Reports Overdue

Create new List or Notice
The new report is selected from the reports tab, the tabs are subject headings, under the tabs
(headings) are reports. The reports can be modified and saved under the templates tab.

Note: If a tab in the report is not discussed, the tab is untouched an the default settings are
acceptable.

Open Scheduled New reports wizard, List Charges/Items report is under tab, Circulation.
NOTE: Best practice is to run List reports by home room.

Basic tab gives the report name, do not change the report name — add unique identifier

Schedule New Reports : Schedule List Users with Charges

Basic | Charge Selection | User Selection| User Status Selection | Item Selection | Call Mumber Selection | Title Selection | Sorting | Print User

Report name: List Users with Charges Room .,
Description: A list of users with charges.
Title: List of Users with Charges
Footer:

Charge selection tab

= QOverdue radio buttons identifies items to print that are:
= QOverdue (Yes)

= |tems charged but NOT Overdue (No)

= All items checked out and or Overdue (Both)

T =L I | ] l | d

Schedule New Reports : Schedule List Users with Charges

Basic| Charge Selection | User Selection | User Status Selection | Item Selection | Call Number Selection | Title Selection| Sorting | Print User|

Library:
Current location:
Date charged:
Date due:
overdus: Oves O Mo (@) Both
Accrued fine:
Date renewed:
Number of renewals:
Date claims returned:

(¢l

(#]

Date recalled:
Date notice sent:

@)@

Mumber of overdue notices:

(¢][¢]

Mumber of recall notices:

Circulation rule:




User Selection tab
= Enter exactly how the room field is on the patron record.

Schedule New Reports : Schedule List Users with Charges
Basic| Charge Selection | User Selection | User Status Selection | Item Selection| Call Number Selection | Title Selection| Sorting | Print Us

Library:

User profile:
User category 1:
User category 2
User category 3:
User category <
User category 5:

Cleleealole)

Department:

Birth date:
Addressl entry: *¥ZIP*0k@*lackson
Address2 entry:
Address3 entry:

Ciate created:
Privilege granted date:
Privilege exp. date:
Last activity date:
Title:
Extended info:

blank field matches with Mot Equal qualifier

Mumber of charges:
MNumber of reserve charges:
Number of total charges:
Mumber of holds:

Mumber of bookings:
MNumber of reserves:

4l(¢l(¢l(¢][<)[¢)[¢)

Mumber of open orders:

Call Number Selection tab
= Number of copies field, enter greater than 0, this avoids error 111 in the report.
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Schedule New Reports : Schedule List Users with Charges - O x

Common Tasks @ T
2 credou Basic| Charge Selection | User Selection|] User Status Selection  [tem Selection| Call umber Selection | Titie Selection Serting| Print User
% Discharge/Checkin Library:
() Renew singe tem Call number range:

Class scheme:
lﬁ b Number of copies: >0
oy Cus Dates Number of call holds:
Check Item Status Number of copies on reserve:
J'r‘\’ Ephemeral Bound-with:
L@ T shadowed: () ves (O No 8 Bath
& Pay Bil
& Display User
ﬂE Schedule New Reports
Finished Reparts
IR caccinn Satrinae




Sorting tab
= Common selection is User Name

Schedule New Reports : Schedule List Users with Charges

| Basic" Charge Selection" User Selection" User Status Selection" Itemn Selection" Call Number Selection" Title Selection| Sorting | Print User

Sorted by user ID

user ID

Print User tab
= Common selections in screen — selections are print display options

} Schedule New Reports : Schedule List Users with Charges

X, checkout

BasicH Charge Se\ection" User Se\ection" User Status Se\ectiom" Item Se\ectiom“ Call Number Select\on” Title Se\ection" Sortimg| Print User

% Discharge/Checkin User Information

) Renew Singls Trer [Jaddress Address entry: | |‘$
lg Item Search [l cireulation numbers  [[] Dernographics

_! Modify Due Dates [ClExtended information  Extended info, entry. | |<$
Check Ttem Status [Cprofile information | General infarmation

i\ Ephemersl
]
Uy wark trem Used

E Pay Bill

&, Display User

Bill Information
Bills: O Al O praid O Unpaid @) None
Format; ) Brief (O Full @& No bill information

i) Schedule New Reports Charge Information

Finished Reports Charges: @ all O overdue O None

Iy Session settings Format: @ Brief O Full O No charge information
Help

Hold Information

& Frint

Holds: () al O Avallable @) Mone

User Information and Mai... (@) Format; () Brief O Full @& Mo hold information

Ttem Information and Mai... ()

[(record per page

Holds Information and Mai...

Manage In Transit Ttams @




Open Scheduled New reports wizard, an Overdue Notice report is under tab, Circulation.
NOTE: The finished report does not page break cleanly after every patrons list of items, it is best

practice to run the report by home room teacher.

Note: If a tab in the report is not discussed, the tab is untouched an the default settings are
acceptable.

Basic tab gives the report name, do not change the report name — add unique identifier

ICNeaue New Meports ; 3CNeauie Uverdue Nouce

Produce Mailing Labels Charge Motice Print Separate Reports For Each Library
Basic Charge Selection [tem Selection User Selection User Status Selection

d

Report name: Overdue Notigk Teacher Mame
Description: |Generalized ove™ S mgabes =
Title: Overdue Motices

Charge selection tab

= Overdue radio buttons identifies items to print that are:
= Qverdue (Yes)

= |tems charged but NOT Overdue (No)

= All items checked out and or Overdue (Both)

a4 Produce Mailing Labels Charge MNotice Print Separate Reports For Each Library
Basic Charge Selection Itermn Selection User Selection User Status Selection Sorting
Library:
Current location:
Date charged:
Date due:
overdue: (O ves (O No @ Both
Accrued fine:
Date renewed:
MNumber of renewals:

Date claims returned:

Date recalled:

Date notice sent:

Mumber of overdue notices:
Mumber of recall notices:

Circulation rule:

]
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Sorting



User Selection tab
= Enter exactly how the room field is on the patron record.

\ Produce Mailing Labels H Charge Mofice I Frint Separate Reports For Each Library
| Basic | Charge Selection | Itern Selection ‘ User Selection | User Status Selection | sorting
Library:

User profile;
User category 1.
User category 2.
User category 3
User category 4.
User category S:

(¢l[¢)[¢][¢][#][¢](¢][®

Department:
Birth date: =
Address1 entry:[ 2009/2010 ROOM
Address2 entry: ]
Address3 entry:
Date created:
Privilege granted date:
Privilege exp. date:
Last activity date:
Title: &
Sorting tab
= See screen shot for options
Schedule New Reports : Schedule Dverdue Notice -
[ Produce Mailing Labels [ Charge Motice [ Print Separate Reports For Each Library
| Basic || Charge Selection ” Item Selection || User Selection H User Status Selection Sorting
Sorted by user 1D @
group ID
user I

zip code




Charge Notice tab

= Review the selections made in the screen shot.

= Best practice is the count notice sent radio button is off, as multiple notices are sent the
message language to return gets very stern.

= The option to have the defaulted item price display on the notice is on the bottom of the tab.

Schedule New Reports : Schedule Overdue Notice - g x
Basic Charge Selection tem Selection User Selection User Status Selection Sorting
Produce Mailing Labels Charge MNotice Print Separate Reports For Each Library

D Count as a notice sent
[] combine Motices

| Library address on notice

Select 'Sent-From' Library:
Library address:
[J salutation on notice
[Juser 1D on notice

[ Group 1D on notice

Message 1: =0,1stoverdue
Message 2: =1,2ndoverdue
Message 3: =1, finaloverdue
Message 4
Message 5.

Closing text:
Motice type: ® overdue O Recall
Title information to print with due date and time: Brief bibliographic information
Call number
Price and fine information to print: [ Acerued fine

[[] Generate pipe delimited output

l Schedule H Run Mow (b) H Save As Template ” Cancel ]
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