Renewing a User

Step 1:

If you need to renew a specific
User so that they will not have any

Overdue books, click on the
following in the Toolbar....

lEJ Discharging
@ Renew User
@ Renew Item
E}l Favying Bills
ﬁ Madify Due Dates
Help

% Print




Step 2:

Renewuser
4GP EOD®

User information

Identify User

User ID:

Current user checkou

When the "Renew User" screen
appears, you can either scan the

Items ehaible for renewal:

[ select all Select all seen

User's name, or you can manually
enter the User's name here.

Renew Seen Title Ttemn IC

At this point, you can click the
User is BLOCKED "Investigate” button to see what

SR the charges are to that User.

Overdues; Z

¢ MNotes

Enter Override &
Renew Items

Cancel

If you are certain that you would like to renew
all charges that a User might have, click on the
"Enter Override & Renew Items" button.

Investigate




Step 4:

SeBPED®

Alerts  Motes

User 1D; s LeeJenny Profile name: EL-KIDPWR....

Identify User

User ID: HEtSSaae

Current user checkouts

Items eligible for renewal: 2

[ select all Select all seen

You can then renew each item by checking in
the individual boxes beside the item, or you

can click the "Select All" box to the left of the
screen.

Title Item ID D:
Cool Stuff 2.0 and how it works 3
Invention 5

oo
EE

Step 5:

® Lee,Jenny is Blocked X

'\: User ID: SR
=2 Mame: Lee Jenny

User block override:

After clicking on the "Enter Override
& Renew Items" button, you will
observe the User's ID and their
name. In the "User block override",
= enter the word, "candy". From
there, click "OK".




Step 6:

Once your items are checked off for
renewal, chick the "Renew Selected
Items" button.

Get User

Information Selected Items (o) Close

Renew Renew
for this User (b} for Another User (g)




