CREATING A SPECIAL RESERVE GROUP

1. Open Group Editor. M
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3. A New Special Reserve
Group appears on the left.
Double click it to edit it, OR
click once on it to highlight it,
then choose Edit.
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4. At the next screen that opens, you can rename your group to whatever you wish to call it. (e.g., Mr. Jones’
5t period class, Civil War project books, AP English Reserve). You can also type a description in if you want.

If the reserve is for a
project that will be over
on a certain date, you

can indicate an
expiration date — after
that date, all books
included in the reserv
will  revert to their
normal status.

You can also select

whether you wish the
books to still  be
available to all patrons or
whether you wish only
patrons who are
members of this group to
be able to sign them out.
(You will have
override  option ~ in
circulation if you choose
the latter, so you can still
sign out books to others
not in the group, if you
wish.)

5. Now, click on the tab
titled “Item Members”
to add the items to your
group. You can search for
them like you would in
cataloging, but the
simplest way is usually to
click the drop down arrow
and choose “Scan items
into current group.”
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6. Now click the
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7. Click the “Circ
Limits” tab and set
your loan and
renewal limits (how
many items each I Loan Limit [Nane =] I Renewsl Linit [Nore =]
patron can  take
out/renew an item).
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9. The “Group

Access” tab

controls  whether Groups With Shared Access To Curent Groups Without Access

or not members of Cbrarans

other login groups rédt'sz'ng

are allowed to il Students

make changes to

this group.

Normally, only

members of the |

login group who

created the special

reserve group can

edit the special

reserve. Since the

librarian is the one

who generally

manages these

groups, it will not

usually be

necessary to add a

group; however, if
you wish to do so, ok | Corcd | teeb |
simply highlight
the group on the right and click the double arrow that points to the left to move it to the left pane.

Once you have made all your changes, click Apply and/or OK and your special reserve group should be ready
to go!



