
ALE BASICS FOR OFFICE STAFF

ALEApplication: Setting Up andUsing the Library

The ALE Library is accessed via a separate Librarian Role that must be added to users who need to access the

system.

Quick Links

Library Setup Setting the Default Check
In Date

CheckingOut Items Viewing and Renewing
CheckOut Copies

Adding Titles and Copies Setting theMaxNumber
of Items Per Person

Checking In Items Printing the CheckedOut
Items Report

Library Setup (Back toQuick Links)

The first step in adding library items is to createMedia Types, Subjects, and Locations. SelectManage from the

left-hand navigationmenu, then chooseMedia Types. Next, click onAdd Record.

Enter the name of theMedia Type and clickAdd.

The same steps can be taken to create Subjects and Locations from the left navigationmenu.

Once these records are created, they can bemanaged by clicking theRowAction &Options gear and selecting

Edit orDelete.
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Adding Titles and Copies (Back toQuick Links)

OnceMedia Types, Subjects, and Locations records have been created, then Titles can be added similarly. First,

try a Simple Search for the Titles, Keywords, orDescriptions by entering it in the Search field, then click Set.

Advanced Searcheswith other information such as Title, Location, Identifier, Barcode, Author, Keywords,

Subject, andMedia Typemay also be done.
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A list of titles will be displayed. To return to the search, clickData Settings Form. To add a title, clickAdd Record.

● Title (Required)

● Author (Optional)
● Publisher (Optional)
● Identifier (Required), e.g. ISBN
● Keywords (Optional)
● Description (Optional)
● Components (Optional)
● Date Published (Optional) - Select from the calendar
● Media Type (Required) - Select the checkmark from the drop-downmenu
● Subject (Required) - Select the checkmark from the drop-downmenu

Adding any of the optional fields can be helpful for searches. ClickValidatewhen finished.

Titles can bemanaged via the associatedRowAction &Options gear to Edit, ViewHistory, Delete, orClone.

In the Edit Recordmodal, individual copies of this title can be added using theAdd Record button at the bottom.
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This is where separate copies of the same title would be recorded and distinguished. Note: TheBarcodewill be

entered/scannedwhen checking out. ClickValidatewhen finished.

● Title (Required)

● Barcode (Optional)
● Cost (Optional)
● Condition (Optional)
● Status (Optional)
● Notes (Optional)
● Date Lost or Depleted (Optional)
● Source (Optional)
● Order Number (Optional)
● Location (Required)

These individual copies of the same title can bemanaged via the associatedRowAction &Options gear to Edit,

Delete, orClone.
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Once titles have been added, you can search the library collection using the Search in the left-hand navigation

menu. This will display a table with all library titles that can be filtered for easy searching or theData Settings
Form (Simple/Advanced Search).

Setting the Default Check In Date (Back toQuick Links)

TheDefault Check In Date will automatically populate in theDueDate boxwhen checking out or renewing an

item in the library. You can change the date from the default when checking out or renewing an item from the
pages for those actions if necessary.

You can set this default by selectingManage from the left navigationmenu, then choose Set Default Check In

Date. Select a date, then click Set Default Check In Dateto save your changes.

SchoolData.net 6



ALE BASICS FOR OFFICE STAFF

Setting theMaxNumber of Items Per Person (Back toQuick Links)

The setting forMaxNumber of Items Per Person lets you set a number for the amount of items that individuals

can have checked out from the library at one time. This can be set by selectingManage under the left navigation
menu, then choosingMaxNumber of Items Per Person. Fill in the number, then click Save.

CheckingOut Items (Back toQuick Links)

ChooseCheckOut from the left-hand navigationmenu to check out books for individual students.

● Person Type (Optional) - Select Student, Parent, or Teacher from the drop-downmenu.

● Name (Required) - Select the checkmark next to the name.
● DueDate (Optional) This will autofill with the default date when setting up the Library. You have the

option to select a different date.
● Barcodes (Required)

Once finished, click

● CheckOut/Renew - This will tell the system to check out the items to the selected individual. NOTE: This

will not give an error message if one ormore entered barcodes are unavailable.

● Verify Availability - This will open amodal showing a list of the entered barcodes and their current status
in the system. It will also state if a barcode does not currently exist in the system. ChooseYes, CheckOut,
or click the “x” to close themodal andmake any needed changes.
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Checking In Items (Back toQuick Links)

Use theCheck In option from the left-hand navigationmenu to checkmultiple items simultaneously. This is where

youwould input or scanBarcodes (Required).

Once finished click

● Check In - This will check in any entered barcodes that currently have a checked out status.

● Verify Barcodes - This will open amodal showing the entered barcodes' status. SelectYes, Check In to
check in any of the entered barcodes that have been checked out, or click “X” to close themodal andmake
any needed changes.
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Viewing and Renewing CheckOut Copies (Back toQuick Links)

SelectManage from the left-hand navigationmenu and chooseCheckedOut Copies. Basic information for each

itemwill be listed here, such as the name, barcode, check out date, due date, and the name of the person it was
checked out to. These titles can be individuallyChecked in orRenewed via the associatedRowAction &Options
gear.

ClickingRenewedwill open a newwindow that prompts you to select a newDueDate for the item.

Click Save. NOTE: If you select Save without selecting a date, the systemwill use the Default Check In Date
chosen for your library system.

School staff can also view items checked out to a student on theManage Student interface. Select All ALE

Students in the left navigationmenu, then view the Library Items Tab located at the far right or nested under the
Details Tab, depending on your role.
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Printing the CheckedOut Items Report (Back toQuick Links)

Printing the Checked Out Items report
TheCheckedOut Items Reportwill generate a list of all the items currently checked out to a single person. This
report is under the Page Action Gear on theCheckedOut Copies page.

When selecting the report, youwill be asked to choose either a student or guardian to generate the report. The
report can only be generated for a single selected name at a time. Once a person has been selected, click the Set
button to generate the report.
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