Circulation Considerations Specific to School Libraries

Data entry should be consistent, clean and of good quality. School libraries may
take advantage of three services provided by the MSC staff.

The first is a roll-up of students from one grade to the next. Libraries should use
UserCat 3 to specify what grade level a student is in. Before the school year, or early at
the start of the new school year, librarians may request that their students are rolled up
into the next grade level.

The second service is a roll-up of the Profile name category combined with the
User Category 3 roll-up. This occurs in schools that have different levels, for instance
elementary to junior high school or middle school to high school. A student moving from
eighth grade to ninth grade, for instance, may need to be rolled up from middle school to
high school (Profile name) and from 8" grade to 9" grade (User Cat 3).

The third service provided by the MSC staff is the removal of graduates or the
addition of new students. It should be noted that all graduates need to be removed before
other classes can be rolled up. Seniors, eighth graders, or other entire classes can be
deleted using the UserCat 3 field. Students with fines or with material checked out
cannot be deleted. Roll-ups of other classes cannot take place until all graduates are
deleted.

To add an entire class, for instance, students entering kindergarten, the students’
names and other information are entered into an Excel spreadsheet document which is
then transferred to the MSC staff. They work their magic and the students are added to
the MSC database in a batch format. Contact the MSC staff for specific information on
formatting this spreadsheet document.

Other considerations for school librarians might include the use of library cards.
All school libraries may not find it practical to issue library cards to students and expect
them to bring their cards to the library for check out. Some libraries may consider
keeping the library cards in a file at the desk for students’ use. Others may forego issuing
cards all together, choosing to use the name feature of WorkFlows instead. Whatever
works!



