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The Circulation Section 
The Circulation section manages all the lending-and-returning, ordering-and-
reserving-items operations and the sending of reminders and other messeges to the 
readers, by email and/or mobile, directly from the program .  

The Circulation section contains the following options: 

 

Circulation  lending and returning of items; displaying loan status; booking 
and reserving items for a user. 

Group Circulation lending a number of copies of a certain item to a certain group 
of users, performing global change of return date for an entire 
group. 

Organization 
Circulation 

lending and returning of items; displaying loan status; booking 
and reserving items for libraries/organizations / branches 

Personal Circulation  Used in installations where the users/readers can borrow and 
return items independently. 

Quick Return  A rapid procedure for returning items only, without the need 
for user identification. 

Waiting List  Manaement of items’ order list, and sending e-mail and text 
messages to notify users that their ordered items have arrived. 

Reserved Items  Management of reserved items’ list. 

E-mail Reminders  

 

Sending reminders about loans, orders and delays in returns by 
e-mail or text messages. 

Automatic loan 

Extension 

Following automatic loan extensions events, presenting 
information based on different criterion 



                                                                                    Circulation Section 

 

IDEA Information Systems    Page 3 of 22       User Manual, Version 80 

 

 
The Circulation Option 
 
Upon selecting the Circulation option, the Circulation notebooks list is displayed. The 
Circulation list includes all the users’ circulation notebooks and is the starting point for 
performing loans, returns orders and sending of reminders.  
 
Select a user from the list, or type in the beginning of the user’s ID number or last name. The 
Query window will be displayed, with the typed number in the User ID field or the typed 
part of the last name in the Last Name field respectively. Fill in additional fields to complete 
the query definition and click OK. A list of users that answer the query criteria will be 
displayed. Select the desired user from the list.  
 
Once the user is selected, the circulation notebook will be displayed. The circulation 
notebook is comprised of tabs. The active tab’s title is always highlighted.  Each of the tabs is 
presented in detail below. 

 
Main Tab  
The Main tab is used to loan, return and reserve items.  
 

 
 
The Main tab is comprised of three parts: The upper left part is used to select the item that 
will be loaned. The yellow window in the upper right part displays information about the 
user, information about the item to be loaned, and information about the loaning process. 
Blocks, such as an expired subscription, are displayed in red. The lower part lists the items 
that have been selected for loaning, returning or reserving. 
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Items to be loaned are identified by the Loan icon  in the left column, items to be 

returned are identified by the Return icon in the left column and items to be reserved are 

identified by the Reserve icon . 
In the example above, the first line is a loan, the second is a return, and the third is reserving 
the item.  
Click ‘save’ to finish all three actions  
 
Notes:  

1. Additional details about the user can be viewed and updated by selecting the 

Display User icon  from the secondary menu. The user notebook will be 
displayed. 

2. The red sign with the exclamation mark indicates a note about the user. Click it to 
see/update/delete the note. 
 

3. Additional details about an item that is displayed in the lower part of the window 

can be viewed by highlighting the item and selecting the Display Item icon 
from the secondary menu. The item’s notebook will be displayed. 

 

Loans Tab 
The Loans tab is used to display the list of items that are currently being loaned to the user. 

Loaned items are identified by the Loan icon  in the left column. Upon clicking the icon, a 

return will be executed and the Return icon  will be displayed. Items that are overdue are 
marked in red. Upon extending the loan period the color of the loaned item will turn to 
black. 
 
 
Notes: 

1. The same information is also displayed in the Users section, in the user notebook’s 
Loans tab.  
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2. Additional details about the user can be viewed and updated by selecting the 

Display User icon  from the secondary menu. The user notebook will be 
displayed. 

3. Additional details about an item can be viewed by highlighting the item and 

selecting the Display Item icon  from the secondary menu. The item’s 
notebook will be displayed. 

 

Loaning Items 
Items are loaned from the circulation notebook’s Main tab. 
 

Selecting the Items to be Loaned 
 
The item to be loaned can be selected in three ways: by barcode; by the item number and 
copy number; or by a periodical’s name, issue and copy. Select the relevant option by 
marking the button and filling in the fields that are displayed. 
 
Note: The default for the loan mode is defined in Maintenance / Configuration File / 
Circulation / Parameter 2 – Default mode for loaning. 
 
Once the item is selected, its details will be displayed in the yellow window in the upper 
right part of the Main tab.  
 

 
 
Press Enter and the item will be added to the loaning list in the bottom part of the window, 
and the details in the yellow window will be replaced with the word Loan.  
 
 
The Due field is calculated according to the entry in the Loan Status field in the item’s 

notebook. Select the  icon to invoke the calendar and change the expected return date. 
 
Selecting an Item by Barcode 
Scan or type in the barcode number. 
 
Selecting an Item by Item/Copy 
Enter the item ID in the Item ID field. The default copy number will automatically be entered 
in the Copy field.  
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In order to choose the item ID from a list, select the   icon next to the Item ID field. The 
list of items that are available to the user will be displayed. Select an item from the list, or 
type in the beginning of the item number or the title. The Query window will be displayed, 
with the typed number in the Item Number field or the typed part of the title in the Title 
field, respectively. Fill in additional fields to complete the query definition and select OK. A 
list of items that answer the query criteria will be displayed. Select the desired item from the 
list.  

In order to choose the copy from a list, select the  icon next to the Copy field. The list of 
copies that are available to the user will be displayed. Select a copy from the list. 
 
Note: The default copy number that will be used in the copy field is defined in Maintenance 
/ Configuration > Circulation > Parameter 5 – Default for copy number.[ Usually it will be 
copy 1. However if, for example, all copies 1 are not for loaning, then the number in 
parameter 5 will be 2] 
 
Selecting an Item by Periodical/Issue/Copy 
Fill in the Item ID, Copy and Issue fields.  

In order to choose the periodical’s item ID from a list, select the  icon next to the Item ID 
field. The list of periodicals that are available to the user will be displayed. Select a periodical 
from the list, or type in the beginning of the periodical’s item number or title. The Query 
window will be displayed, with the typed number in the Item Number field or the typed part 
of the title in the Title field respectively. Fill in additional fields to complete the query 
definition and select OK. A list of periodicals that answer the query criteria will be displayed. 
Select the desired periodical from the list.  

In order to choose an issue and copy from a list, select the  icon next to the Issue field. 
The Periodicals Loan list will be displayed. Select an issue and a copy (by clicking on the 
checkmark  in the copy box) from the list. See the Periodicals section of the Cataloging 
chapter for more details on copies and issues. 
 

Performing the Loan 
Once the item or items to be loaned are listed in the bottom part of the Main tab, perform 

the loan/s by selecting the Save icon  from the secondary toolbar, or typing Ctrl + S. 
The list of items in the Main tab will be emptied, and the items will be added to the list in 
the Loan tab. 
 
Note: there is an option for loaning multiple copies of a certain item to a group of readers. 
For details see Group Circulation section 

 

Returning Items  
There are three ways to return an item: Quick Return; using the Main tab; and using the 
Loan tab. 
 
Note: When returning an item that has orders or a loan note, a prompt will be displayed. 

 
Quick Return 
Select Circulation from the main menu. Select the Quick Return option from the Circulation 
menu. The Quick Return screen will be displayed. 
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This option is used for returning a number of items by different users at once, without going 
to their loaning notebooks. 
 

 
 
 
The item can be selected in one of three ways: by barcode; by the item number and copy 
number; or by a periodical’s name, issue and copy (see the Selecting the Items to be Loaned 
section above for more details). Select the relevant option by marking the button and then 
fill in the fields that are displayed, and select Enter. The item will be listed in the window. 
Select additional items to be returned. 
Approve the return of the listed items by saving. The items will be returned and their records 
will be removed from the Quick Return window. The records will also be removed from the 
user/s notebook’s Loan tab and will be displayed in the user/s notebook’s History tab.  
 
Continue to return additional items using the Quick Return window save and close the 
window. 
 
Note:  Periodicals can only be returned from the Quick Return window by using their 
barcodes. 
 

Item Affixing 
When returning a group of an item’s copies, select the Item/Copy button and the Item 
Affixing checkbox. The item’s ID number will remain stable in the Item ID field and only the 
copy number needs to be entered. 
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Returning Items Using the Main Tab 
From the user’s circulation notebook select the Main tab. Select the item to be returned 
(see the Selecting the Items to be Loaned section above for more details on selecting items 
for circulation functions). The item will be listed in the bottom part of the window, with the 

Return icon  to its left. Enter additional items to be returned in the same manner, and 
save. The items will be returned. They will be removed from the Loan tab and will be added 
to the History tab. 
 
Note: The Main tab can be used to simultaneously return and loan items. If an item that has 

not been loaned to the user is entered, the Loan icon  will be displayed to its left. When 
saving, the item will be loaned. 

 
Returning Items Using the Loan Tab 
From the user’s circulation notebook, select the Loan tab. The list of items loaned to the 
user is displayed. 
 
Returning Selected Items 

To return an item, click on the Loaned icon  to the left of the item record. The icon 

changes to the Return icon . Repeat for additional items and save. The items will be 
returned. They will be removed from the Loan tab and will be added to the History tab. 
 
Returning All Items 
To return all items loaned to a user at once, select from the menu line: Record> Retrieve All. 
A prompt will be displayed. Select Yes and the items will be returned. They will be removed 
from the Loan tab and will be added to the History tab. 
 

Extending a Loan 
Loans are extended from the circulation notebook’s Loans tab in one of two ways: 
 

1. Select the Loan Extension icon  from the secondary toolbar to extend all the 
loans in the Loans tab. The Loan Extension window will be displayed. To extend all 
loans until a given date, mark the To Date button and enter a date by selecting the 

 button, selecting a date from the calendar and clicking OK. The new date will be 
displayed in the Loan Extension window. Click OK. To extend all loans according to 
the loan period defined in each item’s copy, select the Extension by Loan Period 
button and click OK. 

 
2. To extend loans one by one,  

 

a. Select the Extend icon . The loan will be extended according to the loan 
period defined in the copy. For example, if a copy has a loan period of 30 
days the loan will be extended in 30 days.  
* The loan extension starts from the current date and not from the original 
loan date. 

b. Select the  icon next to the item and choose the date 
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If there are loaned items that have been ordered by other users, the Queue window will be 

displayed for each of these items with the prompt: 

“Other users are waiting for item <item name>. Extend loan period anyway?”  

Select Yes to extend the loan for the item, No to leave the original expected return date, or 

Waiting List to view the waiting list and decide accordingly whether to extend the return 

date or not 
 

Once all the prompts have been answered, the expected return dates will be updated in the 

Expected Return column. Save the new dates. 

 

Note:  For Changing an Item’s Return Date for an Entire Group, see the section below, using 

the Group Circulation option. 

 

There is an option to extend automatically all the loans in the system, using the Scheduler. 

All loans will be extended by the copy loan period or until a specific selected date. Loans of 

items that are on the waiting list and loans to users with expired subscriptions will not be 

extended. An e-mail message will be sent to the system administrator. The type of 

information in the message is determined in advance by the system administrator with the 

help of the IDEA support team. 

 

Note: When extending a loan on the WEB interface or by using the automatic extension 

scheduler the number of users that have ordered the item is checked against the number of 
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copies that are available. If the number of ordering users is equal to or greater than the 

number of available copies, the loan will not be extended. 
 
Please consult the IDEA support team to use this option. 
 

Adding a Note to a Loan  
Notes can be added to a loaned item. 
 

Adding a Note While Loaning an Item 
In the circulation notebook’s Main tab, select an item for loaning. Once the item is displayed 
in the list at the bottom part of the window, and before the loan is saved, select the Loan 

Note icon  from the secondary toolbar. The Loan Remark window will be displayed. 
Type in the note and select OK. 
 

 
 

Adding a Note to a Loaned Item 

In the circulation notebook’s Loans tab, highlight an item. Select the Loan Note icon  
from the secondary toolbar. The Loan Remark window will be displayed. Type in the note 
and select OK. 
 
The loan note will be displayed when the item is returned. 
 

Adding a Note to a User 
A note about the user can be added to the user’s details. When the user’s circulation 

notebook is displayed, the Warning icon   will be displayed next to the yellow window. 
Click on the icon to display the note. 
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The note is entered in the Note field in the user notebook’s Main tab, in the Additional 
Details sub-tab. The user notebook can be accessed from the circulation notebook by 

selecting the Display User icon  from the secondary menu. After updating the Note 
field, save.  
 
Note: The user notebook can also be accessed from the Users section. Select the Users 
option from the Users section, then select the user from the Users list by double clicking on 
the user’s name or by highlighting it and selecting the Update icon  from the secondary 
toolbar. 
 

Blocking a User 
A user can be blocked for three reasons: subscription expiry, a limit on the number of items 
that the user can borrow, or a temporary block for other reasons. When a user is blocked, a 
prompt will be displayed when loaning an item and the staff member has the discretion 
whether to perform the loan. 
 

Subscription Expiry 
The subscription expiry date is determined in the Subsc. End field in the user notebook’s 
Main tab, in the Registration sub-tab. The user notebook can be accessed from the 
circulation notebook by selecting the Display User icon from the secondary menu. After 
updating the ‘Subsc. End’ field - save. 
 
Note: The user notebook can also be accessed from the Users section. Select the Users 
option from the Users section, then select the user from the Users list by double clicking on 
the user’s name or by highlighting it and selecting the Update icon  from the secondary 
toolbar. 
 

Number of Items 
The maximum number of items that the user can loan is determined in the Max Loaned and 
Reserved Items field, which is also in the user notebook’s Main tab, in the Registration sub-
tab. 
 

Temporary Block 
Temporary blocks are set from the circulation notebook’s Main tab using the Block User icon 

 from the secondary toolbar. The Prevent User from Loaning window will be 

displayed. Enter the date the block will end by selecting the  icon next to the Block User 
until field and choosing a date from the calendar. Enter a limit on the number of items that 
can be loaned in the Maximum Number of Items for Loan field. 
 

Printing the Circulation Notebook  
Details can be printed on demand from the circulation notebook. Select the Print icon from 
the secondary menu. The Circulation window will be displayed with the list of tabs. Mark the 
tabs to be printed, and select OK. 
 

Mult. Copies Tab 
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The Mult. Copies tab is used to loan a number of copies of an item to the user.  
 
From within the tab, select the Insert Row icon from the secondary menu. The Copies 
window will be displayed. Select the item to be loaned from the items list. The list of 
available copies will be displayed. Mark the copies to be loaned, and select OK. The selected 
copies will be listed in the Copy Group tab. The return date will automatically be 

determined. In order to define a different date, select the  button next to the Return 
column and select a date from the calendar. 
Save to perform the loan. The items will be removed from the Copy Group tab and will be 
listed in the Loan tab. 
 

Items Gr. Tab – Loaning Groups of Items 
Item groups are comprised of items with a common denominator, and are used to enable 
quick loaning of all items as one unit. For example, designated books for a specific course; a 
group of items for an exhibition. The Items Gr. tab is used to loan all the items in the group 
to a user.  

1. Enter the Items Gr. Tab and click the ‘Insert row’ icon. 
2. Choose the group of items to loan 
3. Mark the copy for loan in each item and save 

The loaned items will be removed from the Items Gr. Tab and will be added to the Loans 
tab. 

From within the tab, select the Insert Row   icon from the secondary toolbar. The 
Items Gr. window will be displayed with all the defined item groups. Select a group by 
double clicking on it or by highlighting it and clicking Select. All the items in the group will be 
listed in the Items Gr. tab. 
 
For each item to be loaned, a copy number must be entered in the Copy field. Type in a 

number or select a copy from the list by selecting the  button and choosing a copy. The 
Expected Return Date field will automatically be filled. In order to define a different date, 

select the  button and select a date from the calendar. 
 
In order not to loan an item, delete it from the list, by highlighting the item and selecting the 

Delete Row icon . The item will be removed from the Item Groups tab, but will not 
be deleted from the actual item group or from the Items list. 
 
Save to perform the loan. The items will be removed from the Items Gr. tab and will be 
listed in the Loan tab. 
 
Note: Item groups are defined in Cataloging / Item Groups Definition. See the Cataloging 
chapter for complete details. 
 

Orders Tab 
The Orders tab is used to place and view the user’s orders. The tab is divided into two 
frames. The upper frame, Ordered Items, lists the items that have been ordered by the user. 
The lower frame, Waiting for Item, lists additional users that are waiting for the item that is 
highlighted in the Ordered Items frame. 
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Ordering an Item 

From the Orders tab, select the Insert Row   icon from the secondary toolbar. The 
Items window will be displayed. Select an item by double clicking on it or by clicking on it 
and selecting Select. Note that a query can be performed to quickly locate an item in the list 
by selecting the Query button and using the Query form that is displayed.  
 
The item will be displayed in the Ordered Items list in the Orders tab. Save the order. 
 
Note: The maximum number of items that the user can order is determined in the Max. 
Limit field, in the user notebook’s Main tab, in the Registration sub-tab. 
 
Notes:  

1. Items can also be ordered from the Users, Search and Cataloging sections, in the 
notebooks’ Waiting List tab. 

2. When returning an ordered item, a prompt appears with an option for displaying 
and printing the list of waiting users. The item can be reserved for one of the waiting 
users and arrival messages can be sent to the users on the list. 

3. Once an ordered item is loaned, it is automatically deleted from the circulation 
notebook’s Orders tab and from the user notebook’s Waiting List tab. The user who 
loaned the item is removed from the item notebook’s Waiting List tab.  

Canceling an Order 
From the Orders tab, highlight the item whose order will be canceled on the Ordered Items 

list. Select the Delete Row icon  from the secondary toolbar. The item will be 
deleted, thus canceling the order.  
 

History Tab 
The History tab is used for displaying information about items that have been returned. It 
displays details about the user’s borrowing history, including borrowing dates; expected 
return dates; actual return dates including late days for each item; a summary of all the late 
days; and notes to loans. 
 
Notes:  

1. The History tab is also displayed in the user notebook. 

2. Systems using the information services module, where automatic mail notes are 
sent to the users, will find the number of the note sent to the user in the Reference 
column. Click on the number to display the content of the note.   

 

Reserved Tab 
The Reserved tab is used to display and loan the user’s reserved items. The difference 
between an ordered item and a reserved item is that ordered items are items that the user 
wants to loan, but are still loaned out to other users, whereas reserved items are on the 
shelf, waiting for the user to come and pick them up. 
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Items are reserved using the Main tab. See the Reserved Items section below for complete 
details. 
 
Notes:  

1. A reserved item is handled in the same manner as a loaned item: it cannot be loaned 
to another user unless the reservation is cancelled. 

2. The limit of the number of items for loaning includes reserved items. 
 

Payments Tab 
The Payments tab is used to manage the users’ payments such as deposits, new registration 
fees, registration renewal and use of paid services (printing, photocopies, translation, etc.). 
See the Payments Tab section in the Users chapter for complete details. 
 

Group Circulation 
 
User groups are used to perform group loans of copies to all group members and to support 
the use of circulation lists for items. User groups are defined in the Users section (see the 
Users chapter for complete details on defining user groups). The Group Circulation option is 
used to loan items to groups of users, and to change simultaneously the return date of an 
item for a group of users. 
 

Loaning an Item to a Group of Users 
Select Circulation from the main menu. Select the Group Circulation option from the 
Circulation menu. The Group Circulation list will be displayed. Select a group by double 
clicking on the group’s line or by highlighting it and pressing Enter. The group circulation 
notebook will be displayed. The notebook has two tabs: Group Copies and Return Date. 
Select the Group Copies tab. 
 

 
 
A list of the users belonging to the group will be displayed in the bottom part of the Group 

Copies tab. Enter the item ID in the Item ID field or select the  icon to choose the item 
from a list. If copies of the item are already on loan to users in the group, the copy number 
will appear in each of these users' Copy column. 

Note: If the user has late items, the Late Items icon  will be displayed in the left column.  
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For each user, enter a copy number in the Copy column, and update the date in the 
Expected Return Date column if needed. Save to execute the loan. 
 

Changing an Item’s Return Date for an Entire Group 
Select Circulation from the main menu. Select the Group Circulation option from the 
Circulation menu. The Group Circulation list will be displayed. Select a group by double 
clicking on the group’s line or by highlighting it and pressing Enter. The group circulation 
notebook will be displayed. Select the Return Date tab. Enter the number of the item in the 

Item Number field, or select the  button to choose the item from a list. Enter the new 
return date in the Return Date field and save. The return date will be updated. 
 

Organization Circulation  
 
The Organization Circulation option is used for ordering, loaning and returning items to 
library branches for interlibrary loans. 
 
The organization circulation notebook is the same as the circulation notebook, except that it 
does not have the Reserved and Payments tabs. All circulation functions are performed the 
same way for users and organizations. See the Circulation section above for complete 
details. 
 
Note: Library branches are defined in Users / Organizations. 
 

Personal Circulation 
 
The Personal Circulation option is used in installations where the users can borrow items 
independently. Enter the user’s ID number. The personal circulation notebook will be 
displayed. Loans, returns and loan extensions are performed from the notebook the same 
way they are performed from the circulation notebook. See the Circulation section above. 
 

Waiting List 
The Waiting List option is used to display and loan ordered items and to send e-mail and 
SMS messages, in order to notify users that their ordered items have arrived. When the 
option is selected, the Waiting List is displayed with all the items that have been ordered, 
sorted by date. 
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Mark the Order Available Items Only checkbox at the bottom of the window to display only 
the ordered items that are currently available. 

Loaning an Item from the Waiting List 

From the Waiting List, highlight the item to be loaned, and select the Loans icon  from 
the secondary toolbar, or double click on the item. The user’s circulation notebook will be 
displayed, with the Main tab as the active tab, and the item’s ID number in the Item ID field. 

Enter the copy number in the Copy field and press Enter, or select the  icon to select the 
copy number from a list. 
 
The ordered item will be listed with the Loan icon displayed on the left. Repeat for additional 
items.  
 
If additional users have ordered the item, the prompt: “Other users are waiting for this item. 
Show waiting list?” will be displayed. Select No to continue with the loan without viewing 
the waiting list, or Yes to display the waiting list, which can then be filtered and printed. 
After viewing the waiting list, select OK. The prompt: “Proceed with the loan?” will be 
displayed. Select Yes. The ordered item will be listed with the Loan icon displayed on the 
left. Repeat for additional items. Confirm the loan by saving. The items to be loaned will be 
removed from the Main tab, from the Orders tab and from the Waiting List and will be 
added to the list of items in the Loan tab. 
 

Sending Arrival Messages to Users from the Waiting List 
Users can be notified by e-mail and/or SMS when their ordered items have arrived. Arrival 
messages can be sent for all the arrived items from the Waiting List. 

 
 Mark the Order Available Items Only checkbox at the bottom of the Waiting List 

window to display only the ordered items that are currently available. 

 Select Attach Files and choose files from the list in order to attach optional 
additional files to the e-mail message. 

 Select the E-mail User button. If there are not enough copies available for all the 
users who ordered items, a prompt will be displayed.  
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 Select Yes to send a message to all users. If messages should be sent only to those 
users who will be guaranteed a copy select No. For each item that has too many 
users listed, hide the necessary number of users by highlighting each user and 
selecting Display / Show/Hide Rows / Hide Selected Rows from the menu line (the 
rows can be unhidden later by selecting Display / Show/Hide Rows / Show Hidden 
Rows).  

 Select the E-mail User button again. 
 
A dialogue box, showing the name of the message to be sent; the number of recipients in 
the list; and the sender’s address that will be used, will be displayed. Select OK. The message 
will be sent to all the users in the list by e-mail, SMS, or both, according to the definitions in 
the user notebook, or according to the e-mail definitions in the configuration file.   
 
See the Administration chapter for additional information about sending messages by e-mail 
and by SMS.  
 

Sending Arrival Messages to Users When an Ordered Item is 
Returned 
When an ordered item is returned to the library, an e-mail and/or SMS message can be sent 
to the user/s that ordered the items, during the return process. 
 
See the section Returning Items above, for detailed instructions on returning items. When 
saving to complete the return process, a prompt:  “Other users are waiting for item. Show 
waiting list?” will be displayed. Select Yes. The item’s Waiting List will be displayed. Select 

the users that should receive the arrival message by clicking on the E-mail icon  to the 
left of the user record. The item can also be reserved for one user by selecting the Reserved 

icon  to the left of the user record. Select OK. The Waiting List window will be closed.  
 
Save to confirm the return process. After the return is confirmed, the e-mail and/or SMS 
messages will be sent to the selected users. Before sending the messages, the system checks 
that there are enough available copies to loan to all of the ordering users.  
 

Reserved Items 
 
The Reserved Items option is used to display and loan reserved items. When the option is 
selected, the Reserved Items list is displayed. 
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Reserving an Item 
Reserving items is performed in the circulation notebook’s Main tab, and is similar to loaning 
items. First, select the item/s to be loaned as explained in the Loaning an Item section 
above. The item/s will be listed in the bottom part of the Main tab. 
 

Before saving the loan, select the Loan icon  on the left of the item record. The Loan icon 

 will change to the Reserve icon , and the yellow window will display the word Save.  
Confirm the reservation by saving. The list of items in the Main tab will be emptied, and the 
reserved item/s will be added to the Reserved Items list and to the list of items in the 
circulation notebook’s Reserved tab. In addition, the reserved copy will be marked with the 

Reserve icon  in the item notebook’s Copies tab. 
 

Loaning a Reserved Item 
There are three ways to loan a reserved item. 
 

Loaning a Reserved Item from the Circulation Notebook’s Reserved Tab 
Make sure the user’s circulation notebook is the active window. Select the Reserved tab. 
The user’s reserved items will be listed in the tab. Double click on the item to be loaned. A 
prompt will be displayed, confirming that the item should be loaned. Select Yes. The Loan 

icon  will be displayed on the left. Repeat for additional items. Confirm the loan by saving. 
The items to be loaned will be removed from the circulation notebook’s Reserved tab and 
from the Reserved Items list and will be added to the list of items in the circulation 
notebook’s Loans tab. 

 
Loaning a Reserved Item from the Reserved Items Option 
Select the Reserved Items option from the Circulation section. The Reserved Items list will 

be displayed. The reserved items are displayed with the Return icon  and the Reserved 

icon on the left. 
 

Highlight one item to be loaned and select the Loans icon  from the secondary 
toolbar, or double click on the item. The user’s circulation notebook will be displayed, with 
the Main tab as the active tab and the item’s ID number in the Item ID field. Enter the copy 
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number in the copy field and press Enter, or select the  icon to select the copy number 
from a list. 
 
The prompt: “Item is reserved for the current user. Perform the loan?” will be displayed. 

Select Yes. The reserved item will be listed with the Loan icon  displayed on the left. 
Repeat for additional items. Confirm the loan by saving. The items to be loaned will be 
removed from the circulation notebook’s Main tab, from the circulation notebook’s 
Reserved tab and from the Reserved Items list and will be added to the list of items in the 
circulation notebook’s Loans tab. 
 
Note: To delete an item from the Reserved Items list, highlight the item to be deleted, and 

select the Delete icon    from the secondary toolbar. A prompt will be displayed, 
verifying that the item should be deleted. Select Yes. The item will be removed from the 
Reserved Items list, and from the circulation notebook Reserved tab. 
 

Loaning a Reserved Item from the Circulation Notebook’s Main Tab 
Make sure the user’s circulation notebook is the active window. Select the Main tab. Select 
the Barcode  button and enter the item’s barcode in the Barcode field; or select the 
Item/Copy button and enter the item’s ID and copy number; or select the Periodicals button 
and enter the item’s ID, issue number and copy number. Make sure to enter the copy 
number of the reserved item. Press Enter. 
 
The prompt: “Item is reserved for the current user. Perform the loan?” will be displayed. 

Select Yes. The reserved item will be listed with the Loan icon  displayed on the left. 
Repeat for additional items. Confirm the loan by saving. The items to be loaned will be 
removed from the circulation notebook’s Main tab, from the circulation notebook’s 
Reserved tab and from the Reserved Items list and will be added to the list of items in the 
circulation notebook’s Loans tab. 
 

E-mail Reminders 
 
In the Circulation section, relevant information can be sent to users by e-mail or SMS, 
including reminders, arrival of ordered items, and general messages to users / libraries. 
 
The messages are sent from Circulation / E-mail reminders. The messages are managed 
from the E-mail Management option in the Administration section, where all messages are 
edited, including templates of the relevant information fields and free text message content. 
See the E-mail Management section in the Administration chapter for more details. 
 
Definitions for users’ e-mail and SMS correspondence are set in the user notebook, in the 
Main tab, Messages Send sub-tab. These include E-mail and SMS checkboxes for 
determining whether each of these communication modes will be used, and fields for 
defining the correspondence language, e-mail address and cellular phone number. See the 
Users chapter for more details. 
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When the E-mail Reminders option is selected from the Circulation section, the E-mail 
Reminders list is displayed. This list includes all the loans whose expected return date has 
passed. 
 

 
 

Select the Full List icon  to display all of the loans. For late loans, the expected return 
date appears in red. Users with a defined e-mail address and/or cellular phone number 
appear in black. Users who do not have one (to whom messages cannot be sent) appear in 
gray. 
 
As with other lists in the system, the E-mail Reminders list can be filtered using the query 
options. See the Introduction chapter for more details. 
 
Select the All Items button to send reminders to all items on the list.  
 
Select the Selected Items button in order to send reminders for selected items. Select the 
desired items by holding the Ctrl key and highlighting them. 
 
Enter the subject that will be used in the e-mail message in the Subject Line field. Select the 
relevant message type from the Active Request Type drop down menu. It is possible to 
attach additional files to the message by selecting Attach Files.  
 
Select Send. A dialogue box, showing the name of the message to be sent; the number of 
recipients in the list; and the sender’s address that will be used, will be displayed. Select OK. 
The message will be sent to all the users in the filtered list that have a registered e-mail 
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address and/or cellular phone number. If there are problems sending some or all of the 
messages, details about the problem will be displayed.  

Follow up of Reminders 
When sending e-mail reminders the number of previous reminders and their dates will be 
noted for each item in the message. 
 

Automatic loan-extensions using a Scheduler 
There is an option to perform daily loan-extensions, using the organization’s scheduler, of all 
loans, according to each book’s loan status, not including books that are ordered and of 
readers who are blocked. The purpose of this option is to avoid delays in returning books, 
fines, etc. 
Activating the automatic extension function will check all current loans and will attempt to 
postpone the date of each loan. 
 

 The return date will be postponed according to the item’s loan status, or according to a 
fixed period defined in the configuration> circulation > parameter 15.  
The extension will be calculated from the current date. 
 

 No extension will be made in the following cases: 
1. Reader’s subscription expired  
2. When the loans limit of the reader was reduced and the number of current loans 
exceeds the limit. 
3. Reader is temporarily blocked. 
4. The extended date is earlier than current return date. 
5. Return date is later than the period defined in Configuration > Circulation > parameter 
15. 
6. When the waiting list exceeds the available copies, only the delta of latest loans will be 
extended. 
 

 Whenever a loan is not extended – an email will be sent to the reader.  
 

 Error messages and information about the operation of the automatic extension will be 
registered in the scheduler log. 

   

Automatic Loan Extension 
This option allows an organized tracking of the automatic loan extensions, displaying the 
scheduler events’ details according to various categories. 
The list displays all the scheduler events sorted from the latest to the earliest. The grey lines 
indicate that this is a “historic event”. 
Opening a “non-historic” (black line) event will display the details of this event where all the 
handled loans – if the extension was performed, and if not – what was the reason for it. 
 The list of actions performed in a “non-historic” event can be filtered according to the 
definitions at the upper part of the window. Insert a value for filtering in one or more field/s 
and click “filter.” 
* Clicking "full list" will disable the filter that was carried out and all the entries will be 
displayed. 

* Loans that have been extended will be marked with √. Loans that have not been extended 
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will be marked with x. 
Note: A “historic “ event is an automatic loan extension event whose loans details have 
already been erased, and is displayed only as a proof  for its execution. 
An event becomes a” historic” event after the number of days defined in Administration > 
Configuration > Automatic Loan Extension [circ_ext]( parameter 7) from its execution. It is 

possible to cancel turning it to history by setting the parameter to zero. 
Deletion of loan extension events 
Deleting loan extension events can be done manually from the list, or automatically by 
setting the configuration parameter 8 of the "Automatic Loan Extension." In this case events 
that the specified number of days elapsed from the date of their execution will be deleted 
completely.  
 
The Automatic actions (moving and deleting history) were created to prevent unnecessarily 
swelling of the database, because in full realization there can be thousands even tens of 
thousands of records, accumulating every day in the charts. You can disable the automatic 
deletion by setting the parameter 8 to zero. 
 
Note:  
1. The possibility for extending loans on the Web interface is defined in the readers’ 
notebook:  User notebook > Maim tab > authorization. It can be: 

 1) Yes = the reader can do it manually on the web interface 
 2) NO = the reader is not allowed to extend loans 
 3) Automatic only = Extensions are performed only by the scheduler 
 

2. The maximum number of extensions can be defined separately for each type of material:  
Template > 'main' tab in the middle: 'Maximal loan extensions for item'.  

 
 

 
 


