
 

SirsiDynix Symphony 3.2 
 

Materials Booking Training Guide 
 
 

DOC-MBTGEN-S 

 



 
Publication Name: SirsiDynix Symphony 3.2 Materials Booking Training Guide 
Publication Number: DOC-MBTGEN-S 
Version Number:  SirsiDynix Symphony 3.2 
First Printing:  February 2008 
 
 
 
 
Additional copies of this document can be downloaded from the SirsiDynix Client Care web 
site, clientcare.sirsidynix.com. 
 

© 2008 SirsiDynix.  All Rights Reserved. 

 

The processes and all the routines contained herein are the proprietary properties and trade secrets of 
SirsiDynix. Except as provided by license agreement, this manual shall not be duplicated, used or disclosed 
for any purpose or reason, in whole or in part, without the express written consent of SirsiDynix. The 
information in this document is subject to change without notice and should not be construed as a 
commitment by SirsiDynix. 

 

Use, duplication, or disclosure by the U.S. Government is subject to restrictions as set forth in sub-
paragraph (b)(3) of the Rights in Technical Data and Computer Software clause in DFARS 252.227-7013. 

Rights for non-DOD U.S. Government departments and Agencies are as set forth in FAR 52.227-19(c)(1,2). 

Sirsi®, WebCat®, Vizion®, WorkFlows®, Unicorn®, UnicornECOLE®, UnicornOASIS®, UnicornSTILAS®, 
Site Source®, DRA®, DRA Net®, Inlex®, MultiLIS®. Taos®,  JurisLink™, Corinthian®, Dynix®, URSA®, 
Horizon™, Remote Patron Authentication™, and TeleCirc™ are trademarks of SirsiDynix. 

 

Other product and company names herein may be the trademarks of their respective owners. All titles, 
versions, trademarks, claims of compatibility, etc., of hardware and software products mentioned herein are 
the sole property and responsibility of the respective vendors. SirsiDynix makes no endorsement of any 
particular product for any purpose, nor claims responsibility for its operation and accuracy. 



TABLE OF CONTENTS 
Introduction........................................................................................................................ 5 

Who should attend?................................................................................................................... 5 
Prerequisite ................................................................................................................................ 5 
Course Objectives...................................................................................................................... 5 

Materials Booking Considerations.................................................................................... 7 
Library Planning Prerequisites............................................................................................................... 7 

Materials Booking Toolbar and Wizards .......................................................................... 9 
Booking toolbar ..................................................................................................................................... 9 

Create a Booking.............................................................................................................. 11 
Create a booking for a single item ......................................................................................... 11 

Create Booking Properties ................................................................................................................... 16 
Create a recurrent booking .................................................................................................... 17 

Check In and Check Out Bookings................................................................................. 23 
Checkout a booked item.......................................................................................................... 23 

Checkout Booking Properties .............................................................................................................. 26 
Check in a booked item........................................................................................................... 27 

 

February 2008 iii 



Materials Booking Training Guide 

 

 February 2008 iv 



 

Introduction 
The Materials Booking module allows library materials to be reserved 
for future use. This differs from placing a hold, which reserves library 
materials for use as soon as they become available. Instead, booking an 
item reserves it for a specified period, and leaves it free for other patrons 
to use until that specified (booked) time.  

The entire booking cycle, from staff preparation of booked items—
through the delivery of booked items to users, the actual use, and the 
return of the booked items—to the post-use cleanup of booked items is 
scheduled and tracked through SirsiDynix Symphony. 

Who should attend? 
This course is intended for Materials Booking managers, system 
managers, and other Materials Booking staff.   

Prerequisite 
SirsiDynix Symphony Essential Skills – This training course introduces  
SirsiDynix Symphony WorkFlows.  This course teaches basic skills 
including navigating WorkFlows, searching techniques, keyboard   
navigation, and using the Help file. 

Course Objectives 
• Create new bookings 

• Check out and check in bookings 

• Display and modify bookings 

• Remove  bookings 

• Schedule reports to automate the process of listing and 
removing bookings 

• Understand materials booking policies 
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Materials Booking Considerations 
Before offering any booking services, all libraries must complete 
prerequisite planning and configuration tasks. These day-to-day 
operations involve booking, locating, and delivering library materials to 
library users, and these tasks must be reflected in the policies. You must 
prepare SirsiDynix Symphony catalog, item, and user records for use 
with the Materials Booking module.  

Library Planning Prerequisites 
Library staff should consider the needs of its users and the resources 
available to meet those needs when discussing the following items: 

• Library materials eligible for booking 

• Processing and shipping time required for various item types 

• Delivery methods for library materials and equipment 

• Availability of library staff for preparation and cleanup 

• Users that are eligible for materials booking services 

These are your most important Materials Booking considerations:  

• Limit Materials to be Booked. You may decide that certain 
materials will not be bookable for some or all users. Though 
circulation policies will usually be sufficient to prevent 
booking of restricted-use items, such as reference works, you 
may choose to limit or disallow booking of certain item types 
through other policies. For example, faculty and staff may 
book meeting rooms, but no one may book maps.  

• Limit User Eligibility for Booking Services. You will need 
to determine eligibility criteria for booking services. One 
library might decide that any registered user may book 
items. Another library may wish to limit booking services to 
a given user population. The Booking Limit attribute in the 
User Profile policy determines whether a user group can 
book library materials.  

• Establish Pre- and Post-use Processing Time. Certain 
materials may require preparation before releasing them to 
the user. For example, a reel-to-reel projector should be 
fitted with an empty spool, and secured on the transport cart 
before user pickup.  
 
A conference room should be arranged with a microphone, a 
projector and screen, and extra chairs, if requested by the 
user. The Preparation Time attribute in the Booking Profile 
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policy determines the amount of time needed to prepare a 
booked item or group of items for use.  
 
The Cleanup Time attribute in the Booking Profile policy 
determines the amount of time needed to process a booked 
item or group of items after use.  

• Coordinate Staff Availability. The availability of staff may 
determine whether certain items can be booked at particular 
times. For example, if your staff needs 30 minutes to clean a 
meeting room, you may decide to stop bookings within half 
an hour from the library's closing time.  

• Establish Delivery Methods. The way in which booked 
library materials are distributed to users directly affects the 
structure of the Booking Profile policies and Shipping 
Schedule policies. For example, if the library requires users 
to pick up all booked items, you will not need to create 
shipping schedules in the booking profiles. If a library will 
ship materials to users, either via library vehicle or 
commercial carrier, you will need to create one or more 
shipping schedules to specify pickup and delivery times.  

• Determine Off-site Transit. The way in which booked 
library materials are distributed to users directly affects the 
structure of the Booking Profile policies and Shipping 
Schedule policies. For example, if the library requires users 
to pick up all booked items, you will not need to create 
shipping schedules in the booking profiles. If a library will 
ship materials to users, either via library vehicle or 
commercial carrier, you will need to create one or more 
shipping schedules to specify pickup and delivery times.  

• Determine Fees for Services. SirsiDynix Symphony 
permits a great deal of flexibility in determining which, if 
any, booking services will charge a fee. Libraries may elect 
not to pass any charges to their users or may recover costs by 
assessing a privilege fee for booking services for some or all 
users, passing along shipping costs or assessing a per charge 
fee.  
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Materials Booking Toolbar and 
Wizards 

The Materials Booking module gives you a way to manage your library's 
nonbibliographic materials, such as audio-visual equipment or 
conference rooms.  Materials Booking wizards reserve library materials 
for future use.  

Booking toolbar  
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Create a Booking 
The Create Bookings wizard will allow you to reserve library materials 
for a date and time up to two years in the future.   

Create a booking for a single item 
To create a booking for a single item for a user, complete the following 
steps: 

1. Click the Create Bookings wizard.     

2. Scan the user’s ID or type the user’s ID and click Get User 
Information.  

 If you do not have the user’s ID, use the User Search helper to 
search for the user and click Create Booking.  The helper will 
automatically fill in the user ID box with the ID you select. 

 

3. Scan the barcode of the item or type the item’s ID and click Get 
Item Information.   

 If needed, use the item search helper to bring up a title or a list 
of titles.  Once you have selected the item from the list, first 
click Retain for Booking, then click Create Booking.   
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4. On the Calendar tab, select the start date and end day for your 
booking using the calendar or the gadget next to the Start Day 
field. 
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5. Using the dropdowns, select the start and end hour and minute. 

6. Click Create Booking. 

7. On the Booking Info tab, select a pickup library in the Pickup 
At box.  If no pickup library is selected, the user’s library will be 
set as the pickup library by default.  The pickup library option 
will not appear on a single–library system.  
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8. Click Create Booking. 

9. After the booking has been created, select one of the following 
options: 

• Add Extended Info to allow you to create a note or comment 
about the booking. 

• Make More Changes to modify the record you just created. 

• Create Another Booking to create another booking for the 
same user. 

• Create Recurring Booking to create a booking of the same 
material at the same day and time for a specific period.  

• Close to exit the wizard 
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Note: Group booking is not available in the Java client of WorkFlows.   
It is, however, available in the C client. 
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Create Booking Properties 
The Create Booking wizard contains properties to determine what is seen 
within the creation process.  Use the defaults tab to set up the following: 

• The number of months displayed at one time. 

• The start and end hour and minute. 

• The pickup library. 
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Create a recurrent booking 
A user may need to book the same item for the same day at the same 
time for a set period of time.  For example, a user may need to book a 
meeting room every Thursday from 10 in the morning until noon for the 
next month.  To create a recurrent booking of one item for a user, 
complete the following steps: 

1.    Click the Create Bookings wizard.   

2. Scan the user’s ID or type the user’s ID and click Get User 
Information.  

 If you do not have the user’s ID, use the User Search helper to 
search for the user and click Create Booking.  The helper will 
automatically fill in the user ID box with the ID you select. 

 

3. Scan the barcode of the item or type the item’s ID and click Get 
Item Information.   

 If needed, use the item search helper to bring up a title or a list of 
titles.  Once you have selected the item from the list, first click 
Retain for Booking, then click Create Booking.   
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4. On the Calendar tab, select the start date and end day for your 
booking using the calendar or the gadget next to the Start Day 
field. 
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5. Using the dropdowns, select the start and end hour and minute. 

6. Click Create Booking. 

7. On the Booking Info tab, select a pickup library in the Pickup 
At box.   If no pickup library is selected, the user’s library will 
be set as the pickup library by default.  The pickup library option 
will not appear on a single–library system.  
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8. Click Create Booking. 

9. After the booking has been created, click on the Create 
Recurrent Bookings option. 
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10. Select the start and end date and time for the first recurrence on 
the Calendar tab and click Add to List. 

 The date selected will show as black text on the calendar. 

 

11. Continue to add recurrences as desired using the calendar or the 
gadgets next to the Start day and End day fields. 

12. Once all of the dates have been selected, click on the Recurrent 
Bookings tab to review the list of recurrent bookings to be 
created. 
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13. Once the list has been reviewed select Create Recurrent 
Bookings. 

14. Select Create Another Booking or Close. 
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Check In and Check Out Bookings 
Checking out and checking in a booked item is very similar to checking 
out and in a regular circulating item in your collection.  The Checkout 
Bookings and Discharge Bookings wizards will allow you to checkout 
and check in booked items for users. 

Checkout a booked item 
To checkout booked items to a library use, complete the following steps: 

1. Click the Checkout Bookings wizard.   

2. Select User ID in the Identify Booking dropdown and scan the 
user’s ID or type the user’s ID and click Get Booking. 

 To identify the item instead of the user, select Item ID in the 
Identify Booking dropdown and scan the item ID or type the 
item’s ID and click Get Booking. 

 

3. The list of bookings associated with your criteria will appear.   

 With Change Booking Lookup Options you can further filter 
what displays on the booking list. The Change Booking Lookup 
Options will be grayed out if the search was done by Job ID. 

 

 

For more detailed information about each booking click the glossary in 
the Patron Booking Starts or Patron Booking Ends columns. 
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4. Use the check boxes to select a booking or bookings for 
checkout, or select Checkout All to checkout all bookings at 
once then click Check Out Booking.   
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5. After you have checked out the items to the user, select one of 
the following options: 

• Review to review the current checkout 

• Identify Another Booking to check out to another user. 

• Close to exit the wizard. 

 

Note: Because the procedure for checking out a booked item is the same as a regular 
checkout, you can use the Checkout wizard. If the user checks out the booked 
item on time (that is, before the booking end time), the item charge is associated 
with a booking record. 
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Checkout Booking Properties 
The Checkout Bookings wizard contains properties to facilitate the 
checkout process.  Use the defaults tab to set up the following: 

• Preferred search index 

• Pickup library 

• Start date and end dates 
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Check in a booked item 
To check in booked items returned by the library user, complete the 
following steps 

1. Click the Discharge Bookings wizard.   

2. In the Item ID box, scan the item’s ID or type in the item ID and 
click the Discharge Item button. 

 If the properties for the Discharge Bookings wizard are set to 
display the current item, click the Current information link to 
access the last record displayed, modified, or added. 

 

3. Repeat until all items are discharged. 

4. After discharging items, select one of the following options: 

• Clear Discharge List to clean the screen of previous checked 
in items. 

• Close to exit the wizard. 
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Note: When an item has a Booking Profile policy that specifies a cleanup time, and the 
booked item is discharged before the end of its booking period, the item is 
considered charged out to the library user of the booking. This ensures that the 
item is unavailable during its booking time. 
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