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Getting Started With Workflows Java Client 
 
Log into Workflows Java 
Client using your school 
PIN. 
 
Click on PSB Circulation 
button on the top left of 
your screen. 

 
 

 

 
This is what your side 
task bar will look like 
compressed. 

 
Click on the purple 
arrows to open options 
within each tab.  

This is what your task 
bar will look like when it 
is fully open. 
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Setting Your Preferences 
 
Changing Your Colour Scheme 
 
From the top tool bar, click on Preference -> Desktop -> Desktop Setup 
 

 

 
Click on the arrow beside the Themes tab. Choose from a variety of themes to 
select one that pleases you.   

 

 

Be sure the Multiple windows mode box is checked. 
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Setting Your Function Keys 
 
Step 1: From the top toolbar in Circulation select Preference -> Current toolbar -> 
Function Key Mapping. 

 
Step 2: Ensure all of the fields are empty before setting your Function Key 
preferences. 

 
 

Step 3: Set your Function Keys as follows: 
F2 – Display User 
F3 – Renew User 
F4 – Renew Item 
F5 – Check Out 
F9 – Item Search and Display 
F12 – Discharging 
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How to Checkout Items 
 
Step 1: 
 
Click the CheckOut icon or press F5 
 

 
 
Step 2: 

a) Scan the student bar code into the User ID box. 
b) Scan the bar code from the back of the book. 
c) The checked out book will appear in the box below. 

 
Options at the bottom of the screen include checking out additional materials to 
the same user, checking out materials to a new user or closing the checkout 
wizard. 
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How to Discharge Items 
 
Step 1: 
 
Click the Discharging icon or  
Press F12 

 
Step 2: 
Scan the barcode from the back of the book to discharge. 
As you continue to scan book barcodes the titles will accumulate in a list. 
 

 
 
 
 
Step 3: 
Close wizard when finished. 
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Adding a New User                                           
 
When a new student arrives at your school, you must add the new student to the 
Workflows system.   
Get the new student 7 digit Trevlac number from your school secretary. 
Select a classmate’s name from the homeroom of the new student. 
 
From the Circulation Users Task Bar follow the following steps to clone a user. 
 
Step 1: 

 

 

Step 2: 
a. Type in 
the name 
of the 
classmate 
who exists 
in the new 
student’s 
homeroom. 
 
b. Click 
search. 
 
 
 

c. A list of students may appear.  Select the proper student from the list. 
 

Step 3: 
Click Clone/Copy User button at the bottom of the screen. 
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Step 4: 
Type the new student’s Trevlac number in the space provided for New ID. 

 

 

Step 5: 
Click Register User 

 

 

Step 6: 
Over-ride the highlighted name by typing in the name of the new student. 

 

 

Step 7: 
Click the Register User button again. 
A new box will appear confirming that the new student has been copied and now 
exists in the system. 
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Modifying an Existing User 
 
A student is new to your school, however has been previously entered into the 
WorkFlows library system in another GECDSB school. 
You must modify this student’s record to indicate your school. 
Get the new student’s 7 digit Trevlac number from your school secretary. 
 
From the Circulation Users Task Bar follow the following steps to modify a user. 
 
Step 1: 

 
 
Step 2: 

 
Type the 7 digit Trevlac number of the new 
student into the User ID box. 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
Step 3: 

a) Use the drop down menu beside Library to select your school from the 
list. 

b) Click the Addresses tab at the top. 
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Step 4: 

a) Change the second box to indicate your school name. 
b) Change the bottom box to indicate the appropriate homeroom for the new 

student. 
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c) When you are finished changing the information, click on the Modify User 
button at the bottom of the screen. 

 
 
Step 5: 
A box will come up to indicate the changes have been made.  Click Close. 
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Renewing a User 
 
Step 1: 
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Step 2:  
  

 
 
Step 3:  
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Step 4:  
 

 
 
Step 5:   
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Step 6:   
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Renewing an Item 
Step 1: 

 
Step 2: 
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Step 3: 
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Generating Overdue Reports 
 
 
You actually do not have to wait for your assigned 
Overdue Report in order to print one whenever you 
would like. Most schools are able to gain access to an 
Overdue Report every Monday morning – now you 
can run one whenever you feel it might be necessary. 
 

 

 
 
 
 
 
 
 
 
 
 
Step 1: To schedule a new 
Overdue Report, draw your 
attention to the Toolbar on 
the left hand side of the 
screen. 
 
 
 
Click on the “Schedule New 
Report” button. 
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Step 2: When this screen appears, unclick the “Include log”. 
Click “OK”, which is located at the bottom of the screen. 
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Step 3: Locate and click on your appropriate Overdue List. 
 

 

 

 
Step 4: 

 

 
 
Step 5: 
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Step 6: 

 

 

Step 7: 
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Step 8: 
 

 

 

 
Step 9: 

 

 

 
 
Step 10: 
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Step 11: 
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Paying Fees – Secondary 
 
Students with overdue fees can pay/be forgiven as follows: 
 
 
Step 1: 
Click on the Paying Bills icon on the Common Tasks tool bar. 
 

 
 
 
Step 2: 
Scan in student ID for the student with overdue fees. 
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Step 3: 
To Pay a Fee 
 
a) Check total overdue fee owed. 
b) Type in the amount of student payment. 
c) Select the payment type. 
d) Click return to enter payment. 
 
To Forgive a Fee 
 
a) Change payment type to – forgive. 
b) Click return to forgive the fee. 
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Cataloguing with Java Client: Logging On 
 
When you want to catalogue resources, you need to use a particular 
cataloguing login. For security, do not post this login or password where it is 
accessible to others. 
 
Open the Java Client from your desktop.  

 

 
 
The opening screen in Cataloguing will show the taskbars of your last visit, 
even if the button shows you are in Cataloguing. To be sure you have the 
correct taskbars, click the button as shown: 
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Here is an explanation of the Cataloguing Taskbar’s tools:  
 

 
 
Now you need to set your cataloguing properties…Go to the “Cataloguing 
with Java Client: Setting Properties” pages. 
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Cataloguing with Java Client: Setting Properties 
 

In order to catalogue your resources correctly, you have to set your 
own school’s properties in the program. These properties are specific 
to each computer’s hard drive. If you have more than one SIRSI 
computer, you will have to set the school properties for each 
computer you use. 
 

 

 

 

When you choose the “Properties” tab, you get the following screen: 
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You’ll do this for “Call Number and Item Maintenance” as well… 
 

 
 
 
 

 
 
Once your properties are set, you are ready to start 
cataloguing! Go to “Cataloguing with Java Client: Doing the 
Search” to start the process! 
 
 



  29 

Cataloguing with Java Client: Start by 
Searching 
 
Cataloguing involves putting a resource from your collection into the 
system. It always starts with a search. To save time, use “Call 
Number and Item Maintenance” to begin your search… 

 
 

 
 

The general search function allows you to search in various ways… 
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If you’ve used the general search, you will likely have many choices 
from which to choose. 
 

 
 

You can also do an advanced search to get more specific responses. 
You do this by clicking the icon that shows binoculars with a yellow 
plus sign.  
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Then you get an advanced search screen that looks like this: 
 

 
 
 

Don’t forget to click “Modify” at the bottom, in order to open the full 
record! 
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Regardless of whether you do a general or an advanced search, you 
will end up with one of three results: 
 

a) You find the resource listed as being at other schools, but not 
at your school. (You will need to “ADD CALL”) 

b) You find your school already has at least one copy of the 
resource already. (You will need to “ADD ITEM”) 

c) You learn that no school has this resource yet. Your school 
will be the first. (You will need to “ADD TITLE”) 

 
Now go to the instructions for “Adding Call, Adding Item, or Adding 
Title” to learn how to complete your cataloguing! 
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Cataloguing with Java Client: Adding Call, 
Adding Item or Adding Title? 
 
If you’ve searched for a resource and found an existing record for it, 
your next step involves seeing if your school is listed on the “Call 
Number/Item” tab. Note: the record defaults to show the first 
school, alphabetically, that has that book. Scroll through the list to 
see if your school is present. 
 

 
 
NOTE: If the record shows up with call numbers starting with 
XX, this record is not yet complete. You CANNOT link to this 
record! Put that book aside. Frequently check back to discover if the 
record is complete (i.e. the call numbers have been designated.)  
 
At this point the Java Client gives you two options, both from the 
same screen. If your school name doesn’t appear, then your library 
does not own a copy of this resource yet. You will “Add Call.” If your 
school name does appear, you have at least one copy of the book 
already in your school’s collection. You will “Add Item.”  
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a) Adding Call 
 
If you choose “Add Call,” you will get a pop up window that shows 
you are indeed adding the resource to your own school. This is why 
you set the properties to your school first thing!  
 
(If you are adding a multiple copy to your school, skip now to the 
“Adding Item” instructions.) 
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When you click “OK” to your own school, you will see that your new 
record has already begun! The defaults of “Book…On Shelf” are still 
in place, however. You will need to change these now. 
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This “magic screen” appears in all three kinds of cataloguing at some 
point (“Add Call,” “Add Item” and “Create Brief”). The same four 
defaults always have to be changed in each record: price, home 
location, type, and finally, the barcode. 
 

 
 
Once you’ve put in the correct information for each of the four 
windows that require changing, check the record you initially started 
in that “Call Number/Item” list of schools. Does your new record 
show the corrected defaults? Is it really under your school?  
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Finish off the record by saving it using the “Save” button at the 
bottom. Want one more chance to check it first? Use the “Close” 
button at the bottom before hitting “Save.” 
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b) Adding Item 
 
If your school appeared in the list on the initial search record, your 
collection already must have at least one copy of the resource. You 
should have selected the “Add Item” button at the bottom of that 
“Call Number and Item Maintenance” screen.  
 
You are ready to add a subsequent copy to your collection. 
 
Click on a copy of the book from your school’s collection in that “Call 
Number/Item” list of schools. Then click on “Add Item” at the bottom 
of the screen. 
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Just as with “Add Call,” you get the new record started, and you have 
four properties to correct for the record. Finish with Close/Save. 
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c) Adding Title 
 

If your search for a resource results in no record being found, you 
are the first school to have the item. You must perform searches by 
title, by author, and by series before you can assume the book isn’t 
in the system. 
 
Watch for the phrase “No keywords found. Browse” as evidence that 
your search is not finding success. 
 
If the record indeed doesn’t exist, you will have to “Add Title” in 
order to create a “brief record.” 

 

 
 
Click on the “Add Title” phrase in the Cataloguing taskbar. 
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This screen appears: 
 

 
 
Brief records are just that…brief. Only the first two windows of the 
Bibliographic Screen are used. Liz Geier fills in the rest when the 
record is completed. Until it is completed, the call numbers of a brief 
record show up as XX. 
 
The “100 Field” is where you type only two things:  

1. The ISBN (preferably the longer, newer, 13-digit one, which 
usually starts with 978). Leave a space after it. 

2. The three letter code for your library that is found in your 
circ login (e.g. lascirc would be las) 

 
The “245 Field” is where you include the other pertinent data Liz 
Geier requires. She does not look at any of the other fields, so do not 
put information into them!  
 
The format for the 245 Field is this: 
Title (author’s name [last, first], series [if there is one – as well as 
number in series], publisher, date of publication)  



  43 

 
e.g. Harry Potter and the sorcerer’s stone (Rowling, JK, Harry Potter 
#1, Bloomsbury, 1997) 
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When you click on “Save” you are once again transported to the 
screen with the four defaults that require changing: 
 

 
 

 
 
 
 
 
 
Complete the four defaults, watch your record in the “Call 
Number/Item” tab update to show the barcode, and then Close (if 
you want a last chance to check for accuracy) or Save (to complete 
the record.)  
 

 
 
 
 



  45 

GENERAL TIPS: 
 

� Once you have saved the brief record, it goes off to Liz Geier to 
be finished. Because Liz has hundreds of records to 
complete, the rule is no more than 25 brief records can 
be created by a school in one day. We have our 
cataloguing password set to remind you of this rule.  

� In the meantime, put the book aside until you have time to run 
the book through the system to see if the record has been 
completed. You’ll know because the call number will no longer 
be an XX. 

� If you realize you’ve made a mistake in your cataloguing, you 
should email your SATL and ask how to handle it. Some things 
can be fixed by you; some things need to be handled by Liz. 

� In the meantime, put the book aside until you have time to run 
the book through the system to see if the record has been 
completed. You’ll know because the call number will no longer 
be an XX. 

� If you have not set your properties, you will be linking records 
to Admin or perhaps to other schools. Those records will be 
removed for the good of the system. 

� Anyone can look at our records from the Internet (e.g. 
Webcat). It is our joint responsibility to ensure our records are 
accurate.  

 


