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A. INTRODUCTION AND DEFINITIONS 

The Offline Circulation module for Bibliovation is provided as a Firefox extension ONLY.  As it is a 

browser extension, you can use this when Bibliovation is unavailable for short or long periods of time.  If 

your Internet/Network is down, you will still be able to access this icon from a Firefox browser window 

and use it to check out to patrons. 

 

Access to the Offline Circulation will display as a green “B” in your top browser toolbar. 

In order to use Offline Circulation, your staff station MUST allow pop-ups. 

 

What you CAN’T DO using Offline Circulation 

 Check In any materials 

 Provide a check out receipt to the patron 

 Verify patron identity 

 Enter truncated barcodes 

 

What you MAY NOT WANT TO DO when the system in down.  We will talk about these two options later 

in the Part 5. 

 Accept new patron registration applications 

 Check out holds  

 

B. INSTALLING OFFLINE CIRCULATION 

You can ignore this part as the Firefox extension has been deployed to all LINKcat staff stations.  

However, it is here in case you ever need to re-install the extension. 

Circulation main page.  Click the Offline Circulation link. 
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If there is no green “B” in your browser toolbar, you must select “Get extension”. 

You are taken to the Firefox Add-ons web page. 

 

The direct link to this page is https://addons.mozilla.org/en-US/firefox/addon/bibliovation-offline-circ/ 

 
Click the “Add to Firefox” button. 

https://addons.mozilla.org/en-US/firefox/addon/bibliovation-offline-circ/
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You will also get a permissions pop-up – click the “Add” button. 

 
 

Exit out of the Firefox Add-ons browser window. 

 

 

C. ACCESSING OFFLINE CIRCULATION 

Click on the green “B” icon in your browser bar. 

 
 

 

 

(If your Firefox browser is set to block pop-ups, you will see a message in the top of your screen stating 

this and a pop-up box asking for permission to do so.  You should Allow pop-us.)  
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This is the screen you will see.   If you have accessed the Bibliovation Sandbox for testing, the top bar 

will continue the display “SCLS Bvation Offline Circulation” and “Target System: sandbox url”.  

 

 
Don’t panic, that is correct behavior.  The Target system points to the last server in which it was last 

configured/used.  When Bibliovation is up and you are ready to import your transactions, this extension 

will point to Bibliovation Production and will display that url. 

 

 

D. CHECKING OUT TO PATRONS 

Click your mouse in the “patron barcode” box to make sure the cursor is active there. 

Scan a patron barcode. 
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After a patron barcode is scanned, the system will store that information and change the field to an item 

barcode field.   

 
Enter or scan item barcodes.  If you are manually entering barcodes you must hit Enter or click the Check 

out button. Scanning will automatically provide that action. 

 

When the session is complete for this patron, click the Done button.  The software tracks the number of 

transactions in the Session stats section at the bottom of the screen and also keeps a numeric tally, 

which is superimposed over the browser icon. 

 
You are ready to check out to the next patron(s).  Remember to click the Done button after each 

patron’s session. 

 

AFTER YOU CLICK DONE FOR EACH PATRON SESSION, MAKE CERTAIN THE CURSOR IN BACK IN THE 

ENTRY FIELD. 
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As you continue to check out to patrons the Queued Checkouts list will continue to record the 

transactions and the Session stats will parse out the information. 

 

At the bottom right screen you can see a red button that reads “Delete all Queued”. DO NOT CLICK 

THIS BUTTON.  This will delete ALL of the transactions stored in the extension.  We cannot hide or 

remove this button so it is EXTREMELY IMPORTANT THAT YOU DO NOT CLICK THIS BUTTON. 
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Click the Done and close the Offline Circulation window when you are done checking out to patrons for 

the day. When you close the browser extension the transactions are retained in the browser extension.  

At the close of the day you will close the Firefox browser and do your normal sign out.  When you open 

up the browser again, the box tallying the transactions may not appear until you start recording 

checkouts in the extension again.  
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E. WHAT YOU MAY NOT WANT TO DO WHEN THE SYSTEM IS DOWN. 

 

Offline Circulation does not interface with Bibliovation until the system is again available and you import 

the transactions.  The following are not recommended but can be performed if your library decides to 

do so: 

 

ACCEPTING PATRON REGISTRATION FORMS DURNING ANY DOWNTIME 

 This is a difficult call and is decided on a local library policy basis.  If a patron wants to check out 

materials during a downtime and does not have a library card, you have no way of knowing if 

they already have library account or not.   

 

CHECKING OUT ITEMS FROM YOUR HOLD SHELF TO PATRONS DURING DOWNTIME 

 IF you must check out items from the holds shelf to a patron using Offline Circulation, the 

preferred option is to check out items ONLY to the patron record that placed the hold.  You can 

confirm this using the Hold Found slips. 

 If a patron INSISTS on picking up holds for family members but does not have or know their card 

number(s) it is best NOT to check out the items using Offline Circulation but to save the Holds 

Found slip(s) and manually check out the items after Bibliovation is back up. 

 IF you check out an item on hold for one patron to another patron using Offline Circulation (like 

we allow for patrons with Holds Pickup Authorization) the Holds Waiting message and the Item 

Status will not be cleared, for the original patron, by the checkout to the other patron. 

 

 

F. IMPORTING OFFLINE CIRCULATION DATA INTO BIBLIOVATION 

 

VERY IMPORTANT –  

 YOU MUST IMPORT OFFLINE CIRCULATION TRANSACTIONS FROM EVERY STAFF STATION THAT 

WAS USED TO CHECK OUT TO PATRONS DURING YOUR DOWNTIME. 

 

 WHEN THE TRANSACTIONS ARE IMPORTED THE LOAN PERIOD ASSIGNED TO THE CHECKOUT 

WILL BE BASED ON THE LOAN PERIOD IN YOUR LIBRARY’S CIRCULATION ISSUING RULE FOR 

THAT ITEM TYPE. 

 

When you are told that Bibliovation is available, close any browser tabs that may have Offline 

Circulation open. 

 Log into Bibliovation and go to the main Circulation page. 

 Click on the Offline Circulation hyperlink 

 If you get the “extension is not detected” message, click the Reload button. Several testers have 

reported that they get this message every time they import transactions.  This is not a problem. 
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 Once the extension is confirmed, you can click the “Import Offline Checkouts” button. 

 
 

 After importing the transactions, you will see the on-screen report of the Failed Checkouts and 

also two buttons that offer downloads of the Successful Checkouts and the Failed Checkouts.  

After import AT EACH STATION the numeric tally of transactions will be removed from the 

browser icon AT THAT STATION. 
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It is highly recommended that you download BOTH reports for all staff Stations used during the 

migration downtime.  You can choose to save them to a folder on that PC, on a shared Library drive or 

even print them out.  Do not navigate away from the screen until you have successfully downloaded 

the reports.  You won’t be able to go back and retrieve the reports if you do. 

 

Successful Checkouts are the transactions that had a “correct” patron barcode, “correct” item barcodes 

and were able to be successfully uploaded into the patron’s record in Bibliovation.  The first few times 

you upload transactions it may be useful to compare the report to the patron records for confirmation 

and practice. 

 

Failed Checkouts are reported on the screen and in a separate report.  You should (always) download 

the report as back-up, especially if you have several/many transactions to review.  

 

Some of the reasons for Failed transactions include: 

 Patron barcode not in system 

 Patron barcode mis-scanned 

 Item barcode not in system (uncatalogued item, previously deleted item) 

 Item barcode is/was a Fast Add record. 

 Item barcode mis-scanned. 

 

In the example provided in the screen shot, two item barcodes that are not linked in Bibliovation were 

used for one check out session  

 
 

Another failed Checkout was due to a patron barcode used that is not connected to any patron record in 

Bibliovation. 

 

The Error description for the failed checkouts is about as detailed as we can get. 

 

After you have downloaded or printed any reports, click the  button.  Once you clear 

this button, the information is cleared from the screen.  

 

 

G. HOW TO DOWNLOAD THE REPORTS 

For each report type, click the Download button. 
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You will get a pop-up asking how you want to access the report and provide you with a list of apps.  If 

the options include Excel, select that option for the easiest method. 

 

If Excel is not listed as an option, select Notepad. 

 

For both options, save the files on your desktop or in a folder that you have selected, with this format: 

2019-12-07 successfulcheckouts  

Or 

2019-12-07 failedcheckouts 

 

This will make it easier to find. 

 

If you have to save the document in Notepad format, follow these steps to open and re-save the file as 

Excel: 

 

Open Excel 

In the Search pop-up change the file sort to text 

 
Locate the file and click Open 
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If Excel has automatically formatted the file, it will look like the above screen shot.  Highlight the Patron 

Barcode and Item Barcode columns, right click on the mouse and select Format Cells.  Select Number 

and change the Decimals to “zero”.  This will properly display the entire number.  You will have to resize 

the cells. 



ILS Circulation Manual Offline Circulation  rev.11/20 
XV-14 

  
 
 

 
 

If Excel has not automatically formatted the file, follow these steps to convert the text file to Excel. 

 

1. Open up the MS Excel program on your computer. 

2. Click File 

3. Click Open 

4. In the File Type screen at the bottom of the "Open" box, change the file type to All Files or Text 

Files. 

5. Choose the location that you saved your file in 

6. Choose your file and double click on it. 

7. The Text Import Wizard screen will come up, the first of three steps 

a. Step one - click on the radio button for Fixed Width, then click Next 

b. Step two - set the fields widths to your specifications (read the screen for instructions), 

click the Next button. 

c. Step three - accept the default data format and click the Finish button. 

8. You now have an Excel spreadsheet of your downloaded Offline Circulation report.   

a. If necessary, follow the steps listed above for converting the Patron and Item barcodes 

to a full number format.   
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9. Save the file as an Excel file. 

 

 

H. IMPORTED CIRCULATION TRANSACTIONS IN BIBLIOVATION 

 

After transactions are imported into Bibliovation, the following will be true for all successful 

transactions: 

1. The timestamp date from the Offline Circulation transaction will be imported as the Check Out 

date in Bibliovation. 

2. The import looks at the circulation issuing rules for that patron category and the specific item 

types and assigns the loan period accordingly.   Items with a DVD7 items type are assigned a 

loan period of seven days, items with a BKA28 items type will be assigned a 28 day loan period, 

etc. 

 

 


