How-to use ATHENA™ software by the Sagebrush Corp.

Open up your CD and go to the Folder entitled: Chapter 2 Traditional Research
And select the folder entitled: How-To use Athena ™ software by the Sagebrush
Corp.

What is Athena™ ?

Athena is the best-selling library automation system for Windows. Athena
provides circulation, searching, cataloging, cross-platform capabilities (Macintosh
and DOS), and related functions for large and small libraries and school districts.
Optional modules include Spanish and French interfaces and Weblink, which
allows patrons to search an Athena collection via the Internet. There is also a
sample working exercise on the Goodies CD> How-to use ATHENA™ software

by Sagebrush Corp.

How does Athena™ assist librarians and their clients?

Let's review some of the task performed by librarians and then have a look at
how you--- a college student or fashion professional use the library for research.

Circulation includes many different activities, but they all have one purpose:
keeping track of your library materials to ensure that they are available to your
patrons. There are two types of circulation tasks: daily and administrative.

Daily Circulating Activities:
Daily circulating activities are those tasks that you perform as part of the day-to-

day operation of your library. Since these tasks are usually performed from your
library’s circulation desk, they are often called circulation desk activities.



Checking out items. Athena automates the check out procedure, making it
efficient, easy and fast. When you check out an item, Athena calculates the due
date, updates the item’s circulation record and revises the patron’s record in one
simple operation. Athena even has built-in safety features to prevent you from
accidentally checking out restricted or reserved items.

Checking in items. When you check in items, Athena automatically applies
fines, but gives you the opportunity to change the amount and process
payments. If the returned item has been reserved by another patron, Athena lets
you know before you return it to the shelves.

Viewing item status. You can use Athena’s Item Status function to
determine whether an item is on the shelf, on loan, reserved, lost, damaged, etc.
If you need to change an item’s status, you can do it quickly.

Viewing patron status. Athena’s Patron Status feature provides an easy
way to view information for a particular patron. Whether it is information about
items on loan, reserves, fines, or contact information such as a phone number,
you can access it using Athena’s Patron Status feature. You can also use this
feature to process and adjust fines.

Renewing items. When a patron wants to renew an item, Athena takes
care of the details by automatically updating the circulation records.

Reserving items. With Athena, placing a reserve is simple. If there are
multiple copies of the same title, you can choose between reserving a particular
copy, and reserving the first available copy. Athena lets you know when a
reserved item becomes available, and reminds you which patron has reserved
the item.

Booking items. Athena’s Booking feature allows patrons to book items for
future use. The patron specifies the starting date and ending date, and Athena
books the item for the entire period.

Recording in-house use. Sometimes, rather than checking out items,
patrons will use them in the library. Athena’s Record In-house Use feature helps
you track this in-house usage.

Administrative Tasks:

Administrative tasks are activities that help you manage your circulation system.
These tasks are typically performed on a weekly, monthly, or even yearly basis.

Maintaining patron information. Athena makes it easy for you to view or
update patron information. You can quickly add new patrons or change
information for existing patrons.



Producing overdue and fine notices. If your library sends patrons overdue
or fine notices, Athena can save you time by producing the notices for you. All
you have to do is say how you want the notices printed, and Athena will do the
rest.

Generating statistical and other reports. Athena’s circulation reports give
you the information you need about your library’
s circulation. You can list overdues, fines, items on loan, and other circulating
items. Athena’s many statistical reports also help you keep on top of your
library’s circulation.

Setting loan periods and other Circulation parameters. You can set loan
periods and other Circulation parameters to customize Athena so that it meets
the needs of your library.

Backing up circulation data. Athena makes it easy to backup your
circulation data. Should you ever need to restore your data from a backup, the
process is simple.
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There are two ways to renew an item:

Enter the item’s barcode number (without identifying the patron).

Identify the borrowing patron and select the item to renew from a list of all
items on loan to that patron (or enter its barcode).

To renew an item using its barcode number (without identifying the patron):

1. From the Welcome screen or any Athena menu, click the Circ Desk quick
start button.

2. Click the Renew tab.
3. If identifying a patron by ID number or Name is not your library’s default,

temporarily switch to one of these methods. For more information, see Changing
the Method of Identifying a Patron.

4, Scan the item’s barcode label. Alternatively, type its barcode number and
click Select.
5. If the item has an hourly loan period, you will see the Hourly Checkouts

dialog box. If necessary, change the due time by dragging the hands on the clock



(or by entering the desired time in the box below the clock). When the due time is
correct, click OK.

Tip  To override Athena’s due date, before renewing the item, click Due Date
and specify the desired due date. For instructions, see Changing the Due Date.

To renew an item by selecting it from a list of items on loan to the patron:

1. From the Welcome screen or any Athena menu, click the Circ Desk quick
start button.

2. Click the Renew tab.

3. Identify the patron renewing items. If you need help, see Identifying a
Patron. Athena will list the items in the active collection that are on loan to this
patron.

4, Click the title that you want to renew, or enter the item’s barcode number.
5. Click Renew.

6. If the item has an hourly loan period, you will see the Hourly Checkouts
dialog box. If necessary, change the due time by dragging the hands on the clock
(or by entering the desired time in the box below the clock). When the due time is

correct, click OK.

7. Athena will display a dialog box telling you the item has been renewed.
Click OK.

Note
Although the list of items on loan includes only items from the active collection,
Athena does display the total number items on loan (from all collections) along

with the patron name and group information.

Tip  Torenew all the items on loan to a patron, click the Select All button. Then
click the Renew button.

In terms of the final result, renewing an item is very much like checking it in and
then checking it out again. Athena will:

Check to see if the item is overdue. If it is, Athena will alert you and apply
the necessary fines.

Check to see if other patrons have reserved the item. If they have, Athena
will alert you and allow you to cancel the renewal.



Check to see how much this patron owes in fines. If the patron has
exceeded the allowable fine limits, Athena will alert you. For more information
about fine limits, see Check Out Limits.

Check to see what other items are on loan to this patron. If the patron has
borrowed more than the maximum number of items, Athena will alert you. For
more information, see Check Out Limits.

Check to see if this patron has more than the maximum allowable number
of overdue items. If so, Athena will alert you. For more information about overdue
limits, see Check Out Limits.

Check to ensure the item is not required to satisfy an upcoming booking.

© 1993-2001 Sagebrush Corporation

T I=1E

File Edit Bookmark Options Help

Help Topics  Back | Erint | Glozzany

I Cantents |€% 1nde:-:| % §earch|

=-1(0) Getting Started

LG e Caongratulations! You have just purchased a high perfarmance library automation
[£] Learning athena product. Athena gives you the power you need to run your library the way you
-8 Up and Running want it run.

[ J--@ Basics

g : ) However, Athena does maore than help you run your library - it helps your patrons
LJ@ C"'C“'E'F'D” ton. Athena's revolutionary searching capabilities give them the power they need
LJ% Search”f'g to perform highly advanced, precise searches. Yhat's more, Athena does this
4@ Cataloging without sacrificing the needs of your less saphisticated patrons. Regardless of
LJ--@ Inventary

=

i

=

L their level, your patrang will find that Athena enables them to get the most fram
[ J--@ Systern Administration

our library.
[ J--@ Syskem Maintenance y ¥

- @ athena Utilities Despite its power, Athena is a visually oriented product that is intuitive, easy to
learn and fun to use. Even computer novices will be using Athena in no time.




<2 Athena Help 2

File Edit Bookmark Options Help

(x|

Q Accessing Patron Information
Q Configuration

[+ Q Cataloging

H Q Inventory

Summary T

@ Displaying System Statistics
Changing the Warning Sound

@ rasswords

Q System Parameters

i ol

Help Topics Back I Frint I Glassany
Caontents H
el eICA FECIM  Required Tasks
=[] Getting Started -]
Welcame TASK Menu REFERENCE
i [£] Learning athena Learn Athena Learning Athena
= Q2| Up and Running
2] Required Tasks Enter Catalog Data
[£] optional Tacks Wanual Entry Cataloging Easy Entry
- @ Basics
- Circulation MARC Entr
([ Searching IFrpoting Cataloging Importing MARC Records
@ Searching with Athena - An O
([ Specifying the Search Enter Patron Data Patron Infarmation
: @ Quick search Manual Entry Circulation Adding Patrons Manually
- () Advanced Search
¢ 2] Quick Start Irnporting Patron Data  Circulation Irmporting Patrons
Summaryopic Set Circulating Parameters
- @ Starting Advanced Se:
- [£] Entering Search Terms General Circulation General Circulation Parameters
- Checking speling Ilare Circulation Configuring Athena to Charge
- Browsing Idexes Fines Based on Changes in ltem
e @ Using Multiple Search T Status
@ Limiting & Search Term
2] Limiting an Entire Seart Summaries Circulation Circulation Surmmary Parameters
2] Changing Collctions Days Closed Circulation Days Cloged
@ Performing the Search
. [E] Performing a Reading | Loan Perinds Circulation Loan Periods
5 visusl Search Check Out Limits Citculation Check Out Lirnits
@ viewing the Search Results
@ Produding 5 Bibliography Owerdue Motice Messages Circulation Setting Overdue Messages
@ Producing the Biblingraphy Rer Fine Motice Messages Circulation Setting Fine hessages



|2~ searching - Athena . ;lglﬂ

SEARCH MENU

Fress a tab or button

Searching

Quick Search

Visual Search

Advanced Search

Bibliography

Frint Bibliography Report
Access Patron Information
Configure Search

Yisual Search

Reading Level

Search Result lcons

Specify Patron Access Parameters
Configure Reference Search
Configure zMARC Searching

YFYVYYVYYY

vy

Weltame Searching Circulation Cataloging Imventary e Admin Exit Athena




= Wihana

WCTIVE COLLECTION IS 5L - THE ART WESTITUTE OF FORT

ADVANCED SEARCH

Welcome to Athena

Enter a word or phrase and press Search
[kaTHIEEN CoLUsEY o[ indees ||

Title Words

[ ] |uther wanas

Subject Wards
Notes Waords

,7 E Title Index
Auther Index

Subject Index:

b

ADVANCED SEARCH

Entur a word or phrae and prass Seach
FATHLEER COLUESY [l e =1

B2

Lacaton: [WiTacatons :
P CHRESILTS

Eeemat [H Farmaris =

PP EE) g s [T

. [ |
& o e M
S hl—h.uhnm;-‘pﬁ‘:uuuu

Iwm Tlﬂlm!!l
LR i

i CER

ADVANCED SEARCH

- | et o

Entat a word of phiaan arel prass Seweh
ATHLEER COLUESY [5] [t rtesca

: Results

Cacton: (A1 acaans 5

Eermat (W Farmarie =

Ghasga Cates it | mopn | e

)] Asemcsaseas [}




= Searching - Athena

ACTIVE COLLECTIOH IS 5L - SMITH LIBRARY

ADVANCED SEARCH

Welcome to Athena

Enter a word or phrase and press Search

[KATHLEEN COLUSSY [][anindexes  ~]

I E“AII Indexes j
I E“AII Indexes j

Location: IAII Locations j

Format: IAII Formats j

Lllick Search | SEPEIRSEEN ] Advanced Search |l =T ) | Bibliography | Ihde

=10 x|

Menu




|2~ searching - Athena . =10] x|
ACTIVE COLLECTIOH IS SL - SMITH LIBRARY

ADVANCED SEARCH

Welcome to Athena

Enter a word or phrase and press Search

IKATHLEEN COLUSSY IAII Indexes j

AND -
I E“AII Indexes j

AND >
I E“AII Indexes j
Location: IAII Locations j

:All Locations
Format: |Main stacks
B Young Readers
AY Hoom

Lllick Search Wisual Search WAL E R M | Change Collection | Bibliography ndexes Menu




= Searching - Athena

ACTIVE COLLECTIOH IS 5L - SMITH LIBRARY

ADVANCED SEARCH

Welcome to Athena

Enter a word or phrase and press Search

[KATHLEEN COLUSSY! l[anindexes  ~]

TR B KATHLEEN 6
KATHLEEN'S
KATHLYN
KATHRYN
AND T leaTHY
KATHY MALONE ATTEMPTS TO COME T
KATIE

KATIE, A JEWISH GIBL LIVING IN NEW

Location: IAII Locations

Format: IAII Formats

Menu

Lllick Search | SEPEIRSEEN ] Advanced Search |l =T ) | Bibliography | Ihde




|2~ searching - Athena . =10] x|
ACTIVE COLLECTIOH IS SL - SMITH LIBRARY

ADVANCED SEARCH

Welcome to Athena

Enter a word or phrase and press Search

IKATHLEEN COLUSSY IAII Indexes

AND - All Indexes
Title Words
I El Author Words
Subject Words
Motes Words
I El Title Index e
Author Index
Subject Index
Publisher
Location: IAII Locations Series
Bar Code # b

Format: IAII Formats j

AND o

Lllick Search |"-.-"j:5;u:al SEE ] Advanced Search |FEEE RS TR |ﬂil:ulingr:a;jl'rg.-' | ndexes Menu




= Searching - Athena

ACTIVE COLLECTIOH IS 5L - SMITH LIBRARY

SEARCH RESULTS

Viewing 1 -2 of 2 for
KATHLEEN COLUSSY

m | Fashion design on computers /
L Colussy, M. Kathleen TT518.C73 2001 In

m'a : F[‘eﬁﬂe'ring'.ias'h_lnh,.fa'hr'ic; and prints with :ﬁgﬂnh’e Photo...
GDlI]'S'S‘y‘, M. Kathleen - TT 385.C642 2004 In

Search Results | Bibliography | Prirt |

[2- Searching - Athena -

ACTIVE COLLECTION IS SL - SMITH LIBRARY
CARD DESCRIPTION

Viewing 1 of 2 for
KATHLEEN COLUSSY

.éu{s_c?g Colussy, H. Kathleen
2001 Fashion design on computers ~ M.
Kathleen Colussy. — Upper Saddle
River. H.J : Prentice Hall. c2001.
xwiii. 521 p.
Includes index.
ISBH 0130838381
1. Fashion design — Computer—-aided
design. 2. Clothing trade — Data
processing. 3. Fashion merchandising
— Data processing.
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1. On shelf

TT 518.C73 2001

Colussy. M. Kathleen

Fashion design on computers } M. Kathleen Colussy.

1. Fashion design—Computer-aided design. 2. Clothing trade—Data processing. 3. Fashion merchandising—
Data processing.

Includes index.
Upper Saddle River, N.J : Prentice Hall, c2001.
0130838381

xviii, 521 p.

Show Full
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