Workflows Supervisor Set-up Guide (Updated 30 Oct 08)
Changes from previous version noted in red
NEW settings are noted in Red with asterisks (***)
At each library, the library director and/or a designated person will be the Workflows supervisor.  The supervisor will have the ability to set defaults and set up or change how various functions behave in the software.  This is the admin level login for your library and only 1 or 2 people should ever use this log-in and ONLY to change the settings.  The supervisor login should NEVER be used in day to day operations.
The Supervisor Password

In order to log-in as the supervisor, you will need to user your normal log-in procedure, but wherever you would normally type CIRC or TECH, you will instead use SUPER.  

Example:

User ID: AYER-PLDSUPER

PIN: SUPER
DO NOT OPERATE YOUR LIBRARY LOGED IN AS SUPERVISOR!  ONLY USE THIS TO MAKE CHANGES TO YOUR WORKFLOW SOFTWARE.
*** You only need to set up ONE computer using this guide.  Once that computer is setup correctly, you can simply copy the settings between computers.  We also recommend you keep at least one ‘known good’ copy of the settings saved a computer, floppy disk or thumb drive.  This allows you to fix many Workflows issues without a lot of effort on your part.
Here is how you can copy all the settings at once, assuming you’ve already set them up.

1.  Open the windows file explorer (right click the start menu, then click “explore” from the menu.  This will open a window showing the files on your PC.
2.  Navigate to the C: drive, then the “Documents and Settings” folder, then the folder named for your WINDOWS loging ID.  For example, if you log into Windows each morning as ‘Sara’ then a folder named ‘Sara’ or ‘Sara.PPL (but with your domain name instead of PPL)’ will most likely be where you want to look.  If everyone shares the same Windows login, you might have to look under the Administrator folder.

3.  Once you are in the correct folder, you will see a subfolder named SIRSI, click that folder to open it.  Inside that folder is a folder named Workflows.  That is the magic configuration folder.  On my machine, the path is: “C:\Documents and Settings\kendal\Sirsi\Workflows”  See the picture below for an example.

4.  Now you need to copy the entire “Workflows” directory somewhere you can both save it for future use and also move to your other computers.  Either a thumb drive or a floppy disk will work.  To back up the file on your computer, just copy the file to another directory like your “My Documents” folder.  To copy the file, you can left click it to highlight the directory (in the right window) then drag it on to another drive in the left pane.  Or, you can right click the Workflows directory and select COPY from the popup menu.  Then navigate to where you want to copy it to, then right click again on a blank spot in the right side of the window, then select PASTE from the popup menu.
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5.  If you have more than one computer running Workflows, this the fastest way to set up all your computers.  Simply install Workflows or upgrade the existing Workflows installation, then copy the Workflows directory with all the settings into the Windows login user’s folder.
NOTE:  You will need to copy this folder to EACH person’s Windows login folder.  If you staff has individual Windows logins, you need to copy this folder into each of their Documents and Settings user folders.  If everyone shares the same Windows login, they you only need to copy into that login’s folder.
Setting Defaults and Behaviors

For each wizard in Workflows, you can use your supervisor log-in to change the default settings for that wizard and many of the ways that wizard behaves.  You can also make the same kind of changes for the helpers that appear within the wizards.
There are literally hundreds of decisions that you can make to fine-tune the way Workflows behaves.  This set-up guide will take you step-by-step for a few of the most necessary changes – the changes needed to make Workflows operate immediately.  Over time, you will likely find yourself making additional changes to make the software work most effectively for your library.
RSA has set up custom login scripts for our largest 11 libraries.  These libraries do not need to do any additional settings other than changing things on individual machines.  For those libraries, all changes can be made by RSA and that change will update all those library’s staff clients the next time they log in.
You must be logged into the production server to make these changes.  In offline mode you can only set the offline wizard properties.

Terms
Wizard: A icon that guides the user through the steps to perform a specific task, such as checking out an item or paying a bill.  Wizards are located on the left side of the Workflows screen and are grouped in toolbars (Common tasks, e.g.)
Helpers: Small icons found at the top of wizards that allow you to perform a specific task without leaving the wizard.

Default: The normal setting.  Usually a field that is already filled in for you, but that can be changed if necessary.  For instance, the default payment type in the Pay Bills wizard is ‘Cash.’ 
Accessing Menus to Set-up Defaults and Behaviors
In order to open the menus that will allow you change defaults and behaviors, you will need to right-click (click using your right mouse button rather than the left) on the name of the wizard itself.  When you do so, you will see the following box.
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Left- click on ‘Properties,’ and a box looking something like the one on the next page will appear.
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Each box will have from one to three tabs at the top of it.  It may have tabs showing any or all of the following: Behavior, Defaults, and Helpers

To choose any one of the tabs, simply left-click on the tab itself, and that will open the appropriate menu.  (In the example above, the Defaults menu is open.)
The next few pages will take you through the necessary changes you should make using these menus.

Settings for All Libraries

Home Library: The primary thing you need to do is to make sure that Workflows knows what library it is in.  This will need to be done in a number of places.  These instructions will walk you step-by-step through doing a few of them, then give you the locations of the rest that need to be updated.
1. Right-click on the Checkout wizard, then left-click on the word ‘Properties.’
2. In the new window that pops up, left-click on the tab that says ‘Helpers.’

3. You should see a list of buttons for the Helpers that appear in the Checkout wizard.  Click on the top one that says [User Search.]

4. A smaller box should appear.  Make sure that the tab at the top of it says ‘Defaults.’
5. In field labeled ‘Library,’ choose your own library name from the drop-down box, then click [OK].

NOTE: You also have the ability to change the default search results method on this screen as well.

a. Keyword – Locates and displays user records that contain the terms you entered. Boolean operators, field qualifiers, and other search strategies can be used to narrow or expand your search.

b. Browse – Produces a list in the alphabetic vicinity of the term you entered.

6. Next click on the [Register New User] button.

7. Click on the tab at the top of the page that says ‘Defaults.’

8. At the top of this box, where it says ‘Library,’ choose your own library name from the drop-down box. (NOTE: if you are a branch library, you need to choose your main library’s name here.  Main library’s own all patrons for that library and all it’s branches.)
9. *** Also enter your library name in the User Cat 1 box.  (Note: if you are a branch library, you need to choose your branch name in the User Cat 1 box).  Then click [OK]. ***
10. Next select the [Add Brief Title] button. Click on the tab at the top of the page that says ‘Defaults.’

11. In field labeled ‘Library,’ choose your own library name from the drop-down box, then click [OK].

12. Next select the [Item Search] button. Click on the tab at the top of the page that says ‘Defaults.’

13. In field labeled ‘Preferred Search Library,’ choose your own library name from the drop-down box, then click [OK].

14. Now click [OK] at the bottom of the box with all the buttons.

This is the basic process for changing home locations.  You will need to use the same process to set your library default in the following wizards:

Other wizards in the Circulation Module

· User Registration – On the ‘Default’ tab, enter your library (NOTE: if you are a branch library, you need to choose your main library’s name here as well) in the box and set the User Cat 1: to your library.  Remember, users belong to the main branch, but item cat 1 is the ‘owning’ branch.
· *** Note: we recommend you turn on User Duplicate Searching in the Behavior tab.  Click the “on” button, then click Daytime phone, Home Phone, License #, Phone, and Street.  This will add another button to the user registration screen called “Check Duplicate User” that will allow you to check for existing users with the same data. ***

· Add Item - On the ‘Default’ tab under ‘Search preferences’
· *** Note: there is a new setting on this tab to collapse the item tree view.  We recommend you select “Item tree display collapsed” to make navigating and finding items easier in the item tree.

· Add Brief Title - On the ‘Default’ tab

· Ensure the Format: and Use Entries: lines are set to BRIEF

· Set your library name in the Library: line.
· Display Title Holds – click the ‘Detailed Hold Count’ button, then on the default tab, choose your library in the box that opens.  Then check the ‘Item Search’ button, default tab, library to make sure it is set to your library.
Wizards in the Cataloging Module

· Call Number & Item Maint – On the defaults tab, under ‘Search preferences’ and the’Call number default values’ section (both on the same page)
· *** Note: there is a new setting on this tab to collapse the item tree view called ‘Item tree defaults’.  We recommend you select “Item tree display collapsed” to make navigating and finding items easier in the item tree.

· Edit Item – On the ‘Default’ tab under ‘Search preference’
· *** The Item tree default option is available here as well.

Wizards in the Offline Module

· User Registration– On the ‘Default’ tab

· *** If the computer is shared by different users who log into WINDOWS separately (not into Workflows, but the actual Windows user login), we recommend that you change the location of the log directory for the offline file.  This will allow all offline mode entries to be uploaded by one person instead of each person having to upload their files individually by logging into Windows, then starting Workflows.  To do this change the ‘Log directory’ line entry to: C:\LOG.

For Libraries using Receipt Printers Only
The following instructions are for setting up your Citizen receipt printers.
Installing a Printer Driver

You will need to have an appropriate driver installed on each computer with a receipt printer.  If you have not yet installed one, consult your printer instructions or download the appropriate driver from the Citizen website.

Making the Receipt Printer your Default Printer

It is now NOT necessary to make your receipt printer the default printer in Windows.  To set your default printer to some other printer, like your laser printer, in Windows go to Control Panel, and choose Printers.  Windows will open a window showing all the printers hooked up to this computer.  Right-click on whatever printer you’d like to be the default printer, then choose “Set as default printer” from the pop-up box that appears.  You should see a check-mark next to the picture of that printer.
Setting up Workflows

All of the following steps will be done in Workflows.  Log into Workflows using your Supervisor log-in.

Setting Your Preferences

1. Click on the word Preferences in the menus at the top of the page, then click on ‘Peripherals.’  In the box that appears to the right, choose ‘receipt printer.’

2. In the configuration box 

Check “Receipt printer available” at the top of the window
Select the receipt printer from the Receipt printer drop down menu.  In many cases this will be “iDF3551”.
Check “No builtin raster drive”

Check “Cut Paper supported”

ASCII sequence for cut paper: 27 80 0
Check “Form feed supported”


ASCII sequence for form feed: 12 10 0
3. Click on the “OK” button on the bottom of the box

Setting Printer Set-up
(This step tells Unicorn how to print to a printer other than your receipt printer.  This will be used for such things as printing user information.  If the only printer hooked up to this computer is the receipt printer, you may skip this step.)

1. Click on the work File in the menus at the top of the page, then choose Printer Setup.
2. Using the drop down box, choose the printer you want to use when you need to print to full-sized sheets of paper.

3. Click on OK.

Setting up Wizards and Helpers to Print to a Receipt Printer

From now on, you will be accessing the Properties settings for individual wizards.  Remember that the properties are always accessed by right-clicking on the name of the wizard at the left of the screen, then choosing the word Properties from the resulting box.

Setting up Checkout Receipts (Date Due slips)
The most common use of the receipt printer is to print out receipts of the items checked out by a patron.  To set up these receipts, do the following:

Access the Properties menu for the Checkout wizard by right-clicking on the wizard’s name, then choosing properties. The Checkout: Set Properties box will open.
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Click on the Behaviors tab at the top of the page, then select Print Date Due Slips at the bottom left of the page.  When you do so, the [Print Date Due Slips] button will light up.  Click on that button.  You will see a box where you will enter the information you want to print on your receipts.  A completed example is shown at right (.
You may choose either to print a separate date due slip for each item, or one slip with all items listed.  Note that if you choose “list of patron’s current checkouts,” it will list all materials checked out by that patron, even if they were checked out on an earlier date.
The receipt is divided into three sections:

· Header: unchanging info that prints at the top of each receipt

· Receipt fields: Items that will print for each item checked out

· Footer: unchanging information that prints at the bottom of each receipt

Creating a Header: To create a header, click on the diamond-shaped gadget to the right of the box.  Each line of text in the header is called a string.  Enter the data you want on the top line (usually library name) and click on [Add].  Do the same for any additional lines you want, such as a phone number or slogan.  When you are done, click on [Save].
Adding Receipt Fields: Now click on the diamond gadget next to the box labeled Receipt Fields.  You will get a screen with two boxes on it.  One has potential fields you can include, the other will list the fields you have chosen.  Highlight the fields you want included, then click on the ( arrow to select it.  You may choose what you wish; recommended fields are:
· User ID

· Item ID

· Title 

· Due Date

When you have chosen the fields you want, click on [OK].

Creating a footer: Creating a footer is the same as creating a header.  

Note on footers: We have had trouble determining the settings needed to get the receipt to advance far enough for it to be torn off safely.    As a temporary “work-around” to this problem, we suggest making your footer at least ten lines long.  After one or two lines of text, simply add additional strings that include only a single * .    This will push the paper high enough to be torn off without wasting a lot of ink.   (Blank lines are not allowed.)

When your receipt is set up to your liking, click  [OK] to return to the Checkout Properties box, then [OK] to close the Checkout Properties screen.
Your date due slips should now automatically print during checkout.
Other Places to set up date due slips:

There are a number of places in Workflows where you may need to print Date Due slips.  You will have to set them up individually in each place.  Due to the amount of work involved, you may not want to try to do all of this in one setting.

The other locations where Date Due slips can be set up are: (list may not be complete)

Renew User Wizard

Renew Item Wizard

Setting up Hold Slips in Discharging (Check-in)
When you discharge a book that has a hold on it, you will want a receipt that contains the name and phone # of the person who placed the hold.

Access the Properties menu for the Discharge wizard by right-clicking on the wizard’s name, then choosing properties. The Discharge: Set Properties box will open.

Click on the Behaviors tab at the top of the page, then put a check mark next to Print Available Hold Slips at the bottom left of the page.  When you do so, the [Print Available Hold Slips] button will light up.  Click on that button.  

Using the same process you used for checkout receipts, enter a header, receipt fields and footer.  Since these are seen only by library staff, they need not be fancy.  You may choose what receipt fields you wish; recommended fields are:
· Title

· Item ID

· Name

· Phone number 

· Comments 

· User ID

Remember to make your footer at least ten lines long, using * as necessary, to ensure that the receipt can be torn off cleanly.  

When your receipt is set up the way you want it, click on [OK] to return to the Discharging Properties box.  You will stay here if you wish to set up transit slips.

Other places to set up Hold Available slips

There are a number of places (either wizards or helpers) in Workflows where you may need to print Hold Available slips.  You will have to set them up individually in each place.  Due to the amount of work involved, you may not want to try to do all of this in one setting.

The other locations where Hold Available slips can be set up are: (list may not be complete)

Fine Free Discharge Wizard

Check Item Status Wizard
Remove User Hold Wizard

Remove Item Hold Wizard

Trap Holds Wizard

Discharging Bookdrop Wizard

Pending Transits Wizard

Receive Transit Wizard

Setting up Transit Slips in Discharging (Check-in)

Transit slips are used when books are returned that need to be sent to another library.  They are a convenience for library staff only.  You will still need to use the official ILDS Routing Label for materials that are to be placed in delivery.

If you choose to print transit slips, you will find that choice just below the box hold slips.  To set it up, put a check mark next to Print Transit Slips at the bottom left of the page.  When you do so, the [Print Transit Slips] button will light up.  Click on that button.  

Once again, the process is essentially the same.  You will choose text for the header (usually something like (Put in Transit), choose receipt fields and create a footer.  Once again, make sure the footer is long enough to allow the slip to be torn off cleanly.
You may choose what receipt fields you wish; recommended fields are:

· Transit to

· Transit Date

· Transit rsn (reason)

· Current Time (actually date and time)

· Title 

· Item ID

· Transit Library

When your receipt is set up the way you want it, click on [OK] to return to the Discharging Properties box.  Then click on [OK] to exit this screen.
 Other places to set up Transit slips

There are a number of places (either wizards or helpers) in Workflows where you may need to print Transit slips.  You will have to set them up individually in each place.  

The other locations where Transit slips can be set up are: (list may not be complete)

Fine Free Discharge Wizard

Check Item Status Wizard

Remove User Hold Wizard

Remove Item Hold Wizard

Trap Holds Wizard

Discharging Bookdrop Wizard

Pending Transits Wizard

Receive Transit Wizard

*** Setting up Hold Wrapper Slips (Check-in wizard)

A new feature in Symphony is the Hold Wrapper Slip.  Hold wrappers can be set to print whenever an item trapped or selected to fill a hold.  A hold wrapper is typically a slip of paper printed with user, hold, and/or item information that is wrapped or folded around the spine of an item to be placed on a holds shelf.  Hold wrappers are most useful in libraries that have a self-service hold shelf.  You will also have the option to limit the patron ID number and patron name printing length to provide privacy.
If you choose to print hold wrappers, you will find that choice in any wizard that could possible trap a hold.  To set it up, right click the Discharge (Checkin) wizard and select properties, then look on the Behavior tab.  Put a check mark next to Print Transit Slips at the bottom left of the page which turns the [Print Transit Slips] button on.  Click on that button.  

Once again, the process is essentially the same as setting up the other receipt printer settings.  You will choose text for the header (usually something like (Put in Transit), choose receipt fields and create a footer.  Once again, make sure the footer is long enough to allow the slip to be torn off cleanly.

You may choose what receipt fields you wish; recommended fields are:

· Expires
· Name (limited in length if you wish)

· User ID (limited in length if you wish)
When your receipt is set up the way you want it, click on [OK] to return to the Properties window.  Then click on [OK] to exit this screen.

 Other places to set up Hold Wrapper slips

There are a number of places (either wizards or helpers) in Workflows where you may need to print hold wrapper slips.  You will have to set them up individually in each place.  

The other locations where the wrappers can be set up are: (list may not be complete)

Fine Free Discharge Wizard

Check Item Status Wizard

Remove User Hold Wizard

Remove Item Hold Wizard

Trap Holds Wizard

Discharging Bookdrop Wizard

Pending Transits Wizard

Receive Transit Wizard

Setting up Receipts for Bills (Fines) Paid
Most libraries like to provide a receipt whenever patrons pay fines, whether for overdue items , lost materials, etc.  

Access the Properties menu for the Paying Bills wizard by right-clicking on the wizard’s name, then choosing properties. The Paying Bills: Set Properties box will open.

Click on the Behaviors tab at the top of the page, then put a check mark next to Print Slip Showing Payments.  When you do so, the [Print Slip Showing Payments] button will light up.  Click on that button.  

Once again, the process is essentially the same.  You will choose text for the header (usually something like “XX Public Library Receipt”), choose receipt fields and create a footer.  Once again, make sure the footer is long enough to allow the slip to be torn off cleanly.

You may choose what receipt fields you wish; recommended fields are:

· Current time (includes date)
· Amount billed

· Amount paid

· Reason for bill

· Title

· Author

· Payment Type

· Payment Info

When your receipt is set up the way you want it, click on [OK] to return to the Paying Bills Properties box.  Then click on [OK] to exit this screen.

Other places to set up receipts for Bills (Fines) paid

There are a number of places (either wizards or helpers) in Workflows where you may need to print receipts for bills..  You will have to set them up individually in each place.  Due to the amount of work involved, you may not want to try to do all of this in one setting.

The other locations where receipts for bills paid can be set up are: (list may not be complete)

Billing a User Wizard

Paying Bills Helper (Access it by clicking on Properties  for the Checkout wizard, then choosing the Helpers tab.  Click on the button that says Paying Bills and you will see the place to set up Print Slip Showing Payments.)
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