Tip Sheet: Circulating a Gov Doc on Workflows
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 Tab
Click on “Modify Title”   [image: image2.png]& wodiy Title



 in the left side “Common Tasks” menu
Search for title or Call #

Click on  [image: image3.png]Call Number/item



 Tab

and check the “circulate” box! [image: image4.png]



Click on the [image: image5.png]


 button
Stick a barcode on the doc

Scan the barcode and it will appear in the box next to where it says “Item ID:” [image: image6.png]Item ID: [36865351373992]




Click on the [image: image7.png]


 button (It should automatically save it, though)
Send the student to the 1st floor Circulation Desk to check out the documents OR you can do it yourself:

Click on the [image: image8.png]| Reference Dept.



 Tab

Click on [image: image9.png]&, checkout



 in the left side “Common Tasks” menu
Type in patron’s User ID where it says “Identify User” & User ID: [image: image10.png]Identify user

User ID: [00027092701]




NOTE: If the patron doesn’t know their user id, you can search the user by clicking on [image: image11.png]


 and search by name. When you find the patron, highlight and click on [image: image12.png]



Scan or type the item’s barcode and it will appear where it says “Identify Item” & Item ID:
[image: image13.png]Identify item

Item 1D: 3686535800762



 
and the item will be automatically checked out and will appear in the “List of checkouts”.
