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 Contact TdS when you find it necessary to go into backup mode. 

 

 Confirm that the old backup LOG file is deleted. (See last page p. 5 for details). 

 

 Open WorkFlows.  NEVER uncheck the box that says Show this window on next 

startup.  If you donôt get this initial configuration window, you will not be able to operate 

in offline mode when the server is down. The software does not load if the server is 

down unless you check the box Operate in Offline mode.   

 

When you check the box Operate in Offline mode, youôll notice that the system will grey 

out the host and workstation information and proceed with loading the software. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 When the software has loaded, you must select the offline toolbar.  The system does not 

automatically do this for you.  To change toolbars, click Preference. Move down to 

Desktop.  Highlight Current Toolbar and click on Select.  A box listing the various 

toolbars pops up.  Click on offline.  Then click OK. 

 

 Click the first icon (square box with electrical plug-ins) on the left to set session settings, 

next to the red arrow.     

 

o Do not check Review Settings each Session unless you want this box to pop up for 

every offline transaction you perform. 

o Set User Access to STANDALONE.    
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o Be sure your library is correctly selected from the drop-down list. This is critical.  

The system will need this information so it knows where the transaction 

originated! 

o Check to make sure the current date and current time are correct. 

o You can leave the default date due blank.  The system will set the correct date due 

based on your circ policies when the system comes back up.  Or, you can enter a 

default date due, if you wish. 

o Do not change the log directory. 

o If you check the box Use user delinquent list file, you will be alerted when 

patrons with overdue materials attempt to charge new materials.  Even though you 

are offline, the system can refer to a file of patrons with overdue materials that 

resides on your PC.  This file is automatically generated by the system on a daily 

basis and downloaded to your PC when you login to WorkFlows. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Click OK.   

 

 Before you begin using the offline CheckOut, Renew Item, and Discharge wizards, 

right click each wizard and click Properties.  Set Printing to NONE.  [If the receipt 

printing on each wizard is not set to NONE, it ñhangsò the transaction, and the hour 

glass will not close.] 

 

 Before registering a user in offline mode, follow the instructions on the next 

page. 
 

 Special checkout circumstances: 
 

 If an item already checked out to a patron is charged by that patron again, it will be 

renewed. 

 

 If an item already checked out to a patron is then checked out by another patron, the 

item is discharged from the original patron and checked out to the new patron. 
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 When registering patrons in Offline mode, you will be shown a default property screen.  Please 

select your library from the user library drop-down list and set a default user profile.  Once these 

have been set, you can choose not to have this window pop up each time by clicking never on 

Display Property Page.   (If, at some later time, you want to check the property screen, right click 

on the register user icon.) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 When adding a new user, fill out only the first tab called User Information.  After the system 

comes back up, search for the patron name and add the address and extended information.  The 

reason for this is that the data entered in the address and extended information fields in the offline 

form must exactly match the input of data in our online forms.  If it doesnôt, your statistics and 

reports wonôt be correct and data could be lost. 
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 As a safety precaution, we recommend that you copy your LOG file to another 
folder in case there is any problem with the upload (see instructions on p. 5).  Do 
NOT proceed to the step below until you make a back up copy.  

 

 Open WorkFlows, but uncheck the Operate in Offline Mode box. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Click OK. 

 Login with your CIRC user ID and Password.  (Just by logging in, the PC will send the 

offline backup files to the Sirsi.net server.) 

 You will still see the offline mode toolbar.  To change toolbars, click Preference. Move 

down to Desktop.  Highlight Current Toolbar and click on Select.  A box listing the 

various toolbars pops up.  Click on Circulation.  Then click OK. 

 Call TdS when you have completed these steps!  TdS staff will proceed with 

processing backup files. 

 

 

 

 

Sending Offline Transactions 
 

 


