CIRCULATION

How to log in to OPALS:

1. Type http://opalsbnj.stier.org/  into web browser and hit enter

2. Click on Login in upper right hand corner of screen

3. Type in user name (hmann)  and password (library) and click login button

4. You are now logged in to the OPALS system

How to check out a book:

1. Move cursor over the yellow Circulation tab along the top of the screen

2. A drop down menu will appear – click on Loans

3. Scan barcode on the library card

4. Scan barcode on item to be checked out (most book codes are on back cover)

5. OPALS will tell you if item has been checked out successfully

6. If code will not scan, you can enter user number of book number manually.  Book numbers will start with BNJ.  User ID’s will either be 6-digit numbers starting with 71xxxx or 8-digit numbers starting with 39xxxxxx.

How to return a book:

1. Move cursor over the yellow Circulation tab along the top of the screen

2. A drop down menu will appear – click on Returns

3. Scan item barcode (you will not need user card for this).  

4. If the code won’t scan, you can enter the BNJ # into the item barcode field.  

5. IMPORTANT:  wait for the system to display the title of each returned item as you return it.  Going too fast may cause the system to display error messages.  Be sure to watch for messages regarding invalid returns (Item not on loan).  

To renew an item:

1. Select Standard choice to renew for another week, or choose select a date and enter item’s new due date.

2. Scan barcode on item to be renewed.

3. A message that item has been successfully renewed will appear, along with new due date of item.

To see what items a user has:

1. Move cursor over the yellow Circulation tab along the top of the screen

2. A drop down menu will appear – click on Loans

3. Scan barcode on library card.

4. A list of items loaned will appear toward the bottom of the screen.

Magazines processing – how to process incoming magazines:

1. Check in issue on periodical check in-card (in green file in office).

2. Create pocket and green card for magazine.

3. Stamp magazine with “Property of Horace Mann” stamp.

4. Put plastic jacket on frequently circulated magazines.

5. Shelve in magazine area (or distribute to teachers if necessary).

6. Rotate back issues to magazine files in January and May.

Shelving – how to find and reshelve materials

Horace Mann Library has several main categories of materials:


E – Easy books, are the picture books.  They are located in the shelves underneath the windows.


F – Fiction books, are mostly chapter books.  They are located on the north wall of library, and two sections across.


Magazines – the magazine rack is located against the east wall of the library, in between the fiction shelves.

Non-Fiction – the non-fiction section of the library is the tall shelves located against the office window.  These books will not be labeled as non-fiction, but will have a numeric call number (eg:  389.2)


B – Biography – these books are located at the end of the non-fiction section.


PB – Paperbacks – paperback books are in all areas of the collection, but are usually shelved together at certain locations on the shelves.  These books will have a regular call number, but will also have PB on the label and in the catalog.  You can find them in baskets on shelves, or in blue file holders.

Bridge – bridge books are books that are between picture books and chapter books.  They are located on two shelves that are on top of the E section by the windows.  They will have “bridge” on the label, but will be listed as E books in the catalog.


Professional Materials – teacher and library resources are located in shelving in computer room area of library, according to call number.


Media – Audio and visual media are shelved in computer room area of library, according to call number.

How to shelve individual items:

Easy, Bridge, Fiction – these items are shelved in their appropriate section alphabetically by author’s last name.  

Non-Fiction – these items are shelved according to their Dewey Decimal call #, which ranges from 000-999.999.  Items are shelved in numeric order, digit by digit (so 389.2 will be shelved before 398.3).  If two or more items have the same call number, they will be shelved by order of the author’s last name (so 398.2 CAR will be shelved before 398.2 DES).  

Biography – biographies are shelved in the same area, according to the subject’s last name.  If there are two or more biographies about a certain person, then they are shelved according to the author last name (eg:  President George Washington by David Adler is shelved before George Did It by Suzanne Jurmaine, but they are both labeled B WAS).  
Paperbacks – paperbacks are shelved in the appropriate area (eg:  E paperbacks are in the E section in baskets; non-fiction paperbacks are located in blue magazine files in each section).  There is also a paperback rack that is used for Fiction paperbacks (series, chapter books).

Magazines – magazines are shelved in the magazine rack located in between the fiction shelves.  The most recent issue should be in front, with older issues shelved behind.  In January and May, rotate back issues to magazine folders located in shelving near door.  
