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Go to the patron’s record. 





Go to the “Fines and Fees” menu by clicking on the dollar sign.








In this window click on “Add.” The “Add Fine/Fee window will pop-up. (See next page.)











Click on the pull-down menu for “Fine Type” and choose the appropriate selection.








Here we are going to add an overdue fine.





Type in the amount being charged. In this case we determined that .40 will be charged.





Type in the book’s barcode number.





Click OK








You can see that the fine has been charged to the patron’s record.
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