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Service Days & Hours
Lockers are available for patrons to pick up library materials 24/7

Users Eligible for Service
Current students, faculty and staff

Purpose
In November 2020, the Sac State University Library launched a contactless locker pick up service. This service allows
for patrons to pick up requested library materials at their convenience from Pickup Lockers located outside the

Library’s main entrance.

Requesting

Policy

Request up to 8 local items at a time

Request up to 20 Resource Sharing (ILL/ CSU+) items at a time
Allow 3-5 business days for processing (local)

Allow 10-14 business days for processing (RS)

No appointment required for pickup

Wheelchair accessible lockers are available upon request
In-person help not available

Items will be removed from lockers after 3 days

Request Form (local)
Patrons submit book requests via OneSearch and select University Library as the delivery method for library

pick up.

BOOK

Harry Potter: the story of a global business phenomenon x

Gunelius, Susan

2008

Request details:

Delivery Method: * ~

Mot Needed After:
ORIERE ; Library Pickup *

Mailing Address :

University Library N
[Only for Delivery} | Delivery
Mail to Home Address

Library Pickup
Pick up requested library materials from lockers outside the University Library entrance. You will receive an email with pick up instructions

after your request is processed.

Delivery
Available to users living 30 or more miles from campus. Requests will be mailed to the address indicated above.

For questions or issues with your request please send email to lib-circ@csus.edu.

CANCEL REQUEST
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Request Form (CSU+)

MANGENET

Pickup/delivery location:

BOOK

22013

Resource Information:

Volume:

Resource management for individuals and families

Goldsmith, Elizabeth B

Delivery Information:

Mailing Address:
(Only for Delivery)

Not Needed After:

University Library v

Home Address

University Library A

CANCEL

REQUEST

Request Form (ILLiad)

°

o o o

° o o o

» View

°

°

°

o o o o

» Tools

°

ILLiad

« Logoff
= Main Menu
= New Reguest

Journal Article

Book

Book Chapter

Microform

(Not Borrowing at this Time)
Musical Score

Sound Recording

Thesis or Dissertation
Video

Outstanding Requests
Electronically Received
Articles

View/Renew Checked Out
Items

Cancelled Requests
History Requests

All Requesis

Notifications

Change User Information

Book Request

Enter information below and press the Submit Request button to send.

* Indicates required field

Describe the item you want
* Author/Editors

* Title
Please do not abbreviate unless your citation is abbreviated

Publisher

Place of Publication

Date of Publication

Edition

ISBN (International Standard Book Number)
If given will speed request processing
OCLC/WorldCat Accession Number

* Not Wanted After Date

(MM/DDIYYYY)

Will you accept the item in a language other than English?
If yes, specify acceptable languages in the notes field

Will you accept an alternate edition of this item?

Delivery Method
Mail to Home Address available to users living 30 or more miles from
campus. Requests will be mailed to the address indicated below.

Notes/Alternate Mailing Address
Put any information here that may help us find the item, as well as any
other pertinent information

Where did you learn about this item?

Where did you find this item cited?

Examples are Dissertation Abstracts, Dialog (specify which database), or a

specific journal or book.

Graves, Dodie |

Setting up and facilitating bereavement
support groups : a practical guide i

Jessica Kingsley Publishers

London ;;Philadelphia

|
|
2012 |
|
9781848052719 |

779740306 |

1211812020 |

No v|

Yes v|

Library Pickup v

Library Pickup N
Mail to Home Address

firstsearch.oclc.org:WorldCat

P

Submit Request || Clear Form || Cancel - Retur to Main Menu |
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Processing Requests

Reviewing Requests in Alma
View the Print Slip Report in Alma to determine which requests are Library Pickup and will need a Print Slip printed
for item retrieval and *hold shelf staging.

*With the implementation of Pickup Lockers, the library will only utilize an Active Hold Shelf if all lockers are
occupied. Requested materials will remain on the Active Hold shelf until a locker is available.

View Print Slip Report
e Navigate to Fulfillment > Pick from Shelf > Patron Physical Item Request > Click on Print Slip Report

Alma

i
=S =]
5

2 ﬁ

Resources  Fulfillment Admin  Analytics

Physical items ¥ Barcode ~

« < Pick Up Requested Resources (1 - 20 of 20)

Sort by : Location Name - Desc ~

Select Al ¥ Request/Process Type : Patron physical item request

The control of nature / John McPhee.
Author: McPhee, John, 1931- author.

ISBN: 0374522596

Edition: 1sted.

Imprint: New York : Farrar, Straus, Giroux, [1989]

Location: 4 NORTH

Call Number: TD170
M36 1989

Requests: 1

America’s forgotten pandemic : the influenza of 1918 / Alfred W. Crosby.
Author: Crosby, Alfred W. Location: 4 NORTH
ISBN: 8780521541756 Call Number:

University Library - User Services v

K

Cancel

Print Slip Cancel

Cancel Request Mark as Mi:

CancelRequest  Mark as Mi:

16

Advanced v

[

issing

issing

e Download the Print Slip Report

Format Type

Printer

Sacramento State - lib-sa01

e Open the report in Excel to view which requests are for Library Pickup. Print a Print Slip for each request with
a University Library Pickup Location.

G22 o F
A | B c D [ E F [ G H

1_ITitle Location Call Number Request Type Requested For  Barcode Pickup Location |Request Note
iAmeﬁca‘s forgotten pandemic : the influenza of 191 ! NORTH {4n) RAG44.16 C76 2003 Patron physical item request  Test, Patron "0600018187253 University Library

> A . NORTH (4n) RA418 D56 Patron physical item request  Test, Patron "30600014036538 | University Library
4 |Elements of numerical analysis with Mathematica / 4 NORTH (4n) QA297 LGS 2018 Patron physical item request  Test, Patron "30600018453234 | Home Delivery 12345 Test Address
5 |Charting the next pandemic : modeling infectious d 4 NORTH (4n) RAG43 P378 2019 Patron physical item request  Test, Patron T30600016436181 | Home Delivery 12345 Test Address
6 |American higher education : a history / Christopher 3 NORTH (3n) LA 226 1831994 Patron physical item request  Test, Patron T0600016153067 | University Library
7 |Ahistory of higher education in America, by Charles 3 NORTH (3n) LA 226 T56 Patron physical item request  Test, Patron T0600012003787 | University Library
8 |University presidents as moral leaders / edited by [ 3 NORTH (3n) LB 2341 U59 2006 Patron physical item request  Test, Patron T0600016237613 | University Library
9 |The American college president : 20th anniversary. 3 NORTH (3n) LB 2341 A557 2007 Patron physical item request  Test, Patron "T0600016644073 | University Library
10 |Music and war in Europe : from French Revolution t 3 NORTH (3n) ML3916 .M8735 2016 Patron physical item request  Test, Patron 0600018535600 | University Library
11 |Educating exceptional children / Samuel A. Kirk, Jai 3 NORTH (3n) LC 3981 K53 2006 Patron physical item request  Test, Patron 0600009819582 | Home Delivery 12345 Test Address
12 |An analytical history of American higher education / 3 NORTH (3n) LA 226 W444 1997 Patron physical item request  Test, Patron B0600007092266 University Library
13 |An artist on art - collected essays of Jean Charlot/ .3 NORTH (3n) N7454 C45 Patron physical item request  Test, Patron "0600012396587 | Home Delivery 12345 Test Address
1:1_ Family consequences of children's disabilities / De 2 SOUTH (2s) HQ 759913 HA4 2012 Patron physical item request  Test, Patron "30600018179094 | Home Delivery 12345 Test Address
15_ The legend of Perseus; a study of tradition in story, 2 SOUTH (2s) GRG7 H3 1972 Patron physical item request  Test, Patron "30600010977321 | Home Delivery 12345 Test Address
16_ Harry Potter : the story of a global business phenor 2 SOUTH (2s) HF 5415.1255 .G86 2008 Patron physical item request  Test, Patron "0600016993116 | University Library
17 |Writing history : a guide for students / William Kelle 2 SOUTH (2s) D 16 5864 2009 Patron physical item request  Test, Patron T0600016577711 | University Library
18 i
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Important: you will need to review this list for requests with a Home Delivery pickup Location with addresses within
30 miles from campus. If a request has been submitted as Home Delivery and the address is within 30 miles from
campus, switch the request to Library Pickup in AlIma before moving on to the next step, Printing Print Slips.

Switch a Request from Home Delivery to In-Person Pickup

From the Pick from Shelf list in Alma, filter so only Patron Physical Item Requests are listed. Locate the request you
need to switch to Library Pickup and click Edit from the item menu.

< Pick Up Requested Resources (1-17 of 17)

Sort by . Location Name - Desc -

Select All ¥ Request/Process Type : Patron physical item request

. Author: Wingate, John.
:j Edition: [1st U.5. ed ].
Imprint: New York, Meredith Press [1966]

Request Notes: I

[S¥]

Author: Beevor, Antony, 1946-
ISBN: 9720813320809
Imprint: Boulder : Westview Press, 1994,

Never so proud; Crete: May, 1941, the battle and evacuation.

Location: 4 NORTH

Call Mumber:
PRG073.153 N4

Requests: 1

Crete : the battle and the resistance / Antony Beevor.

Location: 3 NORTH
Tsakopoulos Col

Call Number: D 766.7
C7 B441994

Cancel Print Slip Report

Print Slip Cancel

Cancel Request

Print Slip

Update Expiry

Convert to Resource Sharing

Cancel A& Al IJ
View Title in Search

Mark as Missing

B O

Select In-Person Pickup > University Library. Click Submit to save the change.

Create Request

Loan Period

Request Type* | Patron physical item request -
requester * | [ = |0

Note

P
Pickup At * ’ Q =
Library Pickup o
University Library L\\)
Additional Request Attributes

Personal Delivery >

Material Type
Date Needed By =

Printing Print Slips

In Alma, return to the Pick from Shelf list, filtered to Patron Physical Iltem Request, and print a Print Slip for each
Library Pickup request. You can do this by selecting each Library Pickup request and then click Print Slip. Check the
Select All box to print all the print slips (Library Pickup and Home Delivery) if you will be processing both types of

requests at the same time.
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Physical items ¥ Barcode -~ " n Advanced ¥

< Pick Up Requested Resources (1-20of 20) —Lancel
Sor by Location Name - Desc = Prim Slip | Cancel > o

Selectall W Request/Process Type : Patron physical item request £

i & America's forgotten pandemic : the influenza of 1918 / Alfred W. Crosby. Cancel Request  Mark as Missing =
Author: Crosby, Alfred W. Location: 4 NORTH

ISBN: 9780521541756 Call Number: RA544.16 C76 2003
Edition: 2nd ed. Requests: 1
Imprint: Cambridge ; New York : Cambridge University Press, ©2003.

Elements of numerical analysis with Mathematica / John Loustau. Cancel Request ~ Mark as Missing =
Author: Loustau, John, 1943- author. Location: 4 NORTH

ISBN: 9813222719 Call Number: QA237 LG8 2018

Imprint: Singapore ; World Scientific Publishing Co. Pte. Ltd,, [2018] Requests: 1

Request Notes: 775 A and \ Thielemann Ave, Calexico, CA, 92231

Disease, the individual, and society; social-psychological aspects of disease; a summary and analysis of a decade of research, by Cancel Request  Mark as Missing =
Gerald Gordon [and others].
Imprint: Mew Haven, College & University Press [1968] Location: 4 NORTH

Call Number: RA418 D56

Requests: 1

Charting the next pandemic : modeling infectious disease spreading in the data science age / Ana Pastore y Piontti, Nicola Perra, Luca  Cencel Request  Mark as Missing ==
Rossi, Nicole Samay, Alessandro Vespignani ; with contributions by Corrado Gioannini, Marcelo F.C. Gomes, and Bruno Gongalves.

Author: Pastore y Piontti, Ana author. Location: 4 NORTH

ISBN: 3319932896 Call Number: RAB43 P378 2019

Imprint: Chamn, Switzerland : Springer, [2019] Requests: 1

Request Notes: 775 A and \ Thielermann fve, Calexico, C4, 92231

5 The American college president : 20th anniversary. Cancel Request  Mark as Missing
Edition: 2007 ed. Location: 3 NORTH
Imprint: Washington, DC : American Council on Education, ©@2007. Call Number: LE 2341 A557 2007
Requests: 1
University presidents as moral leaders / edited by David G. Brown ; foreword by Thomas K. Hearn Jr. and John Alexander. Cancel Request  Mark as Missing =
ISBN: 9780275988142 Location: 3 NORTH
Imprint: Westport, Conn. : Praeger Publishers, 2006. Call Number: LE 2341 U539 2006
Requests: 1
American higher education : a history / Christopher J. Lucas. Cancel Request  Mark as Missing =~ =~
Author: Lucas. Christonher Location: 3 NORTH

Click on Quick Print after clicking Print Slip.

Print Slip e Successfully printed 4 slips] Quick %

[0 Coflapse by default

Review the PDF of all the Print Slips before printing. It’s helpful to reduce the scale (60 is adequate) so the print slips
are smaller and fit easily inside the books. You will need to cut the print slips to size after printing.

Requested For : _

Resource Request Slip Letter

39286

065620001671
Bequested For:

America'sforgotien pandermi - the influensa of 191§
By: Crusby., Alfred W.

ISBN: 970521541756

Eadition; Jad ed.

Imprs: Cambridge : New York : Cambeilys University
c2003.

Call Number: RAG44.16

Location: 4 NORTH C76 2003

Destination: Universiy Lisrary
Request Type: Pairon physical sem request
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Requested For : Robbins, Angela Print 14 sheets of paper

Resource Request Slip Letter MYy Destination & LIB-LIE1023P1onSA =

Please note: A sppecific itens bs specified bn this request.

Requess 1 39393 671

9565700011

‘Illlllllllllll‘" o '
00013823057
Eobbins, Asgels
e with & senem

ry of the archacology Color Color -

| Pages All -

seum of Natural Hisiory, 1935

(r;];l[ll‘ds;.:l;‘-r; More settings ~

Paper size Letter (8.5x117) -
University Library
Pages per sheet 1 -
Quality 600 dpi -
60
Two-sided O Print on both sides
Print using system dialog... (Ctrl+Shift+P) @

m Camce'

Select Print and make note of the printer and destination so you know where the Print Slips will print.

Print Slips will be used to identify materials and which patrons to check them out to after they have been pulled from
the stacks. The Print Slips should always stay with the requested items to prevent lost or misplaced items. Print slips
will also allow patrons to verify they have received the correct items when retrieving from a locker.

Resource Sharing Requests
Resource Sharing staff will receive and process ILL and CSU+ requests as usual. Once processing is complete, items
can be brought up to 1 North Service Desk for delivery to a locker following the procedures outlined below.

Adding Materials to Lockers

Access Luxer One Building Manager

Link: https://app.luxerone.com/manager/managers/login
Username:

Password:

Check for patrons with a locker already assigned

If you have requests for patrons who already have a locker assigned to them, you will add the new materials to that
locker. In this case, you do not need to ‘scan-in’ the materials first; you can skip to checking the item out to the
patron.
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Navigate to the Lockers tab in Building Manager, and download either the PDF Audit Worksheet or the CSV Audit
Worksheet. Print the worksheet for easier review and organization of materials.

Orders Recipients

Lockers

Review the list and mark each patron and locker number you will need to add materials to.

Add materials to a locker already assigned to a patron
1. Check the materials out to the patron in Alma
2. Gather the materials you need to deliver to a locker and go to the lockers. Using the touch pad, login in as
carrier using the building manager master code:
3. Select the locker you need to open to add materials, click open locker. Place materials inside and close the

locker.

4. Continue down your list until all materials have been added to the appropriate lockers.

Alternatively, if you are only working with a few new requests and need to check if a patron already has a locker
assigned to them, navigate to the Recipients tab in Building Manager and search for the patron. If they have a locker
assigned it will show under Orders History. Note the locker number and proceed with step 1 as described above.

Orders History

Delivered Locker Carrier Status
Fri Nov 6, 2020 12:10pm [mj40 | AP B In Locker
Thu Oct 29, 2020 03:47pm [s15& RD & Picked Up
Mon MNov 2 12:36pm
(Carrier pickup - RTS
Thu Oct 29,2020 11:13am [S]3 RD & Picked Up

Thu Oct 29 12:04pm

(Marked As Pickedup)

Select an action... |w

uuuuuu

= Reassign

Adding new requests to a locker

Before adding new requests to lockers, you will need to check locker capacity to ensure there are enough vacant
lockers. In Building Manager, navigate to the Lockers tab and review available lockers. From the image below, you
can see there are 15 available lockers. Depending on staff resources, materials may be added to lockers every day or

as often as needed.

Orders Recipients Carriers Reports

Lockers

779 Lockers Available Small: 5 of 49

Large: 2 of 2 Out of Service: 0

af
il

Other Available

Medium: 8 of 12
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e Check materials out to patrons in Alma. Insert instructions for returning library materials into one book for
each patron. Do not put materials in a bag before placing items in a locker. As a courtesy, you can add a bag
to a locker if the patron has requested several items. The patron can choose to use the bag or not.

e Gather all the materials you need to deliver to a locker and go to the lockers. Using the touch pad, log in as
carrier using your assigned carrier code. View carrier codes in Building Manager by selecting the Carriers tab.

Carriers are identified with First and Last initials.

e After you are logged in as carrier, search for a patron’s name. Using last name is the best way to search.
Note: searching by Sac ID is not available.

e Select the appropriate locker size or next available locker size.

e Place items in locker and close the locker.

e  Continue with the next locker delivery for the next patron you have materials for.

Adding a Patron to Luxer One System Manually
Patrons who make a book request through OneSearch/Alma will be automatically added to the Luxer One database.
It may be necessary to manually add a patron to the Luxer One system, however, this should rarely happen.

From the Recipients tab in Building Manager, enter patron information in the Add New Recipient form on the right
side of the screen.

e Name

e Sac Email (from Alma)

e Unit = Sac ID (from Alma)

e Uncheck ‘Send Welcome Email’ box. We are NOT sending welcome emails.

e Click Add Recipient

e Onthe next screen, you will see a message that says ‘recipient does not have any unit assigned yet.” Click
‘Assign Unit’ and select University Library at the bottom of the list. Click ‘Confirm’ then click the Recipients
tab to get back to the main list of recipients. The patron you just added should appear at the top of the list.

/ Herkey Hornet Assign Unit
Add New Reuptem Please select the Unit you want to assign to this Recipient:
H e rkey H O rn et 2000 State University Dr, Sacramento, CA 85819 - 101010685
First Name e
Herkey ‘ Current Recipient  [w kel
et phone:
‘ Email: t @csus.edu
Hornet . - =
Visually Impaired: No
Email

This Recipient doesn't have any Unit assigned yet

test email@csus.edu
Phone l

Orders History

2000 State University Dr, Sacramento, CA 9581 This Recipient has no associated deliveries

012345678

Password

[ send welcome Email

ADD RECIPIENT ‘h
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When to Use the Active Hold Shelf

Staff will utilize the Active Hold Shelf in Alma when new requests have been scanned-in and all lockers are occupied.
Alternatively, if you know all lockers are occupied, you can wait to scan-in items until lockers become available (doing
this leaves the requests on the pick from shelf list and patrons are not notified). Use your best judgement. Scanning
items in will remove the item from the pick from shelf list and place it on the Active Hold Shelf. Once items are
scanned in, patrons are automatically notified via Alma that their request is being processed.

Scan In Items & Prepare for Hold Shelf

After items are located and pulled from the stacks, use the Scan In function in Alma to place the items on the Active
Hold Shelf. Items will not be checked out to patrons at this step. The pop-up notice below is what you should see
after the item is scanned in.

Please note the following

n Place on hold shelf

Place each Print Slip inside its corresponding item so patron names are visible.

Place all items on the physical hold shelf using a rubber band for multiple items for the same patron so all items stay
together. Items will not expire from the hold shelf. When lockers become available, items will be checked out to
patrons and delivered to a locker.

Reassign a Locker to the Same Patron

It may be necessary to reassign a locker to a patron. For example, we’ve placed items in a locker and the patron
contacts us to extend the time to pick up because they are out of town and will return after the locker expires.
Reassigning a locker deactivates the original access code and QR code and delivers a new access code and QR code
for the same locker number.

e To reassign a locker to the same patron, follow the steps below under Locker Audits. The only difference is
you will search for the same patron instead of locating a new patron to assign the locker to. The patron is not
notified via email that the original access code has been deactivated, so make sure to state this when
communicating with the patron.

Expired Lockers

Lockers will expire after 3 days. Patrons will receive a reminder email at 48 hours, and a final removal letter after 3

days. Once items have been removed, patrons will have the option to schedule a pick up using the LibCal scheduler.
Patrons will have 7 days to schedule a pick up. After 7 days items will be returned to the library and made available
for other patrons to request.

Note: Access codes remain active until items are actually removed from lockers.

e When a locker expires, its status automatically changes to Return Requested in Building Manager.
Alternatively, you can manually expire a locker by setting the status to Return Requested in the Orders tab.
Select ‘Return to Sender’ from the drop-down menu in the Orders tab to change the status to Return
Requested.
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Orders Recipients Carriers Lockers Reports
COVID-19: Luxer One Update and Customer Support ©
Delivered Carrier
e Locker Recipient Unit Reassign Status
B In Locker
)
Thu Nov 5, 2020 [s137 . Justin I _ = a, 545723
04:32pm & )
Select an action... |~
Thu Nov 5, 2020 34
LT [=] 2 Shelby =
04:32pm & Mark as Picked Up
B In Locker
Thu Nov 5, 2020 [s]20 : e
& ) [ 97004
04:320m T JJ Mikenna — a : 5 _
Select an action... |~

When a locker’s status is Return Requested, items should be removed from the locker and staged for 7 days
on the Not Picked Up staging shelf. Patrons will receive an email from support@|uxerone.com with the
option to return the materials or schedule a pick up using the LibCal scheduler. Patrons will have 7 days to
schedule a pick up. It may be possible to re-deliver items to a locker after they have been removed if space is

available and there are no new requests waiting for a locker. After 7 days items will be returned to the library
and made available for other patrons to request.

To remove items from expired lockers, use the touch pad and enter the carrier code of the person who
delivered the items to the locker. From the image below, you can see the initials of the original carrier (DA).

| B Retum Requested |
DA Karenna I I &, 308128
@ Select an action... | w

Mon Nov 2, 2020 05:20pm [s |42

Locate the carrier code form the Carriers tab in Building Manager.

Select from the list of expired lockers you need to empty. Only 4 lockers at a time will display on the touch
screen, and you cannot scroll to select a specific locker. Collect the packages one at a time and they will be
cleared from the screen.

Collect Packages
Please collect the !olla'.-.'i

7 21

33 35
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Return to Sender notice pops up, click OK.

Collect Packages

Return to Sender!

*

Return this package
to the sender

Locker will automatically open, remove the items from the locker and close the door.
Select ‘Collect Another Package’ to continue, and repeat until all the expired lockers have been cleared.

Collect Package

Please remember to
close the locker door.

£

No Package Leave for Later

Not for me Re-Open Locker

When expired lockers are cleared out using the original carrier code, they are automatically marked ‘Picked Up’ in
Building Manager and set to Empty status. Alternatively, if you clear a locker manually using the master carrier code
to open the locker, you must mark the locker ‘Picked Up’ in Building Manager to change its status to Empty.

Locker Audits

A full locker audit should be done at least twice a week to ensure items are being picked up, to clear out expired
lockers, and to check for locker malfunctions.

Note: before performing a locker audit, it is best to first process any expired (Return Requested) lockers so they are
removed from the audit worksheet.

From the Lockers tab in building manager, download and print the PDF Audit Worksheet.

Take the audit worksheet with you to the lockers to perform the audit.

Using the touch pad, login using the building manager master code:

Open all lockers, then close each locker with no materials inside.

Starting with the first locker on the audit worksheet, look inside the locker to verify materials inside belong to
the patron on the audit worksheet. If this is true, close the locker and continue checking all the lockers on the
worksheet.

If the items in a locker do not belong to the patron listed on the audit worksheet, make a note on the
worksheet and reassign the locker to the patron whose items are in the locker.
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o To reassign a locker to another patron, navigate to Orders tab in Building Manager, locate the patron
who currently has the locker assigned to them, click on the reassign arrows.

Packages
Delivered Carrier
& Locker

Thu Nov 5,2020 =]
6 JJ

04:32pm

Thu Nov 5, 2020 [s]34

0432pm &
5120
&

Thu Nov 5, 2020
04:32pm

Orders Recipients  Carriers Lockers

Reports
COVID-19: Luxer One Update and Customer Support ©
—
Recipient Unit Search
B in Locker
Justin Nguyen | = &, 545723
Select an action... |v
TReassign delivery to new recipient
Shelby Ann Stepper I - 25
B In Locker
Mikenna Leigh Sims _ = Q, 570045

select an action.

o Onthe next screen, search for the recipient you want to reassign the locker to. Select the patron and
confirm details. Click ‘Reassign Delivery’ to complete the task.

Orders

Reassign Delivery

Justin Nguyen

First Name: Last Name
Rachael Davis (Sac)
2. Review

Original

, Sacramento, CA

Access Code Carrier Unit
5457: 3 ]
Address
2000 State University Dr, Sacramento, CA 95819
3. Approve

New Mote:
Rachael Davis (Sac)
000 State University Dr, Sacramento, CA

o When a locker is reassigned, both patrons receive an email. The patron no longer assigned will
receive an email stating that their access code has been deactivated. The patron newly assigned will
receive an email with a new access code and instructions for picking up.

If a locker on your audit worksheet is actually empty, make a note on the worksheet and mark that locker as

‘picked up’ to make it available.

o To mark a locker ‘picked up’ navigate to Lockers tab in Building Manager select the check box for
each locker you want to mark as picked up, then click Mark As Picked Up

Lockers available
81% Lockers Available [ m: 2 Other Available
Occupied Large 20f2
Locker Type  Recipient Address Unit Status Last Use
Inuse
#2000 Stat #University
Medium  Soria Chan 11/05/2020 i g
Sacramento Library
Serice
" Inuse
) gl Monique Celine Meril #2000 State University D, — —
s 11/05/2020 Sacramento, CA 95819 S

Y

O (select Al
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Luxer One Patron Account Management

Assigning wheelchair accessible access

Patrons may submit a request for access to a wheelchair accessible locker by emailing lib-circ@csus.edu.

Patrons can also create an account with Luxer One and apply this account setting themselves.

(https://www.luxerone.com/support/) for online chat support and FAQs.

To add wheelchair accessible access for a patron:
o Navigate to Recipients tab in building manager and select the recipient you want to edit.

e C(Click on ‘Login as’ to access the patron’s account.

For Luxer One account password assistance, direct patrons to support@I|uxerone.com or the Luxer One website

Orders Recipients Carriers Lockers Reports

/ Herkey Hornet

Herkey Hornet e
e

Access this resident's portal to set vacation holds, set need for lower locker, update
locker billing.

Mo Longer Recipient |»

Phone: Empty
estemail@

Visually Impaired: No

csus.edu

e C(lick ‘Settings’ tab.

e Scroll to the bottom of the page to ‘My Preferences’ and select the radio button Yes to deliver packages

below 4 feet.
e C(lick ‘Update’

(_%\_ Flease deliver my package below 4 feet C‘ Mo @ Yes
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Appendix

Alma Notification Sent When Items are Scanned In

Notification of Availability 11/02/2020

University Library
California State University, Sacramento
University Library
L Sacramento
95819-6039
USA

The items you requested are being processed and will be available for locker pick up soon. Once your items have been assigned to a locker, you
will receive an email from support@luxerone.com with instructions for picking up your materials. If you no longer need these materials, please

cancel your request by visiting My Library Account..

Wheelchair accessible lockers are available; please email lib-circ@csus.edu to make a request.

Visit the FAQ for more information on the Library’s Pickup Lockers.

Item(s) requested on 11/02/2020:

Harry Potter and the cursed child.
By: Thorne, Jack,

For guestions about your library materials, please call library staff at (916) 278-6708 or email us at lib-circ@csus.edu. To get assistance in real-
time, you can also connect with us using the Virtual Service Desk.

Thank you.

University Library

This email is an automated notification, which is unable to receive replies. We're happy to assist you with any gquesfions or concerns you may have. For general
library inquiries, questions regarding your library account, or lost items, please contact us directly via email at lib-circ@csus.edu For questions regarding Interlibrary
Loan requests (CSU+ or ILLiad) please contact us directly via email at lib-ili@csus.edu We can also be reached by phone at 916-278-6708 regarding any questions

you may have.
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Notification to Patrons from Luxer One When Locker is Assigned

752634
OR

pe=r [N

Great news! Your licrary materials are ready for pickup. Please adhere to all mandatory safety protocols while on campus:

Take the Daily Health Self-Screening before visiting campus

Face coverings are reguired
Physical distancing — stay 8 feet apart both outdoors and indoors
Wash hands often with soap and water ar sanitize hands

LI I

Eetrieving Your Item

To retrieve your library materials, go to the Pickup Lockers lecated at the front entrance of the Library. Enter your access code or scan the QR code on the
touchpad to retrisve your materials from the bocker. The locker will automatically open. Please closs the locker when you are done.

Lockers are availsble 24/7 for material pickup; no appointment required. tems not refrieved within 3 days of this notice will be returned to the library. If the materials
are still needad, you will be required to submit your book request again.

Locker Location: Qutside the University Library main entrance

Hawe questions about orary materials or the pickup process? Contact library staff st Lib-circi@csus.edu or (816) 278-3703.

Thank you for using library pickup.
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Reminder Notification to Patrons from Luxer One at 48 Hours

503875
OR

Hello Rachael,

Your Sac State Library Matenials are waiting for you, and will be removed from the locker on 11/9 at 8pm

To retnieve your matenals, enter your access code or scan the QR code at the locker touch screen.

Locker Location: Outside the University Library main entrance.

Have guestions about library materials or the pickup process? Contact library staff at Lib-circ@csus.edu or (916) 278-6708.

Thank you for using library pickup.

Final Notification to Patrons from Luxer One — Items Removed from Locker

Your Sac State Library materials have been removed from the locker.
If materials are still needed, please schedule a pick up using the Schedule Your Library Pickup link below. Your items will be bagged and
placed on a pick up table on your scheduled pick up day.

SCHEDULE YOUR LIBERARY PICKUP

Appointments available:
+ Monday, Tuesday, Thursday: 11 am -3 pm
« Saturday: 11 am—-1 pm
Please contact the library at lib-circ@csus.edu or (916) 278-6708 if you are unable to pick up your materials, need to cancel your request, or if|

you need assistance with the pickup process.

ltems removed from a locker will be held for 7 days. If a pick up is not scheduled within 7 days, your items will be returned to the library and
made available for other patrons to request.

Thank you for using library pickup.
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Locker Reassigned Email from Luxer One

Dear I

The Sac State University Library delivered materials to your Luxer One account

in error. We have reassigned the locker to the correct recipient. The access
code 380103 that you received is no longer valid. We apologize for the

inconvenience.

Please email if you have any questions.

Thank you,
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