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Empowering libraries. Empowering communities.

HELP! SolarWinds and WLS Support
For Libraries

WLS HELP DESK HOW-TO




SolarWinds Service Portal

SolarWinds Sign-on

1.Go to https://westls.samanage.com

2.Scroll down and click Single Sign-on

3.Enter your AD/VDI/Evergreen username in the

Email

ulong formatn Password
firstname.lastname@westchesterlibraries.org o
4.Enter your AD/VDI/Evergreen password. [ sem |

In a VDI session, use the Help Desktop Portal shortcut
on the desktop. The portal will load with your login. “. -westchester
*LIBRARY SYSTEM

5.Click Sign in. The SolarWinds Service Portal displays. < | >


https://westls.samanage.com/

Navigation
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= Welcome to the WLS Service Portal e

Welcome Screen

e Search the Knowledge Base
* Report a problem

* New Account Request

* Recommended Reads S e—— T B Papter services
* My Tickets I ] e

* Popular Services

Left Navigation

Report a problem New Account Hardware Request
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Search the Knowledge Base

Recognizing a Pre-cat Record

e e —— '
Welcome to the WLS Service Portal

‘ Allison H Midgley

A pre-cat record is usually created when an item is mis-scanned at checkout.

1 S h " n
e a rc Pre-cat QJ In Item Status, two records may display for the same item. The Call | Sea rCh RESU ItS fOI‘ prE'cat

Date Created column may help identify the original item record and

* Su ggestions i T T T N N

Actions =

-

L] Status Call Number Title Barcode
ARTICLES Recognizing a Pre-cat Record 1 cD81858 AlLL Know about animal behavior L 62... 310011507609¢

In the item’s Detail View, the pre-cat will have the TCN =-1_ It may al
All results for "Pre-cat" + Pre-cat Title and Pre-cat Author, both of which may lack capital

e Results |

- Owning Library = WEST
« Call # = PRE-CAT
- Shaling L acatian - Sxacks Er Recognizing a Pre-cat Record

[ J A r‘t i C I e S/SO I u t io n S = Mumber: 130 State: Approved Created: 10/08/21
* Incidents : c

Al Articles 115 ems

[ solution | Cataloging On-the-Fly
Number: 120 State: Approved Created: 07/12/21

st [ Incidert | Item with bad barcode
All Articles Number: 28 State: Closed Priority: Medium Categ

([ J B ro W S e P opuis +
Digital Resource >
 solution Precat Records - Identifying and Managing
>
Knowledge Base Circulation Policy Map Overview 1] Ler 128 Cioic. A d oo d 12730071

General Inquiry

en LS - Circulation

Hardware >
Evergreen Report Templates
Microsoft 365

Evergreen ILS . Last updated: Feb 15

Merge Patron Accounts

Evergreen ILS . Patron Accounts - Last updated: Mar 11, 2022
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Report a problem/place a request

Entera Report a problem | et

 Subject

* Detailed description et % |
SolarWinds provides links to suggested i | B

Recognizing a Pre-cat Record

Janie

articles that may help you. If you find the
help you need, go to the tab with your
service request and cancel. s e
To continue your service request,
* Choose a Category and Subcategory
* (optional) Enter email addresses of relevant staff
e Attach files, screenshots, etc.
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Ticket Details

Via the online portal or email, send one request with RELATED issues
 Forexample, “3 examples of an item not circulating correctly” in one email
 Not “The OPACis not working, can’t edit a note, holds not trapping”
Please include: +
* Atextdescription of what you were trying to do ¢ \ | ' ,’/
when the trouble occurred, ESPECIALLY, | g
* |tem name and barcode ID
* Patron name and barcode ID
* Title name and Title Control Number (TCN)
* A screenshotof relevant display or the error message

you received, preferably by using the Snipping tool. : .‘. weiicl'lsegiel\:\'
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View & Track Your Tickets

Incident #29 | can't log in to Evergreen! inbox

El My Tickets WLS HelpDesk

VieW’ t ra C k’ a n d res po n d — ##4# Your incident was received [#29] ### Reply above this line to add a comme
OSE

e SolarWinds . WLS HelpDesk

TEST SWSD file retrieval workflow ### Allison Midgley commented on incident [#29] ### Reply above this line to a

[ ] E m a i I #3580 - Created on Jan 19, 2022

Closed

WLS HelpDesk via samanage.com

ReCEive nOtiﬁcationS M\):’L?be.lPrinterisn‘tworking . tome ¥
* Ticket creation

My Tickets
 Comments/Activity s |
¢ Resolution e ¢ s st Allison Midgley resolved incident #29
*  Survey S
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Helpdesk Contacts

For Library Staff Help Desk Information
* Loginto the portal on the IT Wiki

 Email support@wlsmail.org

e Call the helpdesk

Patrons receive assistance through

their local library.
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mailto:support@wlsmail.org
https://it.westchesterlibraries.org/wls-help-desk-support/
https://it.westchesterlibraries.org/wls-help-desk-support/
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