H; SAM™

PC Activity Manager

Staff Training

You should have the Icon for the SAM’s PC Activity Manager on your Staff Desktop.
From here, you can manage your SAM workstations and Patron accounts.
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Begin a session by clicking on the Icon.

Familiarize staff with the regions of the screen. This screen can be left open and
minimized, while staff perform other functions on their PCs.
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Begin by having someone log into a SAM workstation, so that you can demo the
display. Try not to let that session timeout.

Create a visitor card-

1. Click the Make a Visitor Card button.

2. View the display

3. Click Finish to Print

4. Press the form feed button on the printer to feed out more paper. Tear off and give
to patron. THIS CARD EXPIRES AT THE END OF THE DAY.



Functions-
Control Workstation

1. Click on the desired function 3. If asked, Click OK
2. Double click on the computer you wish to continue. Sending

to control. _ _ a message does not
3. Follow through on the action by saying include this box.

“OK” in the pop up box.
4. Close the screen by clicking done. w x|
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Shut Down- Closes all processes and powers off the PC

Restart - Powers off then Powers on the PC. Sam will be initiated upon restart.

Power off - Powers down the PC.

Log off — Logs patron off of SAM

Send Message — Sends message to the patron, in the form of a pop-up box.

Close Browser — Closes the any open internet windows. A message is displayed.

Login Computer — Remotely logs in a patron to the PC of your choice. You will need
patron barcode and pin. The patron must still accept the use agreement.




Managing Patron Accounts

Retrieving a SAM Patron Record
1. Click “Patron Record”.
2. A new search window will open.
3. Select a Search method and fill in the data.
4. Click Search.
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5. If there is a match it will be displayed. If there are multiple matches, select the
correct record by double clicking on the patron’s name or marking the select
radio button and clicking submit.
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Uzer Maintenance

Adjust Patron’s account Add User

1. Enter the patron record by Clicking “Make a
payment” and search for patron. You can
also click “Account Status” from the patron
record screen.

Enter the amount of $ the patron has given you.
Click Save
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-gave -Reget | Help Administrator mode allows
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what will be used that day.

Creating Patron Records

The easiest way to create a patron record is to log in to SAM. A record will be pulled
down from the Millennium database.

You can also Import a record by clicking “Import”.
1. Select Patron Record
2. Select “Import User”
3. Enter a valid Millennium barcode and click “Submit”.
NOTE: A patron must have a SAM account prior to reserving a PC.
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Flease enter thi farmation below

Account/D Number m

Enter barcode and then submit
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Refreshing Patron time SO STATTE
\PC Activity Manager

1. Select Refresh Patron time

2. In the drop down menu, add the increment of time
that you wish to add

3. Double click on the PC, you wish to add the time
to.

4. Click “OK” to accept the action.
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