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Overdue List
One-liner report with price — via Spreadsheet format

Purpose:
Create a brief list of overdues with price of item
- Send to Office at Semester

Location:
INFOhio tab > CIR: Overdues and Notices

Setup options:
a. Basic tab — change report name and title to reflect purpose of report
- “Office Overdues - one-line / spreadsheet”
User Selection tab: Select User profile desired
Item Selection tab: Library
. Sorting: library/grade/room/name (or as desired — Output will be sorted as selected)
. Output options:
- Report type: Spreadsheet
- Report format: Plain text
- General Options: Overdues
- Field Selection:
Item: Title; Barcode Number; Call Number; Price
Date: Date due
Patron: Name; Room; Teacher; Grade

cooo

Finished Report tab:

Open with Excel program (see documentation Excel tips)

2] output_cvsc52197 bt
A B C D E F G H 1 J
1 Name Teacher Patron Gr:Title Item Barce Callnum  Price Due Date
2 C TURMER, CTUTTLE 7 In Dutch  3.26E+13 VC P-VOL. 25 s
3 C ADKINS, AHOHLBEIN 4 Adog's go 3.26E+13 RC 870 3.99 s
4 C ARMSTRO BOHM 2 Dance aw: 3.26E+13 E SHA 15.07 s
5 |C BECK, WIL HARPER 5 Captain Ui 3.26E+13 FICPILRC 9.20 HuHHHEEE
B |C BROCK, Ds HARPER 5 Holdmy h 3.26E+13 EZOL 5.22 s
7 C BROCK, Ds HARPER 5 Snakesl A 3.26E+13 EPOLSMA 14,95 s
8 |C BROWN, CSMITH 4 What eleg 3.26E+13 F COT 144 s
9 |C BROWN, CSMITH 4 There's nc 3.26E+13 520 RAB S0 s
10 |C BUSH, PAI GERDING 2 Cable car; 3.26E+13 E CAE 7.95 HHHHHEE
11 |C BYRD, WY, JACKSOMN 2 The catin 5783-6002 E SEU 0 s
12 |C COLLIER, THOHLBEIN 4 My dadis 3.26E+13 E OSB 8.95 HHHHHEE
13 |C COLLIER, THOHLEBEIN 4 Bram Stok 3.26E+13 FIC BLO BF 15
14 |C DIAZ, ERICHOHLEBEIN 4 Santa Paw 3.26E+13 RC 850 4.5
15 |C DOUGLAS, HOHLEBEIN 4 Onthe col 3.26E+13 920 5TO 8.70 HHfHHEEE
16 |C GEORGE, IHARPER 5 Animal he 3.26E+13 RC 930 3.99 HHHHHHE
17 |C GRAY, ZACHARTMAM 3 Job forJer 3.26E+13 RC 400 9.95 HiHHHE
18 |C GRAY, ZACHARTMAM 3 Enormous 3.26E+13 RC 410 10.95 st
19 |C GUTIERRE: HOHLBEIN 4 Tracing ou 3.26E+13 973 SIL 12.95 s
20 |C HARRINGTSWICK 4 Skeletons 3.26E+13 FDADRCI 8.30 HHHHHEEE
21 |C HARRINGTSWICK 4 Robots do 3.26E+13 FDADRCI 8.30 HHHHHEEE
22 |C HEMRY, EL HARTMAM 3 Ben and tt 3.26E+13 RC 410 5.82 s
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Format as follows:
- Column A — Delet

hﬂcut;utJB £

_ﬁ, (] i
1 [Bm) & Cd
2 Ic =3 Copy
I I |78, Faste
4 |(C Paste Special...
3 |C Insert
6 |C Delete
L\ 2 ontents
8lc |
9 |c ' Eormat Cells..,
10 lc Column Width...
11 |C ﬂidE
12 IC Unhide

- Column F — Format
(Number - Custom)

[| Format Cells

Number Nignmentl Font | Border | Fill |Prohecﬁon
Item @& Cut
h Category:
3.2 -2 Lepy General . | Sample
s 7 1 Mumber
_l 3.2¢ % Paste Currency Item Barcode
1l 3. Paste Special... Accounting
3.% 2P Hl | |Date
3.26 Time
Insert Percentage
2 | etee ]
3.26 -

Texy

3.2¢ i
1 # ##0_);(#, #%0)
3.2¢ #,#70_); [Red](#,#70)
I #, ##0,00_);(#,#£0.00)
3.26 # #20,00_); [Red](£,£20.00)
i 5%, =#0_); (8%, %220)
2783 - S#,##0_);[Red](5#,##0)
3.26 Unhide -
PITTR L] [ Tal =T al=14 15

@| Alignment | Font | Border | Fill IProter_ﬁon

Category:
General . Sample
- Column H — Format Nyob Price
(Number - Currency) e Nt Decimal places: | 2 <
Time Symbol: | $
Percentage
Fraction Megative numbers:
Scientific -51,234,10
Text
Spedial 234
Custom (51,234.10)

Currency formats are used for general monetary values, Use Accounting formats to align de
points in & column.
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Format Cells

- Column | — Format m_ o R rar "
Ignmen’ on oraer | rotecoon
(Number — Date) ;

Cateqgory:
General .| Sample
Number Due Date
Currency
Accounting Type:

Percentage ;:r"i’:dnesday, March 14, 2001
Fraction
Scientific 3/14/01
03/14/01
Text
Spedial 14-Mar
Custom 14-Mar-01

Locale (location):
English (United States)

Adjust column widths as desired

Set page Setup: j New Preview and print the document I
k. Print — Print Preview
~ nglJ Select a printer, number of copies, and §
7 QOpen other printing options befare printing. 1 ll . l«.h [ ] _ali' M
w—l —y
% Quick Print "l \
3 JELI Send the workbook directly to the default F
H Save printer withowkmaking-chang s, Print age Zoom =
Setup
“'l g Print Preview Print
h save As ‘-, Preview and make changes to pages befare Ll artin
printing. |
1l
l' Print »
: |- J]
age Setup e
7, r Prepare  F Header fFooter | Sheet
ins | Header/Footer | Gheet

Top: Header:

Y -

075 5 0.3 =

Crientation

Portrait

a5

" FitToT 2 page(s) wide by |1 = tall

—
Paper size: Letter Page SEtLlp
Bottom: Footer:
Page Margins | Header/Fo Sheet 0.75 = 03 =
Print area:
Print titles
Rows to repeat at top:
Columns to repeat at left:
Print
H Comments; Mone]
Bfack and white -
) Cell errors as: | displayed
Draft quality
Fow and column headings
Page order
@ Down, then over = Egi==]
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Results:

Mame Teacher ParcTilke ltem Barcode Calinum Price Due Dae

TURMER, CHRISTYAUNA AU  iTUTTLE 7iln Dutch 32612010094856 VT P-VOL. 1 52500 B/29/2007
ADKINS, ALYSSA KELSSY HOHLBEIN 4if dog's gotta do what a dog's gotta do - dogsat v 32612010103061 RC B70 53.99¢ 11/27/2006
ARMSTRONG, SIERRALYNM i BOHN 2:Dance away 32612010024531:E SHA 515.07: 10/5/2009
BECEK, WILLIAM HARPER 5:iCaptain Under pants andthe big, bad battle of th; 32612015006327 iFIC PILRC B 59.26; 10/7/2009
BROCEK, DAVID (SCOTT) HARPER 5:iHold my hand 32612010029852 :E 20L 55.220 11/2/2009
BROCEK, DAVID (SCOTT) HARPER 5iSnakes! And the boy whowas afraid of them [ by 32612010104242E POLSNA 51495 11/2/2009
BROWN, CHRISTEN SMITH 4:What elephant? / written and illustrated by Gene 32639002582010iF COT 514 40: 10/20/2008
BROWN, CHRISTEN SMITH 4iThere's no place like gpace [ by Tish Rabe ; flustr 32612010118150i520 RAB $50.00¢ 10/20/2008
BLISH, PAIGE GERDING 2:iCable car and thedragon 32612010008005 :E CAE 57.95: 10/21/2009
COLLIER, TIMOTHY HOHLBEIN 4i0My dad is really something 32612010042707 ;E OSB 58.95; 10/20/2009
COLLIER, TIMOTHY HOHLBEIN 4iBram Stoker's Draculs [/ edited and with an introé 32612300000175iFIC BLO BRA %15.00: 10/20/2009
Di4Z, ERICCA HOHLBEIN 4iSanta Paws, our hero/ by Nicholas Edwards 32612010105439:RC B50 54.50: 11/21/2006
DOUGLAS, KAITLYN HOHLBEIN 4i0n the court with-- Venus and Serena Williams /i 32612006645398i320 5TO 5876 11/2/2009
GEORGE, JASMINE HARPER 5ifnimal heroes 532612010105475:RC 930 53.99: 11/27/2006
GRAY, ZACHARY (JORD) HARTMAN 3ilob for Jenny Archer 3261201000929 RC 400 59.95 10/1/2009
GRAY, ZACHARY (JORD) HARTMAN 3:Enormous crocodile 32612010048027:RC 410 510,95 10/1/2009
GUTIERREZ, BROCK HOHLBEIN 4:Tracng our German roots 32612010088635:973 SIL $12.95; 11/2/2009
HARRINGTON, REBECCA [FAYE: SWICK 4iSkeletons don't play tubas/ by Debbie Dadey ané 32612015004033 (F DAD RC 61 58360 11/2/2009
HARRINGTON, REBECCA [ FAYE: SWICK 4iRobots don't catch chicken pox / by Debbie Dade 32612015004710:F DAD RC 6L 58.36i 11/2/2009
HEMRY, ELIZABETH ANN HARTMAN 3iBenand the porcupne 32612010008187 :RC 410 55.82i 10/1/2009
HERRERA, COREY SWICK 4iTracing our Polish roots 32612010088684 973 MOS %1295 11/2/2009
HERRERA, LAMCE BOHN 2:amelia Bedelia and the baby 32612010033334 RC BO 56.68: 11/2/2009
HERRERA, LAMCE BOHN 2:Vampires don't wear polka dots 32612010084693 (F DAD RC 6L 57.40: 117272009
HERRERA, SETH BINKLEY iKG iCaptainUnderpants andthe big, bad battle of thi 32612010105140:FIC PILRC & 516.95 11/2/2009
HERRERA, SETH BINKLEY iKG iCaptainUnderpants andthe invasion of the ncre 32612015002953F PIL RC 730 5916 11/2/2009
HORTOM, BETHANY [LEEA) SWICK 4iGet on board : the story of the Underground Raif 32612010102071:RC1180D 59.99¢ 11/20/2006
HUNTER, BRITTANY SMITH 4iBram Stoker's Dracula / edited and with an introé 32612300000126FIC BLO BRY $12.00: 10/20/2009
JEMKINS, JOSEPH [ARTHU) CHENSTBER! 3iWayside School gets a Iittle stranger 32612010059826;RC 440 51498 10/1/2009
JEMNKINS, JOSEPH [ARTHU) CHENSTBER! 3iAliensfor breakfast / by Jonathan Etra and Steph 32612010061590:RC 420 57.96i 10/1/2009
JOHMNSON, SEREMNMNA SEHLHORSEKG  iThe c& inthehat / by Dr. Seuss 32612000040182 :E SEU 50.00: 10/30/2009
JOHNSON, SEREMNMA SEHLHORSTEKG  iThe bigoest Ezster egz [/ by Sonim Sander ; fllustrg 32612015017308 E SAN 58.76i 10/30/2009
JOMES, ASHLIN GALLMEIERIKG  iAdventures of Taxi Dog Akered 32612010006934E BAR RC 30 512 95 10/29/2009
IWANM, NATHAMNIEL (GA) SWICK 4iSecret of thetower / [by] Debra Doyle and Jame: 32612010103228:RC 200 53.95; 11/20/2006
MCKINMEY, DAMIEN WIECHART 1:CaptainHook tha's me 32612010063679 FIC LIT 58.95; 11/2/2009
RAMDALL HANMAH BINKLEY KG iAdverturesof Taxi Dog Akered §9259-1002 E BAR RC 30 50.00¢ 11/20/2008

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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