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Click on the “Discharge” button.  Scan the item’s barcode twice or until it says “Browse.” 





Be sure to watch the screen for any messages such as overdue fines or if the item is on hold for someone else.
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To find the total fines for the patron and collect them, highlight the item with the fine.





Now, go to the gray area above the list of discharged items. Right click to get this menu.





Click on “Go to Borrowing Patron…”
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This will take you to the patron’s account. You can see that Bianca owes 40 cents.





Patrons can continue to check-out items as long as their fines are UNDER $5.00.





Ask the patron is he/she wants to pay the fine now.
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If the patron is going to pay the fine now, ask if he/she wants a receipt. If so, you will need to change the session preferences.





Click “Options” and go to “Session Preferences…”
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You will see that “Print Fine Slips” is unchecked. You will need to check it and then click “OK.”
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Click on the “Fines/Fees” button.
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You will see this screen.





Click on “Post…”
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You will see this screen.





Be careful here. “Patron Total” is the default. BUT if the patron is only paying part of the fine, you will need to make sure you have highlighted the correct fine in blue AND clicked on “Selected.”
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Make sure that “Payment” is showing.





Type in the amount.





If the patron is paying by check, be sure to choose check from the pull-down menu AND type in the check number in the “Description” box. Have the patron write his/her student ID number on the check and make it payable to “PCC Library.”
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Here you can see that the fine has been paid and is in now in the patron’s Fines/Fees History.





If you have not done so already, and the book is not being held for another patron, be sure to sensitize the book and put it on the book cart so it can be taken to the sorting shelves later.








If the book is on hold for someone else, the system will generate a hold slip (see the “Items on Hold” section of this manual for an example). Call the patron to inform him/her that the book is available, put the hold slip in the book with the patron’s name showing, and place it on the hold shelf behind the Circ Desk.





If the book is not on hold for anyone, and you have finished discharging it in the system, be sure to sensitize the book and put it on the book cart so it can be taken to the sorting shelves later.








If the patron owes a fee for the book, go on to the next page.
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