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1. Circulation Desks and Locations Configuration

1.1 Circulation Desks and Locations Configuration
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Notes:

Welcome to this session, the Circulation Desks and Locations Tabs in the Configuration Form.
1.2 Objectives

[image: image2.jpg]" Objective f
5% « Learn how to fill out the W
) Circulation Desks and Locations
Tabs in the Configuration Form

e —on
/ O





Notes:

In this session, you will learn how to fill out the Circulation Desks and Locations Tabs in the Configuration Form.  

1.3 Circulation Desk Tab
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Notes:

At circulation desks, items can be retrieved for their shelf location, checked-out (or loaned), checked-in (or returned) and re-shelved.

Circulation desks are defined per library and provide services to locations of that library. A library may have more than one circulation desk. A single circulation desk may serve more than one location, and a given location may be served by more than one circulation desk. But the circulation desk and the locations it serves must be in the same library.

A default circulation desk is automatically created for each library defined in Alma. Every location defined within that library is automatically linked to this default circulation desk and receives retrieve from shelf, check-out, check-in and reshelve services from this circulation desk. For this reason, you need to complete the Circ Desks tab only if you want to modify a default circulation desk or to create a new circulation desk.

Our recommendation is that you use the default circulation desk as the main circulation desk for the library.  If required, however, you may define additional circulation desks in this tab. Note that a given circulation desk may appear in only one row in this table.
1.4 Printer Code

[image: image4.jpg]Printer Code

General Detai's

Piinting Information

Library Code|

Girc Desk Code

Girc Desk Name

Printer Code

Creats etum receipt

Greate loan recoipt

AN

[DEFAULT_CRC_DESK|

[Main Library Circulation

[User prefered amail

[User prefemed omail

lcre_pEsK

lBuiing

[RARE

[Rare Bock Reading Roor

[DEFAULT_CRC_DESK

[Science Library Circulat

[Circulaton desk pinter

[User prefered smail

65 R

[Salk Lower Level

[LAVRR_CIRC

[Law Reading Room

[DEFAULT_GRC_DESK|

[Law Libary Girculation

[RS_CiRC

[Cow ibrary ILL Circulaio

[DEFAULT_CRC_DESK|

[Graduate Library Circulat)

|DEFAULT_GRC_DESK|

[Music Library Crculation

ntroduction





Notes:

In the Printer Code column select the printer that will serve this circulation desk. The dropdown here is populated with the list of printers you entered in the Printers tab. Ensure that the printer you select has been configured for the same library as that of the circulation desk.

For additional details on the Circ Desk tab, consult the Alma Configuration Form Guide.
1.5 Locations Tab
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Notes:

The Locations tab contains information about the library locations created in Alma as a result of the migration of data from your legacy system. In this tab, you may update some of this information, if necessary.

In the Locations table, all library locations must be represented. However, only the first four columns are mandatory: Library code, Location code, Name of Location and Location Type.

The first three of these columns are pre-populated with data from your migration form. Please do not modify the data in the first two columns. You may, however, modify the third column to change the name of the location as you want it to be displayed in Alma.
1.6 Physical Location Details
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Notes:

The dropdown box in the location type column contains the values you entered in the Location Types table in the Fulfillment tab. Each location in this table should be mapped to one of these location types in order for that location to be included in a fulfillment unit.  Please note that items in locations which are not part of any fulfillment unit cannot be requested or loaned, by default.

In the External Name of Location column, enter the name of the location as you want it to be displayed in Primo. If no value is entered here, the value in the ‘Name of Location’ column will be displayed in Primo.

It is not necessary to complete the other columns in this table unless you would like to modify the default configuration.
External Name of Location (Slide Layer)
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1.7 Review
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Notes:

Now that you’ve watched this session you should be able to fill out the Circulation Desks and Locations Tabs in the Configuration Form.

1.8 Thank You!
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Notes:

Thank you for joining this session!
1.9 Copyrights
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Notes:
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