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Checking In Materials in Library Manager™

Home Circulation Back Office

Check In

Catalog Reports

Check Out

| Check In

Checked out 12/9/2011 to James, Steven (student: 2010001745)
Library copies still checked out! ©

Dffline Circulation

i Biomes and ecosystems (Copy: T 2263)

Checked out 11/30/2011 to Collins, Jarmes (Student: 204000163%)
Library copies stilf checlked out! 0

My Info

[¥|recard in-library use

Renew Most Recently Checked In
Holds/ILL B A thread across the ocean : the heroic story of the transatlantic
cable (Copy: T 2294)
Fines Checked out 12/9/2011 to Barnes, Gavin (Student: 20l000160%9)
Copy . Library copies stif checlked out! ©
iThe White House : an illustrated history (copy: T 1252)
Patron Status

Library Information| i William Shakespeare's Hamlet, Prince of Denmark (Copy: T 1711)
Checked out 12/9/2011 to Hernandez, Adrian (Student: 2010001723)
Library copies still checked out: 1

4 Basic checkin
The basic checkin procedure involves entering the copy
barcode:
Scan or type the copy barcode in the Find Copy field and

click 50! or press Enter.

The item appears in the Most Recently Checked In section
of the page. This section holds the last 10 checkins.

If you don’t have a barcode, enter a keyword from the title
(or part of a word, followed by *) and click 50! .

Locate the title in the list and click ~/Copies | Select the
correct barcode number link.

To clear the Most Recently Checked In list, click the Reset
button on the menu bar on the left side of the screen.

/

How dao I...

Due 12/23/2011 384.1/5
EE5Create Fine
Due 12/23/2011 Hold®,
§ECreate Fine
Due 12/23/2011 822.3/3
§EjCreate Fine
Past 577
Due 12/7/2011
EE5Create Fine

Charging a fine

If the copy is listed in the Most
Recently Checked In section,
click the EEiCreate Fine| jcon next
to it. Select the Reason from
the dropdown list, enter the

amount, and click B _save J

If the copy is not listed in the
Most Recently Checked

In section, select the Fines
option and retrieve the copy.

/ Copies on Hold

status is now ready.

To view the hold information, click the copy barcode.
The Hold® jcon indicates a hold.

If a copy has a hold on it, the message displays the waiting patron’s name. The hold

You'll need to place the copy on the hold shelf and notify the patron. You can print or
email (if setup) the notice to the patron from the links in the message.

N

A\ Please note...

(Barcode: 2010001430).

Click here to print a hold notice for the patron.

+ This copy of "The White House : an illustrated history" should be held for Angelina Murphy

Please notify the patron that this hold is ready to be picked up.

N\
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Overdue copies

If a copy is overdue, and your library calculates fines automatically, a fine is assessed to
the patron.

Click the Pay/Waive Fine link to pay, waive, or apply a partial payment to the fine.

/\, Please note...

Days overdue: 9

+ Overdue item "Biomes and ecosystems" (Barcode: T 3863)

James Collins has been charged an overdue fine of $0.45. Pay/Waive Fine

Lost copies

If you check in a copy that was marked Lost, a message appears and the copy’s

status changes back to available.

A please note...

been deleted.

+ "Athread across the ocean : the heroic story of the transatlantic cable" (Barcode: T 2894)
had been marked as lost. The fine assigned to Gavin Barnes (Barcode: 2010001609) has

/

Navigate to the Patron Status
page by clicking on the Patron
Status option on the Circulation
tab or by clicking the patron’s
linked barcode number. From this
screen, you can view a patron’s
Items Out, Fines, and Holds,
or to create a fine or a hold for a

Patron Info

Home | Catelog EEE-TEEGON Repoits | Back Offica | My Info
Patrea Status
Cherk ik How
therk In
Find Patron Go!
Renew
Molds/ILL Conty search Hormeroom
Fines
Copy Status James Collins [Student] e Potren
Fatron Status Barode 2010001633 GHPr Laleel Hicknarma Jin
Uffline Circulation Status Active Grade Level 11
TR S Gender 13la Homeraom 1r, gell
b tard Enpires (/20,2013
vt v 2013
Birthdate 111,21/ 10594 - —
Biatct 18 3361000102 T
Accaptable s Palicy an Fils? b
Items Out
Library Materials
Thars are nn ¥ hachond
Fines ﬁ Edit Fines | |*¥iew Histury
Rmanon Araausnt
m Binmes and poosysbems  (Copy: L a0a) 577 $0.45
Holds ﬁ addd Hald
Thare arw e holds for this patren
Current Transactions
theched Gut Overdue Holds /Boskings © Fines: §0.43
Libeary: 1 Library: 0
Home | Catalog [eRSVENGNIN Reports | Back Office | My Info
Copy Status
check Dut How do I
Check In —
Renew
Biomes and ecosystems E
Holds /1L ! + ZFEditcopy
Author edited by John P, Rafferty, Call Number 577
Fines

[Copy status
Patron Status
Offline Circulation
Library Information|

Reset

status 4 yailable
Girculation Type Ragular

Barcode T 3gF3
Purchase Price
Date Acquired 11/30/2011
Copy Number

Vendor
Sublocation

Description

Previous Checkout
(Returned: 12/20/2011)

Patron Collins, James [Student]
Barcade 2010001633
Grade Level 11

Current Checkout
MNone

Follett &

ﬁ Add Hold
@Maﬂ( Lost

patron.

N\

Copy Info

Navigate to the Copy Status
page by clicking on the Copy
Status option on the Circulation
tab or by clicking any linked copy
barcode. From this screen, you
can mark a copy lost and view
holds, statistics, or the current
and previous borrowers of a copy.
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