D Y Quick Help for Creating a
ESTIN Patron Barcode Report

Patron Barcode Report

If you need to create a patron barcode report, you will begin by logging into your school at
http://textbooks.ed.sc.gov and clicking on the Back Office tab.

Click on the Catalog Circulation | isE o i My Info ¥ Brocessing Needed

Reports

Reports OptiOIl. Textbooks PPatrons | Report Builder

Find Patron
Checked Out/Overdue Materials & Unpaid Fines

Add Patron

Thiz aptian lats you see who has materisls checked out or ousrdus, as well as who has unpaid fines, You can rquast this information =5 & repart or create customized noticas.
Update Patrons

Click on the oo lasses | | EineHistory
P t b t b i noct Pt This aption provides you with fine payrent and refund transactions to determine your fine cash flow for a particular time frame.

ExportPatrons Patron Barcodes

Barcode Labels

Upload Pictures
This option lets you create patron labels,
Texthook Policies

S eleCt the BarCOde Access Levels Barcode lists

This optian lets you sreate a list of used or unused barcod numbers to find ranges of barcodes.

Labels report under | =) puunpeus

| Reports
This aption lets you print ID cards for patrons that can include the patron barcode.
Patron Barcodes _
Patron Name List
Site Configuration’
4 This option provides you with s list of patran nsmes erganized by user defined fizlds, name or fram an uplosded file.
Inventory

Patron Statistics - Historical
Job Manager
This aption provides you ith the patron statistics for 2 pamticular time frame in sithar summary or detailed format.

Patron Statistics Summary
Cannat ba run batusen B:00 AM and 3:00 BM (M-F),

This option provides you with 3 summary of your patrons and their drculation ststistics organized by patron type, status, or by any of the user-defined patron fields.

Formatting the Patron Barcode Report

Choose the
formatting options
for the report R

Add Patren

Updats Patrans
needed- Print used patron barcodes...

Update Clasies

Under Formatted S sainct by [Frniims =]

Enpart Patrons
Fram [ o[

For, if Barcode s sortod by satrn nare

Catalog circulation | EEETETTER My Tnfo PO crocesing Needed

iend Unstnd

Labels ls SeleCted’ iyt Limited to patrons ;:lrz::u‘;:...ih“;::::::u -
the report will be Bodm P hesmeted

St Configueation ¥ Inactve

fomlatted tO print Inventery Includa the following B sarcode number

Jub Manager Formatted tor  © sarcode labels

on peel-off Avery :
Usa label stock er white addess Labels [5?"b 160 x|
address labels. St an bt

If Use at the printer offset - Morzantal: B vertieat: BT

 Use at the circulation desk

circulation desk 1S [ Start 5 naw page for sach group

[ include Circulation cammand barcodes

Selected’ the report 1n additlon to adjusting your printer offsots, you must alse configure Adobe Reader so that your labels are properly alignod.

For assistance configuing Adabe Reader or tha prater offsets, ses Troubdashooting

will be formatted M
for a sheet of paper.

Click Run Report.
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View the Patron Barcode Rep

The report will I'un Catalog irculation Back office My Info P¥processing Nesded
in the Job Fodpaan
Jobs 1 - 1outof 1 Refresh List
Manager. .
Update Classes Job Submitted By Started Status
Patron Barcode Report Site Administrator 4/9/2009 2:25 PM Completed View
Click Refresh List (4/9/2009 2:25 PM) (4/9/2009 2:25 PM) i
Jobs 1- 1outof1 Refresh List
until the report
Status is p Delete jobs started on orbefore ,— mE]
Completed.
Forecasting
Site Configuration:
Click View.
Job Manager
The report Will Freamont High:;hr:)\(i);islralor, Site Anderson, Lee S Paoetor 2
open in Adobe. AAFRREN T IR
SITEADMIN P1
Deihl, William Diehm, Brent
(AT LRI TR
P 101 P 130
Doerner, Nicole E Doruff, Nicole E
(IR LRI TR
P 102 P 103
Faso, Cindy S Fergestrom, Doreen K
L AW e
Ferrill, Diane K Fischer, Mark L
(WA IR
P 106 P 107
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