: lib lib

=3 Subject: The Strain (s04e10) Foxtel.MP4 is added to school collection
Sender: lib lib

® Subject: The Strain (s04e09) Foxtel.MP4 is added to school collection
Sender: lib lib

> Subject: GALLIPOLI - WHEN MURDOCH WENT TO WAR FOXTEL is added to school collec...
Sender:lib lib

® Subject: KKK THE FIGHT FOR WHITE SUPREMACY FOXTEL.MP4 is added to school colle...
Cnmdar ik ik N

mailbox:
->Mailbox
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TV4Ed Requests (Mailbox)

Creating new requests

1. Click ~— ->Mailbox

2. Cli cRVAED &Reguabst s b

s ciick @ Make A Request

4. Select the request type
Please select the type of request

FREE TO AIR REQUEST
All free to air programs

PREMIUM CHANNELS REQUEST
e.g. Foxtel

TOPIC REQUEST
A request for content on a Topic or Subject. Also used to request playlists and

interactive lessons.
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Select the channel your program will air on and complete the program details in the
required fields

Program Title * Program Title
Please be
Disaster Earth - Earthquake = specific on the
program Title.
Series
) Enter the Series and
5 Ej d I
cason preode Episode if applicable
Start Date*

21/07/2018 ’_ Enter in the date that the
program airs

Start Time* HH:MM

oe V30 v 24hr—|Enter in the programs start timel

Duration™

60 #| | Min={Enter in the Programs duration|

==

Once you have ent er &d banliThedeqhest will rw appebrsn yaul i ¢ k
request list.
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Support Tickets (Mailbox)

Creating support tickets

1. Click' ~— ->Mailbox
2. Click the &upport Ticketd Tab.
3. Click Create a Ticket.

4. Complete the required fields for your ticket
Subject *

Unable to access reports

CC

Final testl A
finald 214

DEMO TEST

RVSD sdfsdf

Tianvuan WANC 7

Your Message *

For some reason | have cannot access the Reports
page. Can you please have a look at this for me?

.(

Donald

3, x 44

The Subject it to let us know
what your question is.

The CC list is there so that you
can add other administrators
to the ticket

The Message is where you will
give us detailed information on
the issue you are having, The
more information the better.

You can also upload images using the ==2 jcon

Send the ticket using the 4 icon

Cancel the ticket creation using the x icon
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Closing tickets

FSI 6s Customer Service team members
satisfied with the response of a ticket, please close the ticket by:

1. Click ~—  ->Mailbox
2. Cl i c kSuppdrteTicketd Tab.

3. Locating the ticket in question

4. Clicking the €1os¢  icon located on your ticket

Wi

cont i
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Security Management Overview

There are two parts to setting up security on your collection:
1) Patron Security Ranges: The security levels which are accessible to each patron

2) Catalogue Security Levels: The security level of the items themselves

SmartSuite works on a 'Range Based' security system. This means that each patron has a
lower security (security = 0) and an upper security level which they can access.

Every sequential level within that range can also be accessed by that patron.

e.g.
A year 8 student could have a range of:

ClassID DESCRIPTION|SecureFrom|SecureTo

Edit
Delete

794.01 | Year 8 0 8

Their accessible security levels would be:
0 1 2 4 5 6 7 8

Security Example 1:
User Security: 0 -> 8
Catalogue Security: 6
0 1 2 3 4 5 6 7 8
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Setting Up User Security Ranges

1. Click ~—  ->Configuration -> Global Functions
2. Click on the Class Grade Edit Tab option from the top.

3. Locate the wanted Cl as €idfibutbhadnitheleftofth,ed CIl i ck O
Classification.

4. Locate the 'SecureFrom' and 'SecureTo' Fields in the Row you have clicked Edit on.

5. Enter the desired security number in the 'SecureFrom' and 'SecureTo' field.

6. Once the information has being updated you will need to do a 'Reset Patron Loan
Limit' for the security to be updated onto all the patrons in the system.

You can do this by following the Resetting Loan Limits Quick Start Steps.
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