
TLC Reports Module  
Instructions are general, configurations may differ, for additional support contact Library Resources 742-6091 
 
 
 
Introduction: Borrowers with Items Out/Overdue by Responsible Party, report displays as a class list by RP, with options 
for only items overdue or all items checked out and borrowers in alpha order.  
 
 
Public Folder> 
Schools> 
Borrowers with Items Out/Overdue by Responsible Party 
5 selections and then click Finish 
 
 
1. Select Statues of Item 2. Select Location 

a. Overdue only or All items out b. Select your school 

 
 

3. Select Borrower Types 4. Select Display Borrower ID 
a. Hold down shift key to select more than 1 or click 

Select all 
b. Yes or No 

 

 

5. Select Responsible Party(s)  
a. Do not click blue banner, Result set is all RP’s 

assigned to borrowers types selected in #3 
b. Click blue banner, Hold down shift key to select 

more than 1 RP or select all.  

  

6. Click Finish  
See next page for example of finished report 
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