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Logging-In

1. Cybera will automatically start with Windows:

Username: wbr
Password: [Removed for External Use]

File: Mode ‘Workstations Tools Help

I B workstations 2y Services [} Sessionjournal L] Income journal
@_EJ Cybera Console Cyhera Console

<, _g] Controlz all vworkstations

State: On: 00:02:31 - Workstations: 0 used /1 present

1 Fable (Terminal 5} = Internet connection: Connected
| Lilahle :
- Mext session end:

i Fig (Terminal 2)

@ Mot presert

,@| Mot presert Cybera Server - Logon

" Welcome to Cyber Server .;éj.g]
@| g Please logon to cortinue. =

i i

i User narme: iWhr | j;
@ Met present Passuvord: ifl || Logon
@ Mot present

I Cortral all workstations Cortrol certain workstations | 0 |
; -
L] = o
Activate Uniblock Resume
= ] =
& 3 G s
_'1 Deactivate Close Pause Lock Followy

@ At least one workstation is not present.

2. If for some reason Cybera exits you may start the program with the following
icon on the Windows Desktop:

Cvbera Server
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Activating Existing Internet Users:

1. Go to the clients tab.

L= Cybera Server, - phenoix

File Mode Clients Tog

-
r'r

B workstations 2 Services ) Sessionjowrnal [ ] Income journal

Client login: roltyl

Login Cret ~ Time credit; Oh
atarlar 00:00: 00 . )
abrron 00:00:00 Creation date: Yednesday, August 30, 2006

2. Type in name for search (format: LAST NAME, FIRST NAME).
You may, also, search by the last name or first name.

= Cybera Server - phenoix

File Mode Clients Tools Help

2 Services |

Search; Clignt login:

Lodin

sloday 00:00:00

slajo 00:00:00 Cre
zlozha 00:00:00 E
=ln=te A nrenn

3. Once you type in the name of the person you want, hit enter. The search will
return the first person it finds meeting your criteria. Continue pressing enter until
you find the patron you are looking for.

4. Once the person is pulled up, click “Recharge” to activate their account.

-

Recharge...
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5. Choose “Recharge” based on type of Patron:

e Patron: Account last for 1 year before needing to be recharged.
e Visitor: Account lasts for 3 months before needing to be recharged.

[=]

Cybera S=r:l, - cyvera viient Bacharge

“Available recharges: | |Client login: smijoh
| Time: Price | Walidty Label |1 ) .
| Uniimitedt 0001 year(s) | Patron Time credit: Oh
| Uniimitect 0003 morth(s) | Vistor Creation date: Wednesday, August 30, 2006
S e LETop Expiry date: Wednesday, August 30, 2006
E
g After you have selected
|sma the patron type just choose
S .
— “recharge” to activate
|smi their account.
S
=mi
S
| smi 1
-Smf :'Post-recharge sim
& &
Recharge Cancel
000000 | [ [ L] G &5 = =
| Total remainingtimé: o0 oneon = | Recharge. .. Maddify. . Deactivate History .. Start
(D) 2t lsast one workstation is not presert. A b

6. Click on the button, “Recharge”.

7. Let the patron know there password is the number zero (0).
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Adding a New Internet User:

1. Go to the clients tab.

| Cybera Server, - phenpix

File Mode Clienks

B wiorkstations 2 Services O Sessionjournal 7] Income journal

Search: | Client login: roltyl
Login Credit ~ Tirne credit: Ok
abrlor ao:0don - = . )
“brron 00000 Creation date: Wednesday, August 30, 2006
2. Click “New”.

&

Mewy .

3. Enter in user information and click “Add”

e T R R I R T

Cybera Server - Add Cybera client

(3) Letters from first name +

Client login: smijoh (3) Letters from last name

Full N ALL CAP
u ame ( CAPS) Full name: | ShITH, JOHM DOEl

Comment: |Under 15 1111115933
Under 13 1141172003 User Birthday or other comment

™

Insert the password: 0
Mewy passward:. | *

I/ Confitm newy password: | *

& &

Add Cancel

If you get this message there is someone with
the same username. Clear the username and
3 The login "hungar” conFIict_s with an existing Cybera client or Cyber card, hit cancel. Then search the user name to make
=)  Please choose anather login. sure the patron doesn’t already have an
account. If they don’t add a number after their
name (starting at 1) until the error goes away.

Cybera Server
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4. Choose “Recharge” based on type of Patron:

e Patron: Account last for 1 year before needing to be recharged.
e Visitor: Account lasts for 3 months before needing to be recharged.

A

Cybera S=r:l, - cyvera viient Bacharge

Rvailable recharges: 'Client.login: shiijoh
| Time: Price | Walidty Label ) .
Unlimited 0001 year(s) | Patron | Time credit: Oh
Unilimitec 0003 morth(s) | Vistor | Creation date: Wednesday, August 30, 2006
S e LETop Expiry date: Wednesday, August 30, 2006
|S
After you have selected
|sma the patron type just choose
S .
— “recharge” to activate
[2m) their account.
S
=mi
S
S

| Postrecharge sim

Recharge Cancel ‘
smikt [ono0o0 v 0 [ o ] Ead] (=3 -
Total remaining time: 00:00:00 e Recharge. .. Modify... Deactivate Histary... Start

@ At lesst one workstation is not present.

6. Click on the button, “Recharge”.

A b

25 Services [ Sessionjournal 7] Income journal
| Client login: smijoh
Time credit: Unlimited
Creation date: Wednesday, August 30, 2006
Expiry date: Thursday, August 30, 2007
State: & Activated - Session running on Fable (Terminal 5)
Full name: SMITH, JOHK DOE

Comment: Under 18:11/11/1939
Under 13 11411/2005

John Smith is now
ready to use our
computers, and has
already started a
session on Fable.

If you need to modify
the name, comment or
password you can
always hit:

|
Madify. .. I

6 of 14




WBPL: Internet Management System Updated: 12/15/2006

User Sessions:

1. Go to workstations tab.

=] Cybera Server - phenoix

& Workstations |

g& Clignts 2 Services [ Sessionjowrnal 7] Income journal
Fable (Terminal 5)

State: Used - Connected

:#.ﬁ Fable {Terminal 5) J

Session type: Cybera client

Moo dle o AL AF.O7

2. From here you can navigate through the different terminals.

= Cybera Server - phenoix

File Mode ‘Workstations Tools Help

B wiorkstations | A Clerts 2 Services (L) Sessionjournal 7] Income journal

= Cybera Console Fable {Terminal 5}
ol

_J;Ffﬁ Fable {Terminal 5)

Fig (Terminal 2}

State: Used - Connected
Session type: Cybera client
Elapsed time: 00:19:04

Last visited page: On Line Servicing

3. Clicking on Fable, | am given the following information:

HEp
25 Services ) Sessionjournal ] Income journal
Fable (Terminal 5)
state: Used - Connected

Session type: Cybera client
Elapsed tirme: 00:28:10

Last visited page: MSM.com

Has had 28+ minutes, can boot off.
Client login: smijoh

[Eh]

Remaining time: Unlimited
Full narme: SMITH, JOHM DOE
Comment: Under 18:11/11/1989 ..
Chat:

Hitting pause will give
patron a two minute
warning to exit tasks.

&
=

I Deactivate

5.‘.5‘.;;

Recharge. .. Deactivate Force cnx.
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4. When a patron has used their time you are able to give a two minute warning
that will appear on the patrons screen. It looks like this:

This is a:

2 minute warning

Please End Your Session:

You have used up your 30 minutes and
another person is waiting for a turn.

Click “activate” to finish your current task.

5. You know the patron has logged off when the computer status says,
“‘Available”.

] Cybera Server - phenoix

File Mode ‘Workstations Tools Help

S Wiorkstations| g Clients 2y Services [ Sessionjowrnal 7] Income journal
) i
,E‘Jéj Cybera Console Fable {TEI’I’I‘III‘I&' 5} .
State: Available
i Fable {Terminal 5) J
=

:: | Fig {Terminal 2}
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Shutting Down

All Computers Off

1.
2.

Click “File”
Click “Quit Cybera Server”

L =] Cybera Server - phenoix
GIEN Mode  orkstabions  Tools  Help
Log OFf whr. . Shift+F4

2 Services [ Sessionjournal [T Income journal

Cybera Console

State: On: 06:36:20 - Waorkstations: 3 used »
-%';'%l Terminal 1 {leos) J Internet connection: Connected

Mext session end:

Quik

i: Terminal 2 {Fig)

(1 Terminal 3 (Vero)
%8

Some Computers Still On

1.
2.
3

| Shutdowen the computer | Cancel |

File Mode ‘Workstations Tools Help

Right click on, “Cybera Console” :> ) wiorkstations| Y Cllents 2
Click on “Shutdown...” (@) Cybera console Cyl

. . . =5 )
The following will be displayed: ctivate
(2 Terminal | Deactivate
|
C %F - Unblock
Workstation shutdown S Terminal| Close
e i é ]
Shutdown: %F :| Pause
r Lock.
(71 Terminal | Fall
v Al workstations %Fél R':' ot SErVEr
= esume
" Unuzed workstations
H Terminal | om0
What do you want to do? #-J w

(" Cloze the session A

Ltz Terminal 5 (Fable

(* Shutdown the computer o { !
" Restart the computer

Plesse erter your passward in order to

shutdown the computer

Pagssword:

Choose “All Workstations” and “Shutdown the Computer”
Enter password (if needed)
Click on, “Shutdown the Computer”
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Errors

Connection Failure

At some point you may see an error that looks like this:

Cybera Server, [z|

i There has been 3 connexion Failures on workstation Fable (Terminal 5)
Warkstation deactivated.,

This error could have happened for any of the following reasons:
e Parton put in username wrong
e Patron put in password wrong
e Patron account is expired and must be “recharged”
¢ Non-registered user tried to access machine

Once you click “OK” you will notice that the status of the computer which the
incident occurred will be set as “Deactivated”:

= Cybera Server - phenoix

File Mode Workstations Tools Hel)

Bl workstations g Clients

‘E? Bl Cybera Console F

~m

Fable (Terminal 5)

i

L= Fig {Terminal 2)
7é
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The user will get a warning on the screen that looks like this:

West Branch Public Library

You've entered in the wrong password over three
times and the computer has locked itself.

Contact the front desk with any guestions.

The computer will automatically switch back to “Available” if left alone for a few
minutes or do the following:

1. Right click on the deactivated terminal.
2. Click on Activate to allow the patron access to the computer.

=) Cybera Server - phenoix

File Mode ‘Workstations Tools Help

B workstations! bt Clisrts % Services L)

o) in;
‘" El Cybera Console Fable (Termin

Ll

Falxle {Terminal 5} J

.
%@l Fig {TE ‘

Shutdawn, .,

S0 M Mane iTarmainal 41
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Reports
Generating a Report

Generating a report takes a few steps.

1. Click on the “Session Journal” Tab

=) Cybena Server - phenoix

File Mode Sessions Tools Help

A
Bl wiorkststions g% Clierts 2y Services (_E L) Session journal: ) L] Income journal
Filters | 8 session stats. g Aftend. stats. [ Sess.list [

[;;lhsp;':.;j;:smns: Date Open Mum. sess. Sess total | Connected | <

Y 91720086 05:03:52 37 135718 0503351
(" Of yesterday — — p—
¢ Since 7 days Total 01 davs) 05:03:52 37 135718 050335 1
= Of last week Average 05:03:52 37 135718 050335

(™ Since 30 days

2. Specify what restrictions you want on the statistics (days to display):

= Cybera Server - phenoix

File Mode Sessions Tools Help
B workstations g Clients

Filters
Display sessions:
(o Of today
(" Of yesterday
(" Since 7 days
(" Of last week
(" Since 30 days
(" Of last month
(" Since one year
(" Between:

Start date:
End date:
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3. Choose the report you would like:

Reguired results:
[v Session stats.
[w Attend. stats.

v Sezs. list
v URL list
[v Graph
4. Hit “Apply”
=
Apply

5. Your reports will be generated:

Updated: 12/15/2006

%y Services [ ) Sessionjournali [ ] Income journal

| |H| Session stats. |zl Attend. stats. = Sess. list

Drate Open Mum. zesz. Sess total | Connected | %
9142006 05:03:52 a7 135718 05:03:35 100
Tatal (1 days) 030352 37 135718 050335 100
Average 050352 v 135718 050335

6. Note that there are a few different statistics:

o URLlist o= Graph

Crx. uzerate | Owhkzns.

276 00535534
00:35:34
276 00:33:34

a. Session Stats: Shows Workstation Usage

b. Attend. Stats: Shows Usage with Time Breakdown
c. Sess. List: Shows Usage with User Breakdown

d.

e. Graph: Shows Graph of Internet Usage

URL List: DISABLED
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Exporting Internet Stats

Each month stats can be exported to the Excel Database. This is done by
Generating a Report (pg. 12). Then follow the following steps:

Note: When Generating a Report it is best to choose “between” the first of
the month until the end of the month (or current date).

1.

2.

Make sure you are under “Session Journal” -> “Session Stats” and that
you have already generated your report.
Hit “Export”

e |
Export...

Save the file to the desktop, and then minimize all applications to view
desktop.
You should see the generated file and “Internet Stats” Folder:

Internet Stats Folder

i _“<Generated File
) Ty

Open the Generated file and the “Internet Usage Statistics” file- located in
the Internet Stats Folder.

Copy the information from the “Num. Sess.” column (Note: be sure you
are not copying over the ‘total’ or ‘average’ fields) to the corresponding
field in the “Internet Usage Statistics” file.

Close the files and delete the generate report.
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