Printing Paging Lists

Printing Item/Title Paging Lists

1. Click on Notices from your FUCTION dropdown menu.

File Edit View Go Tools Admin Reports Help

Check Out (Circulation Desk)
CIRCULATION
Check Out (Circulation Desk)
Check-In (No Patron)
| Search / Holds
Renew (No Patron)
View Outstanding Holds
Clear Expired Holds and Holdshelf
Notices
Fines Paid
Count Use - Item Use 3

Check Out Check Out Print slip

The following window will open.

2. Double Click on your library name.

File Edit View Go Tools Admin Help

# Job Name Location Notice Type Auto Printer Tembféte Logm Last Time Sent
. Wilmar bary Wilmar BbPagngList o LocalPrner | e |
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3. Choose Notice Type.

Hotice Type (Title Paging List Select Template

-Location—{/tem Paging List
(®) Spicer [litle Paging List

O an
() select Location‘ -

rAuto Notices Settings

[ | Enabled @

Schedule
|

! Important: Do Not click on the “All” button. If you click on the “All” button you will then
direct all Item or Title level holds to your library for all of the libraries in Pioneerland.

! Important: Do Not click on the “Select Location” button. We do not use selected
locations within our libraries.

! Important: Do Not click on the “Save” or “Save As” buttons.

4. Click on Select Template
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You'll see one of the windows below open up depending whether you are printing an
Iltem Paging list or a Title Paging list.

Select Output Template K_| Select Output Template K_|
Name Description Name Description
|ItemPageL |Item Paging List |Tit|ePageL |Ti1le Paging List
OR

Iz

< D e

5. Click on the template name and then Click on Select

S & B

s Prepare Prirt

Hotice Type |Item Paging List . Selected Template: temPagel

rLocation
(® willmar

O oan

O Select Location ‘ ﬂ
Sorted By Call No., Author, ...

rAuto Notices Settings
[ | Enabled
Schedule

6. Click on Prepare
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Select Form Printer

¥ Current Printer:

Local Printer
.

Select Form Printer

{none)
Local Printer
Attached printer

7. Click on Local Printer.
8. Click on Print.

Print (Form Printer)

-Print Service

HName: |Cop1|r Machine
Status: Acce

q jobs

9. Choose the printer you would like to use to print your list.
10. Click on Print.
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You should see something similar to the window below. The number to print will be the same as the
number of requests listed.

Hotice Type

Location

[]
vl
[v]

Auto Notices Settings

Sorted By Call No., Author, ...

Notices

Emails(0)

Titles Not Sent(0) Send Notices  JkI Print. J

Notices

# MNotic... Patrormiame Title Call # ¥ [tem Status

1.1 GEER, GARY GEOQ... Killing Jesus : a history /... 232.96 ORE AVAILABLE [H|
2 )2 HAAKENSON, MIC... The boys in the boat [sp...797.123 BRO AVAILABLE [
3 )3 OLSON, KAREN L. |Gift from the sea/ Anne ... 818.5 LIN AVAILABLE |
4 14 LICIANO JISA M [Princa Fdward Island [ K Q71 7 CAM AVAll ARIF

35 Notices, 35 tems

()

11. Click on Send Notices.

|

« Important: Do not Click PRINT in the upper right hand corner to print your Item Paging or Title

Paging lists like you have done in the past.
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You should see something similar to the window below.

Send notices

Send entries 1| 35 to print

12. Click on OK.

NOTE: A listing of all of the holds you are to fill will print out.

You should see something similar to the window below.

Send Notices

) 35 notices printed.
1”)' Clear all print notices?

13. Click Yes.

! Important: It is important to click on “Yes” to clear the notices after you print them. When
clearing the notices after printing them. The system is notified that you have received the page to fill
the hold(s).

If you haven’t printed both lists, go back up to step 3 and choose the notice type you have
not yet printed.
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14. When you are done printing your paging lists click on “Close” in the upper right hand corner.

Notices Job:Willmar Library

File

Hotice Type |Tit|e Paging List

Clise
. Selected Template: TitlePagelL

Location
(®) willmar

) an

O Select Location |

Sorted By Call No., Author, ...

Auto Notices Settings
[] Enabled

Moye all notices to Print.
Send via FIP

Schedule

You should see something similar to the window below.

Close Job

?j The data has changed. 5ave changes?

s oo )
15. Click on Yes G
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You should see something similar to the window below.

Select Form Printer

Current Printer:  Local Printer

Select Form Printer

(none)
Local Printer
Attached printer

D

16. Click on Local Printer.
17. Click on Print.

You should see something similar to the window below.

Print (Form Printer)

Print Service

Name: |Copy Machine

3fatus: Accepting jobs

18. Choose the printer you would like to use to print your list.
19. Click on Print
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You should see something similar to the window below. Your library name should show in the Job
Name: window.

Save Job?

Job Name:Willmar Library

Coc Y conce

20. Click on OK

21. When done printing Item/Title list Click on Close and you will return to your starting screen.

Prirt Close

. Ciose
HNotice Type |Tit|e Paging List . Selected Template: TitlePageL
Location
(® willmar
[@FY
O select Location| n

Sorted By Call No., Author, ...

Auto Notices Settings
[ ] Enabled

Move all notices to Print. Schedule
send via FIP
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