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To:
Chief Information Officers

From: 
Jennifer Henry, SLS Coordinator

Date:
August 28, 2009

RE:
Updating Patrons in OPALS Library Automation Software

It has been 4 years since the School Library System began its journey using OPALS as a tool for library automation. As we continue to learn about the features and functionality of this web-based solution we are pleased with how much personal assistance we can provide to school libraries compared to what previously involved lengthy phone calls with vendors from other states. 
Each fall we assist school libraries that use OPALS as they update their patron records. The updating of these records allow the librarian to quickly loan materials to students and teachers; this is especially critical at the elementary level where scheduled classes can produce close to 600 items borrowed in a single day! 
Beginning this fall we are completing the patron updates for each of our OPALS libraries. This will become part of our regular automation service and hopefully create a smooth transition for our libraries from one year to the next. 
To assist us in this endeavor we need to ask for your help. If the CIO from our participating OPALS schools could provide us with an updated patron listing by September 4, 2009 it would help to expedite the process and ensure that we are entering accurate information for your students and teachers. This will allow us to have all information to your school libraries by September 8, 2009. 
We realize that there may be additional students that move into your district after this date. Your school librarian is capable of adding and deleting patrons individually to the system as needed throughout the year. We are available to assist your school librarian with any difficulties that they might have during this process through phone and live web-based support. 

Formatting needed for OPALS patron information for school libraries:

New users are imported using an ASCII comma separated or .CSV file. 

PLEASE NOTE: These files can be manually created or edited with a "text editor" like 'WordPad®'. If you use a word processor like "Word®" you must save the file in its original format or as a DOS Text file before it will work properly.

Most school administration systems can create these files from student data. 
Make sure the file you import has a first line that describes the data fields. 
e.g.

Idnumber, FirstName, LastName, Grade, Homeroom, Teacher
ID2345691,David,Smith,6,Ednawacky
ID38974764,Paul,Chan,4,Alanstock

Why do we need this information?

· We need the user name (Last, First) and a homeroom or teacher for overdue notices, and for reservation of library materials. 

· The user's grade or graduating date is handy as a tool to find and select exiting students.
· To import the complete list of students use the incoming data to update the existing users, we must have a field that is common between this year's data and last year's data. The official school identification number is preferred for this purpose. Most schools use the Student's School ID number as a barcode number universally for school services in locations like the library media center and the cafeteria.
Please email your file to: jhenry@cves.org and include in the subject line of your email the district and building associated with the list to guarantee it is assigned to the appropriate library media center. 
You will receive a confirmation email once the process is complete. A print-out of patron barcodes will be sent to the library.

[image: image2.wmf] To borrow materials from the library teachers and administrators need to be in the OPALS database. A separate file emailed to the School Library System  that contains the name and grade/assignment of each teacher and administrator will keep your patron database consistently current.
If you have any questions or concerns please contact Jennifer Henry 
518-561-0100 ext 361, jhenry@cves.org


