!N F@h 10 INFOhio Symphony Handbook

HIC'S Prek-12 DIGITAL LIBRARY CIR: Active Loans

Active Loans

Click Schedule New Reports wizard.
Select the INFOhio tab.

Select CIR: Active Loans.

Click Setup & Schedule.

e A

[schedule Mew Reports : Schedule CIR : Active Loans

Basic | User Options | User IDs | User Selection | Checkout Selection | Call Number Selection | Item Selection | Sorting | Output Options

1. Basic Information Tab Basic User Options | User Seleu:tiu:-nl Checkout
e Change the Report name and/or Title if you wish. @'ﬂeroom: [Fe-roeer %
Homeschool:l &
2. User Options Frogram: | %
e Specific homerooms, programs, or homeschools can be User Status: & Active € Inactive ¢ Baoth

selected. They must be entered exactly as they appear in
patron records. You may select Active, Inactive or Both

fOI‘ pa.trons Basicl User Options  User Selection I Checkaout Selectionl So
ibrary: |<AHS &
3 US er Sel ECtI on User profile: |STUDENT3|STUDENT4 %
e Select your library, patron profile, grades, etc. Exclude TGhd: z
your library (and DISTRICT) to identify your items check |, seq info | S
out by patrons at other buildings. If Library is left blank, 7 blank field matches with Hot Equal qualifier
all buildings’ patrons are reported.
Library: I @
4. Checkout Selection Tab Date checked out: &
e Leave alone unless you wish to limit by date. patedues[ @
: 5
5. Item Selection Tab o Library: | ®
. Select your I|brary (unless you want all libraries) and rtem group: | @
item group if desired.

Sorted by: llibrar',v'_.-" name;/ barcaode

call number

6. Sort OptionS library/ call number
e Click the drop down menu and select your sort library/ call number/ barcode
library/ grade/ name
preference' library/ grade/ room/ name

library/ grade/ room, teacher/ name
7. Outp ut Options library/ grade/ teacher/ name
. library/ grade/ teacher/ room,/ name
o Report Format recommended settings are shown. You
may try additional combinations to meet your needs. 7 )eport Farmat

Spreadsheet — should be Plain Text only. £ Plain Text & RTF © Spreadshest
¢ Insert Page Breaks on Sort Key allows you to print one € Portrait & Landsczpe
page per homeroom, program, etc.  Wormal  Condensed

Other Options
™ Insert Page Breaks on Sort Key
¥ Show Mon-Overdue Checkouts

¥ Show Overdue Checkouts
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Running and saving the report

PN

Click Run Now.
Click Finished Reports wizard.

Select report name and click View.
Uncheck View log and Format report

Sample Homeroom report, Sort by NAME:

Repart to view:

[T wiew log

¥ view result

[T Format report

INFOHIO - —-t7th grade active loans — (circheckouts._pl) o7/05/2005
Hame Title Item ID Callnum Due Date Room Teacher Grade Eldg
Beard, MRXWE *Crackback 3Z€120€0000647 FIC COY 200&-11-Z28 7C-HUEER HUBER o7 ERHS
Burney, E¥YLE *Crossing the wire 32€12050045%1% FIC HOB 200&-11-25 TC-HUEER HUEBER o7 ERHS
Greene, DERE *Dangerous wishes 32€12080041262 FIC SLE 200&-11-28 TC-HUEER HUEBER o7 ERHS
Eline, JOSHU *Identifying snakest 32€l2050005655 557.%&M 2007-03-25 TC-HUEER HUEER 07 KRHS
*Harry Potter and the 32€12050040207 FIC ROW 2007-03-23% 7C-HUEER HUEER o7 ERHS
Meelymonds, *Daredevils do gmazip 32612010004885 520 KRR 2007-08-25 TC-HUEER HUBER o7 ERHS
*First book of Presid 3212010014735 520 COY 2007-08-25 TC-HUEER HUEER 07 ERHS
Perkins, SHA *Second stringer 32€12050043250 FIC DYG 200&-12-01 TC-HUEER HUEBER o7 ERHS
Priebe, ZRCH *Where the red ferng 32€1205003565& FIC RAW 200&-12-01 TC-HUEER HUEBER o7 ERHS
Shaw, KYLE ( *boy from the basemen 32€12080000852 FIC SHR 200&-11-28 TC-HUEER HUEER o7 ELHE
Stall, KATHE *town cats and other 32€12050021884 FIC ALE 200€-11-30 7C-HUEER HUEBER o7 ERHS
*Sister of the bride 32€120500255%¢ FIC CLE 200&-11-30 7C-HUEER HUEER o7 ERHS
Ireeby, JERE *Donkey-Donkey 32€12010010878 E DUV 2007-10-10 TC-HUEER HUEER o7 KRHS
*Dont tell me & ghost 32€120100341€7 E EIS 2007-10-10 7C-HUEER HUBER o7 ERHS
Tue, JRCOE *Over the wall 32€120€0000373 FIC RIT 200&-11-15 TC-HUEER HUBER o7 ERHS
Weeks, IRN “*grim grotto 32€120€000045€& FIC SNI  200&-11-20 TC-HUEER HUEBER o7 ERHS
Weinstein, C *Something very sorry 3Zel2050023427 FIC BOH 200€-11-07 7C-HUEER HUBER o7 ERHS
West, JOHN “*Hepberlvworried 32€12010041337 E HEN RC 2007-10-10 TC-HUEER HUEBER o7 ERHS
Sample Homeroom report, Sort by CALL NUMBER:
INFOHIO - CIR - RActive Loans - (circheckouts._pl}) o7 S09/2009
Hame Title Item ID Calloum Due Date Room Teacher Grade Eldg
KEline, JOSHU *Identifying snakest 3Z€12050005655 537.%€M 2007-03-2% TC-HUEER HUEER 07 ERHS
Moelymonds, *First book of Presid 32€120100147%% 520 COY  2007-08-2% TC-HUEER HUEER 07 ERHS
*Daredevils do gmagin 32€120100048835 3520 KRR 2007-08-23 TC-HUEER HUEER 07 ERHS
Ireseby, JERE *Donkey-Donkey 32el2010010878 E DUV 2007-10-10 TC-HUEER EUBER 07 ERHS
*Donk tell me & ghost 32€120100341€7 E EIS £007-10-10 TC-HUEER EUBER 07 ERHS
West, JOHN “*Hepherlyworried 32€12010041337 E HEN RC Z007-10-10 7C-HUEER EUEBER 07 ERHS
5tall, ELTHE *town cats and other 32el2050021884 FIC RLE 200&-11-30 7C-HUEER HUEER 07 ERHS
Weinstein, C *Something very sorry 32€l20850023427 FIC BOH 200&-11-07 7C-HUEER HUEER 07 ERHS
Stall, ELTHE *Sister of the bride 32£120500255%¢ FIC CLE 200&-11-30 7C-HUEER HUEER 07 ERHS
Beard, MRHWE *{ 32€120€0000647 FIC COY 200&-11-28 TC-HUEER HUEBER o7 ERHS
Perkins, SHR *Second stringer 32€12050043250 FIC DY¥YE 200&-12-01 TC-HUEER HUEER 07 ERHS
Burney, KYLE *Crossing the wire 3212050045515 FIC HOE 200&-11-2% TC-HUEER HUEER 07 ERHS
Brigbe, ZRCH *Where the red ferng 32€12050035€%¢ FIC RAW 200&-12-01 7TC-HUEER HUEER 07 ERHS
Tue, JRCOE “*Over the wall 32€120€0000373 FIC RIT 200&-11-15 TC-HUEER HUEER 07 ERHS
Eline, JOSHU *Harry Potter and the 32€12050040207 FIC ROW 2007-03-25% TC-HUEER HUEER 07 ERHS
Shaw, KYLE ( *boy from the basemen 32¢€120€0000852 FIC SHR 200€-11-28 TC-HUEER HUEER o7 ERHE
Greene, DERE *Dangerous wishes 32€120500412e2 FIC SLE Z200&-11-28 TC-HUEER EUEBER 07 ERHS
Weeks, IAN “*grimgrotto 32el20e000045¢ FIC SNI  200&-11-20 TC-HUEER HUEER 07 ERHS
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