Updating Your Library Closed Dates
Updated for Symphony, 29 Oct 08.  Changes in Red.

We added two new wizards to the Circulation + toolbar in the Special section, the Library Calendar wizard and the Global Library Calendar wizard.  These wizards are restricted to the Supervisor logins (login name: {your library}SUPER).  If you want to use it great, if not, you can continue to send your closed dates to Vicky and she’ll do them.  I know some of you would like to do them yourselves.

To use it, log in as the SUPER for your library.   If you have branches you’ll want to use the Global Library Calendar wizard as it allows you to modify any of your branches at one time or one or more branches together.  If you have 4 branches and all will be closed the same days, now you’ll be able to set up all 4 libraries at once.  

The options are very simple and limited.  The screen has only two area’s you can change.  The easy one is the Closed Days listing (Sun, Mon, Tue, Wed, Thur, Fri, Sat) which is a simple checkmark on each of the days you are closed.  The other thing you can change is the Closed Dates: gadget.  Click on the gadget button (the diamond) to open the window of the days you specified to be closed, like holidays or summer.  In addition, the Global Library Calendar wizard has an additional line with a gadget that allows you to select which library or libraries you wish to modify.
The Gadget: Closed Dates window has two calendars at the top and a window with all the closed dates below that.  You can Update any of the existing dates in the Closed Dates window.  For example, updating Labor Day last year to next year’s date.  Clicking the Add button will add a closed day(s) to the list using whatever dates are highlighted in the two calendars.  You can also remove any closed dates in the list by highlighting the date, then clicking the Remove button.

A couple caveats:

1. You can only have 64 closed dates at one time (multiple days closed in a row counts as one).

2. Don’t remove or change closed dates until 2 months after the date.  This is because fines are still tied to those dates and if you change them prior to an item going assumed lost, they might get fined for the days you were closed.

3. Enter dates at least 30 days in advance to make sure that all checkouts don’t fall on the closed date.  The system doesn’t automatically adjust existing checkouts not to fall on a newly entered closed date.

4.  If you are updating more than one library in the Global wizard, you will modify ALL the branches you have selected in the gadget at the same time.

Again, this is here if you want to use it.  If not, send Vicky your closed dates.

