
Portland Public Schools 
 

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. 

  

 

  
From the Circulation Desk function:

 

Step 1 Retrieve the Patron’s record. 

 

Step 2 Click on the Fines Paid button. 
 

Step 3 A Fines Paid dialog window will open. 
Click on the Print button on this screen to 
print the history. 
Click on the Close button to close the 
window.  

Step 4  To view the detail on an item, click on the 
item to select it. 

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: 

 

  

Click on the Patron Notes button to view 
any patron notes.  

PATRON 
NOTES 

 Any notes on the Patron’s record will be 
displayed in a Patron Notes dialog window. 

Click on the Close button to close the 
window. 

 
 

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