Running Overdue Notices to Print and Hand Out for

YOUR ITEMS/BOOKS

When running the report like this, you are selecting the “ITEMS” that
are in YOUR LIBRARY. This report will list all YOUR ITEMS/BOOKS
that are OVERDUE and someone in the district has them. Therefore,
you may not recognize all the names on this report but be assured
that all the items/books listed are YOURS.

Click Schedule New Reports wizard.

Select the INFOhio tab.

Select CIR: Overdues and Notices.

Click Setup & Schedule.

On the Basic tab Change the Report Name to be Overdue Notices for “your library name”.
On the ITEM Selection tab use the gadget to select your library.
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a. On the Output Options tab (must do in the specific order below)Check the box for Total Book
Values under the General Options area
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b. Inthe Report Type area (top), bullet “Notices”
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c. Inthe Message area, type your message in upper/lower case just as you want the

students/teachers to see it.
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d. In the Field Selection area **uncheck** “Patron: Program” and “Patron: Homeschool”.
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7. Click Run Now.The report will show up on your finished reports screen and you may print it from there.



