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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.     
 
 

 

 

Step 1:  To schedule a new 
Overdue Report, draw your 
attention to the Toolbar on 
the left hand side of the 
screen.    
 
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.   
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Step 3:  Locate and click on your appropriate Overdue List.     
 

 
 
Step 4:   
  

 
 
Step 5:   
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Step 6:   
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Step 8:  
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Step 11:   
 
 

 


