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Overdue Notices (2/page)  
 

 (Overdues/bills Notices) 
 
 
Purpose: 
 Create a Notice to use to notify student or parent of overdue item/bill 
  -Send to student, or select address info to send to parent 
   
 
 
Location: 
 INFOhio tab > CIR:  Overdues and Notices 
 
 
 
Setup options: 

a. Basic tab – change report name and title to reflect purpose of report 
- “Overdue NOTICE 2nd grade” 

b.  User Selection tab:  Grade  (02) 
 c.  Item Selection tab:  Library 
 d.  Sorting:  library/grade/room/name (or as desired) 
 e.  Output options:  Notice,  format:  use default 
  Two notices per page 
  Enter message as desired 

     (4 lines available). 
 
 
 
  Field selections as shown:   
       (Can select as desired) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Tip:   
- Save this report as a template, to be run when desired, or set it as a “Scheduled “ report, to 
run automatically, as needed. 
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Results: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Tips:   
- If you do not charge overdue fines, deselect the following on the Output screen: 
 
 
 
 
 
- If you do not send to parents, deselect the following on the Output screen:  
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Results: 
 

 
 
 


