Web Based Staff Client, AKA “StaffWeb,” Quick Start
The web based Workflows staff client, known as StaffWeb, is a stripped down, no-install, quick access client intended for those that either don’t use all the features of the installed Workflows client or don’t need all those features to do their primary job.  StaffWeb does not replace Workflows, instead it provides an alternate way to use a smaller feature set for circ desk personnel.  In the future, after it gains some additional security features, it may also be used for cataloging and other functions.

StaffWeb requires the latest version of Adobe Flash to be installed and a modern internet browser, Firefox 3 or higher or IE 7 or 8.  It runs entirely in the browser and all setup information is stored on the StaffWeb server with your login name.  Once you setup StaffWeb with your login’s preferences, any computer you use with that same login will share those settings.  

1.  How to access StaffWeb.  Use this link to launch StaffWeb: http://clientweb.alsrsa.org:81.  Note: you must be at a computer allowed to access Workflows.  This program is protected by our firewall.

The window that opens will ask for a Host and a Port.  Enter the following information and press the Connect button.
Host:  rsa.alsrsa.org

Port:  5100

Here is a screenshot of the first screen:
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2.  Login with your normal Workflows login information.  At this time it doesn’t matter if you log in as CIRC or TECH as they share the same options.  However, in the future the TECH login may gain some cataloging options.

When you have logged in correctly you will see the following screen:
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3.  Configure StaffWeb for use (should only have to do this once).

You will need to set a couple settings to make your life a little easier.  Also if you have a barcode scanner you will need to set it up.  To configure StaffWeb, click the Administration tab.  On that screen you will have sections (tabs) of things you can set: Station, Circulation, and Cataloging.  Note: the Help button is context sensitive.  
YOU MUST DISCONNECT AND LOG BACK INTO STAFFWEB TO SEE MANY CONFIGURATION CHANGES!

The Station tab has a couple things you may want to adjust.  

The Style dropdown box changes the color.  You have to disconnect and reconnect to see the new style.

The Default Item Lookup Index allows you to set the software to your normal searching style.  Since I’m normally looking for an item id, I have mine set to Item ID.

The Default User Lookup Index allows you search for patrons by Group ID, User ID, or User Name.  I keep mine on User Name so I can type Smith and look through the list of results.
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The next settings are in the Circulation tab.

The Remember Current User: defaults to off.  If you want the software to remember who you are working with when you move from section to section, turn it on.  If you are using this for students or non-staff members, I’d leave it off.  When it’s on, when you do from checkout to User Status or another module, it will use the current user in the new section.  If you leave it off, you will have to enter the patron each time you move to another section.

Report In-house Use During Check In:  This is like the Mark Item Used wizard in Workflows.  If you turn it on, any item scanned that isn’t checked out will be noted as a library use.  If you want to get credit for all the books folks pull off the shelves, scan them with this turned on.

Prompt On Exit for Add Brief Title:  leave turned on. 

Shadow Brief Titles:  Ensure this is set to YES!  Because StaffWeb doesn’t make brief (temp) records that can be overlayed with real OCLC records, we only want people to add brief records in StaffWeb for ILL type items that are single use.  These items we want to be shadowed so other patrons don’t place holds on them.  You should be using Workflows to add normal temp records.
Auto Assign User ID:  TURN THIS OFF!  If you leave it on, the system will make up a barcode and you might not notice.

Display Current Checkout in Check Out:  Defaults to off.  With this off it works like Workflows.  If you turn this on (then disconnect and log back in), when you enter the patron’s barcode it will populate the screen with every item that patron currently has checked out.  Some of you will like this, some of you will not.  Schools, I would think, will like this a lot.  Turn it On to see all the patron’s current checkouts in the checkout window.

Display Web Auth ID in Maintain Patrons:  TURN THIS OFF.  We don’t use it and it will just mess things up if you put something there.

Hold Range:  defaults to Library.  Workflows is set to System.  Most of you will want to select System.  Group is your library if you have no branches or your library and your branches if you have branches.

Maintain User Default Selections.  Defaults to blank.  Leave the Profile one blank or set to Adult.  Set the Library box to your library (or main library if you have branches).

The Display Extended Info in User Status Header Section has various checkboxes.  You selections here determine which user extended information fields display in the user status header during checkout, when checking user status, or when placing holds.  You should check the following boxes:


Note,  Comment,  Staff, and Activeid

The Print User Information section contains checkboxes to set your default user print information.  When you print a user, you’ll get a popup with the things you check in this section already checked.  You can always select or unselect information in the print window pop-up.  Select boxes here that fit your local needs.
PRESS SAVE TO SAVE YOUR SETTINGS.  Remember to Disconnect then log in again to see your changes in the software.
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The Cataloging Tab has a couple things to check.

Ensure the Auto Assign Item ID is set to NO.

Leave the Template set to Book.

No other settings on this page are active in the Circulation module so you can leave them at their defaults.
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Finally on the left of the screen we have the Receipt Setup tab.  Click that to enter those settings.

All four types of receipts are setup the same way.  Put in your header and footer messages and select the items you want to print from the list of checkable items.  The receipts will print to your default windows printer, whatever that may happen to be.  If you want to print to your receipt printer by default, make that your windows printer.

Note, receipts only print when you click the clear button on a screen to move to the next patron or you change tabs.

Once again, press the Save button to save any changes you have made.  Then click the Disconnect button and log back into StaffWeb to see the new settings.
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Quick Overview and Usage Instructions

StaffWeb is not designed to replace the installed version of Workflows.  It’s intended to be a stripped down, easier to use version for folks doing routine, day-to-day circulation functions.  The layout is changed to make it easier and more logical for people to use.  Some terms are also different between StaffWeb and Workflows.  It is mostly intuitive to use.  For now, here are a couple quick usage tips.

Check Out Window:

Until you scan a user ID or enter the last name of a patron to do a search, you will only see the Enter a User ID box.  Typing the last name of a patron brings up the patron search window with users from all libraries.  If you type the name again, it will search only the library in the library drop down box on that screen.  You can also click the Find User button without entering any user info in the box, that opens the search window without search results.
Here is an example of what happens when you type SMITH in the box and hit search.  You can click any patron from the list to load their information.  If you have selected the wrong patron, in the Check Out screen, clickt he Return to search button to see the results of the previous patron search and select a different user.
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If you choose the option to show current checkouts, when you enter a patron with current checkouts, you’ll see a screen like the one below.  To checkout a new item to this user, click in the Enter an Item ID and scan in the items.  They will appear in the list below.
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If you double click any item in the list, it takes you to that items Item Status screen.  If you have the Save Current User option set to Yes, when you click the Checkout tab again, it takes you right back to the screen above.  Also notice the drag bar under the list listing, there are additional fields to the right in this display.  Clicking the Find Item button allows you to search for an item.
_______________________________________________________________________________

All the other modules work the same as the Check Out module.  In some modules you can double click an item or bill and see more info, in others there isn’t any more info to be had.  The only tricky thing I’ve found is in the Add Brief Title page.  You can’t add copy information on the Copy Information tab until the click the New Copy button first.  After you click that, you can enter Call number, Item ID and other info for the actual item.

We’ll be running training on this and making a better guide in the future.  For now, this should be enough information for you to play with the new client if you so choose.  
