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Getting Set Up for the New School Year

At the start of the new school year, you will want to get the following set up right away:
(1) Volunteers

(a) Soliciting for volunteers
The following are different ways to try to get volunteers:

e Volunteer interest sign-up sheets on the first day of school. This is
lead by the PTA.

e Social media posts - create a post on Canva and send to a PTA
board member to post

e Husky News - create a slide on Canva and send to a PTA board
member to have it added to the weekly Husky News deck

e Back to School Night - create a slide or flyer on Canva and ask the
teachers if they could add it to their deck or pass it out to parents

e Flyers - create a flyer and distribute for kids to take home

(b) Orientation
Once the pool of volunteers have been established, orientation should be
held with the following objectives:
e General rules and guidelines
e Layout of the library
e Operating the computer and the LIBRARYSOFT program

(2) Class Visit Schedule

Work with the teachers to develop a schedule that fits their schedule but also the
availability of volunteers.

(3) LIBRARYSOFT
(a) The renewal for LIBRARYSOFT comes via email in Aug/Sept.

e Forward the invoice to the PTA Treasurer
(yukonpta.treasurer@gmail.com) to get paid.

(b) Patron List


mailto:yukonpta.treasurer@gmail.com

e Ask Ms. Becky for the class rosters for the new school year. Do not
request this too early as the roster fluctuates during the first few
weeks of the new school year. Try to do this a week before officially
starting class visits to avoid having to manually enter too many new
students coming in.

e Modify the header line of the roster file to the following:

o

o O O O O

o

Student ID = Local ID/Barcode
Last Name

First Name

Grade

Teacher

Room

Patron Group

e Under Patron Group, each student should be assigned to Student.
Save the file as Excel or Sheets and email to the LIBRARYSOFT
customer support (mail@librarysoft.com) to have the previous
year's patrons deleted and current year’s patron list imported.

(4) Student Contracts

Every student and their parent is required to sign a contract that they understand
and will abide by the library’s policies and procedures.


mailto:mail@librarysoft.com
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LIBRARYSOFTWeb

LIBRARYSOFTWeb is our online software program that is used to catalog and circulate
library books.

LibrarySoft Support: Roy Lepik
1-800-661-7112
mail@librarysoft.com

The program can be accessed at the following web address:
https://www.librarysoft.com/HOSTED/YUKON/YUKON.html

Once on the website, click on LIBRARYSOFTWEB.

& LiBRARYSOFT - OPACintern: x 4+ .

25 librarysoft.com/HOSTED/YUKON/YUKON.html * =

R

Please click here if you cannot access the site.

Enter the username and password. Then click on Enter.

@ LiIBRARYSOFT Online Library X +

< c A Not Secure  207.81.1.79:3064/c01gDmMp7-AW3XXbOFkbNTzZNWJ8/?DB%3DYUKON

LiBRARYSOFTWeB ®

Library: Elementary Library |
N
User Name: ‘

Password: ] ]

[J Remember User Name and Password on this computer


https://www.librarysoft.com/HOSTED/YUKON/YUKON.html
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CHECK-OUT PROCESS

Students are only allowed to check out one book at a time.

To check-out a book for a patron go to Circulation > Check Out.

LIBRARYSOFTWeB ®
N .
e .~ Yukon Elementary Library
\_/ User Name: yukon Log Out

Catalog  Circulation MARC Schedule Serials Reports Options Administration Help
Patrons

Check Out
Check In
Check Out Holds
Renews

Fines

Reserves

Holds

History

External Check In/Out

Items Borrowed

Type in the student’s ID number then click Submit. Student IDs can be found under their
respective teacher’s tab of this manual.
LiBRARYSOFTWeB ®

{/_-/, Yukon Elementary Library

User Name: yukon Log Out

Catalog Circulation MARC Schedule Serials Reports Options Administration Help

Patron Barcode: ’1 078646| Don't know Number? - Search

Patron Name:
Patron Group:

Fees Owing:
Fines Owing:

Items Borrowed:

Items Renewed:

Alert Info:

Verify the student’s name and information. If anything is incorrect follow the
instructions in the Patron section of this manual to edit the information.



Type in or scan the book'’s barcode and then hit Enter or click Check Out.

LIBRARYSOFTWeB @
Lo ®

== Yukon Elementary Library

User Name: yukon Log Out

Catalog Circulation MARC Schedule Serials Reports Options Administration Help

Patron Barcode: | 1078646 Don't know Number? - Search

Patron Name: John Doe
Patron Group: STUDENT
Fees Owing: 0.00
Fines Owing: 0.00

Items Borrowed: 0

Items Renewed: 0

Alert Info:

Item Barcode: I1 0023047$ ]

Barcode:

Due Date:

Title:

Call Number:

Loan Type:

Messages:

() Send Email if possible

Check Out Print Receipt



The book information will appear along with a message that the book is now checked
out. Check-out period for books is 2 weeks.

LiBRARYSOFTWeB ®

/C./. Yukon Elementary Library

User Name: yukon Log Out

Catalog  Circulation MARC Schedule Serials Reports Options Administration Help

Patron Barcode: i1078646 Don't know Number? - Search

Patron Name: John Doe
Patron Group: STUDENT
Fees Owing: 0.00

Fines Owing: 0.00

Items Borrowed: |

Ttems Renewed: 0

Alert Info:

Item Barcode: [

Barcode: 100230473

Due Dae: 9/23/2024

Title: 1 Survived the Sinking of the Titanic, 1912

Call Number:

Loan Type: BOOK

Messages: [Lte€m 100230473 has been checked out for the patron 1078646
until 9/23/2024

[J send Email if possible

Print Receipt

Verify that the book title matches the barcode before handing the book back to the
student.

If the book information for the barcode does not match the book that is being checked
out then follow the instructions in the Catalog section to edit the book information.



Once the class is done checking out books, run the Borrowed Items List report.
Go to Reports > Items Borrowed/Reserved/Hold

LiBRARYSOFTWeB ®
.. -
P .~ Yukon Elementary Library
J User Name: yukon Log Out

Catalog Circulation MARC Schedule Serials Reports Options Administration Help
Shelf/Barcode List

Items Borrowed/Reserved/Hold
Items Checked Out

Item History

Patron Reports
Overdue Reports
Fines Reports
System Statistic
Bookings Reports
Legacy Labels
Customized Labels
Statistic Graphic
Custom Reports
Customized Reports
Circulation Graphic Report
Downloads Report
Patron Notice Report

Reminder Notice Report




Select Items Borrowed under Report Format.
Then select Room under Select by.
For the Range From and To. enter the room number for which you are running the

report.
Then click on Print to PDF.
LiBRARYSOFTWeB ®
> Yukon Elementary Library
J User Name: yukon Log Out

Catalog Circulation MARC Schedule Serials Reports Options Administration Help

Report Format:

@® Items Borrowed
O Items Reserved
O Items on Hold

Select by:
(Room v|

Range From: To:
10 | |10

Order by:

Call Number v

Printto PDF  |)|  PrinttoRTF |

~—————

The pdf file will automatically save to the Downloads folder of the computer.
Open the pdf file that you just created.
Print and insert it into the binder under the respective teacher’s tab.
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CHECK-IN PROCESS

Each classroom has a bin for students to return their library books.
Prior to a class’s visit to the library, the bin should be collected and books checked in to
LIBRARYSOFTWeb.

To check books in go to Circulation > Check In.

LiBRARYSOFTWeB ®
..

{/_'/ Yukon Elementary Library

User Name: yukon Log Out

Catalog Circulation MARC Schedule Serials Reports Options Administration Help
Patrons
Check Out
Check In
Check Out Holds

Renews

Fines

Reserves

Holds

History

External Check In/Out
Items Borrowed




Type in or scan the book barcode and then hit Enter or click Check In.

LiBRARYSOFTWeB ®
C"'/ Yukon Elementary Library
User Name: yukon Log Out

Catalog Circulation MARC Schedule Serials Reports Options Administration Help

de: 100230473

Item B
Barcode:
Title:
Call Number: Loan Type:
Last Due Date: Location:

Last Borrower:
Price:
Overdue, days:

Overdue Fine:

Messages:

(J Send Email to the first patron in line, if the item is on hold, if possible

< Check In

Confirm that the book information matches the book that was checked in.

LiIBRARYSOFTWeB ®

éy Yukon Elementary Library

Catalog  Circulation MARC Schedule Serials Reports Options Administration Help

Item Barcode: ” I
Barcode: 100230473

Titte: 1 Survived the Sinking of the Titanic, 1912

Call Number: Loan Type: BOOK

Last Due Date: 9/23/2024 Location:
Last Borrower: John Doe

Price: 0
Overdue, days: 0

Overdue Fine: 0.00

Messages:

O Send Email to the first patron in line, if the item is on hold, if possible



Cross off the book from the Borrowed Items List report in the binder.
Once all of the books have been checked in, highlight all of those books that were not
returned.

For every student that did not turn in their book, fill out a Yukon Library Reminder form
and give to the teacher during the visit.

For students that do not return their book at the following visit (14 days overdue), fill out
a Yukon Library Overdue Notice form and give to the teacher during the visit.

If the student has stated that the book has been lost or damaged, fill out a Book
Reimbursement Request form and give to the teacher.
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PATRONS

Patrons are those that use the resources and services of the library. These include our
students, teachers and staff members.

I.  Adding Patron Records
A. Adding Single Patrons

Go to Circulation > Patrons
LIORARYSOF TV=O &

i;ﬁ"/ -. Yukon Elementary Library

Lz M vl Legika

Calplog  Cmeglatiom MARC  Schalule  Serisds Reporz Oplions Admemisiration  Help
Puticis
Check O
Check In
Check Ot Hokds
Rrmizes
Foirs
Reseraes
Ficdids.
Frissory
Eurermal Ceck lnslut
Dzms Bodmorssed




Click on Add.

LIBRARYSOFTWeB ®

o Yukon Elementary Library
Cj User Name: yukon Log Out

Catalog  Circulation MARC Schedule Serials Reports Options Administration Help

Patron Name: I
City: [ I Zip Code:
Address: [ I State: :
Email: [ l Phone: :
i P —
Patron Group: | - No Selection — M Sex:
Contact: I Room: :I
Second Contact: I I Cellphone: :]
Department: I Grade: !:
Date of Birth: I January Vl 1 v l 2006 Vl Fees: :}
Alert Info:

N

Upload a file
AESEE (Z) 3E



Fill in the following fields:

Patron Name = Student’s name, last name first
Local ID = Student’s ID number

Patron Group = Student

Barcode = Student’s ID number

Room = Student’s room number

Grade = Student’s grade

Click Post to save.

LIBRARYSOFTWeB ®
((__'/. Yukon Elementary Library

User Name: yukon

£
3
E

Catalog  Circulation MARC Schedule Serials Reports Options Administration Help

Patron Name:

Doe John

Zip Code: ]

o |
|

Email: I l Phone:
|
l

Address:

[ ]
I —
I Ccllphonc:[:
Datc of Birth: | December | 30 v| 1900 v| Fes000 |

Local ID: 1078646
Patron Group: | STUDENT v

Contact:

Second Contact:

Department:

Alert Info:

Upload a file
1.m Search & Replace

When creating patron records for teachers and staff that would like to check out
books, select the appropriate Patron Group.

. Adding Bulk Patrons
Request the current student roster from Ms. Becky.

Modify the roster file to the following columns:
A B c D E F G
LocalID/Barcode Last First Grade Teacher Room Patron Group
Save the file as *.xlsx or *.csv and email the file to mail@librarysoft.com.
The LIBRARYSOFT support team will bulk load the students to the patron
database.


mailto:mail@librarysoft.com

Editing Patron Records

Go to Circulation > Patrons

LiBRARYSOFTWeB ®
o

= Yukon Elementary Library

User Name: yukon Log Out

Catalog _Circulation MARC Schedule Serials Reports Options Administration Help
Patrons

Check Out
Check In
Check Out Holds

Renews

Fines

Reserves

Holds

History

External Check In/Out
Items Borrowed

Click on Search.

LIBRARYSOFTWeB ®
C"/ Yukon Elementary Library
User Name: yukon Log Out

Catalog Circulation MARC Schedule Serials Reports Options Administration Help

Patron Name:l l

I Zip Code:

Address: [ I State: :

Email: [ l’ Phone: I:l
E

City: [

] - —
Patron Group: | -- No Selection -- v Sex: | Male v

Second Contact:

Department: l Grade: :
irth: Fees:
ot Janiry <1 2005 | e

l
|

Alert Info:

Upload a file

l Add l Edit ] Search earch & Replace




Select the value to search.

LIBRARYSOFTWeB ®

& Yukon Elementary Library

Values to Search:
v Patron Name Contains v [
Patron Barcode
Address
City
ZIP
Phone
E-mail Address

Room

Close

Patron Group
Local Id.
Department

For example, to search for a student by name select Patron Name, type the student’s
name and click on Search.

@ LiBRARYSOFT Onli...
LiBRARYSOFTWeB ®

& Yukon Elementary Library

Values to Search:

[PatronName | [Contains  v|  [doe

Order by:

J Close

e




Click on Edit.

@ LiBRARYSOFT Onli...

LIBRARYSOFTWeB ®
(_:'/ Yukon Elementary Library
User Name: yukon Log Out

Catalog  Circulation MARC Schedule Serials Reports Options Administration Help

Patron Name: Doe John
City: [ ] Zip Code:
Address: | ] State:
Email: I ] Phone:
Local ID: [1 078646 I Barcode: | 1078646
l

PatronGroup:ISTUDENT v Sex: | Male
Contact: I l Room:
Second Contact: I l Cellphone:
Department: l ’ Grade:

Date of Birth: [ December v| 30 v| 1900 v | Fees:

Alert Info:

IR

Upload a file
Repeat Add gml Search l Search & Replace
N

Edit the field that needs to be updated and then click on Post.

LIBRARYSOFTWeB ®

> Yukon Elementary Library
C‘“—j User Name: yukon Log Out

Catalog Circulation MARC Schedule Serials Reports Options Administration Help

Patron Name:| Doe John I
City: I I Zip Code:
| [ —
- S —
Local 1: 1078646 | Baode
Patron Group: | STUDENT v Sex:

Second Contact: I I Cellphone:

Department: [

Date of Birth: [ December v| 30 v| 1900 v |

] Grade:

1

Fees:

Alert Info:

N

Upload a file

Search & Replace



[ll. Deleting Patron Records

Go to Circulation > Patrons

LiBRARYSOFTWeB ®
& Yukon Elementary Library
User Name: yukon Log Out

Catalog Circulation MARC Schedule Serials Reports Options Administration Help
Patrons

Check Out
Check In
Check Out Holds

Renews

Fines

Reserves

Holds

History

External Check In/Out
Items Borrowed

Click on Search
LiBRARYSOFTWeB ®
o Yukon Elementary Library
Cj User Name: yukon Log Out

Catalog Circulation MARC Schedule Serials Reports Options Administration Help

Patron Name: l
City: ‘ Zip Code:

Address: I } State: :

- | e ]

Patron Group: I -- No Selection - v} Sex:

Contat ] Rm;:

Second Contact: ] Cellphone: :

Department: i l Grade:[:

Date of Birth: [January \,] 1 VI2006 \’l Fees:z

Alert Info:

D

Upload a file
Add Edit ‘ Search ;arch & Replace

S—

}




Select the value to search.
LiBRARYSOFTWeB ®

(_j Yukon Elementary Library

Values to Search:
v Patron Name Contains v I
Patron Barcode
Address
City
ZIP
Phone
E-mail Address

Room
Patron Group

Local Id.
Department

For example, to search for a student by name, select Patron Name, type the
student’s name and click on Search.

@ LiBRARYSOFT Onli...
LiIBRARYSOFTWeB ®

7~~~ Yukon Elementary Library

Values to Search:

[PatronName ~| [Contains  ~| [doe I

Order by:

Search Close




Click on Delete to delete the record.

@ LiBRARYSOFT Onli...

LiBRARYSOFTWeB ®
C"'/ Yukon Elementary Library
User Name: yukon Log Out

Catalog  Circulation MARC Schedule Serials Reports Options Administration Help

Patron Name:\Doe John |
City: I Zip Code:

Email:l l Phone: :}

oo e | e |
Ptzon Group: | STUDENT v| sex
Second Contact: | cotomone ]
Date of Birth: [ December | 30 v/| 1900 | Resfo00 ]

Alert Info:

N

Upload a file
T~
Repeat Add Edit! Delete arch | Search & Replace

Click on Yes to confirm.

LiBRARYSOFTWeB ®
& Yukon Elementary Library
User Name: yukon Log Out

Catalog  Circulation MARC Schedule Serials Reports Options Administration Help

Patron Name:lDoe John

City: [ Zip Code:

Local ID: 1078646

Barcode: |1078646

|
l
Email: l I Phone:
l
l

Patron Group: | STUDENT > Sex:
Contact: I Room: 3
Second Contact: i
Department: ’ Delete current record?
Date of Birth: [ December v 1900 v | ‘a
Alert Info:

N

Upload a file

I Repeat l Add ] Edit l Delete l Search[ Search & Replace

[(e]
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CATALOG

The catalog is a database of all the books that are available in our library.
Searching the Catalog

Click on Catalog > Search

LiBRARYSOFTWeB ®
(_"°/ Yukon Elementary Library
User Name: yukon Log Out

Catalog  Circulation MARC Schedule Serials Reports Options Administration Help
Item Entry
Items from the Gateway
Simple Entry
Search
Advanced Search

f]. Exit

Select a condition to search for.

LIBRARYSOFTWeB ®
(_"'/ Yukon Elementary Library
User Name: yukon Log Out

Catalog  Circulation MARC Schedule Serials Reports Options Administration Help

)

v Contains

Value to Sear

Equal to

Search Begins with (J Note (J Location
Ends with () Subnote (J Series
O Subject (] Textstore (J Barcode
(J Call Number (J Alt. Call Number [J ISBN
Order by:
I Search I [ Close




Select an index to search in or select all to search all indexes.

LIBRARYSOF IWeB ®

& Yukon Elementary Library

User Name: yukon Log Out

Catalog Circulation MARC Schedule Serials Reports Options Administration Help

Value to Search: | Contains v I I

Search In: Title Note Location
Author Subnote Series
Subject Textstore Barcode
Call Number Alt. Call Number €4 ISBN

Order by:

I Search | | Close |

Type in or scan the barcode (or title, or author, etc.).

LiBRARYSOFTWeB ®
& Yukon Elementary Library
User Name: yukon Log Out

Catalog  Circulation MARC Schedule Serials Reports Options Administration Help

Value to Search: [MJ |100230473 )

Search In: Title Note Location
Author Subnote Series
Subject Textstore Barcode
Call Number Alt. Call Number & ISBN
Order by: | Title v
[ Search l l Close




Select how the results will be ordered by.
LiBRARYSOFTWeB ®

(_“'/ Yukon Elementary Library

User Name: yukon Log Out

Catalog Circulation MARC Schedule Serials Reports Options Administration Help

Value to Search: | Contains v ‘1 00230473

Search In: Title Note Location
Author Subnote Series
Subject Textstore Barcode

Call Number Alt. Call Number & ISBN

Order by 4 Title

Author
Barcode P E
Barcode Number =~ |
Subject

Edition

Publisher

Publ. Date
Location

Series

ISBN

Call Number
Alt. Call No.
Due Date
Price

Status




Then click on Search.

LIiBRARYSOFTWeB ®

Yukon Elementary Library

User Name: yukon

Log Out
Catalog  Circulation MARC Schedule Serials Reports Options Administration Help
Value to Search: | Contains v 1100230473
Search In: (4 Title Note Location
Author Subnote Series
Subject Textstore Barcode

Call Number

Order by:

Alt. Call Number ISBN

‘ Search J Close

The system will display all possible matches.
|

@ 707811703068 Gyn gLzl x + -
¢ @ A NotSecure  207,811.79:3064/1GabgUZCI - X HE2UITsEW/ w4 &
- LEMARYSIFE OPAG et
\:‘__ﬂ/ ‘Yukon Elementary Library
Search Result; | rocards foumd
Titk Aullex Call Nas Lawsalicn Slatus
LSurrires she Sinking of the THanks, 1913 Lasaren Tardils O st

| Searh Again | Print fa POF



Click on the title to display the book’s information.

LiBRARYSOFTWeB ®

(C__./. Yukon Elementary Library

User Name: yukon Log Out

Catalog  Circulation MARC  Schedule Serials Reports Options Administration Help
BT Additional | Research | Textstore | Readina Level | Recommendations | Reviews |

Title:

| Survived the Sinking of the Titanic, 1912

Author: {La uren Tarshis

Author2: L

Author3

Mlustrator: {

Subject 1:

Subject 2:

Subject 3: [

Subject 4: [

Subject 5 ‘

Publisher: ‘Graphix

Publ.due: [2020-02-04

Publ. place: ‘ Edition:
Call Numher: | period.dae |4/12/2023 v|
‘ Location: ‘ |

Alt. Call No.; ‘

15BN: [ 1338120921 ‘ Barcode: [1 00230473

Copy No: [1
Volume:

l
l

Collation: | ‘I Price: \:|
1

Curriculum: [

Accession: [

LCCN: { Series:
suws: | On Shelf |

ERRIRE

Loan Type: | BOOK v

Borrower; | | Due Date:

0.01 [ Download ‘

Picture Size:

[ First w Prior [ Next [ Last ‘ [Reneall Add w Edit I Delete ” Autofill w Search IAdv.Ssamh

To modify any of the information, click on Edit.
Once all information has been updated, click on Post to save.

If no matches were found, the following message will be displayed:
|

€ ® 4 MatSecure  207.81.1.79:3064/1090gUz01 G-I Hix2Ula@s EW/ L

[+
-

207.81.1.79:3084 says
Mo matching records found! Flease, fry again

Catlog  Circulagon  MARC  Schedule  Serials  Repoms  Optons  Adrosistraticn o

[r—



II. Adding Books to the Catalog

There are 2 ways books can be added to the catalog depending on the availability of
an ISBN number.

A. Autofill

If an ISBN is available, then the Autofill function may be used.

Go to Catalog > Item Entry

LiBRARYSOFTWeB ®
Q/. Yukon Elementary Library

User Name: yukon Log Out

Catalog  Circulation MARC  Schedule Serials Reports Options

Administration  Help

Item Entry

Items from the Gateway

Simple Entry 5 v 123456789

Search

Advanced Search Note Location

l-'L Exit T Subnote Series
Subject Textstore Barcode
Call Number Alt. Call Number & ISBN
Order by:

‘ Search ‘ [ Close




Click on Autofill.
LiBRARYSOFTWeB ®
& Yukon Elementary Library
User Name: yukon Log Out

Catalog Circulation MARC  Schedule Serials Reports Options Administration  Help
I:TETI Additional | Research | Textstore | Readina Level | Recommendations | Reviews |

e |

Author: [

Author2:

lusteator:

|
( I
Author3: [ l
I

|

Subject 1:

Subject 2-,‘

Subject 3: [ l

Subject 4: [ l

Subject 5;[ I

I Publ. dte:
Publ. place: l Edition:
Call Number: [ l Period. date: I E
Al Call No.: l Location:
o I " somemenn

Curriculum: [

Publisher: l

Accession:

|
|

- ) E—
1

il el v
L‘“"TEIIH'-I—- No Selection - v suws: |-- No Selection -- ~
s | T
Pietue sice:(0.00 | [ Donicaa |
Fist | Prio Next ast | Post | Cancel | Repeat Edi Delete (| Autofill l }arch ]Adv.Seﬂmhl



Type in or scan the ISBN and then click Submit:

LiIBRARYSOFTWeB ®
éy Yukon Elementary Library
User Name: yukon

Log Out

Catalog  Circulation MARC  Schedule  Serials Reports Options ~Administration  Help

[P Additional | Research | Texistore | Readina Level | Recommendations | Reviews |

m=1

l

Amlm[

Auum.-[

Author3: l

e

Subject 1: l

BOOK

Subject 2: [

Subject 3: [

Subject 4: [

0679805273

Subject 5 [

Publisher: [

Publ. place:

Call Number:

Alt. Call No.:

| |

oo |

x| |

Loan Type: | -- No Selection — v

suws: |- No Selection - v

Bomrower:
reanesief000 | (o |

Due Date:

‘ First ] Prior I Next l Last 1 Post ‘

Cancel [ Feceat | Add ot oo | Aot | searcn | Adv.searcn




Once the system locates the ISBN it will return with the book information.
If there is a barcode already assigned to the book, click on Edit to change the
record.

p) Yukon Elementary Libra
@? e

Catalog  Circulation MARC Schedule Serials Reports Options Administration  Help
PO Additional | Research | Textstore | Readina Level | Recommendations | Reviews |

TiﬂE‘th, the places you"ll go! / by Dr. Seuss.

Authos |Seu ss, Dr.

Author?: I

Author3:

Nlustrator:

by Dr. Seuss.

Subject | |Success - Fiction.

Subject 2 |Stories in rhyme.

Subject 3 l

Subject 4 I

Subject §: |

T T
7
il
/ /N

Publisher: |Rand0m House,
Publ. place: |New York :

l
|
Call Number |[E] }
1

Allt. Call No: Ipzs,a,(;z‘/a
1sBN: (0679805273 : 0679905278 (|

Curriculum; l

Accession: '

LCCN: I

]
J
Collsion: [48] p. : col.ill.; 29cm. |
|

LoanType: | BOOK -

— |

Download

Picture Size: 0.01

Publ. date: | 61990,

Edition: _#———‘——_j
Period. date: | 8/9/2024 I:
-
oome: [ ]

suaws: | On Shelf v

| Repeat ‘ Add (I Edit DDeInla ” Autofill l Search IM\E Saarch‘




Modify the barcode or any other field that needs to be updated. Then click on
Post.

@ Yukon Elementary Library
User Name: yukon Log Out

Catalog  Circulation MARC  Schedule Serials Reports Options Administration  Help

I-FTTIM  Additional | Research | Textstore | Readina Level | Recommendations | Reviews |
Ti"*—‘[Oh. the places you"ll go! / by Dr. Seuss. o,,_.u”:,,_,
"‘“““":|Seuss, Dr. a WGE!
Aulhm2:[
Auuwri:l
lusitor: |by Dr. Seuss.

Subject 1-‘|Success - Fiction.

Subject 2: |Stnries in rhyme.

Location:

i

Subject 3:
Subject 4.‘[
Subject 5:|
Publisher: Random House, | Publ. date: |¢1990.
Publ. place: |New York : | Edition:
Call Number: |[E] | Period. date: | 8/9/2024
|

Alt, Call No: |pzs_3,(;276

1sBN: (0679805273 : 0679905278 (| Burcode: 123466789

Curriculum: ] Copy No::
Accessio | v [
Collion: [48] p. : col.ill.; 29em. | mefo
Loaa Type: | BOOK ~| Status:

==

Add

If no ISBN is available, then the book will need to be manually added to the
database.



Go to Catalog > Item Entry

LiBRARYSOFTWeB ®
L. .
e Yukon Elementary Library
User Name: yukon Log Out
Catalog Circulation MARC Schedule Serials Reports Options Administration Help
Ttem Entry
Items [rom the Gateway
Simple Entry
Search
Advanced Search
XL Exit

Click on Add.

LiBRARYSOFTWeB ®
& Yukon Elementary Library
User Name: yukon Log Out

Catalog  Circulation MARC  Schedule Serials Reports Options Administration  Help
IN-FTT  Additional | Research | Textstore | Readina Level | Recommendations | Reviews |

I

Title:|

Author {

Author2: [

Author3: l

Mlustrator:

Subject 2: ‘

Subject 3:[

Subject 4: l

]
]
]
]
Subject 1 ‘ I
l
]
]
]

Subject 5.‘

Publisher: ‘

Publ. date:

Publ. place: I Edition:
call uu.nm‘ | Period. dute: | 8/4/2016 :
Al Call No; ‘ I Location:

- T E—

Accession: ] vome: ]
CuILllion‘l J Price: —‘
LCON: ] Series:

oo [BOOK T

p—
F ) ‘m' | Autofill l Search lAdv.Search

Fill in all fields for which information is available.
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Note the following 2 items:
1. The Barcode field will automatically populate with the next number from
the database. This will need to be updated if a barcode is already assigned to
the book.
2. The default status is “SOLD”. This will need to be changed to “On Shelf".

Once all items have been filled in, click on Post.

LiBRARYSOFTWeB ®

C/.‘;y Yukon Elementary Library

User Name: yukon Log Out

Catalog  Circulation MARC  Schedule Serials Reports Options Administration Help
NPT Additional | Research | Textstore | Readina Level | Recommendations | Reviews |

rme:{Bedﬁme Stories

Autbor: |Jane Doe ‘
Aulhnﬁ:l ‘
Aumor3:| ‘
Il.lmumor:l ‘
Subject 1:| ‘
Subject 1;| ‘
Subject 3:I ‘
Subject 4;' ‘
Sucs |
Puhlwhrr:|Random House ‘ Publ. date: {2000 \
Publ plm:c:l ‘ Edition: ‘—‘
Alt‘CaIan.;l ‘ Lecation: l
1SBN: | | Barcode: 12341234
Cnrriculum:l ] Copy No:: E
Accession: I ‘ Volume: l:’
C\)I]ﬁliuu:l ‘ price: (0.0
LCCN:I ] Series:
Lown Type: | BOOK vl Status:
Borower: ‘ ‘ Due Date:

Picture File: Upload a file

©@ =
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[ll. Removing Books from the Catalog
Search for the barcode as described in section | above.

Once the record has been located and book information is displayed, click on Delete.

LiBRARYSOFTWeB ®
C‘_:'/ Yukon Elementary Library
User Name: yukon Log Out

Catalog  Circulation MARC Schedule Serials Reports Options Administration Help
BTG Additional | Research | Textstore | Readina Level | Recommendations | Reviews |

Title:]

Oh, the places you"ll go!/ by Dr. Seuss. I

Author: [Seuss, Dr.

Author2: [

Author3: l

Mustrator:

by Dr. Seuss.

Suhjm“[Success - Fiction.

Subject 3: [

Suhjt:ud:[

|
l
I
|
|
Subject 2: [Stories in rhyme. }
|
\

Subject 5; [

publisher: Random House, | publdue:
Publ.pmcc;[New York : | Edition: E
Ca.lanmbzr:[[E] ] Period. date: | 8/9/2024
Alt.Call No.: [F'ZB.3.G276 ] Location:
1sBN: (0679805273 : 0679905278 (] Barwode:
Cu.rrlculum‘,[ l Copy No.: :
| vme [t ]
Collaion: [48] p. - col.ill.; 28cm. | s 0|
l.CCN:‘ | Series: :
Loan T)-pc::‘ BOOK v‘ Status: | On Shelf ~
— P —

PICN[¢S|E:‘0'01 H Download l

Accession:

—

Repeat Add Edit Delete tofill Search | Adv. Search

\ First I Prior ] Next l Last ‘
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Then click on Yes to confirm.

LiIBRARYSOFTWeB ®
o)

Yukon Elementary Libra
C = ry ry

User Name: yukon

Catalog  Circulation MARC  Schedule Serials Reports Options Administration Help
INTETM Additional | Research | Textstore | Readina Level | Recommendations | Reviews |
Tiﬂ=-‘0h, the places you"ll go! / by Dr. Seuss. ] 0,35-'1_-'.-.:.
A“‘h‘“"ISeuss, Dr. ‘ Q Yool
Aulhnrl:l ‘
Authmjrl l
LIhﬂ"ﬁ“f-f‘»[by Dr. Seuss. ]
Subject l‘|Succ4ass - Fiction. ;
Subject 2ilsmries in rhyme. Delete current record?
Subjecl]:l _—
e =D - |
thjeclﬁ‘.l ]
Puhli'-'herrIRandom House, ] Publ. date: |c1990,
Publ. place:[New York ‘ Edition: _
W )
Ah.mll.\m.;lng_a_gzm l Location: :l
1sBN: (0679805273 0679905278 (| Barcode:
c:um‘culum:I ‘ Copy No.: E
Accesion| | e I ]
Colistion: ([48] p.: col.ill.; 29em. | ) B B
Losa Type:| BOOK vl sus
Borrower: | Due Date: [:l
Picture Size:(0-01 TN
[ First ] Prior I Next ] Last ] Post | Cancel [Repeat [ Add [ Edit [ Delele H Autofill N Search IAdv.Search]
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Barcode Labels



BARCODE LABELS

Use Avery 5160 - Address Labels 1” x 2%”, 30 per sheet

Go to Report > Customized Labels

LIBRARYSOFTWeB ®
/C./ Yukon Elementary Library
User Name: yukon Log Out
Catalog Circulation MARC Schedule Serials Reports Options Administration Help

Shelf/Barcode List
Items Borrowed/Reserved/Hold
Items Checked Out
Item History
Patron Reports
Overdue Reports

Fines Reports
System Statistic
Bookings Reports
Legacy Labels
Customized Labels
Statistic Graphic
Custom Reports
Customized Reports
Circulation Graphic Report
Downloads Report
Patron Notice Report

Reminder Notice Report




Under Label Report Format, select “YYY not from the Database”

LIBRARYSOFTWeE ®
el ‘:J’:ll::e:r:uzlementary Library .

Catalog Circulation MARC Schedule Serials Reports Options Administration Help

Label Report Format:

v barcode labels cr
barcode labels cr
Item barcode
barcode labels cr
bc_labels To:

yukon_barcodes I l

PatronListWteacherRoom

YYY not from the Database

Barcodes Range not from the Database

2. | Call Number ~

| PrinttoPDF || PrittoRTF || Add Label Report || Delete Label Report




Enter the barcode number range

LIBRARYSOFTWeB ®

o

il Yukon Elementary Library

User Name: yukon

Catalog Circulation MARC  Schedule

Label Report Format:

Serials

|YYY not from the Database

Library Name

Log Out

Reports  Options  Administration  Help

‘Yukon Elementary Library

Select by:

Range From:

To:

100600840

|| 100600989 ]

[ Printto PDF ][ Print to RTF

|| Add Label Report || Delete Label Report




Click on “Print to PDF”

LIBRAKYSUF | Wels &
)

C‘_/ Yukon Elementary Library

User Name: yukon Log Cut

Catalog Circulation MARC  Schedule Serials Reports Options Administration Help

Label Report Format:

[YYY not from the Database v

Library Name

lYukon Elementary Library ‘

Select by: Range From: To:
100600840 | [100600989 ]
Print to PDF Printto RTF || Add Label Report | | Delete Label Report




The pdf file will automatically download to your computer.
If using Chrome browser, a notification will pop up that the file was downloaded.
Click on the notification to open the file in Chrome.

<« C A NotSecure 209.53.36.108:3064/seS-g8EOh5NC~D5gKgj0VqwNiGC/

oo f . R
93 @ LiBRARYSOFT Onli.. b LIBRARYSOFTWeb 202510156547381666079_LabelRep

LiIBRARYSOFTWeB ® ort.PDF
oo ®) . 1,972 KB - Done
A Yukon Elementary Library y
R User Name: yukon Log Out

Catalog  Circulation MARC  Schedule Serials Reports Options Administration Help

Label Report Format:
[YYY not from the Database v

Library Name

lYukon Elementary Library ‘

Select by: Range From: To:
100600840 |[100600989 |
Print to PDF ] | Print to RTF ] [ Add Label Report | [ Delete Label Report




Click on the printer icon to print.

c @ File  /Users/cathyramirez/Downloads/202510156547381666079_LabelReport.PDF

@ LiBRARYSOFT Onli...

202510156547381666079_LabelReport.PDF

b LiBRARYSOFTWeb

Yukon Elementary PTA Library

100600840

Yukon Elementary PTA Library

NN
100600841

Yukon Elementary PTA Library

100600842

Yukon Elementary PTA Library

AN
100600843

Yukon Elementary PTA Library

(AN
100600844

Yukon Elementary PTA Library

100600845

Yukon Elementary PTA Library

Yukon Elementary PTA Library

100600850

Yukon Elementary PTA Library

VAWM
100600851

Yukon Elementary PTA Library

100600852

Yukon Elementary PTA Library

ANNMATE O
100600853

Yukon Elementary PTA Library

ANENMENATEMEN
100600854

Yukon Elementary PTA Library

100600855

Yukon Elementary PTA Library

* B & &

Yukon Elementary PTA Library

100600860

Yukon Elementary PTA Library

R
100600861

Yukon Elementary PTA Library

100600862

Yukon Elementary PTA Library

(VAT
100600863

‘Yukon Elementary PTA Library

ARAORIN

600864

Yukon Elementary PTA Library

100600865

Yukon Elementary PTA Library

Relaunch to update }




Change the Scale to “Fit to printable area.”

Yuken Elementary PTA Library

N
100600840

Yukon Elementary PTA Library

AT AT
100600841

Yukon Elementary PTA Library

AT
100600842

Yukon Elementary PTA Library

IR

Yukon Elementary PTA Library

100600844

Yukon Flementary PTA Library

LT
| 100600845

Yukon Flementary PTA Library

AT AT
100600846

Yuken Elementary PTA Library

O
100600847

Yuken Elementary PTA Library

100600848

Yukon Elementary PTA Library

AR
100600849

‘Yuken Elementary PTA Library

VA TR
100600850

‘Yukon Elementary PTA Library

LT
100600851

Yukon Elementary PTA Library

NI TN
100600852

Yukon Elementary PTA Library

JRRIRRIAR
100600853

‘Yukon Elementary PTA Library

LT
100600854

‘Yukon Elementary PTA Library

LT
‘ 100600855

Yukoa Elementary PTA Library

LT
100600856

‘Yukea Elementary PTA Library

(VA RN
100600857

‘Yuken Elementary PTA Library

LT
100600858

Yukon Elementary PTA Library

LT
100600859

Yukon Elementary PTA Library

(R A
100600860

Yukon Elementary PTA Library

(BT
100600861

Yukon Elementary PTA Library

(NI A
100600862

Yukon Elementary PTA Library

(RN T
100600863

Yukon Elementary PTA Library

(RN T
100600864

Yukon Elementary PTA Library

100600865

Yukon Elementary PTA Library

(BN T
100600866

Yukon Elementary PTA Library

(VA
100600867

Yukon Elementary PTA Library

(N IR
100600868

Yukon Elementary PTA Library

(RN R
100600869

Print

Destination

Pages

Copies

Color

More settings

Paper size

Pages per sheet

5 sheets of paper

8 HP OfficeJet Pro9010 ~

All v

Color -

Letter hd

Scale

—

[ Fit to printable area 'D

—

Two-sided

[C] Print on both sides




Then click on Print.

Yukon Elementary PTA Library

ORI
100600840

Yukon Elementary PTA Library

VMmO

Yukon Elementary PTA Library

LI
100600842

Yukon Elementary PTA Library

L

Yukon Elementary PTA Library

(VA
100600844

Yukon Elementary PTA Library

100600845

Yuken Elementary PTA Library

ORI
100600846

Yukon Elementary PTA Library

LT
100600847

Yukon Elementary PTA Library

TR

Yukon Elementary PTA Library

Yukon Elementary PTA Library

LA
100600850

Yukan Elementary PTA Library

(A
100600851

Yuken Elementary PTA Library

LI
100600852

Yukan Elementary PTA Library

Yuken Elementary PTA Library

L
100600854

Yuken Elementary PTA Library

100600855

Yukea Elementary PTA Library

LT
100800856

‘Yuken Elementary PTA Library

LT
100800857

Yuken Exementary PTA Library

AR
100600858

Yukon Elementary PTA Library

AR
100600859

Yukon Elementary PTA Library

Yukon Elementary PTA Library

Yukon Elementary PTA Library

Yukon Elementary PTA Library

Yukon Elementary PTA Library

(O AR
100600864

Yukon Elementary PTA Library

100600865

Yukon Flementary PTA Library

(AR
100600866

Yukon Elementary PTA Library

T
100800867

Yukon Elementary PTA Library

Yukon Elementary PTA Library

Print 5 sheets of paper

Destination 5 HP OfficeJet Pro 9010 ~

Pages All -
Copies 1

Color Color -
More settings ~
Paper size Letter -
Pages per sheet 1 -
Scale [ Fit to printable area v)
Two-sided [T Print on both sides

Cancel
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