Testing your data in Sitka test server “coconut”

Connecting to test server for first time.
1. Data technician will provide you with a login to the test server, as you will need to know your user name and password. 

2. Open Evergreen staff client on your desktop.

3. In Hostname field enter coconut.pines.bclibrary.ca 
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4. Click Add SSL Exception.  In the popup window click Confirm Security Exception.
5. Enter username and password in respective fields.

6. You will get a “workstation not registered message”.

7. In Workstation name field, enter any name of your choosing. Select your library code from the drop down menu. 

8. Click OK at “Registration successful” message.

9. Re-enter password in Password field and click Login to complete registration and login process. Now you are ready to start testing.

TIP

Next time you want to login to “coconut” for testing purposes, you just have to enter user name and password. You can repeat this registration and login procedure on as many computers as necessary.

Testing your data


You know your data best, and the Sitka team relies on you to test your data in Evergreen format before you “go live” on your launch date. Once you have completed testing, and communicated results to the Sitka team, the Sitka team will correct data errors and load your data to what is known as the “production” server, i.e. the live Evergreen server in BC. Thorough testing on a test server helps ensure a smoother transition to the production server and helps ensure a positive go live experience for your staff and patrons.


The objective of the testing is to make sure the data from your legacy system is correctly presented in Evergreen. This includes format and display of patron and bibliographic data in records, correct barcode formats, circulation periods, fines, items out, items on your holds shelf, shelving locations, patron “types”, item “types”, and so on. 


It is important to understand that there will always be one or two problem records, and that what you are looking for is a pattern of systematic problems. It is good to find the isolated problems, and have them fixed, but what is important at this point is to determine the system wide validity of the conversion.


If you do discover serious problems you need to advise the Sitka team immediately, and be available to communicate with the data technicians about the problem.


We recommend you perform the following tests at minimum, and encourage you to use your knowledge of your collection and patrons to test validity of data conversion.


Take note of problems and communicate them to the Sitka team at support@Sitka.bclibraries.ca or directly to data technician if directed to do so.

Testing your network and hardware


We strongly recommend installing the Evergreen staff client on each of the computers you will use in day-to-day library operations.  Conduct at least some of your data tests on each terminal and make note of any inconsistencies in performance.  If Evergreen takes a long time to connect or responds slowly on a particular workstation please contact the Sitka team.  Local network configuration or hardware upgrades may be required to ensure a smoother transition to the new system.

Patron Records

1. To retrieve patron record with a scanner and card, select Circulation>Check Out Items, or F1 on your keyboard. Alternatively, you can search for patron records by choosing Search>Search for Patrons and entering search terms.
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2. Scan yours or any staff library card.
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3. Does the right record load? Scroll up and down left pane informational data display for that record. Do phone numbers look right? Do bills look right? Does number of items out look correct? Is name formatted correctly? The point of this is to look for errors and omissions in the data at a glance.

4. Click Edit to retrieve patron record.
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5. Now the patron record is fully loaded on screen and you can move through the pages, looking for mistakes. Check that names, addresses, and phone numbers are formatted correctly and in the correct fields. Ensure that Profile Group field is correct for the record you are viewing. For example if you have told the Sitka team that you are a Local System Administrator, your Profile Group field should say Local System Administrator.

6. Now click on Items Out in the patron record. Are the correct items listed? Are the due dates correct? Are there any items missing?

7. Now click on Holds. Are the correct items listed? Are there any items missing?

8. Now click on Bills. Do the daily and total amounts and corresponding items look correct? You can click on Full Details on the line items to view history of bill. To determine if daily fine amount is correct, click Full Details, maximize the screen, and view Amount under Bills. In this example, daily fines are .10 cents.
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9.  View as many patron records as reasonable, until you detect a pattern of problems, or are confident that your patron records seem fine. At minimum, ensure all staff and volunteer records are set correctly. For patrons, use your well-known, regular patrons. Regular library users’ records will give you lots of opportunity to ensure your active circulations, bills, and holds converted correctly.

Circulation Rules


You need to test that your items circulate correctly in Evergreen. It is best practice to test a few items of each different item “type” that exist in your library, and to circulate to different types of patrons if you have circulation rules configured by patron “type” as well.


To do this, gather up sample items such as books, DVD or videos, CDs, kits, cassettes etc. The possible item types are dependent on what you have in your collection and how you told us to convert them.

1. Select Circulation >Check out Items or press F1 on your keyboard.

2. Scan a patron’s barcode.

3. Scan item barcode into Barcode field.
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4. Check due date. Did item circulate for correct amount of time? 
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5. Check title of book in checkout display as well.  Does the title match the item you have in hand?

6. Repeat this with samples of all your library resources, and make sure you test   circulate different items to different patrons if patron types have different circulation privileges.

TIP

You can circulate to a patron without a patron card by searching for the patron in Search>Search for Patrons, or pressing F4 on your keyboard, entering search terms, and then clicking Retrieve Patron to load the patron record into the checkout screen.

Holds

You should test how active holds in your legacy system were converted.

1. Select Circulation > Browse Holds Shelf. This should match your physical holds shelf, and you should test that these holds are on patron’s records, as described above.
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2.  If your legacy system allowed patron to place holds on items that were checked in and available, you should run Evergreen’s holds list to test that conversion. Select Circulation > Pull List for Hold Requests. Retrieve applicable patron records and ensure these holds were converted. 
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Bibliographic Data

By this point in your testing you will have a sense of the quality of your bibliographic data, but it is important that you look at it further. Now you want to ensure that your call numbers are displaying correctly, that items are in correct “shelving locations”, and that your legacy “item types” have been mapped to the correct Evergreen “Circ Modifier”. The simplest way to do this is to scan item barcodes into the Item Status screen in Evergreen.  Ensure you have a good sampling of diverse item types for this test. At minimum, you need a few items of every converted legacy item type.

1. Select Circulation > Show Item Status by Barcode or press F5 on your keyboard.
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2. Now configure data display as follows.

3. Click on the column picker icon at right of Item Status screen.
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4. From the column picker drop down menu click on the following selections. You have to make one selection at a time, so repeat until all selections are made. Once you have selected each, a check mark will appear next to the heading as in example below.

Choose: Barcode, Call Number, Circ Modifier, Circulate?, Holdable?, Location, Reference?, Status and Title. Importance of each will be explained in next section.
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5. Scan item barcodes into barcode field.
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6. Now your screen will display the data fields you selected from the column picker.
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7. Now you can view important data for each item, and take note of any errors or omissions. 

TIPS

Scan a few items of each type together and compare the data. To clear the screen for easy viewing of next test set, simply press F5 on keyboard to reload the Item Status screen.

The following definitions and explanations of the selected fields will guide you in your testing.

· Barcode – does the barcode you scanned retrieve the item in hand and does barcode display correctly on screen? If your library has more than one barcode format, test scan samples of each format.

· Call number – does call number data display correctly on screen and does it match item in hand?

· Circ Modifier – does the displayed data match your mapping instructions? E.g., DVD, Video, Book, and so on. Circ Modifiers are important because they help determine your circulation rules. You will need your mapping instructions on hand to help you remember how you instructed us to map your legacy data.

· Circulate? – this is a “flag” in the database that allows an item to circulate or not. e.g., if you are holding a Reference item that does not circulate, this flag should be set to No.

· Holdable? – this is a “flag” in the database that indicates whether or not an item is “holdable”. e.g. if you do not allow patrons to place holds on a certain type of resource, this flag should be set to No for those items.

· Reference? – if item in hand is a Reference item, this “flag” should be set to Yes.

· Status – for items in hand this field should display a logical status such as Available or On Holds Shelf. 

· Title – does title display match item in hand?

Searching the catalogue

You should also ensure that your bibliographic data is retrievable by standard library searches.

1. Select Search > Search the Catalog, or press F3 on your keyboard.
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2. Conduct as many different searches as is reasonable to help you determine that your data is retrieved and displayed correctly. You want to look for correct format and placement of data.
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Conclusion

Once you believe you have tested your data as thoroughly as you can, and you and the Sitka data technician have agreed on any required fixes, let the Sitka team know you are finished testing.

Once we know that testing is complete, the fixes will be applied. The next step will be the final extract of your legacy data. Refer to your project checklist, or contact the Sitka team for clarification of dates and procedures.

Good luck and welcome to BC’s Evergreen Sitka consortium!
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