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Go to the patron’s record. Click on the “Charged Items” button.





You will get this pop-up window.





Click on “Print” to generate a list of the patron’s charged items.





Add a pop-up note to the patron’s record. Click on the note button. Click on New and then choose “pop-up” from the pull-down menu for note type.





Type a note in the patron’s record indicating that they have a claims returned. Be sure to include the date, item’s barcode number, and your initials.





MARK THE ITEM AS A CLAIMS RETURNED





Go to the item record and click on the “Status” button.





You will get this pop-up window.
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Double-click on “Claims Returned” or click on the blue arrow to change the status.





Here you can see the status has been changed.
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Now you can see that there is a “+” next to the “Overdue” status of the item. 





There is now a claims returned item showing in the patron’s counter.
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