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Overdues and Notices — Brief and Long Formats, Notices, and Spreadsheet Option

These reports are formatted to work with any RTF program. (Ex: Microsoft Word, Open Office (Free),

AppleWorks). If using TextEdit for the MAC, you may not obtain the best results.

Setting up the Report:

pPwbdPE

Click Schedule New Reports wizard.
Select the INFOhio tab

Select CIR: Overdues and Notices.
Click Setup & Schedule.

Selections / Options

Schedule New Reports : Schedule CIR : Overdues and Notices

Basic | User Options | User IDs | User Selection| Checkout Selection | Bill Selection | Sorting | Output Options

Basic Information Tab

3.
4.

Change the Report name and/or Title if you wish.

It should reflect the content of the report.

Report name: |K.¢\HS Owerdue Motices

Description is a good place to note any special

Descriptian: |0verdue Motices 2 per page

print setup needed. If you save the report as a Title: [Overdus Notice
template, you will see this screen each time you Footer: KAHS
run it.

Title appears on each page.
Footer appears at the bottom of each page (optional)

User Options, User ID’s, User Selection, Checkout Selection, Bill Selection Tabsm

1.

6.

User Options — specific homerooms, programs, or homeschools can be
selected. They must be entered exactly as they appear in patron records. | Hemersom: [7c-Huger &

You may select Active, Inactive or Both for Students.

User Ids — You can enter specific ID numbers to run for select patrons.

User Selection — indicate your library, patron profile, grades, etc. If
Library is left blank, all buildings are reported. Leave a check in the
box for: blank field matches with Not Equal qualifier.

Checkout Selection — limits output to a specific library, date or date
range. You may select only Overdues, No overdues or Both.

Bill Selection — limits output to a specific library, date, or amount of
bill.

Use gadgets [#] to ensure correct formatting of data.

NOTE: Consult user record to verify where and how data is entered.

Basic User Options I User ID= | User Selectionl

Horneschool: I @

Program: I @

Basicl User Optionsl User\3_J—|ser Selection | Checkaout Seld

Library: |KAHS L2

User profile:l L2
Grade:l %
Teacher:l %
Extended info:l %

¥ blank field matches with Not Equal qualifier

Basic| User Optionsl User IDsI User Selection ©heckout Selection

Librarl,l:l @
Date checked out:l %
Date due:l %

overdue: & ves (& No & Both
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Sorting Tab

1. Select sort from drop-down menu and select your
sorting preference. (Example: Library/room/name library/ name/ barcade
will sort by homeroom, last name.) Sorting by call library/ prog/ grade/ room/ teacher/ name

number has also been added.

Output Options Tab

Sorted by |library/ name/ barcode

[» ]l

libraryf homeschy grade/ room/ teachers name
library/ homesch/ name

library/ progf name
library/ room/ grade/ name

library/ room/ name

libraryy teachers name -

Select Brief, Long or Notices. Options vary for each type. Unavailable options are grayed out. Choose

as many options as you wish.

Brief Report

1. Report Format recommended settings are shown.

Report Type

F " Lomg ¢ Motices { Spreadsheet

Report Format

You may try additional combinations to meet your € Plain Text & RTF

needs.

2. Select either the full 14 digit user ID or the Alt-ID to

* Portrait © Landscape

* MNormal € Condensed

User ID Selection

display. 1D  al-1D @
3. You may check just Overdues, just Unpaid bills (fines), | rceneral options
or both. W overdues — Unpaid gills
¥ HICE Inactive Transactions [ Total Bills and Charges
4. Start New Page on Sort Key allows you to print one ™ HIDE active Transactions |~ Total Book Valuss
page per homeroom! program, etc. [¥ HIDE Historical Transactions ¥ Start Mew Page on Sort Ke@
r I
5. Print Options for PC or MAC will be grayed out if this
report format is preset to work with either type of Print Options @
computer. = .
Sample Brief Reports
) . INFChio :: CIE - Cnwerdues List (cirowverlist.pl) - Brief 11/10/2005
Overdues and Unpaid Bills checked. S
Natne Room Title Amount

SMITH, MEGAN MARIE 1114- Taking care of your cat / Joyo

SCHLEETER, ALICIA Mi 2114- Elack unicorn / Tanith Lee ; i

b2114- Hound Heawven / Linds Oatman Hi

b114- World's Greatest Inventors

1
1.

PEPIOT, DUSTIN LEE A114- Deliver us frowm Evie / M.E. Ke 5.00 Due 10/20/04
4,65 DIue 05/13/05
5.00 Due 03/07/05

Overdues, Unpaid Bills, and Total Bills and
Charges checked.

K&HS; 55 -N0FFS INGER:
SELHOR3T . ERIK SC-HO0 One more Julw . a football 4i EBill L]
GC-N0 Heroes of the Heisman Trophw. . Ims 05/01/07  0.80
GC-N0 John Madden's heroes of fookb Dmes.. 0501707  0.80

Total Estimated Fines: 1.60

Total &mount Eilled: n_gso

SIETER, WICHOLAS GC-HO0 The incredible jeuzney / by 5 Fill 0.350
GC-NO The cat ate my gumemit,. a no Due 05/01/07  0.80

GC-H0 Second heaven / Judith Suase  Tue 05/14/07 0.35

GC-M0 The catcher in the zye / J.0. One 05714707 0,25

SC-M0 One-eyed gak : a nevel / by P Due 05/14707  0.235

Total Estvimated Tines: 1835

Total Ameunt Eilled: L]
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Long Report

Report Type

" Brief @ Long ¢ Notices (" Spreadsheet

1. Report Format recommended settings are shown. You
may try additional combinations to meet your needs.

Report Format

€ Plain Text & RTF

" Portrait & Landscaps

2. User ID Selection - Select either the full 14 digit user ID or
the Alt-ID to display on the finished report.

@ Normal  Condensed

User 1D Selection @

3. Start New Page on Sort Key allows you to print one page 1o Ave

per homeroom, program, etc. General Options

¥ overdues V¥ Unpaid Bills

4. You can enter a message to be included for each student if ¥ HIDE Inactive Transactions [ Total Bills and Charges

desired (mini-notice), or leave message area blank for a I HIDE Active Transactions [ Total Book Values

IlSt [¥ HIDE Historical Transactions [V Start New Page on Sort Key

' I~ Two b r ¥ Show default Late Fee/Fine Message

5. Select as many Field Selection Options as you wish to Message (Notices and Long Report

display on the finished report. | (1)

\2/

J
J
I

Field Selection
W Item: Title @ [V Date: Checkout [ Patron: Room

¥ Item: Barcode Number [ Date: Returned ¥ Patron: Teacher

W 1tem: Callnum [V Date: Due [¥ Patron: Program
M Item: Author ¥ Date: b - Date ¥ Patron: Grade
[V Item: Estimated Fines [V Patron: Name ~
Sample Long Report
¥ Ttem: Price V¥ Patron: ID/Al-ID [V
INFOHIO — DLFN LONZ Sv@esduna 1iof - otndanto - (oi=ow@=lipt.pl) 077052005
Nama |Titla Infocmation Lates Status L@
Altman, TRISZE (LOCAN) Sz=: 04|I lowa you, Masy Jana Smt: ——f-—j-—— FROCESSE 1.00
IDfAlL: 22E1200150EE05 | ESal1l: E BAL Val: & 12.55 D@z ——f-—f-— Bill
Hoom: AR-SWICE | Bas: 32E120100454854 Bat: 0E730709
|
II lowva yom, Ma-y Jana Cnt: 01715705 LoaT 12.58
| ©Call: E BAL Val: § 12.5E Crad: Bill
| Baz: 3ZE1Z2010045454 Rat: LOST
|
|Lag-@chaend Newas lia Cmnt: 01715705 OVERDTE 1.00
| Call: E BAL Val: § 7.E61 Du@: 01726705 o.o4a
| Bas: 3212010005510 Bat: —-—f-—7-— o.oa
1
Sample Long Report with Message
Hama | Titla Infocmation Datas Status Cru@
Bazd, TRYLOR (MARIE) Go: 02 |Flease take case of these obligatisons as Goon as poseibla.
Hoom: AR-CIENSTEERCE | Thank youn!
|
| Tha adwantus-ee of Supas Diapas Babsy : tha i Oot: 1170770E OVERDTE 1.00
| ESall: F FIL BC 270 Val: & 5.1E Dma: 11714706 o.o0
| Bas: 32E1201E002748 Bat: —-—f-—f-— o.o0
|
Ba-nas, BRANTON Gz: 00|Please take case of thase ohligations as Eoon a0 poaeiknda.
Hoom: FR-WARE | Thank youn!
|
| Eeap sunning Allan! Ot FROCESSE 0.50
e EadA: E BOL val: B E.7% D : Bill
| Bas: 32E1201000E843 Bat: 0E7307/09
|
| Eeap sunning Allan! Cmt: 10704707 LoS8T E.75
| ESall: E BUL Val: & E.759 Crud: Bill
| Bas: 32E1201000E843 Hat: LOGT
I 1
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Notices

1.

NOTE: The fine amount displayed with OVERDUE
items, is as of mm/dd/yyyy. Overdue fines will
increase each day until the item has been returned.

(7

Report Format recommended settings are
shown. You may try additional combinations to
meet your needs.

User ID Selection - Select either the full 14 digit
user ID or the Alt-ID to display on the finished
report.

You may print 2 notices per page.

Select PC or Mac for this report.

You may enter a message to be included for
each student if desired.

Select as many Field Selection Options as you @)

wish to display on the finished report.

a. If you select Iltem: Estimated Fines, you may

Report Type

" Brief " Long @ Notices (" Spreadsheet

Report Format

 Plain Text & RTF @
o rait € La

& Normal " Condensed

User ID Selection
@ i0 C ak-ID @

General Options

W overdues ¥ Unpaid Bills

¥ HIDE Inactive Transactions ¥ Total Bills and Charges
[” HIDE Active Transactions r

W HIDE Historical Transactions [ Start o

V¥ Two Notices per Page [V Show default Late Fee/Fine Message

Print Options

@ pC  Mac @

also select for the following message to appear
(7b):

Alingten, JORDAN EDWARD Teachas : GALLMEIER
Mom and Dad Gzada : BT

123 Any St-eat Room : EC-CRLIMEIER
Anytown, OH 40000 Data : 0770572005
555-1234 7

KOTIFICATION OF OVERDUE ITEMS 7 FINES / FEES

Message (Notices and Long Report) @

ILibrary staff can enter notice messageTere.

|lf left blank, no message will appear.

Field Selection @

¥ item M Dat ¥ patron:
 Iter ' M r ¥ Dat rr v patron:
 Item ] ~ ] ¥ patron:
V1 Author ¥ Date: Notice Date ¥ Patron:
[V Item: Estimated Fines [ pat ¢l V¥ patron:
[V Item: Price V pat ID/8lt-10 W Patron:

Room
Teacher
Program
Grade
Address

Homeschg

Flaasa Take cara of thase cbligations as Goon as posaibla.
Thank yoa!

b KOTE: Tha fina amount diaplayed with OVERDUE itame is as of 0770572005.
Crr@zdud finas will inc-ease @ach day wntil the item has baan -atoznad.

Qut: -—f-—f-— Bat: 0ESZESO0B

3ZE120100113322 - E ENS (Baplacamant Coat: F15.07)
Cmt: 10704707 Dua: 10711707

3Z2E12015003142 — FIC FAT (Raplacamant Coet: E5.3E)
Omt: DEF25f08 Dua: 08727708

Total Estimated Finao:
Total Bill Amount:

* MISC * Migeallangsws Chasge o BLll By Amount:
* OVERDUE * Josaphina tha goeat collactors By Engal, Diana Est. Finaa:

* OVERDUE * Tha fiald of tha doge f Kithasinae Fatasgen 3 Est. Finae:

w
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8. EMAIL CONSIDERATIONS:

a. If an email address is in the student’s record,
fill out the email options on the Output Options
tab. The individual notice will be emailed to
each student (with a valid email address) that
you selected for this report.

b. You can add an email address to a student’s

Email Motices

Subject Line (Default: Library MNotice):

From Address (Default: Sirsi@servername):

|Iibrarian@m3rschool.org

¥ Email notices to all patrons with valid email accounts

¥ Report invalid email addresses in report log

record in Modify User on the Address tab.

NOTE: Before making manual changes, check with your ITC provider to be sure the
Patron update process does not overwrite your manual entries.

c. To verify the email was sent — View the
finished report, check View Log and Format
Report. You will see a message if any of the
email addresses are invalid.

R R R R R R R R R R R R R R R R R R R R R R R R R R R E R R R R R R R E

* Sent Hotices *

FE R R R R R R EEERRER R R R R R R R R R R R R R R R R R R R

LUSaU3ss 3L — _;E:A:&gta;_.CDn

FE R R R R R R EEERRER R R R R R R R R R R R R R R R R R R R
D S Trmm s

* Invalid/Mizszing Email *

R R R R R R R R R R R R R R R R R R R R R R R R R R R E R R R R R R R E

Running the Report

Save as a Template (optional, but helpful if you want to tweak results).

1.

2.

Run the report.

Click Finished Reports wizard.
Select report name and click View.
Uncheck View log.

Uncheck Format report.

Click OK. Your report will open in your pre-selected
word processing program.

Customize the report and/or save it if you wish

Finished Reports : ¥iew Finished Reports -

Report to view: CIR : COwerdues MNotices |rlc
@ [~ wiew log

¥ wiew result

oK Change format | Lancel
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Spreadsheet Option

1. Run the report using the spreadsheet option.
2. Under the Reports Wizard, click on Report
Session.

3. Use the gadget to set the application to view
reports in Excel.

4. Click Finished Reports wizard.

5. Select report name and click View.

Defaults

Application to wiew reports: |C:\F‘r0gram Files\Wicrosoft OfficeADfice\Ex 4
Application to print reports: |C:\Prugram FilesWicrosoft OfficevOfficewsy| 4

®

6. Uncheck View log’ and ‘Format report’ and click OK.

Report o view: CAT : Shelf List

™ wiew log
W Wi result

7. When you view the report, it will be in Excel and can be manipulated easily. Customize the

spreadsheet and/or save it if you wish.

8. Remember to change report session back to your Word Processing program (Winword, Appleworks,

Text Edit, etc...) when you're done!

HINT: If your barcode column looks like this: 3.0499+13

you’ll need to format the cells.

Highlight the barcode column.
Click Format > Cells.

On the Number Tab, select Number
Set the decimal places to 0.

Sample spreadsheet:

Murnber l.ﬁ.lignment l Fank l Biorder ] Patkerns l Proke

Sample
2049900300030

Cateqory:

Zurrency
Accounting

Decimal places: |0

A B | C | D | E [ F | &6 | H | 1 ] J |
1 |BillfCharge Patron Barcode  |Mame Teacher Fatron Grade Title ltern Barcc Callnum  Author Due Date
2 |C 2261200110380 COTTERMAN, PATUTTLE 7 Addy learn 3.26E+13 RCBED  |Porter, Col 8/29/2007
3|c 22672001119553 | FRYE, PHILLIP (FOSBURN 7 Ghosts be| 3.26E+13 F JON RC | Jones, Ma  8/29/2007
4 |C 22672001 113006 | GOODWIN, KELE OSBURN 7 Abigail Adi 3.26EH13 RC 620 |Wagoner, . 8/29/2007
5 |C 22612001 113006 | GOODWIR, KELE OSEURN 7 Changes fi 3.26E+13 RC B0 |Tripp, Wale 8/29/2007
6B |C 22612001 1132653 HARSHMAN, TYLTUTTLE 7 3ing a son 3.26E+13 E SIL Silvers, Vil 8£2972007
7|8 MISSING Missing lterms - DO NOT DELETE-- Skin deep 3.26E+13|FIC RUB  Ruby, Laois
g |C 22612001 110002 | SMITH, PAIGE BAUMAN 7 Big Frog, L 3.26EH13 EMEN  |Mendoza,  8/29/2007
9 |C 22672001 119656 WANDYKE, CHRI TUTTLE 7 Tracing ou| 3.26E+13 /973 SIL | Silver, Led 8/29/2007
10 |C 22672001125752 | ABRAM, KAITLYTHOHLBEIN 4 Ricky Rice 3.26E+13 RC 490 |Pilkey, Da 11/21/2006
11 |C 22612001907704 ADAMS, BRAXTCWARK KG Singing 5S¢ 3.26E+13|E BUL RC Bulla, Clye 101172007
12 |C 22672001 124458 ARMOLD, JACK, SOMMERS & Dragon ridi 3.26E+13 RC 710 |Funke, Co 1152172006
13 |C 22672001500103 ARROY O, ASHLE SWICK 4 Five Fingel 3.26E+13 RC 640 |DeClermen: 11/20/2006
14 |C 2261200710355 ARROY O, COLE BOHN 2 Tenred ap 3.26EH13 RC 230 |Hutchins, l11f2?'f2I]IZIE_|
15 |B 22672001700000 BACKUS, JARRE GERDIMNG 2 Captain Ur 3.26E+13 FIC PIL RCPilkey, Oa 101772007
16 |B 22672001410451 | BACKUS, JOREM GROCH 3 Captain Ur 3.26E+13 FIC PIL ROPilkey, Da 11/27 /2006
17 |C 22612001500202 | BAMKS, DAMICK SWICK 4 Harry Potty 3.26E+13 FIC ROW |Rowling, J. 11/20/2006
18 |C 226712001800205  BEMMETT, MIKATWWIECHART 1 Rosie's W 3.26E+13/RC 100 |Hutchins, [ 1152172006
19 |C 22672001800354 BLAMD, NATHAN SUEVER 11500 Hats ¢ 3.26E+13 RC 520 |Seuss, Dr 11/21/2006
200C 22612130003367 | BEOHM, KIMBERL UMKMOWYH ~ FACULTY Cranberry | 326E+13 E DEY  Devlin, WWe 5/26/2007
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