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Various Library Overdue Reports 

INFOhio tab >> CIR: Overdues and Notices Report >> Brief Overdue List by Grade 

 User Options: Active/Inactive/Both ? 

 User Selection: Add library code 

o Could exclude FACULTY1, FACULTY2, etc. 

 Sorting >> Library/grade/name 

 Output >> Brief, RTF, Portrait, Normal 

– Overdues – Unpaid bills – Start new page (will start on grade change) 

 Note: View result only 

 Make Word changes to font size (10) and margins (Moderate) 

 

 

INFOhio tab >> CIR: Overdues and Notices Report >> Brief Overdue List by Teacher 

 User Options: Active/Inactive/Both ? 

 User Selection: Add library code 

o Could exclude FACULTY1, FACULTY2, etc. 

 Sorting >> Library/teacher/name 

 Output >> Brief, RTF, Portrait, Normal 

– Overdues – Unpaid bills – Start new page (will start on teacher name change)  

 Note: View result only 

 Make Word changes to font size (10) and margins (Moderate) 
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INFOhio tab >> CIR: Overdues and Notices Report >> Overdue/Lost Notices by Teacher 

 User Options: Active/Inactive/Both ? 

 User Selection: Add library code 

o Could exclude FACULTY1, FACULTY2, etc. 

 Sorting >> Library/teacher/name 

 Output >> Notices, RTF, Normal 

– Overdues – Unpaid bills – Two notices per page 

 Add a notice message.  Example: “The item(s) listed below are now overdue/lost.  Please 

return all item(s) to the library.  If you do not return the item(s) listed, you will be charged 

the replacement cost.” 

 Field Selections: 

 
 Note: View result only 

 Make Word changes to font size (10) and margins (Moderate) 
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My Circulation tab >> List Overdues by Homeroom 

 User Selection: Add library code 

 Note: Report will print each homeroom on a separate page. 

 Note: View result.  Format Report. 

 Make Word changes to font size (10) and margins (Moderate) 

 

 

Create a report for items due today, but not yet overdue… 

 

INFOhio tab >> CIR: Overdues and Notices Report >> Items Due Today by Teacher 

 User Selection: Add library code 

o Could exclude FACULTY1, FACULTY2, etc. 

 Checkout Selection: Date due = D0:D0 (bases date on when report runs), Overdue = NO 

 Sorting: Library/teacher/name 

 Output >> Brief, RTF, Portrait, Normal 

– Overdues – Unpaid bills – Start new page on sort key 

 Schedule run weekly (M-F) 

 Note: View result only 

 Make Word changes to font size (10) and margins (Moderate) 

 

 


