An Introduction to the NExpress (Koha) Staff Client

The Staff Client is used for Circulation, Cataloging, and management of Patrons, Lists and Holds management.
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Play (LOAD) Catalog:  
http://nekls-staff.load.kohalibrary.com


Work (LIVE) Catalog:  
http://nekls-staff.kohalibrary.com  or






http://staff.nexpresslibrary.org 

The Staff Interface Tour

Access the Staff Client with your library’s user name and password.  (OSAGTECH or OSAGCIRC)

Landmarks:

· News

· Circulation

· Patrons

· Search

· Lists

· Cataloging

· Acquisitions

· Reports

· Tools

· About Koha

· Most features are accessible in multiple ways (Web site hyperlinks). 

· http://www.nexpresslibrary.org has News, training tutorials, and more.

· Videos and Posts of interest at:
http://www.nexpresslibrary.org/may-2010-training/ or 
http://www.nexpresslibrary.org/videos-reviewed-for-2009-training/
· HELP!  Email nexpresshelp@nekls.org to get answers from the team!

· You can access NEKLS staff after hours using the emergency phone number.

Part I

Checking items in

Watch the (silent) videos: Checking In and Check in and Confirm 
at http://www.nexpresslibrary.org/may-2010-training/
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Complete the following tasks: 

1. Access the staff client interface.

2. Click on “Circulation”

3. Click on “Check in” and check an item in. 

4. Are you prompted to fill a transfer or holds? 
Part II

Checking items out

Watch the (quick and simple) video: Checking Items Out Using the Staff Client 
Complete the following tasks:

1. Access the staff interface.

2. Click on “Circulation” or use the “Check out to:” feature on the home page 
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3. Scan Patron Card or enter Patron Name in the search box. 

4. Check out a book to the patron. 

5. Renew an item the patron has checked out.

6. Review the Patron Record Tabs and Features: 

a. Details

b. Fines

c. Circulation History

d. Messaging

e. Check Out

f. Action Buttons:  Edit, Add Child (if available), Change Password, Print options and More options

Part III

Placing a Hold

Review the post and video: Known Issues: Placing Holds  http://www.nexpresslibrary.org/known-issue-placing-holds/ 

Complete the following task:

1. Find a book in the Staff client

2. Find the item with the most available copies

3. Click on the Holds link or the Title, and then the Holds tab

4. Place a hold by entering the patron card or name

5. Select the desired Pick-up Library

6. Verify that the “Place a hold on the next available copy” Option is Checked

7. Submit the request with the Place Hold button

Part IV

Issuing new cards and editing patron records

See handouts: Editing Patrons and Issuing Library Cards

Complete the following task:
1. Access the staff interface.

2. Click on “Patrons”.

3. Follow the “Issuing Library Cards” handout.

4. Other common tasks involve editing a patron record:

a. Updating address

b. Changing password

c. Debarring a patron

Part V

Searching

Review the post and videos: Watch the Staff Client Advanced Search 
Complete the following tasks: 

1. Access the staff interface.

2. Click on “Search” in the top left corner or enter a ‘blank’ simple search to access the Advanced Search page.

3. Search for books on CD by Dean Koontz.  How many are there? ____

4. Search for items by Sandra Brown currently available at the Atchison Public Library. How many are there? _____

5. For Tips and Tricks for staff client searching, see: http://www.nexpresslibrary.org/search-training-now-available/  and 
Homework at : http://www.nexpresslibrary.org/may-2010-training/
Part VI

Managing Holds 

Review the post and video: Holds the Pick List  (slightly older interface)

See the handout Managing Holds in NExpress
Complete the following tasks:

1. Access the staff interface.

2. Click on “Circulation” in the top left corner.

3. Click on “Holds Pick List” under Circulation Reports.

4. Print the list – this will be done from a browser.

5. Find the items on the list and check them in.

6. Follow the prompts to confirm and transfer the hold. 

7. Put it on the courier.
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