DELETING BOOKS WITH BILLS IN UNICORN

If you want to pay off the bills because they are only fines

Use another procedure for putting manual fines on books that are lost/damaged

Normal PL – Kathy Packard

1.  In Cataloging, in Titles wizard, go to Delete Titles, Call Numbers or Items
2.  Go to Advanced Search, change Index to Item ID
3.  Put cursor in Search box and wand in OCR

4.  Check box in front of item, then click Delete at bottom

If you get message “The following item(s) could not be removed” because it has bills, follow the procedure below:
1.  Click OK and Close at bottom of screen

2.  Go to Circulation & click on Item Search and Display wizard—the item to be deleted

should be listed at the Current line 

3.  Click on that line and you will get the Bibliographic display

4.  Click on Call Number/Item tab, then click on Bills tab on the right—the user who owes money should be highlighted (if more than 1 person owes, this process will have to be repeated for each different person)—click on Close at bottom

5.  Click on Paying Bills wizard—the person who owes should be in the Current box

6.  Click on that person to move him/her into the User ID box—all bills owed will be at the bottom

7.  Type the amount to be paid in the empty box for the item to be deleted in the Payment column—Pay Bills at bottom—Close
8.  Return to Item Search and Display wizard to repeat paying bills 

After paying the bills, return to Cataloging to delete books, using process at the top of the page.










KJP/NPL  12/27/07
