Updating the Calendar

Alexandria Start the School Year

Your Alexandria Calendar, along with your Policies, controls when items will be due. When
starting the year, you can mark days in your Calendar when your library will be closed.

Standard

To view and edit your Calendars, click on Tools, then Calendar. If you
are using an older version of Alexandria, you will find Calendars in

Preferences.

You will see a Standard Calendar, which you can edit. You can also

create new calendars by clicking the plus icon.
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Clicking on a day in the calendar changes it from Open to Closed. If you click on a date again, it
will be set to the Period Due date, the date on which all items will be due back to the library,

regardless of checkout period. Clicking the date a third time will set it back to Open. To close a
certain day of the week for the entire month, you can click on the column header for that day.

Patron Policy |[standard Patron ¥ l

After creating and editing your calendars, you will need to
assign them to patron types in Policies. Go to Tools, then
Policies, or Preferences, then Policies, depending on your
Alexandria version. For each type of patron, you will want to
assign them a calendar. You can create different calendars for
different patron types, or use the same calendar for all of
your patron types, depending on your needs.
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Patron Policy Short Code: STD

Maximum Loaned ltems s

| | Force

T -
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Updating Policies

The beginning of the year is a good time to review your patron and item policies in Alexandria
and make any needed changes. Your policies control your checkout periods, overdues, fines,
and holds. Go to Tools, then Policies, or Preferences, then Policies.

Exceptions
. 3 -
Patron Policy “siandard Patron ¥ Item Policy Standard Item ¥

GHECKIOUT: Overdue Other Eheckaont Overdue Other
Patron Policy Short Code: STD Item Policy Short Code: STD
Alert When Charges Exceed $25 00 Loan Fee ¢o.00
Maximum Loaned Items s Default Replacement / Purchase Cost 20 00
Itermns Are Due On v Maximum Renewals for ltem 1
I:\ Force Hard Due Date )

Only Count Open Days in Loan Period

Apply Period Due Dates
Statistics Group v

Notes Notes

Add Remove Duplicate Rename e Add Remove Duplicate Rename e

You can view the policies for different patron types and item types by clicking on the dropdown
menu next the standard patron and standard item. If you make any changes, don’t forget to
Save.



Importing Student Records

If you are able to get a tab delimited file from your student information system,
you can import it into Alexandria to create accounts for new students, and update
accounts for existing students.

You will find the Import button on the Dashboard page.

. . o . |
Select Patrons, then click Browse to find your saved tab delimited file. Make your mport
selections, and then click Run to import your file.

b
Patrons )

[ Browse... | File Name

Items .—
Textbooks ._
Circulation Groups |

Field Mapping |
Images All tab delimited format import files that do not have a header will require field mapping.
Import Settings Barcode Handling
O Skip First Record The following selection determines whether barcodes in

the import file will be retained or reassigned starting with
the barcode shown in the field below.

Site v Starting Patron Barcode 1100001
Patron Policy Standard Patron v (") Assign new Barcodes
3 Use Barcodes in Import File

D Strip Leading Alpha Characters

Defaults

Patron Updates

Add a new record for each patron imported, or update patron
records when a matching RSN, GUID, barcode, SSN, Student #, or
email is found.

(") Always Create New Records on Import

Create Saved Import Run

More information about importing patron records can be found here:
http://support.companioncorp.com/display/ALEX/Patron+Imports+Best+Practices.



http://support.companioncorp.com/display/ALEX/Patron+Imports+Best+Practices

Updating the Grade Table

If you do not import your patron records but instead enter and update them manually in
Alexandria, updating the grade table can advance all students to the next grade.

To update the grade table, go to Preferences, the Patrons, then Grade Table.

Last Grade Advance After
IGmdualed & 1 [ 7/1/2024 ]
Last date of advancement: Never
Advance all grades now
Sort Grade Description /
1 2 2nd Grade
2 3 3rd Grade
3 4 4th Grade
4 5 5th Grade
5 6 6th Grade
6 7 7th Grade
¥ 8 8th Grade
8 9 9th Grade
9 10 10th Grade
10 11 11th Grade
11 12 12th Grade
ADD

Click Advance all grades now to advance all students to the next grade. This cannot be undone,
and should only be done once per year. Students in the last grade level will be advanced to
Graduated.

Creating Library Cards or Student Barcodes

You can use the Library Cards or Patron Barcode Labels reports to create library cards or
barcode sheets for easy checkout. You will find both of these in the Reports section, under
Patrons.

Popular Account Expiration Notice
» Patrons Account Introduction
. Activity Summary
» Titles

Library Cards (2x5)
» Copies L\’ Patron Barcode Labels (3x10)

Patron Cnuntg




The Library Cards report will generate 2 x 3.5 inch library cards that you can print on cardstock
or labels, or regular paper.
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The Patron Barcode Labels report will generate smaller labels with the student name and
barcode. It has a similar setup process to the Library Cards Report.

To set up the Library Cards Report, make your selections in the Selections tab to determine how
to select the student accounts that will display on the report.

Create customizable library cards for patrons. This report is formatted for common business card
stock or shipping labels that are 2 x 3.5 with 10 per sheet (Avery 5371).

Patrons with a Status of v
Accounts Expiring 3] 3] °

Patrons in Security Group Any Group R4

Patrons with a Policy of Any Policy R4

Patrons from v Q Q

Patrons in Grade

Patrons added 3] 3] n

Coming soon, this report will be accessed via 'Labels' instead of 'Reports.’

B show Additional Selections Create Saved Report  Run




The Options tab allows you to choose what will print on each library card. You have up to six
spaces to print information from the Data dropdown menu.

s

selections [ETRRE
Sort by v O Add 'P' to Barcode
Format v

Data i
First Last Name - v
Site (Name) Size small (1 Row)
Sarcode Image sieation (“cone g
Barcode Number
Bold [ |

Create Saved Report Run

When you have your report set up the way that you’d like, click Run. You can also click Create
Saved Report to save your setup options to run again in the future. After running the report you
will find a PDF in Operations that you can download and open for printing.
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