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Shatford Library

Circulation Department

Policy & Procedure Manual
Backdating in Voyager (for bookdrops)
When you bring books back to the Circ Desk from the bookdrops for discharging (checking in), you need to be sure to backdate. 
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In the discharge screen, click on the clock. 
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You will see this pop-up:





Change the date and time as needed.





You can now see that the date is set as an override.





Click on the clock again, and it will clear the override.
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