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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. 

  

 

  From the Circulation Desk function: 

Step 1 Retrieve the Patron’s record. 

 

Step 2 Click on the Fines tab.  

Step 3 Click on the checkbox to select the item or 
All to select all items.  

Step 4 The Collect Money button will be active. 

Click on the Collect Money button.  

Step 5 If the amount being collected is less than 
the amount shown in the Collect Money 
dialog window, type that amount into the  
“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  to waive the balance. 

Click on   and the new balance will 
reflect the adjusted charge. 
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Step 6 A Print Fines dialog window will appear. 

Click on the Print button 
 
to print a 

receipt    -or- 

Click on the OK button  to close the 
dialog box without printing a receipt.  
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