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Click the tabs below to expand for more information on the Circulation Tabs.

Circulation

The Circulation tab is where you'll find your transaction log, to keep track of things happening during your session, and the homeroom subtab so you
can locate or view students by the homeroom (location) they are in.

Transaction Log
@ Transaction Log shortcut: TL
The transaction log contains a history of everything that has occurred on your machine during your current session (for the last 100 transactions), and

most of the changes that are made through management, utilities, and importing. It will also record who has logged in to your workstation and
performed certain transactions and changes.
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Transaction log Homeroom (HW)
1 « Start Renewal Mode
Out 206815 'Grammar for Middle School', to Patron: 2068 Due: Dec 15, 2023
~ Patron 2068 Benton, Danielle 06/16/2023 11:51 AM
Out 205506 'Glencoe World History', to Patron: 2061 Due: Dec 15, 2023
=  Patron 2061 Barrera, Kiyan 06/16/2023 11:50 AM
Log In undefined Demo Demo 06/16/2023 10:43 AM

Homeroom (HW)

@ Homeroom shortcut: HW

The Homeroom subtab contains a list of the patrons in a particular homeroom, with their barcode, name, number of items they have out and items
checked out today. With the Pictures checkbox checked, the patron's picture will also load. Double clicking on a patron makes them current.
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Transaction log Homeroom (HW)
Filter a 2019 Carlson, Jordan 7 0
ARTMAN
2070 Combs, Kathy 7 0
BOYLE
GRIFFITH
2012 Copeland, Colby 7 ]
HESTER
Jels ’ 2006 Cushman, Jason 7 0
MINER
2k
PHELPS 2095 Dauis, Carlene 7 0
SIMON
VAUGHAN & 2051 Dixon, Maxwell 7 0
Q 2009 Duffis, Stefan 7 0
Pictures REFRESH SELECT

You can use the homeroom shortcut (HW) to not only jump to this subtab, but also directly to a particular homeroom. For example, HW Jones will
select the homeroom Jones. Using a patron barcode instead of the homeroom name will open the patron's homeroom, e.g. HW 1001.

[tems out
Items out

@ Items out shortcut: QE

The Items out sub-tab displays a list of all items checked out to the Current Patron, allowing you to choose which items to renew or declare lost
(Renew Patron Items <Ctrl+R> is also an Actions menu option). If one of the patron's items is past due and has accrued a fine, it will be listed in red.
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Copy barcode Title Checked out Renewed Due date Site Fine

200068 Algebra 1 Oct 19, 2023 0 Apr 18,2024 MIA $0.00
204568 Glencoe Health Oct 19,2023 0 Apr 18,2024 MIA $0.00
206815 Grammar for Middle School Jun 16, 2023 0 Dec 15, 2023 MIA 50.00
206568 Grammar for Middle School Oct 19, 2023 0 Apr 18, 2024 MIA $0.00
207068 Holt McDougal Biclogy Oct 19, 2023 0 Apr 18,2024 MIA $0.00
208568 Introducing Art Oct 19,2023 0 Apr 18,2024 MIA $0.00
210068 Music Theorv and Composition: A Practical Approa..  Oct 19,2023 0 Apr 18,2024 MIA 50.00

RENEW ALL

Additional Options

Button Description
Set Due This function is sometimes referred to as an override date, which replaces the default due date normally used by the system.
Date
Renew Renews one item, or a range of selected items.
Renew All Renews all of the current patron's items, even if your policies or circulation preferences indicate that renewing items with holds is
disallowed.
Declare The selected item is assigned to the Lost system patron, and you'll have options to charge the patron.
Lost

1 Troubleshooting
® |[f fines are charged, the fine window will open for each copy that is overdue.

¢ |f the maximum number of renewals has already been reached, Alexandria will ask if you wish to override the policies for each
copy.

Charges
Charges tab

@ Charges shortcut: F

In the Charges tab, view Patron charges, fees, payments, as well as forgiven charges and refunded payments.
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Charges Payments (FF)
Date Type Balance due (Amount - Paid|Forgiven) Charge note 1
06/26/2023 1:50 PM Lost Was Due: 12/25/2023 $50.00 ($50.00 - $0.00) 213000 The Theatre Experience
CHARGE PRINT CHARGES

Types of Charges

Lost Item Charge



When an item that was declared Lost is later found and bookdropped, and you have the Charge Late Fee on Found Books preference checked,
the patron who last had the book is charged an overdue fine for the period between when the item was lost and when it was found (up to the
Maximum Fine for an Overdue Item) in your Overdue patron policies.

Overdue Charge

If the item you check in is past due and carries a fine, a payment can be made through the Make Payment option by either selecting the subtab
at the bottom of the window or double clicking on the line item.

Additional Options

Charge

This option allows the librarian to manually assign charges to a Patron or for Alexandria to automatically assign charges based upon your
preferences. This can be used for late fees, lost or damaged books, or miscellaneous charges.

Make Payment

Select a charge to get this option. Select multiple charges (command or shift + click) to make a payment on multiple items.

Print Charges

Print all charges for the current patron. Click Print Charges at the bottom of the Charges window to download a PDF report of the patron's
charges.

If the Network Printer is enabled, the receipt will be sent to the printer. However, if the Network Printer is not enabled, an HTML receipt will
open in a new tab so it can be saved as a PDF and/or printed from your browser.

Washington High School 2022-07-08 at 10:34 AM - Alexandria 22.1
Charges for Darla Anderson (1001)
Date Type Description Amount Balance Owed
Jul 8, 2022 Fee 5.00 5.00
Fee charged
*** 1 total charges ** 5.00 5.00

Step-by-Step Instructions

The Payments subtab contains a record of the payments made by the selected patron, as well as Refund, Details, Add Credit, Refund Credit, and
Print Receipt utilities.

The patron's history includes data for both Alexandria and Textbook Tracker.
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Charges Payments (FF)
Date Type Amount(s) = total [Receipt #] Payment note 1
06/26/2023 1:53 PM Payment Cash $50.00 = $50.00 [648] 213000; -- The Theatre Experience - Paid in full

ADD CREDIT

Charge an Overdue Fine

Overdue fines are charged automatically according to your fine rate (determined by item policy). However, if you need to charge an additional fee, you
can do that here.

1. With the patron current, go to the Charges tab and then the Charges subtab.
2. Click Charge to open the Charge fee window.
3. Enter the amount to be charged.



4. You have the option to fill out payment details now, or at a later point.
5. When you're satisfied with the fee you have charged, check Process. By checking the applicable boxes, you can either Email Receipt or
Print Receipt.

Make a Payment
Pay charge
1. With the patron active, go to the Charges tab and then the Make a payment for the selected charge.
Charges subtab.
2. Select the charge you want to pay.
3. Click Make Payment, or double-click the item to open the Darla Anderson )
Make Payment window. e Svmentoptans
4. Enter the payment information. Method
5. From the Method drop-down menus, choose from Cash, Check F°:Ee p— ‘
, Charge, Other, Forgive, or Credits. Method Amount
a. If you would like to forgive the entire charge, check [erec i
the box to Forgive remaining balance. iethod AMmGUnE
b. If the Current Patron has a credit balance on their (e -seenotes ] |
account, you can choose Credit. If credit is available, Forgive remaining balance($1.00)
their current credit balance is shown in parentheses.
c. If you choose Other, you must fill in the Payment note Send receipt aymentnote
to explain what the payment method was. an
6. Check the box(es) for Email Receipt and/or Print Receipt I e —
(optional).
7. Click Process.
CANCEL

Payments tab

@ Payments shortcut: FF

The Payments subtab contains a record of the payments made by the selected patron, as well as Refund, Details, Add Credit, Refund Credit, and
Print Receipt options.

Additional Options

Refund
1. Select the Payments subtab from the Charges tab.
2. Highlight the payment you'd like to refund.
3. Select the Refund option from the bottom of the page.
4. Enter the total amount that you'd like to refund in the Refund as cash or Refund as credit field.
5. Supply an (optional) explanation as to why you are issuing a refund and/or credit to the patron in the Refund note field.
6. Determine whether you want to Print Receipt or Email Receipt after applying the refund.
7. When you are ready, click Process to issue the refund and print an optional receipt.

Details

Select a transaction and then click the Details button to view more information about the transaction.

Details

Jun 30, 2022 9:22 AM
Payment $0.50 as Cash $0.50 (Cash), -- [Receipt #552]
Paid in full

Patron Balance $0.50
Credit Balance $0.00
Operator demo, demo

Add Credit



The Add Credit windows allows the librarian to add credit to the account of the selected patron.

. Select the Payments subtab from the Charges tab.

. Select the Add Credit option from the bottom of the page.

. From the dropdown menu, select the payment method.

. Enter the total amount that you'd like to add in the Credit amount field.

. Use the Credit Note field to supply an (optional) explanation as to why you are adding a credit for this patron.
. Select to Print Receipt or Email Receipt after applying the credit.

. When you are ready, click Process to issue the credit and print an optional receipt.

~No U WNRE

Refund Credit
This allows the librarian to refund credit to the selected patron, if they have credit on their account.

. Under the Charges tab, select Payments.

. At the bottom of the page, select Refund Credit.

. The Refund credits window will appear.

. Supply the correct amount you'd like to refund in the Refund amount field.

. Select to Print Receipt or Email Receipt after applying the refund.

. When you are ready, click Process to issue the refund and print an optional receipt.

oOU~WNE

Print Receipt
The Payments subtab lets you print or email additional receipts for past transactions.

. Goto Circulation > Charges tab > Payments subtab.

. Select the line item you'd like to print a receipt for.

. Click Receipt to open the Receipt window.

. Select send a receipt as Print or Email.

. When you are ready, click Print to print and/or email the receipt.

arwWNE

Command Help
Command Help

@ Command Help shortcut: ?
The Command Help tab contains information about Textbook Tracker commands and how to use them. Select a command from the list to see its code
and a description of it's functionality on the right. You can also double-click the command to insert it into the command line.
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Filter

Add/Show Copy Note

Add/Show Patron Alert

Add/Show Patron Mote

) Bookdrop

& Change Barcode Number INSERT COMNM

To execute the command you've selected, type or scan a barcode. If you select a command and click Enter without entering a barcode, the action
taken depends on the command you selected. For example

* |f the command you select is a mode, Textbook Tracker will change the current mode and display the Circulation window under this mode.

® [f you select the Locate Patron command, the Patron Lookup dialog will open so you can search for a patron.

* |f the command you select performs a circulation function, then that function is performed, the Circulation window will appear, and the
transaction log records the results.
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