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Getting Started in Workflows 

 

 
Accessing Workflows 
 
    
      Double click on the Workflows icon on your desktop. 
 
 
 
 

Logging in 
 
1.  Connect to Host 

 
 You will see a large screen similar to 

this.  It should be configured for you. 
If you cannot access Workflows, 
contact your ITC (or see your district’s 
specifics in Section 1.1 ) 
 

 Click on OK at the bottom of the 
screen. 

 
 
 
 
 
 
 
 
 
 
2. Enter your User ID and PIN. 
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Item Search 
 

The Item Search and Display wizard is used to identify a specific title in your library and display 
information at the title, call number, and item level. At the item level, other types of information related to 
the item's circulation and holds are also available. 

 
1. Click on Common Tasks Wizard Group. 
2. Click on Item Search Wizard.  
 

Item Search screen displays. 
 

3. In the Search For box, enter your search expression. 
 
4. Select the type of search you want to perform.  (see Search Strategies) 

a. Keyword – locates and displays records that contain the terms you entered. 
b. Browse - produces a list in the alphabetic vicinity of the term you entered, which may then be 

browsed forward or backward. 
c. Exact - displays record(s) of the search index you used or a browse list if no exact match. 
d. Current Title - displays the record that was most recently displayed, modified, or added (will not 

display if first search).   
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5. In the Index list, select the search index you want.  The search indexes that display are wizard 

specific. 
a.  Author - Author Lookup    f.   Periodical Title- Periodical Title Lookup 
b.  Call Number     g.  Series- Series Title Lookup 
c.  Curr – Curriculum info (658 tag)  h.  Set ID – Circulation Set Lookup (use “3”) 
d.  General – ISBN, all fields   i.   Subject – Subject Lookup 
e.  Item ID – Barcode Number   j.   Title  - Title Lookup 
                                                                             k.  Title Control # - (oisl) OCLC, ISBN, ISSN, LCCN 
 

6. In the Library list, select a library to qualify your search.  If the Library field contains a specific library 
name, only item records for that particular library are searched.  If the Library field contains the value 
Full access to all libraries, the item records of all libraries are displayed. 

 
7. Click Search. 
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8. If your search finds results, a list of matching records displays in the hit list area.  Select the record 
you want to display.  If the Viewer is turned on, the selected title will display in the lower portion of the 
window with two tabs, Description and Call Number/Item 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
9.  To display complete information about the item, including tabs that display detailed bibliographic 

description information and information about circulation data, click Detailed Display.  Several tabs 
may display, depending on the configuration of the Item Search wizard. 
a. Control Tab – Information used primarily to administer the catalog and maintain the catalog, 

authority metadata, and review data files.  
b. Bibliographic Tab - Information common to all items associated with the title, and is used primarily 

to bibliographically describe the item or items. 
c. Call Number/Item Tab – Call number information, and all items associated with the title. The 

information that displays is specific to a single call number and/or item of the title.  The following 
item information will be displayed: 

 Call Number Information – Call Number, Class Scheme, Call Library, Shadow Call Number 

 Item Information – Item ID, Copy Number, Type, Item Library, Shelf location, Current Status, 
Material Type, Funding Source, Media Desk, Number of Pieces, Total Checkouts, Price, 
Permanent, Circulate, Shadow Item  

 Item History – Date Created, Date Due, Date Last Charged and Discharged, Inventory 
Information, Previous User ID, Last Activity Date, Number of In-House Uses         

 Circ Info – Total Bills, Comments, Checkouts, and Holds 

 Bills – Unpaid Bills with User ID and Name, Amount Owed and Reason 

 Checkouts – User ID and Name, Status, Date Due 

 Holds – User ID and Name, Hold Level, Hold Status 
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10.  In the result list, if there is a NOTE on the item record, you will see a small icon next to the item id: 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
11. You can print item information by selecting the Print command from the File menu, or by clicking the 

Print Wizard, if present, on the toolbar. 
 
 
12. To perform another title search, select from options:      

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Note:  For more detailed information or specific questions, use HELP wizard. 
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Check Out Items 
The Checkout wizard guides you through the process of checking out materials to a library user.  
 
1. Click on Circulation Wizard.                                   
2. Click on the Checkout Wizard.   

 
NOTE: If your checkout properties helper is set to “Start with search   

helper”, your user search screen will display first.   
 

Checkout screen displays   
 

3. Locate the user by scanning the 
user ID or using the User Search 
helper.  

 
4. Scan the item ID or use the Item 

Search helper. 
 

     The checked out items  
     will display on the List 
     of Checkouts section. 
 
5. Continue checking out items as 

appropriate. 
 

 
NOTES:  If a user is delinquent or blocked, a User Alerts 
Display screen may appear allowing you to investigate  
the reason for the status. This pop up box can be turned 
on or off in Checkout properties. (Check or uncheck 
“Display user blocks in separate window.”)  

 
If a user is blocked, the override password is required to 
complete the checkout process.   
 
If a user is barred, a popup window will display, regardless of the property setting, informing you of 
thieir status.   You must change their status to OK in Modify User before they can Check out. 

 
6. When the first user’s transactions are complete, scan (or type) in the next user’s barcode number.   

Checkout screen for next user will display. Scan items for this user. 
 
 
 

 
7. Select from options:  
 
 
 
 
 

NOTE:  For more detailed information or specific questions, use HELP wizard. 
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TIP:  If you prefer checking out by name rather than scanning a barcode: 
 

1. Right click on CheckOut Wizard.  
2. Select properties. 
3. Click on the Helpers Tab.  
4. Click on User Search. 
5. Click on the Defaults Tab. 
6. Choose keyword for search type. 
7. Select  Name for Search Index, enter your library, and 

choose a sort option. 
8. Put a check in the Start with search helper box. 
9. Click OK. 
10. Now when you click on the checkout wizard, this is what 

you will see.  

 
 
 
 
 
 
 
 
 

 
 

TIP:  If students come to the library by homeroom and you want to check out by name: 
 
1. Repeat all the steps above, except set your 

search index to Homeroom or Teacher and 
sort by User Name. 

2. When a class comes in, click on the 
Checkout Wizard and search for the room 
you wish.  (Remember, homeroom or teacher 
must be typed exactly as it appears in the 
student record.) 

3. A list of students will display.  Highlight the 
one you want and click Checkout to User. 

4. Check out items.  When done, click Check 
Out to new user. 

5. This will return you to the class list.  
Highlight the next student’s name and click 
Checkout to User. 
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TIP:  If you wish to checkout multiple items to the same patron, you may turn on Cache Item IDs.  
This allows you to scan multiple items into a single Item ID window.  You will need to click the Check Out 
Item to User button to select another patron. 
 

1. Right click on CheckOut Wizard.  
2. Select properties. 
3. Click on the Behavior Tab. 
4. Place a check in Cache Item ID’s . 
5. Click OK. 
6. Click on Checkout Items, notice the 

larger Item ID field. 
7. Scan the desired number of items. 
8. When finished scanning, click the 

Check Out Item to User button.  
9. All items scanned will be checked 

out to user.  
  

NOTE:  If an item cannot be checked 
out, an override password (obtain 
password from supervisor) will be 

required to complete the checkout 
process.  When the password is 
entered an Alerts Display screen will 
appear explaining the reason for the 
status and allowing you to complete 
check out. 
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Special Due Date Helper   

 
When checking out or renewing an item, you can set a special due date before scanning the item(s).   
 

1. Use the Calendar gadget to select a date in 
the Special Due Date field.   

 
2. Select how long you want this date effective. 

 

 From now on – the date you select will 
remain in effect for all users until you 
close the Checkout wizard or use the 
Clear Date action button.  This date will 
display on the checkout screen.  

 For this user only – the date you select 
will affect all the items this user checks 
out. 

 For this checkout only – the date you 
select will affect only this one item. 

 
3. After returning to the checkout or renewal process,  
      scan the item's barcode in the Item ID field. 
      The special due date will display above that 
      field for all users until the date is cleared. 
 
 
 
 
 
 

Using Circ Notes 
 
 
 
Circ notes will display when an item is 
checked in and checked out if “Display 
Circulation note” is checked in properties 
for those wizards. 
 
 
 
 
 

 
 
You can enter the circ note on an item’s record 
under Extended information.  
 
 
 
 

1 
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Printing User Information 

 
 

Print User information by selecting the 
PRINT USER helper.  This will allow for 
printing of user information from inside 
the wizard. The helper allows you to 
select to print All user information, or 
select from the following options.   

 
• Summary — Prints user 

information from the Summary 
tab of the user record.  

• Addresses — Prints all user 
address information.  

• Extended Information — Prints 
all user extended information.  

• List of Checkouts — By 
default, prints all Active 
checkouts. To change, select 
from the list options Active, All, 
Claims Returned, Inactive, 
Overdue, Recalls, Renewals. 

• List of Bills — By default, prints all Unpaid bills. To change, select from the list options Unpaid, 
Paid, All.  

• List of Holds — By default, prints all Holds. To change, select from the list options All, Available, 
Recalled, Reserve. 

• List of Suspensions — Prints all Active suspensions for the user  

• List of Routings — Prints all bookings for the user (Materials Booking), not currently supported.   

 

 
 NOTE:  You can also use the Print function from the Printer icon in the Common 
Tasks toolbar; but if you do, you can only print the whole record.  There is no option to 
print a specific screen. 

 
 

      HINT:  If information is wrapping, try changing the page setup to Landscape (before printing, 
look at the print preview (toolbar file   print preview). 
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Check In Items 
 

1. Click on Circulation Wizard group. 
2. Click on Check In Wizard. 

 
Check In:  Identify Item screen displays.  
NOTE:  If the Check in property is set to display user information, the information will be displayed at 
the top of the screen.  

 

3. Scan or type item barcode number or use the Item Lookup helper.   
 

4. If appropriate, continue to next item to be checked in. 
 
      As Items are scanned, the following Information will display: 

 Title 

 Item ID of item being returned.  

 Where item is to be routed (AVAILABLE, RESERVES, Transit to another LIBRARY, etc.) 

 Amount billed if item is fined for being overdue. 

 Amount paid automatically if applicable.  

 User ID of user returning item (click on platform to display user record, transaction history) 
 

NOTE:  Caution – watch screen carefully as items are 
checked in, various messages may appear. 

      If an item is scanned, but was NOT checked out 
through the system, a Check In: Error message will 
appear in a separate window, or on the list of items 
checked in, depending on your check in property 
setting. 
  

5. Select from Options:   
 

3 
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Accumulate Fines 

 
This function allows you to total selected bills and accept payment on them without leaving Checkin. 
 

1. Click on Circulation Wizard group.  
2. Right Click on Check In Wizard. 
3. Click on Properties. 
4. Bullet Accumulate Fines Yes or Prompt.   
      This only needs to be done once. 
 
 
 

 
5. Click Yes to accumulate fines. 
 
6. Check in all items. 

 
 

 
7. When finished, click 

on User header.  This 
will group all the 
items returned by the 
same user together. 

 
 

 
 

8. Click the Pay Bill helper. 
 
9. Enter payment 

information.   
 

a. You can accept a 
payment on the 
total amount due. 

OR 
b. You can accept a 

payment for 
individual patrons 
or individual 
items.  Enter the 
amount in the 
payment column 
in the appropriate 
box. 

 
 

10.  Click Pay Bills to exit and accept all payments. 
 

 

5 
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8 
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9b  

Enter $1.40 for her total 
obligation in the first box 
or $.70 for “Aquarium” in 

the second box. 
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Printing User Information 

 
 

Print User information by selecting the 
PRINT USER helper.  This will allow for 
printing of user information from inside 
the wizard. The helper allows you to 
select to print All user information, or 
select from the following options.   

 
•Summary — Prints user 

information from the Summary 
tab of the user record.  

•Addresses — Prints all user 
address information.  

•Extended Information — Prints 
all user extended information.  

•List of Checkouts — By default, 
prints all Active checkouts. To 
change, select from the list 
options Active, All, Claims 
Returned, Inactive, Overdue, 
Recalls, Renewals. 

•List of Bills — By default, prints all Unpaid bills. To change, select from the list options Unpaid, 
Paid, All.  

•List of Holds — By default, prints all Holds. To change, select from the list options All, Available, 
Recalled, Reserve. 

•List of Suspensions — Prints all Active suspensions for the user  

•List of Routings — Prints all bookings for the user (Materials Booking), not currently supported.   

 

 
 NOTE:  You can also use the Print function from the Printer icon in the Common 
Tasks toolbar; but if you do, you can only print the whole record.  There is no option to 
print a specific screen. 

 
  

      HINT:  If information is wrapping, try changing the page setup to Landscape (before printing, 
look at the print preview (toolbar file   print preview). 
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Renew Single Item  
The Renew Item wizard guides you through the process of renewing a single checked-out item.   
This wizard may be used when the user comes into the library with the item to be renewed in hand.   
 
 
1. Click on Circulation Wizard Group. 
2. Click on the Renew Single Item Wizard.   

 
3. Renew Single Item screen displays.  
 

4. To renew the item and 
record the renewal as a 
”seen” renewal, select the 
Mark Item as Seen check 
box before scanning or 
typing the item ID.  (A 
“seen renewal” indicates  
item is physically present 
at the time of renewal)  

5. Scan the item’s 
barcode number. 

6.  
Renew This Item?  
screen displays (if 
property settings are 
not set to review items 
before renewing – can 
be turned off). 

  
 
 
7. Select Renew This 

Item or Do Not  
Renew. 

 
 
 
 
 
     Renew Item:  screen displays with the renewed item, new due date, and any associated bills displayed. 
 
     
 
 
 
 
 
 
 
Select from options.   
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Exceptions to the Renewal Process 

 
Holds Block Override screen will display if the item has a hold by another user. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Options: 
 

1. Override & Renew Item. 

a. Type in the “hold block override” password.  

b. Click on Override & Renew Item. 
 
OR 

 
      2.   Click on Do Not Renew Items. 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Note:  For more detailed information or specific questions, use HELP wizard. 
 

2 
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Modify Due Dates 
 

Sometimes, the library may extend an item's due date temporarily if the user is not able to return the 
materials by the due date, such as when the user is out of town.  The Modify Due Dates wizard guides you 
through the process of modifying an item's due date.   
 
1. Click on Special Circulation Functions                
2. Click on Modify Due Dates Wizard.  

 
Modify Due Dates user search screen displays.  
 
NOTE: If the Modify Due Dates properties helper is set to “Start with search helper”, your User Search           
screen will display first.  
 

 
3. Select the appropriate user. 

 
 
Modify Due Dates screen 
displays. 
  

4. Check the individual titles to 
modify due date or Click the 
Select All option. 
 

5. Click Apply Same Due Date 
to select the same due date 
for each/all selected item(s) 
if desired. 

 

 

6. Click the calendar gadget next to the appropriate Title or Apply 
Same Due Date to select the modified date due.  
 

 
 
 
7. Click Modify User Due Dates to save your changes.  

You will see Record updated for the item(s) 
modified. 

 
 
 

 
8. Select  from options:  

 
 

 
Note:  For more detailed information or specific questions, use HELP wizard. 
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Check Item Status 
 

The Check Item Status wizard displays the current status of an item.  This wizard is especially useful if you 
find an item and want to know where it should be shelved, or if it should be put in transit. 
 
1. Click on Common Tasks Wizard Group. 
2.   Click on Check Item Status Wizard.  

 
Check Item Status screen 
displays.  
 

3.   Scan or Type the  
Item ID or use the 
Item Lookup Helper.  
 
 
 

 

TIP:  
The record that was      
most recently displayed,  
modified, or added will  
display as “Current”. 
 
 
 
 
 
 

 
 
Check Item Status:  
Current Status of  
Item (Item ID Number) 
screen displays. 

 
 
 
4.  If item is checked out,  
     patron information will  
     display.   If item is  
     AVAILABLE, click on  
 title bar to select item  
 glossary to see ID of  
 last user that checked  
 out this item. 

 
 
 

Note:  For more detailed information or specific questions, use HELP wizard. 

3 
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Paying Bills 
 

The Paying Bills wizard guides you through the process of accepting payments for current bills. 
 
1. Click on Circulation Wizard. 
2. Click on Paying Bills Wizard.  
3. Locate user record.    

Paying Bills:  User Alert screen displays. 
 
4. Click OK.  

   Paying Bills screen displays. 
 

5. Payments can be made on the total bill or for a specific item. 
 

a. To pay on the total balance, enter amount received and 
select payment type from the drop down menu.  

 
b. To pay on a specific item, enter the amount received (can 

be full amount or partial) and select payment type.  
Clicking in the payment column will bring up a menu. 

 
 
6.  Select from options. 
 
 
 

5a 

5b 

tip 
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TIP!  To see the payment history on a specific item, click on the dollar amount owed for that item. 

 

 
 
To see a history of all payments: 

 Click on Display User wizard.   

 Choose the Bills tab.   

 Click on Display Options  

 Select paid. 
 

 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 

Note:  For more detailed information or specific questions, use HELP wizard. 

Harry Potter and the goblet of fire 32620065159029 PROCESSFEE $.00 $2.00 7/13/2005 
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Pending Transits  
 

The Pending Transits wizard displays a list of items that are currently in transit to your library or a selected 
library.  You have the option of receiving them.  This wizard is useful for getting lists of transit items or 
receiving them without the item in hand. 
 
1. Click on Special Circulation Functions Wizard group. 
2. Click on Pending Transits Wizard.   

 
Pending Transits screen displays.  
 
 
Screen displays the 
library, total items in 
transit, and number 
of items received. 
 
 
 

3. Select the Item to 
receive. 

 
4. Click the Receive 

Item button. 
 
 
 
 
 

5. A List of items 
received will be 
displayed at the 
bottom of the screen. 

 

 
 
 
 
 
 
 
 
 
 
 

TIP:  You can resize the columns to see more of the title or the history of the item by clicking on 
       the line between the columns and dragging in the appropriate direction. 
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Viewing items in transit to another library: 

 
1.  If no items are in transit to your library, a 
     message will display.  Click OK. 
 
 
 
 
 
 
 
 
2.  You will be given the option to view  
     transits for another library.  Select a library     
     from the drop down menu. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. If you choose to receive an  

            item from another library,  
            you will need to enter a  
            password. 

 
 
 
 
 
 

 
 
 
 

TIP:  The Select Another Library wizard will also allow you to select  
        another library. 

 
 

 
 

Note:  For more detailed information or specific questions, use HELP wizard. 
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Display User 
 

The Display User wizard displays user information after guiding you through the process of selecting 
which user information to display. 
 
1. Click on User Maintenance Wizard Group 
2. Click on Display User Wizard    
 
3. Locate the appropriate User.   
 

NOTE:  Method of User search can be pre-determined by the property setting on the Workstation (see 

Sec. 4.01). 
 

a. Scan in or type the significant digits of the user ID.  
 
 
 
                 OR 
 
 
b. Use the User Search Helper  
   

 Keyword –  

 Enter the full first or last name.  
               Ex.  Taylor 

 Bullet Keyword 

 Results will include Taylor as first name 
or last name. 

  
  
 
 
 
 
 
Browse –  

 Enter one or more letters of the last name. 
Ex.  Ta 

 Bullet Browse.  

 Results will start one name before your 
search term.  Then all last names that 
start as requested will follow. 

 
 
 
 
 
 
 
 
 

3b 

3a 
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4.  If you have previously viewed a user 
record, the option of “Current” will 
display.   
 
 
 
 
 

 
 
 
5. When the correct user is  

located,  

 Click to highlight the user name.  

 Click on Display this User.  
 
 
 
 
 

 
6. Click on the tabs to access  

specific user information. 
Modifications cannot be made from 
this wizard.  
 

a. Addresses 
b. Extended info 
c. Bills 
d. Checkouts 
e. Holds 
f. Suspensions 

 
 
 
 
HINT:  The Bills tab has a record 
of all past monetary obligations 
for a student.  This is the way to 
find out how much a student paid 
for a lost item if you need to 
refund his money!  Change the 
Bill type from Unpaid to Paid or 
All. 
 
 
 
 
 
 
 

 

6 

4 

5 
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Printing User Information 

 
 
 

1. Print User information by selecting the 
PRINT USER helper.  This will allow for 
printing of user information from inside 
the wizard. The helper allows you to 
select to print All user information, or 
select from the following options.   

 
 

a. Summary — Prints user 
information from the 
Summary tab of the user 
record.  

b. Addresses — Prints all user 
address information.  

c. Extended Information — 
Prints all user extended information.  

d. List of Checkouts — By default, 
prints all Active checkouts. To change, select from the list options Active, All, Claims 
Returned, Inactive, Overdue, Recalls, Renewals. 

e. List of Bills — By default, prints all Unpaid bills. To change, select from the list options 
Unpaid, Paid, All.  

f. List of Holds — By default, prints all Holds. To change, select from the list options All, 
Available, Recalled, Reserve. 

g. List of suspensions – by default prints all active suspensions.  To change, select from 
active or All suspensions. 

h. List of routings - Not used. 

 
NOTE:  You can also use the Print function from the Printer icon in the Common 
Tasks toolbar; but if you do, you can only print the whole record.  There is no 
option to print a specific screen. 

  

      HINT:  Before printing, look at the print preview.  If information is wrapping, try changing the  
                  page setup to Landscape. 

 
 
2.   Select from options.  
 
 
 
.  

Note:  For more detailed information or specific questions, use HELP wizard. 

1 

2 
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Receive Items in Transit 
 

The Receive Transit wizard takes items out of transit status and gives them available status in your library.  
Use this wizard if you have the item in hand. 
 
1. Click on Special Circulation Functions Wizard group. 
2. Click on Receive Items In Transit Wizard.   

 
       Receive Items in Transit screen displays. 

 
3. Type or scan 

the Item ID to 
receive. 

 
4. Click Receive 

Item. 
 
 
 
 
 
 
 
 

Current Status of Item ##### screen displays. 
 
 
 
 
 
 
 
5. Select from 

options. 
 
 
 
 
 
 
 
 
 
 
  
 
 
 

 
 NOTE:  For more detailed information or specific questions, use HELP wizard. 

3 

5 
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Marking an Item as Lost 
 
A user may tell the library staff that he or she lost an item. Use the Mark Item Lost wizard to mark the item 
in the catalog as Lost.  This will change the item's current status to LOST-CLAIM without checking in the 
item from the student's record. As you mark an item as Lost, you are given the option of creating a lost 
item bill, assessing a processing fee, or canceling the lost item bill and processing fee.  If a bill is to be 
created, it must be done at this step.  When an item is marked as Lost, the system does the following. 
 

 Shadows the item in the catalog so that other users will not inquire about the item. 

 Prevents holds from being placed on the lost item. 

 Keeps the item on the student's record (as INACTIVE LOAN) until the lost item bill is paid, 
forgiven, or waived. 

 Maintains the current status of LOST-CLAIM until the item returns to circulation. 
 

1.   Click on Item Maintenance wizard group.  
2.   Click on Mark Item Lost Wizard.   

Mark Item Lost:  Item Search 
screen displays.   

 
3. Scan or type the item ID in the 

entry box or Search for the 
item using the search item 
helper. 

 
4. Click OK. 

 
5. If a list appears, select one of 

the items in the list. 
 

6. Click the Call Number/Item tab 
to view information.  
 

7. Select the correct item to mark 
lost. 
 

8. Click the Mark Item Lost 
button at the bottom of the 
screen. 

 
 
 
 
 
 
 
 
 
 
 
HINT:  If you know the user who lost the item, it may be faster to display his record to locate the item. 
 

3 

5 

6 

7 
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Mark Item Lost Confirmation screen displays. 
 
Click OK. 
 
 
 
 
 
 
 Mark Item Lost:  Billing for Lost Item/ Processing Fee screen 
displays. 
 

9. Evaluate the information to make 
sure the correct user and item are 
displayed. 
 
10. Enter or Edit the amount shown 

in Billing Information.  If a 
Processing Fee is to be 
assessed, type the amount in the 
box.   

 

 
a. If you want to bill the user for the lost item, click 

Bill User.  You will be able to accept payments at 
a later time using the Pay Bills wizard. 

 
b. If the user wants to pay the FULL lost item bill immediately, click Pay Now.   A confirmation 

screen will display that can also be printed for a receipt.   
 

c. If the user wants to make a partial payment, click Bill User.  You’ll need to use the Pay Bills 
wizard to record the payment when it’s made. 

 
d. To clear the item from the User’s account and not bill the user, select the payment type of 

“Forgiven” and then click the “Pay Now” button.  
 

e. If you want to waive the lost item bill for the user, while maintaining the user’s responsibility for 
the lost item, click Cancel Lost** Item Bill.  Item will remain attached to the patron’s record but 
no fine/fee will be created.  

 
**NOTE:  The intent of the “Cancel Lost Item Bill” option in the Mark Item Lost wizard is to provide  
the staff with a way to NOT bill the user for the lost item, but still keep the lost item associated with 
 the User.  You will not be able to delete the item if this option is selected. 
 
 
NOTE:  If you are using the Credit User Account, see Section 6.8 for other  payment options. 
 

11. Click OK. 
 
 

a b c 

d 

e 
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Mark Item Lost screen displays, 
The item marked lost displays in the List of Items. 
 
 
 
 
 
 
 
 
12. Click Mark Item Lost button to declare another item lost or click Close. 

 
 
 
 
NOTE:  Items may be automatically marked as "Assumed Lost" after a specified time period with the  
             Assumed Lost (Assumedlost) report. This report can be set up to assess a lost item bill and a  
             processing fee according to the library's lost item billing policies, and to prepare lost item billing  
             notices. 
 
 
What happens when the user pays the bill for a Lost item? 

 
When the user pays the bill for the lost item, or the staff member forgives or waives the lost item bill, the 
item is removed from the user record and retains its LOST_CLAIM or LOST_ASSUM location. The item 
retains the LOST_CLAIM or LOST_ASSUM location unless the item is found and checked back into the 
system, renewed, checked out, or put in transit. 
 

 
What happens if the item is returned or found before the user pays the lost item bill? 
 
If the item is returned or found before the user pays the lost item bill, the system displays a message when 
you check the item in, check it out to another user, renew the item, or put the item in transit. The item's 
LOST_CLAIM or LOST_ASSUM location is cleared, and the lost item bill is removed from the user record. 
If a lost item processing fee was assessed at the time the item was marked "Claims Lost" or "Assumed 
Lost," and if the library's policies are so configured, the fee is automatically removed from the user's bill 
record as well. The overdue fine for the item is calculated and added to the user record. 
 
 
What happens if the item is returned or found after the user pays the lost item bill? 
 
If the item is returned or found after the user has paid the lost item bill, the system alerts you that the 
LOST_CLAIM or LOST_ASSUM location was cleared. When you see this message, you know that the 
item had been marked as Lost, and the lost item bill was paid or waived. You may issue a refund to the 
user for the paid lost item bill according to your library's procedures.  You can find the amount paid in the 
User’s record (Display User > Bills Tab > use drop down menu to select Paid bills or in the Item Record 
(Item Search > Detailed Display > Call Number and Item Tab > Bills Tab) 
 
 

Note:  For more detailed information or specific questions, use HELP wizard. 
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Class List - Birthdays 

Purpose: 
Create a master list of students that includes their birthdays.  
NOTE:  This will only work if the PIN loaded into Sirsi is their birthday. 

 
Location: 
 INFOhio Tab > PAT:  List Users 
 
Set up options: 

a. Basic tab – rename report 

b. User selection tab 

i. Library 

ii. Grade or user profile 

c. Sorting 

i.   library/teacher/name or your preference 

d. Output Options – bullet: 

i. Spreadsheet 

ii. Plain text 

iii. Barcode 

iv. Name 

v. PIN 

vi. Any other options you wish 

 

Result: 

Open the finished report in Excel and sort by PIN.   
You will need to format the PIN column (Format > Cells > Number tab > Text) 
 
NOTE:  Excel leaves off the first zero, so the pin 0206 displays 206. 

 

 

 

 

 

 

 

 

Birthday is 

Feb. 6. 
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Overdue List 
 

Brief Overdues/Bills Teacher list 
 
 

Purpose: 
 Create a brief list of overdues/bills 
  - Send to teacher 
 
Location: 
 INFOhio tab > CIR:  Overdues and Notices 
 
Setup options: 

a. Basic tab – change report name and title to reflect purpose of report 
- “Brief Overdues/bills desk list 2nd grade” 

 b.  User Selection tab:  Grade  (02) 
 c.  Item Selection tab:  Library 
 d.  Sorting:  library/grade/room/name (or as desired – Output will be sorted as selected) 
 e.  Output options:  Brief 
  - use other defaults as desired  (in Results below, unchecked “Total Bills..”) 
 
Result: 

 
 
 

 
 
 
 
Tip:  For a brief DESKLIST, uncheck this:  
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Results: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Tip:  Save this report as a template, to be run when desired; or set it as a “Scheduled” report to 
run automatically as needed. 
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Active Loans to a Homeroom 
 

Purpose: 
 Create a list of all items checked out (includes Overdues) to a specific Homeroom  
 
 
 
Location: 
 INFOhio tab > CIR: Active Loans 
 
 
 
Setup options: 
 

a. Basic Tab – Enter specific Report Name and Title 
 

b. User Options tab – Enter specific Homeroom selected (as appears in student 
records) 

 
c. Use all other defaults as delivered 

  
 
Tips:   

- Overdue items appear with asterisk at beginning of title. 
 
 
Result: 
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Items due TOMORROW  (or on specific date) 
 

Purpose: 
 Create a list of students with items DUE TOMORROW (date after report is generated) or 
on a specific date. 
 
 
Location: 
 INFOhio tab > CIR: Active Loans 
 
Setup options: 

a. Basic tab – change report name and title to reflect purpose of report (Items due 
tomorrow) 
 

b. User selection tab  
Library – will report ALL items due TOMORROW for 
this library 

 
c. Checkout selection tab 

Date due – use gadget, select Start date “The date 
this report will be run” – select End date AFTER 1 day,  
(displays as D0:DE+1) 

 
d.  Sorting – no changes, use default (by name), or your 

preference 
 

e. Output options – no changes, use default settings 
 

Tips:  
- Select specific due date, if desired 
- Select GRADE or HOMEROOM for specific list to send to teacher day 
before class reports to library   
-  Save this as a TEMPLATE, if useful 
 
Result:  

c 

c 


