Administrative On-Call Procedure

Charlevoix and Petoskey

Administrative On-Call Procedure (for Supervisors)
Charlevoix and Petoskey
When there is an interruption in Sirsi Workflows and/or BiblioCommons, and libraries call you for
help...

Make sure they have tested their internet connection and have tried at least once to
reconnect with Workflows and/or BiblioCommons

Try Google—if it doesn’t open, alert MARY SUE or VAL

1. If Workflows goes down, contact the System Administrator:

Mary Sue Prantera Direct Work Line  231.758.3124 Cell Phone 231.330.1876
Val Meyerson Direct Work Line  231.758.3120 Cell Phone 231.881.7676

2. If you are unable to reach Mary Sue or Val after 15 minutes, call:

If Workflows is down system-wide (meaning the other libraries are down as well, but the internet is
still functioning), allow ten minutes, and if there is still no connection to Workflows, call SirsiDynix

Call SirsiDynix 1-800-284-3969 PAC2 Site code: 310142

CRITICAL CARE (down system) - Every SirsiDynix customer has 24/7 access to Critical Care
support for down systems. You can access Critical Care Support using any of the
available telephone support numbers.

Critical Care support cases MUST BE PHONED IN to ensure immediate attention!

Email: support@sirsidynix.com
Cc: mprantera@petoskeylibrary.org with any email or phone correspondence.
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SIRSI CONSORTIUM PHONE TREE

When Sirsi Workflows is interrupted:

1. Be sure it is not your internet connection, and then try logging into Workflows one more
time.
2. If unable to make a connection...Please call:
Weekdays
M —-TH 9:00 am -6:00 pm Petoskey  231.758.3111 231.758.3124
EVENINGS 7:00 pm- 8:00 pm Charlevoix 231.547.2651
FRIDAY 9:00 am—- 6:00 pm Petoskey 231.758.3111
Weekend and Evenings
SAT 9:00 am- 5:00 pm Petoskey 231.758.3111
SUN 12:00 pm - 5:00 pm Petoskey 231.758.3111
3. Phone Tree calling list will be implemented if downtime is expected to be longer than 15

minutes. Check the NLC Directory for the next member on the list and library hours. If
closed, call the next member on the list. Make every effort to speak with someone
personally. Start the phone tree at both the beginning and the end of the alphabet, and
advise the person you are calling who is next on the list to call.

Phone tree:

Alcona 989.724.6796
Boyne District 231.582.7861
Charlevoix 231.547.2651
Cheboygan 231.627.2381
Crooked Tree 231.535.2111

Mackinaw 231.436.5451
Montmorency 989.785.3941
Petoskey 231.758.3100
Presque Isle 989.734.2477
Tahgquamenon 906.293.5214

Locked Station notes:

Locked stations - Petoskey

PET1 - 33 PET2 - 34 PET3 - 35


https://www.nlc.lib.mi.us/

