INTRUCTIONS FOR MONITORS





2010 - 2011
CHECKING OUT MATERIALS:   CKO

· Make sure the student is standing at the “line begins here” spot before you take their card.

· Check the computer screen to see that you are in CHECKOUT.

· Scan the patron’s GoCard barcode. Check to see that the name on the card matches the name on the screen, and the photo matches the student. 

NOTE: Call a librarian if the patron has OVERDUES.

· Scan each book’s barcode. Check to see that the title of the book matches the title on the screen.

· Put MAGAZINES in the white envelopes (the magazines have no barcodes – they are on the envelope.) 

· Put only one magazine in each envelope. 

· When you hear a buzz after you scan in the barcode – type in the number of items you will be putting in the envelope: only “1” (ONE).

DESENSITIZING BOOKS AND INSTERTING DATE DUE SLIPS

· Print date due slip (F11). Tear off and give to patron.


WARNING: DO NOT DESENSITIZE AUDIO OR VIDEO TAPES. (USUALLY 

           THEY HAVE A GREEN WARNING STICKER.) SLIDE THEM DOWN DESK

           AND HAND TO PATRON. 

