Booking toys in and out is the main activity of ayTLibrary. It is also the main hub
of Toy Tracker. This chapter describes how youTusge Tracker to book toys in and
out of your Toy Library. Using a bar-code readekeasathe process of booking toys
in and out simple.

When you are booking toys in and out you may finteicessary to access other areas
of Toy Tracker, for example to record a changedufrass, or view toys on loan and
overdue. Toy Tracker makes this easy by havingnabeu of shortcuts that enable

you to access various aspects of member-specfienmation direct from the booking
in and out screen. You can also make reservatianthat even if a toy is currently
booked out to someone else, a member can resdoreaispecified future period.

This chapter explains how you can:
book toys out
use shortcuts to member-specific data, including to
- update a member’s details
- list toys on loan
- add notes
- record loan payments
book out multiple toys to a member
book toys in
check the details of returned toys, including:
- checking the toy loan details
- adding notes for the returned toy
make reservations, including:
- reserving a toy
- printing picking lists of toys to take
- printing picking lists of toys to be returned.
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This section describes the ways in which you casklioys out to members of the
library. At its simplest, you need only scan thewber’s card, scan the toy’s label
and click on a button.

To book a toy out:
Select option 1Book In & Ouf from the Main menu.

The Book In & Out screen is displayed.

2 Book In & Out i

Venue: E Total Toys On Loan 4
Member
Search | Clear Search
MOO0OL Dangerfield Adam ] (L) Details
MO0002 Evison Kim () Toys on Loan
M0003 Bennett Robin - .

(] Reservations
MO0004 Brennan Shane

(L) Add Note

(") Loan Payment
Status: _| Show ALL
Toy
Search Clear Search
T0001 Toot Toot! Out on Loan ~ | [C] Toy Details
T0002 Handa's Surprise Out on Loan () Reservations
T0003 Pushchair Acl Out on Loan =

d N
T0004 Musical Activity Centre Ac4 Ready For Hire (L) Add Note
TO0OS V Tech Pushalong Ac8 Out on Loan
TO006 Cycle Helmet Ac9/ac10 Ready For Hire -
Status: ) I show ALL
Confirm Action
| Reset |

If your Toy Library has more than one branch, delee location from which the
toy is being borrowed from the drop-down list or Yrenuefield.

Identify the member who is borrowing the toy.

You can do this in three ways:
scanthe bar code on the member’s card to read in theinbership details
use thanouseto select the member from the list in the top balthe

screen (you can use the arrows below the listtiis@scending and
descending alphabetical order on the fields)

use thekeyboard to type in the member’'s membership number (thebarm
always begins with the letter M and can be locateder the bar code on
the membership card).

If you cannot find the member on the list, it maythmat their membership has been
inactivated or not yet activated. Click on tBbeow All button to the right of the list tg
include inactive and not yet activated membersdanlist.
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Once you have identified the member, Toy Trackepldys information about
the member. For example, the following screen steowember who:

is an active member

currently has three toys out on loan, none of whiehoverdue
has a credit balance in their account of £9.10

is charged 45p for each toy he or she borrows.

#% BookIn & Out o x

Venue: Start Software ] Total ToysOnLoan | 3
Member
Searchzl Clear Search

[[] Details

Evison i [[]Toys on Loan
Bennett
Brennan

Adam

[] Reservations
[] Add Note
[] Loan Payment

Status: Active: 3 toys on loan (0 overdue) _| Show ALL
Positive loan balance of £9.10. There is a £0.45 fee chargable for each toy.

Toy

Search: Clear Search

TO001 Toot Toot! Out on Loan - D Toy Details
TO002 Handa's Surprise Ready For Hire D Reservahia
0003 Pushchair Acl Out on Loan () Add Note
TODO4 Musical Activity Centre Acd Ready For Hire

TODOS V Tech Pushalong Ac8 Out on Loan

TOOO6 Cycle Helmet Ac9/acl0 Ready For Hire o

Status: I Show ALL

Confirm Action

Identify the toy that is being borrowed.

You can do this in three ways:
scanthe bar code on the toy’s label to read in itaidet

use thanouseto select the toy from the list in the bottom haflthe screen
(you can use the arrows below the list to sortsiceading and descending
alphabetical order on the fields)

use thekeyboard to type in the toy’s id number (the number alwbhggins
with the letter T and can be located under thecbde on the toy label).

If the toy was not booked back in after it was tamtrowed, the date on which the tqy
is/was due back is displayed. Simply click on teseRbutton and then on the Book
Toy In button to book it back in. Then begin thegedure to book the toy out again

Click on theBook Toy Out button to book the toy out.
The Confirm Booking Out screen is displayed
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# Confirm Booking Out x
Member: Bennett, Robin (M0003)
Booking Out:  cycle helmet ac9/acl0 (TODOG)
Due Back: August 2009 [august - [a009 -
Mon | Tue | Wed | Thu Fri Sat | Sun
1 z

3 4 5 6 T il 2

10 M 12 13 14 15 16

L 18 19 20 bea| paa 23

24 |5 35 |27 [ [ [a

B [
No of Wks |
Loan Fee: £0.90
Charge Account |Bennett: Robin (MOD03) E Confirm Booking ] I Cancel J

Check that the following details are correct on@uafirm Booking Out screen:
name ofmember booking out the toy
toy which they are borrowing
date on which the toy is due back, as calculated bytdlgts loan period

You can change the date if required, for example]lbw for public
holidays.

feeto be charged for borrowing the toy.

You can change the fee if required, for exampléacditate ‘2 for 1’
offers.

Click on Confirm Booking when the details are correct.

A message is displayed, to confirm the date on fttie toy is due to be

returned.

Toy Tracker

e

‘0! Toy due back on Thursday 20 August

! Click onOK to remove the message and return to the Book Inu&streen.
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When booking toys out, after you have identified thember on the Book In & Out
screen, either by scanning, clicking or typing, yam use a number of shortcuts to
access member-specific data. These shortcuts eyabl® perform the following:

update a member’s details

list the toys a member currently has on loan
list the toy reservations made for a member
add messages, notes etc

record payments to the member’s account.

The following sections describe how to perform éhesks.

') ) #HSHWS Y $) +

You might need to update a member’s details atiamy, for example to record a
change of address. You can do this easily fronBtiek In & Out screen when
booking toys out.

To update a member’s details:
Select option 1Book In & Out from the Main menu.
The Book In & Out screen is displayed.
Identify the member who is borrowing the toy.

Click on theMemb. Detailsbutton to display the Member Details screen.

Amend the member’s details as required. This migitexample, mean
changing thedAddress andPhonefields to record updated information.
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Close the Member Details screen by clicking on tlieits top right-hand
corner.

+)

When booking toys out, you can also check on tie tioat the member already has
out on loan. Toy Tracker lists the toys and tetis when they are due back and
whether they are overdue. If required, you cantgrilist of the toys and access the
toy details.
To list toys out on loan to a member:

Select option 1Book In & Ouf from the Main menu.

The Book In & Out screen is displayed.

Identify the member who is borrowing the toy.

Click on theToys on Loanbutton to display the Toys with Member screen.

The screen lists:
all the toys the member currently has on loan
the date on which the toys are/were due back
whether the toys are overdue.

If you, or the member, want to see a list of theste with pictures — click on the
Print button in the top right-hand corner of theegn:

The following screen shows an example list withymies.
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To print this list:
right click to display a menu
selectPrint from the menu to display the Print screen
specify the individual pages or range of pageswish to print, then click
onOK.
Display the toy details of any one of the toys loa list, showing replacement
costs etc, by clicking on tHe | button to the left of the toy.

The Toy Details screen is displayed.

Book a toy from the list back in by clicking on the | button to the left of the
toy.
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Extend the loan period of a toy already out on lwathe member by clicking on
the__ button and then confirming the booking out details

! Close the Toy Details screen by clicking on thia its top right-hand corner.

: " $$-)  #H)S( ) H#IHWS

When booking toys out, you can also check on thedeervations that the member
has made.
To list reservations for a member:

Select option 1Book In & Ouf from the Main menu.

The Book In & Out screen is displayed.

Identify the member who is borrowing the toy.

Click on theReservationsbutton to the right of the member list.

The Member’s Reservations screen is displayedhdjtll future reservations for
the member recorded in Toy Tracker.

If a reservation is no longer required, you canedelit by clicking on the delete
button to the left of the reservation. When youiconthe deletion, the reservation i
removed from the system.

Page 3-8

Version 2.3



Toy Tracker User Guide Booking Toys In & Out

Close the Member’s Reservations screen by clickimghe in its top right-
hand corner.

Refer to Section 3.7, Reserving a toy, for deiisiow to make a reservation.

$

Toy Tracker lets you record any messages, remindetss etc regarding the member
from the Book In & Out screen.
To add notes for a member:

Select option 1Book In & Ouf from the Main menu.

The Book In & Out screen is displayed.

Identify the member who is borrowing the toy.

Click on theAdd Note button to display the Booking Notes screen.

Type the text of the note or message inDe¢ails field.

Refer to Section 5.2, Dealing with notes, for detan how the notes and messages are
monitored.

Close the Booking Notes screen by clicking on tlie its top right-hand corner.

/$ +) ') #$

If a member wants to make a loan payment to toegioant when booking toys out,
you can use one of the shortcuts to record the paygm
To record a loan payment:

Select option 1Book In & Ouf from the Main menu.

The Book In & Out screen is displayed.

Identify the member who is borrowing the toy.
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Click on theLoan Paymentbutton to display the Loan Payments window.

The window displays the member’s current balance.

Type the amount that the member is paying, in psuimdthe box, then click on
OK.

Another window is displayed, indicating the newdrale and asking if you wish
to print a receipt.

If you wish to print a receipt click o¥ies,otherwise click orNo.

If you clicked onYes a further window is displayed, for you to specifigat the
payment was for.

Type the text that you want to appear on the redeifihe box, then click on
OK.

A message asks you to check that you have theatqgraper loaded in your
printer. You might, for example, want to print tteeeipt on headed paper.

Check the paper, then click @K.

The receipt is displayed on screen.
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! Print the receipt as follows:
right click to display a menu
selectPrint from the menu to display the Print screen

specify the individual pages or range of pageswish to print, then click
onOK.

#+ '+$ ) #3#%$

For the occasions when a member wants to book putrder of toys, Toy Tracker
provides a method that enables you to build uptafitoys and then quickly book
them all out in one go.

To book out multiple toys:
Select option 1Book In & Ouf from the Main menu.

The Book In & Out screen is displayed.
Select the venue, member and toy as normal onab& B & Out screen.
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Click the Add To List button at the bottom of thereen.

The Book Out List is displayed with the selectegdod member displayed as
the first item on the list.

You use this screen to build up the list of toyat tthe member wants to book
out.

Move back to the Book In & Out screen by using ohthe following methods:

Click and hold on the title bar of the Book Outtlssreen and drag the
screen to one side. Then click on the Book In & Sween which you have
just uncovered.
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Close the Book Out List screen by clicking on thie its top right-hand
corner. (The list of toys stays in this screenlwytu either book out all the
toys or clear the list - even if you close the sarg

Select another toy to add to the list by clickimgibin the Toy list on the Book
In & Out screen.

Click the Add To List button again at the bottontleé screen.
The Book Out List is displayed with the newly sééettoy added to the list.

You can amend the following details for any toyhe Book Out List:
date in theDue Back Datefield

amount in the_oan Feefield — if you change this figure then the total
displayed in th&@ otal Feefield at the bottom of the screen is recalculated.

! Repeat steps 4 to 7 to add all the toys that thalree wants to book out.

0 When the list is complete, check the details andioo whether you are taking
payment for the toys now.

If you are taking payment now, ensure thatTh&e payment nowtickbox is
ticked.

1 Click Book Out All Toys.

A message confirms that all the toys have beendxbokit.

Click OK to acknowledge the message.
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A further message asks if you would like to primeaeipt

Click No if you do not require a receipt or Yeddisplay the receipt ready for
printing.

When toys are returned to the Toy Library you ninggik them back in so that the
system records them as being available for loaimaga
To book toys in:

Select option 1Book In & Ouf from the Main menu.

The Book In & Out screen is displayed.
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Identify the toy that is being returned.

You can do this in three ways:
scanthe bar code on the toy’s label to read in itaiiket

use themouseto select the toy from the list in the bottom haflthe screen
(you can use the arrows below the list to sortsiceading and descending
alphabetical order on the fields)

use thekeyboard to type in the toy’s id number (the number alwhggins
with the letter T and can be located under thecbde on the toy label).

Click on theBook Toy In button to book the toy back in.

When a toy is returned, it is automatically marksd'Returned For Cleaning”. The
toy is not available for hire until it has beenaried and its status reset. To reset the
status, click on the toy and click tdeanedbutton. The toy is then marked as
“Ready For Hire”. This setting can be turned off&tart Software if it is not required.

2"$ $ 9 $)+

When you are booking a toy back in, you can perfanrther tasks related to the toy
by using the buttons on the right of the toy li@tese tasks are:

display the toy loan details
listing the periods when the toy has been reserved
add notes, messages, reminders, etc.
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You might want to check the toy loan details tqthy who has previously had the
toy and when it was due back.
To display the toy loan details:
Select option 1Book In & Ouf from the Main menu.
The Book In & Out screen is displayed.
Identify the toy that is being returned.

Click on theToy Details button to display the Toy Details screen where ganl
see the detailed description of the toy, any exfiarmation and the toy’s loan
history.

Close the Toy Details screen by clicking on thia its top right-hand corner.

: $$-) #S( )

You can display a list showing all future periodsen a toy has been reserved (and is
therefore not available for hire).
To list reservations for a toy:

Select option 1Book In & Ouf from the Main menu.

The Book In & Out screen is displayed.

Identify the toy for which you want to check ression periods.

Click on theReservationsbutton to the right of the toy list.

The Toy Reservations screen is displayed, listihfyture reservations for the
toy recorded in Toy Tracker.
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If a reservation is no longer required, you canedelit by clicking on the delete
button to the left of the reservation. When youiconthe deletion, the reservation i
removed from the system.

Close the Toy Reservations screen by clicking en tim its top right-hand
corner.

Refer to Section 3.7, Reserving a toy, for deiisiow to make a reservation.

$( "$$ 3
You could enter notes for a returned toy to redoehkages or parts lost.

To add notes for the toy:
Select option 1Book In & Ouf from the Main menu.
The Book In & Out screen is displayed.
Identify the member who is borrowing the toy.

Click on theAdd Note button to display the Booking Notes screen.

Type the text of the note or message inDetails field.

Refer to Section 5.2, Dealing with notes, for detan how the notes and messages are
monitored.

Close the Booking Notes screen by clicking on the its top right-hand corner.
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You can reserve any toy currently available in Togcker for a future period for a
specified member. The reservations system letspeuify the venue, or branch,
where the toy is required and this is linked toReking Lists in Toy Tracker to help
you ensure that the toy is in the right locatiotha&t right time.

This section describes how you can:
reserve a toy for a member
display a list of toys required for a specifiededahd location (picking list)
display a list of toys due to be returned.

3) ) $%-)

To make a reservation:
Select option 1Book In & Ouf from the Main menu.
The Book In & Out screen is displayed.

Select the venue (or branch) where the member wamisllect the toy in the
Venuefield.

Identify the member who is making the reservation.
Identify the toy that they want to reserve.

You might do this by one of the following methods:
scanning the toy’s tag
scanning the toy’s label in the catalogue

using theSearchfield in the Toy section of the Book In & Out sereto
search for the required toy and selecting it fromdisplayed list.

Click on theReservebutton to display the Reservations screen.
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The Reservations screen shows you the bookingsesedvations for the
selected toy over the next six months to help yeect the appropriate period:

if the toy is booked out, then the letter ‘B’ ispllayed in each day for
which it is expected to remain booked out

if reservations already exist for the toy, thenldteer ‘R’ is displayed in
each day of the reservation period.

Check that the venue displayed for the memberaivémuefield is the location
where they want to collect the toy.

The venue displayed is the default one held fontkenber. This is recorded in
theNorm Drop off field of the Member Details screen. If you wanttmnge

the location where the member will pick up the toge the drop-down list on the
Venuefield to select the required location.

Click on the calendar button next to tReserve Fromfield and select the start
date of the reservation period from the calendar.

! Click on the calendar button next to thaee Backfield and select the end date
of the reservation period from the calendar.

If the period you have selected overlaps a petatlis already reserved, then a
message is displayed in the information box abtitéom of the screen
informing you of the date clash. In addition, tbenfirm Reservation button is
greyed out, preventing you from making the overlagpeservation, and the
overlapping dates are displayed in red as in theviing example:
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0 When you have selected acceptable dates, clickdnéirm Reservation button
to make the reservation.

A message confirms the reservation, as in theviatig example screen:

1 Click OK to remove the message.

$ $ ) % +

Once a toy is reserved for a member, you must ertbat it arrives at the correct
location on the required day. To do this, you cs& picking lists.

A picking list identifies the group of toys thatets to be taken to a specific location
on a specific date. You can add toys to a pickistgsb that it includes not just
reserved toys but also any other toys that you wantove to the location.
To use the picking lists:

Select option 3Ricking Lists/Reservationfrom the main menu.

The Picking Lists screen is displayed.
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In theFuture Picking Lists field, select the date and location for which you
want to display the list of toys required, eg ‘16t@009 Shipton Village Hall'.

The drop-down list available on tik@iture Picking Lists field lists only those
dates for which toys have been reserved.

Once you have selected the required date, thenfimiipdetails are displayed:
the location at which the toys are required inBnanch/Setting field
the date on which the toys are displayed inDh&e Requiredfield
the list of toys that need to be taken to the locain thePicking List To
Take box.

The following screen shows an example.

Note that thé_.oan Typecolumn in thePicking List To Takebox identifies the loan
type as ‘Reservation’.
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If there are any toys that are due to be returtiese are also displayed in the
Picking List To Be Returnedbox.

If you want to take additional toys to the locatiomanually add them to the
picking list.

To add toys to the picking list use theys box on the right hand side of the
screen:

ensure the correct venue and date are displaythe ifields at the top of the
screen

filter the list of toys to show a smaller selection
- entering toy names or codes as required ir-ther field

- using the Clear Filter button to remove the fiifgrou wish to change
the applied filter

- using theShow All Toystickbox to include only toys on loan or
available for hire (when not ticked) or to includiemaged, broken and
discarded toys (when ticked).

click on the required toy to select it
click the Add to Picking List button.

Note that thé_oan Typecolumn in thePicking List To Takebox identifies the loan
type as ‘Pick List'.

If you select a toy that is on loan or reservednth warning is displayed to
inform you of the conflict.

If you want to remove any toys from the picking figr any reason, use the
delete button to the left of the toy in the pickirgg.

Print the list of toys by clicking the Print Pickjrist (to take) button.
A list of the toys to take is displayed for youpiant as required.

The toys are grouped by loan type, eg ‘Reservati®ick List’ or ‘Normal
Booking'.

Use the picking list to select the toys that yoadhto take out to the branch.

Book the toys out in the normal way.
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And confirm the booking.
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The picking lists in Toy Tracker also enable yokéep track of the toys that are due
to be returned. You need only to enter a date ta gecking list of toys to be
returned.
To display the list:

Select option 3Ricking Lists/Reservationfrom the main menu.

The Picking Lists screen is displayed.
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In theFuture Picking Lists field, select the date and location for which you
want to display the list of toys to be returned, E#yOct 2009 Shipton Village
Hall".

If there are no toys reserved to go out on the yiatiewant, then the required
date will not be available in tHeuture Picking Lists field. If this is the case,
enter the required date in tbate Requiredfield.

If there are any toys expected back by the spekcifee but not yet booked back
in, they are displayed in th&cking List To Be Returnedbox.

Print the list of toys by clicking the Print Picigiiist (to be returned) button.

A list of the toys expected back is displayed fou yo print as required.

The toys are grouped by venue, so that for eaafchrar venue you can see
which toys are due to be returned and the datelocivihey expected back.
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