
Portland Public Schools 
 

Via Circulation Quick Reference Guide 

Overdues Report by Home Room 
 

 

Following are step-by-step instructions for creating an Overdue Item Report by Home Room.  This function is 
performed from the Via Overdues Report mode. 

  

 

  
From the Overdues Report Mode:

 

Step 1 

Verify that the correct school is displaying in the 
Home Library text box. 

If not, click on the Home Library drop down arrow 
and select the desired library. 

 

Step 2 Click on the Home Room drop down arrow and 
select the correct home room. 

 

Step 3 
Click on the Prepare Reports button. 

The overdue report will appear.  

 
 

Note Below are the steps to export the information to an 
Excel spreadsheet.  

Step 4 

Click on the first record to highlight it. 

 Scroll to the bottom of the list, then press the 
Shift key and click the last record in the list. 

  The entire list should now be selected. 
 

Step 5 Copy the list by choosing Ctrl+C, (NOTE: Right click 
or the menus will not work) Ctrl + C 
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Step 6 

Start Excel, then click in Cell A1. 

 Paste the list by choosing from the Menu, click 
Edit, then Paste Special 

  In the Paste Special dialog Box, select Text. 

 

 

   Click OK. 

 

 

 

 

Step 7 

On your spreadsheet, click the letter C to highlight 
column C. 

 Press the Ctrl key and click the letter E to 
highlight column E. 

 

Step 8 

From the menu, click on Format. 

 

 Then click Cells. 

 

  Next, click on Number. 

 

   Set Decimal places to 0. 

 

    Unckeck Use 1000 Seperator. 

 

     Click OK. 

 

 

 

 

 

 

 

 

Step 9 

If ##### displays in some of your worksheet cells, 
make the column width wider 

The report can now be sorted, filtered or grouped, 
etc. 
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