Overdue Notices in the New System
Overdue reports will run daily including weekends.
The reports are accessed in either your TECH or CIRC logon.
Four reports may be generated per library per day:


General Bill Notice:  Contain bills for lost items

           New Overdue Notices:  These are the 1st, 2nd, and 3rd overdue notices

General Bill Notice Video:  Contains bills for lost videos and DVDs 


New Overdue Notices Video: Contains 1st, 2nd, and 3rd overdue notices for 
videos and DVDs
Step 1: Open a WorkFlow session and log in
Step 2: Click the Reports Module tab on the module toolbar at the top of the screen.
Step 3: Click the Finished Reports Wizard on the Common Task toolbar.
Step 4: Change these settings found on the bottom half of the Defaults tab screen: (This only needs to be done the first time the Finished Reports Wizard is opened)
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Uncheck the “Review Settings Each Session” button at the top of the Defaults tab screen, and then click the ““OK”” button at the bottom of the screen.  To make future changes to the Default tab, click on the Reports Session Wizard on the Common Task toolbar.

Step 5: Before printing the reports, change the settings in Microsoft WordPad. Open WordPad by clicking the “Start” button on the bottom of the Windows screen.  Click on “All Programs”.  Choose “Accessories”, then WordPad.  Click “File” in the upper left corner.  Choose “Page Setup” from the drop down menu.  Enter the following settings:
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Click the ““OK”” button at the bottom of the Page Setup screen.  Then close WordPad.

Step 6: Find your notice reports on the “Finished” tab screen.  The report name will include your Sirsi/Dynix library name. Be sure you check all the notice reports. There may be more than one report per library.  If your library has branches, each branch will have their own reports. Highlight one of your reports and click “View” at the bottom of the Finished Report tab screen. Change the settings on the “Finished Reports: View Finished Reports” screen.  Click the “Ok” button.
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Step 7:  A report containing each notice will appear.  Print your notices by clicking on the printer icon on the toolbar or going to “File” and selecting print from the drop down menu. (The notices will print on 8 1/2 by 11 sheets of paper)  
Step 8:  If you want to save the overdue reports, you will need to save them while you are viewing the reports.  You can save to a file on your computer or a flash drive. 
Step 9:  Remove the report using these two steps:

1.
Close the WordPad screen, then highlight the name of the report 
you viewed.  Click the “Remove” button on the bottom of the 
“Finished” tab screen. 
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2.
The “Finished Reports: Remove Finished Reports screen will 
appear on the “Finished Reports: Remove Finished Reports” 
screen, check the box in front of the highlighted report.  Click the 
“Remove” button on the bottom of the screen. Then close the 
screen by clicking the “Cancel” button on the bottom of the screen.


Step 10:  View, print and/or save, and remove all overdue reports for your library.  Click the “Closed” button on the bottom of the “Finished” tab screen and close WorkFlows.
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