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LendEngine for Shedders
Our online catalogue, membership and booking systems are all managed by
a nifty software package called LendEngine, developed by and for people
who run libraries of things. It’s generally straightforward, and you’re going to
be impressively smooth at all the actions in no time at all. In the meantime
though, here's a short guide to get you through the first bits.

Where to Start
The ipad on the counter is already logged into the admin homepage. To get
there you just push the button on the edge twice - once to wake it up, and
once to get to the page with the number pad. The homepage is protected
with a code which is easy to remember. We’re not writing it down to add
another layer of security.
Once the code is in, you’ll go to the admin homepage, which is pretty much
the same as the catalogue homepage on the website, but with a couple of

extras.

Home

We're a small-but-keen group of locals, working hard to set up a library of things in Letchworth
We are expecting to open on August 2nd.

e

Clicking on the '/oAdmin’ button at the top will take you to the 'back-end'
of our LendEngine site, the Dashboard, which looks like this....



Lend Engine asmn = Dashboard

A, , -I-he us e E U I Latest features and updates User guice Community support
hn ks here January 2021 e .
. & ISt guages, and Dulch has been updated. Than .

RESERVATIONS

Checking what’s due for pick up

Short version - 1. (start at) Dashboard
2. (click on) Loans
3. (from the drop down menu, click on) Reservations

Longer version

From the Dashboard, find the ‘Loans’ button on the list on | = Loans
the left, and click. This will give you a drop down menu Al
that looks like this Pending

At the bottom of the list is ‘Reservations’ - click on this and you’ll be taken
to the page with all upcoming reservations in date order.

Date type Date range Loan status
Due out (frorm - Aug 29 2022 to Sep 29 2023 Pending m
Show & v entries  Copy CSV Print Saiaieki
o] Status Item Code From To Fee
LGS0044 Sat. 19 Aug 2023 Fri. 25 Aug 2023 0.00 At
1.00 par 8:00 pir
LG50243 Fri. 25 Aug 2023 Fri. 01 Sep 2023 4.00
200 800 pm
\irbe LGS0138 Thu. 31 Aug 2023 o 4.00
LGS0189 Thu. 31 Aug 2023 Thui. 07 Sep 2023 8.00
LGS0137 Thu. 31 Aug 2023 Thu. 07 .00 At
10:00 am 00 pm
LGS0208 Fri. 01 Sep 2023 Frl. 08 Sep 202 12.00 v

(Clever thing you can do - click on the ‘date range’ button at the top of the page, and
click on the ‘today’ shortcut button which is under the calendar, then hit “filter’ - this
will give you just the pick ups due for the day).



Starting/ confirming a membership 3
e

The important thing to remember here is that LendEngine enrols people as
contacts first, and then adds them as members. Starting a membership
therefore has two separate steps. We’re finding that often people signing
up online have done one part but not the other.

Short version 1. (start at) Dashboard
2. (click on) Contacts/ members
3. (click on) Add a contact
4. Get member to fill in contact info
5. Check proof of address, put date into ‘Address confirmed’
6. (click on) ‘save contact’
7. (click on) ‘add membership)
8. Membership type (regular/ settle),(click on) ‘subscribe’
*9. Regular memberships, select payment method, click on
‘subscribe’

Longer version
From the Dashboard, find the ‘contacts/ members’ button on the list on

the left, and click. This will take you to a list of all the contacts. Look for
the green ‘add a contact’ button, top right.

= All contacts SEl | Add a contact

Date added Show Membership type
Name -~ Balance Membership Email address Telephone
Seitle alanwG3T @gmail.com 07807301171

O78B8E15986

bunty.mabel. queenie@googlemail. com 075684219139

Click on the ‘add a contact button’. This will take you to the ‘Add a new
contact page’, which looks like this.

= Add a new contact
Contact information
E First name Last name Address Address Confirmed (YY/MM) &
A Email address City
For the Shedder fo
E Telephone Membership number State ‘ﬂ ” ou+

Access to your Lend Engine site Postcode Country
For the new

Can log in to Lend Engine public site United Kingdom
bo rrOWer +o Send a welcome email with login details

Preferred language
'ﬁ , , Ou+ Access permissions English

manage account settings)

Kgsigned when the membership is completed



Hand the ipad to the new borrower, and ask them to fill in the contact 4 °
details. Once they’re finished, ask for proof of address - we need

something with their address and name on it to confirm they live where

they say they live. A drivers license is perfect, as is any utility bill, but if

people get stuck, you can suggest looking at a bill that’s arrived by email

on their phone - just check the name and address are on the same

document, and that they match the details in the form.

Confirm the address by entering two digits for the year and then the

month (October this year would be 23/09, and so on), and then finish this

step by clicking on the green ‘save contact’ button, top left.

= Add a new contact <\

ntact information
First name Last name Address Address Confirmed (YY/MM)
10 Fake Street 23708 Then Cljck

Email address City h e r.e

A” -ﬁ ”ed Tt;lephona Membership number State
j n? 05656555555555

Access to your Lend Engine site Postcode Country

FAG TKE

Preferred language

This will take you to a page that looks quite similar, but is the new
contact’s page, and importantly has the the ‘add membership’ link in blue
on the greyed out line under the name.

= Angela Fake Archive

Email address

This will take you to the ‘Subscription payment’ page. Currently we have
two types of subscription, ‘Regular’ (which the borrower pays for) and
‘settle’ (which is pre-paid by settle, . e

and free to the borrower). Click the . ...,

‘subscribe’ button on the appropriate ....

membership.

Settle : £0.00

& Avsiiable for admns or

Choose one



Almost there - payment. If you’ve hit the ‘subscribe’ button for the
‘Regular’ membership, you’ll go to this page.

o.

Cheose a Paymen‘l'

option from the drop-

Subscription payment Angela Fake = send emai

down menu

) i . ) Choose a membership type Membership cost
H j‘l‘ Subscr.' be Regular (365 days, 10.00) S £ 10.00
090 J n on -I'h ' S Payment amount Payment method

jege to ComPle+e | 1000

Add an optional note for this payment

N

Click on ‘payment method’ and choose an option from the drop-down
menu, then click on ‘subscribe’ to complete (the ‘subscribe’ button won’t
work unless a payment method has been chosen). This completes the
membership and automatically sends a ‘welcome’ email to the new
borrower. Take payment through the point of sale screen, and you’re done!

Checking out a booked item

Short version 1. Find the Reservation (via ‘loans’ contact/ item search)
2. (click on) Check out
4. Choose payment
5. Check out

Longer Version

This is another transaction where you’ve got to make sure you do it ‘twice’.
Here, there are two green ‘check out’ buttons on different pages that need
to be pushed.

Firstly, find the reservation. Starting at the Dashboard, go to ‘loans’. You
can search for it by the borrower’s name or the name of the item.



Give us feedback on features, 3iggest new ideas, get

s from ather libraries. and get involved wilh e

‘Total rwirmber of ot £ active memberships

L

ngine adamin

‘ Search items ...

Search items ... Q ‘
‘ Search contacts ... i

Search contacts ... Q ‘

‘ steam cleaner

o a

Loans Payments

Reservation #316 Delila Sl send email

© Available after 25 October 12:00 pm from 69 Leys Avenue

Steam Cleaner
Code: LGS0205
. ‘ Serial: 107659 10220
© Due at 01 November 4:00 pm ( 7 days )

[ Return to 69 Leys Avenue
| Choose a new retumn date |

Payment details

Payment taken now

E’i]am |




The system won’t show you the green ‘check out’ button until 7 ®
you’ve taken a payment. Scroll down a bit, and click the arrow
get the drop-down menu of payment options....

Payment details This arrow
Payment taken now Payment method Cash or
£ 8.00 /
C
Payment note Cash / ard.
Credit/debit card
Stripe

#~

....and select either ‘Cash’ or ‘Credit/debit card’ (Stripe is the
system used for when people pay online).

Once you’ve clicked on a payment option, the green button near
the bottom will change from ‘select payment option to take

payment’ to ‘check out’.
From this

to this, which is what

we want

It’s easy at this point to think you’re done (trust me - we made this
mistake for weeks when we first opened!), but remember the ‘do
it twice’ nature of LendEngine. Clicking on ‘check out’ here will
take you to another page, where you have to scroll down and click
another green ‘check out’ button to complete the transaction and
get the aqua ‘on loan’ status.

Loan #316 D!l digggilggs senc o O
Steam Cleaner -
Code: LGS0205
' Sarial: 107659 10220

® Du 01 November 4:00 pm ( 7 days }
[ Return to 69 Leys Avenue




	1
	2
	3
	4
	5
	6
	7

