Checkin

This section explains how to checkin items and how to perform some simple item status editing.

&=¥printable Quick Guide: Checkin

Checking in an Item

You need to be in the Checkin window to check items in:

iﬂ Testonia Public Library - [Checkin / Request Processing]
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CKl Date 12/06/2018

Time 10:02AM
Checkin Mode
¥ Standard {" Bookdrop 7 In House Use " Exempt Fines { Renewal
RETURN
Barcode | |m|
Copy Status Destination Barcode
Z)f,}Bemeen the lines. Shelving Cart sjc 33296020364050
The secret of Ka. Shelving Cart sjc 33206018743059
Thirst. Mo. 1. MNo. 1 Shelving Cart sjc 33296028088966
The Frail Days. Shelving Cart sjc 33206028768401
Scars. Shelving Cart sjc 33206017586475
The golden compass. bk. 1 Shelving Cart sjc 33296008166253

To check in an item, scan its barcode. The barcode will appear in the Barcode field and the item

will be added to the top of the list of checked in items, as shown in the pane above.

If the item does not scan, click inside the Barcode field and try again.


https://staff.nlpl.ca/horizon-guide/quick-guides/Checkin.pdf

You can also type in a barcode into the barcode field.

You do not need to use a borrower’s library card to perform check in.

ltem Status

When an item is scanned into the Checkin window, its status gets updated. The status is shown
next to the item’s name in the list.

By default, the status is changed to ‘Shelving Cart’. This will automatically update to ‘Checked
In” after a short time.

If an item needs to be held for another borrower, Horizon will prompt you with a pop-up message
and the status will change to ‘Being Held'.

If an item belongs to another library, Horizon will prompt you to place it in transit and the status
will change to ‘In Transit’.
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aes| Checkin Message

Location Difference

ltern status changed to Transit. Please send item
hack to Conc Bay South (ACS).

In general, checking in an item is a good way to determine where it belongs. If it was
already checked in, Horizon will tell you and it can be shelved. If it needs to be held or
mailed, Horizon will tell you who to hold it for or where to mail it.



Checkin Modes

|'Dhec:kin Mode

&+ Standard " Bookdrop ¢ InHouse Use ¢ Exempt Fines ¢ Renewal

Standard

The default setting. It will checkin items at the current date and time, automatically assessing
fines and activating hold and transit requests.

Always return the checkin to Standard mode when you have finished a task using one of
the other modes.

Bookdrop

This mode resets the checkin date to the last open day that the library was open, and the time to
one minute before closing time on that day.

Use this option for items left in your site’s bookdrop, if it has one.

In-House Use

This mode allows you to record in-house use of an item. For example, if a patron reads a book
within the library without checking it out.

Exempt Fines

Select this mode to avoid charging fines for overdue items. For example, if a borrower was
unable to return their items on time due to a hospital stay.



Renewal

This mode allows you to renew an item that is present for a borrower. Horizon will ask you to
confirm whether or not the item is present, and if there are no requests for the item, then it will
be renewed, with the new date shown in the checkin list.

Renewing items in the Checkin window is quick, but it is usually better to renew items
from the Checkout window.

Why? Renewing from checkout allows you to see all items that a borrower currently has
checked out, potentially spotting other items that might need renewing or are overdue.
Using the checkout will also automatically make you and the borrower aware of any blocks
on their account.

Checkin Display Options

The CKI menu has several options, including some that allow you to choose what information is
displayed as items are checked in.

CKl | Borrower Item  Blocks Toels Window
Change CKl Date
Show Blocks
»  Show Borrower
Hide 'ltermn Mot Out’ message
Hide 'Place on Hold Shelf' message
~  Always Put In List

Standard CKl
Bookdrop

In House Use
Exernpt Fines

Renewal

Show Borrower

If selected, then the name of the returning borrower will display as each item is checked in. Any



fines incurred for the item will show too.

Checkin Mode
+ Standard " Bookdrop ¢ InHouse Use " Exempt Fines Renewal
REE Perrin, Reginald lolanthe
Barcode | | Ferin, Reg
Fine 1.05
Copy Status

5 —»The secret of Ka. Shelving Cart
Between the lines. Shelving Cart
Thirst. Mo. 1. Mo. 1 Shelving Cart

Always Put in List

Always keep this selected!

This option makes sure that items are listed in the Checkin window as they are checked in. This
allows you to see if you missed checking in a title. You can also select a title from the list to edit
it if needed.

Hide 'ltem Not Out' Message

If this option is not selected then whenever you check in an item that was already checked in, a
pop-up message will appear. Selecting this option skips the message.

>
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srs| Checkin Message

[tem not Out

That item was not checked out!




Hide 'Place on Hold Shelf' Message

Never select!

We need to see the pop-up message that tells is when an item needs to be set aside:

Pt

Iterm on Hold

This requestor will be notified by email.

Requestor :  Pugh, Gladys Mary
Phone : 811-8055

Title - The golden compass.

Comment :

Pickup at : Holyrood (AHD)

Expires : 12/13/18
™ Print Lakel
™ Frint Hold Slip

| canceL |

Checkin Buttons

Five buttons are located at the bottom-left of the Checkin window:

oK Show Blocks | Change CKI Date Edit Itern | Clear |

B Checkin /R... [ Checkout |




OK

This button is an alternative to pressing the [Enter] key after typing in a barcode. It is generally
not used.

Show Blocks

After checking in returned items we might want to go to the borrower's blocks so that, for
example, fines can be paid.

Select an item in the Checkin window and then click on Show Blocks to see the current blocks
for the borrower who returned the item.

See the section Blocks and Fines for how to take payment for fines.

RETURN
Barcode - Pugh, Gladys Mary

The secret of Ka.

Between the lines. [fi Blocks Message
Thirst. Mo 1.

Wescas | i

The golden compass. Current Blocks

There are no current blocks for this borrower.

Continue

Change CKI Date

The checkin date can be dialed back to a previous day if, for example, the library was closed
unexpectedly for a snowstorm, preventing borrowers from returning items on time.

Usually you should not need to change the checkin date following a closure.


https://documentation.nlpl.ca/books/horizon-guide/page/blocks-and-fines
https://documentation.nlpl.ca/books/horizon-guide/page/blocks-and-fines

If your library has to be closed for any reason, you should contact your regional manager. They
will contact headquarters who will adjust the library’s hours in Horizon, preventing borrowers
from incurring fines due to closure.

Edit Iltem

This allows you to edit items listed in the Checkin window. It can be useful for tasks such as
changing the status of an item, for example from 'checked in' to 'discarded'. See the section

Editing Items from Checkin.

Clear

This clears the list of checked in items.

Editing Items from Checkin

To edit items from checkin:

© check in the item(s)
© select the item(s)
© click on Edit Item
© the Edit Window will open

Single Item

Several fields can be edited. Where codes are required, you can click on the Codes buttons to
see full lists of valid codes.

Previous borrower details and usage statistics are also shown.


https://documentation.nlpl.ca/books/horizon-guide/page/checkin#bkmrk-editing-items-from-c
https://documentation.nlpl.ca/books/horizon-guide/page/checkin#bkmrk-editing-items-from-c

Title Scars. Item Mo. 1531404

Call No. FIC RAI Price 16.95 Status Updated  12/06/2018
*Barcode  |33296017586475 * Status |5 Shelving Cart Cod
Location  |sjc Testonia Pubfic Library Cod
Collection [yf  YAre Cod
Mype o Book (Aduit & vA) Cod

Copy or Mag date I
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Checkin Note |

— Prior Circ Info

= I* Delete |—|F'L|gh, Gladys Mary: 12/06/18 j— 1 of 1

Bormower Pugh, Gladys Mary

Barcode 23296003349237 2nd 1D
CKl Date 12/06/2018 Time 02:20FPM CKl Location  sjc
CKO Date 12/06/2018 Time 02:20FM CKO Location sjc

Renewals 0O by Phone 0O by OPAC 0O No. of Pieces 0O

— Statistics

Mew I— Delete |—| = 10f1

Created 12/15/2010 Updated 12/06/2018 Status Changed 12/06/2018

Inhouse Use 0O Last Inhouse Date
CKOs 9 Last CKO Date 12/06/2018 CKO Loc
Renewals 0 Phone Ren 0O OPAC Ren 0O

All Items

To select all items in the Checkin window, press the [Ctrl] + [A] keys or select from top menu
Edit > Select All.

Horizon does not allow you to select specific items from the checkin list, so you may need
to Clear the Checkin window before scanning the items that you intend to edit.

Clicking on Edit Item will bring up the Batch change Message:

Batch change Message et

: Do you wish to make a batch
change to all selected records?

Ok | Cancel




Click on OK and you will be able to edit the item's status or add a checkin note:

* Status Is Shelving Cart

Checkin Note |

ltems Without Barcodes

Items without barcodes can be sent to the checkin list. To do this:

© search for the item

© see section Item Search
© select the copy that you wish to edit
© press [F101 ~- click on the Send To

button:

© select ‘Checkin’ and click on OK
© go to the Checkin window
© the item’s barcode will appear in the
Barcode field
© click on OK
© Horizon will check in the item

From here you can edit the item.

This is a good way to discard items from the catalogue if they are not present.

Send to

*

Copy/ltem List

oK

Cancel

For items with barcodes, it is better to use the Item Group Editor.
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