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Checking In Materials in Library Manager™

Basic checkin
The basic checkin procedure involves entering the copy 
barcode:
Scan or type the copy barcode in the Find Copy fi eld and 
click  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 .

Locate the title in the list and click . 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.

Charging a fi ne

If the copy is listed in the Most 
Recently Checked In section, 
click the 

y
 icon next 

to it. Select the Reason from 
the dropdown list, enter the 
amount, and click . 

If the copy is not listed in the 
Most Recently Checked 
In section, select the Fines 
option and retrieve the copy.

Copies on Hold

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

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.

To view the hold information, click the copy barcode.

The  icon indicates a hold.
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Patron Info

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 fi ne or a hold for a 
patron.

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. 

Lost copies

If you check in a copy that was marked Lost, a message appears and the copy’s 
status changes back to available.

Overdue copies

If a copy is overdue, and your library calculates fi nes automatically, a fi ne is assessed to 
the patron.

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


