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Via Circulation Quick Reference Guide

Collecting Money for Fines

The Fines tab displays the patron's outstanding fines and bills. The amount of money owed by the
patron displays in parentheses in the tab's title. From the Fines tab you can collect money from a
patron.

[ Check Out{0) | Checked-Out temsi2) | Holds{0) [ Fines{$18.00) | CheckIn (0} |

Total: $18.00 ‘ Add Charge |
i1 nt selected: 0.00

mount sefecte § ‘ Fines Paid | ‘ Patron Notes |
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[ Lost Shout, sister, shout! : ten girl singers who shaped ... Jdknf $18.00

pe
K‘? From the Circulation Desk function:

Circulation Desk

Key or Scan ltem or Patron Barcode

Step 1 Retrieve the Patron’s record. I

[ search_ |
Step 2 | Click on the Fines tab. [ Fines($18.00)
Step 3 | Click on the checkbox to select the item or s

All to select all items.

Step 4 | The Collect Money button will be active. Total: $18.00 Collect Money

Click on the Collect Money button. Amount selected: | $18.00

Step 5 If the amount being collected is less than @ Collect Money
P the amount shown in the Collect Money
Amount to Collect:

dialog window, type that amount into the |
OK Cancel

“Amount to Collect” field.
Click on the OK button.

NOTE: | The Waive remaining fines? dialog box
will appear if the amount collected is less
than the amount owed.

Click on |_Yes | to waive the balance.
Click on and the new balance will

reflect the adjusted charge.

@ Question

CONTACT THE PROFESSIONAL LIBRARY FOR ASSISTANCE, ext.3267 or proflib@pps.kl12.or.us
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Step 6 A Print Fines dialog window will appear.
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Click on the Print button | erint | to print a L

reCEIpt -or- 24z Bat §18.00 §18.00 $0.00

Click on the OK button | 9% | to close the
dialog box without printing a receipt. e |[ox "]

§18.00

CONTACT THE IT SERVICE DESK FOR ASSISTANCE, ext.3375 or helpdesk@pps.k12.or.us




