MCLS Contact Procedures for Hung Sirsi Reports
What to do when a Sirsi report is hung up
1.  When you discover that a Sirsi report is hung up, contact MCLS using the contact information below. You can tell when reports are hung by the date/time of the last report listed in Finished Reports in Workflows. Reports are run daily and throughout the day. If the date/time does not seem realistic, please continue with the procedure. 

2. When contact has been made with MCLS staff, send an email out to system-wide staff to let them know the problem has been reported and is being addressed.   
The email contact list will include:


BPL:  ldill@mcls.lib.wi.us & brref@mcls.lib.wi.us  

CPL:  rebbecca@chiltonlibrary.org & amy@chiltonlibrary.org 

KPL:  jdavis@mcls.lib.wi.us  and  kielpl@mcls.lib.wi.us 

LPL:  chamburg@lesterlibrary.org & mbonde@lesterlibrary.org 

MPL:  mjohn@manitowoc.org & mgadzinski@manitowoc.org & areimer@manitowoc.org 

NHPL:  d@newholsteinlibrary.org 
3.  When the hung report has been cleared, MCLS staff will send an email informing member libraries’ staff that records are back up whenever access to email is possible.
MCLS Contact List:

Primary Contact: Margie Verhelst, ILS/IT Specialist


Email: mverhelst@mcls.lib.wi.us

Cell: 920-889-4104

Phone (home): 920-458-5279
Second Contact: Becky Scherer, Director


Phone (work): 920-686-3051

Email: rscherer@mcls.lib.wi.us

Cell: 920-242-4596

Third Contact: Kate Verhelst, Office & Outreach Coordinator

Phone (work): 920-686-3052

Email: kverhelst@mcls.lib.wi.us

Cell: 920-331-0523
Fourth Contact: Amy Eisenschink, LARS Consultant


Phone (work): 920-686-3059


Email: aeisenschink@mcls.lib.wi.us

Cell: 920-905-2697

During the business day: 8 a.m. to 5 p.m.

Margie is the primary contact for any hung reports when they occur. Please contact her via cell phone or home phone.  If Margie does not respond to your call within 15 minutes, then call the second, third and fourth contacts listed. 

When Margie is unavailable, the MCLS staff will be the first contact for any hung reports that occur.  Please contact the staff in the above order when reporting a problem.

 System staff will contact Sirsi/Dynix Support.
Once Sirsi has been contacted, the reports should be cleared within 30 minutes.

Under special circumstances, the MCLS staff will contact the member libraries to inform them of the problems, the solutions we are attempting, and the estimated time to restore access to reports.
MCLS staff will email all member libraries when the reports access is restored using email contacts listed above
Before 8 a.m. and after 5p.m. on weekdays and weekends

Your primary contact is Margie by cell phone or home phone.  If she cannot fix the problem immediately, then she will contact the MCLS staff and Sirsi/Dynix Support. If Margie does not respond to your call within 15 minutes, then call the second, third and fourth contacts listed. 
