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Checking Out Items
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  Click on Circulation Wizard. 
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 Click on the Checkout Wizard.
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CheckOut:  Identify User screen displays.






3. Scan or type in user barcode number or use the Lookup User Button.




CheckOut:  Items to (Student) screen 
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Student Information



4. Scan or type in item barcode number or use the Lookup Item Button.


The item will be checked out immediately (or after any necessary overrides have been authorized).

Checking Out Items to BLOCKED or DELINQUENT Users

User Owes a Bill

When you enter the patron barcode you may encounter a BLOCKED or DELINQUENT user.

The CheckOut: (student name) is Blocked screen will display if the user owes a bill.

Options:


1. Enter Override & Checkout to User button.  

· Enter your password to override.











2. Investigate button.  

· CheckOut:  Investigating (student) screen displays.
· Summary Tab – Student Information.

· Bills Tab – Unpaid fines and fees.

· Checkouts Tab – Items checked out to user



Checking Out Items to BLOCKED or DELINQUENT Users

User Owes a Bill (continued)

3. Pay Bills button.

· Displays CheckOut:  Pay bills for (student name) screen.

· Enter a payment and payment type.



4. Click OK or Checkout to User button.

Checking Out Items to BLOCKED or DELINQUENT Users

Holds Block Override

The Holds Block Override screen will display if there is a hold on the item by another user.
Options:

1. Override & Checkout Item.

· Enter your password to override. 


2. Do Not Check out Item and fulfill the hold.
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