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3.1

BOOKING TOYS IN & OUT

Introduction
Booking toys in and out is the main activity of a Toy Library. It is also the main hub
of Toy Tracker. This chapter describes how you use Toy Tracker to book toys in and
out of your Toy Library. Using a bar-code reader makes the process of booking toys
in and out simple.
When you are booking toys in and out you may find it necessary to access other areas
of Toy Tracker, for example to record a change of address, or view toys on loan and
overdue. Toy Tracker makes this easy by having a number of shortcuts that enable
you to access various aspects of member-specific information direct from the booking
in and out screen. You can also make reservations, so that even if a toy is currently
booked out to someone else, a member can reserve it for a specified 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:

•

Version 2.3

−

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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Booking toys out
This section describes the ways in which you can book toys out to members of the
library. At its simplest, you need only scan the member’s card, scan the toy’s label
and click on a button.
To book a toy out:
1.

Select option 1, Book In & Out, from the Main menu.
The Book In & Out screen is displayed.

2.

If your Toy Library has more than one branch, select the location from which the
toy is being borrowed from the drop-down list on the Venue field.

3.

Identify the member who is borrowing the toy.
You can do this in three ways:
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•

scan the bar code on the member’s card to read in their membership details

•

use the mouse to select the member from the list in the top half of the
screen (you can use the arrows below the list to sort in ascending and
descending alphabetical order on the fields)

•

use the keyboard to type in the member’s membership number (the number
always begins with the letter M and can be located under the bar code on
the membership card).

If you cannot find the member on the list, it may be that their membership has been
inactivated or not yet activated. Click on the Show All button to the right of the list to
include inactive and not yet activated members in the list.
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Once you have identified the member, Toy Tracker displays information about
the member. For example, the following screen shows a member who:

4.

•

is an active member

•

currently has three toys out on loan, none of which are overdue

•

has a credit balance in their account of £9.10

•

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

Identify the toy that is being borrowed.
You can do this in three ways:



•

scan the bar code on the toy’s label to read in its details

•

use the mouse to select the toy from the list in the bottom half of the screen
(you can use the arrows below the list to sort in ascending and descending
alphabetical order on the fields)

•

use the keyboard to type in the toy’s id number (the number always begins
with the letter T and can be located under the bar code on the toy label).

If the toy was not booked back in after it was last borrowed, the date on which the toy
is/was due back is displayed. Simply click on the Reset button and then on the Book
Toy In button to book it back in. Then begin the procedure to book the toy out again.
5.

Click on the Book Toy Out button to book the toy out.
The Confirm Booking Out screen is displayed
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Check that the following details are correct on the Confirm Booking Out screen:
•

name of member booking out the toy

•

toy which they are borrowing

•

date on which the toy is due back, as calculated by the toy’s loan period
You can change the date if required, for example, to allow for public
holidays.

•

fee to be charged for borrowing the toy.
You can change the fee if required, for example, to facilitate ‘2 for 1’
offers.

7.

Click on Confirm Booking when the details are correct.
A message is displayed, to confirm the date on which the toy is due to be
returned.

8.
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Click on OK to remove the message and return to the Book In & Out screen.
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Using shortcuts to member-specific data
When booking toys out, after you have identified the member on the Book In & Out
screen, either by scanning, clicking or typing, you can use a number of shortcuts to
access member-specific data. These shortcuts enable you to 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 these tasks.

3.3.1 Updating a member’s details
You might need to update a member’s details at any time, for example to record a
change of address. You can do this easily from the Book In & Out screen when
booking toys out.
To update a member’s details:
1.

Select option 1, Book In & Out, from the Main menu.
The Book In & Out screen is displayed.

2.

Identify the member who is borrowing the toy.

3.

Click on the Memb. Details button to display the Member Details screen.

4.

Amend the member’s details as required. This might, for example, mean
changing the Address and Phone fields to record updated information.
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Close the Member Details screen by clicking on the X in its top right-hand
corner.

3.3.2 Listing toys on loan
When booking toys out, you can also check on the toys that the member already has
out on loan. Toy Tracker lists the toys and tells you when they are due back and
whether they are overdue. If required, you can print a list of the toys and access the
toy details.
To list toys out on loan to a member:
1.

Select option 1, Book In & Out, from the Main menu.
The Book In & Out screen is displayed.

2.

Identify the member who is borrowing the toy.

3.

Click on the Toys on Loan button to display the Toys with Member screen.

The screen lists:

4.

•

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 the toys – with pictures – click on the
Print button in the top right-hand corner of the screen:

The following screen shows an example list with pictures.
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To print this list:

5.

•

right click to display a menu

•

select Print from the menu to display the Print screen

•

specify the individual pages or range of pages you wish to print, then click
on OK.

Display the toy details of any one of the toys on the list, showing replacement
costs etc, by clicking on the
button to the left of the toy.
The Toy Details screen is displayed.

6.
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Book a toy from the list back in by clicking on the
toy.

button to the left of the
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7.

Extend the loan period of a toy already out on loan to the member by clicking on
the
button and then confirming the booking out details.

8.

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

3.3.3 Listing the toy reservations made for a member
When booking toys out, you can also check on the toy reservations that the member
has made.
To list reservations for a member:
1.

Select option 1, Book In & Out, from the Main menu.
The Book In & Out screen is displayed.

2.

Identify the member who is borrowing the toy.

3.

Click on the Reservations button to the right of the member list.
The Member’s Reservations screen is displayed, listing all future reservations for
the member recorded in Toy Tracker.
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If a reservation is no longer required, you can delete it by clicking on the delete
button to the left of the reservation. When you confirm the deletion, the reservation is
removed from the system.
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Close the Member’s Reservations screen by clicking on the X in its top righthand corner.

Refer to Section 3.7, Reserving a toy, for details on how to make a reservation.

3.3.4 Adding notes
Toy Tracker lets you record any messages, reminders, notes etc regarding the member
from the Book In & Out screen.
To add notes for a member:
1.

Select option 1, Book In & Out, from the Main menu.
The Book In & Out screen is displayed.



2.

Identify the member who is borrowing the toy.

3.

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

4.

Type the text of the note or message in the Details field.

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

5.

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

3.3.5 Recording loan payments
If a member wants to make a loan payment to their account when booking toys out,
you can use one of the shortcuts to record the payment.
To record a loan payment:
1.

Select option 1, Book In & Out, from the Main menu.
The Book In & Out screen is displayed.

2.
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Identify the member who is borrowing the toy.

Page 3-9

Booking Toys In & Out

3.

Toy Tracker User Guide

Click on the Loan Payment button to display the Loan Payments window.

The window displays the member’s current balance.
4.

Type the amount that the member is paying, in pounds, in the box, then click on
OK.
Another window is displayed, indicating the new balance and asking if you wish
to print a receipt.

5.

If you wish to print a receipt click on Yes, otherwise click on No.
If you clicked on Yes, a further window is displayed, for you to specify what the
payment was for.

6.

Type the text that you want to appear on the receipt in the box, then click on
OK.
A message asks you to check that you have the correct paper loaded in your
printer. You might, for example, want to print the receipt on headed paper.

7.

Check the paper, then click on OK.
The receipt is displayed on screen.
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Print the receipt as follows:
•

right click to display a menu

•

select Print from the menu to display the Print screen

•

specify the individual pages or range of pages you wish to print, then click
on OK.

Booking out multiple toys to a member
For the occasions when a member wants to book out a number of toys, Toy Tracker
provides a method that enables you to build up a list of toys and then quickly book
them all out in one go.
To book out multiple toys:
1.

Select option 1, Book In & Out, from the Main menu.
The Book In & Out screen is displayed.

2.

Version 2.3

Select the venue, member and toy as normal on the Book In & Out screen.

Page 3-11

Booking Toys In & Out

3.

Toy Tracker User Guide

Click the Add To List button at the bottom of the screen.
The Book Out List is displayed with the selected toy and member displayed as
the first item on the list.

You use this screen to build up the list of toys that the member wants to book
out.
4.

Move back to the Book In & Out screen by using one of the following methods:
•
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Click and hold on the title bar of the Book Out List screen and drag the
screen to one side. Then click on the Book In & Out screen which you have
just uncovered.
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Close the Book Out List screen by clicking on the X in its top right-hand
corner. (The list of toys stays in this screen until you either book out all the
toys or clear the list - even if you close the screen.)

5.

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

6.

Click the Add To List button again at the bottom of the screen.

7.

The Book Out List is displayed with the newly selected toy added to the list.
You can amend the following details for any toy in the Book Out List:
•

date in the Due Back Date field

•

amount in the Loan Fee field – if you change this figure then the total
displayed in the Total Fee field at the bottom of the screen is recalculated.

8.

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

9.

When the list is complete, check the details and confirm whether you are taking
payment for the toys now.
If you are taking payment now, ensure that the Take payment now tickbox is
ticked.

10. Click Book Out All Toys.
A message confirms that all the toys have been booked out.

11. Click OK to acknowledge the message.
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A further message asks if you would like to print a receipt

12. Click No if you do not require a receipt or Yes to display the receipt ready for
printing.

3.5

Booking toys in
When toys are returned to the Toy Library you must book them back in so that the
system records them as being available for loan again.
To book toys in:
1.

Select option 1, Book In & Out, 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:

3.

•

scan the bar code on the toy’s label to read in its details

•

use the mouse to select the toy from the list in the bottom half of the screen
(you can use the arrows below the list to sort in ascending and descending
alphabetical order on the fields)

•

use the keyboard to type in the toy’s id number (the number always begins
with the letter T and can be located under the bar code on the toy label).

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

When a toy is returned, it is automatically marked as “Returned For Cleaning”. The
toy is not available for hire until it has been cleaned and its status reset. To reset the
status, click on the toy and click the Cleaned button. The toy is then marked as
“Ready For Hire”. This setting can be turned off by Start Software if it is not required.

3.6

Checking returned toy details
When you are booking a toy back in, you can perform further tasks related to the toy
by using the buttons on the right of the toy list. These 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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3.6.1 Checking the toy loan details
You might want to check the toy loan details to display who has previously had the
toy and when it was due back.
To display the toy loan details:
1.

Select option 1, Book In & Out, from the Main menu.
The Book In & Out screen is displayed.

2.

Identify the toy that is being returned.

3.

Click on the Toy Details button to display the Toy Details screen where you can
see the detailed description of the toy, any extra information and the toy’s loan
history.

4.

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

3.6.2 Listing reservations made for a toy
You can display a list showing all future periods when a toy has been reserved (and is
therefore not available for hire).
To list reservations for a toy:
1.

Select option 1, Book In & Out, from the Main menu.
The Book In & Out screen is displayed.

2.

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

3.

Click on the Reservations button to the right of the toy list.
The Toy Reservations screen is displayed, listing all future reservations for the
toy recorded in Toy Tracker.
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If a reservation is no longer required, you can delete it by clicking on the delete
button to the left of the reservation. When you confirm the deletion, the reservation is
removed from the system.
4.
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Close the Toy Reservations screen by clicking on the X in its top right-hand
corner.

Refer to Section 3.7, Reserving a toy, for details on how to make a reservation.

3.6.3 Adding notes for the returned toy
You could enter notes for a returned toy to record breakages or parts lost.
To add notes for the toy:
1.

Select option 1, Book In & Out, from the Main menu.
The Book In & Out screen is displayed.



2.

Identify the member who is borrowing the toy.

3.

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

4.

Type the text of the note or message in the Details field.

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

5.
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Close the Booking Notes screen by clicking on the X in its top right-hand corner.
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Reserving a toy
You can reserve any toy currently available in Toy Tracker for a future period for a
specified member. The reservations system lets you specify the venue, or branch,
where the toy is required and this is linked to the Picking Lists in Toy Tracker to help
you ensure that the toy is in the right location at the right time.
This section describes how you can:
•

reserve a toy for a member

•

display a list of toys required for a specified date and location (picking list)

•

display a list of toys due to be returned.

3.7.1 Making a reservation
To make a reservation:
1.

Select option 1, Book In & Out, from the Main menu.
The Book In & Out screen is displayed.

2.

Select the venue (or branch) where the member wants to collect the toy in the
Venue field.

3.

Identify the member who is making the reservation.

4.

Identify the toy that they want to reserve.
You might do this by one of the following methods:

5.
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•

scanning the toy’s tag

•

scanning the toy’s label in the catalogue

•

using the Search field in the Toy section of the Book In & Out screen to
search for the required toy and selecting it from the displayed list.

Click on the Reserve button to display the Reservations screen.
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The Reservations screen shows you the bookings and reservations for the
selected toy over the next six months to help you select the appropriate period:

6.

•

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

•

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

Check that the venue displayed for the member in the Venue field is the location
where they want to collect the toy.
The venue displayed is the default one held for the member. This is recorded in
the Norm Drop off field of the Member Details screen. If you want to change
the location where the member will pick up the toy, use the drop-down list on the
Venue field to select the required location.

7.

Click on the calendar button next to the Reserve From field and select the start
date of the reservation period from the calendar.

8.

Click on the calendar button next to the Due Back field and select the end date
of the reservation period from the calendar.
If the period you have selected overlaps a period that is already reserved, then a
message is displayed in the information box at the bottom of the screen
informing you of the date clash. In addition, the Confirm Reservation button is
greyed out, preventing you from making the overlapping reservation, and the
overlapping dates are displayed in red as in the following example:
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When you have selected acceptable dates, click the Confirm Reservation button
to make the reservation.
A message confirms the reservation, as in the following example screen:

10. Click OK to remove the message.

3.7.2 Getting toys to the right locations by using picking lists
Once a toy is reserved for a member, you must ensure that it arrives at the correct
location on the required day. To do this, you can use picking lists.
A picking list identifies the group of toys that needs to be taken to a specific location
on a specific date. You can add toys to a picking list so that it includes not just
reserved toys but also any other toys that you want to move to the location.
To use the picking lists:
1.

Select option 3, Picking Lists/Reservations, from the main menu.
The Picking Lists screen is displayed.
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In the Future Picking Lists field, select the date and location for which you
want to display the list of toys required, eg ‘10 Oct 2009 Shipton Village Hall’.
The drop-down list available on the Future Picking Lists field lists only those
dates for which toys have been reserved.
Once you have selected the required date, the following details are displayed:
•

the location at which the toys are required in the Branch/Setting field

•

the date on which the toys are displayed in the Date Required field

•

the list of toys that need to be taken to the location in the Picking List To
Take box.

The following screen shows an example.



Note that the Loan Type column in the Picking List To Take box identifies the loan
type as ‘Reservation’.
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If there are any toys that are due to be returned, these are also displayed in the
Picking List To Be Returned box.
3.

If you want to take additional toys to the location, manually add them to the
picking list.
To add toys to the picking list use the Toys box on the right hand side of the
screen:



•

ensure the correct venue and date are displayed in the fields at the top of the
screen

•

filter the list of toys to show a smaller selection by:
−

entering toy names or codes as required in the Filter field

−

using the Clear Filter button to remove the filter if you wish to change
the applied filter

−

using the Show All Toys tickbox to include only toys on loan or
available for hire (when not ticked) or to include damaged, broken and
discarded toys (when ticked).

•

click on the required toy to select it

•

click the Add to Picking List button.

Note that the Loan Type column in the Picking List To Take box identifies the loan
type as ‘Pick List’.
If you select a toy that is on loan or reserved, then a warning is displayed to
inform you of the conflict.
4.

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

5.

Print the list of toys by clicking the Print Picking List (to take) button.
A list of the toys to take is displayed for you to print as required.

The toys are grouped by loan type, eg ‘Reservation’, ‘Pick List’ or ‘Normal
Booking’.
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6.

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

7.

Book the toys out in the normal way.
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And confirm the booking.

3.7.3 Displaying a list of toys due to be returned
The picking lists in Toy Tracker also enable you to keep track of the toys that are due
to be returned. You need only to enter a date to get a picking list of toys to be
returned.
To display the list:
1.

Select option 3, Picking Lists/Reservations, from the main menu.
The Picking Lists screen is displayed.
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In the Future Picking Lists field, select the date and location for which you
want to display the list of toys to be returned, eg ‘10 Oct 2009 Shipton Village
Hall’.
If there are no toys reserved to go out on the date you want, then the required
date will not be available in the Future Picking Lists field. If this is the case,
enter the required date in the Date Required field.
If there are any toys expected back by the specified date but not yet booked back
in, they are displayed in the Picking List To Be Returned box.

3.

Print the list of toys by clicking the Print Picking List (to be returned) button.
A list of the toys expected back is displayed for you to print as required.

The toys are grouped by venue, so that for each branch or venue you can see
which toys are due to be returned and the date on which they expected back.

Page 3-24

Version 2.3

