
BLUEcloud Central 
Basics

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

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

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

Username: ___________________________ 

Password: ___________________________ 

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. 

Return Home by clicking the Sirsi icon at the top left.
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Staff Menu 

1. The Staff menu lists the
operations you have access
to, such as Circulation. Click
the Staff drop-down to list
those options.

2. Click Circulation.
3. Click Search to begin using

BLUEcloud Circulation

 Menu Search 

Click the magnifying glass and 
begin typing. Potential 
destinations are presented. 

User Menu 

1. Displays your account name
2. Change the Language
3. Change the displayed background
4. It is not recommended to change your password

a. ONLY your BLUEcloud password will be
changed and support is unable to look it up.

5. Select a preferred printer
a. This is for printing receipts using an additional

application called QZ Tray.
6. Sign out

Help Menu 

Click the icon to open BLUEcloud Central Help. 
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Patron Search 

Staff > Circulation > Search 

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. 

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

patron is pulled up.
● 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. 
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Catalog Search 

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

1. Toggle between Patron and Catalog Search by clicking the title or arrows.
2. Choose the way you’d like to search (Author, Item Barcode, Title etc)
3. Enter item 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 title name once to view a brief record. 

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

Detailed Record Example 
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Check Out an Item 

1. Make sure your
Patron
Search/Catalog
Search toggle is on
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.

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

Enter on your keyboard.
3. You will notice that the "Items" total will increase with each

checkout.
4. The item(s) you checked out will display in a list as you scan

with “New” next to each one.

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 
long as you stay within Circulation. Special due date will need to be added 
again if you move between Circulation and another area in BLUEcloud 
Central such as Cataloging. 

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. 
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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.

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

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.  
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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. Items that are renewed through OPACs or 
self-check stations are automatically designated as renewed unseen. 

1. With the patron record pulled up, choose Items from the menu.
2. Select the checkbox next to each item that you want to renew.
3. Click the Renew button located in the upper right corner.
4. A dialog displays, asking if you want to renew the items as seen or unseen. Click the appropriate button

for your situation.

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 

A dialog appears, indicating whether or not the items 
have been successfully renewed and marking the 
progress if you have selected multiple items. If one 
or more renewals fail, the dialog gives the reasons 
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
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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.  

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.

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.
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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.

3. View the item
information. If an item
is checked out to a
person or available to
fulfill a hold, the
system will alert you.

BLUEcloud Circulation 

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

● Mark Items Used
● Bills
● Viewing Holds
● Placing Holds
● Detailed Claims Returned instructions

Learn about other BLUEcloud products through INFOhio’s Learning Pathways 

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