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WELCOME

Thank you for purchasing SAM, the innovative new Smart Access Manager for library patron computers. We
hope you find this product easy to use. It should start saving you time and money immediately.

If you have any questions about SAM, please call our customer support department toll free at (800) 531-0132
during normal business hours.

We welcome your feedback and suggestions for improving SAM or any other Comprise product. Suggestions
for enhancements are coordinated by our Customer Service Manager, Christopher Hayes, who can be
contacted by email at chayes@comprisetechnologies.com.

All materials originated pursuant to this product are the exclusive property of Comprise including trade secret,
patent, title to copyright in all copyrightable material, title to all intellectual property and any other
protectable rights or interests under state, federal, or international law.

Subject to the terms and conditions of the License Agreement, the Customer may use the Comprise Software

solely in the conduct of the business of the Customer. The Software will be provided by Comprise only in
machine-readable object code.
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IMPORTANT NOTICES

PRODUCT DEVELOPMENT

Comprise pursues a policy of ongoing product development. Release product version may vary from
description herein. Comprise reserves the right to modify and or discontinue product features at any time
without advance notice.

OPERATING SYSTEMS

Not all product features function with or are applicable to all Microsoft Windows Operating Systems. Please
consult your Comprise Representative for further details regarding specific features and your operating
system.

HARDWARE MODELS

Not all hardware features may be implemented or applicable to all installations. Please contact your Comprise
Representative for more information.

ILS PRODUCTS

SAM documentation describes what our product(s) are capable of doing. However, different ILS products
provide more or less support for these capabilities. Please consult your Comprise Representative for further
details regarding specific features and your ILS Product.

VERSION/ENHANCEMENT SUPPORT

SAM versions are released to be backward compatible with earlier versions. With each new release Comprise

provides support for that product version, plus the then current release in general distribution. Older versions
will not be supported. Custom enhancement requests will not be distributed unless the newest version of the
product is currently installed.

RESERVED CHARACTERS

Reserved Characters: $, &, +, “,”, /7, ., 5, <>#,%, {, L,].\. ™ ~[]
Transactions containing any Reserved Character in the URL, Library Card #,
Print Job, Book Name and / or Fine Name will not get recorded correctly.
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TOP 5 THINGS THAT CAN IMPACT
COMPRISE PRODUCTS!

1. ILS Upgrades/Migrations
Please give us at least 2 weeks’ notice before you upgrade or migrate your ILS
product and/or ACS Server. We use that time to prepare your Comprise
Products and to ensure that your patron services are not impacted by the
change.

2. Internet Provider/Network Configuration
When you change your Internet Service Provider your external IP address in most cases will also change. In most
cases we use the IP Address to access your server for in-depth technical support issues and for upgrades. In some
cases, for larger library systems, changing your ISP causes your IP Range to change which will impact patron services.
Network changes can also have a dramatic impact on Comprise Products. IP Ranges, routing tables, etc. all must be
configured with Comprise Products in mind. If you think your major network configuration change might have an
effect, it probably will. Please call us to schedule an appointment to make sure everything runs smoothly.

3. Hardware
Hardware changes refer to many things, but specifically, let us know before you change your firewall, filter
appliance, printers, or copy controllers to ensure your change goes smoothly.

4. Operating System/Application/Internet Browser
As with any software, changes to the operating system on your patron and staff computers will have an effect on
your Comprise Products, and in particular Internet Browser will impact Smart Money Manager. Please give us a call
to find out before attempting any major operating system or software changes or upgrades.

5. Staff Training
We find that many issues result from staff not being completely confident when the initial training is over or that
there has been a significant staff turn-over since the product was installed. We offer remote training and in some
cases will come on-site when training is necessary. In most cases training is offered at no cost! Please contact
Customer Support to schedule an appointment.

Look for my picture to highlight important points!
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WELCOME TO THE SAM 10 EXPERIENCE

SAM 10 is the culmination of ten years’ experience working closely with our library customers to shape an access management

product that out performs any other product.
Three key aspects of SAM are:

1. An easy to use self-service environment for both patrons and visitors

2. A powerful interface through which Staff can monitor and control from a distance

3. Anintelligent PC Status monitoring system that responds in real time so staff doesn’t have to.

Experience SAM @ Your Library

SAM Access Manager
Library Payment Centers
¥ Consolidated Information Management

PC Sign-Up

Reconcile Collections
in Real-Time

Consolidated Financial and
Statistical Reporting.

Admin Offices

g

(i)

S

Self-Service Payment Center

* Print & Copy
* Visitor Cards
* Fine Payments
¢ Change Return

Staff PC Activity Manager

* PC Session Status

* Assignments & Reservations
¢ Patron Accounts

* Visitor Cards

¢ Counter Payments

Print & Copy
Management

Wireless
Priniting

Automated PC

Session Management

We'd like to take advantage of this opportunity to introduce you to some new or enhanced features of SAM 10.
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WHAT YOU SHOULD EXPECT FROM SAM 10

SAM 10 is made to integrate seamlessly with the Comprise suite of self-service payment products. Whether it’s with a Smart Kiosk
or Smart Pay, our Online Payment Gateway, SAM can securely process payments and post transactions to your ILS product without
staff involvement.

Unified Payment System: Payments via Self Check, Over-the-counter, Smart Kiosk and Online.

Interactive Reports: Operational/Financial Reporting with enhanced drill-down and export functionality.

Revenue by Zone Report (Red — 1* pie chart). Click on one slice to drill down to Zone detail (Blue). Click on [View Zone Revenue] to
drill down to Zone Revenue by Category (green).

eI
Al ol |
{5

MAC compatibility: SAM 10 client is MAC compatible.
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Create and print multiple visitor cards at once: Enhance staff function.
Copy/paste library card number from PC Activity Manager: Reduce error margin by eliminating the need for manual entry.

We close this introduction by inviting you to consider Smart Alec, our optional resource for smart phones and tablets. As SAM 10
comes to release, Smart Alec extends wireless print from Windows and MAC laptops to Apple OS, Droid, and Windows mobile
devices. Thisimportant breakthrough means that your patrons can receive state of the art customer service at your library. It also
means that every time a patron is able to accomplish their objective from their own mobile device, they don’t have to use one of
your PCs. Near term plans for Smart Alec include giving patrons the ability to use their mobile device to sign up for a PC as well as
text notification when a PC is assigned to them.
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SAM LICENSE MANAGER

As long as the Library is in good standing with regards to license condition(s), SAM will function normally (without reminders).

However, SAM License Manager monitors three conditions:
1. License Expiration Date
2. Licensed Number of Locations
3. Licensed Number of Client PCs

License Expiration Date:
We understand the realities of establishing budgets and funding constraints. We balance that understanding against the reality that
we cannot work against Comprise’ best interest. We have gone to great lengths to prevent a library from inadvertently suffering a

SAM license expiration:
1. Beginning 30 days prior to the expiration of your license SAM will send a reminder email to the individual listed as
SAM coordinator in our records,
2. Beginning the date of your license expiration SAM will further display a reminder notice at start-up of any SAM PC.
3. Only after 30 days beyond your expiration date will SAM stop functioning. If for one reason or another you cannot
get your license renewal paid within that timeframe, please contact our Customer Service group for a
complimentary license extension.
In addition, if your system requires more than the allotted time to process a bill, you can request an earlier invoice by calling our
business manager.

~if— :
Expiry
Expriry - 30 days Expiry + 30 days

Similarly, your number of locations and/or clients using SAM must be less than or equal to the quantities you have licensed or we
will automatically issue an updated invoice for the additional licenses.

Actual Licensed
Locations Locations
andfor andfor
Clients Clients

If you need additional information or have questions regarding your SAM License, simply contact your Comprise Sales
representative.
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PROTECTING PATRON PRIVACY

Comprise Technologies, Inc. wants to help you provide the highest level of customer service. Part of this is recognizing that patron

privacy is very important. To that end:
1. Comprise recommends that Personally Identifiable Information (known as PIl) be secured in a manner that represents

current industry best practice.

2. In addition to Federal regulations, 46 states plus the District of Columbia, Puerto Rico and the Virgin Islands have enacted
State Security Breach Laws. These laws typically require that Pll be treated as Confidential Information (Cl); and that any
unauthorized access be reported and monitored for a period of time. Thus, there is a real cost associated with a security

breach.
3. PCI (Payment Card Industry) standards mandate the secure handling of cardholder information.
PRIVACY PROTECTION MANAGER

SAM’s Privacy Protection Manager (PPM) lets you protect patron privacy while benefiting from real time reports on activity and
transactional information. Access to SAM’s PPM is password protected and would be available only to persons with appropriate
authority (usually the Administrator). The PPM destroys the data links to the Patron ID so that you can still get the statistical
information without the identity of the patron themselves.

PATRON PC END SESSION PROCESS
To further optimize patron privacy, at the end of each SAM session, the SAM client purges the following:

1. My Documents directory

2. Internet Explorer

a. History
b. Cookies
c. Favorites

SAM secures patron privacy by discarding patron files as well IE History, Cookies and Favorites
when patron session is terminated.
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SECURE PASSWORDS

The login credentials will be set by library administration. Access rights to subsequent pages will be determined based on the
username and password entered to login.

Comprise implemented secure passwords in order to minimize
security breaches as well as enhance payment card data security.

Password requirements;
1. Must have:
o Acapital letter and a lower case letter.
e Anumber
e  Aspecial character, above the number keys only, [!, @, #, $, %, ~, &, *, (, or)] and [~, +, or =].
e Between 7 and 12 characters.

2. Password will expire every 90 days.
3. Cannot use the last 4 passwords.

4. Login will be disabled if incorrect / invalid password is entered 6 times.

A. Message Invalid password, you have 5 more times to try. will

be displayed on the login screen when incorrect credentials are S ma rt SERVER

entered on the login screen.

Azcouna Irisemation
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B. Message: Your account has been locked, please contact administrator for help. will be displayed on the login screen when an
account has been disabled.

Smart B

TR liw BREE Tl i g

AL DEurT] bl Traafon

C. Once an account is disabled, the password will need to be reset.

D. Password Reset Procedure:
1. Contact Comprise Technologies, Inc. when the Administrator Account password needs to be reset.
2. Contact library administrator to reset all other account passwords.

E. Toreset an expired or disabled password:
1. Enter the New Password
2. Confirm the New Password
3. Click [Change Password]

Smart EE

Hedle testx Lomn

ShagE T EEwed . Canoal |
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F.

Message: The new password needs to be at least 7 characters long will be displayed if the new password is not at least 6

characters.

Smart

DATATH PR TO B2 0 MLIE T SRarsIET 00g

| crange 2asvwom |

Hallo libstadt |

|E-lr-|:-|i'

G. Message: Password already used will be displayed if the new password is repeated.

20

Smart BEE

T T M

Hedlo best x Logoul

= > =5
Chhengs B'eenern |

| Cascal |
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H. Message: The Confirm New Passwords must match the New Password entry. will be displayed if the New Password and

Confirm New Password do not match.

Smart

Hella sbstadt Logaow

Trd Casrinm M Suagensnt vt mat s hi Pl Palieind dai

==

I. Message: The new password needs to contain at least a special character (1,@,#,$,%,",&,*,(,)) will be displayed if the new

password does not have the appropriate combination of characters.

SmartERE

Hella ibsatf Logoaut

—

I

Camngs B eevaed |

| | Concal |

Tia NilE BASONE Pl T EIMTLY BT I B Sodasl mransmers{l @ e 0% 0 A 0

J. Message: User password updated will be displayed on the login screen when the new password is successfully reset.

Meizage from webpage i

I Uger adulalsdl piricesdird uplsted.

(714
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SAM USER INTERFACE

SAM supports 2 “Running Modes” for client PCs, PC Manager and OPAC with and without Print.

1. PC Manager presents a login screen which users cannot bypass until they successfully authenticate into SAM. PC Manager
controls access to the entire PC rather than a specific application.

2. OPAC offers some flexibility in selecting links displayed within your catalog with or without Print capability. For example,
SAM could let a person click on a link and go to an author’s website. This is referred to as “Clicks Beyond” the catalog, and
SAM wiill recognize the click to the author’s website as acceptable. SAM will not let the user go outside the number of
“Clicks Beyond” that you specify. If a user goes beyond the allowed clicks, SAM will automatically return the user to your
Catalog Start Page URL.

SCREEN SAVER

Display the PC ID and status (available, reserved, locked, or disabled).

QCO6 is Available QCO7 is reserved

DC03 is Disabled
QCD3 is Locked

MULTI LINGUAL SUPPORT

A library can configure multi-lingual Print Release Station, Sign Up Station as well as Client Session Info — Main, and Session Info - My
Account display in up to three different languages. All SAM screens on the client PCs will display in the configured language on the
public PCs within the library.
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THEMES

A library can configure the Print Release Station, Sign Up Station as well as Client Session Info —Main, and Session Info-My Account to
display in up to three different themes. All SAM screens on the client PCs will display in the configured theme on the public PCs
within the Zone.

Welcome

Anytown Theme Card Catalog Theme

pe0z
Weleore

Farin wrilin o s'-'n‘fqmy rovasd rvme s Eedon, Than
vk PF T fog veie Thap ctmpmiTin

Libeary Card: ————— Pin:

|
= o) _ m
- I s v ()

Forest Theme Handwritten Theme

Welcome to- the Lilvary!

SAM 10 Theme
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SORRY SCREEN (SAFE MODE)

Regardless of which theme is chosen, this Sorry Screen will display
when a client PC loses network connection. !ﬂﬁﬂ ‘r

This eomputer i3 temporarily unavailabie,
Floaie uie arather PE or
cortact a stalf member for Aszirtance.

PC MANAGER MODE

The user walks up to a PC, sees the user log in screen, and they
simply enter their Library Card number and (optional) PIN. Once
logged in, the desktop will appear and SAM will control the user’s ==

. . Wealcome tor the Loy
time for the entire PC. R L

vos bos DN 7T
iy Eard

SAM PERSONAL SESSION MANAGER

From the Personal Session Manager, users can view their current Personal Sesson Manager
mform.atlon such as Name, Time remaining in the current session, Access Welcome to the Lilvary!
Level (if offered by the individual library), and Account Balance.

FaLaunlBalance 3015
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MY ACCOUNT INFORMATION

Upon clicking [My Account] on the Personal Session Manager screen, a new
screen is opened which displays the user’s “My Account Information”.

This feature supports three elements of a user’s involvement with the
library: 1) Screen Name 2) Internet Filter Access Level and 3) Account
Balance Information.

My Accounl Infonmuaion

Welcome tor the: Librauy!

oy Car TIMMBITIGENETS.
i Danras Bgri ko |H b
fooed =]
Your Lot Halenoe ;
Thelitnarysrecomsshowinsiyouowe 5608

e ding ShaE

T T e [T

SCREEN NAME

If the Library policy allows, users can create a screen name for themselves
upon logging into SAM. A Screen Name box will be displayed on the My
Account Information screen. Users simply enter their desired Screen Name
and click [Save]. Once created, this screen name will appear on the Sign Up
Station, the PC Activity Manager and on the PC to which the patron has
been assigned.

Comprise Technologies, Inc © 2015 | Customer Support: 800-531-0132

by Account Information

Welcome tor the Librasy|
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INTERNET FILTERING INFORMATION

Libraries can elect to offer adult users the ability to change their own MY oM NYiormiann
internet filter level. Once logged into SAM, users can select their desired
internet filter level from the drop down options available on the My
Account Information screen.

Welcome torthe Libvary!

LAy Ca 125120881809

varme Blanni Pel - |f"|_"|l'|3|
i ob FE i o
..... E -..l
ILEwe t
e

|Lewet
Your Cusrent Balancs It::,ﬂ 3'

Thoe Library's recards sh Lavet s
oubibansding ch e _

e sve [ Coce T iuces,

ACCOUNT BALANCE INFORMATION

My Account Intormalteon
Users can view their current balance as well as any fines and fees owed in

the Account Balance Information section. Welcome tor the: Ly

1Z3A1TIRETETS

Fiamd Denrs R ek |HD

| TR

[Leveid 2l
Your Cwment Halence 55 48
Thelbarrsrecoms showinaiyouowe 5000 in
el dinG o e
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VIEW MY HISTORY

Users can view Recent Print Activity, Recent Transactions, as well as Upcoming Reservations by clicking the View My History button.

SUMMARY TAB

The Summary tab displays spending history by month.

Patron Summary Report

All Categary Spending: 1/1/3004 - IW2014 B e |
Fuukd ks | Bt the mgeet |
Tisiads Viear iy Dhnks
L
1% s i
T ra L]

Wreals fry @ abegrey mmrl Pl onih

Al Calegors = Spendng Sidcry =
VLA § TR SR N T R WAL T "SI - BTN T
|
Eos
£ 2
g, "
e 0.8 ;
ﬁ 5
T
#
o
T O pplioe: B2MG Ir
[

gt

B OfceJupic: B P

Thars veonem evials snmpmdasa [ ]

E

Tain! ArosnbUhasge o Jicl-aars)

Oics Succie e

[ ERE
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 DETAIL TAB

The Detail tab displays print jobs and reservations information.

*atron Detail Report

All Category Spendimg: 1712014 - 9242014 T

HERT= 1 s ¥ ==

[ .

Vsl ol i daid (P ] [

TR T s i

bk o war (] -
- -

VEFS 10T S - [E] -

L T L] L4 _E 1 P

MAKE A PAYMENT

Users can pay fines/fees from their User account. If the library has a real time link setup then this payment will also be reported to
the ILS provider database. Once a user makes a payment, it will be deducted from their balance owed in SAM, as well as subtracted
from the money they have on their User account. Below is an example of the screen detail that the user sees upon clicking the Make
a Payment button. Here users can choose to pay the Entire Amount, a Line Item, or an Unspecified amount. Upon entering the
amount or choosing the item/s they wish to pay, the user simply clicks the [Pay Fees] button and the fine/fee is cleared from that
user’s account.

SAM - FINES and FEES for Patron:1 2345 123681829

O AMUILUNT IYFL INF CRMATICN Pay Now
TOTAL FEES 50.00
SAM AVAILABLE AMOUNT 5515 Pay Fens .
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LOCK PC

Users can lock a PC and step away from the PC with peace of mind.
However, their session time clock continues running while the PC is
locked. User sessions will also continue to get extended per Flex
Time settings while the PC is locked.

“Locked by: and the Time Left” will display on the SAM welcome
screen to indicate the PC has been locked.

RESERVE A PC

Users have the ability to reserve PCs. Make reservations from the
PC by simply clicking on the Reserve a PC button. “This PC is
reserved at (and the time)” will display on the SAM welcome screen
to indicate the PC has a reservation at the time shown. The user on
that PC will know they will have to log off at that time and make the
PC available for the user who reserved the PC.

E Welcome for the- Libwaey!

END SESSION

SAM alerts users prior to terminating their session for any reason.
Users are prompted to confirm end of session at the pop up
window.

At the end of each session, the SAM client will clear out the

following:
1. My Documents directory
2. |E-History, Cookies and Favorites.
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Are you sure you want to end your session now?

Mo |
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USER SESSION TIMERS

SAM automatically runs a series of background timers to monitor usage of library PCs. All of these timers are under complete

control of the library through the Administrative interface.

INACTIVITY TIMER

The library administrator can set an inactivity timer from 1-60
minutes. This timer monitors movements on the keyboard or
mouse. If there is no keyboard or mouse input for a pre-defined
length of “Inactivity Time”, a notification will be displayed on the
monitor "X" minutes prior to the browser closing. If the user is at
the workstation they just need to click [OK] or hit [Enter] to reset
the inactivity timer. If the user walked away from the PC and the

ﬂ W et i s, s g s O Rl O b oomi maes i wpL R

S [ractiviry 'Weming H

|

inactivity time expires, the Browser and applications will close and end the session for the user. A dialog box is displayed that states

"Sorry, browser closed due to inactivity”.

END OF SESSION WARNING TIMERS

The library administrator can set up to 3 End of Session Warning
Timers from 1-60 minutes. This timer is intended to notify the user
"X" minutes prior to the user’s session time expiring. If the user is
still on the workstation when their time expires, the session will
close if the library doesn’t have Flex Time setup.

Vel s b bl g B

FLEX TIME

Libraries can choose to offer Flex Time. SAM will automatically
extend a user’s session time based on the percentage of PCs
available at the end of their current session. Users will not get the
end of session message letting them know their session is ending.
Instead, they get a message indicating their computer time will be
extended unless they have used their maximum daily time. Users
have to click [OK] for another full session due to availability of PCs.

i

Viouat (Covrpulted larie vl B ety LPHELESS: g Buiner uind yirus
MEEmieT dhdy nama

O |

LIBRARY CLOSE TIMER

When the library sets their schedule from Zones / Schedule Options,
the “End of Day Timer” will be enabled. This timer will firstwarn a
user, at a preset number of minutes prior to the library closing, to
save all their work. The second warning will be at another preset
number of minutes prior to closing. In the final message, again at a
preset number of minutes, the user will see that the library is
closing and then the session will end.

Sam 3

Tiret Labrasry weall choem i b that & mrenaiies, Plesus tinah sl the
sctsutiet o B CompateT

(E) |

Note: The “End of Day Timer” is triggered based on the minutes in the “Before Library Closing” setting. If “Close Time”

is set to 5:00 PM and the “Before Library Closing” set to 5 Minutes, the “End of Day Timer” will be triggered based on 4:55.
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PASSWORD AUTHENTICATION

In either PC Manager Mode or Internet Manager Mode, users must enter their library card number and optional password, which is
then authenticated. The PIN or password can be enabled or disabled through the Administrative interface within the System Options

link. There is a notification for first time users that they should enter a password they will remember. The password is then

recorded and entered into the database.

VISITOR EXPRESS WORKSTATION MODE

To set up a Visitor Express PC:
1. Firstinstall SAM on the PC.

Select the Enable/Disable SAM feature.
Refer to the Workstation Mode section.

ok wbd

Visitor express workstation.

The Group Options settings for the Express group will apply to this Visitor Express PC.

VISITOR EXPRESS WORKSTATION MODE WITH PRINT

To set up an Express PC with:
e No Welcome screen that requires patrons to login with
Card # and PIN
e Charge for printing
e  With time management so SAM will shutdown PCs.
Configure as follows:
Systems Options:
e Check Enable SAM with PC Manager mode
e  Check Enable Print with Print Express mode
PC Enable/Disable Sam:
e Sam Enabled - Visitor login screen
e Sam Disabled - No Login with time management.
e  Print Enabled - charge for print.

Comprise Technologies, Inc © 2015 | Customer Support: 800-531-0132

Click the SCClient Icon in the system tray to access the SAM System Menu.

Check the box for Visitor express workstation mode to convert the PC to the

Close 34M Client
Reskart Workskakion
Shut Down \Warkstakion

Manage Patron Daily Logins
Manage Patran Time
Enable/Disable Sam
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PRINTING

Libraries can offer users 2 choices of print modes, Print Express and Print Release Station.

PRINT EXPRESS

Printed documents are sent directly to the printer(s) that is setup for PCs in the library. The
SAM “Print Manager” window appears each time the user submits a print a job. To print:
o  Click [Print].

Since users have to release print jobs and print from the Print Release Station, Total Cost for
print job will be determined at the Print Release Station based on the:

e #of pagesin print job

e # of free pages remaining Account balonce:
o Cost per page

Are you sure you want to print?

Number of Pages:
Pages Printed:
Chargse per Page:
Remaining Free Pages:
TOTAL CHARGE:

Final chﬂrgﬂ will be determined
al the Frint Releose Stahon.

Print | tion't Print |

PRINT RELEASE STATION

The Print Release Station operates
on a dedicated computer. Users
enter a card number and PIN to

review and print their documents. st e e i
They will only see their own e
documents and can choose toprint | ** .
or delete them. i, P B——

D et

—
LR
s Lan
o —— — T AT A,
St A8 g, qrmr. [N
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PAYMENT METHODS

In addition to a choice of print modes, SAM allows the library a choice of various print payment methods:

Print on Credit against a library established credit limit. This method (which is not practical in the absence of SAM) allows users to
pay after they print but holds the library’s exposure for unpaid print to a finite amount (maybe $5.00) per user. Once a user prints to
the credit threshold, SAM automatically terminates his/her print privileges until previous print charges are paid. Print on Credit
reduces staff involvement with print charges by allowing users the convenience of fewer but larger print pay transactions. (Only
available for Print Express.)

Pre-Pay Deposit is a deposit that is managed in the SAM database. This method requires that users pre-pay money into their SAM
print account. Payment for print is automatically charged against the user account balance within SAM. Should the library specify
Pre-Pay Deposit for the payment of print charges, SAM features a staff payment module within the SAM web-interface through
which staff can add cash value to user accounts. (Available for Print Express and Print Release Station.)

Cash on Demand (COD) utilizes pay-station hardware that requires users to deposit cash or coins sufficient to pay for their print
charges and then returns change at the end of use. (Only available for Print Release Station.)

Print Express Print Release
Print on Credit YES NO
Pre-Pay Deposit YES YES
Cash on Demand NO YES

PRINT RELEASE STATION WITH JAMEX COIN BOX

To configure the Print Release Station with a Jamex Coin Box, modify the CBType= setting in the cIntinfo.ini file of the Print Release
Station as follows:

[Settings]

y FOR JAMEX COIN BOX
CBType=0
CleanlobsPopup=1

PRINT RELEASE STATION WITH ITC COIN BOX

To configure the Print Release Station with an ITC Coin Box, modify the CBType= setting in the cIntinfo.ini file of the Print Release
Station as follows:

[Settings]

;FOR ITC COIN BOX
CBType=1
CleanJobsPopup=1
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COMPUTER SIGN-UP AND RESERVATIONS

SAM enables a library to automate the process of assigning computers to users utilizing either a Sign Up Station or PC Reservations.
This process can involve staff or be fully user self-serve.

SIGN UP STATION

The Sign Up Station offers a fair and
efficient method of PC assignment. Users

are immediately assigned to computers Sasch i 14 —
in the order in which they sign up. Ifa f], Frew s ts WG e POy
. . . Fskrors o] male) . ety w0 E -
user leaves prior to their full session i :
entitlement, SAM immediately assigns — — e e ey e o —
that computer to the next waiting user. " o - e ST el | e Ty
¥ ENFA RSN - [k} CHGE | W AT e u_] AR CRCN IR L R L
T Famars o B =us L) L]
. LT} ) ﬂ o — H ¥ e Baaeyrmi

When a user is assigned a computer, their assignment is
displayed at the Sign Up Station as well as on the computer
to which they are assigned. Welcome to-the Librasy!

e
Lbrey Corc I Pl
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RESERVATIONS

Users have three options to reserve computers. They can use the Make a Reservation button on the Client PC, utilize a link on the
Library home page, or utilize a Reservation Kiosk. All three options will bring users to either one of these two Reservations screens,
available at the Library’s discretion. Users have the option to select Zone, PC ID, and Time to reserve computers.

Please Note: Users do not have to make reservations to use PCs.
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By default, ONLY Zones that have reservable PCs will display in the drop down option and ONLY
PCs designated as reservable will appear in the grid.

IDLE PCs check the server for new reservations 4 times in 1 hour (15 minutes intervals).
When a LOG IN occurs at a PC, the PC automatically checks for reservations upon log in.
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RESERVATION SWAP

Users have the ability to swap their first reservation. For example, a user has a reservation at (PC 1) for 10:00 AM. They arrive at
the library before their reservation time (at 9:45 AM) and notice that (PC 2) is available and log in at (PC 2). Upon login at (PC 2), a
message box alerts the user that they have areservation at another PC and are asked if they would like to swap the original
reservation from (PC 1) to (PC 2).

** Message text can be customized from Web Interface / Language Options / Reservation Swap

| |

|6 You have a reservation on a different rnachine, would you like to swap it
W tothis one? ™ ALERT™™ If there is a pre-existing reservation at the
swapped PC, the swapped reservation session time will be TRUNCATED
to honor the pre-existing reservation.,

Yes Mo

1. At this point, the user will have an opportunity to either select Yes or No.

A. If(Y), reservation is swapped from (PC 1) to (PC 2). The user is moved to (PC 2).
B. If(N), reservation is not swapped.

Swap Reservation Conditions:

Only Single Reservation will be swapped.

Only Current Reservation will be swapped.

Reservations will be swapped to non-reservable PCs.

If there is a pre-existing Reservation at the new PC, the pre-existing reservation will always take precedence. Therefore,
swapped Reservation session time will be TRUNCATED to honor the pre-existing reservation.

el A

***ALERT***
If there is a pre-existing reservation at the swapped PC, YOUR session time will be
TRUNCATED to honor the pre-existing reservation.
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SAM MAINTENANCE

SAM comes with default values set for all parameters that are necessary for it to function properly. It also comes with a sample
database of user records. Creating, modifying or deleting entries and records is accomplished through SAM’s web-based interface.
Both Administrator and staff members can access SAM by entering a User Name and Password at the SAM SmartServer Login page.
Subsequent views, forms and read/write rights are driven by log in authorities.

SAM SMARTSERVER LOGIN

SAM SmartServer Login Page

Smart ERE)

| Legin |

Comprise Technologies, Inc © 2015 | Customer Support: 800-531-0132 37



SAM ADMINISTRATOR MANAGER WEB INTERFACE

ADMINISTRATOR ACCESS

Links on the SAM Smart SERVER Administrator Menu
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HOME

Link to go to the Comprise Technologies.com Home page.

Comprise Integrated Solutions for Municipal Agencies
HOME ABOUT US SOLUTIONS THE PCI CHALLENGE CONTACT US SUPPORT Search
SUPPORT

Link to go to the Comprise Customer Portal.

. Customer
@ Portal

Ll L L ‘.II

| wrndacel) Lmded mumy’ boedy in (Sabirive
EW LS DHERSR TH QU1 DR SuDema T MRS EROn e Here

TaonSupprrfl s erprasTEchnoogies. Lom
A0S0

Lrneail Address:
Pasawan:

FRemamber Logn: [
DanT use cockiea: L

Fomot your peRseced T (ol Pary

ABOUT US

Link to go to the Comprise Technologies.com About Us page.

Comprise Integrated Solutions for Municipal Agencies

About Comprise Technologies
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CONTACT US

Link to go to the Comprise Technologies.com Contact Us page.

Contact Us

Comprise

ntegrated Solutions for Municipal Agencies

40
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MAINTENANCE

From the Maintenance page, the Administrator can perform various tasks related to Staff, Region, Location and Menu Options.

Maintenance Home

‘WFrirome pomied [ Log O |

Bagizn Lasasaie Misna Ophand

‘}f!llmmm

Waliomar 1 [ho Rainlsnesoe intesTace

Wiy Sefiaga Plare:

Ol Powged Ini SAMT &l changss

STAFF

Staff is used to setup Access Levels as determined by library administration. Each Access Level can be set up with specific,
customized rights and access as follows:

Maimntenance Home

Walcome adminl | Log Dl ]

L rait b RS T g Loratiom | e Dpton

il TRatl

MghFy Teell

¥ maintenance

ERET TR B0 AT MBsassnance Ineriecn

Whentlicrily St Hoe

Dt Friotget b BAVE ol chusrges
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ADMINISTRATOR ACCESS (ADMIN MAINTENANCE)

Administrator: Access to all SAM configurations

Rogion Locations ~ Filkers  Zones Comtrol Zon Rezzorvations  Bdctoring  Reports Hezlp:

re SAM" »

The Prefrssional & Shofer

Weleome Lo the SAM™ Interface

WirwiMociy Sefings Herg

Don't Ferget 1o SAVE all changes

Wiicoeme adminl | |og Out |

|STAFF ACCESS (ADMIN MAINTENANCE)

Staff (Web Interface): Access to User Maintenance, Reservations and Limited Reports

e SAM »

ThE Piglrconis & Ctmics

Wi ol bo e SAB™ Inleriace

Virwiibody el i

DanT Forgat o RUVE 3l changes

‘it AR | Log Ol |
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IT MANAGER ACCESS (ADMIN MAINTENANCE)

IT Manager (Web Interface): Access limited to only Zones.

Wekcorme IT Managert| Lag Cad |

‘Walcoms 1o P DA™ InterTace

Wimarkiooety Sabrgy He

Do) P it b RAWE 1 (sasggad

REPORT MANAGER ACCESS (ADMIN MAINTENANCE)

Report Manager (Web Interface): Access limited to only Reports, this includes ALL of the SAM reports.

LAhE Blepeati [T T R T R o (Bl i a8 BATTOE

Walcoma 1o the SAM ™= inerisce

‘Wiwlondy Semngs Hene

Dz} Forged to BAVE ail changes
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ADD STAFF MEMBER (ADMIN MAINTENANCE)

Administrators can Add Staff Member access for: Administrator, POS Manager, Staff, IT Manager, and Report Manager by creating
the Username and Password for each particular staff member’s Access Level.

‘Wlcome admin [ Log Cul ]

staff
Add sraff

Modidy Stald

4% maintenance

Walcome to the Malntenance interface
wiestModfy Sesings Hars

Dart Forgat to SAVE all changas

To Add Staff Member, please follow these steps:

e

© N oo

Select appropriate Location from drop down

Select appropriate Zone from drop down

Enter User Name for new Staff Member

Enter Password for new Staff Member. Create new user name with the default password, for example "password". When
users log on for the first time with this default password, they will be prompted to change the password. At this point, they
can create a new password using the secure password rules.

Select desired Application from the drop down. For example, SAM, Smart Money Manager, Smart Kiosk.

Select desired Access Level from the drop down. For example, Administrator, Staff, IT Manager, Report Manager.

Select Interface Level from the drop down. For example, All Locations or All Zones.

Click [Save]. A confirmation message: Staff Member Created will display at bottom of window.
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Field Description — Admin Staff

Add Staff Member
Field Label Field Specifications Description Notes
Save Enter/Select information and click Confirmation Message: Staff Member
Save to Add Staff Member Created will display at bottom of

window

Location Select the Location

Zone Select Zone

User Name Enter User Name

Password Enter Password Create new user name with the
default password of “a”. When user
logs on for the first time with the
password “a”, user will be prompted
to change password. At this point, a
new password can be set using the
secure password rules.

Application Select Application SAM, Smart Money Manager, Smart
Kiosk, etc.

Access Level Select Access Level Administrator, Staff, IT Manager,
Report Manager

Interface Level Select Interface Level All Locations, All Zones.
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MODIFY STAFF MEMBER (ADMIN MAINTENANCE)

Staff Member can be modified by following these steps:

Select appropriate Location from drop down

Select appropriate Zone from drop down

Select desired Application from the drop down. For example, SAM, Smart Money Manager, Smart Kiosk.
Click [Select].
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IE HEELHIS rhayes Admisdsiraio Acimdrisirator ..'-'-d iatiins
_’il'llli'i 41558731 wAaffiz=t Zhafi Saff Al Locatons
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5. Click [Modify] for the appropriate Staff ID
6. Upon clicking the Modify button, the staff member’s current information will be displayed.
7. Make the appropriate changes and click [Save User].

Welcome tadmind [ Log Oul |
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DELETE STAFF MEMBER (ADMIN MAINTENANCE)

You can delete a staff member’s access level. This removes that staff member and their access level. The User Name & Password is
the link to that particular access level that was created, so you can add several staff members with exclusive ID and Passwords
assigned to them.

To delete a Staff Member from the list, follow steps 1 to 4 above. Then, select the Staff Member you wish to delete and click [Delete
User]. Click [OK] when prompted to confirm deletion.

Walcoms tadminl [ Log Out ]

Home  Staft Merchandise

Flease sslect the zone and dick salect butlion. “
Lizialicn Allantic Moblic; Lilvary w
Jona Adult
Appleation Messagr: from webpage
Clicck bullon ko sines m m
Tana |M,,, 9 L yow wemt o delebs the satt] Afdminkhster W
arnams [Tust A8 Zones |
Saman narw Iﬂ oK Cancl bl Charge Passeond Mest Time || Oear Passeornd Hink
Field Description - Admin Staff
Modify / Delete Staff Member
Field Label Field Specifications Description Notes
Location
Zone Select Zone
Application Select the Application SAM, Smart Money Manager, Smart
Kiosk, etc
Select Click Select to open Modify Staff Open Modify Staff screen
Member screen
Location
Zone Select Zone
Modify Select Staff and Click Modify Open current Staff Member
information
Staff ID
User Name Zone Name

Screen Name

Access Level

Interface Level

Zone

Select Zone from drop down

Access Level

Select Access Level from drop down
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Field Description - Admin Staff

Modify / Delete Staff Member
Field Label Field Specifications Description Notes
User name Modify as needed

Interface Level

Select Interface Level

All Zones, All Locations

Screen name

Modify as needed

User Enable

Select to Enable User

Change Password

User will be required to change

Next Time password at next login
Clear Password Hint Select to clear the password hint
Save User
Delete User Click Delete User to delete user from Confirm deletion at pop up window to
database delete User
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REGION

This section allows the Administrator to add, modify, or delete a region. It also allows for assigning a Zone to a Region.
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ADD REGION (ADMIN MAINTENANCE)

To Add Region, please follow these steps:
1. Enter Region ID (must be numeric)
2. Enter Region Name
3. Click [Add Region] to add the new Region.
4. Region will be added to database and display in list below

Weicome admin! [ Lon Out |
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A confirmation message: Region has been Added will display on the screen.

Wbcomw adimind | Log Ol B
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Field Description — Admin Regions
Add Region
Field Label Field Specifications Description Notes
Add Region Click after entering information to Region will be added to database and
Save display in list below
Region ID Must be numeric Enter Region ID
Region Name 100 character limit Enter Region Name
Edit Select to Modify Region information
Delete Select to Delete Region

MODIFY REGION (ADMIN MAINTENANCE)

Region information can be modified by following these steps:
1. Select appropriate Region Name from drop down
2. Click Submit to open Modify Region screen
3. Make the appropriate changes to modify Region information and click [Save].

‘Wenoms admini | Log Out |

Lizers Region Locatiors Filters  Zones Control Zones Rescruations Metering Reports Help
Click Add Region button to add new regicn
Regun I
Regon Hame.
|10e Castil Lt Coicte
207 Wil ® Lpchite Cange|

A confirmation message: Region Has Been Updated will display on screen.
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DELETE REGION (ADMIN MAINTENANCE)

Region information can be deleted by following these steps:
1. Select appropriate Region Name from drop down
2. Click Submit to open Modify Region screen
3. Click [Delete Region]. Then, click [OK] when prompted to confirm deletion.

Wileome admint [ Log Cuf )

Regian locations. Filters Fomses Confrod Fomes Hecereatinns  Maetering  Heports Help

Click A Region ballon ko add new egion
Fiagion 11° [

Figgicn Mama

Fulit'Dalets

Regin M

Exit Delete

Exil Dulsts
Field Description - Admin Regions
Modify / Delete Region
Field Label Field Specifications Description Notes
Region ID
Region Name Select Region to Modify
Edit Click to open Modify Region screen
Add Region Click after changing information to Save Region information will be
updated on server
Delete Select to Delete Region
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ASSIGN LOCATIONS (ADMIN MAINTENANCE)

To Assign a Location to a Region, follow these steps:
1. Select the appropriate Region and click [Submit].
2. Select desired Location(s) from the list. You can select more than one Location at a time.
3. Click [Save] to assign the Zone(s) to Region.

Home  Usess Fegicn Locaticns

Filters  Zomes Comtrod Zomes  Reservations  Metering

Reporis

Wailcomz admink [ Log Cut |

He=lp

Seliact Reegeon and Click Submit buthon BT

Region Name, West10 v

Seliact incations bo add bo the region and dick Seve button [ s ]

Region Mamae:

T i

Lecalions

[ Allarsic Public Librany

[ Highlanes Public Ubrary

b Weatlards Publlc Librany
A confirmation message: Region Information has been updated will display on screen.
Field Description - Admin Regions

Assign Locations
Field Label Field Specifications Description Notes
Region Name Select Region
Submit Click to open
Save Click after selecting information to save Information will be saved to
database
Region Name Region Name where Zone will be assigned Hold CRTL key to Select more
than one Zone
Select All
Clear
Select multiple
buttons to select Zone(s) will be assigned to

Locations more than 1 Zone Select Zone(s) to assign to Region Region
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LOCATIONS

This section allows the Administrator to add a location. A Location is a physical description. It is the primary licensing unit for SAM
software. Therefore, Location Name Box will not display after the maximum # of location licenses has been used up. Once the
maximum number of location licenses is reached, only the Existing Locations list will display with a message indicating: You have
reached the maximum number of locations.

|ADD LOCATION (ADMIN MAINTENANCE)
To Add Location, please follow these steps:
1. Enter Location Name
2. Click [Add Location] to add the new location.

Add Location

o juby M PTREE B | Ry
Ehuiily | T dafgonis Do by
hahy

WG, Fiis | Gy

3. The new Location will be added to database and display in the Existing Locations list.

| MODIFY LOCATION (ADMIN MAINTENANCE)

Add Location

Wéicome adminl | Log Ot |
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4. To Modify the Location Name:
a. Click [Modify] for the appropriate Location
b. Enter the correct Location Name and click [Save Location]
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5. A*“Location name modified” confirmation will display on the screen.

‘Welcome admin! [ Log O |

Home  Llsess Hegion Leeations  Flters  Fanes Cantral Fanes  Mesanations  Matering  Bepods Halp

@ Location name modified.

nipat thes iecation rame and click A9 | ocatinn Btion
Lecatizn Mami::
" Modfy | 1 Higlikainks Pablic: Litnary
Moy | 2 dlantic: Pablic | hesry
Muodly | |1 Wedlands Public Library
Mn:ﬂ',: 1 4 Waesink Public Libvary

6. Once the library has reached the maximum number of Licensed Locations, the Location Name box will not display when
attempting to add a location. Instead, there will be a message displayed advising: You have reached the maximum number
of locations.
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Field Description - Locations

Add Location

Field Label

Field Specifications

Description

Notes

Location Name

300 character limit

Enter Location Name

Location Name Box will not show after
the maximum # of location licenses
has been used up. Once the maximum
number of location licenses is reached,
only the Existing Locations list will
display.

Add Location

Click to save new location information
to database

The new Location will be added to
database and Existing Locations list.

Modify

Location ID

Location ID

Location Name

Location Name
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IDENTIFY AND DEFINE GROUPS OF COMPUTERS

The following section will cover how to identify and define the various groups of computers in your building(s).

| REGION

A region consists of one or more locations that are configured under the same Administrative authority but organized together so
that their data and reports can be viewed by a specific authentication level.

LOCATION

A Location is a physical description; it is the primary licensing unit for SAM software.

ZONE

A Zone is a way to configure SAM differently for certain PCs without acquiring additional Location licensing. A Zone is typically a
section of a Location in which SAM is configured differently than elsewhere in that Location, for example, The Kids Section. Another
use of a Zone differentiates PCs by purpose. For example, Express Computers can be configured under common Zone settings
regardless of their physical location. All SAM configuration options resolve to the Zone level.

CONTROL ZONE

A Control Zone is another way to configure SAM differently for certain PCs without acquiring additional Location licensing. Control
Zones offer a limited subset of configuration options.

For Example:

REGION | LOCATION Zone control zone

EAST

HIGHLANDS PUBLIC LIBRARY | HPL

NAVESINK PUBLIC LIBRARY Cyber Center

WEST

ATLANTIC PUBLIC LIBRARY Adult adultcontrol
Teen

WETLANDS PUBLIC LIBRARY | Wetlands Adult
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MENU OPTIONS

MENU OPTIONS (MAINTENANCE)
Select the Location, Zone (All Zones or single Zone) and Access Level and click [Select]. Select The SAM tab. Select the desired

options for giving access to each of the Access Levels and click [Save]. Only the selected items will be available to each of the Access
Levels.
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MENU OPTIONS
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Field Description - Maintenance

Menu Options

Field Label Field Specifications Description Notes
Select Open Menu Options screen

Location Select Location

Zone Select Zone

Access Level

Options selected will vary
according to designated Access
Level

Administrator, Staff, IT
Manager, Report Manger, POS
Manager, POS User

Save Click after making changes to | Save information to database
save

SAM

Users

Admin Add User

Select to grant rights/access to
selected Access Level

Staff Add User

Select to grant rights/access to
selected Access Level

Admin Modify User

Select to grant rights/access to
selected Access Level

Staff Modify User

Select to grant rights/access to
selected Access Level

Payments, etc.

Select to grant rights/access to
selected Access Level

Import User

Select to grant rights/access to
selected Access Level

User Reconciliation

Select to grant rights/access to
selected Access Level

User Exceptions

Select to grant rights/access to
selected Access Level

Filters

Filters Select to grant rights/access to
selected Access Level

Zones

Add Zone Select to grant rights/access to

selected Access Level

Application Configuration

Select to grant rights/access to
selected Access Level

Associate Device

Select to grant rights/access to
selected Access Level

Browser Options

Select to grant rights/access to
selected Access Level

Card / Sign Up Ticket Options

Select to grant rights/access to
selected Access Level

Free Page Options

Select to grant rights/access to
selected Access Level

Field Description - Maintenance
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Menu Options

Field Label

Field Specifications

Description

Notes

Group Options

Select to grant rights/access to
selected Access Level

Language Options

Select to grant rights/access to
selected Access Level

Invoice Options

Select to grant rights/access to
selected Access Level

OPAC Options Select to grant rights/access to
selected Access Level

Print Options Select to grant rights/access to
selected Access Level

Resources Select to grant rights/access to

selected Access Level

System Options

Select to grant rights/access to
selected Access Level

Time Options Select to grant rights/access to
selected Access Level

Schedule Options Select to grant rights/access to
selected Access Level

Themes Select to grant rights/access to

selected Access Level

Control Zones

Control Zone Options

Select to grant rights/access to
selected Access Level

Reservations

Reservation Select to grant rights/access to
selected Access Level

Metering Select to grant rights/access to
selected Access Level

Add App / Web Site Options Select to grant rights/access to
selected Access Level

Reports

Director's Select to grant rights/access to
selected Access Level

User Select to grant rights/access to

selected Access Level

Duplicate Names

Select to grant rights/access to
selected Access Level

User Usage

Select to grant rights/access to
selected Access Level

Account Report

Select to grant rights/access to
selected Access Level

Print Control

Select to grant rights/access to
selected Access Level

Group Select to grant rights/access to
selected Access Level
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Field Description - Maintenance

Menu Options

Field Label

Field Specifications

Description

Notes

Computer

Select to grant rights/access to
selected Access Level

Reservation Report

Select to grant rights/access to
selected Access Level

Agency

Select to grant rights/access to
selected Access Level

Statistic Reports

Select to grant rights/access to
selected Access Level

Missed Reservation

Select to grant rights/access to
selected Access Level

App / Web Site Select to grant rights/access to
selected Access Level

Visitor Select to grant rights/access to
selected Access Level

PC Usage Select to grant rights/access to
selected Access Level

Sign Up Station Select to grant rights/access to
selected Access Level

Escheat Report Select to grant rights/access to
selected Access Level

Help

User Manual Select to grant rights/access to

selected Access

Contact Comprise

Select to grant rights/access to
selected Access
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USERS

This section allows for the addition of new users, along with modification or deletion of current users. Administrators can also
override the Standard or Group settings with personalized User settings for session time and print control settings.
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ADD USER (ADMIN USERS)

Enter the information for the new user. This step includes entering Account/ID Number, Last Name, First Name, Date of Birth,
Pin/Password, User Status, Internet Access Level, Group, Issue Date, Expiration Date and Guardian’s Name. Important: Password is
user created, so it does not have to be entered here. The required fields in the first step are Account/ID Number and Last Name.
Libraries can offer patrons the ability to create a screen name for themselves upon logging into SAM if their policy allows. Once
created, this screen name will appear on the sign up station, the staff PC Activity Manager and on the PC to which the user has been
assigned. Once all information is entered, click [Add User]. Note: Fields in red are required.

WNeiome gamiln| [ Log et |
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Field Description - Admin Users

Add User
Field Label Field Specifications Description Notes
Add User Click after adding information to save
Clear Click to clear information entered

General Information

Account/ID Number

Required field 19
character limit

User Account Number

Last Name Required field 8,000 | Last Name
character limit

First Name 8,000 character limit | First Name

Middle Name 8,000 character limit | Middle Name

Date Of Birth (MM/DD/YYYY) 10 Date of Birth

Pin / Password

19 character limit

User Pin / Password

User Status

Status

Active/Inactive

Internet Access Filter Level Names Select appropriate Internet Access For example: Most Restrictive, Child,
set by Library will be | Level Juvenile, Youth, Adult, Unrestricted,
displayed. and Block. Or, Level 1 to Level 6 and

Block.
Group Standard and Group 1 — Group 4.
Issue Date (MM/DD/YYYY) 10 Account Number issue date

character limit

Expiration Date

(MM/DD/YYYY) 10
character limit

Account Number expiration date

Guardian's Name

50 character limit

Guardian’s Name

Screen Name

50 character limit

Screen Name will appear on SUS,
PCAM, and on PC to which user is
assigned

User can change screen name

Address Information

Zip Code 10 character limit User Zip Code

Address 35 character limit User Address

Address 2 35 character limit User Address

City 35 character limit User City

State 2 character limit User State

Contact Information

Department Library Dept. Library, Parks, etc.
Home Phone 21 character limit Home Phone

Office Phone 21 character limit Office Phone

Other Information

SSN 11 character limit User SSN

DBCN 50 character limit Unique Identifier. Database Control #

Accepted Use Policy | 20,000 character Indicates whether use policy was Will be checked after user accepts use
limit accepted or not policy
Notes 255 character limit Enter any notes regarding user.
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Field Description - Admin Users

Add User

Field Label

Field Specifications

Description

Notes

Session Settings

Activate Session
Settings

Override Group settings with settings
selected below for user. Effective
until box is unchecked.

Consecutive Sessions

Select Consecutive Sessions

Override Group Consecutive settings

Session Time

Select Session Time

Override Group Session Time

Sessions / Day

Select Sessions per Day

Override Group Sessions / Day

Reservations / Day

Select Reservations per Day

Override Group Reservations / Day

Daily Hours Select Daily Hours Override Group Daily Hours
Print Information

Activate Print Override Group Print Information with

Information settings selected below for user.

Effective until box is unchecked.

Price Per Page

Select Price Per Page

Override Group Price Per Page

Page Limit Select Page Limit Override Group Page Limit
Free Pages Select Free Pages Override Group Free Pages
Group Select Group Standard, Groups 1to 4
Applications Select Applications Override Group Applications
Age Advancement

Enter Age User
Advances to Next
Level

Select age when user will advance to
each of the levels below

Level 1 Select Age when user advances to Override Age when user advances to
level level

Level 2 Select Age when user advances to Override Age when user advances to
level level

Level 3 Select Age when user advances to Override Age when user advances to
level level

Level 4 Select Age when user advances to Override Age when user advances to
level level

Level 5 Select Age when user advances to Override Age when user advances to
level level

Level 6 Select Age when user advances to Override Age when user advances to
level level

Add User Click after adding information to save

Clear Click to clear information entered

Confirmation displays that new user account has been added.

b

€2 Add user successfully.
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MODIFY USER (ADMIN USERS)

Select the radio button for the field to search by: Account Number, Name, or DBCN.

Enter the user’s Account Number, Name, or DBCN and click on [Search].

Wweicome adminl | Log Out |

Heoane  Users Region Locations  Filkers  Zones Cortred Zonzs - Resermtions  Metordng  Reports Help

Plass select'snier tha requested information and click Search BT
Saarch # By Account1D Humber By Mame By DECH

Account'ID Humber: [ 1238512352105

From the search window, click [Modify User] for the appropriate user.
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S ocaunlfl Nuembier
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Modfy Lbser | Joha Bmith 1734542 3854230
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This will open a screen containing the user’s current information. After making changes, click [Save] to save the changes.
Note: Fields in red are required.
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| DELETE USER (ADMIN USERS)

User will not be deleted if there is money in User account.

Delete User procedure:

From the Modify User screen that displays the user’s current information.

o i Snnl e | e S aabormadon el ik Saigch
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1. If User account is zero, click [Delete User]

‘Walcome adminl [ Log Cut|

Hamie  Ulsars Aegice Locations  Tilters Fanes Copdrl Torses Aesenmlices . Metesing  Tepois

@I User information deleted successiully.

2. If User account is not zero:
a. First, zero out User account from Payments, etc. screen.
b. Then, return to Modify User screen and click [Delete User].

VWislzome adminl | Log Out ]

Region Locations  Filters  Zones Control Zones  Reservations  Metering  Repords

@ Could not delete user with balance not equal to zero.
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3. Forareplacement card, use method A or B:

A.

a. First, zero out User account from Payments, etc. screen.
b. Returnto Modify User screen and click [Delete User].
Then, create new account and transfer the balance from the old card # into the newly created account.

a. Inthe Account/ID Number box, replace the old card # with new card #.
b. Click [Save]

Transactions for the old card # are still associated with the old card #. Transactions for the new card # will be
associated with the new card # going forward.

Field Description - Admin Users

Modify / Delete User
Field Label Field Specifications Description Notes
Account/ID User Account Number
Last Name 8,000 character limit | Last Name
First Name 8,000 character limit | Last Name
DBCN 50 character limit Unique Identifier
Search Click to open Modify User Screen
Save After making changes, click to save
Delete User User account Click to Delete User from database Cannot delete User if there is money

balance has to be
zZero

in User account.

General Information

Account/ID Required 19 User Account Number
character limit
Last Name Required 8,000 Last Name
character limit
First Name 8,000 character limit | First Name
Middle Name 8,000 character limit | Middle Name
Date Of Birth (MM/DD/YYYY) 10 Date of Birth
Pin / Password User Pin / Password
Change Pin/ Check box to require user to change Allows user to reset Pin / Password to

Password Next Time

Pin / Password at next login

desired one.

User Status

Select Status

Active/Inactive

Internet Access Filter Level Names Select Internet Access For example: Most Restrictive, Child,
set by Library will be Juvenile, Youth, Adult, Unrestricted,
displayed. and Block. Or, Level 1 to Level 6 and

Block.
Group Select Group Standard, Groups 1to 4
Issue Date (MM/DD/YYYY) 10 Account Number issue date

Field Description - Admin Users
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Modify / Delete User

Field Label

Field Specifications

Description

Notes

Expiration Date

(MM/DD/YYYY) 10

Account Number expiration date

Guardian's Name

50 character limit

Guardian’s Name

Screen Name

50 character limit

Screen Name will appear on SUS,
PCAM, and on PC to which user is
assigned

User can change screen name

Usage Information

Time Used Today HH:MM:SS Time used by patron today

Total Pages Printed Pages user has printed today

Circulation Debit Imported from ILS

Last Time User Indicates last time when user logged in | (i.e. Sep 14 2010 12:02PM)
Logged in

User is logged on PC | Staff can check / Box is checked while user is logged on | Staff can uncheck if needed

uncheck if needed

ataPC

Reset Users Time

Select to reset user's time used for the

Will reset user's time used today to 0.

day
User is logged on Staff can check / Box is checked while user is logged on | Users restricted from logging onto the
Payment Center uncheck if needed at a Payment Center Payment Center, Print Release Station,

and/or Copier Controller
concurrently, can only log onto one
device at atime.

Reset User's Logs

Will reset user's logins and/or sessions
for the day

Staff can uncheck if needed

User is logged on
Print Release Station

Staff can check /
uncheck if needed

Box is checked while user is logged on
at a Payment Center

Users restricted from logging onto the
Payment Center, Print Release Station,
and/or Copier Controller
concurrently, can only log onto one
device at atime.

Free Page Allowed

Number of free pages

1to 100

User is logged on
Copier Control

Staff can check /
uncheck if needed

Box is checked while user is logged on
at a Copier Control

Users restricted from logging onto the
Payment Center, Print Release Station,
and/or Copier Controller
concurrently, can only log onto one
device at atime.

Address Information

Zip Code 7 character limit User Zip Code
Address 35 character limit User Address
Address 2 35 character limit User Address 2
City 35 character limit User City

State 2 character limit User State
Contact Information

Department Library Dept. Library, Parks, etc.
Home Phone 21 character limit Home Phone
Office Phone 21 character limit Office Phone
Other Information

SSN 11 character limit User SSN
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Field Description - Admin Users

Modify / Delete User
Field Label Field Specifications Description Notes
DBCN 50 character limit Unique Identifier

Accepted Use Policy

20,000 character
limit

Indicates whether use policy was
accepted or not

Will be checked after user accepts use
policy

Acceptance Date

(MM/DD/YYYY) 10
character limit

Date user last accepted user policy

Way Accepted Method used to accept Use Policy During Login, Create new user from
web Interface, etc.
Notes 255 character limit Enter any notes regarding user

Session Settings

Activate Session
Settings

Override Group settings with settings
selected below for user. Effective
until box is unchecked.

Consecutive Sessions

Select Consecutive Sessions

Override Group Consecutive settings

Session Time

Select Session Time

Override Group Session Time

Sessions / Day

Select Sessions per Day

Override Group Sessions / Day

Reservations / Day

Select Reservations per Day

Override Group Reservations / Day

Daily Hours Select Daily Hours Override Group Daily Hours
Print Information

Activate Print Override Group Print Information with

Information settings selected below for user.

Effective until box is unchecked.

Price Per Page

Select Price Per Page

Override Group Price Per Page

Page Limit Select Page Limit Override Group Page Limit
Free Pages Select Free Pages Override Group Free Pages
Applications Select Applications Override Group Applications
Age Advancement

Enter Age User
Advances to Next
Level

Select age when user will advance to
each of the levels below

Level 1 Select Age when user advances to Override Age when user advances to
level level

Adult Select Age when user advances to Override Age when user advances to
level level

Level 3 Select Age when user advances to Override Age when user advances to
level level

Level 4 Select Age when user advances to Override Age when user advances to
level level

Level 5 Select Age when user advances to Override Age when user advances to
level level

Level 6 Select Age when user advances to Override Age when user advances to

level

level

Reservations

Reservations user has made will be
displayed
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PAYMENTS, ETC. (ADMIN USERS)

Please note, to protect the integrity of User account balances, users will be blocked from logging onto the Payment Center, Print
Release Station and Copy Controller concurrently. Users can only log onto one of these devices at a time.

Select the radio button for the field to search by: Account Number, Name, or DBCN.

Enter the user’s Account Number, Name, or DBCN and click on [Search].

‘Wislcome adminl [ Log Cut ]

Regiuon Locaticns  Filters  Zomes Conbrol Zomies  Reservations Metesing Reporis Hulp

Magse sslechemer the requestad information and cick Search [ sewen ]
Zaanch (% Dy AccountiD Mumber O3 By Mame ) By DBCH

GrrpurEATT Mimbes | |

| st Hasma Aeczosun il Humdhar

Maika Faymank | Jufiray Oipady 1345123661841

Enter the user’s Account Number and click on [Search]. Then click [Make Payment] for the appropriate user.

This will open a screen showing the user’s current information. After making the changes, you can click [Save] to save changes.

‘Welcome adminl [ Log Out ]

Contred Zones  Ressrvations Metering Reports

Please salecliantsr the raquested infarmation and chck Search
Saarrh ) By Account’lD Mumbes ) By Mame By DECH

—_—
Accounbll Hurbar: |

Aftar malang changss, click the "Sawa' button

=
ArcauntAD Murber. 1234512353184
User Hame: Jeffees Ogrady

The Lkzet has lhis
Aol in thair Avcaun)
The U=er owws ths Amout

m L Subira Enfer Papment Ao | Man-Cash Adjustrant
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Field Description - Admin Users

Payments, etc.

Field Label Field Specifications Description Notes

Account/ID Number Enter User's Account/ID Number Search by Account/ID Number

Name Enter User's Last Name Search by User's Last Name

Name Enter User's First Name Search by User's First Name

DBCN Enter DBCN Search by DBCN

Search Click to open User Account Status

screen

Save Click after making changes to Save User Account Balance will be adjusted
appropriately according to amount
added or deducted. New Balance will
be displayed in The User has this
Amount in their Account box on top.

Reset Click to Reset values

Account/ID Number | 19 character limit User's Account/ID Number

User Name 8,000 character limit | User's Name

Make Payment

The User has this
Amount in their
Account

User's Current Account Balance is
displayed

The User Owes this
Amount

Amount user owes will be displayed

Enter Amount Paid

Amount to be added or deducted from
Account

Positive number will add to account.
Negative number will deduct from
account.

Subtract Check to subtract value Will ONLY show if “Staff can
subtract value” box is checked
under System Options.

Non-Cash Staff can check box for non-cash Adjustments for print job that did not

Adjustment transactions. print, etc.
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IMPORT USER (ADMIN USERS)
Import Users from the ILS

Enter the user’s Account Number and PIN and click [Submit].

Welcorns adminl | Log Out ]

Hame  Llsers Regive locations  Filbers  Fanes Contral Fones  Besereations Matering  Repars Halp

Flesasn pntier the Llsers indommation below m

Accombll Homber
Fin

Field Description - Admin Users
Import User
Field Label Field Specifications | Description Notes
Submit Click after entering information to User will be imported to database
save
Account/ID Number | 19 character limit Enter User Account/ID Number
Pin/Password Enter Pin/Password

USER RECONCILIATION (ADMIN USERS)

Enter the User’s Account Number and click on [Submit]. This will open a screen with the user’s current information with regards to
transactions.

Eniar The User's Accountil) Mumber and Chick Submit [ e |
ArcomblD Humber 1234512363 1629
G o | W Poacters Tg ompTee | 041 [0 x B | % (e -] H et e A
Wy Bsport |
Smart & B
User Reconciliation Report
Librarg Camd Fumbsr 12345123681329 HMamz: Cenns Peiil
Sating Ealanoes  £5.0% fuddilons #1100 Chargas: E025 Endng Ealanoz: 8565
CaleTime Braen Dedcglnss Cwen=Muims M Amn Rouiinn  Suldesginn suginng A g
R4 151 25PH LR Eamimakand imeifaca 146841 505 SO0 075 LR -
QT4 163057 hauk Sfinterac: 5400 E1.00 000 ThEE
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Field Description - Admin Users

User Reconciliation
Field Label Field Specifications Description Notes
Submit Click after Entering information Will open User Reconciliation
information page

Account/ID Number | 19 character limit Enter Account/ID Number

USER EXCEPTIONS (ADMIN USERS)

These are card numbers that have been created for testing and use by staff that will not show in the “Account by” reports.
Account by User, Account by Group, Account by Zone, and Account by Device.

User Exceptions

Weigome agmin! | Log Tul

[ ] Tirwsry  Foanabs Jowered Forees.  earuere Rlesorey  Bepeers s i

ol e oo et chrk Add] Besfion do add new L Eetepion | am

Field Description - Admin Users

User Exceptions

Field Label Field Specifications Description Notes
Add
Add Acct/ID Number Create card #s for testing and use by

staff that will not show in the
"Account by" reports and will not
affect financial data

Acct/ID Number Enter the Acct/ID Number to be added
Delete Click [Delete] to delete Account/ID
Number from User Exceptions List
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FILTERS

This section allows the Administrator to set Filter Level Names for Internet Access levels. For example: Most Restrictive, Child,
Juvenile, Youth, Adult, Unrestricted, and Block. Or, if the library prefers: Level 1, Level 2, Level 3, Level 4, Level 5, Level 6, and
Block. The Filter Level Names set by the library will be displayed for Internet Access options. Enter the desired Filter Level Names

for Level 1 to Level 6 and click [Save].

Home sy Luculivers  Fillers  Tomws

Regivn

Prowida the necassary ftar nama hen dick Seavs ballon.

Leal 1 B I aedl 7 Al
[ Lainl 3 Laed 4 Tesin
Ll & Lol 5 Lerd b Chikl

Welcome adminl [ Log Cut ]

Conlil Tones  Renerations

Bebeing  Repils Help
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ZONES

This section allows the Administrator to add zones as well as configure zone settings such as filter levels, group settings, free pages,
messages, library close time, Internet access, and computer percentage limit (for flex time). To delete a Zone, please contact

Comprise Technical Support.

N T ‘Wielcnme admini | | og Ot )

Applanatinn Configaation

Home  Usees Fog om Locatons  Flkers Zpscvations  Metordng  Repots Help

Honndiz e Desice

Al ke changis, dick Add Zone bullon Ferurvams i Cplisns
e L CanlUS Tickel Opicen
Lo b

e — r i
Location Mame: Beled & Lacation 1 Faggie Dplinee

B,

Sl Al Language Opltices jr Public Librry
HFL10 Fighundo Mublc Ly nadoe Cakons raks Mabfic Livary
Teenil Tee de Pusic Lismry
A Bl Ueeibanicw dackd OFAC Detions nthe Pabdfic Lixay
Prnt Opclons
Rosoures

fyzoam Oztlons
[bne: Opticas

Schedule Options
Menu Digtlons

Thanmnas
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ADD ZONE (ZONES)

To Add Zone, please follow these steps:
1. Enter new Zone ID to be added. Please Note:
a. Zone ID cannot contain: special characters, space (i.e. HPL Lab), dash (i.e. HPL-Lab), apostrophe (i.e. HPL’Lab), etc.
b. Zone ID can contain: Underline *_” (i.e. HPL_Lab).
2. Enter new Zone Name to add new Zone
3. Click [Add Zone].

Ty @iy [ LS Ol |

Afiad Emakang changes, Tk Add Johe Bufion “
< I Gyt
Zres Huirss Cvisr Comie
Li=cafon Nams LITE I'-ﬂ-.|_-‘|-r. -ul

Fa i LE ¥ dullaiate” Pl | wney

Bl ¥ A | Bawy Vhrgid i | v

i =
St ] HerHiarh b %A frrlast Pl L Bre,

A confirmation message: Zone Has Been Added will display on screen. New Zone will show under the Existing Zones list.

Wricorrs andmind | Log Ol |

Region lbtwtsim  Flein  Dow Crivrsl Domwi.  Aneivelioen Bming Reobota

Al mating coanget, © ok Add Fone lion m
Lom i}

L HiETe

Lo aboe MNprw St § LocsSon b

L T L o5 T ] ik =i | Brw
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Field Description - Zones

Add Zone

Field Label Field Specifications | Description Notes

Add Zone Click [Add Zone] to add Zone to database New Zone will be displayed on the
Zone list.

Zone ID 50 character limit ID of Zone to be added Zone ID cannot contain: special
characters, space (i.e. HPL Lab),
dash (i.e. HPL-Lab), apostrophe
(i.e. HPL’Lab), etc. Zone ID can
contain: Underline “_” (i.e.
HPL_Lab).

Zone Name 100 character limit Name of Zone to be added

Location Name
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APPLICATION CONFIGURATION (ZONES)

Application Configuration is where the settings for the PC Activity Manager, Print Release Station, and Sign Up Station are configured
from. The settings have to be configured, modified and/or deleted from here. The settings can only be viewed from the actual
configuration screens from each of these applications.

EACTIVITY MANAGER

The settings for the PC Activity Manager Setup Options have to be configured from the Web Interface.
After the settings have been configured, click [Save]. A reboot of the PC Activity Manager PC is required for the updated settings to
take effect.

To configure the settings for PC Activity Manager(s):
1. Firstlogin to the Web Interface.
2. Click [Zones]
3. Select [Application Configuration] from the drop down options.
4. Click the Activity Manager tab
5. Click [Modify Options] for the appropriate Zone and correct IP Address for the PC Activity Manager PC.

The current values from the Clintinfo.ini file are displayed be default.

ey RSl

To add additional fields to be configured:

1. Field Name: Enter the name of new field.
Field Label: Enter the label for the new field.
Field Value: Enter the value of the new field.
Description: Enter a brief description of the new field.
Click [Insert]

abrwbd

To modify the current information:
1. Click [Edit] for the appropriate field.
2. Enter the correct information
3. Click [Update] to save new information
4. Click [Cancel] to cancel changes.
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Application configuration
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Field Description — Admin Application Configuration

Application Configuration (Activity Manager)

Field Label Field Specifications Description Notes
Branch
Name Zone ID
Branches ZonelD(s). Separate multiple ZonelD(s)
with percent sign
File Name Clintinfo.ini

Configuration

EnableGracePeriod

0 = Use grace period set on the server
to Sign Up and Reservations

EnableNotify 0=don’t show confirmation box,
1=show confirmation box
EnablePIN O=pin is not required, 1=pin is required
InactivityTime In seconds 0=no check box 1=check box
FilterLevels Filter Level names
adultDOB mm/dd/yyyy Date of Birth
adultPOS 0=no check box 1=check box
childDOB mm/dd/yyyy Date of Birth
childPOS 0=no check box 1=check box
juvDOB mm/dd/yyyy Date of Birth
juvPOS 0=no check box 1=check box
mostDOB mm/dd/yyyy Date of Birth
mostPOS 0=no check box 1=check box
unresDOB mm/dd/yyyy Date of Birth
unresPOS 0=no check box 1=check box
youthDOB mm/dd/yyyy Date of Birth
youthPOS 0=no check box 1=check box
Settings
EnableWQueue 1=enable queue, 0=do not enable
queue
NotifyPort
SignIP IP address of SUS
VisitorPrefix1 Unique identifier for visitor card prefix. | Designate Location, for example
VisitorPrefix2 Unique identifier for visitor card prefix. | Designate Zone, for example
VisitorPrefix3 Unique identifier for visitor card prefix. | Designate PC, for example
WebServer
Name IP address of the SAM server
Port Default Port
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| PRINT RELEASE

The settings for the Print Release Station have to be configured from the Web Interface.
After the settings have been configured, click [Save]. A reboot of the Print Release Station PC is required for the updated settings to
take effect.

To configure the settings for Print Release Station:
1. Firstlogin to the Web Interface.
Click [Zones]
Select [Application Configuration] from the drop down options.
Click the Print Release tab
Click [Modify Options] for the appropriate Zone and correct IP Address for the Print Release Station PC.
The current values from the Clintinfo.ini file are displayed be default

o0k wN

Application configuration

Haime  Lsem Comi s Lores Hesrreainnsg

activity Masager [EET 000 tign iip

Liorww 1 Zorm Hane

To add additional fields to be configured:
6. Field Name: Enter the name of new field.
7. Field Label: Enter the label for the new field.
8. Field Value: Enter the value of the new field.
9. Description: Enter a brief description of the new field.
10. Click [Insert]

To modify the current information:
5. Click [Edit] for the appropriate field.
6. Enter the correct information
7. Click [Update] to save new information
8. Click [Cancel] to cancel changes.
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Field Description — Admin Application Configuration

Application Configuration (Print Release)

Field Label Field Specifications Description Notes
Branch

Name Zone ID

DisplaySettings

ButtonGroupWidth Button size

JobListWidth Print job list size

PrintSettings

BWPrice Default black white printer price

ColorPrice Default color printer price

ControlType Free page option 1=Per Day, 2=Per Time Period

DefaultPrinterName

Default printer to print jobs

EnablePin

1= enable pin, 0= disable pin

UseDBMoney Use SAM account money. O=disable,
1=enable

Settings

CBType 0=Jmax coin box, 1=ITC coin box

CleanJobsPopup 1=clean print jobs each time
application starts, O=clean print jobs
every day

ComPort Com port for coin box

EnableAddToSAM 0=don’t use User Account money,
1=use User Account money
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Field Description — Admin Application Configuration

Application Configuration (Print Release)

Field Label

Field Specifications

Description

Notes

HttpPort

InactivityTime

In seconds

Inactivity time length

Mode

Theme Application theme
User Staff password
pass
WebServer
FTPPort ftp port to Download wireless jobs
from
IsFtpPassive
Name IP address of the SAM server
Port Default Port
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| SIGN UP

The settings for the Sign Up Station have to be configured from the Web Interface.
After the settings have been configured, click [Save]. A reboot of the Sign Up Station PC is required for the updated settings to take

effect.

To configure the settings for Sign Up Station:

1.

S Sl N

First login to the Web Interface.

Click [Zones]

Select [Application Configuration] from the drop down options.
Click the Sign Up tab

Click [Modify Options] for the appropriate Zone and correct IP Address for the Sign Up PC.

The current values from the Clintinfo.ini file are displayed be default

Ledwtiomt  HAse  DBrsd L Jonad  Hadarsafiing

Mgldrmy  Hagodt

i tlp

v admind | Log Ol |

To add additional fields to be configured:

11.
12.
13.
14.
15.

Field Name: Enter the name of new field.

Field Label: Enter the label for the new field.

Field Value: Enter the value of the new field.
Description: Enter a brief description of the new field.
Click [Insert]

To modify the current information:

9.

10.
11
12.

88

Click [Edit] for the appropriate field.
Enter the correct information

Click [Update] to save new information
Click [Cancel] to cancel changes.
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Field Description — Admin Application Configuration

Application Configuration (Sign Up)

Field Label Field Specifications | Description Notes
Branch
Name Zone ID
Branches ZonelD(s). Separate multiple
ZonelD(s) with a percent sign
File Name Clintinfo.ini

Configuration

Digits_Number

Number of card # digits from the
end to display

DisplayFormat 0= display card number, 1= display
patron name
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Field Description — Admin Application Configuration

Application Configuration (Sign Up)

Field Label

Field Specifications | Description

Notes

EnableGracePeriod

0 = Use grace period set on the
server to Sign Up and Reservations

EnableNotify 0=no Text / Email, 1=Text / Email

EnablePIN O=pin is not required, 1=pin is
required

InactivityTime In seconds 0=no check box 1=check box

lad_Digits_Number

lad_Display_Format

KioskConfig

AssignListWidth Size of Assigned List Column
Heading

sizel Image column width

sizel0 Size of PC List Heading (PC ID)

sizell Size of PC List Heading (User Name
/ Library Card #)

sizel?2 Size of PC List Heading (User
logged on / Session End Time)

size2 Size of Wait List Heading (Ticket #)

size3 Size of Wait List Heading (Next Up
Card #)

size4 Image column width

sizeb Size of Assign List Heading (Ticket
#)

size6 Size of Assign List Heading (Now
Up)

size7 Size of Assign List Heading (PC ID)

size8 Size of Assign List Heading (Grace
Period duration)

size9 Image column width

WaitListWidth Size of Zone Waiting List Heading

Language

LanguageNamel Language 1 Name

LanguageName2 Language 2 Name

LanguageName3 Language 3 Name

Settings

Mode 1=classic view, 2=advanced view,
9=view only

NotifyPort SMS and email service port
number

SIGNUPCONFIG

BranchListSizel Advanced View/View Only branch
list column 1 size

BranchListSize2 BranchListSize2

BranchListSize3 Advanced View/View Only branch
list column 3 size

BranchListSize4 Advanced View/View Only branch
list column 4 size

BranchListSize5 Advanced View/View Only branch

list column 5 size
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Field Description — Admin Application Configuration

Application Configuration (Sign Up)

Field Label Field Specifications | Description Notes
User
pass Staff password
VIEWONLYCONFIG
sizel Advanced View/View Only wait list
column 1 size
sizel0 Advanced View/View Only assign
list column 6 size
size2 Advanced View/View Only wait list
column 2 size
size3 Advanced View/View Only wait list
column 3 size
sized Advanced View/View Only wait list
column 4 size
sizeb Advanced View/View Only assign
list column 1 size
size6 Advanced View/View Only assign
list column 2 size
size7 Advanced View/View Only assign
list column 3 size
size8 Advanced View/View Only assign
list column 4 size
size9 Advanced View/View Only assign
list column 5 size
WaitListWidth Advanced View/View Only assign
list wait list size
WebServer
Name IP address of the SAM server
Port Default Port
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ASSOCIATE DEVICE (ZONES)

To Associate Device - Peripheral hardware such as Payment Center, Photocopy Device, etc. (not Client PCs), please follow these
steps:

1. Select appropriate Zone to associate device.

2. Enter new Device ID.

3. Select new Device Type from the drop down.

4. Click [Save].
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A confirmation message: Device Assigned will display on screen. New Device will show under the Associated Devices list.
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Field Description - Zones

Associate Device

Field Label Field Specifications | Description Notes

Zone Select Zone

Device ID Enter Device ID

Device Type Select Device Payment Center, Photocopy Device,

etc. (not Client PCs)

Save New Device will be added to database. Save to add new Device to database
Device will be displayed on the Zone list
above
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| BROWSER OPTIONS (ZONES)

SAM allows the library to control the ‘Browser Start Page’ view for each Filter Profile. The Filter Profiles are: Full Access, Full Access
(Alt.), Restricted Access, Restricted Access (Alt.), Safe Harbor, and Safe Harbor (Alt.).

Type in a start page (i.e. http://www.schoollinx.com) in the appropriate field under Zones/Browser Control, then click [Save] and
check "Set default start page"”. This will enable the new default start page for each profile. If you want to keep your own default
start pages that are already set up in your browser settings, uncheck “Set default start page”.

Internet Options - SAM’s Proxy Filtering Solution:

Set Browser settings - This must be checked if you are using SAM's Proxy Filtering Solution. This will change the client browser to
go to the Proxy IP address.

Please Note that 8e6 Filter Appliance control is not supported for thin clients at this time
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Field Description - Zones

Browser Options
Field Label Field Specifications Description Notes
Zone Select Zone
Submit Open Browser Options Screen
Save Click after making changes to save Save changes and add to
database
Zone ID 50 character limit ID of Zone
Zone Name 100 character limit Name of Zone

Field Description - Zones
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Browser Options

Field Label Field Specifications Description Notes
Start Pages Start Page view for each Filter profile
Level 1 Filter Level Name set | Enter URL, IP, and Port For example: Level 1 to Level 6
by Library will be
displayed.
Adult Filter Level Name set | Enter URL, IP, and Port
by Library will be
displayed.
Level 2 Filter Level Name set | Enter URL, IP, and Port
by Library will be
displayed.
Level 3 Filter Level Name set | Enter URL, IP, and Port
by Library will be
displayed.
Level 4 Filter Level Name set | Enter URL, IP, and Port
by Library will be
displayed.
Level 5 Filter Level Name set | Enter URL, IP, and Port
by Library will be
displayed.
Level 6

Internet Options

SAM's Proxy Filtering Solution.

Set Browser Settings

This will change the client
browser to go to the Proxy IP
address

Set Default Start Page

Default Start Page

Note: 8e6 Filter Appliance
control is not supported for
thin clients at this time
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VISITOR CARD / SUS TICKET OPTIONS (ZONES)
To configure the Visitor Card / Sign Up Ticket:

1. Select the Zone and click [Select]
2. Select or Enter all the appropriate information
3. Click [Save]

*There is a maximum limit of 50 characters per line and apostrophes cannot be used.
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Field Description - Zones

Visitor Card / Sign Up Ticket Options

Field Label | Field Specifications Description Notes
Zone Select Zone
Submit Open Card / Sign Up Ticket Options screen
Save Click to save changes and add information | Selected Information will be

to database printed on Visitor Card
Display
Options
Display Check box to print Date will be printed on Visitor
Date Card
Display Check box to print User Name will be printed on
Name Visitor Card
Display Check box to print Library Card Number will be
Number printed on Visitor Card
Display PIN Check box to print PIN will be printed on Visitor

Card

Title
Title Limit of a maximum of 50 characters | Title Line 1, Title Line 2, and Title Line 3. Information will appear on
Visitor Card | per line and cannot use apostrophes | Can be used to print Library Name, Visitor Card and Sign Up Station
/ SUS Address, Telephone #, etc. Ticket.
Session Limit of a maximum of 50 characters | Session Line 1, Session Line 2, Session Line | Information will appear only on
Information | per line and cannot use apostrophes | 3, and Session Line 4. Visitor Card.
Visitor Card Can be used to print Session Time, Print
Only Cost, etc.
Visitor Card | Limit of a maximum of 50 characters | VC Instructions Line 1, VC Instructions Line | Information will appear only on
Instructions | per line and cannot use apostrophes | 2, VC Instructions Line 3, and VC Visitor Card.

Instructions Line 4.

Can be used to print Visitor Card valid

date.
Sign Up Limit of a maximum of 50 characters | SUS Instructions Line 1, SUS Instructions Information will appear only on
Ticket per line and cannot use apostrophes | Line 2, SUS Instructions Line 3, and SUS Sign Up Station Ticket.
Instructions Instructions Line 4.

Can be used to instruct users they have
duration of grace period to Sign Up on
assigned PC.
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FREE PAGE OPTIONS (ZONES)

To configure the Free Page Options:
1. Select the Zone and click [Select]
Per Day — Select the number of pages that a Standard User will be allowed to print free of charge per day.
Per Set Time Period — Check for current time period or Add New Time Period. Select the number of free pages.
For - You can specify a name for time period such as Semester, Summer, etc.
To - Select start date
From - Select end date
Delete — Check the appropriate box to delete desired Time Period from list
Click [Save] to save or delete information

O N Ok~ LN

Free Page Options
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Field Description - Zones

Free Page Options

Field Label Field Specifications Description Notes
Zone Select Zone
Submit Open Free Page Options screen
Save Click after making changes to save Save information to database
Type
Per Day Select number of free pages that a Standard
User will be allowed to print free of charge per
day.
Per Time Period Select Free Page number For current time period or Add
new Time Period
Free Page
For Specify name for time period Semester, Summer, etc.
From Select start Month, Day, and Year
To Select end Month, Day, and Year
Delete Select Time Period to be deleted
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GROUP OPTIONS (ZONES)

This is where you can set up all the controls for User daily sessions and print privileges. SAM supports several user controls other
than session time. First, you can control total daily allocation separately from individual session length. Then you can enforce
session separation by limiting a user’s consecutive logins. Finally, you can determine the total number of times a user can login
during any day. In combination with basic session time, SAM gives you the ability to establish a policy such as: “2 hours per day total
usage, in 30 minute sessions, with a limit of 2 consecutive logins, and maximum of 4 daily logins”.

All Users will get Standard User settings unless you go into their record from either the Administrative Interface — Users screen, or
the PC Activity Manager — Users screen and assign them to a group. SAM accommodates 4 custom groups that you can use for any
special purpose. Members of these groups can have different settings for time and print parameters. Intended uses include: longer
session time for users with bon-a-fide research needs or no-charge print where economic constraints apply.

To configure Group Options:
1. Select the Zone and click [Select]
2. Select desired choices from drop down options for appropriate fields
3. Click [Save] to save information.
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SAM TIMERS (ZONES)
SAM runs a number of timers to effectively control user use of the PC.

Daily Time is the total amount of time available to a user on a daily basis. Users do not have to use all of this time in a single session;
unused time is reserved for their later use. You determine daily time. We recommend one hour, but it can be any easily
understandable time increment. Multiples of 30 minutes can be specified. Note: Staff can reset time either from the staff interface
or from the Client PC.

Session Time is the amount of time each individual session can be. SAM gives libraries the flexibility to set daily time at, for
example, 2 hours per day. With only 30 minute Session Time in order to accommodate all users throughout the day.

Consecutive Sessions is the number of times a user can login consecutively without having to wait the duration of session length.
For example, the library allows 2 hours per day in 30 minute sessions but only 2 consecutive logins. If this is the case, the User will
be prevented from logging onto any SAM PC for the time that’s set for 1 session length, which in this case is 30 minutes, after they
have used 2 consecutive sessions.

Daily logins is the number of times a User can login to the SAM PC per day. So even if a User has daily time left over for that day and
Daily logins is set to 4, the User will not be able to login to the PCs after 4 successful logins. Note: Staff can reset logins either from
the staff interface or from the Client PC.

Daily Time, Consecutive Sessions, and Daily Logins are accumulated per Library Card number and
stay with user from Zone to Zone throughout the day. Therefore, if exceeded in one Zone, Daily
Time, Consecutive Sessions, and Daily Logins lock user record and block logins in subsequent Zones.

Enable Group Settings for Print: If this box is checked, users will be charged per settings under Express and Groups (per Group).
Group Settings will override global settings for all printers on the local workstations.
If this box is not checked, users will be charged the same way as Standard users (per printer from Print Options).

Page Limit: Number of pages user is allowed to print per print job. 0= Can't Print, so needs to be greater than 0.
Price / Page: Price per page user will be charged.
Applications: Application print range, i.e. All, Internet, None.

Express Time: is the total amount of time available to an Express user in any day. The library determines session time. We
recommend fifteen minutes, but any time increment can be specified. Consecutive Sessions and Daily login settings do not apply to
Express users. Libraries can also restrict print settings for Express users: Page limit (is set per job), free pages (allowed per day),
price per page and the applications that they can print from (Internet Only, All Applications or None).

Groups 1 —4: SAM accommodates 4 custom groups that can be used for any special purpose. Members of these groups can have
different settings for session, time, and print parameters explained above. The settings on this screen will override the global printer
settings for Users that the library includes in specific groups. As a general rule, the “Express” settings are used to configure Express
PCs and “Group 1 (Visitor Cards)” settings apply to users utilizing Visitor Cards.
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Field Description - Zones

Group Options

Field Label

Field Specifications

Description

Notes

Zone

Select Zone

Submit

Open Group Options screen

Save

Click after making changes to save

Save information to database

Daily Time

Must equal or exceed
session time

Daily Time allowed

Select settings for Standard
User, Express, Group 1 (Visitor
Cards), Group 2, Group 3, and
Group 4

Session Time

Number of Minutes for each session

Select settings for Standard
User, Express, Group 1 (Visitor
Cards), Group 2, Group 3, and
Group 4

Consecutive Sessions

Number of times user can login consecutively

Select settings for Standard
User, Express, Group 1 (Visitor
Cards), Group 2, Group 3, and
Group 4

Daily Logins

Number of times user can login per day

Select settings for Standard
User, Express, Group 1 (Visitor
Cards), Group 2, Group 3, and
Group 4

Enable Group
Settings for Print

Group Settings will override global settings
for all printers on the local workstations.

If this box is checked, users
will be charged per settings
under Express and Groups
(per Group).

If this box is not checked,
users will be charged the
same way as Standard users
(per printer from Print
Options)

Page Limit

0 =Can't Print

Number of pages user can print per print job

Select settings for Standard
User, Express, Group 1 (Visitor
Cards), Group 2, Group 3, and
Group 4

Free Pages

Number of pages user can print free of
charge per day

Select settings for Standard
User, Express, Group 1 (Visitor
Cards), Group 2, Group 3, and
Group 4

Price / Page

Set by Printer for
Standard User. Set by
Group for groups

Price per printed page

Applications

Application print range

All, Internet, None
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LANGUAGE OPTIONS (ZONES)

Library has option to enter text translated in a choice of 3 languages. English is the default language. Library can choose the other 2
languages.

To configure Languages:
1. Select the appropriate Zone from drop down options.
2. Language - Current Language in use will be displayed. Select desired Language from drop down options.
3. Click [Submit].

Library can customize the text to display for the Client, Sign Up Station, and Print Release Station. Enter translated text for all
available Fields / Labels to Configure Languages and click [Save].
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ELANGUAGE OPTIONS (ZONES) — SIGN UP STATION
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ELANGUAGE OPTIONS (ZONES) — PRINT RELEASE STATION
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Field Description - Zones

Language Options

different Language from drop down options.

Field Label Field Specifications Description Notes

Zone Select Zone

Submit Open Message Options screen

Language The current Language is displayed. Selecta | By default, all text is displayed

in English. However, up 3
different Language choices
are available.

Restore Defaults

Restores Language defaults

Save

Click after making changes to save

Save information to database

Language Options -
Language 1

Choice of 3 different languages available

Enter text translated in a
choice of 3 languages. English
is the default language.

Zone ID

Zone ID

Restore Defaults

Will restore default values

Save

Click after making changes to save

Save information to database

Language Name

Current Language is displayed in box

Client

End Session Button

End Session

Enter translated text

Login Screen OK
Button

oK

Enter translated text

Field Description - Zones
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Language Options

Field Label

Field Specifications

Description

Notes

Login Screen Policy
Button

Library Policy

Enter translated text

Login Screen
Reservation Message

This PC is reserved at

Enter translated text

Login Screen PC
Assigned Message

This PC is assigned to

Enter translated text

Login Card Error

Invalid card number entered, please try
again

Enter translated text

Login Password Error

Invalid PIN entered, please try again

Enter translated text

Login Password
Doesn't Match

PINs don't match, please enter the pin again

Enter translated text

Login Inactive Account

Your account is inactive. Please see the
Librarian

Enter translated text

Login Expired Account

Your card has expired. Please see the
Librarian

Enter translated text

Login Computer

Sorry, this computer is reserved at this time

Enter translated text

Reserved for another Patron
Login Computer Sorry, this computer has been assigned Enter translated text
Assigned temporarily to another Patron

Login Sessions Used

Patron has used all their sessions for today

Enter translated text

Login User Already

Patron is already working in another

Enter translated text

Logged in computer
Login Password The password is required. No blanks or Enter translated text
Required special characters are allowed.

Login Disabled Due to
Consecutive Sessions

Your Login Privilege is disabled for 1 session

Enter translated text

Netscape Disabled

Netscape has been disabled on this
computer

Enter translated text

Internet Blocked

Your account is blocked for Internet access.
Please see the librarian

Enter translated text

Internet Idle

Your Internet session has been idle. Click OK
to continue your session

Enter translated text

Computer idle

Your computer session has been idle. Click
OK to continue your session

Enter translated text

Browser Closed By
Staff

Browse closed by Library staff

Enter translated text

Session Time Updated

Your session time has been updated

Enter translated text

Zone Late Warning

Itis too late to log into this Zone

Enter translated text

Zone Age Limits

You are not within the proper age limits for
this Zone

Enter translated text

Control Zone Age
Limits

You are not within the proper age limits for
this Control Zone

Enter translated text

Reservation Swap

You have a reservation on a different
machine, would you like to swap it to this
one?

Enter translated text

Field Description - Zones
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Language Options

Field Label

Field Specifications

Description

Notes

Timer Reset

Timer has been reset

Enter translated text

Timer Not Reset

Timer has not been reset

Enter translated text

Session Reset

Login session has been reset

Enter translated text

Time Extended

Your Computer time will be extended
UNLESS you have used your maximum daily
time

Enter translated text

Browser Closed Due to
Inactivity

Sorry, browser closed due to inactivity

Enter translated text

End Session Query

Are you sure you want to end your session
now?

Enter translated text

End of Session
Warning 1

Your computer session will terminate in 15
minutes. You should begin to finish your
work now

Enter translated text

End of Session
Warning 2

Your computer session will terminate in 10
minutes. You should begin to finish your
work now

Enter translated text

End of Session

Your computer session will terminate in 5

Enter translated text

Warning 3 minutes. You should begin to finish your

work now
End of Time Sorry, your session time has expired Enter translated text
End of daily time Your time is almost up! Your Internet Enter translated text
Warning session will soon end

Library Close Warning
1

Library Close Warning
2

Library Close Warning
3

Reserve Warning 1

There is a reservation within the hour,
please be ready to release the computer
when needed

Enter translated text

Reserved Please
Release

This computer is reserved, please release
this computer for the next Patron

Enter translated text

Session Will End

Your session will end now. Please release
this computer for the next user

Enter translated text

Library Will Close

The Library will close soon. Please finish all
the activities in this computer

Enter translated text

Library Sign Off

Goodbye and thank you for using our library

Enter translated text

Reboot for changes

Do you want to reboot now for these
changes to take effect?

Enter translated text

Lock Screen PC Locked This PCis currently locked. Only amember | Enter translated text
of the staff can access this PC
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Field Description - Zones

Language Options

Field Label Field Specifications Description Notes

Lock Screen Unlock PC Unlock PC Enter translated text
Lock Screen Library Enter translated text
Card Library Card

License Expired

SAM license is expired. Please contact the
system administrator

Enter translated text

Mandatory Sign Up

There are other patrons waiting to use the
computers. Please wait your turn or check
your card at Sign Up Station

Enter translated text

PC Disabled

This PC is currently disabled. Please use
another PC

Enter translated text

Library closed

The Library is closed. Please finish all the
activities in this computer

Enter translated text

SAM Start Error

SAM was not initialized properly. Please
restart program. If this problem continues,
restart Windows and try again. Error Code:
MH

Enter translated text

Inactivity Start Error

Error starting inactivity warning timer

Enter translated text

Client - Print

Print All - instructions

Click Print All to print all your documents.
The Library card holder agrees to pay the
total charge indicated.

Enter translated text

Print All - Patron ID Patron ID: Enter translated text
Print All - Documents Documents: Enter translated text
Print All - Free Pages Free pages: Enter translated text

Print All - Total Charge

Total Charge

Enter translated text

Print All - Library
Policy

Library Policy

Enter translated text

Print All - Cancel Cancel Enter translated text
Print All - Print All Enter translated text
Button Print All

Failure Notification

Your document hasn't been printed due to
problems with the printer or your computer,
please contact your system Administrator.

Enter translated text

Enter Information

To print this document(s), you must enter
your Library Card Number and Password

Enter translated text

Successful Notification

Your document has been printed or sent to
the print release station successfully

Enter translated text

Print Confirmation

Are you sure you want to print?

Enter translated text

Number of Pages

Number of Pages:

Enter translated text

Free Pages Remaining

Remaining Free Pages:

Enter translated text

Pages Printed Pages Printed: Enter translated text
Cost Per Page Charge per Page: Enter translated text
Total Cost TOTAL CHARGE: Enter translated text

Account Balance

Account Balance:

Enter translated text

Comprise Technologies, Inc © 2015 | Customer Support: 800-531-0132

115




Field Description - Zones

Language Options

Field Label Field Specifications Description Notes

Client - Pay For

Session

Query Would you like to deduct the amount from Enter translated text

your account?

Insufficient Funds

Please deposit some more in your account
tologin

Enter translated text

Account Balance

You currently have:

Enter translated text

Cost

To acquire a session, it will cost:

Enter translated text

Client - Session Info

Enter translated text

Name

Name

Enter translated text

Library Card

Library Card

Enter translated text

Filter Info Title

Internet Filtering Information

Enter translated text

Access Level Title

Access Level Selections

Enter translated text

Balance information
title

Account Balance Information

Enter translated text

Current Balance Title

Your Current Balance

Enter translated text

Fine Line The Library's records show that you owe Enter translated text
Fine Line 2 in Enter translated text
Fine Line 3 outstanding charges Enter translated text
Fine Line 4 Select the amount you would like to pay Enter translated text
Fine Line 5 then click: Enter translated text
Time Remaining Time Remaining Enter translated text
Time Format (hour:min) Enter translated text
Current Access Current Access Level Enter translated text

Account Balance

Account Balance

Enter translated text

Reserved

This PC is reserved at:

Enter translated text

Sign Up Station

Zone ID

Branch ID

Enter translated text

Branch List 1

Branch List 2

Branch List 3

Branch List 4

Wait List 1

Wait List 2

Wait List 3

Assign List 1

Assign List 2

Assign List 3

Now Up

Assign List 4

PCID

Assign List 5

Expires

116
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Field Description - Zones

Language Options

Field Label Field Specifications Description Notes
PC List 1 PC Status

PC List 2 PCID

PC List 3 ID

PC List 4 Ends At

Success Message 1

Congratulations

Success Message 2

You have successfully signed up in the Zone

Success Message 3

Your Ticket Number Is

Sign Up Note 1

Please enter your information and Click
Signup

Sign Up Note 2

Please input Pin number

Sign Up Note 3

Cannot see

Library Card

Pin

Zone

Email/Phone

OK

Cancel

Login

View

Log In Message 1

Please input Card number

Log In Message 2

Please input Pin number

Log In Message 3

Invalid Card Number or Pin or Login Privilege

Log In Message 4

This Card has reservation

Log In Message 5

Library Closed

Log In Message 6

This Card was already assigned or Logged in

Log In Message 7

This Card was already assigned

Log In Message 8 Invalid Sign Up
Status Name 1 Waiting

Status Name 2 PC Disabled
Status Name 3 PC Up

Status Name 4 PC Down
Status Name 5 PC In Use

Status Name 6

Patron Assigned

Main Screen View
Button

View Status

Main Screen Note

Please select branch to sign up

Main Screen Header 1 Zone Name

Main Screen Header 2 # of Patron(s) Ahead
Main Screen Header 3 # of PC(s) Available
Main Screen Header 4 Ticket(s) Assigned
Status Wait List Label Assign List

Status Assign List Waiting List
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Field Description - Zones

Language Options

Field Label Field Specifications Description Notes

Status Wait List Col 1 Next UP

Status Wait List Col 2 Ticket

Status Wait List Col 3 Zone

Status Assign List Col 1 Now Up

Status Assign List Col 2 Ticket

Status Assign List Col 3 PCID

Status Assign List Col 4 Expires

Status Assign List Col 5 Zone

Status Button Return Return Home

Print Release Station

Login Wnd 1

Login Wnd 2

Login Wnd 3

Login Wnd 4

Login Wnd 5

Login Wnd 6

Login Wnd 7

Login Wnd 8

Print Wnd 1

Print Wnd 2

Print Wnd 3

Print Wnd 4

Print Wnd 5

Print Wnd 6

Print Wnd 7

Print Wnd 8

Print Wnd 9

Print Wnd 10

Print Wnd 11

Print Wnd 12

Print Wnd 13

Print Wnd 14

Print Wnd 15

Print Wnd 16

Print Wnd 17

Print Wnd 18

Print Wnd 19

Print Wnd 20

Print Wnd 21
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Field Description - Zones

Language Options

Field Label

Field Specifications

Description

Notes

Print Wnd 22

Print Wnd 23

Print Wnd 24

Print Wnd 25

Print Wnd 26

Print Wnd 27

Print Wnd 28

Print Wnd 29

Print Select Wnd 1

Print Select Wnd 2

Print Select Wnd 3

Print Select Wnd 4

Print Select Wnd 5

Print Select Wnd 6

Print Receipt 1

Print Receipt 2

Print Receipt 3

Print Receipt 4

Print Receipt 5

Print Receipt 6
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INVOICE OPTIONS (ZONES)

You can change the information that appears on the Print Invoice (i.e. Last Name, Library Card Number, etc.) as well as turn the Print
Invoice on/off.
To configure the Print Invoice:
1. Select the Zone and click [Select]
Click Print Invoice — if you wish to print the Print Invoice
Click Don’t Print Invoice — if you do not wish to print the Print Invoice
Select the appropriate boxes to indicate the information you would like to be printed on the Print Invoice
Click [Save].
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Field Description - Zones

Invoice Options

Field Label Field Specifications Description Notes
Zone Select Zone
Select Open Invoice Options screen
Save Click after making changes to save Save information to database
Print Invoice
Yes Select to Print Invoice will print if selected
No Select to Not Print Invoice will not print if selected
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OPAC OPTIONS (ZONES)

SAM can offer some flexibility in selecting links displayed within your catalog. For example, SAM could let a person click on a link
and go to an author’s website. We call that “Clicks Beyond” the catalog, and SAM will recognize the click to the author’s website as
acceptable. SAM will not let the user go outside the number of “Clicks Beyond” that you specify. If a user goes beyond the allowed
clicks, SAM will deny access and the users only option will be to return to your catalog. After someone has clicked beyond the
allowed number, SAM will automatically return the user to your Catalog Start Page URL. You can add a list of URL addresses and/or
local paths for your catalog and databases (i.e. http://www.ebsco.com) in the SAM web interface that will allow users access
without being redirected from these White List sites.

Select the Zone and click [Select] . The OPAC Options window will open. From here, you can Add New Sites as URL (i.e.
www.google.com, www.yahoo.com, etc.) or as Dictionary Keyword (i.e. msn, cnn, etc.).

Welopma ndienin] [ Lpg T
Lsumlgnsi PR Jeeema Diliml fimmri. Rewmiwadberii  Mobices  Faoeels Phrip
i Tadem -
Al [Tk TR OO e e Dadd “
o il
Rerdre | e T o Prasiaen L8H ioverasl 181 i F W R dady o ey | e e
Origgencsl LER =i -H-p:-h-lnw
s 1 — E i
Fr
T L - - !
T C— T
P - Cuinty
L (Ll ]
- ! M
CEE

To Add New Sites, please follow these steps:

Enter the URL or Keyword under Site

Select the appropriate Type from drop down options, (URL, Dictionary).

New additions will be displayed under the Listed Sites.

To Delete a site, check the appropriate box from the pre-populated list under Listed Sites
Click [Save] to save all changes.

ok wbdPE

Comprise Technologies, Inc © 2015 | Customer Support: 800-531-0132 121



Field Description - Zones

OPAC Options
Field Label Field Specifications Description Notes
Zone Select Zone
Select Open OPAC Options screen
Save Click after making changes to save Save information to database
Zone ID Zone ID
Zone Name Zone Name
Redirect to
Previous URL Select to redirect User to Previous URL
Original URL Select to redirect User to Original URL

After xx Clicks Away
From Sites Listed

Access will be denied if user goes beyond the
allowed number of clicks. User will be

Below redirected to either Previous URL or Original
URL per selection above

Original URL URL without http:// Enter the Start Page URL

Listed Sites URL addresses and/or local paths which users

will be allowed access to without being
redirected to the Original URL
Enter URL or Dictionary keyword to add to list

Add New Site of allowed sites.

Type Type of site - URL or Dictionary URL - allowed URL (i.e.
www.google.com,
www.yahoo.com, etc.)
Dictionary — allowed Dictionary
keyword (i.e. msn, cnn, etc.)

Delete Select to Delete from list of allowed sites
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|PRINT OPTIONS (ZONES)

This section allows for the management of user printers. Each printer can be managed differently. You can set price per page, page
limit (per job) and free pages (per day). These settings will apply to all standard Users. You can set special Group settings for print in
the Group Manager section or individual User print settings on the respective User’s record in the User Maintenance section.

To set up Print Options, please follow these steps:
1. Select the appropriate Zone and click [Submit].
2. Printer Name and Port Name will be pre-populated.
3. Select the desired printer and click [Modify].
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Upon clicking [Modify], the Printer Configuration window will open. From here, the following parameters can be set:
4. Printer Name - Printer Name needs to be identical on the individual client PCs as well as in Print Options. Cannot contain
special characters (i.e. $, %, etc). Dash (-) is ok.
Port Name - the IP address of the printer
Price Per Page (in cents), i.e. 25.
Page Limit - this is pages allowed to print per job.
Enter Applications where users are allowed to print from. The options are: Internet, All, or None.
Language is the PCL Driver language of the printer in use (i.e. PCL5, PCL6, etc.).
10 Enter all appropriate information and click [Save].

© NG
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To delete a Printer from the Zone, follow steps 1 to 3 above. Then, select the printer you wish to delete and click [Delete Printer].

Click OK when prompted to confirm deletion.
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Field Description - Zones

Print Options
Field Label Field Specifications | Description Notes
Zone Select Zone
Select Open Print Options screen
Modify Select Printer to Modify Click to open Printer Configuration
screen
Save Click after making changes to save Save information to database

Delete Printer

Selected printer will be deleted

Confirm at pop up box to delete
printer

Zone ID Zone ID
Zone Name Zone Name
Modify Confirm Printer Name and Port Name Printer Name and Port Name will

automatically be defaulted

Printer Name

255 character limit

Printer Name

Cannot contain special characters
(i.e. $, %, etc). Dash (-) is ok.

Port Name 256 character limit | Printer IP Address
Price Per Page Enter Price in Cents | Price Per Page
Page Limit 5 character limit Page Limit Pages allowed to print per print job

Applications allowed
to print from

Applications users will be allowed to print
from.

Select from: Internet, All, or None.

Language

10 character limit

The PCL Driver language of the printer in
use (i.e. PCL5, PCL6, etc.)

RESOURCES (ZONES)

This section displays each client PC installed with SAM Client and their computer name and IP address. It allows you to assign more
intuitive computer definitions to each PC in order to make it easier for the staff and users to identify during the reservation process.
The name that you enter in “Resource ID” will be displayed on the PC screen when using the PC Time Manager running mode, on the
PC Activity Manager, Sign Up Station, and on the Reservation Screen.

Resource
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MODIFY RESOURCE

Resource information can be modified by following these steps:
1. Select appropriate Zone from drop down.

Click [Select] to open Modify Resource screen

Select the Resource you wish to modify from the list and click [Modify].

Upon clicking the Modify button, the current Resource information will be displayed.

Name - this is the machine name, not controlled by SAM. Machine Name cannot be changed from SAM Computer

Information. It has to be changed from the Computer Properties

IP — IP address of the resource.

ID — PC identification label. This will display on the client PC, SUS, and PCAM.

Control Zone ID - Control Zone associated with this PC, if applicable.

OPAC - Check box to designate resource as a Catalog PC.

Users can reserve this resource — Check box to designate resource as a reservable PC.

10. Def 1, Def 2 and Def 3 —further define the Zone of the PCs with these fields. For example, Def 1 = Zone, Def 2 = Floor, and
Def 3 = Section/Purpose. This resource definition will be viewable on the Reservation Station.

11. Click [Save] to save the information.

ok~ wd

© NG

Plaasa esalact tha zone and click salact butiion “

Lacatien Atlantlc Public Ubrary |

Lame T W

Hlease selecl a resouwce lrom e st Debow o modiby
Localion Allanlic Fublic Lwary

Zong: Tesn

Clck baton o save ordeete computer BT TR

Name AP P 192 168 1 160 ! Io- |1 02
Contral Zone I _MEN_E__T{E Siatlon: |1E‘E 1681, 1540 | [(Jopae Tl Users can resenae this mesomen
Deft | Dl | Dedd |

Computer Nama Computar |P Computar [} Sation (D Contrel Lome

| Modity | COMPRISE 192 168.1.150 To2 M4

126 Comprise Technologies, Inc © 2015 | Customer Support: 800-531-0132



| DELETE RESOURCE

Click [Delete Resource] to delete a resource and confirm when prompted.
To delete a Resource from the Zone, follow steps 1 to 4 above. Then, select the Resource you wish to delete and click [Delete
Resource]. Click OK when prompted to confirm deletion.
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Field Description - Zones
Resources
Field Label Field Specifications Description Notes
Location Select Zone
Zone Select Zone
Select Open Resources screen
Modify Select resource to Modify Click to open Resource
Configuration screen
Save After making changes click to save changes
Delete Click to Delete Resource
Name 100 character limit Real computer name Will be automatically
imported during installation
IP 25 character limit IP address of PC at time of installation This can change in a DHCP
network
ID 15 character limit Resource ID PC identification label
Control Zone ID 50 character limit Control Zone associated with this PC
Station 50 character limit SUS IP address SUS that this resource is
associated with

Field Description - Zones

Resources
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Field Label Field Specifications Description Notes
OPAC Unchecked by Default | Select to designate resource as a Catalog PC Unchecked is not an OPAC PC
Users can reserve this Unchecked by Default | Select to designate resource as a reservable PC | Unchecked is not a reservable

resource

pC

Def1 255 character limit Computer definition field 1 Example, Building
Def 2 255 character limit Computer definition field 2 Example, Floor
Def 3 255 character limit Computer definition field 3 Example, Department

Relocate Existing Client PC(s) To A Different Zone

Prior to being relocated, an existing Client PC must first be deleted from the current Zone’s
Resource List. Then, that Client PC can be relocated to a different Zone and added to that Zone’s
resource list.

To relocate an existing Client PC into a differenct Zone:

1. Log onto the SAM SmartSERVER with the appropriate User Name and Password.

128

v, gl Brilini iz

SmartEE

Ring b=

Comprise Technologies, Inc © 2015 | Customer Support: 800-531-0132




2. Select SAM, Zones, and then Resources from the drop down options.

RESOURCE
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3. Select the appropriate Zone from the drop down list and click [Select] to display a list of current resources in the Zone.
4. Select the appropriate resource from the list and click [Modify] to open the computer information screen for the resource.
5. Click [Delete Resource] to delete the existing PC(s) from the Resource list for the Zone.
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Click hufton io save or delate computar - m m
Ok, Cancel

Hama: Fis IP: 'TJE |
Canlred Zoae 10 | MONE W Statien | 192.168.1.155 | [ 10pac [ |Users can reserva this resource
Ds1: | : Dei2: | Def3: |

Computer Name Computer IP Computer 10 Stmtlon 1D Conirol Zone

| Modify | COMPRISE V2B, 150 19z NiA
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6. After all the resources have been deleted from the Resource list for the Zone, the cIntinfo.ini file in the C:\Sam directory
will have to be modified appropriately for the relocated Client PC(s). Three sections will need to be modified:

[WebServer]

Name= enter the IP Address of the SAM Server

[Branch]

Name=name of the new Zone where the Client PC is being relocated

into.

[Machine]
Name=this is the computer name, not controlled by SAM.
Machine Name cannot be changed from the SAM Computer
Information screen. It has to be changed from the Computer
Properties:
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IP=IP Address of the Client PC.

Address ||T:"| i 5am

I Clntinfo.ini - Notepad
Fil=  Edit

Format  Wiew Help

[webserver]
Mame=1%2.168.6.175

[Branch]
Mame==5am

[Machine]
Eranch=5am
Mame=CC 01
IP=1%92.168.6.125
ID=PC0Ll
Defl=

Defi=

Cefs=
Reservable=0
Kiosk=

Zone=
opac=0|

ID=the PC ID, SAM resource ID. PC ID can be changed from the SAM Computer Information screen.

7. Check security/permissions for C: SAM directory.
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e Confirm SAM Properties

. : — ETmUE——
e Security tab should have Everyone group set with full [ " S — ]
control (add Everyone group if not there). My ety PP TTLR
i [ e
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8. Restart the PC(s).
9. After the PC(s) restart, the Resource list for the Zone will be populated with the new resource(s). The PC ID field will be
blank. Modify the Compurter Information for each resource by adding the PC ID and any other applicable information.

Please select the zone and click select buttion. “

Location [atizntic Pubilc Library |

Please select a resource from the list below to medify.

Location: Abiantlc Pubdc Lrary

ZFone: Taan

Mame: |[CEFAVIT-HPDOZ ip: [192.168.1.154 | i | |
Cantral Zone 10 Siatlon: | | DD'FEI: DU&EI‘E can ragarve this rasaurce
Deti: | | etz | | Defs: | |
:l::umputar Hame Computer IP Computer 1D Statlon 1D Control Zone
Maodify | CGF4VI-HPDOZ 192.168.1.154 NiA
| Mudlf:r_l COMPRISE 192.168.1.150 To2 1921681157 LA
iﬂd—"}l G45PPRI1-LTPI 192.168.1.171 hlA

10. Click [Save] to save the information and reboot the PC(s) for the changes to take effect.
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SYSTEM OPTIONS (ZONES)

The System Options section is used to configure and set various parameters according to library policies and guidelines for filtering,
printing, reservations, pay for time, etc.

System Options —
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LIBRARY INFORMATION

e ZonelD
e Zone Name - Zone Name can be modified in the box. Remember to click [Save] after making changes.
e Location

| SAM OPTIONS

Enable/Disable SAM's Options:

e Enable SAM - Check to Enable SAM in Zone, Uncheck to Disable SAM in Zone.

e Enable Print — Check to Enable SAM Printing in Zone, Uncheck to Disable SAM Printing in Zone.

e Do Not Require A Pin / Password — Uncheck to require users to enter Pin / Password to log onto a SAM PC.
e Visitor Card Account / ID Number Length

MODE

The Running Mode determines how SAM is set up to manage time. Several options are available to fulfill specific needs. Require
users to login for Internet browser use only. Control user access to the entire PC. Or, use only as a catalog manager with or without
print capability.

Mode:
1. PC Manager - set time for the use of all applications on the client PC, including Internet browser.
2. OPAC w/ Print - for Catalog PC with printing capability.
3. OPAC w/o Print - for Catalog PC without printing.

Please note: Only ONE PC Mode can be enabled per Zone. Multiple PC Modes cannot be
enabled in a single Zone.

| AUP READ

This feature gives libraries the option to require Users to read and accept the Library’s Acceptable Use Policy when logging on for
first time. (20,000 character limit for Library’s Acceptable Use Policy) .

Require Users to Accept Your Policy:

e Accept - If checked, Users will not be able to use the PC or go to the Internet, depending on what Running Mode you have
chosen, unless they accept the Library Acceptable Use Policy.

e Reset Policies — If library changes their Library Acceptable Use Policy or just wants Users to be required to read it again, check
this button.

e Require AUP Every Login — If selected, Users will be required to read and accept the Library Acceptable Use Policy at every login.
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FILTERING

Enter Age User Advances to Next Level - Most Restrictive, Child, Juvenile, Youth, Adult, and Unrestricted.

This option is for Internet Filtering only. Use only if you currently use Internet Filtering with SAM.

If you use SAM's Internet Filtering based on user birth date, this feature can be activated. To set up your defaults for the ‘Age
Advancement’ feature for your library, enter the age that you want a specific filter profile to take effect for all users. This is based
on the user’s birth date set for specific profiles.

An example of this feature:

The library is using 2 filter profiles of the 6 available; the profiles are Restricted and Full Access.

The library policy is that anyone under 18 is Restricted but on their 18" Birthday they are eligible to have Full Access. All new users
will automatically receive Restricted Access if less than 18, so only the Full Access profile needs to be set for 18. This feature can be
overridden for a single user in the User Profile section of the Administrator Interface.

Allow Patron to change Filter Level when age — Allows patrons to change the Filter Level at the set age.

| PAYMENTS, ETC OPTIONS

This feature gives libraries the option to allow staff to subtract funds from user accounts as well as set limits for adding funds to user
accounts.
o  Staff can subtract — allows staff to subtract money from user accounts.
o Max add limit for staff — allows staff to add money to user accounts until the user account balance reaches the set limit.
¢ Max add limit for admin — allows administrator to add money to user accounts until the user account balance reaches the
set limit.

| RESERVATIONS
In the Reservations section, you can set how and when users can reserve library PCs.

This is where, the library can set:

e Maximum Allowed Per Day - How many reservations a User can make for one day. The choice is from 1 to 24.

e  Strictly Enforce — End session and return the PC to the login screen.

¢ Notify User Only - Just notify the current user of reservation.

e Length - Length of the Reservation period. The choices are ¥ hour or 1 hour.

e Grace Period - Select the length of the Grace Period. This is the time users have after PC assignment to log onto their assigned
PC. The choice is from 1 to 30 minutes.

e Farin Advance — How far in advance the User can make a reservation. The choices include a day, 3 days, a week, 2 weeks, 1
month, 3 months, 6 months, 9 months or 12 months.
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| PRINT
User will not print when money owed — Specify a Credit limit dollar amount.

Print Mode

e  Print Express — Print Jobs sent directly to Printer

e Print Release — Print Jobs sent to Print Release Station
Print Release Station — the IP for the Print Release Station

Free Pages for Black and White ONLY — check to allow users to print only black and white pages for free

FLEX TIME

The library can choose to offer Flex Time. This is where Sam will extend a user's time automatically based on the percentage of
available PCs at the end of the user's session time. For Example, if a library has 10 PCs and the Flex Time Percentage Limit is set at
80, Flex Time will be triggered when there are 7 or less PCs in use. This means, if 3 or more PCs are available, session time will
automatically get extended for another full session. This is beneficial to both the library as well as users because they get the most
usage from the public PCs. Please Note that the Flex Time feature is not available for thin clients at this time.
Percentage Limit — Select the Flex Time percent

e Percentage Limit — threshold % limit

e  Flex session time — duration in minutes for session to be extended

e Flex Mode - Percentage or Always On . Set to 0 percent to disable Flex time.

STAFF OVERRIDE PWD

LAl P i
Password — Staff will be required to enter this SAM Staff Password to perform any staff functions. m

W panr library

M 1AM

| LOGIN OPTIONS

Allow Concurrent Logins — Select to allow the same library card # to log onto multiple PCs at the same time. Useful for training
sessions, classes, etc.

Allow Login as Visitor When Server Unavailable — If checked, there will be OK button to allow Visitor login at Sorry Screen when PC
loses network connectivity.
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PAY FOR TIME

SAM can charge a price per session for a specific zone. Sam will check the patrons
account for sufficient funds and ask if they would like to purchase a session. When a
session is almost complete, SAM will ask if they would like to purchase another session.
SAM will not ask to renew session if the library is about to close.

To scouins & mez oo it will oot

Pay For ALL Sessions — begin charging from the first login until Daily Time
Limit is reached.

Pay For ADDITIONAL Sessions — begin charging only after Daily Time Limit §1.60
haS been exceeded. o cuitently hinm
No Payment — Disable Pay for Time feature o

ol e o 1 skt e i
L R TR s L

| |
Wi Larcgl

Flex Time — with Pay for Time
Option 1 - Pay For ALL Sessions

© gk wNE

~

Pay for time box is displayed and money gets deducted from account after user logs in for the first time.

User will be prompted after 3" end of session message to extend time.

If user accepts, pay for time box is displayed and money gets deducted.

Insufficient funds message is displayed if insufficient funds in account to pay for time.

User time is extended only one session at a time.

Pay for time box is displayed and money gets deducted from account each time user logs in and/or agrees to extend
time.

User time is extended only as long as Daily Time limit is not exceeded.

After Daily Time is exceeded, user has to login again and pay for time again.

Option 2 - Pay For ADDITIONAL Sessions

A

After Daily Time is exceeded, user can login and pay for time.

User will be prompted after 3" end of session message to extend time.

If user accepts, pay for time box is displayed and money gets deducted.

Insufficient funds message displayed if no funds in account to pay for time.

User time is extended without charge as long as PCs are available (Flex Time threshold not exceeded).

If time is not extended and session ends because Flex Time threshold is exceeded, user can login again and pay for time
again when PCs become available.

Refresh Time — with Pay for Time
Refresh Time at staff discretion regardless of Daily Time and/or Daily Logins.
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AGE RESTRICTIONS

The Library can designate the minimum and maximum user age for PC - SAM ER
use. Users will either be allowed or restricted from logging on to PCs
based on the age limits set.

Yo are not within the proper age lirmits for this Contred Tome
Minimum Age — Minimum age requirement for PC logins in this Zone.
Maximum Age — Maximum age requirement for PC logins in this Zone. oK
Enable Age Limits — Enable Age Limits for PC log on.

SIGN UP

Prevent Sign Up Before Library Close — Users will not be allowed to Sign Up for PCs selected minutes before library close time.

Sign Up:

e Mandatory at All Times — Users always have to sign up at Sign Up Station to use client PCs.

e Mandatory When Someone on List — Users only have to Use Sign Up Station when there is a wait list.
e NOT Mandatory — Users are not required to sign up to use client PCs.

e Auto Fill Patron Assignment — Yes = Library Card # will be populated at the assigned client PC.

END SESSION SCRIPT

e End Script to run - Enter script to run when user session ends. The script needs to be on the client PC in a place that is accessible
with the proper rights while logged in. Therefore, the script can be loaded to the C:\Sam directory which already has sufficient
rights.

e  Start Script to run - Enter script to run when user session starts. The script needs to be on the client PC in a place that is
accessible with the proper rights while logged in. Therefore, the script can be loaded to the C:\Sam directory which already has
sufficient rights

Field Description - Zones

System Options

Field Label Field Specifications Description Notes

Zone Select Zone

Select Open System Options screen

Save Click after making changes to save Save information to
database

Zone ID Zone ID

Zone Name Zone Name Zone Name can be
changed here

Location Select Location

Sam Options Select Sam options that apply

Enable SAM Select to Enable SAM in Zone

Enable Print Select to Enable Print in Zone

Do not Require APin / Select to not Require Pin / Password to login to SAM | Pin / Password will not be

Password PC required to login to SAM

pC
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Field Description - Zones

System Options

Field Label

Field Specifications

Description

Notes

Visitor Card Account
/ 1D Number Length

Number of digits
selected will apply for
both Standard and

Standard and Visitor Card Length has to be equal or
less then the Number selected in this field.

Only Account / ID
Numbers with equal or
fewer digits will be able to

Visitor Cards login.

Mode Internet Time Manager set the time for the use of PC Manager, Internet
Internet browser only. PC Manager set the time for | Time, Manager, OPAC w/
the use of the client PC including Internet. OPACw/ | Print, OPAC w/o Print
Print for Catalog PC with printing capability. OPAC
w/o Print for Catalog PC without printing

AUP Read

Accept Policy

20,000 character limit

If checked, Users will not be able to use the PC or go
to the Internet unless they accept the Library's Use
Policy

Gives the option to
require users to read and
accept the Library's
Acceptable Use Policy
when logging on for first
time

Reset Policies

Select option to require users to read policy again if
policy is changed

Require AUP Every
Login

Select option to require users to read policy for each
login

Filtering

For Filtering only. Do not use if you do not currently
use Internet Filtering with SAM.

Based on user's birth date
to which the specific
profile is set

Most Restrictive

Filter Level Name set
by Library will be
displayed

Select the age when user advances to next level

Child

Filter Level Name set
by Library will be
displayed

Select the age when user advances to next level

Juvenile

Filter Level Name set
by Library will be
displayed

Select the age when user advances to next level

Youth

Filter Level Name set
by Library will be
displayed

Select the age when user advances to next level

Adult

Filter Level Name set
by Library will be
displayed

Select the age when user advances to next level

Unrestricted

Filter Level Name set
by Library will be
displayed

Select the age when user advances to next level

Allow Patron to
change Enter Level
when Age

Select the age that you want a specific filter profile
to take effect for all users
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Field Description - Zones

System Options

Field Label

Field Specifications

Description

Notes

Reservations

Maximum Allowed Per

Number of reservation for each user per day. 0

Day equals no reservations allowed
Strictly Enforce Strictly end session and return the PC to login
screen
Notify User Only Just notify the current user
Length Length of reservation One hour or Half hour

Grace Period

Number of Minutes to hold PC for user who
reserved the PC

Other users cannot login
to PC during this period

Far in Advance

Number of days PC can be reserved in advance

Print

User will not print
when $xx owed

Select a credit limit dollar amount

Print Mode

Select Print Mode

Print Express or Print
Release

Print Release Station

Enter the IP of the Print Release Station this PC is
associated with

Free Pages for Black &
White ONLY

If checked, no charge for Black & White printing
only

Logln Options

Allow Concurrent
Logins

Allow concurrent logins for the same card number

Used for training, class,
etc.

Allow Login as Visitor
When Server

Allow Visitor login when PC loses connection to
server

OK button on Sorry screen
only if box is checked

Unavailable

Staff Override Pwd Password for Staff Functions All of the Staff Functions
are Password Protected

Password Enter the Staff Password

Flex Time Sam will extend user's time automatically based on

the percentage of PCs in use at the end of user's
session time

Percentage Limit

Select the percent for flex time

Pay for Time Library can elect to utilize one of the 2 available
options to charge users
Pay for ALL Sessions One option has to be | begin charging from the first login
selected
Pay for ADDITIONAL One option has to be | begin charging only after Daily Time and/or Daily
Sessions selected Logins have been exceeded

Cost Per Session

No charge when there
isa Zeroin the Cost
Per Session field

Enter cost per session to be charged

Pay for Time feature is
only enabled when the
Cost Per Session box has
a value greater then 0.

Age Restrictions

Minimum Age

Select Minimum Age allowed for user to login to PC

Maximum Age

Select Maximum Age allowed for user to login to PC
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Field Description - Zones

System Options

Field Label Field Specifications Description Notes
Enable Age Limits Check to enforce Age Limits for login to PC

Sign Up

Activate Sign Up Select to enable use of Sign Up Station

Station

Prevent Sign Up xx
Minutes Before
Closing

Select the number of minutes before close time
when users will no longer be allowed to sign up for
PCs.

Correlates with Library
scheduled close time.
Restricts users from
signing up after the
selected time.

Sign Up

Select the desired Sign Up mode

Mandatory At All Times,
Mandatory When
Someone on List, or NOT
Mandatory

Session Script

Type the path of the script to run when user session
ends or starts. The script can be loaded to the
C:\Sam directory which has sufficient rights.

For example:
C:\Sam\fbclclean.bat

End Script to run

A script can be run
when session ends.

Start Script to run

A script can be run
when session starts.

| TIME OPTIONS (ZONES)

The library can change the default settings for the Inactivity Time (3 minutes) Inactivity Time Warning and the End-of -Session
Warning (2 minutes). If you want to use the Library Closing Timer, you may want to keep or change the default settings for the
Initial Warning (15 minutes before the scheduled closing), Second Warning (10 minutes) and the Final Warning (5 minutes).

For Example:

Inactivity Time = 30 minutes and Inactivity Time Warning = 2 minutes. The Inactivity Time Warning message will come up when 2
minutes remain from the 30 minutes (meaning after 28 minutes of inactivity). After 30 minutes of inactivity, the session will end.
The End of Session Warning messages will come up when the selected number of minutes remain before the End of Session time.
The Library Close Warning messages will come up when the selected number of minutes remain before the Library Close time.
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Select Zone and click [Select]. Then, select / Enter all appropriate information and click [Save].
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Field Description - Zones

Time Options
Field Label Field Specifications Description Notes
Zone Select Zone
Submit Open Time Options screen
Save Click after making changes to save Save information to
database

Zone ID Zone ID
Inactivity Time In minutes Time of Inactivity before message will display
Inactivity Time In minutes Time without keyboard or mouse input
Warning
End of Session In minutes Select time when user sees 1st End of Session 1st warning prior to
Warning 1 message end of session
Zone Name Zone Name
End of Session In minutes Select time when user sees 2nd End of Session 2nd warning prior to
Warning 2 message end of session
End of Session In minutes Select time when user sees 3rd End of Session 3rd warning prior to
Warning 3 message end of session
Library Close Warning | In minutes Select time when user sees 1st Library Close 1st warning prior to
1 message Library Closing
Library Close Warning | In minutes Select time when user sees 2nd Library Close 2nd warning prior to
2 message Library Closing
Library Close Warning | In minutes Select time when user sees 3rd Library Close 3rd warning prior to
3 message Library Closing
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SCHEDULE OPTIONS (ZONES)

From Schedule Options, library can enter the hours of operation for each day. Also, set Holiday schedules for closings or modified
hours for specific dates. As well as choose PC mode for close time.

Select Location and Zone and click [Select]. On the next screen, Select / Enter all appropriate information and click [Save].

Enter the ‘Open Time’ and ‘Close Time’ for a particular day. This enables the ‘End of Day Session Timer’ to be activated.
Closed — Select to designate Library Closed on a particular Day
Open - Select to designate Library Open on a particular Day
Close PCs selected minutes before library closing — PCs will be closed selected minutes before scheduled library closing.
Mode - The library can choose Logoff, Shutdown, Restart or Power Down for PCs at close time by selecting the appropriate
setting in the drop down options. Remember to check [Save Mode]. When None is selected, SAM closes but PCs remain turned
on and server updates are downloaded to the PCs overnight. SAM is not launched so PCs are left at the Desktop.
0 The mode applies to PC Manager as well as OPAC modes.
Zone Closed Days — This lets you set Holiday schedules for closings or modified hours for specific dates. Click in the box to bring
up the calendar. Select the Month and Day from drop down options.
Open — Click in the box and select Hour and Minute
Close - Click in the box and select Hour and Minute
Reason — Enter reason for close day and Open and Close time.
Library is Closed — Check box if Library is closed on selected day.
Recognize - After entering the holiday information you must select “Recognize” before you save the information.
Add Close Day — this will add the day to the list of Zone Closed Days.
Delete — select from list to delete date from Zone Closed Days.

There are 3 timer warnings you can set that alert the User before closing time that the library can set in the Message Options.
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Schedule Options
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Field Description - Zones

Schedule Options

Field Label Field Specifications Description Notes

Location Select Location

Zone Select Zone

Select Open Schedule Options screen

Save Click after making changes to save Save information to database

Zone ID Zone ID

Zone Name Zone Name

Day of Week

Closed

Open

Sunday Select scheduled Sunday Open Time

Sunday Select scheduled Sunday Close Time

Save After entering Open and Close time, click on This enables the 'End of Day
the Save box for each day Session Timer'

Monday Select scheduled Monday Open Time

Monday Select scheduled Monday Close Time
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Field Description - Zones

Schedule Options

Field Label Field Specifications Description Notes

Save After entering Open and Close time, click on This enables the 'End of Day
the Save box for each day Session Timer'

Tuesday Select scheduled Tuesday Open Time

Tuesday Select scheduled Tuesday Close Time

Save After entering Open and Close time, click on This enables the 'End of Day
the Save box for each day Session Timer'

Wednesday Select scheduled Wednesday Open Time

Wednesday Select scheduled Wednesday Close Time

Save After entering Open and Close time, click on This enables the 'End of Day
the Save box for each day Session Timer'

Thursday Select scheduled Thursday Open Time

Thursday Select scheduled Thursday Close Time

Save After entering Open and Close time, click on This enables the 'End of Day
the Save box for each day Session Timer'

Friday Select scheduled Friday Open Time

Friday Select scheduled Friday Close Time

Save After entering Open and Close time, click on This enables the 'End of Day
the Save box for each day Session Timer'

Saturday Select scheduled Saturday Open Time

Saturday Select scheduled Saturday Close Time

Save After entering Open and Close time, click on This enables the 'End of Day

the Save box for each day

Session Timer'

Close PC's xx minutes
before Library Closing

In minutes

Select minutes to Close PCs per closing Mode
selected below

PCs will close xx minutes
before close time according to
mode selected below

Mode Closing PC Mode Logoff, Shutdown, Power
Down, or None
Save Mode Click after making changes to save Save information to database

Zone Closed Days

Set Holiday Schedule for closings or modified
hours for specific dates

Select Recognize before saving
information

Zone Closed Days Select Day of Close day Click in box to bring up
calendar

Reason 255 character limit Enter Reason for Close day

Open Open Time for modified schedule Click in box and select Hour
and Minutes

Close Close Time for modified schedule Click in box and select Hour

and Minutes

Library is Closed

Select to add Library Close Days

Recognize After entering Holiday information, you must Select Recognize before you
select Recognize before you save information save information

Add Close Day Select to add Library Close Days to Schedule

Delete Select Dates to remove days from list
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| THEMES (ZONES)

To configure Themes:
1. Select the appropriate Zone from drop down options and Click [Submit].
2. Personal Session Manager — Check all information to be displayed in Personal Session Manager.

a.

g.
Allow Patron to change filter level when age: Select age when patron will be allowed to change their filter level.

Screen Saver: Check to enable SAM screen saver.

Languages — Check to Enable appropriate Language: Language 1, Language 2, or Language 3.

Default Language: Please note: The Language selected in the Default Language box is the first Language users will view.
Themes: Current Theme: Current Theme in use will be displayed. Select desired Theme from drop down options.

No ok~

o a0 o

My Account
Reserve PC
Filter
Balance
History
Payment
Lock PC

Enter / Select all appropriate information to Configure Themes and click [Save].
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' THEMES (ZONES) — SAM10

Themes
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**Refer to Themes section for examples of available Themes.

Field Description - Zones

Themes
Field Label Field Specifications Description Notes
Zone Select Zone
Submit Open Themes Options screen

Restore Defaults

Save

Select Theme and click to save

Zone Selected Zone will be displayed

Personal Session

Manager

146 Comprise Technologies, Inc © 2015 | Customer Support: 800-531-0132




Field Description - Zones

Themes
Field Label Field Specifications Description Notes
My Account Select to show option in Personal Session Option will be visible only if

Manager window

selected

Reserve a PC

Select to show option in Personal Session
Manager window

Option will be visible only if
selected

Filter Select to show option in Personal Session Option will be visible only if
Manager window selected

Balance Select to show option in Personal Session Option will be visible only if
Manager window selected

History Select to show option in Personal Session Option will be visible only if
Manager window selected

Payment Select to show option in Personal Session Option will be visible only if
Manager window selected

Lock PC Select to show option in Personal Session Option will be visible only if

Manager window

selected

Allow Patron to change
filter level when age

Select age when user will be allowed to change
filter level

Screen Saver

Enable Select to enable SAM screen saver Refer to Screen Saver section
in manual for examples

Languages Check to enable appropriate Language By default, all text is displayed
in English. However, up 3
different Language choices
are available.

Language 1 Select to enable Language 1

Language 2 Select to enable Language 2

Language 3 Select to enable Language 3

Default Language

All text will be shown in Default Language
whether Language 1, Language 2, Language 3,
or all are selected to be enabled.

Select the appropriate
Language as the default
language from the options.

Themes 4 Default Themes available. Library can also Anytown Theme, Card Catalog
create custom theme. Refer to Creating a Theme, Forrest Theme,
Custom Theme section. HandWritten Theme
Current Theme Current Theme will be selected as default Select the appropriate Theme
as the default Theme from the
options.
SAM10 Theme Default Values for Anytown Theme
Main Screen C:\Program Files
(x86)\Sam_10\Themes\SAM10\SamLogin.bmp
Lock Screen C:\Program Files
(x86)\Sam_10\Themes\SAM10\SAM10LockedP
C.bmp
PSM C:\Program Files Personal Session Manager

(x86)\Sam_10\Themes\SAM10\SAM10MyAcco
unt.bmp

screen
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Field Description - Zones

Themes
Field Label Field Specifications Description Notes
PRS C:\Program Files PrintReleaseStation
(x86)\Sam_10\Themes\SAM10\SAM10PrintRel
ease.bmp
Sign Up C:\Program Files Sign Up Station
(x86)\Sam_10\Themes\SAM10\SorryScreen.bm
p
Sorry C:\Program Files
(x86)\Sam_10\Themes\SAM10\SAM10StartUp.
bmp
Button Color
Font Color
Text Color
Font Arial
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CREATING A CUSTOM THEME
To create your own Theme:

1. Select the desired image. Customize the image for each of the following: LockedPC, Login, Account, PrintRelease, and
SignUp. The Sorry Screen is the same for all Themes.
2. Use one of the default Themes (Themel, for example) as a guide for placement of text. Because monitor sizes and
resolutions vary, exact coordinates cannot be provided.
3. After all the images have been compiled, replace one of the existing 5 Themes (Themel for example) with the (Custom
Theme).
4. To change the theme in a zone globally from the server:
a. On the server, create a (Custom Theme) folder within. C:\Sam\SamUpdater\Sam\[Zone]\[Client, PrintRelease,
and SignUp]\Themes\(YellowFlower) for example.
b.  Place the customized images in the folder.

F Lomguter ¢ Locsl Uk (Gl ® 3am k Samildpdaler ¢ 35606 ¢ Teenl ¢ Chent ¢ Themes ¢ YellowFloree

flewsrsrlngan. g PewserMyplirceeri. bnp flowerfCiocibmp  fewerferkfislease bep owverSaynd i hemp SarrySovean bap

5. To change the theme in a zone locally from the PC:
a. Onthe PC, create a (Custom Theme) folder within. C:\Sam\Themes\(YellowFlower) for example

Adbdress | 1 CiSam| Themes! YelowFlower

FicwverLogn, b Flowsert i Account bmp FicwerPCLock, bang FlowserPrnteleass. bmp rlowrer Sioniio. binp STy e, b
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6. Modify the Web Interface settings from Zones / Themes appropriately:

Themes

Current Theme

SAM10 Theme 2 Theme3 Themed

Main Screen
Lock Screen
PSM

PRS

Sign Up
Sorry

Button Color
Font Color
Text Color

Font

| C:A\Program Files (x@86)\Sam_100Themes\YellowFlowertYellowFlowerLogin.bmp

|C:1F‘mgram Files (x86}\3am_ 100 Themes\YellowFlower\YellowFlowerLockedPC bmp

| C:\Program Files (x86)\Sam_100Themes\YellowFlowerYellowFlowerMyAccount.bmp

|C:1F‘mgram Files (x86)\5am_10\Themes\YellowFlowertYellowFlowerSignUp. bmp

)
)
| C:AProgram Files (x86)\Sam_100Themes\YellowFlowertYellowFlowerPrintRelease bmp
)
)

|C:".F‘mgram Files (x86)\3am_10\Themes\YellowFlowertYellowFlower bmp

|| [FrFFcc

I [Fra933

I [ccoerF

| Arial v|

7. Save all changes and reboot PCs for new custom Theme settings to take effect.
8. After reboot, confirm on the PCs locally (Custom Theme) folder within C:\SAM\Themes has the customized images
(YellowFlower, for example)

Field Description - Zones

Themes

CREATING A CUSTOM THEME (YellowFlower)

Field Label Field Specifications Description Notes

Theme 1 Default Values for YellowFlower Theme

Main Screen C:\Program Files
(x86)\Sam_10\Themes\YellowFlower\YellowFlo
werLogin.bmp

Lock Screen C:\Program Files
(x86)\Sam_10\Themes\YellowFlower\YellowFlo
werLockedPC.bmp

PSM C:\Program Files Personal Session Manager
(x86)\Sam_10\Themes\YellowFlower\YellowFlo | screen
werMyAccount.bmp

PRS C:\Program Files PrintReleaseStation
(x86)\Sam_10\Themes\YellowFlower\YellowFlo
werPrintRelease.bmp
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Field Description - Zones

Themes
Field Label Field Specifications Description Notes
Sign Up C:\Program Files Sign Up Station
(x86)\Sam_10\Themes\YellowFlower\YellowFlo
werSignUp.bmp
CREATING A CUSTOM THEME (YellowFlower)
Sorry C:\Program Files

(x86)\Sam_10\Themes\YellowFlower\YellowFlo
wer.bmp

Button Color

FFFFCC — code for
selected color.

Color of the OK button and the Library Policy
button on the login screen.

Click in box to select color

Font Color FF9933 - code for Color of the OK text in the button and the Click in box to select color
selected color. Library Policy text in the button on the login
screen.
Text Color CC99FF — code for Color of the Library Card text, PIN text and PC ID | Click in box to select color
selected color. text on the login screen
Font Arial All text on the login screen will be displayed in Select desired font from the

the selected Font

drop down options.
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CONTROL ZONES

This section allows the Administrator to add, modify or delete Control Zones, as well as set filter levels for each Control Zone,
session time, page limits and price per page, number of free pages, library close time, Internet access, and PC percentage limit (for
flex time).

Wielcome admind | Leg C4

Home  Users Fiters  Zones Contral Zones  Reservations  Melering Reports Vietp

Select Zone and Click Submit bution m
orw At -

ADD CONTROL ZONE (CONTROL ZONES)
To Add Control Zone, please follow these steps:

1. Select the appropriate Zone from the drop down list and click [Submit]
Click [Add Control Zone]
Enter new Control Zone ID to be added
Select / Enter all the appropriate Information for the new Control Zone
Click [Save]

AN AN

A message confirming New Control Zone has been added will be displayed on the screen.

Welcormss sdmind | Log Ol |

Usesi=y| ['rrerr Bpwerwation Mebrilng Hrpoits tiehp

] LE ] .'\l
KR RN T

oty
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Field Description - Zones

Add Control Zone

Field Label Field Specifications Description Notes

Zone Select Zone

Submit Open Add Control Zone screen

Save Click after making changes to save Save information to database
Zone Name

Control Zone ID

Enter Control Zone ID

Computer Percentage
Limit

Select InActive or the Percent for flex time

Mode Select InActive or Mode Logoff, Shutdown, Restart,
PowerDown, None

Session Time Select InActive or Session Time Select session time

Filter Level Filter Level Name set | Select InActive or Filter Level For example: Level 1 to Level

by Library will be
displayed

6

Price Per Page

Select InActive or Cost per Page

Page Limit Select InActive or Page Limit Number of pages user can
print per print job, per printer

Free Pages Select InActive or # of Free Pages Number of pages user can
print free of charge per day

Applications Select Applications to print All, Internet, None

Purse Operation

Select InActive or Purse Operation Mode

InActive, Notify user when
purse is empty, Stop user
from printing when purse is
empty

Purse Limit

Select InActive or amount

Amount in cents that user will
be able to spend when purse
is empty

Print Release Station

Enter IP of Print Release Station

Pin / Password

Select to required Pin / Password to login

Required

Close Time Enter Close Time

AUP Read? Select Yes, No, or InActive Yes, No, or InActive
Start Page URL Address of Start Page

IP IP Address

Port Port

Activate Sign Up Select if associated with Sign Up Station

Station

Cost Per Session Enter Cost Per Session, if applicable

Minimum Age Select Minimum Age required to login

Maximum Age

Select Maximum Age allowed to login
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| MODIFY CONTROL ZONE (CONTROL ZONES)

To Modify a Control Zone:

1. Select the Control Zone and click [Modify].
2. Make the necessary changes to modify Control Zone configuration.
3. Click [Save] to save changes.

To Delete a Control Zone:
1.

Select the Control Zone and click [Delete Control Zone]

2. Click [OK] to confirm Control Zone deletion when prompted.
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Field Description - Zones

Add Control Zone

Field Label Field Specifications Description Notes

Zone Select Zone

Submit Open Add Control Zone screen

Save Click after making changes to save Save information to database
Zone Name

Control Zone ID

Enter Control Zone ID

Computer Percentage

Select InActive or the Percent for flex time

Limit

Mode Select InActive or Mode Logoff, Shutdown, Restart,
PowerDown, None
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Field Description - Zones

Add Control Zone

Field Label Field Specifications Description Notes
Session Time Select InActive or Session Time Select session time
Filter Level Filter Level Name set | Select InActive or Filter Level For example: Level 1 to Level

by Library will be
displayed

6

Price Per Page

Select InActive or Cost per Page

Page Limit Select InActive or Page Limit Number of pages user can
print per print job, per printer

Free Pages Select InActive or # of Free Pages Number of pages user can
print free of charge per day

Applications Select Applications to print All, Internet, None

Purse Operation

Select InActive or Purse Operation Mode

InActive, Notify user when
purse is empty, Stop user
from printing when purse is
empty

Purse Limit

Select InActive or amount

Amount in cents that user will
be able to spend when purse
is empty

Print Release Station

Enter IP of Print Release Station

Pin / Password

Select to required Pin / Password to login

Required

Close Time Enter Close Time

AUP Read? Select Yes, No, or InActive Yes, No, or InActive
Start Page URL Address of Start Page

IP IP Address

Port Port

Activate Sign Up
Station

Select if associated with Sign Up Station

Cost Per Session

Enter Cost Per Session, if applicable

Minimum Age

Select Minimum Age required to login

Maximum Age

Select Maximum Age allowed to login
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DELETE CONTROL ZONE (CONTROL ZONES)
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RESERVATIONS

Refer to Staff Web Interface section for Reservations.

METERING

**Metering has been discontinued in SAM 10. Please contact Comprise Technical Support for information.

Metering is a feature that allows staff to monitor applications and web sites that are visited as well as time used, by PC and Zone. It
is installed on the Administrator Interface. An Administrator may add, modify, or delete an app/web site from within the interface
as well. Administrators or Staff members can then generate reports based on these criteria.
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ADD APPLICATION / WEBSITE (METERING)

To add an Application or Website:
1. Enter the Application / Website Name in the Name box.
2. Enter the Application / Website Identifier in the Identifier box.
3. Click [Add App Website].
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Field Description - Metering

Add Application / Web Site

Field Label Field Specifications Description Notes

Zone Select Zone

Submit Click to open Add Application / Web Site screen

Add App Website Select / Enter information and click Save Application / Web Site will be
added to database and list

Zone

Name Enter Application, Web Site Name

Identifier Enter Application, Web Site Identifier

Type Select Type Application, Web Site

| MODIFY APPLICATION/WEBSITE (METERING)

To modify an Application or Website:
1. Click [Edit] to the right of the appropriate Application / Website.
2. On the next screen, modify the Name, Identifier or Type
3. Click [Update] to save changes or Cancel to undo the changes.

DELETE APPLICATION/WEBSITE (METERING)

To delete an Application or Website:
1. Click [Delete] to the right of the appropriate Application / Website

2. Click [Yes} at the confirmation window.

Field Description - Metering

Modify / Delete Application / Web Site

Field Label Field Specifications Description Notes

Zone Select Zone

Submit Click Submit to open Modify Application / Web
Site screen for Zone

Zone

Name App/Website Name

Identifier Application, Web Site Identifier

Type Select Type Application, Web Site

Delete App/Web Site Select Application / Web Site to delete and click | Application / Web Site will be
Delete App/Web Site button to Delete removed from database and

list

Modify Click Modify after making changes to save

Name Enter Name to Modify

Type Select Type to Modify

Identifier Enter Identifier to Modify
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REPORTS

Reports can be generated from the Administrative as well as the Staff login. Therefore, the authorization level of the user will
determine the available report selections and options. All reports are date range driven and can be run for all or individual zones
with summary and detail options available for selected reports as well. New SAM reports are developed periodically to meet client
needs and/or requests. Please contact Comprise for report inquiries.

ACTIVEX CONTROL FOR CRYSTAL REPORTS

Install ActiveX Control for Crystal Reports.

In order to utilize the print and export features, it is necessary to install an ActiveX Control from Crystal Reports. ActiveX controls
are programming tools that provide added functionality to Web based applications, similar to Java.

When attempting to print reports after upgrading to

.NET and crystal reports, this error box may pop up after |- - - . e

clicking [Print]. bk ]

Click [Install] m i '
- - LN L] r - - -

(1]
i
'

it
| jit]
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o
ST

If this box pops up, click [Retry]
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IE is still blocking scripts if this box comes up.

Follow these steps to fix:
Gerwesl S0ty | Provacy | Contant | Connactons | Programs | Advanced |
1. Launch Internet Explorer
2. Select Tools ikt i e
3. Internet Options 9 .‘E ‘i‘r’ '@
) . i ortud Lotal Firaet  Truded e
4. Click the Security Tab
“ Mm-mmm _I
wm‘blnt-mﬂﬂ
Stk kvl o B B
biwarad ek Dun Ve Do e s Hegh
e
l - Frompkt bad o desenkuding pobeniialy inods
ek
—F < Unsigred Ao coniroks il ok b dormioaded
Oateeivel | Oeledienl |
Rwsat o 3orws to detmb il |
[ | |
. f[-am e
A. Local Intranet / [Sites] / [Advanced]
i ) s | T il el e skt o S . M it
B. Add this website to the zone: - Add Sam Server Web Interface URL Wi o e . B AR
(http://192.168.0.100/sam). el i s i sl
C. Uncheck - Require server verification (https :) for all sites in this zone. ' LI _EL
D. Click [Close] —= |
7 Segis v camtiatin: (rmps | fi ol iPssl 1t g
el |
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A. Trusted Sites / [Sites] / [Advanced]

[miime =
B. Add this website to the zone: - Add Sam Server Web Interface URL P ek Bk i it
(http://192.168.0.100/sam). T e
C. Uncheck - Require server verification (https :) for all sites in this zone. i Py setuby 3 i gorw ]
D. Click [Close] - —1
[
7 Bapme e ooy gan Pl | Ton all e il e
=]
_T—F |#| Automatic prompting For Activel contrals
e, et oty | esan | gagens | negpn | wthonnin ) Disable
- R oR— {*) Enable
g W S |#| Binary and script behaviors
A b e T ) Administratar approved

T - ) Disable
. {¥) Enable

- |¢| Display video and animation on a webpage that does nat us
oo () Disable
. ) Enable

AT z |#| Download signed Activel controls
- = Ly ) Disable
—e {) Enable
pacselicssss {*} Prompt
|#| Download unsigned Activel controls

oz {) Disable
{) Enable
{&) Prompt

In the Settings Box, under ActiveX controls and plug-ins match |#| Initialize and script ActiveX controls not marked as safe For 5
following settings: ® Disable
Allow Scriptlets — select Prompt O Enable
) Prompt

Automatic prompting ActiveX controls — Enable |¢] Only allowe approved domains to use ActiveX without prompt
Binary and script behaviors — Enable {0 Disable
Display video and animation on a webpage ....- Disable @® Enable

Download signed ActiveX control — Prompt
Download unsigned ActiveX control — Prompt
Initialize and script ActiveX controls not ... — Disable
Only allow approved domains to use ... — Enable
Run ActiveX controls and plug-ins — Enable

Script ActiveX controls marked safe for ... — Enable

Downloads

Automatic prompting for file downloads — Enable
File download — Enable

[OK]/ [Apply] / [OK]
Restart Internet Explorer to take effect.
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Once this is done, when you click on Print, it will prompt to install software.
Click [Install].

If prompted, select Download File.
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Now all the correct dialog boxes will appear without needing to install anything more.
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PRINTING REPORTS

Comprise Best Practice recommendations:
Install ActiveX Control for Crystal Reports.
Ensure Website is not blocked by AntiVirus software or other security implementation.

To print SAM reports, please follow these steps:
1. Click [Print]
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2. Upon clicking the Print button, the Crystal Reports Print Control box will display in the background along with the Print
Setup window in the foreground.
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3. Select the appropriate print settings and click [Print] to print or [Cancel] to cancel print job.
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EXPORTING REPORTS TO CSV AND TSV FILE FORMATS

SAM reports can be exported into COMMA-SEPARATED VALUES (CSV) file format as well as TAB SEPARATED VALUES (TSV) FILE
FORMAT.

Comma-Separated Values (CSV) FILE FORMAT

1. ToExport to (CSV), select Comma and click [Export].
2. At the File Download window, click [Open] to open the file, [Save] to save the file, or [Cancel].
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3. Upon clicking [Open], the report with open in the CSV file format.
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4. Clicking [Save] will open the Save As window. The appropriate location can be selected to save the report.
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Tab Separated Values (TSV) FILE FORMAT

1. To Export to (TSV), select Tab and click [Export].
2. At the File Download window, click [Open] to open the file, [Save] to save the file, or [Cancel].
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3. Upon clicking [Open], the report with open in the TSV file format.
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4. Clicking [Save] will open the Save As window. The appropriate location can be selected to save the report.

Dhrector's Report
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EXPORTING REPORTS TO OTHER APPLICATIONS

SAM reports can be exported into various applications.

®ﬂ| fE Parameters T GroupTres | W 4 .|'1 | R R |[
Export this report: Export i

File Format:
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=i

—_— Microsoft VWord (97-2003)
Microzoft Word (97-2003) - Editable
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Export to Crystal Reports

1. Select Crystal Reports (RPT) and click [Export].
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2. Inorder to export to Crystal Reports, it may be necessary to allow Crystal Reports. Select the Download File option if
prompted.
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3. At the File Download window, click [Open] to open the file, [Save] to save the file, or [Cancel].
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5. Clicking [Save] will open the Save As window. The appropriate location can be selected to save the report.
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Export to PDF

1. Select PDF and click [Export].
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2. At the File Download window, click [Open] to open the file, [Save] to save the file, or [Cancel].
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3. Upon clicking [Open], the report with open in the PDF file format.
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4. Clicking [Save] will open the Save As window. The appropriate location can be selected to save the report.
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Export to Microsoft Excel (97-2003)

1. Select MICROSOFT EXCEL (97-2003) and click [Export].
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2. At the File Download window, click [Open] to open the file, [Save] to save the file, or [Cancel].
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3. Upon clicking [Open], the report with open in MICROSOFT EXCEL (97-2003).

7 VA | -] S - — NN T {=3; H HEY) " T
2AEEN
Director's Report-Highlands Publle Library

s

Muanlth To Dale Last Manlh Lasl ¥eaai

Month Te Dale Laz Monlh Lazl Yean

Numhir an“E E‘Hﬂ:lﬂrﬁ o = 5

Spuragn Session Length 02403 00 0 000

Uniguo Lisens 4 19 19

Llgars with 1 Sassion [} =] 9

| 16 Lizers with 2 Sessions 0 5 5
A7 Usiprs with 3 Sonsions 1 4 4
18 Users with 4 Sessions 1 1 1
Tﬂ Lizers wilh & Sessions 0 ] 0
|20 Ugars with B Saaziens ok i 0 0
el Uzsis walth § Soesmions 1 i o
e Uzers walh B Sessions o o 0]
ﬁl Ugars wilh 2 Sessions o o o
;gi‘ Igers with 10 Sesasns o o [}
é-! Lgers walh 10+ Evsgiong 1 u} o

[ BN

74 Comprise Technologies, Inc © 2015 | Customer Support: 800-531-0132



4. Clicking [Save] will open the Save As window. The appropriate location can be selected to save the report.
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Export to Microsoft Excel (97-2003) Data-Only

1. Select MICROSOFT EXCEL (97-2003) DATA-ONLY and click [Export].
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2. At the File Download window, click [Open] to open the file, [Save] to save the file, or [Cancel].
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3. Upon clicking [Open], the report with open in MICROSOFT EXCEL (97-2003) DATA-ONLY FORMAT.
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4. Clicking [Save] will open the Save Aswindow. The appropriate location can be selected to save the report.
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Director's Report
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Export to Microsoft Word (97-2003)

1. Select MICROSOFT WORD (97-2003) and click [Export].
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2. At the File Download window, click [Open] to open the file, [Save] to save the file, or [Cancel].
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3. Upon clicking [Open], the report with open in MICROSOFT WORD (97-2003).
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4. Clicking [Save] will open the Save As window. The appropriate location can be selected to save the report.
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" Comma & Tob ﬂl

(¥ o5 | [ Peremeines Py GreupTrea | W 4 1 Jin b M| % litew s | CRYSTAL REPORTS'

Hﬂ'lhﬂr‘l|

Hhamibies of PG Seamns
Aeurage Bession Length
Unigue Lisers

Ll gas with 1 Sgsdian
Uisgrs with 2 Sesgions
Uisers with 3 Sessions
Utaers iwith £ Sessions
Uisiers with 5 Sessions
\gers with & Sessions
Liseqs with 7 Sessions
Users with 8 Sessions 1 -
LIgéds with @ Sesgions . _
Wsers with 10 Sessions (el oo

Ligers with 10+ Sessians ; Savearhes  [Meiosell Wond Document

Export to Microsoft Word (97-2003) - Editable
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1. Select MICROSOFT WORD (97-2003) - EDITABLE and click [Export].

%Ei:i?mmu e ]

Toet [Fgionts Pt Loy 3)

 Commm " Tk e |

B % T s g e i . o b= |
thns Rapann |

FRET AR B SETRERAY

warapn Tennon Lamgs
WTam WA

LAEET a1 Semen

e T T ]
W =B ] Sainen
BRI W A TR
Uiy i ¥ Srpjiomy
[UIT S SR SITHET]
Ly wits T Rapn i
b ED B e T | ]
A i Do
By i 13 Lrcyvess;
i i 12+ i Bt

LB R - R - R - - b N -]

2. At the File Download window, click [Open] to open the file, [Save] to save the file, or [Cancel].

ELF:;;:L:?:“ET;M thim ehek Preview M miew

Zone [Highlands Puthe Lawery =]

© Commnn & Tab =

GRS W mcarwiers B GreupTee | W 4 1 it b B [een =] | %
Main rpert |

22011
Director's Report-Highlands Public Library

Do wous wand 1o open of save this file?

InleenetAplicalin Managament Marma: mmm
Ej Typs: Bich Test Format, .o

P 192.168.1121
swo | [Comon |

Last Year
|

LastYear

Humber of FC Sessions
fearage Session Langh
\Unkque Users

Usars witn 1 Session
\sers win 2 Sessions
Ligére wilh 3 Sestions
\Jgers wan 4 Sessions
Lisgrs wn & Sestions
Ligbrs wilh § Ses5i0ns
Users wiin 7 3essions
Ligars #om B Sessions
Lisars wiln @ Sessions
Lisgrs wamn 10 28856005
gt wish 10+ Sassions

opn |

Wb s Iroea e [rbined can

M

o0 Q00O aE ik in o

CRYRTAL HEPORTS"

3. Upon clicking [Open], the report with open in the MICROSOFT WORD (97-2003) - EDITABLE format.
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e SAM™ »

The Professlonsi’s Chsics

| 262011
Director's Report-Highlands Public Library

. P . , Month To Date Last Month LastYear
T e L T A e oL R
o Month To Date _Last Manth Last Year
Session Management D o o
Mumber of PC Sessions 2B 35 34
Average Session Length 0:24:03 0:068:M 0:068:M
Lnigue Lsers 4 149 149
Ilsers with 1 Session ] 9 9
lzers with 2 Sessions ] a a
Lzers with 3 Sessions 1 4 4
Ilzers with 4 Sessions 1 1 1
I lsers with 5 Sessions ] 0 1]
I lsers with 6 Sessions 0.o0 0 1]
lzers with ¥ Sessions 1 I} 1]
Izers with 8 Sessions 0 i 0
Ilzers with 9 Sessions 0 0 0
Isers with 10 Sessions ] 0 1]
I lsers with 10+ Sessions 1 0 ]

4. Clicking [Save] will open the Save Aswindow. The appropriate location can be selected to save the report.

iz kT _Frwaen |

F [reqrommen s Loy 8]

£ omma & Tab .Ei]

A O s g S i Jov & W)y few e If et e
b bt |

]
Pt il P E S st
ABERE TH R LR
|
Ui, iy 1 S
T LT TR R
LR w3 SRR
Ve Wi . S b |
e e g
T e R L
W Al T S
(T L L] PR
1FERIN L O AR R el
W wl 10 Seaases
L3hard &l 13= Tkbieddi

pimm—

ilg | maLave

Export to Rich Text Format (RTF)

1. Select RICH TEXT FORMAT (RTF) and click [Export].
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Director's Repon
Select the crteree orgusred, then chek Prevew,

m—

2 one [Highlands Pubiic Library =]
© Conmna & Tab _ Esgon |
S Ml reanmes PgomipTr | 4 41 Jeror ® % Em e 1%
Main Report |
2S00
m Director's Repert-Highlands Public Library
Isonth To Date Lagh Month LaElVear

Humber of PC Sesslons Fim Fermat k]

Ac8fage TesEI0n Lengin
Linagise Lisess
\Jmers with 1 Session

e Tews Formas (BTF) = [EE ]
Pagr Aargs mw

& ZiPages §
Ligers wih 3 Sedsions : 5
Users with 3 Spssions *. —
Liggrs with 4 Sagsicns Fruam| Rl
Ligars with & Sassions D - -
Usors with § Sessions o |
Usars with T 2assions
Usaors with & Bessions
Ugars with 3 Tessiony
Uisors with 10 Betabons
Ugers with 10+ Seasions

L= = B - - T - - T ST

- i T e
ﬁ-ﬁﬁﬂﬁ!

CRYSTAL REPORTS

2. At the File Download window, click [Open] to open the file, [Save] to save the file, or [Cancel].

Director's Report

Select the comens requersd, then chick Previes, M

Fone | Highlands Public Library 7]
T Comma & Tab EMI

= T e o R T S S = Y| T84

thain Report |

. Directer's Report-Highlands Public Likrary

P —r—— i

Dar o weanrl s oy s e s File

) Mem Gttt

J Tyﬁl,mm!imm Last raar
From 1921601021

Last Y

Plamiee of PC Sessions N
iarage Setaicn Langh ]| === [=rami]
Liniguik LiSers -
WIB s With 1 Se8560
Lisrs with 2 Seasions
Usirs with 3 Sassions
Lisdrs with & Seas6ns
Ui wilh § Sedsians
Users with § Seggions
Lt with 7 Sesgions
Uisieas with B Bessions
a3 wilh 3 Sessiony
Lingrs with 10 Sassions
Ulsers with 10 Sessions

red st e, ok cpen o

D DO D000 s D

3. Upon clicking [Open], the report with open in the RICH TEXT FORMAT (RTF) file format.
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AN

m Dirgctor's Raport-Highlands Public Library

hanth Ta Date Last Manth Lazt Year

i Smae En S
Manth Ta Dase Last Barik Lass ¥ear

= Tas -r:?.i o T e |
Mumber of PG Sersmion 5 3A 35
Awerage Sezsion Lengih 0;24;0%8 iR EN 00608
Lrngue Ligers 4 149 14
Uzers with | Ses=ion a a L
Lisers with 7 Sersimng n 5] 5
Uzars with J Sessions i 4 1
Llssirs wilh 4 Sefzimns 1 1 1
Llzars wih & Sestions ¥] 1] L]
Llzirs wilh B Sieeminns [1.00 ] il
Lsars wih 7 Sessions 1 1] 1]
Llsars wih S Sessions Q | L]
Llsars wih 2 Sescions 7] 1] 1]
Lizers with 10 Sesswons Lt 0 1]
Llzars wih 10+ Sessions 1 1] L1

4. Clicking [Save] will open the Save Aswindow. The appropriate location can be selected to save the report.

Numbar of PC Sevsions
Bagrape Tession Length

Urnilgue Lisers

Users wilh 1 Session
LhsErs with 2 Se3sions
\Usare with J Sagsions
Lrsers with 4 Sessiong
iLrsiars with S Sessions
Usars with & Sessions.
Usars wilh 7 Sessions
Umiars with @ Sessions
Usars wilh @ Sessions 4 5 _
Lrsars with 10 Sesskonz Agalll e

Users wiln 10+ Sessions ; Smwestpe  |Rich Tent Fomat

Ebrr:::-?;i::ﬁ::d thin chek Prevaew _.;...h'._-...-'._]

Lone [ Fghtands Pyt Litrary =]

 Commma & Tah _Exgon |

ge o5 | O recasesn Tay Grountres | 0 D” I o ) ® n_:m:m.wcmr
Aisin Report |

Export to XML

1. Select XML and click [Export].
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Director’s Report i
Select the colena coqued, then chek Hreura MJ
Zone [Fightands Pubhe Libsary =]
© Comma & Tab Expart |
G % | TR Paranmeen T arseoTres | W 4 1 Jo0 » W | % e e | CRYSTAL RERORTS'
Wain Poport ]
2r152011
m Director's Rmﬂ‘me Public Library
Monih To Dase Last Morih Last Vaar
Irfer et Appheation Uanagemant o i
L | emiellcind
Session Management III—II
Humber of FC Sessions Filg Format
Sarage Sesgion Lengih W] H ko8 |'.'t
Uinigue Lsars Pag Ringe "
\ipass with 1 Sesaien & affages g
s ers with 2 Seesions c T H
Liggrs with 3 Segsions T ~ 4
UBers with £ Sessions L = 1
Linarg with § S8g8i0ns Fuman b
Ligis with & Sesgions |-___ :l a
LIE&rs with 7 See8NS ] [] [
Lisrs with 8 Sassians ] o [/
L5 with 9 Beggions a 1] a
Lisdsa with 10 Sa5sl0ns 4] o o
Uisgrs wilh 10= Basnions 1 [x] i}

2. At the File Download window, click [Open] to open the file, [Save] to save the file, or [Cancel].

Diréctor’s Report g
Select the entena secuaed, then chek Prevaea ...:.....“.E..J
Zone [Hightands Pubhe Libary =]
 Comena & Tab Expon I
R ) O Pawestes T GronTow: W 4 [T Jito» w7 [fiEes e ] | % SRFOTAL REPCRES:
Hain Boport |
2HERH
m Director's Report-Highlands Public Library
D8 i o e i P
A - Last year
IMAEYADSILIGN MARAGRMATE o Name Crystalepoetiiener].sm
- Tﬁ:ﬂnﬂ-ﬂ,m Las1 Vear
Hmum?ﬂinmnl ; 4 ;
uaraga Session Lengn Ooen | e | [ cowe | o0E 0
Liigue Lisors W
LBt wilh 1 SeEsian ']
Liimrs with 2 Seisa0ns L]
Uisers with 3 Sguaions ot Indrenet o Bt L, et s £ perhaly 4
Lisers with & Sessinns 9 ﬁ-ﬂ&mrﬂu e ouscs dia ol opem o d
Ligrs wilh § Seasions 1]
Utseas wilh § Sessions T ™ [ ]
Ui wilhy 7 Segsions 1 i) +]
Ltaers with B Sessions ] ] ]
Uisiers witn 9 Sessiong 0 o ]
Uaeas wilh 10 Sessims o o ]
Ligers with 10+ Seggions 1 o b

3. Upon clicking [Open], the report with open in the XML file format.
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4. Clicking [Save] will open the Save Aswindow. The appropriate location can be selected to save the report.

Director’s Report T
Select the criveria sequired, then cBck Previen P |
Zone | Highlands Public Library =]

© Cosana & Tab EWJ

Kaain g [

Humbér of FC Seasione
Enitage Session Longmh
nique Lisers:

Lisars wilh 1 Se6s0n
Lisars wilh 2 Sedisions
Wsers wilh 3 Sessions
Ligars wilh 4 Setsions
Users wilth 5 Sessdons
lisers wim § Sessions
Lisers with 7 Sessions
Lisers aem § 3e5%0ns
\Jsars wim @ Ssesions
Lizers win 10 Sessions
\Jaars win 10+ Seesions

ADMINISTRATOR REPORTS
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Lakniy Rbginn locationt  Filtes o Control Fohet  Hbtreationl  Meteng

Dupdcate Hame

Liar Lo
- - Arcound Reports
Tibi Prodessional s Chosci
Prind Control
Welcome to the SAM™ Interface
Sroup
Viewislooify Setings Hore Commipule
Don'l Forget o SAVE o chanpes Tisseryation
Agency
Statistic Reports

Missed Reservation
App/Web Site
Winiter
P Usage

S0 Up Statioh

Eicheat Kapadn

DIRECTOR’S REPORT (ADMIN REPORTS)

The Director’s Report is a summary of all aspects of the technology managed by SAM. Library management can understand in a
snapshot, the number and frequency of computer sessions, use of Internet and catalog resources, document printing, as well as
exactly how much money was collected, spent and remains in SAM prepaid accounts.

Director’s Report — Criteria Selection:
1. Select the criteria for the report (System or Zone).
2. Select the button for the appropriate Report Type.

T prT— T

o =

Criteria Field Description — Reports (Admin)
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Director's Report — Session Report
Field Label Description Notes
Zone Select System or appropriate Zone for report System or Zone
Select the button for the appropriate Report to generate Report will be generated per
Report selected criteria

DIRECTOR’S REPORT (ADMIN REPORTS) — SESSION REPORT

Sample Director's Report - Session

W24
) T
f o ..-'-EJH.IJI.J J) Director's Report-System
Month To Date Las1 Month Last Year

Session Management

Number of FC Sessions o o o

Average Session Lengih o o o

Unigue Users o 0 a

Users with 1 Session o o 0

Users with 2 Sessions 0 o o

Users with 3 Sessions 0 o a

Users with 4 Sessions 0 o 0

Users with 5+ Sessions o o o

Report Field Description — Reports (Admin)

Director's — Session Report

Field Label Description Notes
Date Report generation date

Title Report Title

Month To Date Current Month To Date data

Last Month FULL Last Month data

Last Year Rolling 12 month for current month data

Session Management | Session usage information

Number of PC

Sessions Total user sessions
Average Session

Length Average session duration
Unique Users Count of unique users

Users with 1 Session | Total users with 1 session
Users with 2 Sessions | Total users with 2 sessions
Report Field Description — Reports (Admin)

Director's — Session Report
Field Label ‘ Description Notes
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Users with 3 Sessions | Total users with 3 sessions
Users with 4 Sessions | Total users with 4 sessions
Users with 5+
Sessions Total users with 5 or more sessions

DIRECTOR’S REPORT (ADMIN REPORTS) — APPLICATION REPORT

| Sesvon Hoporr__ Peotcaton fapo
Select tha cntena required, then click Proviow
= BT
CRYETAL REPORTS

i *.-,-nmn |

I Cormma i Tab

G S W Peswiors g GroopTres | 4 4 (1 Jiv o k| % [mon .| |
Maie Reprort |

D014
Director's Report-System

anih Tao Dabe L] Monih Lt ¥ isar

Report Field Description — Reports (Admin)

Director's — Application Report
Field Label Description Notes
Date Report generation date
Title Report Title
Month To Date Current Month To Date data
Last Month Last FULL Month data
Last Year Rolling 12 month for current month data
Internet/Application | Internet/Application usage information
Management
Applications Number of times Application was accessed
Websites Number of times Website was accessed
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DIRECTOR’S REPORT (ADMIN REPORTS) — FUNDS REPORT

- Vi /42014
F - ;_:-SJJIJ _J) Director's Report-System
e Tiee Prodiushsn ot s Choice
Month To Date Last Month Last Year

Funds Management
Funds Pald-n 2.00 93.00 0.00
Funds Spent on Print 2.00 1.00 0.00
Funds Spent on Copy 0.00 T.00 0.00
Funds Spent on IL3 0.00 0.00 0.00
Funds Spent on Pay For Time 0.00 000 0.00
Funds Spant on Other 0,00 0.00 000
Funds Mot Spent 0,00 §5.00 0.00
Adjusiments a.00 .00 o060

Report Field Description — Reports (Admin)

Director's — Funds Report

Field Label Description Notes

Date Report generation date

Title Report Title

Month To Date Current Month To Date data

Last Month Last Month data

Last Year Rolling 12 month for current month data

Funds Report

Money deposited into User accounts through the Staff,

Funds Paid-In Admin Interface, Payment Centers, SMM, or SK.
Funds Spent on Print | Money deducted from User accounts for Print.
Funds Spent on Copy | Money deducted from User accounts for Photo Copy Device.

Funds Spent on ILS

Money deducted from User accounts to pay ILS fines
through SAM (client).

Funds Spent on Pay
For Time

Money deducted from User accounts to pay for Pay For
Time sessions.

charge for SAM sessions. (All
sessions or Additional
sessions).

Funds Spent on

Money deducted from User accounts and spent for other

Other than Print, Photo Copy Device, or ILS.

Funds Paid In - (Funds Spent on Print +Funds Spent on Copy
Funds Not Spent + Funds Spent on ILS + Funds Spent on other)
Adjustments

DIRECTOR’S REPORT (ADMIN REPORTS) — PRINT REPORT
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s SAM e

. 42014
Director's Report-System

Month To Date Last Month Lasl Year
Print Management
Print Documents
Pages Printed ;; ;2 3
Average Document Pages 2 2 o
Unique Printers 2 2 o
Sessions with 1 Page 0 0 0
Sessions with 2 Pages 0 0 o
Sessions with 3 Pages 0 0 o
Sessions with 4 Pages 0 0 o
Sessions with 5+ Pages 0 0 o

Report Field Description — Reports (Admin)

Director's — Print Report

Field Label Description Notes
Date Report generation date

Title Report Title

Month To Date Current Month To Date data

Last Month Last FULL Month data

Last Year Rolling 12 month for current month data

Print Report

Print Documents Total number of documents printed

Pages Printed Count of total pages printed

Average Document
Pages

Count of average pages printed

Unique Printers

each printer counted only
once, even if multiple print
Count of unique printers jobs.

Sessions with 1 Page

Sessions with 2
Pages

Sessions with 3
Pages

Sessions with 4
Pages

Sessions with 5+
Pages

USER REPORT (ADMIN REPORTS)
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The User Report is a list of patron records within SAM along with statistical detail.

User Report (Detail) Criteria Selection:
1. Select the criteria for the report.
2. Click [Preview].

Lowe sty Filtsrs  Foswrs

Hgion

Contsed Fones  Beservatiom,  Mstaring  Beport Help

Ploase dakenc et ocuisesc) okt K0t ol it BT

Sert By Lt M A mraieng w

Faport Typs * Dt Sumeiny
Criteria Field Description — Reports (Admin)

User (Detail)
Field Label Description Notes
Preview Click to [Preview] generate User Report Report will be generated per
selected criteria

Sort By Select Sort Criteria
Report Type Select Report Type
Detail Select for Detail Report

Sample User Report (Detail)

User Report ﬁ‘ﬂ
Laice Mame Alcosndaryg
alphatesii1% 11aipha Lewe hcien 1001 180T $0.00
1ZMSHTEHN M 14 gl et 12 digh el Lo 1 Awr GRH L0 QRN LT 53 00
12EA TG0 2308 Tesl 16 Cigd Test Lewe Acer B8 LA G LIHT $0.00
FRMISIRON P;'Rm" ﬁ_ﬂ Levs hten T E aRININ 55 0
Ewsd hama
TIEROIISSEAN0 Liey 1 Actwe FHIBR0T3 FIIBINE 5350
LaE N
FIRI ARG ﬁﬁ_""ﬂ'ﬁ"ﬂrﬂ'u L T s SRRSO SRS ]
Las hane-
123451 P5G0B095 Jouy Moimy Lewsid Aoen CEDAG F143
Report Field Description — Reports (Admin)
User (Detail)
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Field Label Description Notes
Date Report generation date
Title Report Title

Sort Criteria Selected

Field which this reported is sorted by

Account/ID Number

User Account/ID Number

Name

User Name

First name Last name

Date of Birth

User date of birth

Filter Level User filter level

Status SAM status of user

Last Logged In Date when user last logged in to SAM

Issue Date Date when Account/ID Number was issued to user

Acceptance Date

Date when user accepted the Library policy

Expiration Date

Date when Account/ID Number will expire

Balance User account balance of user

User Report (Summary) Criteria Selection:
1. Select the criteria for the report.
2. Click [Preview].

Thiskd  ATadrh Nagas Latabuiad Ty T
Flogsa i B ipEme] o o ron de pped
Hagi By L Ko dnaelieng L
Rrpa® Yum Fawms v Surrarary
frmreras & Mo

Casteil Janah  Masasyphang  Mabarisg  Bagcta Flalp

Wi T T | L0

Criteria Field Description — Reports (Admin)

User (Summary)

Field Label Description Notes

Preview Click [Preview] to generate User Report Report will be generated per
selected criteria

Sort By Select Sort Criteria

Report Type Select Report Type

Summary Select for Summary Report

Sample User Report (Summary)
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User Report - imi:rwﬂ':
Last Hams Asoifien
fccoantill M Bl %.ﬂl Falben Lo Glaby  Leilloocedln (e Dhals Eﬁnﬂ- Eﬂm Oslacss
WM of Usirs 748
Tolad Hadana ELEN323

Report Field Description — Reports (Admin)

User (Summary)

Field Label Description Notes
Date Report generation date
Title Report Title

Sort Criteria Selected | Field which this reported is sorted by

Number of Users Total number of users
Total Balance Total User account balance

DUPLICATE NAME REPORT (ADMIN REPORTS)
The Duplicate Names Report is a list of patron records within SAM with matching last names.
Duplicate Name Report Criteria Selection:

1. Select the Duplicate Name link from drop down options.

Eegice locstioin,  Filpre  Jies Covfipd foney  Beuosrpatione Mpierng Bapaeis LT
i il i
Lhier
== i | Buphirate s
» SAM" ¢
© e Pralpseien iy Ghice i Account Agpens
Criteria Field Description — Reports (Admin)
Duplicate Name
Field Label Description Notes
Duplicate Name Click to [Preview] generate User Report Report will be generated per
Report selected criteria

Sample Duplicate Name Report
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81472014
Duplicate Names Report

Mame Accounti) Number
C-0786 C-07T86 7113097100786
C-0786 C-0786 B9024214290786
C-14482 C-1482 26512711621482
C-1482 C-1482 TS9B1T7ER4271482
C-2275 C-2275 IM3ITI02T222T5
C-2275 C-2275 48685624102275
C-3855 C-3855 14823521283855
C-3855 C-3455 15623521283855
C-8046 C-3045 54623940288046
C-8046 C-8046 G0023040288046
C-8646 C-B645 62524000288646
C-8646 C-0645 G402 4000288546
Jane Smith 12345

Jane Smith 12345123515934
Jahn Smith 12345123615997T
John Smith 98TES

Bryan Smithers 1234524874723
Bryan Smithers 23456

Report Field Description — Reports (Admin)

Duplicate Name

Field Label Description Notes
Date Report generation date

Title Report Title

Name Duplicate user name

Account/ID Number | Account/ID Number assigned to user

USER USAGE REPORT (STAFF REPORTS)

Refer to Staff Reports for User Usage Report.

ACCOUNT REPORTS (ADMIN REPORTS)
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Account Reports provide a list of all monetary transactions.

ACCOUNT BY USER

' Account by User: provides a Detailed or Summatry list of all monetary transactions by user.

Account by User Report (Detail / User / Single) Criteria Selection:
1. Select the criteria for the report.

2. Click [Preview].

Linatherm  Pilers  fores

Crtridl fpvms Rewprmailen Melsing  Fepeh

ey

‘Wekooorr admind | Log Oul

Puiry Soinid Be £TE00 hiskn. e Gl Tl ADPIINARS Pifredi Draion [ e
Fymm TEILUT O Te TN 218
Hrmab T ® Daisll CeTHTL
B iy g i By Oeeap By Joea ) By Desica Typs
D Al = Gl drpoamt 5 Furscss E224 5 LT A
Criteria Field Description — Reports (Admin)
Account Report By User (Detail, User, Single)
Field Label Description Notes
Account By User Click to [Preview] generate User Report
Preview Select report criteria and click [Preview] to generate Account | Report will be generated per
By User Report selected criteria
From Select start date for report
To Select end date for report
Report Type

Criteria Field Description — Reports (Admin)

Account Report By User (Detail, User, Single)

Field Label Description Notes
Detalil Select for Detail Report

Sort By

User Select to sort by Users

Show Click [Preview] to generate User Report

All Select to show All Users

Sample Account by User Report (Detail / User / Single)
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SmartEE

EET01d
Account Activity - By User - Regort-Dwtail-Single User

Faowm B30 F4 o B30 T4

Aorounily Lsmhlicrs Lmn Churriti Yo Doiohiane  DuisiTine il TH L3 i dli Ensing
LI NIIETERE  Lirmpeolad s Adull o THE4Y B0 X3 L geg g ape M
TFILLNIIETIRE  Urmpeolad Lssm Al -] A0 REadE Lo the ape apn o
TLIRLTII5E1EEE  Lirspeoled Ui Tees bt SRS 227 SR 20% 1l e LB oD BABD
120401 R10EN Urnpecledlise  Tods P ER T T4 2 440 oes ars -] L5
1ML ERIAAN  Umipecilladlisa  Tads " baricatls Ll R R [ ] K08 o8 [ RS [ F12] CRE
123451 PR 1008 Uripeoliead 1 T F Ll ST 3 iR TP dR5 0ea ars -] B4 10
1334547 801348 100 LE ] 0.0
Epirind LA 1.5 150 AL

Report Field Description — Reports (Admin)

Account Report By User (Detail, User, Single)

Field Label Description Notes

Date Report generation date

Title Report Title

From / to Date Report Time frame

Account ID User Account ID

User Name User Name

Zone Zone

Device Type How/Where transaction occurred Refer to Legend

Device Name Who/Where transaction created

Date\Time Date/Time of transaction

Previous Starting Account Balance

(+) Amount added

) Amount subtracted

Adj Amount of adjustment

Ending Ending Account Balance

Account by User (Summary / User / Single) Criteria Selection:
1. Select the criteria for the report.

2. Click [Preview].

Flease salact the cntana below, then click the appropnate Praview button

Fiowm 09/01/2014 00-00

Report Type ) Detail ® Summary

Sort By # By User By Group ) By Zone ) By Device Type
Show Al ® Single

To

Account 1D Mumber

05022014 23:50

|12345123681863

Criteria Field Description — Reports (Admin)
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Account Report By User (Summary, User, Single)

Field Label

Description

Notes

Account By User

Preview

Select report criteria and click [Preview] to generate Account
By User Report

Report will be generated per
selected criteria

From Select start date for report
To Select end date for report
Report Type

Summary Select for Summary Report
Sort By

User Select to sort by User
Show

All Select to show All Users

Sample Account by User (Summary / User / Single)

Smart EE

g
Aeenurt Aetivity - By Llasr - Rapart-Susmarny-Singls

LiHa¢
Fram 12004 b ENT04

Acgaunal) UBRams Pt iepngs Ty Deviceliams  [abelime Dot [ L A Lo
pFattaFRo L RE LD | 130 1.8 [ E ]
Lealnc] LA 104 a3 &.00
Report Field Description — Reports (Admin)
Account Report By User (Summary, User, Single)
Field Label Description Notes
Date Report generation date
Title Report Title
From / to Date Report Time frame
Account ID User Account ID
(+) Amount added
) Amount subtracted
i.e. print job did not print,
adjustment for incorrect
deposit, withdrawal amount,
Adj Amount of non-cash adjustment etc
System Total for System

ACCOUNT BY GROUP
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Account by Group: provides a Detailed or Summary list of all monetary transactions by group.
.Account by Group (Detail / Group) Criteria Selection:

1. Select the criteria for the report.

2. Click [Preview].

Waric ore i | L D4
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Criteria Field Description — Reports (Admin)
Account Report By Group (Detail, Group)
Field Label Description Notes
Account By Group
Preview Select report criteria and click [Preview] to generate Account | Report will be generated per
By Group Report selected criteria
From Select start date for report
To Select end date for report
Report Type
Detail Select for Detail Report
Sort By
Group Select to sort by Group

Sample Account by Group Report (Detail / Group)
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Report Field Description — Reports (Admin)

Account Report By Group (Detail, Group)
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Field Label Description Notes

Date Report generation date

Title Report Title

From / to Date Report Time frame

Subtractions Percentage of Total Subtraction

Additions Percentage of Total Additions

Group User Group

Account ID User Account ID

User Name User Name

Zone Zone

Device Type How/Where transaction occurred Refer to Legend

Device Name Who/Where transaction created

Date\Time Date/Time of transaction

Previous Starting Account Balance

(+) Amount added

Sub Amount subtracted
i.e. print job did not print,
adjustment for incorrect
deposit, withdrawal amount,

Adj Amount of non-cash adjustment etc

Ending Ending Account Balance

Account by Group (Summary / Group) Criteria Selection:

1. Select the criteria for the report.
2. Click [Preview].

Home  Lsers Filters  Zones

Welcome admin! [ Log Oul

Control Zones  Reservalions  Metering  Reporis Help

Please sedecl ihe crileria betow, hen click he appropriale Preview bulton

Froem EDA/20 4 DO-00
Report Type i Dain#
Sart By ' By User ®'By Group

Ta NAM&ard14 7555

) Sy

By Zome ) 3y Devics Type

Criteria Field Description — Reports (Admin)
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Account Report By Group (Summary, Group)

Field Label Description Notes

Account By Group

Preview Select report criteria and click [Preview] to generate Account | Report will be generated per
By Group Report selected criteria

From Select start date for report

To Select end date for report

Report Type

Summary Select for Summary Report

Sort By

Group Select to sort by Group

Sample Account by Group (Summary / Group)

Smart EE

-]

Account Activily - By Gaoup - Repont-Swnman
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Subtractions
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[
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Report Field Description — Reports (Admin)
Account Report By Group (Summary, Group)

Field Label Description Notes

Date Report generation date

Title Report Title

From / to Date Report Time frame

Subtractions Percentage of Total Subtraction

Additions Percentage of Total Additions

Group User Groups

(+) Amount added

Sub Amount subtracted
i.e. print job did not print,
adjustment for incorrect
deposit, withdrawal amount,

Adj Amount of non-cash adjustment etc

System Total for System

EACCOUNT BY ZONE REPORT

Account by Zone: provides a Detailed or Summary list of all monetary transactions by Zone.
Account by Zone (Detail / Zone) Criteria Selection:

1. Select the criteria for the report.
2. Click [Preview].

Home  Lhen Pty Lo Cordrdfones  ewrations  Mebomyg  Repoita it
Pl seiec] T CIR0Ta Dodow, hen Chck the appesiate Presveew butinn “
Fries DL 0000 Ta  GvOisOTE DS
Aspart Tppa o gl Sy
Ty Iy By Used By Oetup W By Dame L) Bey Bevien Thpe
Empy Irr = Cte i
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Criteria Field Description — Reports (Admin)

Account Report By Zone (Detail, Zone)

Field Label

Description

Notes

Account By Zone

Preview

Select report criteria and click [Preview] to generate Account
By Zone Report

Report will be generated per
selected criteria

From Select start date for report

To Select end date for report

Report Type

Detail Select for Detail Report

Sort By

Zone Select to sort by Zone

Show Zone Select appropriate Zone or System for all Zones

Comprise Technologies, Inc © 2015 | Customer Support: 800-531-0132
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Sample Account by Zone (Detail / Zone )
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Report Field Description — Reports (Admin)

Account Report By Zone (Detail, Zone)

Field Label Description Notes

Date Report generation date

Title Report Title

From / to Date Report Time frame

Additions Percentage of Total Additions

Subtractions Percentage of Total Subtraction

Zone User Zone

Account ID User Account ID

User Name User Name

Device Type How/Where transaction occurred Refer to Legend

Device Name Who/Where transaction created

Date\Time Date/Time of transaction

Previous Starting Account Balance

(+) Amount added

) Amount subtracted
i.e. print job did not print,
adjustment for incorrect
deposit, withdrawal amount,

Adj Amount of non-cash adjustment etc

Ending Ending Account Balance

System Total for System

Account by Zone (Summary / Zone) Criteria Selection:

1. Select the criteria for the report.
2. Click [Preview].

Veome adeinl | Log O
[ T T Ty o Corilitd foney.  Beienialioos  eleing  Repecii vl
Plegse Sebetl it ©rbena Selowy thesn chem e aenorriane: Fiesiesd: mos m
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Sraod Jore ':-_.:rnm w
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Criteria Field Description — Reports (Admin)

Account Report By Zone (Summary, Zone)

Field Label

Description

Notes

Account By Zone

Preview

Select report criteria and click [Preview] to generate Account | Report will be generated per

By Zone Report selected criteria
From Select start date for report
To Select end date for report
Report Type
Summary Select for Summary Report
Sort By
Zone Select to sort by Zone
Show Zone
System Select appropriate Zone or System for all Zones
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Sample Account by Zone (Summary / Zone)

SmartERE

wRyhiid

Aocowm Activity - By Soae - Heport-Samemsany- Sy siem

Figsn i 12000 b S0

Additions

Subtractions

20N ACORNEI Mgy Lisod Hamay Ergsous i} O] Ay Enging
Adiih ] i [V ]
Tewn P 1.0 L]
b 209 525 LT
Report Field Description — Reports (Admin)
Account Report By Zone (Summary, Zone)
Field Label Description Notes
Date Report generation date
Title Report Title
From / to Date Report Time frame
Additions Percentage of Total Additions
Subtractions Percentage of Total Subtraction
Zone User Zones
(+) Amount added
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Sub Amount subtracted |
Report Field Description — Reports (Admin)
Account Report By Zone (Summary, Zone)

Field Label Description Notes
i.e. print job did not print,
adjustment for incorrect
deposit, withdrawal amount,

Adj Amount of non-cash adjustment etc

System Total for System

ACCOUNT BY DEVICE REPORT

Account by Device: provides a Detailed or Summary list of all monetary transactions by device.

Account by Device (Detail /Device) Criteria Selection:
1. Select the criteria for the report.
2. Click [Preview].

Mpgrai Lofamdak  Fier Toned Comdvnl Fimimi Bedbipaliisii  Watpesg  Begorts
Fads i B (Thand Deiryw Bon ok Ba mpoeopralie Hoowspw buion m
Froemi WFRLLON B 050 G IO T W
Timpeat Type B [lwial T
Bon By Py Kb | iy G | By Jors &y Desscw Typs
Shen [hvicd Topes rull - Davicw Flvm

Criteria Field Description — Reports (Admin)
Account Report By Device (Detail, Device)
Field Label Description Notes
Account By Group
Preview Select report criteria and click [Preview] to generate Account | Report will be generated per
By Device Report selected criteria
From Select start date for report
To Select end date for report
Report Type
Detail Select for Detail Report
Sort By
Device Select to sort by Device
Show Device Type
All Select to show All Devices
Device Name Enter Device Name to select specific Device Name
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Sample Account by Device Report (Detail /Device)
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Report Field Description — Reports (Admin)
Account Report By Device (Detail, Device)

Field Label Description Notes

Date Report generation date

Title Report Title

From / to Date Report Time frame

Additions Percentage of total Additions

Subtractions Percentage of total Subtractions

Device Type How/Where transaction occurred Refer to Legend

Zone Device Zone

Device Name Who/Where transaction created

Account ID User Account ID

User Name User Name

Date\Time Date/Time of transaction

Previous Starting Account Balance

(+) Amount added

Sub Amount subtracted
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Report Field Description — Reports (Admin)

Account Report By Device (Detail, Device, All)

Field Label Description Notes
i.e. print job did not print,
adjustment for incorrect
deposit, withdrawal amount,

Adj Amount of non-cash adjustment etc

Ending Ending Account Balance

All Devices Total for All Devices

Account by Account by Device Report (Summary /Device) Criteria Selection:

1. Select the criteria for the report.

2. Click [Preview].
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Criteria Field Description — Reports (Admin)

Account Report By Device (Summary, Device)

Field Label Description Notes
Account By Group
Preview Select report criteria and click [Preview] to generate Account | Report will be generated per
By Device Report selected criteria
From Select start date for report
To Select end date for report
Report Type
Summary Select for Summary Report
Sort By
Device Select to sort by Device
Show
All Select to show All Users
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Sample Account by Device Report (Summary /Device)
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Report Field Description — Reports (Admin)
Account Report By Device (Summary, Device, All)
Field Label Description Notes
Date Report generation date
Title Report Title
From / to Date Report Time frame
Additions Percentage of Total Additions
Subtractions Percentage of Total Subtraction
Device Type How/Where transaction occurred Refer to Legend
(+) Amount added
Sub Amount subtracted
i.e. print job did not print,
adjustment for incorrect
deposit, withdrawal amount,
Adj Amount of non-cash adjustment etc.
All Devices Total for All Devices
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PRINT CONTROL REPORT (STAFF REPORTS)

Refer to Staff Reports for Print Control Report.

GROUP REPORT (ADMIN REPORTS)

The Group Report shows how various Groups are using the library computers. This report defines group level, # of patrons, total
hours, average session for a group (as defined by run dates), and the average usage time per day for a given group. Thisis a
cumulative report and does not show details, just the sum of each group by date range specified. Note: This report is only available
if you are using SAM Internet Filtering.

Group Report (History / Detail) Criteria Selection:

1. Select the criteria for the report.
2. Click [Preview].

it Lywra [ T Cunlia] Difes . Epoarvations  Wwebeiig  Smpiri [ 1]
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=TT ity Ol gt
- T L S T FETET

arorl Treda - s s RRPPRY

Weelzome aamint | Leg S

Criteria Field Description — Reports (Admin)

Group Report (History, Detail)

Field Label Description Notes
Preview Click to [Preview] generate Group Report Report will be generated per
selected criteria
Zone Select Zone Name
Database
History Select to generate historical report
From Select start date for report Required for Historical report
To Select end date for report Required for Historical report
Report Type
Detail Select for Detail Report
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Sample Group Report (History / Detail)

;5\ .'"- ;

L5

Time Used Per Zone

— QI2ER014
p Q}.‘@ Group Report - System - Detail
i Rl ety LA

From 2172014 to 2252014

- st
T

R
anrm

Toat  1DETN
Sessions Per Zone
WSl TN
Tz 3y
Zona Sroup Lars Sessione Time Used  Avg S2eslan Avg Day
Adult
UNAVAILASLE 3 3 1303:38 001343  DOD2:44
Group 1 2 -] Oc11:45 0O:01-57  DO:DO2E
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Group 4 Z 3 Di1E11 00023 DODO4E
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Lingrs a0
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Report Field Description — Reports (Admin)
Group Report (History, Detail)
Field Label Description Notes
Date Report generation date
Title Report Title
From / to Date Report Time frame
Zone Zone name
Group Group name
Users Number of Users
Sessions Number of Sessions
Time Used Amount of Time Used
Avg Session duration of Average Session time for time frame

Report Field Description — Reports (Admin)
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Group Report (History, Detail)
Field Label Description Notes
AvgDay duration of Daily Average session time
Subtotal
Users Total users in Zone
Sessions Total sessions in Zone
Time Used Total Time used in Zone
Avg Session Total duration of average session in Zone

Group Report (History / Summary) Criteria Selection:

1. Select the criteria for the report.
2. Click [Preview].
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Criteria Field Description — Reports (Admin)
Group Report (History, Summary)

Field Label Description Notes

Preview Click to [Preview] generate Group Report Report will be generated per
selected criteria

Zone Select Zone Name

Database

History Select to generate historical report

From Select start date for report Required for Historical report

To Select end date for report Required for Historical report

Report Type

Summary Select for Summary Report
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Sample Group Report (History / Summary)

SRER01L
Group Report - System - Summary
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Sessions Per Zone

Audult
LFaars an
Senabong 0
T, Meex) 15:15:26
Avg Zeselan J0-1304
Teen.
Lfears 15
Gemabong 51
Time Used 7-58-41
Avg Seselon 00:0E-23
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Report Field Description — Reports (Admin)
Group Report (History, Summary)
Field Label Description Notes
Date Report generation date
Title Report Title
From / to Date Report Time frame
Zone Zone name
Users Total Number of Users
Sessions Total Number of Sessions
Time Used Total Amount of Time Used
Avg Session Total duration of Average Session time for time frame
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COMPUTER REPORT (ADMIN REPORTS)
The Computer Report allows you to learn about the number of patrons using a particular computer and for how long their use is.
This report also provides cumulative totals.

.Computer Report (History / Detail) Criteria Selection:

1. Select the criteria for the report.
2. Click [Preview].
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Criteria Field Description — Reports (Admin)
Computer (History, Detail)
Field Label Description Notes
Preview Click to [Preview] generate User Report Report will be generated per
selected criteria
Zone Select Zone Name
Database
History Select to generate historical report
From Select start date for report Required for Historical report
To Select end date for report Required for Historical report
Report Type
Detall Select for Detail Report
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Sample Computer Report (History / Detail)
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Report Field Description — Reports (Admin)
Computer (History, Detail)
Field Label Description Notes
Date Report generation date
Title Report Title
From / to Date Report Time frame
Total Time Per Zone | Percentage of total time used per Zone
Sessions Per Zone Percentage of sessions per Zone
Zone Zone name
Computer IP computer IP address
Report Field Description — Reports (Admin)
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Computer (History, Detail)

Field Label

Description

Notes

Computer ID/Name

Computer ID/name

Users

total number of users who used computer

Total Time total amount of time computer was used for
Sessions total number of sessions on computer

Avg Session Length of average session

Avg Day Length of daily average session

Subtotal

Computers Total number of computers used

Time Used Total time

Sessions Total number of sessions

Avg Session Length of average session

Avg Day Length of daily average session

Computer Report (History / Summary) Criteria Selection:

1. Select the criteria for the report.

2. Click [Preview].
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Criteria Field Description — Reports (Admin)

Computer (History, Summary)

Field Label Description Notes
Preview Click to [Preview] generate User Report Report will be generated per
selected criteria
Zone Select Zone Name
Database
Current Select to generate current report
From Select start date for report Required for Historical report
To Select end date for report Required for Historical report
Report Type
Summary Select for Summary Report
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Sample Computer Report (History / Summary)

Teas

82672014
Computer Report - System - Summary

Fram 9/1/2014 to 2232014

Total Time Per Zone

W Ak RIS
B Teen  MI%
Totd:  103.5%
Sessions Per Zone
LR
B Teen  429%
Totad:  103.5%
Adult
Computers 3
Tims Weed 15:15:28
Sezslons 70
Awvg Session 00:13:04
Awq Day 0036257
Taen
Report Field Description — Reports (Admin)
Computer (History, Summary)
Field Label Description Notes
Date Report generation date
Title Report Title

From / to Date

Report Time frame

Total Time Per Zone

Percentage of total time used per Zone

Sessions Per Zone

Percentage of sessions per Zone

Zone Zone name

Computers Total number of computers used
Time Used Total time

Sessions Total number of sessions

Avg Session Length of average session

Avg Day Length of daily average session
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RESERVATION REPORT (STAFF REPORTS)

Refer to Staff Reports for Reservation Report.

AGENCY REPORT (ADMIN REPORTS)

The Agency Report identifies who was on what PC in which Zone at any given time. The report shows usage data for individual users
by Zone, date, time and computer ID (if machine data is available).

Agency Report (History / Detail) Criteria Selection:

1. Select the criteria for the report.
2. Click [Preview].

VWalcame ssmin! | Lag Gyt

fOmE LBy iy A LM SOREE  HEBMETWETAIE  MTMTIE  BEpT e
FREBER BHEN yTur Srelnd. INEY ghIh Freew “
Zorg [ Brcmordvd R [
Saindnss o b ey L et
Frows TR 10214 G000 1= TRITLITELE ]
Raped T W Ceimi _H Serrriiy

Criteria Field Description — Reports (Admin)

Agency (History, Detail)

Field Label Description Notes

Preview Click to [Preview] generate User Report Report will be generated per
selected criteria

Zone Select Zone Name

Account/ID Number

Enter appropriate Account/ID Number

Report will be generated only
for selected Account/ID

Number
Database
History Select to generate historical report
From Select start date for report Required for Historical report
To Select end date for report Required for Historical report
Report Type
Detall Select to generate Detail Report
220
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Sample Agency Report (History / Detail)

WIBID4
Agency Report - System - Detail
Fram 312014 to 9257014
Sessions Per Zone
W dmui BTG
B Temn 42t
e
o
Zona Daks Slart Finish  Time Ueed Computar  Uiser Name Account | ID
T B =\
Adult
I8102014 16:54 DO0d6 AL Russed Fincher 2222
de102014 16585 3 A Justin Spaeth B5EGE
1811072014 16:55 L z A Fus=al Finchear 2322
18102014 16:26 & Al Mik2 Zamusks 33333
58102014 16:57 iz Al Tom Clarks d4adas
112014 10:44 i A Julia Handren 12345123651847
81172014 1047 A Fissell Finchar 22222
151172014 11:02 A1 Lesiand Hawkine 111N
Je112014 11:23 AL Jefirey Ogrady 12345 123661841
8112014 11:29 Al Jafiray Ogrady 12345123661 841
181172014 11:44 AL Jefirey Corady 122345123651 841
IE1172014 11:45 Al Jaffray Ogrady 1234512385184
5112014 11:42 Al Jafirey Ogrady 1234512368184
de1 12014 11:55 Al Danid Hermoello 12345123661823
1172014 12:03 A Jeffray Corady 12345123651 841
151172014 1214 A Wictana Secret 12345123E51859
8112014 1317 AL \ictana Secrat 12345123661859
8112014 13 AL Mike: Zamusis 33333
81172014 13:24 A Undefinad User 11121214316510
38112014 14:20 Al Undefinad User 1112133824271
81172014 1527 AL \ictana Secret 12345123651853
I8112014 1525 AL \ictana Secrat 12345123E651853
5112014 1531 AL \ictana Secret 12345123651859
5112014 1547 Al Charles Skoomfizd 12345123651832
151172014 1542 Al David Hemaoelio 12345123E51823
81172014 16:02 AL Danvid Harmaoello 12345 123E51823
de112014 16:05 A Henry Hollday 12345123651874
5112014 16:11 Al Henry Hollday 12345123631874
151172014 1622 Al Jaffray Ogrady 1224512365184
112014 16:25 AL Charles Skoomizid 12345123661832
Report Field Description — Reports (Admin)
Agency (History, Detail)
Field Label Description Notes
Date Report generation date
Title Report Title
From / to Date Report Time frame
Sessions Per Zone Percentage of total sessions per Zone
Zone Zone Name
Date Session Date
Start Session start time
Finish Session end time
Time Used Total session time

Report Field Description — Reports (Admin)
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Agency (History, Detail)
Field Label Description Notes
Computer ID Computer ID
User Name User Name
Account/ID Number | User account number
Subtotal (Zone)
Sessions Percentage of total sessions per Zone
Total Time Total time
Total (System)
Sessions Total number of sessions
Total Time Total time
Agency Report (History / Summary) Criteria Selection:
1. Select the criteria for the report.
2. Click [Preview].
Wighoorre adminl [ Log Oyl
Fifmite Ly Filwrn  Tidws Cosafoull Tidbwi. Beimiwdileand,  Mdalecing Rty Hislgn

Flanam swest st e, Do choh Fopvimm [
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Magad Tapd Dt ¥Zammay
Criteria Field Description — Reports (Admin)

Agency (History, Summary)
Field Label Description Notes
Preview Click to [Preview] generate User Report Report will be generated per
selected criteria
Zone Select Zone Name
Database
History Select to generate historical report
From Select start date for report Required for Historical report
To Select end date for report Required for Historical report
Report Type
Summary Select to generate Summary Report
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Sample Agency Report (History / Summary)

Sessions Per Zone

WIBIDNE

Agency Report - System - Summary

Fram 9162014 bo 232014

Zona Date Slant  Finish  Time Used C_.mE wler  LUser Name .A.l:..:u:lrl_z
Adult
gapalons 0
Time taad 15:15:28
Tesan
Zapsion: =
Tima Used 75841
Syabam
Zanslonz 121
Total Tima 23:14:08
Report Field Description — Reports (Admin)
Agency (History, Summary)
Field Label Description Notes
Date Report generation date
Title Report Title
From / to Date Report Time frame

Sessions Per Zone

Percentage of total sessions per Zone

Subtotal (Zone)

Sessions Percentage of total sessions per Zone
Time Used Total time

Total (System)

Sessions Total number of sessions

Time Used Total time
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STATISTIC REPORT (ADMIN REPORTS)

The Statistic Report displays which computers are being reserved and for what amounts of time for the date range specified. The
report can be show data by PC or by Zone.

Statistic Report (History / PC / Detail) Criteria Selection:

1. Select the criteria for the report.
2. Click [Preview].

FAENE Faen i Dmeas CEAIPE SO8ES  HESEMNTNG  MBIEFRE  HEdDm
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Criteria Field Description — Reports (Admin)

Statistic Reports (History, Break Down By PC, Detail)

Field Label Description Notes
Preview Select report criteria and click [Preview] to generate Statistic | Report will be generated per
Report selected criteria
Zone Select Zone Name
Database
History Select for historical report
From Select start date for report Required for Historical report
To Select end date for report Required for Historical report
Show By
Break Down By PC Select to have report break down by PC
Report Type
Detail Select to generate Detail Report
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Sample Statistic Report (History / PC / Detail)

IEI0L
) ‘lj' J-‘_] Statistic Report-Detail-System
T Frates bl Eloics From &1/2014 10 9/25:2014
Zone Caiz Caol EIJI:E" D | Name :DTE!H P ﬂ-ﬁesanen Raservad
aduit
B 22014 A1 1321652122 0:00:00 00000
592014 A1 132 1652122  0:00:00 0o00:00
GHTIR014 B0 192 165.1.238  0:00:00 000:00
B24/3014 A0 132 1652122  0:00:00 [:00:00
Mumber of PCa 7
Hon-Ragsned s
Fagarved 0:00:00
Tean
5172014 ™ 1321652123 0:03:00 Co00:00
BRI GASPPRI-LT 132 1651171 G:00:00 000:00
BI04 ™ 1321652123  0:00:00 0:O0:00
H2ABI14 o 152 165.2.123  0:00:00 00000
Mumber of PCa 7
Hon-Raeenad 0:00:00
Fiagarved 0:00:00
Syabam
Mumber of FGa 4
Hon-Riagenad 0:00:00
Fiaserved 0:00:00

Report Field Description — Reports (Admin)

Statistic Reports (History, Break Down By PC, Detail)

Field Label Description Notes

Preview Select report criteria and click [Preview] to generate Statistic | Report will be generated per
Report selected criteria

Date Report generation date

Title Report Title

From / to Date

Report Time frame

Zone Zone Name

Date Date

Computer ID/Name | Computer ID/Name

Computer IP IP address of computer
Non-Reserved Usage on Non-Reserved PCs
Reserved Usage on Reserved PCs

Subtotal

Number of PCs Total number of PCs
Non-Reserved Total usage on Non-Reserved PCs
Reserved Total usage on Reserved PCs

Statistic Report (History / PC / Summary) Criteria Selection:

Comprise Technologies, Inc © 2015 | Customer Support: 800-531-0132
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1. Select the criteria for the report.
2. Click [Preview].

‘Wabzys sdeninl | Lo Os 1)
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Criteria Field Description — Reports (Admin)
Statistic Reports (History, Break Down By PC, Summary)
Field Label Description Notes
Preview Click to generate Report
Zone Select Zone Name
Database
History Select for historical report
From Select start date for report Required for Historical report
To Select end date for report Required for Historical report
Show By
Break Down By PC Select to have report break down by PC
Report Type
Summary Select to generate Summary Report

Sample Statistic Report (History / PC / Summary)

g QUIEA04
Statistic Report-Summary-System
From S/172014 1o Q252014
Aust
Mumber of PCa 3
MHon-Raperead 0-00-00
Faserved 0:00:00
Tean
Mumber of PCa 2
Mon-Raesrvad 0:00nn
Rasarved 0:00:00
Syntam
Mumber of PCa "
Hon-Rapersad 0-00:00
Fagarved 0-00:00
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Report Field Description — Reports (Admin)

Statistic Reports (History, Break Down By PC, Summary)

Field Label Description Notes
Date Report generation date

Title Report Title

From / to Date Report Time frame

Zone Zone Name

Number of PCs Total number of PCs

Non-Reserved Total usage on Non-Reserved PCs

Reserved Total usage on Reserved PCs

Statistic Report (History / Zone / Detail) Criteria Selection:

1. Select the criteria for the report.
2. Click [Preview].

Wenery admis! [ hag Gt
L T Pl Ioowm Covitiud Tovmi Redwrwstanm - Mwlecing Repirts e
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Criteria Field Description — Reports (Admin)

Statistic Reports (History, Break Down by Zone, Detail)

Field Label Description Notes

Preview Click to generate Report

Zone Select Zone Name

Database

History Select for historical report

From Select start date for report Required for Historical report
To Select end date for report Required for Historical report
Show By

Break Down By PC Select to have report break down by Zone

Report Type

Detail Select to generate Detail Report

Sample Statistic Report (History / Zone / Detail)
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- G0
.y & ,E 'I.J'-‘ Statistic Detail Report-Detail-System
 -PEAIVE &
i From &/1/2014 10 8/25/2014
Zans Cate Mon-Regenved Fagervad Time Uisad
Ault
21072014 0:03:00 00500
21172014 0:00:00 0r00:00
2120014 0:03:00 00
2152014 0:00:00 o
2ME2014 0:00:00 o
2172014 0:03:00 o
2182014 0:00:00 o
2MarIo1d 0:00:00 o
2014 0:00:00 o
TIE014 0:00:00 o
277472014 0:03:00 o
Hon-Riaeenad 0:00-00
Pl 000200
Time Used 0:00-00
Tean
21172014 0:00:00
aMEz014 0:03:00
HMTIE0d 0:00:00
21272014 0:03:00
2727014 0:00:00
23014 0:00:00
2742014 0:00:00
Hon-Regernad 0:00-00
Reaarvad 000-00
Time Used 00000
Syatam
Hon-Regerned 0:00-00
Ragarved 0:00-00
Time Uned -

Report Field Description — Reports (Admin)
Statistic Reports (History, Break Down by Zone, Detail)
Field Label Description Notes
Date Report generation date
Title Report Title
From / to Date Report Time frame
Zone Zone Name
Used Number or PCs used
Date Date
Non-Reserved Usage on Non-Reserved PCs
Reserved Usage on Reserved PCs
Total Hours Total usage
Subtotal
Non-Reserved Total usage on Non-Reserved PCs
Reserved Total usage on Reserved PCs
Time Used Total usage
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Statistic Report (History / Zone / Summary) Criteria Selection:

1. Select the criteria for the report.
2. Click [Preview].

FiRETT  tmREE COMIPH IENES  REMPGEUENY  MEETE  BEpe =T
Haans seac e rapnd Rfamaben beice m
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Criteria Field Description — Reports (Admin)
Statistic Reports (History, Break Down By Zone, Summary)
Field Label Description Notes
Zone Select Zone Name
Database
History Select for historical report
From Select start date for report Required for Historical report
To Select end date for report Required for Historical report
Show By
Break Down By Zone | Select to have report break down by Zone
Report Type
Summary Select to generate Summary Report

Sample Statistic Report (History / Zone / Summary)

o ] 2620
Statistic Detail Report-Summary-5System

From 8H/2014 1o 9252014
Hon-Raeeread 0:00-00
Razerved 0:00:00
Time Used 00000
Hon-Reperead 0:00-00
i 0:00:00
Time Used 00000

Syatem

Hon-Raeeread 0-:00-00
Fansned 0:00:00
Time Used 00000
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Report Field Description — Reports (Admin)

Statistic Reports (History, Break Down by Zone, Summary)

Field Label Description Notes
Date Report generation date
Title Report Title

From / to Date Report Time frame

Non-Reserved Total usage on Non-Reserved PCs

Reserved Total usage on Reserved PCs

Time Used Total usage

MISSED RESERVATION REPORT (ADMIN REPORTS)

The Missed Reservation Report allows you to view missed reservations by patron name. Report could be helpful to implement a
policy regarding reservation cancellations. Simply select the Zone and timeframe you wish to view data for.

Missed Reservation Report (History / Detail) Criteria Selection:
1. Select the criteria for the report.
2. Click [Preview].

Mo Tipsk ¥ Cwist 1 forrruey

‘Wogrm adminl | Lo Qg 1]
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Criteria Field Description — Reports (Admin)

Missed Reservation Report (History, Detail)

Field Label Description Notes
Preview Click to [Preview] generate User Report Report will be generated per
selected criteria

Zone Select Zone Name
Database
History only historical report available by default No current data available
From Select start date for report Required for Historical report
To Select end date for report Required for Historical report
Report Type
Detall Select for Detail report
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Sample Missed Reservation Report (History / Detail)

( SAM' ¢

Zang Cate Start

Zdult
DDaa014 430 PM

Mizged Resarvation|s)

computerP

192.188.2.122

E2EINE

Missed Reservation Report - System - Detail

From 212014 10 9252014

Computer  UEer Name Actount [ 10
is] Humger

A1 Charlane Prigda 12345123681388

0mEE014 SPM 182.468.2.422 AD1 Charlene Prigda 12345123651358
amEE014 EPM 182.168.2.122 AD1 Hanry Haliday 12345123681574
0ams2014 7PM 192.168.2.122 AD1 Hanry Haliday 12345123681574
Damanid 30 PM 192.168.2.122 AD1 Jefirey Cgrady 12345123651541
0amazn1d 530 PM 192.168.2.122 AD1 Jefirey Cgrady 12345123651341
0192014 40 182.168.2.122 A1 Tary Laranwy I

0992014 430 PM 1892.168.2.422 AD1 Cavay Jonag 95935

DZ52014 10:30AM 1921682122 ADY Jafirey Ogrady 12345123651341

Taen
00E2014 6PM 192.168.2.123 T Jafirey Cgrady 12345123651541
D0E2014 4P 192.168.2.123 T Lealand Hawiins 11111
amsaE014 5P 192.168.2.123 T Ruesall Finchar 22222
amaniid EPM 192.168.2123 T Mike Samusle 33333
Dama2014 B30 PM 192.168.2123 T MIKe Samusle 33333
Dmaa01d 7PM 192.168.2.423 T Mike Samuele 33332
Dmaa014 T30 PM 192.168.2.123 TH Mike Zamuels 33333
031192014 30 PM 192.168.2.123 T Tam Clarke 24424
092014 4PM 1892.168.2.423 T Ryan Phillipe BESaE
092014 430 PM 1921682123 T Dannie Pattit 123451 23651528
Mizsed Resarvation(s) w0
Eyatem
Mizeed Resarvation|s) 15

Report Field Description — Reports (Admin)

Missed Reservation Report (History, Detail)

Field Label Description Notes
Date Report generation date
Title Report Title

From / to Date Report Time frame

Zone Zone Name

Date Date of reservation

Start Reservation start time
ComputerlP Computer IP address
Computer ID Computer ID

User Name User first name, last name
Account ID/Name User card number

Subtotal

Zone Zone Name

Missed

Reservation(s) Total Missed Reservation(s)
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Missed Reservation Report (History / Summary) Criteria Selection:

1. Select the criteria for the report.
2. Click [Preview].
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Criteria Field Description — Reports (Admin)
Missed Reservation Report (History, Summary)

Field Label Description Notes

Preview Click to [Preview] generate User Report Report will be generated per
selected criteria

Zone Select Zone Name

Database

History only historical report available by default No current data available

From Select start date for report Required for Historical report

To Select end date for report Required for Historical report

Report Type

Summary Select for Summary report

Sample Missed Reservation Report (History / Summary)

b e B
Missed Reservation Report - System - Summary
i From &/1°2014 10 9252014
ne Cale Start CompulsrF  Computer  User Mame Account ! 1D
Mumger
Adult
Mizeed Rasarvation|s) 5
Taen
Mizeed Rasarvation|s) W0
Sy=tem
Mizsed Resarvation|s) 15
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Report Field Description — Reports (Admin)
Missed Reservation Report (History, Summary)
Field Label Description Notes
Date Report generation date
Title Report Title
From / to Date Report Time frame
Zone Zone Name
Missed
Reservation(s) Total number of missed reservations

APP / WEB SITE REPORT (ADMIN REPORTS)

**Metering has been discontinued in SAM 10. Please contact Comprise Technical Support for information.

The App/Web Site Report enables you to see which applications were accessed and web sites visited as well as time used, by

computer.
App Report (Detail) Criteria Selection:

1. Select the criteria for the report.
2. Click [Preview].
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Criteria Field Description — Reports (Admin)

Application / Web Site Report (Application, Detail)

Field Label Description Notes

Preview Select report criteria and click [Preview] to generate Report will be generated per
Application Report selected criteria

Zone Select Zone

From Select start date for report

To Select end date for report

Report On

Application Select for Application Report

Report Type

Detall Select for Detail Report

Sample App Report (Detail)
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AIEI014
Application Report-Detail-System

From 21/2014 to S253014

Zans ECID Apglcationhama Time gz Eequssts

Report Field Description — Reports (Admin)
Application / Web Site Report (Application, Detail)
Field Label Description Notes
Date Report generation date
Title Report Title
From / to Date Report Time frame
Zone Zone Name
PCID PCID
ApplicationName Application Name
Time Used Time used in Application
Requests Number of times application was accessed

App Report (Summary) Criteria Selection:

1. Select the criteria for the report.
2. Click [Preview].

Wimicnse sdmind | Log Ol |
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Criteria Field Description — Reports (Admin)

Application / Web Site Report (Application, Summary)

Field Label Description Notes

Preview Select report criteria and click [Preview] to generate Report will be generated per
Application Report selected criteria

Zone Select Zone

From Select start date for report

To Select end date for report

Report On

Application Select for Application Report

Report Type

Summary Select for Summary Report

Sample App Report (Summary)

© SAM e

Zana =+ s]

: ATEI0
Application Report- Summary-System

Fram 31/20714 to S252014

Time Uged Seoyzets

Report Field Description — Reports (Admin)

Application / Web Site Report (Application, Summary)

Field Label Description Notes
Date Report generation date
Title Report Title

From / to Date Report Time frame

Zone Zone Name

PCID PCID

ApllicationName Application Name

Time Used Total amount of time Application was accessed
Requests Total number of times application was accessed
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Web Site Report (Detail) Criteria Selection:

1. Select the criteria for the report.
2. Click [Preview].
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Criteria Field Description — Reports (Admin)
Application / Web Site Report (Web Site, Detail)
Field Label Description Notes
Preview Select report criteria and click [Preview] to generate Web Report will be generated per
Site Report selected criteria
Zone Select Zone
From Select start date for report
To Select end date for report
Report On
URL Select for URL Report
Report Type
Detail Select for Detail Report

Sample Web Site Report (Detail)

Vit af URLY
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Report Field Description — Reports (Admin)
Application / Web Site Report (Web Site, Detail)
Field Label Description Notes
Date Report generation date
Title Report Title
From / to Date Report Time frame
Zone Zone name
PCID PCID
Report On
URL Select for URL Report
Requests Number of times Web Site was accessed

Web Site Report (Summary) Criteria Selection:

1. Select the criteria for the report.

2. Click [Preview].

i Suemany

Welcoma admin! | Lag s

Criteria Field Description — Reports (Admin)

Application / Web Site Report (Web Site, Summary)

Field Label Description Notes

Preview Select report criteria and click [Preview] to generate Web Report will be generated per
Site Report selected criteria

Zone Select Zone

From Select start date for report

To Select end date for report

Report On

URL Select for Web Site Report

Report Type

Summary Select for Summary Report

Sample Web Site Report (Summary)
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280014
URL Report- Summary- System

From 81/2014 t0 %252014

Zane BCID URL Bequests

Totala

Humbsr of URLe
Requests

Report Field Description — Reports (Admin)
Application / Web Site Report (Web Site, Summary)
Field Label Description Notes
Date Report generation date
Title Report Title
From / to Date Report Time frame
Zone Zone name
URL Select for URL Report
Requests Number of times URL was accessed
Number of URL
Requests Total Number of times URL was accessed

VISITOR REPORT (ADMIN REPORTS)

This report shows the number of Visitor Cards that were printed during the selected time frame.
Visitor Report (History / Detail) Criteria Selection:

1. Select the criteria for the report.
2. Click [Preview].
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Criteria Field Description — Reports (Admin)
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Visitor (History, Detail)

Field Label Description Notes
Preview Click to [Preview] generate Visitor Report Report will be generated per
selected criteria
Database
History Current data not available by
only historical report available by default default
From Select start date for report
To Select end date for report
Report Type
Detall Select for detail report
Sample Visitor Report (History / Detail)
Qra2a014d

¢ SAM" ¢

Data

12014
172014
224
22014
e
Sr20i4
S742014
27412014
Sr52014
2752014
SE2014
52014
8712014
2712014
Sraran 4
Sra2014
Srar2014
204
Sra2nt4
Srar2nt4
Sra2014
292014
2792014
2014
Srar2nt4
2014
2014
2014
2014
137014
1072014
172014
172014
23014
23014
32014
32014
43014
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Visitor Card Report - Detail

From 912014 to 32572014
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Report Field Description — Reports (Admin)

Visitor (History, Detail)

Field Label Description Notes
Date Report generation date
Title Report Title
From / to Date Report Time frame
Date Date Visitor Cards created
Visitor Count Number of Visitor Cards created
Visitor Report (History / Summary) Criteria Selection:
1. Select the criteria for the report.
2. Click [Preview].
welzame admin’ [ Log S
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Criteria Field Description — Reports (Admin)

Visitor (History, Summary)

Field Label Description Notes
Preview Click to [Preview] generate Visitor Report Report will be generated per
selected criteria

Database

History Current data not available by
only historical report available by default default

From Select start date for report

To Select end date for report

Report Type

Summary Select for summary report

Sample Visitor Report (History / Summary)
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Todal Cands Created

i mcessou  ar

1z

SIE20M4
Visitor Card Report - Summary

Fram 271/2014 bo 82572014

Report Field Description — Reports (Admin)

Visitor (History, Summary)

Field Label

Description

Notes

Date

Report generation date

Title

Report Title

From / to Date

Report Time frame

Total Cards Created

Total number of Visitor Cards created

|PC USAGE REPORT (ADMIN REPORTS)

This report shows the computer usage by hour.

PC Usage (History / Zone / Detail) Criteria Selection:

1. Select the criteria for the report.
2. Click [Preview].
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Criteria Field Description — Reports (Admin)

PC Usage (History, Break Down By Zone, Detail)
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Field Label Description Notes

Preview Select report criteria and click [Preview] to generate PC Report will be generated per
Usage Report selected criteria

Zone Select Zone Name

Database

History Select for historical report

From Select start date for report Required for Historical report

To Select end date for report Required for Historical report

Report Type

Breakdown By Zone | Select to view Report by Zone

Report Type

Detail Select for Detail Report

Sample PC Usage (History / Zone / Detail)

262014
ﬁ % 5 15_11'_.]]” .ﬁ) PC Usage Report - System - Detail - Breakdown by Zone
R From 31/2014 to H25:2014
Adult Totals

Timz Used Peroeriags Tims Ueed Peroartags

(Ir: MinLA=2E) (Ir: MInLA=E)
12 AM -1 AM a a.og | 12PM-1 P o7 05T
188 - 2 A 0 apa | 1PM-2EM . aEs
ZAM -3 AN o aoo | ZPM-3EM 2z TE2
JAM - 4 A a g | IEM- 4B 2 7.0
488 -5 AM o oo | @PM-E7M = G
580 - £ AM o gpg | SPM-EEM i 335
AN -T AM o apg | EPM-TEM o am
T AN - B AM o g | TRM-ERM o oo
AN -5 AN a gpo | BPM-SEM o aom
AN - 10 AM 1 o3 | 3PM-10PM a oo
10 AM - 11 AM 138 4505 | 10PM-11PM o o
11 AM - 12 PM ¥ 0 aos | 11PM-12 A0 o am

Teen Totals

Time Used Ferceniage Time Used Fercemage

(Ir: MInLi=E) (ir: Inui=E)
12 AM -1 AM o aog | 12PM-1PM o oo
188 - 2 AM o apg | TPM-2PM &1 GE
ZAM -2 AN a apa | 2PM-3PM 3 404
3N - 4 A a apo | FPM-4Pm = 53
488 -5 A o aoo | 4PM-SEM 14 127
5 AN - EAM a apg | SPM-EEM o am
EAM - T AM a aog | EPM-TEM 0 am
T8 - E A o gpg | TEM-EEM o oo
AN - & AN 0 apo | BPM-ZEM o ao
AN - 10 AM 0 g | §PM-10RAM o am
10 AM - 11 AM 4z 125 | 10PM-11FM o aom
11 AM - 12 PM & o7 | T1PM-12AM a am

System

Time Jg=d  Percemiage Time Uged  Percentags

(In MinLizg) (Ir MInui=E)
12 AM -1 AM 1 aog | 12PM-1PM o 08T
188 - 2 AM 0 apo | 1PM-2Em 130 1570
ZAM -3 A a apg | ZFM-2PM 104 1165
488 -5 A 1 oo | 4PM-SEM 103 1125
5N - E AM a aog | SPM-EPM n 338
.00 - T AM 0 oo | EPM-TEM o oo
T AN - B AN a apg | TPM-EPM o a0
3AM -5 AN a goo | BPM-ZEM o a0
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Report Field Description — Reports (Admin)
PC Usage (History, Break Down By Zone, Detail)

Field Label Description Notes

Date Report generation date

Title Report Title

From / to Date Report Time frame

Zone Zone Name

Time Used (in Computer usage in minutes # of minutes used per hour
Minutes) (10:00 AM to 11:00 AM = 5)

(1:00 PM to 2:00 PM = 16)
(2:00 PM to 3:00 PM =5).
[5+16+5 = 26 min total]
Percentage Percent of computer usage (# of minutes used in hour / #
total minutes used) * 100.
10:00 AM to 11:00 AM is (5/26
=.1923) * 100 is 19.23%)

1:00 PM to 2:00 PM is (16/26 =
.6154) *100 is 61.54%

2:00 PM to 3:00 PM is (5/26 =
.1923) * 100 is 19.23%)
[19.23+61.54+19.23=100 total]

PC Usage (History / Zone / Summary) Criteria Selection:

1. Select the criteria for the report.
2. Click [Preview].
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Criteria Field Description — Reports (Admin)

Comprise Technologies, Inc © 2015 | Customer Support: 800-531-0132 243



PC Usage (History, Break Down By Zone, Summary)
Field Label Description Notes
Preview Select report criteria and click [Preview] to generate PC Report will be generated per
Usage Report selected criteria
Zone Select Zone Name
Database
History Select for historical report
From Select start date for report Required for Historical report
To Select end date for report Required for Historical report
Field Label Description Notes
Report Type
Breakdown By Zone | Select to view Report by Zone
Report Type
Summary Select for Summary Report

Sample PC Usage (History / Zone / Summary)
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. Q262014
d} - ii ) E ‘JJM ,-:51') PC Usage Report - System - Detail - Breakdown by Zone
ey From 2r1/2014 b B25/2014
Adult Totals

Timz Used  Pereniage Tmz Used  Percentage

{Ir MInuAzE) {In Minuizs)
12AM- 1AM a aog | 12PM-1 PR o7 1027
1 80 - 2 AR o gog | 1PM-2ZPM 7O B.56
2N -2 A a ao0 | ZEM-zEM - TE2
3 AN - 4 A0 o gpg | FEM-aEm - 740
480 - 5 AM o apog | 4FM-SPM 52 B
5 AN - E AM pe aog | SPM-EEM 0 -
£ AM - T AM a aog | EEM-TEM a a0
7 AN - B AM 0 apg | M- EEm o 2o
3 AN - 5 A0 a aog | BFM-=Em P aoa
9 AN - 10 AM 11 133 S PM - 10 PM o .00
10.AM - 11 AM 136 i5.05 | 10PM-11 P 0 am
11AM - 12 Fd s acs | 11PM- 1280 o oo

+
Teen Totals

Timz Used  Percentags Tms Used  Percentags

{Ir MInuAzE]) {In Minuizs)
12 AM - 1 AM a aog | 12PM-1mK o a0
1AM - 2 AN o a.m 1PM-258 1 5.5
Z8M- 380 o aoo | 2Em-2EM E A0
3 AN - 4 AN a aog | FFM-4mm P 53
4 AM -5 AM a aog | #FM-sEm 14 157
5 AN - £ AM o gpg | SPM-EEM o a0
5 AN - T AM a apg | EFM-TEM a oo
T BB - B AM o apg | TPM-EEM o o
3 AN -3 A0 p aog | EFM-zEm p aoa
3 AN - 10 AM o goo | @Pm- 10N o a0
10.AM - 11 AM 12 135 | 10PM-11FM P aod
11 AM - 12 P a7 597 11PM-12 Al o .o

System

Time Lised Percenlage Time Used Percenlags

{im Minuizg) {in Minuize)
1ZAM - 1AM o apg | 12eM-1 M o 1187
1 AN - 2 A o ooy | 1PM-ZPM 140 15.70
2 AN - 3 AM o a.00 2 Pl - 3P 104 11.66
3 AN - 4 AN o ooy | APM-4PM 123 1379
48N - 5 AM 0 0.00 | 4PM-EPM 103 11.53
5 AN - § AM a aog | SFM-EEM i 338
E AN - T AM P apg | EFm-T R o a0
T AN - 8 AM o a.00 TPM- 3P o a0
3 AN - 5 AM o gpg | M-z o a0

Report Field Description — Reports (Admin)

PC Usage (History, Break Down By Zone, Summary)

Field Label Description Notes
Date Report generation date
Title Report Title

From / to Date

Report Time frame

Zone Names of Zones
Time Used (in Total computer usage in minutes for Zone # of minutes used per hour
Minutes) (10:00 AM to 11:00 AM = 5)

(1:00 PM to 2:00 PM = 16)
(2:00 PM to 3:00 PM =5).
[5+16+5 = 26 min total]

Report Field Description — Reports (Admin)

PC Usage (History, Break Down By Zone, Summary)

Field Label

| Description

‘ Notes

Comprise Technologies, Inc © 2015 | Customer Support: 800-531-0132
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Percentage

Total percent of computer usage for Zone

(# of minutes used in hour / #
total minutes used) * 100.
10:00 AM to 11:00 AM is (5/26
=.1923) * 100 is 19.23%)

1:00 PM to 2:00 PM is (16/26 =
.6154) *100 is 61.54%

2:00 PM to 3:00 PM is (5/26 =
.1923) * 100 is 19.23%)
[19.23+61.54+19.23=100 total]

PC Usage (History / PC / Detail) Criteria Selection:

1. Select the criteria for the report.
2. Click [Preview].
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Higast Tyes ® Data - cammriry
Criteria Field Description — Reports (Admin)

PC Usage (History, Break Down By PC, Detail)
Field Label Description Notes
Preview Select report criteria and click [Preview] to generate PC Report will be generated per
Usage Report selected criteria

Zone Select Zone Name
Database
History Select for historical report
From Select start date for report Required for Historical report
To Select end date for report Required for Historical report
Report Type
Breakdown By PC Select to view Report by PC
Report Type
Detall Select for Detail Report

Sample PC Usage (History / PC / Detail)
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QUZE0H4
’ ﬁ 1"_., "UJ“ ;;}) PC Usage Report - System - Detail - Breakdown By PC
e From SH/2014 o B252014
Adult

_____am R _

Time Used  Percentage Time Used  Perceniage

{in BinuizE) fin BMinuizE)
12 A0 - 1 AM o ang | 12PM-1 P &7 0BT
1AM - 2 A0 o apg | 1PM-zEM g et
2 AM - 3 A0 o apg | 2PM-2EM = e
3 AM - 4 AM o apg | 2PM-aem &6 .40
i i 00| AP S 2 ags
5 AM - 5 A0 o oo | SPM-ERM a0 a2
& AM - T AM o apa | EPM-TEM 5 Gt
7 AN - B AM o ang | TPM-sEM o 0.0
2 AM -3 AM 0 aog | BPM-zEM a aod
g AM - 10 AM T 15 | SFM-10RN = i
10 AM - 11 AM Rt 1525 | 10PM-11 P T i
11 AM - 12 P 5 agg | 11PM-12.40 o .00

R

TmelJeed  Fefceniags Tz Jeed  Perceniage

{in BAInLi=E) {in BInuizE)
12 AM - 1AM o apg | 12PM-1 P a oo
1 AM - 2 AM o apg | 1PM-2EM 0 .00
2 AN - 3 A0 o ang | 2Pm-3em o a0
1AM - 4 A0 = aog | 3FM-4EM 3 i
4 A - 5 A0 o apa | 4PM-EPM o ik
5 AN - E AN = apa | EPM-EPM = i
& AM - T A0 o ang | EPM-TEM o 0.0
7 AM - 5 AM o oo | TRM-EEM a acd
8 AM - B AM g oo | EPM-EEN g e
5 AM - 10 AM o apg | 3PM- 0P o .00
10 AM - 11 AM o ang | 19PM-11Fm o .00
11 AM - 12 PM o apg | 11PM - 1280 o aod

Adult Totals

Time lUsed  Fercentags Time Used  Perentags

{in BdinLizE) {in BinuizE)
12 AM - 1AM o ap | 12°M-18M - -
1 AN - 2 A0 o ang | 1PM-2eM 0 A58
ZAM - 3 A0 o oo | 2FM-zEM £z TE2
3 AM - 4 A0 o oo | 3FM-4EM . -1
4 AM - 5 A0 = apa | 4PM-EEM s D
5 AN - AM i o | SPM-ERM =z i
£ AM - T AM o oo | EFM-TEM a oo
7 AM - B AM o apn | TRM-EEM a o
B AM - 5 AM = apg | BPM-TEM = s
9 AM - 10 AM 1 123 | 9PM-10PM o 0.0
10.AM - 11 AM e 1505 | 10PM-11FH g i

Report Field Description — Reports (Admin)

PC Usage (History, Break Down By PC, Detail)

Field Label Description Notes

Date Report generation date

Title Report Title

From / to Date Report Time frame

Zone Zone Name

Computer Computer ID

Time Used (in Computer usage in minutes # of minutes used per hour
Minutes) (10:00 AM to 11:00 AM = 5)

(1:00 PM to 2:00 PM = 16)
(2:00 PM to 3:00 PM =5).
[5+16+5 = 26 min total]

Report Field Description — Reports (Admin)

PC Usage (History, Break Down By PC, Detail)

Field Label

| Description

Notes

Comprise Technologies, Inc © 2015 | Customer Support: 800-531-0132
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Percentage Percent of computer usage

(# of minutes used in hour / #
total minutes used) * 100.
10:00 AM to 11:00 AM is (5/26
=.1923) * 100 is 19.23%)

1:00 PM to 2:00 PM is (16/26 =
.6154) *100 is 61.54%

2:00 PM to 3:00 PM is (5/26 =
.1923) * 100 is 19.23%)
[19.23+61.54+19.23=100 total]

PC Usage (History / PC / Summary) Criteria Selection:
1. Select the criteria for the report.
2. Click [Preview].

Lt Py Xuiim

Alpete SEEC T MOAT FAETEEES Dalew

Y —
L1otw e Gl |
=1 T ke
Fram CedTaotd oane r=  EFEEIGa TS
Suzor Tiew ) BOEREINAT B DI & mepanpgar oy g

S BEEN 1YPR ") Pt

[LEETE, T L

Ciriol Tyami  Ragerwwiepnd - bieiing  Bepuis

‘Wimbenrd admim’ | Log Chad

Hip

Criteria Field Description — Reports (Admin)

PC Usage (History, Break Down By PC, Summary)

Field Label Description Notes

Preview Select report criteria and click [Preview] to generate PC Report will be generated per
Usage Report selected criteria

Zone Select Zone Name

Database

History Select for historical report

From Select start date for report Required for Historical report

To Select end date for report Required for Historical report

Report Type

Breakdown By PC Select to view Report by PC

Report Type

Summary Select for Summary Report

Sample PC Usage (History / PC / Summary)
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TER0L
- E | J'J'.ul
- i PC Usage Report - System - Summanry - Breakdown PC
f SRVl 7 TR o =Y
— From 51/2014 to H25/2014
System

Timz Jesd  Pereriace Timz Ugad  Fercertage

|_|F '~'||FLA1!E:- [Ir 'n.'"r'L-'l!E:-
12AM -1 Al o oo | 12EM ',1;'” o7 1057
1”'*";'-‘"‘ i 1.00 ”’”':‘ M 140 1570
2”‘1'|.lal.“ |:| .]_E'J 2”\1'!.:\‘ 1;4 11E‘E
i i i a.00 ip‘“ o 2“ 123 13.79
Em-hm 2 200 EPMw:'ﬂ 103 11.85
sl e o ) | MR 30 135
-:| Al - T AM o a.0 EF'M -TPEM 1] a.00
TAM- 8 AM o 0.0 | TPM-3PM 0 2.0
B AM -2 AM o ao | BPM-8 3:1 o a0
g AM - 10 AM = i =Pr::1- 0 PM = i
10AM - 11 AM 148 15.5a | 10PM-11FM a oo
11 AM - 12 FM i35 i5.25 | 11PM-12.8M a 2o

Report Field Description — Reports (Admin)

PC Usage (History, Break Down By PC, Summary)

Field Label Description Notes
Date Report generation date
Title Report Title

From / to Date

Report Time frame

Zone Names of Zones included in report

Time Used (in Total computer usage in minutes # of minutes used per hour

Minutes) (10:00 AM to 11:00 AM =5)
(1:00 PM to 2:00 PM = 16)
(2:00 PM to 3:00 PM =5).
[5+16+5 = 26 min total]

Percentage Total percent of computer usage (# of minutes used in hour / #

total minutes used) * 100.
10:00 AM to 11:00 AM is (5/26
=.1923) * 100 is 19.23%)

1:00 PM to 2:00 PM is (16/26 =
.6154) *100 is 61.54%

2:00 PM to 3:00 PM is (5/26 =
.1923) * 100 is 19.23%)
[19.23+61.54+19.23=100 total]

SIGN UP STATION REPORT (ADMIN REPORTS)

Comprise Technologies, Inc © 2015 | Customer Support: 800-531-0132
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This report provides Sign Up Station statistics such as total wait time, sign up denied, etc.
Sign Up Station Report (History) Criteria Selection:

1. Select the criteria for the report.
2. Click [Preview].
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Criteria Field Description — Reports (Admin)

Sign Up Station Report (History)
Field Label Description Notes
Preview Click to [Preview] generate User Report Report will be generated per
selected criteria

Zone Select Zone Name
Database
History Select for historical report
From Select start date for report Required for Historical report
To Select end date for report Required for Historical report

Sample Sign Up Station Report (Zone / History)
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Cybar Cantar

Tean

From 5172014 o 2252014

26014
Sign Up Station Report - System

CounfiTima

Total Usar Sigraa Up
Total Uear Assigned

Total Usar Login

Usar Denled: Arsady Assigrad
User Denled: Already Signed Up
Lgar Denlad: invalld Sign Up
User Denied: Toa Late

User Denled: Zong Age Limits
Liser Denled: incormact PN
Tolal ¥ai Time

Avg Wal Time

Tolal User Signed Up

Total Ussr Assigned

Tatal Usar Login

Usar Cenied: Alrsady Azsigrad
User Denied: Aready Signed Up
User Denied: imvalld Sign Lip
User Denled: Too Late

User Denled: Zong Age Limits
User Denled: Incomact PIN
Total Wal Time

Avg Wal Time

Toral Liser Sigrad Up
Total Usar Assignad

Total User Login

User Denled: Mready Assignaed
Liser Cienled: Already Signad Up
Usar Denled: invalid SIEI'I Ui
User Denled: Too Lals

Liger Denled: Zone Age Limits
User Deniad: incormact PN
Total Wal Time

Ang Wl Time

118
113
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Report Field Description — Reports (Admin)

Sign Up Station Report (History)

Field Label

Description

Notes

Date

Report generation date

Title

Report Title

From / to Date

Report Time frame

Zone

Zone Name

Total User Signed Up

Total number of users who signed up to use a computer

total number of users who
were signed up

Total User Assigned

Total number of users who were assigned to a computer

Total User Login

Total number of users who logged onto to assigned
computer

User Denied: Already
Assigned

computer

Users denied sign up because already were assigned to a

denied because user is already
assigned to a PC.

Report Field Description — Reports (Admin)

Sign Up Station Report (History)

Comprise Technologies, |
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Field Label Description Notes
User Denied: Already | Users denied sign up because already were logged onto a denied because user has
Signed Up computer already signed up for a PC.

User Denied: Invalid

Users denied sign up for failing the sign up confirmation

denied because of block, daily
time exceeded, daily logins

Sign Up check (i.e. ILS restrictions, user status, expired card, etc.) exceeded, etc.

User Denied: Too Users denied sign up because not enough time before library

Late close time

User Denied: Zone

Age Limits Users denied for not being within the set age limits for Zone

User Denied: denied because user entered

Incorrect PIN

Users denied because incorrect PIN was entered

incorrect PIN.

Total Wait Time

Total wait time for users to get assigned to computers

Total Wait Time is a total of the
wait time at the Sign Up
Station. (H:MM:SS)

Avg Wait Time

Average wait time for users to get assigned to computers

Avg Wait Time is the total wait
time divided by the total
number of users assigned at
the Sign Up Station. (H:MM:SS)

Count/Time

Number of instances and/or Time

Sign Up Station Report (Current) Criteria Selection:

1. Select the criteria for the report.

2. Click [Preview].

Weoeme admin | Lop 25 ]

HOmE L FeTEFY  anel Chepnl jonEY  GESEMVBOAT  ANTINIRE  REROTD weip

FiaESe BEWRI1 yOUT BHoanE. 180 D2k Pravigs “

Oatrinks ' L) migiody o e
Criteria Field Description — Reports (Admin)

Sign Up Station Report (Current)
Field Label Description Notes
Preview Click to [Preview] generate User Report Report will be generated per
selected criteria
Zone Select Zone Name
Database
Current Select for current report
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Sample Sign Up Station Report (Current)

Zons
Adult

HPL

Taan

s SAM"#)

Tatal Usar Sigred Up

Tatal Usar Assigned

Tatal Lisar Lagin

User Denled: Aready Assigned
User Denled: Arsady Signea Up
User Denled: invalld Sign Up
User Denled: Toa Lata

User Denled: Zone Age Limis
User Deniad: incarmact FIN
Tirtal Wah Time

Ang Wal Time

Total Usar Sigrad Up

Total Lsar Aesigned

Tiotal Liser Login

User Denied: Argady Assigrad
User Denled: Already Signed Up
User Denled: invalld Sign Up
User Denled: Toa Late

User Denled: Zone Age Limits
User Denled: incarract PIN
Toal YWai Time

Aug ¥ah Time

Tatal Uesar Signed Up

Tzl Lssr Assigned

Total User Login

User Cenled: Already Assigred
User Denled: Aready Signed Up
User Denied: invalld Sign Up
User Denled: Toa Late

User Denled: Zone Age Limits
User Denied: incomast PIM
Tartal Walt Time

Ag WiEh Time

283014

Sign Up Station Report - System

From 272672014 fo 2820194

SountTime
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Report Field Description — Reports (Admin)

Sign Up Station Report (Current)

Field Label

Description

Notes

Zone

Zone Name

Total User Signed Up

Total number of users who signed up to use a computer

Total User Assigned

Total number of users who were assigned to a computer

Total User Login

computer

Total number of users who logged onto to assigned

User Denied: Already
Assigned

computer

Users denied sign up because already were assigned to a

User Denied: Already
Signed Up

computer

Users denied sign up because already were logged on to a

Report Field Description — Reports (Admin)

Sign Up Station Report (Current)

Comprise Technologies, Inc © 2015 | Customer Support: 800-531-0132
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Field Label Description Notes
User Denied: Invalid | Users denied sign up for failing the sign up confirmation
Sign Up check (i.e. ILS restrictions, user status, expired card, etc.)

User Denied: Too
Late

Users denied sign up because not enough time before library
close time

User Denied: Zone
Age Limits

Users denied for not being within the set age limits for Zone

User Denied:
Incorrect PIN

Users denied because incorrect PIN was entered

Total Wait Time

Total Wait Time is a total of the
wait time at the Sign Up
Total wait time for users to get assigned to computers Station. (H:MM:SS)

Avg Wait Time is the total wait
time divided by the total
number of users assigned at

Avg Wait Time Average wait time for users to get assigned to computers the Sign Up Station. (H:MM:SS)
Count/Time Number of instances and Time
254 Comprise Technologies, Inc © 2015 | Customer Support: 800-531-0132



ESCHEAT REPORT (ADMIN REPORTS)

The Escheat Report displays inactive user accounts based on the selected criteria. As part of the escheatment process,
user accounts: a) with a balance greater than an amount , and b) that have remained inactive for the period of time,
specified by state law must be reported to the state where the account is held. The state then claims the account through
a process called "escheatment," whereby the state becomes the owner of the account.

Escheat Report — Criteria Selection:
1. Select [Preview]
2. Select/ Enter the criteria for the report.
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Report Field Description — Reports (Admin)
Escheat — Preview
Field Label Description Notes
Preview Generate Report based on selected criteria
Accounts Inactive Select time frame for account inactive status
More Than
Before Select the start date for account inactive status
Amount Balance Select the account balance for report criteria
Greater Than
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3. Report will be generated based on the criteria.

Escheat Report
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4. Click [Zero Out Balance] to Zero Out Balance of all selected users and Click [OK] to confirm
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5. Zero Out Balance Done message will display with a zero Total
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6. Click [Escheat History] to view past Escheat process dates with the last Escheat date displaying as a default date.
7. Click [Revert] to revert the Zero Out process and revert user account balances.
** Please note ONLY the data from the last Escheat Date can be reverted.
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Report Field Description — Reports (Admin)

Escheat — Revert

Field Label Description Notes
Revert

Escheat Report

Escheat Date ONLY the data from the last Escheat Date can be reverted

Account ID / Name User Library #

User Name User Name
Balance User Account Balance
Activity Date Date of user’s last activity
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HELP

The Help link will allow library personnel to view the Sam User Manual and Comprise Contact information.

Welcome &a tha SAM ™ Inferface
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USER MANUAL (HELP)

Select User Manual from drop down selection to view the User Manual

CONTACT COMPRISE (HELP)

Select to view Comprise Contact Information.
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STAFF WEB INTERFACE

Staff members can access SAM by entering a User Name and Password at the SAM start page. The Staff Menu is password
protected. It can be accessed from any PC with Internet access. The SAM Administrator can determine what information can be
viewed / edited under a Staff Login.

STAFF ACCESS

Links on the Staff Web Interface Menu
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USERS

This section allows staff to add new users, and modify or delete current users. Staff can also import and register users. As well as
access user accounts.
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ADD USER (STAFF USERS)

Enter the information for the new user. This step includes entering Account/ID Number, Last Name, First Name, Date of Birth,
Pin/Password, User Status, Internet Access Level, Group, Issue Date, Expiration Date and Guardian’s Name. Important: Password is
user created, so it does not have to be entered here. The required fields in the first step are Account/ID Number and Last Name.

Once all information is entered, click [Add User].
Note: Fields in red are required.
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Field Description - Staff Users

Add User
Field Label Field Specifications Description Notes
Add User Click after adding information to save
Clear Click to clear information entered

Account/ID Number

Required field 19
character limit

User Account Number

Last Name Required field 8,000 Last Name
character limit
First Name 8,000 character limit | Last Name
Middle Name 8,000 character limit | Middle Name
Date Of Birth (MM/DD/YYYY) 10 Date of Birth
Pin / Password 19 character limit User Pin / Password
User Status Status Active/Inactive

Internet Access Filter Level Names set | Select appropriate Internet Access Level For example: Most
by Library will be Restrictive, Child, Juvenile,
displayed. Youth, Adult, Unrestricted,
and Block. Or, Level 1 to Level
6 and Block.

Group Select Group Standard, Groups 1to 4.
Groups 1-4 do not
authenticate with the ILS

Issue Date (MM/DD/YYYY) 10 Account Number issue date

character limit

Expiration Date

(MM/DD/YYYY) 10
character limit

Account Number expiration date

Guardian's Name

50 character limit

Guardian’s Name

Screen Name

Address Information

Zip Code 10 character limit User Zip Code
Address 35 character limit User Address
Address 2 35 character limit User Address
City 35 character limit User City
State 2 character limit User State
Contact Information

Department

Home Phone 21 character limit Home Phone
Office Phone 21 character limit Office Phone
Other Information

SSN 11 character limit User SSN
DBCN 50 character limit Unique Identifier. Database Control #

Accepted Use Policy 20,000 character Indicates whether use policy was accepted or
limit not
Notes 255 character limit
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Confirmation displays that new user account has been added.

@ Add user successiully.

Alert message will appear if the user account already exists.

@ The account id already exists.

MODIFY USER (STAFF USERS)
Enter the user’s Account Number, Name, or Date of Birth and click on [Search].
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This will open a screen containing the user’s current information. After making changes, you can click [Save] to save the changes.
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| DELETE USER (STAFF USERS)

User will not be deleted if there is money in User account.

Delete User procedure:

From the Modify User screen that displays the user’s current information.
1. If User account is zero, click [Delete User]
2. If User account is not zero:

a. First, zero out User account from Payments, etc. screen.
b. Then, return to Modify User screen and click [Delete User].

3. Forareplacement card, use method A or B:

A.
a. First, zero out User account from Payments, etc. screen.
b. Returnto Modify User screen and click [Delete User].
Then, create new account and transfer the balance from the old card # into the newly created account.
B.

a. Inthe Account/ID Number box, replace the old card # with new card #.
b. Click [Save].

¥,

&u' Could not delete user with balance not equal to zero.

Transactions for the old card # are still associated with the old card #. Transactions for the new card # will be
associated with the new card # going forward.
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@ User information deleted successfully.

Field Description - Staff Users

Add User

Field Label Field Specifications Description Notes
Add User Click after adding information to save
Clear Click to clear information entered
Account/ID Number Required field 19 User Account Number

character limit
Last Name Required field 8,000 | Last Name

character limit
First Name 8,000 character limit | Last Name
Middle Name 8,000 character limit | Middle Name
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Date Of Birth

(MM/DD/YYYY) 10

Date of Birth

Pin / Password

19 character limit

User Pin / Password

User Status Status Active/Inactive
Field Description - Staff Users
Add User
Field Label Field Specifications Description Notes
Internet Access Filter Level Names set | Select appropriate Internet Access Level For example: Most
by Library will be Restrictive, Child, Juvenile,
displayed. Youth, Adult, Unrestricted,
and Block. Or, Level 1 to Level
6 and Block.

Group Select Group Standard, Groups 1to 4.
Groups 1-4 do not
authenticate with the ILS

Issue Date (MM/DD/YYYY) 10 Account Number issue date

character limit

Expiration Date

(MM/DD/YYYY) 10
character limit

Account Number expiration date

Guardian's Name

50 character limit

Guardian’s Name

Screen Name

Address Information

Zip Code 10 character limit User Zip Code
Address 35 character limit User Address
Address 2 35 character limit User Address
City 35 character limit User City
State 2 character limit User State
Contact Information

Department

Home Phone 21 character limit Home Phone
Office Phone 21 character limit Office Phone
Other Information

SSN 11 character limit User SSN
DBCN 50 character limit Unique Identifier. Database Control #

Accepted Use Policy

20,000 character
limit

Indicates whether use policy was accepted or
not

Notes

255 character limit
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PAYMENTS, ETC. (STAFF USERS)

Please note, to protect the integrity of User account balances, users will be blocked from logging onto the Payment Center, Print
Release Station and Copy Controller concurrently. Users can only log onto one of these devices at a time.

Enter the user’s Account Number and click on [Search].
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On the next screen, click [Make Payment] to select the appropriate user.
This will open a screen containing the user’s current information. After making the changes, you can click [Save] to save changes.
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Field Description - Staff Users

Payments, etc.

Field Label

Field Specifications

Description

Notes

Search

Click to open User Payments, etc. screen

Account/ID Number

Enter User's Account/ID Number

Search by Account/ID Number

Name Enter User's Last Name Search by User's Last Name

Name Enter User's First Name Search by User's First Name

DBCN Enter DBCN Search by DBCN

Save Click after making changes to Save User Account Balance will be
adjusted appropriately
according to amount added or
deducted. New Balance will
be displayed in The User has
this Amount in their Account
box on top.

Reset Click to Reset values

Account/ID Number 19 character limit User's Account/ID Number

User Name 8,000 character limit | User's Name

Make Payment

The User has this
Amount in their
Account

User's Current Account Balance is displayed

The User Owes this
Amount

Amount user owes will be displayed

Enter Amount to Add / Amount to be added or deducted from Account | Typing a positive number will

Subtract add while typing a negative
number will subtract.

Subtract Select to subtract money from user account Will ONLY show if “Staff can

subtract value’ box is
checked under System
Options.

Non-Cash Adjustment

Staff can check box for non-cash transactions.

Adjustments for print job that
did not print, etc.

This User has no print
jobs

Print jobs for user will be shown if applicable.
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IMPORT USER (STAFF USERS)

Import Users from the ILS
Enter the user’s Account Number and click on [Submit Query].
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Field Description — Staff Users

Import User
Field Label Field Specifications Description Notes
Submit Query Click after entering information to save User will be imported to
database
Account/ID Number 19 character limit Enter User Account/ID Number
Pin/Password Optional Optional, based on ILS requirements Only shows if applicable

USER RECONCILIATION (STAFF USERS)

Enter the User’s Account Number and click on [Submit]. This will open a screen with the user’s current information.
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Field Description - Staff Users

User Reconciliation

Field Label Field Specifications Description Notes

Submit Click after Entering information Will open User Reconciliation
information page

Account/ID Number 19 character limit Enter Account/ID Number
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RESERVATIONS

STAFF MANAGED RESERVATIONS

Staff members can Make or Delete reservations by selecting the appropriate option. They must choose a Zone and date at the top
of the screen then click on [Submit]. The library can set which PCs can be reserved in the Administrator/Zones/Resources page.
After reviewing the status of PCs that can be reserved, click on the radio button next to the resource to be reserved, enter the
Library Card Number, and then click [Make Reservation]. A confirmation on that same screen will indicate “You have a Reservation
at (time, Resource). To make a reservation for another day, click on the Calendar icon at the top, select the date, enter the library
card number and click [Submit] to get the Reservation schedule for the date selected. Utilize the appropriate link to delete
reservations.

IDLE PCs check the server for new reservations 4 times in 1 hour (15 minutes intervals).
When a LOG IN occurs at a PC, the PC automatically checks for reservations upon log in.

|RESERVATION (STAFF RESERVATIONS)
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WEB RESERVATIONS [STAFF USE] (STAFF RESERVATIONS)

**QOnly PCs designated as “User can reserve PC” will appear in Reservations window. Otherwise message will display:
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Staff members can Make or Delete web reservations by selecting the appropriate option. They must choose a Zone and date at the
top of the screen then click on [Submit].

ADD SINGLE (STAFF RESERVATIONS)

The Reservation screen will display the resources of the Zone and the times available. Enter the library card number and click the
radio button for the time of the desired reservation next to the appropriate resource. Then click [Add Reservation].
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A confirmation message displays that says “New reservation created successfully” and the time is blocked out with the card # for
that particular reservation period, making it unavailable to other users to select for that time.
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Field Description - Staff Reservations

Add Single Reservation

Field Label Field Specifications Description Notes
Zone Select Zone
Date Enter date Click Calendar to open and
select future date.
Submit Open Make Single Reservation Screen
PC ID's and Time Grid Select PC ID and Time of reservation
Add Reservation Box for selected PC ID and time will be marked | PC will be unavailable for
with the card #. Reservation will be added to other users
database
Clear Reservation selection will be cleared from PC
ID/Time grid
Confirmation Message confirming Reservation will be Name, Library Card Number,
displayed on top of screen Time, Date, and PC ID.
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DELETE SINGLE RESERVATION (STAFF RESERVATIONS)

To delete a reservation:
1. Click on the “X” for the time slot
2. Click [Yes] at the confirmation box

3. Reservation deleted message will display

Message from webpage

oK

Q Do you really want to delete this reservation?

Cancel

Resermvation deleted successfully.

Field Description - Staff Reservations

Delete Single Reservation

Field Label Field Specifications Description Notes
Submit
Zone Select Zone
Date Enter date Click Calendar to open and

select future date.

PC ID's and Time Grid

Select PC ID and Time of reservation to be
deleted

Dele Reservation
confirmation box

Click [OK] to confirm deletion. Reservation
selection will be cleared from PC ID/Time grid

PC will become available for
other users

Cancel Reservation will not be cleared from PC PC will not be available for
ID/Time grid other users
Delete All Click [OK] to confirm deletion of ALL . PC will become available for

Reservations from PC ID/Time grid

other users
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ADD BLOCK (STAFF RESERVATIONS)

To add a Block Reservation, choose a Zone and date at the top of the screen then click on [Submit].
The next screen will display the resources of the Zone and the times available. Select start Block Reservation time and click and drag
the mouse to the end Block Reservation time, and click [Submit].
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A confirmation message displays that says “New Reservations created successfully”, and the time is blocked out for that particular
reservation period, making it unavailable to other users to select for that time.

Mew reservation created successfully.

Field Description - Staff Reservations

Add Block Reservations

Field Label Field Specifications Description Notes
Zone Select Zone
Date Enter date Click Calendar to open and
select future date.
Submit Open Make Block Reservations Screen
Main Return to Main screen
Zone Zone Name for reservation
Date Date for reservation
Account/ID Number 19 character limit Enter Account/ID Number for reservation
Start Block Reservation Select reservation start time
at:
End Block Reservation Select reservation end time
at:
PC's List of all reservable PCs in Zone.
Make Reservations Box for selected PC ID and time will be filled in | PC will be unavailable for
with user name. Reservation will be added to other users
database
Clear Reservation selection will be cleared

276 Comprise Technologies, Inc © 2015 | Customer Support: 800-531-0132




Confirmation Message confirming Reservation will be PCID
displayed on top of screen

| DELETE A SINGLE ONE OF A BLOCK RESERVATION (STAFF RESERVATIONS)

To delete a single one of a block reservation:
1. Click on the “X” for the time slot
2. Click [Yes] at the confirmation box
3. Reservation deleted message will display
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Reservation deleted successhully.

DELETE ALL RESERVATIONS (STAFF RESERVATIONS)

To delete all reservations:
1. Click [Delete All]
2. Click [Yes] at the confirmation box
3. All the reservations have been deleted message will display
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All the reservations in 10/9/2014 have been deleted.

Field Description - Staff Reservations

Delete Block Reservation

Field Label Field Specifications Description Notes
Submit Open Make Single Reservation Screen
Zone Select Zone
Date Enter date Click Calendar to open and

select future date.

PC ID's and Time Grid Select PC ID and Time of reservation to be
deleted

Dele Reservation Click [OK] to confirm deletion. Reservation PC will become available for

confirmation box selection will be cleared from PC ID/Time grid other users

Cancel Reservation will not be cleared from PC PC will not be available for
ID/Time grid other users

Delete All Click [OK] to confirm deletion of ALL . PC will become available for
Reservations from PC ID/Time grid other users

ADD MULTIPLE (STAFF RESERVATIONS)

To add a Multiple Reservations, choose a Zone and date at the top of the screen then click on [Submit].
The next screen will display the resources of the Zone and the times available. Select Zone, Date, enter the library card number,
Select start times for each of the Multiple Reservations, then, click [Save].
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A confirmation message: “New Reservation created successfully” displays for each reservation created, and the time is blocked out
for that particular reservation period, making it unavailable to other users to select for that time.

Wew resemvation created successfully.
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Field Description - Staff Reservations

Add Multiple Reservations

Field Label Field Specifications Description Notes
Zone Select Zone
Date Enter date Click Calendar to open and
select future date.

Submit Open Make Multiple Reservations Screen

Main Return to Main screen

Save Boxes for selected PC ID and times will be marked PC will be unavailable for
with the card #. Reservation will be added to other users
database

Clear Reservation selection will be cleared

Zone ID Zone ID for reservation

Zone Name Zone Name for reservation

Date Date for reservation

Account/ID Number 19 character limit Enter Account/ID Number for reservation

Refresh Reservation information will be Refreshed

PC's and Time Grid Select PC ID and Time of reservation

Save Boxes for selected PC ID and times will be marked PC will be unavailable for
with the card #. Reservations will be added to other users
database

Clear Reservation selection will be cleared

Confirmation Message confirming Reservation will be displayed on | Reservations have been
the screen made.

DELETE MULTIPLE (STAFF RESERVATIONS)

To delete all reservations:
1. Click [Delete All]
2. Click [Yes] at the confirmation box
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3. The Multiple Reservations will be removed for the selected PC and times.
4. All the reservations have been deleted message will display
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Field Description - Staff Reservations

Delete Multiple Reservations

Field Label Field Specifications Description Notes
Zone Select Zone
Date Enter date Click Calendar to open and
select future date.

Submit Open Delete Multiple Reservations Screen

Main Return to Main screen

Delete Reservations for selected PC ID and times will PC will be available for other
be deleted from database users

Delete All Delete all of the Reservations for the selected Confirm deletion at pop box.
day PCs will become available for

other users.

Cancel Reservation selection will be cleared

Zone ID Zone ID for reservation to be deleted

Zone Name Zone Name for reservation

Date Date for reservation to be deleted

Refresh Reservation information will be Refreshed

PC's and Time Grid Select PC ID and Times of reservation to be
deleted

Delete Reservations for selected PC ID and times will PC will be available for other
be deleted from database users

Clear Reservation selection will be cleared
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Confirmation Message confirming deletion of Reservations Reservations have been
deleted will be displayed on
top of screen

STAFF REPORTS
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USER USAGE REPORT (STAFF REPORTS)

The User Usage Report shows how much time the library computers are being used by patrons. The report identifies who uses the
computers, the length of time the computers are used for, per session or multiple sessions. Also included are statistical averages of
session time. This report can be run for any date range.

User Usage Report (History / Account / Detail) Criteria Selection:

1. Select the criteria for the report.
2. Click [Preview].
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Criteria Field Description — Reports (Staff)

User Usage (History, Accoun

t ID/Number, Detail)

Field Label Description Notes
Preview Click to [Preview] generate User Report Report will be generated per
selected criteria

Zone Select Zone Name

Database

History Select Date Range for History

From Select start date for report Required for historical report
To Select end date for report Required for historical report
Order By

Account / ID Number | Sort report by Account / 1D Number

Report Type

Summary Select for Summary Report
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Sample User Usage Report (History / Account / Detail)
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Report Field Description — Reports (Staff)

User Usage (History, Account ID/Number, Detail)

Field Label Description Notes
Date Report generation date

Title Report Title

From / to Date Report Time frame

Time Used Per Zone

Percent of total computer usage

Sessions Per Zone

Percent of total number of sessions

Zone

Zone name

User Name

Name of user

Account/ID Number

Account/ID Number of user
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Internet Level Filter Level of user
Total Time Total computer usage time
Number of Sessions | Total number of sessions
Report Field Description — Reports (Staff)
User Usage (History, Account ID/Number, Detail)
Field Label Description Notes
Average Session
Time Average session time
Sub-Total (Zone)
Distinct Users Number of unique users
Total Time Total computer usage time
Session Count Total number of sessions
Avg Time Average of session time
Total (System)
Total Time Total computer usage time
Session Count Total number of sessions
Avg Time Average of session time

User Usage Report (History / Account / Summary) Criteria Selection:

1. Select the criteria for the report.
2. Click [Preview].

Weoome admis [ ko9 Our
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ik i - Seed |
Criteria Field Description — Reports (Staff)
User Usage (History, Account ID/Number, Summary)
Field Label Description Notes
Preview Select report criteria and click [Preview] to generate User Report will be generated per
Usage Report selected criteria
Zone Select Zone Name
Database
Order By
Current Select for Current
Account / ID Number | Sort report by Account / ID Number
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Report Type

Detail

Select for Detail Report

Sample User Usage Report (History / Account / Summary)

Adult
Usare
Undafinad Usars
Time Uesad
Zansions
Lyg Time

Teen
Uzare
Undefinad Usara
Tima Usad
Zanslons
Lyg Time

Time Per Zone

Sessions Per Zone

7
i
151528

001304
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T5Ed
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00:09:23

Q2642014
Usage Report-5ummary-5System

Qrdanad Sy AccountiD Number
From 2172014 1o 9252014
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L3 ]
212
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&

Report Field Description — Reports (Staff)

User Usage (History, Account ID/Number, Summary)

Field Label Description Notes
Date Report generation date

Title Report Title

From / to Date Report Time frame

Time Used Per Zone

Percent of total computer usage

Sessions Per Zone

Percent of total number of sessions

Sub-Total (Zone)
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Zone Zone name
Distinct Users Number of unique users
Report Field Description — Reports (Staff)
User Usage (History, Account ID/Number, Summary)
Field Label Description Notes
Total Time Total computer usage time
Session Count Total number of sessions
Avg Time Average of session time
Total (System)
System System
Total Time Total computer usage time
Session Count Total number of sessions
Avg Time Average of session time

PRINT CONTROL REPORT (STAFF REPORTS)

The Print Control Report gives a detailed history of print jobs by invoice. You can choose the dates to run it.
Print Control Report Criteria Selection

Print Control Report (History / Detail) Criteria Selection:

1. Select the criteria for the report.
2. Click [Preview].
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Criteria Field Description — Reports (Staff)

Print Control (All, History, Detail)

Field Label Description Notes

Preview Click to [Preview] generate User Report Report will be generated per
selected criteria

Zone Select Zone

Report On Select Balance type All, Paid, Unpaid

Database

History Select Date Range for Historical report

From Select start date for report Required for historical report
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To Select end date for report Required for historical report
Report Type
Detail Select for Detail Report

Sample Print Control Report (History / Detail)

e

Print Control Report - System - All Ealance

From 91/2014 to 52572014
Zona AccountlD JEEr Mame nuaice Amouri Panss “ree Eats Cate
FumEer Nurmnber JSEF=H]
Adult

111
11111 Lesland Hamwkine 10115 50.00 1 1 Pad 050472314
11111 Lesland Hamwkine 10120 50.00 1 1 Pal 0e04r2014
11111 Lestand Hamwking 10121 8115 1 0 Pad 05042114
11111 Lesland Hawkine 10122 .05 1 0 Pad 08042114
11111 Lesiand Hawkine 10125 005 1 0 Pad 050472314
11111 Lesland Hawkine 10126 8115 1 0 Pad 050472314
11111 Lesland Hawkine 30134 50.00 1 1 Pad Q510°2314
11111 Lesland Hamwkine 3135 80115 1 0 Pad IE1072014
1111 #0.55 g 3
11X 3116155883
1111311815888  NOT AVAILASLE 30156 501.00 1 1 Pad 081172014
111Z1311615968 NOT AVAILASLE 137 .15 1 0 Pad d&11r2114
11121311615355  NOT AVAILASLE o .10 3 1 Pad OE1172014
1111311615883 50.25 5 2
a3z
1121339242711 KOT AVAILASLE 30144 $0.00 2 2 Pad 51172014
1121339242711 KOT AVAILASLE 30145 $0.30 2 0 Pad 5172014
1112133824271  NOT AVAILASLE 30146 S0.05 1 0 Pad 051172314
11121338242711  NOT AVAILASLE 347 5015 3 0 Pad 112014
11121338242711  NOT AVAILASLE 30148 50145 3 0 Pad 112014
11121339242711  NOT AVAILASLE 30143 5110 z 0 Pad J&11r2014

Report Field Description — Reports (Staff)

Print Control (All, History, Detail)

Field Label Description Notes

Date Report generation date

Title Report Title

From / to Date Report Time frame

Zone Zone name

Invoice Number Print job invoice humber

Amount Cost of print job

Pages Number of pages printed

Free Pages Number of free pages

Status Payment status paid, unpaid

Date print job date

Account/ID Number | Account/ID Number of user

User Name User Name
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Sub-Total (User)
Account/ID Number | Account/ID Number of user
Report Field Description — Reports (Staff)
Print Control (All, History, Detail)
Field Label Description Notes
Amount Total Cost of print job for user
Pages Total Number of pages printed by user
Free Pages Total Number of free pages for user
Total (All Users)
Amount Total Cost of print jobs
Pages Total Number of pages printed
Free Pages Total Number of free pages

Print Control Report (History / Summary) Criteria Selection:
1. Select the criteria for the report.

2. Click [Preview].
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Criteria Field Description — Reports (Staff)

Print Control (All, History, Summary)

Field Label Description Notes

Preview Select report criteria and click [Preview] to generate Print Report will be generated per
Control Report selected criteria

Zone Select Zone

Report On Select Balance type All, Paid, Unpaid

Database

History Select Date Range for Historical report

From Select start date for report Required for historical report

To Select end date for report Required for historical report

Report Type

Summary Select for Summary Report
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Sample Print Control Report (History / Summary)

- SAMe

5282014

Print Control Report - System - All Balances

From 912014 to 232014

AccountiD JEST Mame nuaice Amourt  Bagas Frze Status Date
111

11111 #0.55 -] 3
111213116155883

1113311615882 50.25 H] 2
T334

A3 31.05 13 z
123451 23651623

123451 23681823 .20 13 4
123451 23651841

1234513681841 0.3 g 4
123451 23651847

125451 33681647 F0.00 1 1
123451 23651850

12545123681650 F0.80 12 3
12345123681859

1234513681653 F0.10 4 z
12345123681863

Report Field Description — Reports (Staff)

Print Control (All, History, Summary)

Field Label Description Notes
Date Report generation date
Title Report Title

From / to Date

Report Time frame

Sub-Total (User)

Account/ID Number

Account / ID Number of user

Amount Total Cost of print job for user

Pages Total Number of pages printed by user
Free Pages Total Number of free pages for user
Total (All Users)

Amount Total Cost of print jobs

Pages Total Number of pages printed

Free Pages Total Number of free pages
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RESERVATION REPORT (STAFF REPORTS)

The Reservation Report produces a printed schedule of PC reservations for both staff and patron use. The run date is shown at the
top of the report.

Reservation Report (History / Detail) Criteria Selection:

1. Select the criteria for the report.
2. Click [Preview].

Reservation Schedule Report
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Criteria Field Description — Reports (Staff)
Reservation Report (History, Detail)
Field Label Description Notes
Preview Select report criteria and click [Preview] to generate Report will be generated per
Reservation Report selected criteria
Zone Select Zone Name
Database
History Select for historical report
From Select start date for report Required for historical report
To Select end date for report Required for historical report
Report Type
Detail Select for Detail report
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Sample Reservation Report (History / Detail)
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Report Field Description — Reports (Staff)

Reservation Report (History, Detail)

Field Label Description Notes
Date Report generation date

Title Report Title

From / to Date Report Time frame

Zone Zone Name

Date Reservation date

StartHour Reservation start time

Finish Reservation end time
ComputerlP Computer IP address

PCID Computer ID

UserName Last Name, First Name of User

SmartCardID

Account / ID Number of user
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Report Field Description — Reports (Staff)

Reservation Report (History, Detail)

Field Label Description Notes
Sub-Total (Date)

Number of

Reservations Total number of reservations for Date

Percentage of Zone

Percentage of total reservations of zone

Sub-Total (Zone)

Zone

Zone Name

Number of
Reservations

Total number of reservations for Zone

Total (System)

System

Number of
Reservations

Total number of reservations

Reservation Report (History / Summary) Criteria Selection:

1. Select the criteria for the report.
2. Click [Preview].

a
Reservation Schedule Report i
Cnndnd fanes  Beimnafiond  Meirving  Ripidh kirlp
AW =g ad el Sl Merir
[a T & ey Ertinrd
g o LRI 00 B = b B R
Panzirt Trok T B fwmmany
Criteria Field Description — Reports (Staff)
Reservation Report (History, Summary)
Field Label Description Notes
Preview Click to [Preview] generate User Report Report will be generated per
selected criteria
Zone Select Zone Name
Database
History Select Date Range for History
From Select start date for report Required for historical report
To Select end date for report Required for historical report
Report Type
Detalil Select for Detail report
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Sample Reservation Report (History / Summary)
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Report Field Description — Reports (Staff)

Reservation Report (History, Summary)

Field Label Description Notes
Date Report generation date
Title Report Title

From / to Date Report Time frame

Sub-Total (Date)

Date Total for date

Number of

Reservations Total number of reservations for Date
Percentage Percentage of total reservations of zone
Sub-Total (Zone)

Zone Zone Name
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Report Field Description — Reports (Staff)
Reservation Report (History, Summary)
Field Label Description Notes
Number of
Reservations Total number of reservations for Zone
Total (System)
System
Number of
Reservations Total number of reservations
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SIGN UP STATION

SAM’s Sign-Up Station (Self-Service Sign-Up) minimizes the wait time and optimizes public access to PC resources. It allows Users
and/or Visitors to sign up for PCs on a 1% available basis. Users are not required to register at the Sign Up Station if PCs are available,
but if they do SAM will immediately assign a specific PC to them. When implemented on a dedicated PC, the Sign-Up information
display can support multiple Zones without regard to the number of PCs.

Sign Up Station Requirements
e Implement on a dedicated PC.
e  Setastatic IP on the Sign Up Station.
Must be on the same local network as the Client PCs.

ADD MULTIPLE ZONES TO SIGN UP STATION

To add multiple Zones to the Sign Up Station, you need to modify the Clntinfo.ini file located in the C:\Sam directory.
1. First, terminate the Sign Up Station application.
2. Open the Cintinfo.ini file from C:\Sam.
3. There will be a section labeled [Branches]. Type the Zone ID followed by a “%” sign. Without adding any spaces, type the
next Zone ID followed by a “%”. For example:
[Branches]
Names=Zonel%Zone2%Zone3%
Each time you add a new zone to a single sign up station, just remember to separate the Zone IDs with a “%”, and always
make sure that there is a “%” after the last one.
4. There is another heading in the CIntinfo.ini file called [Branch]. No changes need to be made here.
5. After adding the Zones, save the Clntinfo.ini file and restart the Sign Up Station to see the additional Zones displayed.

The Sign Up Station can also relay information to large LED or Flat Screen displays.
If all Public PCs are in use, users or visitors can enter their library card number to get on line for a PC. When a PC becomes available,

either because a user logs off or SAM ends a session, the Sign Up Station automatically assigns that PC to the next user on the list. It
is each user’s responsibility to monitor the Sign Up Station for their PC assignment.

The PC Activity Manager will indicate when a PC The Sign Up Station will also indicate when a PCs is down
is down and unavailable to be assigned (A02). and unavailable to be assigned (A02).
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SIGN UP TICKET

Library can use a receipt printer to print a Sign Up ticket.
The printer name has to be “SignUp Printer”.

The library can elect to have a Sign Up Ticket print each time a user signs up at the Sign Up Station. This ticket will indicate the date
and time when a user signed up, the zone, ticket #, approximate wait time, and the duration of the grace period that the user has to
log in at the assigned computer. Note: The printer name has to be “SignUp Printer”.

“Congratulations™
Successlul Sign Up!

Compdise Public Library
1041 Raite 36
Marvasing, M

e T o 19111

:--:%eu“ &nTRm L i Signed upc BAT2004 ot 233 PM
Form A

& L Sam

Ticket Humbed. 18 Zare

Tickat Mumder. 1
yisop il prma ) gppenwamdately O 08 (b mem)
" ) J Fou have 10 minutes o log-in

Flnass Logn fo

yOUT g N COmpUeT
wALrin o i el

(RPN Rl

Plaaii Logn o
FOUT BESIgned Com putes
withir th# Bme ik

i Wkl QSN

Wait time is calculated based on the number of patrons waiting, divided by the number of computers, multiplied by the average

session time, plus the shortest of (the time left of the earliest session end OR the time left on Assigned List). Please note: The wait
time is an estimate.
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SAM SIGN-UP CAN BE USED IN TWO WAYS:

SAM PC Sign Up can be used in two ways:
1. From a Sign Up Station
2. From a Smart Kiosk

Self Service Kiosk
(Requires a Dedicated PC

= PR T
B B e
J ¥ L
&
1 — i W -
. e

Self Service Station
(runs from a Smart Kiosk)

| oew W

Sign Up Station

Smart Kiosk

E Welcame e the il

Gy .

By PE o i e 1

both make it easy to find a PC!

The library can determine what personally identifying information is displayed in the User ID field.

For example:
1 ticket number

2 first 4 letters of last name, first letter of first name (i.e., Curt,P)

3 partial bar code
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SIGN UP STATION CONFIGURATION SCREEN

Libraries can select what information as well as the format of the
information displayed on the Sign Up Station screen on the Sign Up Station
Configuration Screen. To access the Sign Up Station Configuration Screen:
1. From the main Sign Up Station screen, press “Ctrl+S”
2. Enter the Staff Password when prompted.
3. Click [OK].
This will open the Sign Up Station Configuration screen.

Please enter the confgurabion passward

Passward:

Cancel (9]%

| SIGNUP

| LIBRARY CARD INFORMATION

e The default length for the library card is

14 digits. However, a different length can Sign Up Station

be entered in the configuration screen.

e Libraries can also select whether or not a
PIN will be required to Sign Up.

e Enable notification when sign up- Sign Up
notification can be sent to user via Email
or test message

Library Card Infaemation
Libsiasy Card Lenth

DISPLAY INFORMATION FOR THE SIGN UP B Linary Cad
i STATION

Libraries have the option to display:

o Last Name(First 4 Letters), First initial -
users’ concatenated name, first 4 letters
of the last name and first initial.

e Library Card - display a specific number of
digits starting from the end of user’
library card.

This information will be displayed in all 3

sections where the user information is

displayed on the Sign Up Station. OK

Tmi Iefcematen

fnackyity Time

Warw Mode

= Clases Wiaw

Pm s regengd 1o Sgn L

Sgnip | Pagewond | ClassicVswColumes | Language | AdvancelieeVissOnly

Emabls rotlrciban whin ggn ujr

Dhaplay information Bar a0 Sagn Up Station

Last Mamo(F sl 4 Letdors), Fost wsial

Maumbed ol digits stamng o he and to ba dsplaped

o Tl the Graco Timer b malkch the server reservabon Grace Time

Sa-0onds
Advanco Wigw Wiy Dty
Canced Tammnata Stalion
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TIME INFORMATION

e Set the Grace Period Time to match the server reservation Grace Time — check to set
e Inactivity Time — number of seconds for application to close due to inactivity

| VIEW MODE
Gives Library the option to select the Sign Up Station View Mode

e Classic View

¢ Advanced View r————

OK - save changes
Cancel — cancel changes
Terminate Station — Close Sign Up Station application
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PASSWORD
To change the Staff Password:

e  Current Password — Type the current staff password
e New Password — Type the new staff password
e Re-Enter Password — Re-type new Password

OK - save changes
Cancel — cancel changes
Terminate Station — Close Sign Up Station application

Tply Veibeid Duaedeeloiems | egesg diww essewilg

Cagvie Pl

Pl P

Ha | s Faaowces

T St

| CLASSICVIEWCOLUMNS

To change size of selected columns:

|WAITING LIST

e  Waiting List Width - Total section size
e Column 1, Column 2, and Column 3 - column sizes

ASSIGNED LIST

e Assigned List Width - Total section size
e Column 1, Column 2, Column 3, Column 4, and Column 5 - column
sizes

PC STATUS LIST
e Column 1, Column 2, Column 3, and Column 4 - column sizes

OK — save changes
Cancel — cancel changes
Terminate Station — Close Sign Up Station application
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CONFIGURATION INFORMATION
Select Language(s):

e Enable Languagel / English — Check to enable
e Enable Language?2 / Spanish — Check to enable
e Enable Language3 / French — Check to enable

OK - save changes
Cancel — cancel changes
Terminate Station — Close Sign Up Station application

Sign Lip Stmtion

bprlly ' Passwrd  DaveeVewtelirs - P00 Afawrs Ve arallny

o]

Temargls ©iabon

ADVANCED VIEW/VIEW ONLY

Branch List (Advanced View)

e Column 1, Column 2, Column 3, Column 4, and Column 5 -
column sizes

EWAITING LIST (ADVANCED VIEW / VIEW ONLY)

e  Waiting List Width - Total section size
e Column 1, Column 2, and Column 3 - column sizes

ASSIGN LIST (ADVANCED VIEW/VIEW ONLY)

e Column 1, Column 2, Column 3, Column 4, and Column 5 -
column sizes

OK - save changes

Cancel — cancel changes
Terminate Station — Close Sign Up Station application
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CLOSE THE SIGN UP STATION APPLICATION

To close the Sign Up Station application, click [Terminate Station] at the bottom of the Sign Up Station configuration screen.

Sign Up Station Configuration Screen

Field Label

Description

Library Card Information

Library Card Length

Default is 14 digits

PIN is required to Sign Up

Select whether or not PIN will be required to Sign Up

Enable notification when sign up

Enable option to send sign up confirmation via email or text message

Display information for the Sign Up Station

Last Name (First 4 letters), First Initial

This is the information that will be displayed in the user sign up station within
3 sections where the user information is displayed

Library Card

Number of digits starting from the end to be
displayed

If Library Card is selected to display, specify the numbers of digits starting
from the end

Library Card

Number of digits starting from the end to be
displayed

Time Information

Set the Grace Timer to match the server reservation | Selecting this option will make the Sign Up Station wait for the time specified

Grace Timer

as the Grace Period in System Options.

Inactivity Time

Set time in seconds for closing application due to inactivity

View Mode Select the mode for the Sign Up Station
Classic View

Advance View

View Only

OK click to save changes

Cancel click to cancel changes

Terminate Station

Close the Sign Up Station
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SIGN UP STATION FLAT SCREEN / LCD TV DISPLAY CONFIGURATION

Flat Screen / LCD TV Displays can integrate with the Sign Up Station. The Sign Up Station information can be projected onto the

large Flat Screen /LCD TV display to keep patrons informed.

[T S mw mrw
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SIGN UP STATION CONFIRMATION CHECKS

When a user attempts to sign up for a PC at the Sign Up Station, the system performs several confirmation checks to make sure that
the user will be able to login at the assigned PC.

304

1.

No o~

The user will not be allowed to sign up in more than 1 Zone at the same time.
For example:
One SUS for multiple Zones:
1) 1 SUS pointing to 2 different Zones (HPL and NPL).
2) (PC1l)isinHPL and (PC2)isin NPL.
3) Select HPL from the Zone drop down and get assigned to (PC 1).
4) Then, select NPL from the Zone drop down and try to sign up for (PC 2) with the same card #. Message: User
Card already assigned to a PC. Please see Sign Up Station.
The user will not be able to sign up for another PC at the Sign-Up Station while still logged onto a PC.
For example:
One SUS for one Zone with multiple PCs:
1) 1 SUS with 2 PCsin the same Zone.
2) Sign up at SUS and get assigned to (PC A)
A. Then log onto open unassigned (PC B) with same card #. Message: User is already working at another
computer.
The user has not used all the allotted daily time the zone allows (Daily Time).
The user has not used all the available logins the zone allows (Daily Logins).
The user status is not Inactive.
The user card is not expired.
ILS Link restrictions will also affect the sign up process. The Library can specify “allowance” rules. For example, a person
whose ILS record indicates excessive fees, or a child in an adult zone, can be blocked from signing up for a PC.

Comprise Technologies, Inc © 2015 | Customer Support: 800-531-0132



PC ACTIVITY MANAGER

Staff members can exercise a great deal of control over user computers from their desk via the PC Activity Manager. Staff has the
ability to perform functions such as Add User to Waiting List, Send Messages to Client PCs, View PCs and Waiting List by Zone, Pause
and Resume user queue, as well as Make Visitor Cards.

Comprise Best Practice recommendations:
PC Activity Manager must be on the same local network as the Client PCs.
PC Activity Manager must have access to Client PCs (exception for port 2002 and firewall)

et 10

g W ol fﬁ_"‘ Ppmor Baikgre

=ea Laricas [ TN g T
Field Description - PCAM
Field Label Description
Zone ID Zone ID to view PC activity from
View Click to View updated information
Zone Waiting List
Ticket Ticket assigned to user in wait queue
Library Card Library Card Number of user
Name User Name
Zone PC List
Field Description - PCAM
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Field Label Description

Status Current PC status

PCID List of all available PCs in Zone

User ID Library Card Number of user

Now Up/End at Ticket # or the session end time of assigned user
Status status of the PC Activity Manager queue

Paused queue is Paused

Resume click to Resume queue

Make a Visitor Card click to Make a Visitor Card

Staff will be prompted to confirm the selected action each time.

Meiaage —
9 Auire you sne youw wand 1o bog all BT m U ity

Ve ]

A message will appear indicating the successful completion of the selected action.

Log Off successful

The PC Activity Manager displays the current status
of each PC.
e Waiting: indicates a user is waiting to be
assigned to a PC. _ _ @ PC Disabled o PCDown @ PCinUse
e PC Up: indicates the PCis up and available .
for user assignment.
e Patron Assigned: indicates the user has been assigned to the PC waiting to get logged in.
e PC Disabled: indicates staff has temporarily disabled the PC.
e PC Down: indicates the PC is down and unavailable for user assignment.
e PCInUse: indicates the PC currently has a user logged on.

PCUp m Patron Assigned

Staff can also double click on any PCs in the list and have access to: i Estnw 2 i

e End Patron Session - Patron session will be ended on PC
e Refresh Patron Time — Patron time can be refreshed on PC
e Unfilter PC - PC will be unfiltered for the session

Refresh Patron Time

BBOBC

e Disable PC — PC will be disabled (for repairs etc), not available for patron Uaherfi
assignment. _
. . . Disable PC
e Enable PC - PC will be enabled, made available for patron assignment
¢ Release Assignment — Patron assignment from the Sign Up Station will be
removed from the Client PC. Enable PC
Copy
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|COMPUTERS
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Shutdown - PC will shutdown

Restart - PC will restart

Log Off - PC will end the patron’s session and will do a Windows Logoff and get to the Desktop
Close SAM - PC will end the patron’s SAM session, close the Sam client and close SAM

Send Message - Staff can send message to selected PC(s). For
example, . “I have the book you requested.”

Love D Lomull LD
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Close Browser - Staff can close Browser on Client PC. For example,

if user is viewing inappropriate content.
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T
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Login Patron - Staff can login a single library card PC Activity Manager

OR
. . . Lone L) SoneAST ok
Staff can click [Select All] to simultaneously login neL Do mat input password ifs not requirad
. . st
with the same library card number on all the PCs. BT
1. Select “Login Patron” 7 ZoneA 02
2. SelectaPCtologa cystgmer into. Ly CadMumber. 1234513681850
3. Enter your customer’s Library Card and
Password and click [OK]. - p—— sreny|
4. A confirmation message will appear,
“Send log patron in action successful.”
| Cancel (054
¥ SelactAl

PATRONS

[
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End Session - Double Click the PC ID and OK on confirmation box to

end user session on selected PC.

[ PN T e
= | e
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|
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ey T

Patron Record - Opens Modify User screen on Web Interface.

Make a Payment - Opens the Payments, etc. page on the Web m
Interface. = -

Comprise Technologies, Inc © 2015 | Customer Support: 800-531-0132 309



Refresh Time - Staff can select Additional Time
from the drop down options and double click the e

desired PC ID.

Then, click [OK] when prompted for confirmation. m_‘_ _:-_IM—
Refresh Time will not extend beyond the

scheduled close time. This means, if library close femeE et

time is 9:00 PM and PCs are set to close 10 - -

minutes Before Library Closing time, then time . reebe o

will not be extended past 8:50 PM (10 minutes ——

before Library Closing). s
The additional time selected is added to the o
patron’s current time. For example, if a user has 5
minutes remaining and time is refreshed for 15 e =
minutes; the user’s total new time will become 20
minutes (5+15=20 minutes).

When user time is refreshed from the PC Activity ) ey o e . fche A, s
Manager, the change occurs in real time. This S
means, the “Ends at” time on the PC Activity Manager and the Time Remaining on the client PC session manager will be instantly
updated to the new time.

Refresh time will add time beyond the Daily Time Limit.
Therefore, staff members need to use discretion.

Import User - Opens Import User screen on Web Interface. To import Users from the ILS, enter the Account Number and PIN then
click [Submit].

Pleass emor the Lisar's infematon below m

Acoynd il Mumbar

Fin
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Barcode Check - Opens Barcode Check screen on Web Interface. This is a real time link to your ILS User Database. This allows staff
to check user information returned from the ILS such as Valid ID, Birth date, Expired or Lost card, Fines or Fees owed, etc. Enter
Patron ID and PIN and click [Check ILS]. The information that is returned from the ILS is displayed in easy to understand language

(i.e., Owed Amount or Status Inactive, etc). This is an effective tool for library staff to determine the cause as to why a user cannot
login to SAM.

Barcode Check -rh'"'i LS |
Enter Patron [T Momber

Enter BTN

RESERVATIONS

Make a reservation - Opens Make a Single Reservation page on the Web Interface.

e O D SYST N

OPTIONS

Settings - Opens Setup Option window
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SETUP OPTIONS

The settings for the PC Activity Manager Setup Options have to be configured from the Web Interface under Application
Configuration for Zones. Settings can only be viewed from the PC Activity Manager Setup Options.
**Please refer to PC Activity manager Application Configuration Screen.

SIGN UP SETTINGS

Sign Up Station IP Address: IP Address of this Sign Up
Station

Enable Sign Up Function: If checked, the wait queue
will be enabled at this PC Activity Manager.

Enable PIN required to sign up: PIN will be required to
sign up.

Enable Notification when sign up: If checked, the sign
up confirmation message will show upon sign up.

[ PLEE SR

VISITOR CARD SETTINGS

Library Prefix: Could be used to designate Location Prefix for

Visitor Card. (For example —77)

Branch Prefix: Could be used to designate Zone Prefix for
Visitor Card. (For example —11)

Upper Limit Number: Enter the upper limit for Visitor Card
number. (For example —99999)

Lower Limit Number: Enter the lower limit for Visitor Card
number. (For example — 00000)

Example Visitor Card # generated — 77110010199001
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FILTER LEVEL SETTINGS

Assign filter levels and date of birth for Visitor Cards printed.

5wy g = R
e View Filter Level and Date of Birth for each level. u!_m_—
o Only the checked Filter Levels will display to select from when e e
printing Visitor Cards. el it
[T — S ] W M ——
Kl = E- . Bl
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PC ACTIVITY MANAGER WITH PRINT RELEASE STATION FUNCTION

One of the new features of SAM 10 PC Activity Manager is the addition of the Print Release Station function at the PC Activity
Manager. There is a Print Release Station link on the PC Activity Manager. The Library can set up the PC Activity Manager to allow
staff to:

1. Re-print print jobs for users.
o **This feature requires only one directory:

i. C:/ACM directory (staff PCAM functions) e L —— L ——————————
- “
2. Release print jobs for users from the PC Activity Manager.
e **This feature requires 2 directories:
i. C:/ACM directory (for staff PCAM
functions)
ii. C:/Sam (for staff Print Release functions)
— ——— C e Qe P
Wl e ? — i

PRINT RELEASE STATION WITH RE-PRINT ONLY FEATURE
This feature will allow staff to ONLY re-print jobs for users.
Select the Zone

Click the Print Release Station link
Select Print Release Station & = bty
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SEARCH PRINT JOBS

Zone - select the correct Zone from the
drop down options.

Print Release Station - select the IP
address of the machine where the Print
Release Station resides.

Library Card - scan / enter Library Card ;
Search - display print jobs for the Card # s . h——

in the right window e e . A hicoccsipnt o B O
e : :"‘:;' = A o o'
S e — sl et -
'PRINT JOBS + - "e o “
— . e L e —
Print from print release station ok - e AT e TN 9
Printer Name - select the correct printer e I it
from the drop down # P s il e st b . say M R
OV ..\,.‘ .
! g il i1 "': | P
L]
S £ 451
PRINT JOB LIST (RIGHT WINDOW)
Job ID - corresponds to the Job ID on the Print Release Station P
Job Name - name of document to the printed
Pages - Total number of pages (# of pages X # of copies) I
Cost - Total cost e I E——
Time - time user logged on at the Print Release Station "L — — e e -
Machine Name - machine name where print job was submitted Moty ' — el w2 oy
Printer Name - name of printer where print job will be spooled to. . T = . =
Highlight each print job to re-print selected print jobs. e f'_i e P j i
Click [Select All] to select all the print jobs to re-print. g gy o
Click [Print] one time to re-print the selected print job(s) once. e e T
Click [Print] multiple times to re-print selected print job(s) multiple — »
times. L
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Click [Yes] at the re-print confirmation box.

Message: Job(s) sent to printer or print
release station will display.

The selected print job(s) will print at the printer.
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PRINT RELEASE STATION FEATURE

This feature allows staff to utilize as a Print Release Station with the ability to release print jobs for users.

**This feature requires 2 directories:
1. C:/ACM directory (for staff PCAM functions)
2. C:/Sam (for staff Print Release functions)

Select the Zone
Click the Print Release Station link
Select Print Release Station

PRINT RELEASE STATION LOG IN

Click [Log In]

Enter Card No (and Pin if required) and click [Log In]
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PRINT RELEASE STATION PRINT JOBS LIST

The next screen will display all the print jobs submitted for the Card
No. When a Print Job is selected, a preview is displayed in the right

pane.

Click the Print button.
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PRINT RELEASE STATION PRINTER SELECTION WINDOW
This will bring up the printer selection window with the cost for the
total print job for each printer.
Ciell 1500 r e - 1 o
Select the printer and click [OK] Pt Pl i
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A printing in progress window will display.

The print job will print at the selected printer associated with the
Print Release Station.

Eand 13l nmiTESe Bewras | 5585 § [t | 500

The updated Account Balance detail will be displayed in the right

pane.
e T Bewws NET A b Poguwimi 108
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PRINT RELEASE STATION REFRESH PRINT JOBS LIST

To view the updated print jobs list, click [Refresh]
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The new print job is now added to the print jobs list.
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PRINT RELEASE STATION DELETE PRINT JOBS
To delete a print job from the Print Jobs list:

Select the print job and click [Delete]

The selected print job is deleted and removed from the print jobs

list.
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PRINT RELEASE STATION VIEW DETAILS

To see the updated account details, click [View Detail].

T

The account details will be displayed in the right pane.
Lt TTIRATINES (R o e
P -
Sl | T s
—— T
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PRINT RELEASE STATION FREE PRINT

In an instance where a user gets charged for a print job but the print job does not print (for example, because there was a problem
with the printer such as a paper jam, printer out of paper, etc.) staff have the ability to re-print patron print jobs for free.

To re-print a print job for free: ____
Select the Print Job from the Print Jobs list =

Click [Free Print]
Sand RPN RIS Bpwas 07 Do §
et
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-
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The Printer Selection window will come up with $0.00 charges.
Select the printer
Click [OK]

The print job will be printed at the selected printer.

The updated account balance will indicate no charge for the print
job.
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PRINT RELEASE STATION COMPLETE

When done with printing, click [Complete] to close the Print Release
Station application.
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REPORTS

Staff members have the ability to generate
2 reports from the PC Activity Manager.
These reports are run from the Sam Web
Interface.

User Reconciliation - Opens User Reconciliation Report on
the Web Interface

e | WY |

Account Activity - Opens Report Criteria Screen

£ 10 Wl Intirtade

PC Activity Manager Fone 1D
g e Albvout 540
LSoneAS 10 Wailing List SoneAS 10 PG sl
Tickat Libeairy Card MNama Slatus PG ID Lisar I0) Ends At
v Lones 0

Go to Web Interface - Opens Web Interface login screen. Staff will
be required to enter the appropriate credentials for access.

Smart EE
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About SAM - View the current SAM PC Activity Manager version [ et SarribctietyManager
and Toll Free Comprise Technologies phone number. [ et
i m, Ve 10.00
Comngs T leooie Techrakoges 0TI
Comprae [ochhckapss

Tell Fras BO0-354-LI0EY

STATUS
The current status of the PC Activity Manger Queue is displayed. When the queue is in Running mode, the button will show Paused.

When the queue is in Paused mode, the button will show Resume.
‘ L 1 ———————————

T RS- r - .
Qo0 e
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| MAKE A VISITOR CARD

From the Staff PC Activity Manager, staff can click [Make a Visitor

Card] to create and print anonymous Visitor Card(s). Card

entitlements will be those defined for Group 1 (Visitor Cards). '

Visitor Cards are valid for one day by default, but the expiration Mufen | ETeem "I"I"III”II ||I
period can be changed as specified by the library. Cards are unique it

in their combination of card number and PIN. Use of PINs is g TS

optional, but the default is to have them issued. v s o

The Visitor Card configuration screen:

The left pane of the screen shows:

e BranchID: Zone ID

e Number: Visitor Card #

e  PIN: Visitor Card PIN P o

o Type: will be Visitor by default

e Inter Filter Level: Select the appropriate Internet Filter Level
for the Visitor Card(s) being generated.

o  Click [Create] multiple times to create multiple Visitor Cards.

o  Click specific ones to print only selected Visitor Cards. [Check All] to select and print all the Visitor Cards at once.

The right pane of the screen shows a preview of the actual Visitor Card(s) generated. Use the left / right arrows to scroll back and
forth.

o  Click [Print] to print the selected Visitor Cards.

e  Click [Cancel] to cancel out of the screen.
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VISITOR CARDS PRINTER

Comprise Best Practice recommendations:

e Library can use a receipt printer to print Visitor Cards.
e The printer name has to be “Visitor Cards Printer”.

Visitor Cards can take the form of printed receipts or be preprinted
with unique library information. Either way they should contain a
bar code and other information to make their use as self service as

possible. Visitor Cards can contain up to Ten Lines of customized
text.
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Created on: 5/6/2014
Name: V-5110 V-5110
ID: 77119661565110
Pin; 8714
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PRINTING

SAM’s Print Manager is intended to manage user printing and depending upon your library’s policy, to recover some or all of the
costs for paper and print cartridges. To achieve this control, SAM changes the printer port to a local port. If SAM does not recognize
the printer driver or if access rights are not set correctly, SAM will not be able to configure the printer(s). To confirm correct printer
configuration, launch SAM and submit a test print job from each connected Client PC. The Printer Management window should
appear each time the user submits a print a job.

Comprise Best Practice recommendations:

Add printer on PC prior to installing SAM.
Use PCL or Post Script printer drivers
Host-based printing is not supported by SAM

PRINT EXPRESS MODE

Print jobs are sent directly to the printer for printing.

1. After a user clicks on print, the standard MS
Windows print dialog box appears where they
select the printer and click [Print].

2. When SAM is running, (the SCClient icon
appears in the task bar system tray) the
printer(s) will be paused.
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SAM PRINT MANAGER

The SAM Print Manager enables staff to Close Print Manager, Reprint Patron Jobs and Configure
Job Receipt. Staff will be required to enter the Staff SAM password for each function.

REPRINT PATRON PRINT JOB

To reprint a print job:
1. Right click the Print Manager icon in the system tray and select Reprint Close Print Manager
Patron Jobs. Reprint Patron Jobs
2. Enter the Staff SAM password when prompted. Configure Job Receipt

3. Then enter the Patron Card Number and click [Search for Jobs]. Enter the correct
Job ID and click [Print Job]. The selected document will be sent to the printer.
Please note all print jobs are deleted from the Jobs Directory upon PC reboot.

**Reprint Patron Jobs feature applies to both Print Express Mode as well as Print
Release Station Mode.
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CONFIGURE JOB RECEIPT

The Print Job Receipt can be configured to print selected information.

To Configure Job Receipt:
1. Right click the Print Manager icon in the system tray and select Configure Job
Receipt.

2. Enter the Staff SAM password when prompted.

. . . . L. . . . . - P Job Meceipt? i
3. {Print Receipt} — will print a print job receipt with the selected information. !

. . . . . . . 7 Perd Hegegd = Do nok ponk 185l

4. [Do not print receipt] — will not print a print job receipt.

1~ Pt I rdemmanticn
¥ Firat Nasres
B Lasl Marim
B Fatron Ly Cad Musstes
b Huamber of cogies perled
W Huamber of pages

R Hurmber of hee pager

¥ Teeel chaigs lor the antes decutend
P Praces i g

¥ Drecurtsan btk

o]t |
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PRINT RELEASE STATION

The Print Release Station operates on a dedicated computer, usually located next to the printer, and functions entirely from your
library card number. No magnetic stripe or vend-it card is required. Users simply enter a card number and PIN to review and print
their documents from a client PC. They will only see their own documents and can choose to print or delete them. Please note
when using multiple Print Release Stations, documents are sent to all the Print Release Stations. However, documents are only
deleted from individual Print Release Stations. All undeleted documents remain at all the Print Release Stations until they are
cleared by a staff member, or when PC reboots at the end of the day.

Print Release Station Requirements

e Must be installed on a dedicated PC, preferably close to the printer.

e Setastatic IP on the Print Release Station.

e Must be on the same local network as the Client PCs.

e Client PCs must be able to access the shared jobs directory on the Print Release Station, which is included
during installation.

e  Must have the same printers (names and drivers) installed as the Client PCs.

PRINT RELEASE STATION PROCESSING FROM SAM 10 CLIENT PC

When users submit a document for printing on a Client PC, print jobs are sent to the Print Release Station to be released for printing.

1. After a user clicks [Print], the standard MS Windows " st
print dialog box appears. They have to select SAM i
Printer and click [Print]. Spmed Bt
2. The actual printer selection will take place at the Print = Lo e hand T Crabicbe J010
FP resarnal Prnding PLL 2
Release Stat|0n AR P :
i ]
A Ty Prird ' g Pealisiisid
(2
Loeeprie Yirdl Ponise
Fager Fargge
L Wby o o |1 :
1 I 2 43
Pori Carcsl
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3. The SAM “Print Manager” window appears each time the user submits a
print job.
Since users have to release print jobs and print from the Print Release Station, Total
Cost for print job will be determined at the Print Release Station based on the:
e #of pagesin print job
o #of free pages remaining
e  Cost per page
Note: Print Express mode deducts free pages at the client PC.

To print the document:
1. Click [Print]
2. After the user clicks [Print], the document will be sent directly to the printer
that is setup for that PC in the library.
3. Aconfirmation box will display.

Wl ORI N Deain

et o Sl B2 B prnd
TR SRR RLICRTETuly

L)

If the user clicks [Don’t Print], the document will not be printed. However, the print
job is still available in the Jobs directory. Therefore, a staff member can print the
document even after ending their session, as long as the PC is not restarted.
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Are you sure you want to print?

Account Balance:

Mumber of Pages
Pages Printed:
Charee per Page:
Remaining Fres Pages:
TOTAL CHARGE:

Fimal churgts will be determined
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USING THE PRINT RELEASE STATION

At the Print Release Station, enter the required information to login. The SAM 10 Print Release Station offers a preview of the
selected print jobs prior to printing.

Card Number: enter

PIN: enter PIN (if R NI S ——
required by Library) ke _— S
[Cancel]: will close _— ' . '
window. . -
[Login]: will display
all print documents - |
only for this user e i o -
a g e

Users can select [rr— RIS = S =
document(s) to print. e * = T i
Select desired
language at the
bottom of the screen:
English, Spanish or el— sepup ol iyt
French.
Select the appropriate print job(s) or click [Select All] to select all the print jobs.
[Print]: to open the printer selection window with: Pt Dl pli for pentiois

e Cost: for printing selected print job (based on the printer selected, ez T

# of pages and cost per page) e : T
e Free Pages: the number of free pages (if allowed by library). ar— = L i

[Refresh]: to refresh the print jobs

[Delete]: delete selected or all print jobs
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[View Detail]: display cost details:
e  Starting Balance: User account balance
. o . . Starting Balance 5070

e Cash Deposited: amount of cash deposited in the coin box (if

e Print Cost: total cost for print job Frint Covsl 5015

e Remaining Balance: remaining User account balance

e Change: amount of change due
Resmainmg Dalance FEA5
Chanps 000

[Complete]: to close screen when done with printing

If Library is using multiple Print Release Stations, documents are sent to all the Print Release Stations as shown above. When users
either print or delete documents, they will no longer display in the queue on this Print Release Station. However, those documents
still remain at all the other Print Release Stations.

To protect the integrity of User account balances, users will be blocked from logging onto the
Payment Center, Print Release Station and Copy Controller concurrently. Users can only log
onto one of these devices at a time.
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PRINT RELEASE STATION CONFIGURATION

The Library can customize the Print Release Station settings from the Print Release Fre——
Station Configuration Screen.
To access the Print Release Configuration Screen:

1. From the main Print Release Station screen, press “Ctrl+S” [m—
2. Enter the Staff Password
3. Click [OK]

This will open the Print Release Station Configuration
screen. Configuration settings can only be viewed here. FRAGmolT
Settings have to be configured from the Web Interface
under Application Configuration

telngn S Fanamn ey e

it aledn

SYSTEM SETTINGS

e Enable Sam Database Money: allow users to utilize
user account money.

e Enable Pin to Release Document: require PIN to
release print job.

e Fren o

Pimm i P Mt

CLEAN PRINT JOBS [Fain aosd Whe Cpat =F
e Enable clean jobs when start: display a pop up box o i
requiring a confirmation to delete print jobs from the
Print Release Station.
0 [Settings]
CleanJobshidden=0 or 1
(0 won’t delete jobs on startup if the pop up
prompt s disabled, 1 deletes jobs on startup).
Default is 1

-

N L (e g

PRICE PER PAGE SETTINGS

e Black and White Cost: price per page for Black and White printer.
e Color Cost: price per page for Color printer

e Cancel: to close screen

e OK: to accept settings

e Terminate: close the Print Release Station application

| RESET PASSWORD
e Old Password: enter the old password
e New Password: enter the new password
e Confirm Password: confirm the new password
o [Reset] - reset password
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DISPLAY SETTING
e  Print Job List Width: width of Print Job List column
e  Button Group Width: width of buttons

CLOSE THE PRINT RELEASE STATION APPLICATION
To close the Print Release Station application, click [Terminate] from the Print Release Station Configuration screen.
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ADD A PRINTER

1. Start / Settings / Printers and Faxes / Add a Printer, will launch

Add Printer Wizard. Click Next. Rt R W P

Welcomss to the Add Prnter
Wiz

= 1 p b 5 P el Pl ot St corrmecs
_EFJ Frcuh 1L ot b g e g e
ot s i R 1L g aradl b iei] i
By g Tl Dol
o By g e? o s
P R ORI 5 Pl e PR Wi
compran | e Bt el e S R O
alp vioesd =l marcr-es by poial P e b

Te corirua ol Liest

2. Select Local printer attached to this PC. Click Next.

Hom ol o Mremsk Feee

T v et s B v b P g o i s Gl

Ly g R TR IR T R R S Sl

Lo bl v bl b T i
_ fnmeay sl eren | oy remd rw Pl e Pl e
T 6 AhaTE PR LS TR 1 SR IR

i Ui b el g o g aam g jelafi by § e i
,.‘ e o L nral parve™ e

3. Select either Use the following port to use existing port or l_

Create a new port (Standard TCP/IP Port). Bkt 3 Prastios Pt

[ orastis o 1 st o ol frvdin | Bl jra?

T S e o T e s T it R T s L SR
Bl

L B bl e
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4. Click Next to run the Add Standard TCP/IP Printer Port Wizard

Rl Framiye fl TOPAW Pristns Paty Wing o

Wheloanse ta the Add Srandiard
FET S Py e YWizard

L P T W T e D
i Teay e i e
- T LETaY
------- A T e T T
ey -

5. Enter the Printer IP Address and Port Name

L e T e g L e

P Bogss. v iF Aaasn MEFTLNET

P e et LET

6. Click Finish Completing the Add Standaed

TCPS TP Panter Port Wi ned

) Peren o e o g g

7. Once the printer driver has been added, the icon will be added
in the Printers and Faxes window. B ety ol Py =TET
Fin Ff Wew Firemiter  Tock  Hels i
+ > ity e o e A A
Mlml'..hﬂﬁi.vﬂ-‘.-.'-ﬂ d -]

.G eriin P TRON) B

T
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PRINTER CONFIGURATION

1. If SAM does not recognize the printer driver or if access rights are
not set correctly, SAM will not be able to configure the printer(s).

To confirm correct printer configuration, right click on the printer farwsl | Ghamg | Fam | ddcaresd | Cotm davagumert
icon and select properties. On the General tab, confirm the printer BT e e ——
name (Cannot contain special characters (i.e. $, %, etc). Dash (-) is ot
ok) and click OK. Lcateny
Livaiwd

Blgda s wedCame 260 e 1O P

e guim:
i e Fager avislatin
Dbl en Lopel L% 0 T Plary
bt (17 w V7Y Plaim
Lingin ' Lot [ = 11" Pl
Lo 5.5 2 117, Hodwymemiid
Feed Fapem — -
Bliavmn nbacl o R g

[Pt Potesrses.. | | Poed [outPam |

o J[ coesd |

2. On the Sharing tab, select the: Do not share this printer option and
click OK.

Wi e B [ et (e e o s et T
_\-_'ﬂ Fan fm b gmindee il Snaas tha perace. I pos thaae
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3. On the Ports tab, select the correct port configured for this printer
and click OK.

ﬁ e ok Carioe TETS e 10195 ey 1]
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4. On the Advanced tab, ensure the last 4 options are not selected and  [[eresFrr=—rmi - 1)x]

click the Printer Processor button. Ganwiai| Shaing| Poms e | Gomty | Devioe Searga |
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5. The Print processor should be set to WinPrint with the

. T x
Default data type: RAW and click OK. )

Selacting & fferens pont prodessor iy nesR in difenent opkions bewg
avadable For def ol dete Dypes. IF your service does not spechy adeta
Ibype, the selaction below vl ba used,

Prink pricetion: ot i oy

6. On the Security tab, add the Everyone group if not there. Set the & ierom Fhaser 3504 PS Proseriies

Permissions for Everyone to allow full control (select all options) G| Srimrg | Pt | Acdeancs Socarity | Diowica ot |
and click OK. om0 i it
ol T

57 L o) iy
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7. Confirm successful printing of a Windows Test Page from the printer.
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APPENDIX OF SAM 10 REPORTS

The Director’s Report is a summary of all aspects of the technology managed by SAM. Library management
can understand in a snapshot, the number and frequency of computer sessions, use of Internet and catalog
resources, document printing, as well as exactly how much money was collected, spent and remains in SAM
prepaid accounts.

The User Report is a list of patron records within SAM along with statistical detail.
The Duplicate Names Report is a list of patron records within SAM with matching last names.

Account Reports provide a list of all monetary transactions.
e Account by User: provides a Detailed or Summary list of all monetary transactions by user.
e Account by Group: provides a Detailed or Summary list of all monetary transactions by group.
e Account by Zone: provides a Detailed or Summary list of all monetary transactions by Zone
e Account by Device: provides a Detailed or Summary list of all monetary transactions by device.

The Group Report shows how various Groups are using the library computers. This report defines group level,
# of patrons, total hours, average session for a group (as defined by run dates), and the average usage time
per day for a given group. This is a cumulative report and does not show details, just the sum of each group by
date range specified. Note: This report is only available if you are using SAM's Internet Filtering.

The Computer Report allows you to learn about the number of users using a particular computer and the
duration of their use. This report also provides cumulative totals.

The Agency Report identifies who was on what PC in which Zone at any given time. The report shows usage
data for individual users by Zone, date, time and computer ID (if machine data is available). The Computer ID
will only be displayed if this information is entered at the time of install.

The Statistic Report displays which computers are being reserved and for what amounts of time for the date
range specified. The report can be show data by PC or by Zone.

The Missed Reservation Report allows you to view missed reservations by patron name. Report could be

helpful to implement a policy regarding reservation cancellations. Simply select the Zone and timeframe you
wish to view data for.
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APPENDIX OF SAM 10 REPORTS (CONT)

The App/Web Site Report
**Metering has been discontinued in SAM 10. Please contact Comprise Technical Support for information.

The Visitor Report shows the number of Visitor Cards that were printed during the selected time frame.
The PC Usage Report shows the computer usage by hour as well as percentage of total usage.

The Sign Up Station Report provides Sign Up Station statistics such as number of users signed up, users
denied, total wait time, etc.

The User Usage Report shows how much time the library computers are being used by patrons. The report
identifies who uses the computers, the length of time the computers are used for, per session or multiple
sessions. Also included are statistical averages of session time. This report can be run for any date range.

The Print Control Report gives a detailed history of print jobs by invoice. You can choose the dates to run it.

The Reservation Report produces a printed schedule of PC reservations for both staff and patron use. The
run date is shown at the top of the report.

Escheat Report displays inactive user accounts based on the selected criteria. As part of the escheatment
process, user accounts: a) with a balance greater than an amount , and b) that have remained inactive for the
period of time, specified by state law must be reported to the state where the account is held. The state then
claims the account through a process called "escheatment,” whereby the state becomes the owner of the
account.
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SAM 10 TROUBLESHOOTING GUIDE

SAM CLIENT ISSUES

Issue ' Cause | Resolutions
SAM does not start on a single PC e The SAM Client Remote Manager | « Double click clientsrv.exe in the C:/SAM
Service is not running on the PC. folder to start the service.

e SAMis not enabled for thisZonein | ¢ Log onto http://<SAM SERVER
the Administrative Interface. IP>/sam/index.html. From Zones / System
Options, check [Enable SAM].

e  Firewall is blocking access between | e  Turn off all firewalls. SAM cannot send /
the Client PC and the SAM server. receive information to the server, staff PCs
or sign up stations with firewall enabled.

SCREEN DISPLAY

Issue Cause Resolutions

SAM image is skewed or coversthe | ¢  The Theme image is not loading The Theme images are saved in
Library Card # and PIN boxes for correctly due to the screen C:\SAM\Themes. Depending on your
logging in. resolution. screen resolution, you may have to make
adjustments to display the image properly.
SAM welcome screen has “Sorry” e Your internet service has been e Wait amoment. The screen refreshes
and users cannot login. interrupted briefly. every 5 seconds or so. This could be a
temporary aberration.
e Your internet service is down at e If only this PC is displaying the “Sorry”
this computer, in house or at your screen, check the network cable
Internet Service Provider (ISP). connection on this PC.
Without Internet service, SAM e Contact your network administrator to find
cannot contact the server to out if there have been any network
authenticate users logging in. changes that may have affected this PC.
e Contact your Internet Service Provider.
A gray box is displaying on the e Windows or other automatic e Turn off automatic updates. You can set
desktop and will not go away updates are trying to run. the PC to bring down the updates, but, wait
for you to manually install them. Or, install
them after exiting SAM.
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USER LOGIN ISSUES

Issue
User cannot login

Cause

User exceeded their total daily
time (this could be an
accumulation of time at this zone
and time used at another zone
over the course of the day).

User has used their total sessions
per day.

Login privilege has been disabled
for one session.

User access is blocked by SAM

User record is in use by SAM either
because a previous session did not
end correctly or the new session
was not started completely.

SAM is scheduled to shut down
PCs.

User is not successfully
authenticated.

User is not using the correct PIN.

User is does not have a library card
fully entered in the ILS system.

Resolutions

Access user’s SAM patron record to check
time used. Update time used by selecting a
new allotment of time from the dropdown
options. Or, reset time by selecting Reset
Timer from Update Patron’s time.

Check the Reset User’s Logs box to reset
Sessions to zero. Click [Save] at the top
right corner.

Check consecutive sessions for this Zone.

Check the user’s SAM record and confirm
the user status is not Inactive.

Check ILS record (Innovative, Sirsi, Polaris,
etc.) to see if user’s ILS account status is
not blocked, barred, expired, etc.

If library blocks users who owe more than a
particular amount of money, check the
user’s ILS account to see how much they
owe in fines/fees.

Access the SAM user record, uncheck the
[User is logged on PC] box, and Click [Save]

Check the library schedule.

Confirm user entered library card # and PIN
correctly.

Check the [Change PIN /Password Next
Time] box. Click [Save] at the top right

corner. User will be required to enter a
new PIN/Password on next login.

Check user’s ILS record, including all
required fields. Variations in the ILS
barcode field or typographical errors will
cause SAM to not be able to locate and
verify the user’s library record for the SAM
authentication process to execute.

344
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SESSION ISSUES

Issue
User was kicked off of SAM before a
full session was used.

Cause Resolutions

User has used their daily time.

Access the user’s SAM record to check if
user has accrued enough time to be
blocked from SAM.

SAM is scheduled to shut down
PCs.

Check the schedule and shut down
instructions from Zones / Schedule Options
on the Administrator Interface

ACTIVITY MANAGER ISSUES

Issue

Users are logged in but they are not
displayed on the PC Activity
Manager or the Sign Up Station

Cause Resolutions

Windows fire wall or some other
firewall is blocking network
communication.

Sign Up Station or PC Activity
Manager PC has a different IP
address than the address set as
Station in the Administrative
Interface.

Turn off all internal firewalls on your PCs. It
could be the client PC or the PC Activity
Manager.

Set a static IP on your Sign Up Station or PC
or the PC Activity Manager PC that matches
the Station setting. Restart Sign Up Station
or PC Activity Manager PC first. Then
restart client PCs.

Changes have not been saved
properly on the SAM server
creating a conflict.

Contact Comprise to check the SQL table
for your Zone.

Blank line(s) on top of the PC list

Resource list for Zone is incorrect

Correct the resource list for the Zone

Pause / Resume queue function not
working correctly

Sign Up Station IP address may be
missing or incorrect

Confirm Sign Up Station IP address

Send message and other staff
functions do not work.

A firewall is enabled on the PC
Activity Manager and/or the client
PC blocking communication
between the PC Activity Manager
and client PC.

Check PC Activity Manager first and disable
firewalls confirm Port 2002 settings. Do
the same with the client PCs.

Zone ID does not display on the PC
Activity Manager.

The C:\SAM\cIntinfo.ini file does
not have the correct information.

Check C:\SAM\cIntinfo.ini file. It should
have:

[Branch]

Name=<Zone ID> — Should match SAM
Administrator Interface.

[Branches] Names=< Zone ID>%. The “%”
is required!

Cannot print Visitor Cards

A printer named “Visitor Cards
Printer” does not exist on your
staff PC.

Rename your current printer or install
another copy of the printer using “Visitor
Cards Printer” as the printer name.
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SIGN UP STATION ISSUES

Issue
PC IDs are not displayed correctly or
are missing.

Cause Resolutions

Resource list for Zone is incorrect

Correct the resource list for the Zone

Cannot print SignUp Ticket e Aprinter named “SignUp Printer” | ¢  Rename your current printer or install
does not exist on your Sign Up another copy of the printer using “SignUp
Station. Printer” as the printer name.
PRINT ISSUES
Issue Cause Resolutions

No one can print from SAM

First, confirm that this is a SAM
issue by closing SAM and printing.

The printer is off, unavailable,
unplugged, disconnected from the
network, out of paper, or has an
error (paper jam).

The printer has been renamed or it
has had its IP address changed on
the network.

Internal network is down. You can
ping the printer from any PC on
that network to see if there is
communication.

SAM printing did not start when
the PC started up. The SAM Print
Icon is not present in the system
tray.

If you cannot print without SAM, printing
problem is unrelated to SAM. If this is the
case, contact your network administrator.

Check printer status.

Verify that the printer is at the IP address
that is indicated in the “Print Options” in
Sam Administrator Interface. Change
either Interface settings or printer settings
to match.

Check network cable connections. Reset
your switch. Contact your network
provider.

Restart the PC and ensure that SAM
Printing is started. If not, check to see if
there is any blocking software (Symantec or
other brand) blocking this program and
check the firewall.

Error: “Due to printer settings, you
cannot print this document...”

# of pages in print job is greater
than page limit set in the Web
Interface under Print Options.

The printer driver language in the
Interface does not match with the
driver selected on the client PC

Page limit may be set to 0 pages (O=can’t
print). Change page limit to greater than O.

Confirm printer driver language is same on
Interface and client PC.

Comprise Technologies, Inc © 2015 | Customer Support: 800-531-0132




PRINT ISSUES (CONT)

Issue Cause

SAM print manager window
displays and print job is interrupted
because the user hasno $.

User cannot print because they do
not have money in their account.
User thinks they should have
sufficient funds.

Resolutions

Use print preview to see the page count of
the document. Have user exit and re-enter
the account.

SAM print manager window
displays, user approves job, but
nothing happens.

Printer Security does not have the
user: Everyone.

In the printer properties, go to the Security
tab. Confirm Everyone exists with all Allow
boxes checked. If not, just add Everyone
and check all Allow boxes.

SAM Print window displays, user
approves job, the status box
progresses, but nothing prints.

Print Processor is not set to
WinPrint with Data Type RAW.

In the Print Processor window, select
WinPrint with Data Type RAW.

SAM Print window displays, user
approves job, the status box
progresses, but the print job prints

several pages of random characters.

Printer driver not compatible with
SAM.

Printer PCL language not set or
correct on SAM administrator
interface.

Enable Advanced Features box
may be checked in printer
properties.

Load PCL driver from manufacturer’s web
site or disk.

In the SAM administrator interface, try
PCL5, PCL6, or PCL7. Restart your
computer and test.

Confirm the Enable Advanced Features box
is not checked.

# of pages and/or cost not accurate

PCL language is not correct.

Word may have background
printing enabled.

Try changing PCL language to PCL5, PCL6,
or PCL7

Confirm Word does not have background
printing enabled.

SAM print manager window does
not display. Or, Print document
encountered error... message
comes up.

SAM administrator interface has
not been set up for this printer.

Parameters need to be set each

time a printer is added.

Any change in the name (spaces,
caps, etc) will create another
instance of the printer on the SAM
server. Printer names should be
consistent under Print Control on
the SAM administrator interface
and SAM client PCs.

Update administrator interface with
correct printer parameters. Printer list
with correct price per page, page limit,
applications, and PCL language.

Check the printer name on PC. Rename it
to match the printer name on the SAM
administrator interface under Print Control.
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FREQUENTLY ASKED QUESTIONS

How is the wait time at the Sign Up Station calculated?

Wait time is calculated based on the number of patrons waiting, divided by the number of computers, multiplied by the average
session time, plus the shortest of (the time left of the earliest session end OR the time left on Assigned List).

Please note: The wait time is an estimate.

What is the Free Page priority?

Control Zone
Modify User
Group Options
Free Page Options

e
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GLOSSARY OF TERMS

Branch (Term no longer
applicable)

Client (Unchanged from earlier
versions)

Control Zone (Term referred to
Zone in SAM v8.5 and earlier)
Location (Term unchanged from

earlier versions)

OPAC

Region (Term unchanged from
earlier versions)

Zone (Term referred to Virtual
Location in SAM v8.5 and earlier)

A Branch is a term used to describe library locations in earlier versions of SAM. Itis no
longer used in SAM version 9.0 and later.

A Client is any PC on which Comprise proprietary software is installed:; it is the secondary
licensing unit for SAM software.

A Control Zone is another way to configure SAM differently for certain PCs without
acquiring additional Location licensing. Control Zones offer a limited subset of
configuration options.

A Location is a physical description; it is the primary licensing unit for SAM software.

SAM Catalog PC. SAM offers flexibility in selecting links displayed within the catalog. For
example, a user can click on a link and go to an author’s website. SAM will recognize the
click to the author’s website as acceptable. The user will not be allowed to go past the
number of “Clicks Beyond” specified in OPAC Options. If a user tries to go past the
allowed clicks, SAM will automatically redirect the user to the Catalog Start Page URL.

A region consists of one or more locations that are configured under the same
Administrative authority but organized together so that their data and reports can be
viewed by a specific authentication level.

A Zone is a way to configure SAM differently for certain PCs without acquiring additional
Location licensing. A Zone is typically a section of a Location in which SAM is configured
differently than elsewhere in that Location, for example, The Kids Section. Another use
of a Zone differentiates PCs by purpose. For example, Express Computers can be
configured under common Zone settings regardless of their physical location. All SAM
configuration options resolve to the Zone level.
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CHECK OUT THESE OTHER COMPRISE SOLUTIONS! — SALES: 800-854-6822

An access management, point of sale, or self-service solution from Comprise is an investment in a flexible, expandable Smart web-
based architecture. All Comprise' solutions can be leveraged from a single SmartServer linked with your library's ILS or organizations
database. All Comprise solutions communicate with leading ILS databases, Microsoft SQL, and integrate seamlessly with each other
offering unparalleled flexibility.
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Today you might be interested in access management, but tomorrow you find that you also need a financial management

solution. Comprise offers you the flexibility to upgrade and expand with one server that can manage multiple locations from one
central location. To purchase these add-on products contact your Comprise Sales Representative at 800-854-6822.

PC ACCESS MANAGEMENT

SAM Professional is our flagship access management solution. It is available in two versions to meet the needs and objectives of
different library and public service organizations. 100% centralized management, access automation, and privacy protection are
core to both versions.

Simpler SAM is our hosted version of SAM. It is our entry level access management program that allows smaller organizations to
implement the core features of SAM without the overhead of a server or other networking hardware.

POINT OF SALE

Smart Money Manager is a point of sale solution specifically designed for the library environment. It links with your ILS to clear
fines/fees in a single step, as well as handling waives and multiple family member payments.

SELF-SERVICE SOLUTIONS

Convenience Centers (Pictured Right) enable anyone to make self-service payments and purchases
without any staff involvement. They fully automate the handling of bills, coins, and bankcards, and
return change for unspent funds. Use them to let patrons or visitors pay for fines, print, copy, or
other charges.

SmartPay allows patrons to make fine/fee payments and anyone to make donations to your library
over the Internet. It’s easy to use, convenient, and runs from your website.
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We’re Here to Help!
CALL 800-531-0132

©2015 COMPRISE TECHNOLOGIES, INC

1041 ROUTE 36 WEST
PO BOX 425
NAVESINK, NJ 07752
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