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AppleWorks).

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

Setting up the Report:

pPwbdPE

Click Schedule New Reports wizard.
Select the INFOhio tab

Select PAT: Users with Lost Items.
Click Setup & Schedule.

Selections / Options

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

Echedule Mew Reports : Schedule PAT : Users with Lost Items

Basic | User Dptiu:unsl User Selection | Item Selection | Title Selection | Call Number Selection | Checkout Selection I Sarting I Cutput Options

Basic Information Tab

1.

Change the Report name and/or Title if you wish.
It should reflect the content of the report.

Description is a good place to note any special
print setup needed. If you save the report as a

Report name: KAHS Overdue MNotices

Description: |Overdue Motices 2 per page

Title: |Overdue Motice
Foaoter: |-(.¢\HS

template, you will see this screen each time you 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 Tabs

. . jc User Options zer IDs | Uszar Selaction
1. User Options — Select specific homerooms, programs, or homeschools. prions | user 105 user selecton]
Enter information exactly as it appears in patron records. You may select omeraom [7¢-HUBER 4
Active, Inactive or Both for Students. Hemaschools | @
Prograrn: I @
2. User Selection — indicate library, patron profile, grade, etc. If Library is User Status:  active 7 Inactive & Both
left blank, all buildings are reported. @U options | User 1Ds User Selection | Checkout Seld
. . . epe . Library:lKAHS &
3. Item Selection - limits output to a specific library, and/or Item growth. Usar orafile:
Ser prof E.I @
Grade:l L3
4. Use gadgets [#] to ensure correct formatting of data. Teacher: | &
Extended info:l L3
NOTE: Consult user record to verify where and how data is entered. ¥ blank field matches with Not Equal qualifier
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Sorting Tab

1. Select sort from drop-down menu. Sorted by: |library/ call number -

library/ call number
library/ name
name

Output Options Tab

Report

_ Report Format
1. Report Format recommended settings are shown. spert rerms

() Plain Text @ RTF

@ Portrait () Landscape

(71 Normal @ Condensed

Sample Report

F}LT: T=ar= with Lo=t Item= [lostitem]i=t) O7/ZESE0L1E
O=exr IO Hame Lihra Item IN Ticle Call¥um Du= Date
Z0EOOOOOO02422 Sinatra, Frank LHHS 20EDDL4D0D171T The Zookeeper's wife @ & DS4D.52 ACK Z014-0B-28

Running the Report

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

1. Run the report.

Finished Reports : ¥iew Finished Reports = 0O

2. Click Finished Reports wizard.
Report to view: CIR : Cverduss Motices Irlc
3. Select report name and click View. @ I view log

¥ wiew result

4. Uncheck View log. @

5. Uncheck Format report.

6. Click OK. Your report will open in your pre-selected ok | change format | Cancel

word processing program.

7. Customize the report and/or save it if you wish
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