
Making Student/Staff Barcodes 

 

Part 1 - Extracting Patron Data from Sirsi 

NB:  WorkFlows must be set up to use Appleworks as its default 

program for generating reports.  Most likely, this has already 

been done for you. 

 

1. Log on to your Sirsi WorkFlows program in circulation. 

 

 
 

 

 

2. On the toolbar, select “Reports” – “Schedule New Reports” 

* There is a possibility that you will have a “Defaults” page 

that may appear……  if this is the case, click OK at the bottom 

of the screen and continue with the rest of the instructions. 



 
 

 

a) Find and select the report name “UsersXYZ” 

 (your school’s code will be the XYZ). 

 

b) Click on the “Setup & Schedule” button. 

 



 
 

 

c) Choose the “User Selection” tab, under the “Privilege 

Expiry Date” put in the date Liz sent you in the email 

with your file   =11/11/2012 (this will change each 

year). **You must have the = sign before the date 

 



 

 
 



d) Click the “Run Now” button. 

e) Close this window. 

 

 

3. Wait a minute or two for the report to be completed, then 

click from the display menu the “Finished Reports” button 

a) Select the report named “UsersXYZ” and click the 

“View” button located at the bottom of the screen. 

b) Remove the check mark from “View log”. 

c) Click the “OK” button. 

 

 

 

 
 

 

 

 

4. The file opens in Appleworks.  Save this file to the desktop 

as output.txt by clicking “File”, “Save As” (type output.txt) 

and “Save in: Desktop” 

 



 
 

5. Close Appleworks (no need to save). 

 

 

Part 2 – Converting the Data for PCM Use 

 

6. Run the Sirsi2PCM program (which must be located on the 

Desktop).  If you do not have this on your desktop, you may 

find it under “Applications”.  If it is not on your computer at 

all, you can find it as an attachment to an email sent out by 

Paul Barber in the TL Conference in the TL Resources 

folder (located at the top). 

 



 
 

7. Click the “Create Data File” button. 

 

 

8. When the file conversion has been completed, click “OK” 

and close the program by clicking on the X button in the top 

right hand corner. 

 

 

Part 3 – Importing the Data into PCM (Patron Card Maker) 

 

 

 

9. Open up PCM-3 and go to the “Setup” screen. If you have 

entered your staff in PCM-3 please use the “Save Staff 

List” button. A new window will open and you need to save it 

as staff.tab to your desktop.  Now click on “Return To 

Patron Screen”.  Now you can delete all the data from last 

year, using the red “Delete All” button or by selecting 

“Records” at the top menu bar, then “Show All” then “Delete 

All”. 

 



 
 

 

10.  Go back to “Setup Screen” and click on “Import Patron 

Data” button.  Ignore any error message by clicking OK. 

 

 

 



 

11.  Click on “Load Staff List” to import your staff list.  Staff 

that have left, must be deleted and new staff must be 

entered manually.  Use your WorkFlows GECDSB Java Client 

Training Manual to assist you with this.   

 

 

12.  Before you “Return to Patron Screen”, print “Staff List” 

for your Staff barcodes. 

 

Part 4 – Printing Barcodes 

 

 

13.  Click on “Return To Patron” Screen.  A window may pop up 

asking to save staff list.  Click “No”. 

 

 

14.  Find each class (blue button). 

 

 



 

 

15.  Print each class (green button). 

 

 

 
 

Congratulations!  You did it!   


