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Via Circulation Quick Reference Guide

Viewing a Patron’s History (of Paid Fines & Notes)

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 in red. From the Fines tab, you can view a patron’s
history of paid fines and any notes that have been entered.

[ Check Out(0) | Checked-Out ltems(2) | Holds(0) [ Finest$18.00) [ CheckIn (0} |

Total: $18.00 | Add Charge |
Amount selected:  $0.00 |

Fines Paid | | Patron Hotes |

(Z‘ From the Circulation Desk function:

Circulation Desk

Key or Scan tem or Patron Barcode

Step 1 | Retrieve the Patron’s record. I |

Search

Step 2 | Click on the Fines Paid button. Fines Paid
Step 3 | A Fines Paid dialog window will open. Pt oty Gose ot (- 18.19
. . . pancel e e _beeeriton Lo e Lo e .
Click on the Print button on this screen to 30 ovorais Thabeross. 3050 s02507-19.2007 [ |
int the history o owoniue—sames Tomr-——$100—$0A00 70 7007
rln . rdue James nw!n... . .|
gl' < on the CI button to cl i s Lostbonk oot owter- $1500 4100007 20 2007
ick on the Close button to close the =
Windowl Print Close
. . . i 243 Lost Book Over thg rain.... $15.00 $0.00 07-20-2007
STep 4 To view the detail on an |tem’ click on the 242 [LostBook _|Shout, sister... $18.00)  $18.00/07.20-2007 :‘
item to seleCt it- ‘ Print H View Fine H View ltem H Close ‘

Click on the View Fine button.

Step 5 | From this Paid Fine Detail window, you can
choose to reinstate a fine, or print the
report. Or, of course, close the window by
clicking on the appropriate button:

242 Htem Charge: $18.00
: LostBook Processing o Fee: $30.00
©  9200RG Roosevelt Non Fiction Billing Fee: $0.00
Orgill, Roane.

3316801522247 Total: $18.00

hout, sistt 3
‘shaped a century /Roxane Orgil. ‘Amount Paid: _$18.00
o ddket

Amount Due: $0.00

o 07-202007
06:23.2008
: 07:20.2007
07-20.2007
ws: ~Full Payment
cko

| ReinstateFine || Print || Close |

Remstaerine | pumt [ close

PATRON | Click on the Patron Notes button to view

NOTES | any patron notes. Patron Notes

Any notes on the Patron’s record will be @ Patron Notes
displayed in a Patron Notes dialog window. Notes for Goose, Mother

I* Fri Jul 20 2007: Claimed returned .i1958870 %

n Unknown Date

Click on the Close button to close the
WII‘IdOW Close

CONTACT THE PROFESSIONAL LIBRARY FOR ASSISTANCE, ext. 3267 or proflib@pps.k12.or.us|
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