Working with Offline Circulation
If the Symphony server is not available for whatever reason, you can continue to use WorkFlows to CheckOut.    ONLY to CheckOut.   DO NOT DISCHARGE, or do anything except Checkout.

Trying to do anything else will result in transactions lost, holds missed, fines not paid, items not going in transit, etc.
To start working with WorkFlows Offline, click on your normal WorkFlows icon on your desktop.  Workflows will know that it is not online and will display the Configuration Window. 
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You should get a screen something like this:
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Next, set the Offline Session settings. These settings are vital for the system to be able to process the checkouts.

Click on “Offline Session” and set these defaults:

User access: STANDALONE

Library: Change to your library

Default Due Date: Leave Blank. (This prevents DVDs from going out for a month)
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Once you have set the Offline Session settings, click on OK. 

When a patron comes to check out:

Sort your patron’s items by due date. (Group together all the DVDs, new books, regular books, etc based on Loan Period - if your CD-BOOKS and regular Books both go out for 21-days, group them together.)
This is because you will need to manually change the due date for different kinds of materials. They system won’t automatically know which items go out for a week and which ones go out for 21 days.

Once you’ve separated the materials, then click on the CheckOut wizard and enter the Alt Due Date using the little * gadget to pull up the calendar (see below).
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Once you have set the due date, you can scan the user ID and the item ID as usual.

TIPS:
The first tricky thing is to watch carefully that all the digits of the barcodes scan properly.  Sometimes it only scans part of a barcode and then when the system is back up and tries to process the checkout it will fail, meaning that the items will be out the door without being checked out, and you won’t be able to fix it.
The second tricky thing is to remember to change the Alt Due Date when you start checking out the next group of items.   At least the worst thing that happens if you forget is that the item is due at a different date than expected.  The items will at least be checked out, and patrons can check their accounts online to see when things are really due.
 The third tricky thing is to remember to click the button “CheckOut to New User” when done.  It won’t print a receipt, but it will finalize the transaction.  Failing to do so may end up with the last item from Patron A getting checked out to Patron B.  
The final thing to remember is to UN-check “Operate in Offline mode.”  When the system comes back up, it will remember that the last thing you did was Offline, and it will keep that box checked until you un-check it. Also, it might have checked the “Show this window on next startup” box. You’ll need to uncheck that also.
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That’s really all there is to it.  You can experiment with it if you want—unplug your network cable, open up WorkFlows, enter your session settings, and try a couple test checkouts. Close WorkFlows.

The Symphony server will automatically upload your test transactions when you start WorkFlows with your network cable plugged in.   A report runs every night to process any stray offline transactions. You won’t see the checkouts appear until after this report runs (9:05pm). 

Check the “Operate in Offline mode” box and click OK.








There will probably be a bunch of toolbars across the top that you are not used to seeing. That’s OK. Just click on the one called Offline.





The User Status date allows Offline to check a file of blocked patrons. Even if they paid up since the time the list was generated, they will be blocked from checking out.





Set the Alt Due Date first.  Use the gadget to pull up the calendar








