Generating Overdue Reports

You actually do not have to wait for your assigned
Overdue Report in order to print one whenever you
would like. Most schools are able to gain access to an
Overdue Report every Monday morning — now you
can run one whenever you feel it might be necessary.
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Click on the “Schedule New
Report” button.
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Step 2: When this screen appears, unclick the “Include log”.
Click “"OK”, which is located at the bottom of the screen.

Defaults

Application to view reports: cprogram files'\Windows N'I"'\_ac:cessories"-
Application to print reports: cprogram files'\Windows N'I"'\_ac:cessories"-
Setup & Schedule
[ pisplay report source column
[ notify owner when report is finished
[] send notices automatically

[JPreserve templa

[Jinclude log

Include results

[ pisplay format page
Format Page

Character set table: | DEFAULT v

Page length: 60
Page width: 80
Top margin: 3

Bottom margin: |0

View, Print, or Email Finished Notice Reports
Recipients: ® al
() only those with email addresses

(O only those without email addresses

Click "OK" to generate your Overdue

Report




Step 3: Locate and click on your appropriate Overdue List.

Schedule New Reports : Display Template Reports

Templates | Eibliographic" Circulation” User|

Report name =

S Locate your Overdue list here
List Charges-TAL
overdusshmrTAL

UsersTAL
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At the bottom of the screen, click
on the "Setup & Schedule" button.
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Step 5:

Click on the "Run Now" button

Schedule Run Mow (b) ] [ Save As Template ] ’ Cancel ]




Step 6:

;Schedule New Reports =

Frequency: ASAP
., Mext run date:
Last run date: 10/26/2008,11:46

Printer:
Email to: Click "Close" when this window
Do not email notices to recipients with email addresses appears.

Suspended: N

Place on list: v

Motify owner: N
View type: Include results
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After you have closed off your
wizards, click on "Finshed Reports"
to locate your completed Overdue
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- Under the "Finished Reports”,
Finished select the correct choice for your
Overdue Listing.
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Step 9:

After you have selected the correct
report to look at, Click the "View"
button at the bottom of the page to
activate the appropriate software to
view your Overdue List in.
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View result unchecked and that you click "OK".
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Here is an example of an Overdue
List......... from here, you may

choose to print, etc...
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