
How to Check if a Student Has Books 

 

1.  In the circulation mode open the Users tab.  Click on Display User. 

 

 
 

2.  Scan the student user barcode. 
 

    OR 
 
Click the user with magnifying glass icon to type in the student name. 

 

 



3.  Type in the student name. 

 
 
4.  This screen displays that the student has several books checked 

out.  For additional information click the checkout tab. 
 

 
 
5.  A list of items checked out to the student will appear.  This list 

includes title, date checked out, date due and the type of item. 
 

 

 



6.  Click Close when finished. 

 
 

 
 
 


