BLUEcloud Central
Basics

To access BLUEcloud Circulation, log into BLUEcloud Central using your preferred browser. Bookmark the
BLUEcloud Central URL for future use.

e BLUEcloud Central URL: https://bluecloud.infohio.org

BLUEcloud
Please note: Your BLUEcloud Central login is not the same as your 120,
WorkFlows login.
Password

Username:

Password T

1. Click your district to display the buildings.
2. Select the building you'll be working in.
3. Click the Select Institution button. The building name will update (if changed).

If you're working in multiple buildings, follow this process to change the building you are working in.
Keep in mind that your district name (#2) groups your buildings together. The district name is not
linked to a specific database. You must choose the building that you will be working in. Otherwise, you
will get an error message when trying to access Circulation.

BLUEcloud Central [h TestLongfellow ES ~ 1 & admin@woce.iniohio.org ~

* = WOCO
» Ridgemont Local Schocls
b Riverdale Local Schools
* Riverside Local Schools
Russia Local Schools
¢ Sidnay City Schools
2 = Test Database

Test - DISTRICT

Circulation Test Emerson ES

3 Test Longfallow ES
el

Test Northwood 1S

Select Institution Home Institution

Return Home by clicking the Sirsi icon at the top Ieft.m


https://bluecloud.infohio.org/

Staff Menu

1. The Staff menu lists the
operations you have access ) v Staff ~+ 4 Connections ~
to, such as Circulation. Click
the Staff drop-down to list . .
those options. Circulation > 2

2. Click Circulation.

3. Click Search to begin using
BLUEcloud Circulation

Menu Search Admin ~ | cil Q BLUEcloud C
Click the magnifying glass and Check Item Status (Staff = Circulation > ltem Management)

i ifyi

begin typing. Potential Holds Pull List (Staff > Circulation > ltem Management)

destinations are presented.
Holds Shelf (5taff = Circulation > ltem Management)
Mark ltems Used (Staff = Circulation > ltem Management)

Print Templates (Admin > Products > Circulation)

Profiles (Admin > Products > Circulation)

Receive Transit (Staff = Circulation > ltem Management)

User Menu
1. Displays your account name 3 tesisbhs_lib1@woco.infohio.org ~ 1 Q)
2. Change the Language
3. Change the displayed background Select Language
4. ltis not recommended to change your password
a. ONLY your BLUEcloud password will be LEEHIETE AT

changed and support is unable to look it up.
5. Select a preferred printer

Change Password

a. This is for printing receipts using an additional Manage Printers
application called QZ Tray. Sign Out
6. Sign out
Help Menu 8  iesisbhs_lib1@woco.infohio.org

Click the icon to open BLUEcloud Central Help.




Patron Search
Staff > Circulation > Search

Welcome to BLUEcloud Circulation

Pafron Search +=* Scan or search for patrons

Patron Registration Fast Add Registration Check In

1. Toggle between Patron and Catalog Search by clicking the title or arrows.
2. Choose the way you’d like to search (Homeroom, Name, etc)
a. Tips and tricks for search fields
i.  Search by Fname, Lname or combination of both.
ii. Use commas to separate words or not.
iii. Use $ as a wildcard to search partial names. je$ will result: Jessica, Jesse, Jen,
etc.matching first or last name.
iv.  Birthdate search: enter a year or mm/dd/yyyy or mm/yyyy.
v.  Email search: enter full or partial. If your district uses a pattern you can pull up an entire
grade level by their graduation year. Eg. 31
vi. Unused fields: Company, Homeschool, License, SSN, Street, Web Authentication
3. Enter some patron information in the search box.
4. Click the magnifying glass or Enter/Return key on your keyboard to search.

If there is more than one result, click a patron name to view a brief record.
Click Patron Information for the full patron record.

Please note the following alerts for this patron.
Items Overdue

3

Unpaid Bills
£8.46

View Bills View Items Acknowledge

If the Patron has Bills or Overdue Items an alert will appear.
e View Bills: only appears if there are bills.
e View ltems: only appears if there are overdue items.
e Acknowledge: closes the alert & prevents it from displaying again for that user but is reset when a new
patron is pulled up.
e Close: will close the alert.

When searching for a user, BLUEcloud Circulation will remember the last library and the last index
that was selected for a patron search, even after the staff user logs out and back in.




Catalog Search

Select Catalog Search to search BLUEcloud Circulation for a specific item. You can use the following fields
when you search for items:

Toggle between Patron and Catalog Search by clicking the title or arrows.
Choose the way you’d like to search (Author, Item Barcode, Title etc)

Enter item information in the search box.

Click the magnifying glass or Enter/Return key on your keyboard to search.

s

Welcome to BLUEcloud Circulation

Catalog Search &* Scan or search for an item All Fields

Patron Registration Fast Add Registration Check In

If there is more than one result, click a title name once to view a brief record.

Hover over and click the call number, library, item ID etc. To view a detailed record.

Stafl > Circulation > Search > Catalog Search > Fuzzy fights back

& Catalog Search «=* fuzzy 14 results found | All Fields Q,
Search Results Fuzzy fights back New Hold
Title Author Hale, Bruce, author, illustrator.

Fuzzy mud Publication Details New York : Scholastic Press, 2019.

Series and Volume Class pets ; bk. 4; Class pets.

Fuzzy fights back

ISBN/ISSN 9781338145274; 9781338145298; 9781549088032
Benjamin Bear in Fuzzy thinking : @ Toon book. .
Subject Pets — Fiction.; Guinea pigs — Fiction.; Schools — Fiction.; School stories.

Super simple magnets : fun and easy-to-make craft...

Holiday & everyday projects. Call Number / Items
Cats are like that Call Number 4 Library 4 Item ID % Item Type $ Current Location & Home Location 4
Super simple jewelry - fun and easy-to-make crafts f._ PB HAL LoBU 34280006001521 PAPERBACK AVAILABLE AVAILABLE

Suner simnle art o wear * fun and easv-io-make cra

Detailed Record Example

Fuzzy fights back New Hold 34280006001521
Author Hale, Bruce, author, illustrator. Total Checkouts 3 Item Type PAPERBACK
Publication Details New York : Scholastic Press, 2019. Ongoing Checkouts 3 Current Location AVAILABLE
Series and Volume Class pets ; bk. 4; Class pets. Ongoing Renewals 0 Home Location AVAILABLE
ISBN/ISSN 9781338145274; 9781338145298; 9781549088032 Checkouts to Date 3
Subject Pets - Fiction.; Guinea pigs -- Fiction.; Schools - Fiction.; School Renewals To Date 0 Current Patron ID
stories. In House Uses 0 Last Patron ID 2480000130302
Call Number / Items
Last Activity MNov 15 2024 Price $5.99
Calt Number g Library v ftem D ¥ ftem Type + Last Check Out Date Aug 19 2024 Date Created Mar 07 2023
I PB HAL LOBU 34280006001521 PAPERBACK Last Check In Date  Aug 19 2024 Date Inventoried




Check Out an Item

1. Mlake sure your Welcome to BLUEcloud Circulation
Search/Catalog
SearCh tOgg|e |S on GERIS=IGE S earch for patro ALL_LIBS

Patron Search.
2. Choose the way
you’d like to search (Name, Alt ID, User ID, etc.) and select a specific library.
3. Enter patron information in the search box.
4. Click the magnifying glass or use your Enter key to search.

Patron Search «* test ALL_LIBS ~ | Name v
Test, Janah E Items Special Due Date | | Email Print Renew | | Edit Due Date Check out \tem;o %
[] Titles Call Number ¥ Item ID ¥ Due Date ¥ Check Qut Date ¥
Patron Type: STUDENT1
' Patron ID: 2439 Spring o m 7455 THO 3261201006521 Mar 24 2022 11:59pm EDT Feb 24 2022 03:52pm EST
- Status: BLOCKED

Alerts: View |:| Snowman magic ETEG 32612003607565 Feb 16 2022 11:59pm EST Feb 15 2022 01:47pm EST
1 oL
° |:| Thanksgiving 394 2649 PEP 32612060313909 Feb 25 2022 11:59pm EST Mov 17 2021 01:48pm EST
9 |:| Coping with cold 531 4 HOF 32612050050727 Mar 29 2022 11:59pm EDT Dec 20 2021 11:58am EST
& shumaker@infohio.org
Navigation Options
ltems |4

If there is more than one result, you will be presented with a list.

1. Scan or type the barcode.
2. Click the book icon with the arrow to check out the item or hit

This item is already charged to another patron.

Ttem I0: 32612010086258
Enter on your keyboard Patron Name: Test, Janzh
3. You will notice that the "ltems" total will increase with each Patron ID: 2430
Checkout Do you want to continue with checlkout?
4. The item(s) you checked out will display in a list as you scan Hfem vl e ehecked I from the current patron
with “New” next to each one. =3
Call Number % ltem ID % Due Date *

Special Due Date

Before scanning items, click Special Due Date to manually select a due
date. This can be set “For the rest of this session” to apply to checkouts as
Speil dus date: long as you stay within Circulation. Special due date will need to be added
s again if you move between Circulation and another area in BLUEcloud
Central such as Cataloging.

Spedial Due Date

11:59 PM v

Use specizl due date

J For the rest of this session
) Far this user only

@) For this checkout only

Permitting Checkout of a Checked Out Item

If a user tries to check out an item, but the item is showing that it is
currently checked out to another user, BLUEcloud Circulation will allow the user to check out the item without
leaving the check out screen.



Check In an Item

1. Click the Check In quick link icon at the top of your screen. This icon will be displayed on all circulation
screens, so you can access Check In from anywhere within Circulation.

2. A Check In button is available below the search field.

Stafi > Circulafion > Search

Welcome to BLUEcloud Circulation

Fatron Search +=* Scan or search for patrons

ALL_LIBS

Patron Registration Fast Add Registration Check In g

Scan or type the item you have in hand.

hrowbd=~

Click the arrow or Enter/Return key to check that item in. This is not necessary when scanning.
You'll see the item you checked in on the list of items that have been checked in.
If there are any special instructions, such as items going into transit or holds, those will appear.

Name ‘.

I Patron Search &* smith
I— . .

Check In
[] Titles Call Number §

Frenchiown summer e F CORMIER

One task that you can easily resolve in BLUEcloud
Circulation relates to items in transit.

If you receive a message telling you an item is in transit,
switch your library context to whichever library you need
and check the item in at that library. Once the item has
been properly checked in at the transiting library, switch
your library context back to your library and check the
item out as needed.

User Claims
Returned

If a user claims they
have returned an item
currently checked out
to them, it is possible
to mark the item as
"claim_returned" while
the item is searched
for.

Items

[] Title$

[] Bad Kitty school daze

ltem 1D %
32612015025137
32612650000049

[ Bad Kitty school daze

I:‘ The day the fifth grade disappeared 32612010103921

Catalog Search Print

o @) GO

Itam ID ¥ Item Type s Route/Transit To &
34621600062866 FICTION SBHS o
Block X

This item is in transit

Close

Special Due Date Email Print Renew Edit Due Date heck out items

Due Date ¥ Check Out Date Status ¥

Sep 13 2022 11:529pm EDT Aug 30 2022 03:42pm EDT CHECKED_OUT

Sep 13 2022 11:59pm EDT Aug 30 2022 03:43pm EDT CHECKED_OLU,

Status ¥
Oct 312022 11:59pm EDT Aug 03 2C
CHECKED_QUT

Mark Claimed Returned

CHES

CHECKED_OUT



Renew an Item

BLUEcloud Circulation allows you to renew items that a patron has checked out. To renew items, navigate to
the Patron Record that contains the checked out items.

When renewing items, users have the option of selecting whether the renewed items are seen or unseen at
the time of renewal. If a patron brings the physical item in to renew, you will select Renew as Seen. If they
renew it without bringing the item in, select Renew as Not Seen. Iltems that are renewed through OPACs or
self-check stations are automatically designated as renewed unseen.

With the patron record pulled up, choose Items from the menu.

Select the checkbox next to each item that you want to renew.

Click the Renew button located in the upper right corner.

A dialog displays, asking if you want to renew the items as seen or unseen. Click the appropriate button
for your situation.

S

Note: If you are renewing more than one item, all the items selected must be renewed as either seen
or unseen. You cannot renew some items as seen and some as unseen during a single bulk renewal

Patron Search +* test ALL, ~ | Name ~
Test, Janah E Ttems Spedial Due Date Email Print Renew Edit Due Date Check out items ﬁ\
[] Tities Call Number ¥ Item ID 3 Due Date ¥ Check Out Date 3
Patron Type: STUDENT1
. Patron ID: 2439 [ snowman magic ETEG 32612003607565 Feb 16 2022 11:50pm EST Feb 15 2022 01:47pm EST
‘ Status: BLOCKED
Alerts: View d Thanksgiving 394 2649 PEP 32612060313909 Feb 25 2022 11°59pm EST Nov 17 2021 01-48pm EST
Ml oLFN
0 [] spring 7455 THO 32612010065211 Mar 24 2022 11:50pm EDT Feb 24 2022 03:52pm EST
e [ coping with cold 591.4 HOF 32612050050727 Mar 29 2022 11:59pm EDT Dec 20 2021 11:58am EST
B shumaker@infohio.org

Renew - 1 Ttem Selected

Navigation Options

|- © <)
Bilis \Z| Renew as Seen o Renew as Not Seen Don't Renew
Holds o)
Patron Information
A dialog appears, indicating whether or not the items Renew Items 6 X
have been successfully renewed and marking the
progress if you have selected multiple items. If one 1 item was successfully renewed
or more renewals fail, the dialog gives the reasons v/ 32612060313309 Thanksgiving
for the failures. If any overrides are required, you are
prompted to either acknowledge the override or enter
the override code.

**See the BLUEcloud Circulation Learning Path for receipt print options if you are set up with Silent Printing.
https://www.infohio.org/campus/learning-pathways/course/bluecloud-circulation



https://www.infohio.org/campus/learning-pathways/course/bluecloud-circulation

Edit Due Date

If an item has already been checked out, library staff can use the Edit Due Date button to extend or shorten the
due date of an item. To edit the due date for an item or items, navigate to the Patron Record of the patron who

has the items checked out.

shumaker@infohio.org

Navigation Options

I ltems o

Bills

Holds

Patron Information

Patron Search «=* | test ALL_LIBS Name v n
Test, Janah ; Ttems Special Due Date Email Renew Edit Due Date [check out items
[ Tities Call Number 3 Item 1D % Due Date ¥ Check Out Date ¥
Patron Type: STUDENT1
. Patron ID: 2439 Snowman magic ETEG 32612003607565 Feb 16 2022 11:50pm EST Feb 15 2022 01:47pm EST
PN Status: BLOCKED
Alerts: View Spring 745.5 THO 32612010065211 Mar 24 2022 11:59pm EDT Feb 24 2022 03:52pm EST
M oL
0 Thanksgiving 394 2649 PEP 32612080313909 Mar 25 2022 11:59pm EDT Nov 17 2021 01:48pm EST
e [ coping with cold 5914 HOF 32612050050727 Mar 29 2022 11:59pm EDT Dec 20 2021 11°53am EST

1. With the patron record pulled up, choose Items from the menu.
2. Select the checkbox next to each item to edit the due date.
3. Click the Edit Due Date button located in the upper right corner.

4. Click the calendar to select the new due
date.

5. Click Set.

6. A dialog box appears, indicating whether
or not the due dates have been
successfully updated.

Route Item X
Route to: DLHS

Title: Jade green : 2 ghost story
Call Number: FIC NAY

Ttem ID: 32612100093693

Number of Parts: 1

Edit Due Date

New due date:

Feb 25 2022 Edit Due Date

11:59 PM

Use special due date New due date:

Mar 29 2022

March 2022 ~

Receive Items in Transit
1. Go to Staff > Circulation > Item Management > Receive Transit.
2. Scan the barcode of the item being received.
3. View any "Route to" information.
4. Follow standard procedures to direct the item to its destination.

8



Check Item Status
Check Item Status makes it easy to know what to do with items that have been left out or left behind. This
feature will notify staff of the next steps: reshelve the item, trap for hold, check in, or return to a student.
To easily determine what the current status of an item is, scan the barcode of an item to receive current
circulation information.

1. Go to Staff > Circulation > Item Management > Check Item Status

2. Scan the item barcode.

Staff = Circulation = ltem Management > Check Item Status

B Checkltem Status [5can an item to check status
I Call Number = Title Item ID = Status + Owning Library = Route To 7
I FIC COL The ballad of songbirds and snakes 36847-2001 On Shelf DLFN AVAILABLE
1
. . ltem is Checked Out Item Trapped for Hold x
3. View the item
information. If an item & Harry Potter and the philosopher's stone & The house in the night
i Rowiing, J. K. Swansen, Susan Marie.
IS Checked outto a Call Number FIC ROW1 Call Number ESWA
person or available to Item 1D 32612000083745 ftem 1D 261243000545
. Checked Out To
fulfill a hold, the On Hold For
Name SMITH, SANDRA
SyStem will alert you. Patron ID 2261200000335 Name SMITH, SANDRA
Due Date 0912872021 Patron ID 22612200000335
Check Out Date 0972272021 Phone
-Clnse -Close

BLUEcloud Circulation
INFOhio’s BLUEcloud Circulation Learning Pathway also has training on
the following:

Mark Items Used
Bills
Viewing Holds

. BLUEcloud Circulation
Placing Holds —’q

Detailed Claims Returned instructions

Learn about other BLUEcloud products through INFOhio’s Learning Pathways

G

My Classes

ey ey "

https://www.infohio.org/campus/learning-pathways/bluecloud/

LI



https://www.infohio.org/campus/learning-pathways/bluecloud/
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