South Carolina Guide

Fines

Module Overview
This module reviews the basics on assessing fines, creating fine types, and
managing your fines.

Module Objectives

Objective 1: Explain how to create a fine type

Objective 2: Identify how to assess a fine for lost items

Objective 3: Discuss how to pay, waive and delete fines

Objective 4: Discuss how to create a Current Checkouts/Fines Report
Objective 5: Discuss the Fine History report

Objective 1: Explain how to create a fine type

All fines are associated with patrons and only some of them are associated
with textbook copies. An example of a copy fine is a fine due to a damaged
book, missing barcode, or torn pages. To assess this fine, a copy barcode or
name is required.

A patron fine can include things that are distributed to patrons like supplies.
A copy is not required to assess this type of fine.

To create a fine type:
1. Navigate to the Circulation tab | Fines option.
2. Locate a patron.
3. Click Add Fine, and then click the Other button.
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Catalog " Circulation Reports | Back Office | My Info
Fines = Add Fine

check Out Text Hatat 2

Check In Text

Renew - =

| Ancrum, Lee S  (Student: 21230000123602) i EditPatron|

| Fines

Copy Status

o Reason | Damaged | (_other... |

Offline Circulation Cupv! | in Textbuuks@]

Textbook Info Amount [$0.00 ]
Reset Waive |¥DDD |

Pay [§0.00 |

Fine Note

[JPrint Receipt lrz,jl save | x cancel |

4. Enter the name of your fine in the Fine Type field.

5. Then, select the type of fine (copy specific or patron specific) in the
drop-down list.

Catalog jehel5ut M Reports | Back Office | My Info
Fines > Add Fine > Manage Fine Types

To create a Fine —%\ How do L.
Type, enter the (Check In et .

fine name in this Renew Fine Type | | |CDpY Specific v|
field | Fines calculation Method ®  Fixed at

Copy Status

h, Cancel

O % of Cost

Patron Status

Offline Circulation

Broken Binding Copy Specific Fixed at $0.00 @ @

Textbook Info Excessive Writing Copy SpecHic Fixed at $0.00 @ i

Missing Barcode Copy Specific Fixed at $0.00 # o

Select the type of ForFage Copy Specific Fixed at £0.00 @
ﬁne VWater Damage Copy Specific Fixed at $0.00 @

The Copy Specific fine will allow you to assess a fixed dollar amount by
typing in the Fixed at field. Or, you can select a percentage of the cost in the
copy record by selecting the % of Cost radio button and typing that
percentage in the field provided.

6. Click Save.
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Objective 2: Identify how to assess a fine for a lost item

When an item is marked Lost on the Check Out, Copy Status, or Patron
Status page, Textbook Manager automatically prompts you to assess a fine
for the lost item. The amount is calculated from the replacement price based
on state policies for depreciation. The amount can be adjusted.

There are several places where you can mark an item lost. We will look at

Patron Status (Circulation tab | Patron Status option) as an example.

Catalog el elEil(M Reports | Back Office | My Info
Chack Dut Text

(Check DutText How do L.,
Check In Text

Renew b To Patron By Class
Fines

Copy Status Find | @ ﬁFind Patrun] ,ﬁ Find Copy

Patron Status [“l only my patrons CJonly search i._l-:'a{ron.[-\.l-émes "I

Offline Circulation

Texthook Info 3 - —
Ancrum, Lee § (Student: 21230000123602) view Classes| [REdR Patron |

thecked Out Textbooks: 4 Grade Level 6

Overdue Textbooks: O Homeroom

— Textbooks: $0.00
Patron: £0.00

Conly today's check auts &dReceipt |

Items Out
Due Date Tide Price Checked Dut
&6/1/2010 4@ Elements of Literature, Grade 6, +62.95 8/19/2000 | Renew

Introductory Course (copy: SDEOOO03944868) Lost

£/1/2010 4@ Glencoe Science, Grade 6: Level Red, South  $68.97 5/19/2009 | Renew
Carolina Edition (Copy: SDE0OO0Z945444) Lost

6/1/2010 fd @ Holt Social studies: World History (copy: $58.95 §/19/2009 | Renew
SDEODOOS345754) Lost
6/1/2010 [l B Math Connects: Concepts, Skills, and £44,10 8/19/2009 | Renew
Problem Solving, Course 1, South Garolina Lost
Edition (copy: SCEODODSS46120)
W,;&anew All
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Once you have marked the item as lost, Destiny will display this message:

I The copy will be marked as lost.
Ancrum, Lea 8 {Hurtnda: 2 IQHDDDDIEEEDE}wiII be chargad a fine of

|519.EI] . According to the state fine schedule, a percentage of 25% was applied to
the original price of $76.00. If you do not want to assess a fine, set the fine amount to

ZErD.
EJ Cancal |

The default dollar amount is the lost book charge. You can override the price
and specify an amount up to the full contract price. Then, click the OK button
to complete the transaction.
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Objective 3: Discuss how to pay, waive, and delete fines

When paying a fine, you can select the patron by going to the Circulation
tab | Fines option and typing in the patron information. The patron's fines will
appear.

Catalog |eh=1EGM Reports | Back Office | My Info

Fines
Check Dut Text How do L.,

Check In Text R
Find Patron Go!

Renew
only search | Patron Names |+
Fines
Copy Status _
Ancrum, Lee S (Student: 21230000123602) [Edit Patron |
Patron Status
Checked Dut Texthooks: O Grade Level
Offline Circulation Overdue Textbooks: O Homeroom
Texthook Info Fineg LIEF3MY: $0.00 / Texthooks: $30.00
Fatren: #0.0
Fines E addFine |~ [EfView History|
Reason Amount Payable
& 1B Art History 1 (Copy: 3 202728) $30.00 [ EdD
Include off-site fines in totals Amount Payable
%30.00 Local

$0.00 Off-site
%$30.00 Taotal amaount

Pay

O Print Receipt +

To pay the fine, enter the fine amount in the Pay field and click on the
Update button. If the permission is turned on for you to be able to waive
fines, you will see a Waive field underneath the Pay field. To waive the fine,
you will click on the Waive field and the Save button.

Note: If you choose to waive a fine for lost or damaged textbooks, state regulations
require an explanation.
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Objective 4: Discuss how to create a Current Checkouts/Fines
Report.
Destiny allows you to report on fines and overdue items. This report is

located in the Reports tab | Textbook option | Current Checkouts/Fines
hyperlink.

Catalog | Circulation =i Back Office | My Info

Texthook Reports > Current Checkouts/Fines

My Favorites How do 1.
Texthook
Patron —
“11]1. Format
Report Builder
Report Manager Show [v]checked Out/Overdue Materials

@ 4l that are currently overdue
(C That are |overdue by v 1 to days
O That are due from |1/13/2010 B to [1/19/2010 3l
O &l that are checked out
Unpaid Textbook Fines
Unpaid Patron Fines
Format @ pepart -- output | POF 4

O Motices -- Language: | English v

This report helps you keep track of all the unresolved transactions in your

school. The reported information can be as broad or as narrow as you want

it to be. It can include checkouts, overdues, and fines.

You can format the information as any of the following:

e A report to distribute to teachers and library staff.

e Notices to remind patrons of checkouts, overdue materials, or
outstanding fines.

e Lists to email to homeroom teachers.

Click the Continue button to move to the next page.
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The Limit page will allow you to limit the report to a patron type or patron
status. Click on Continue to move to the next page.

Catalog | Circulation ELWGLS Back Office | My Info

Texntbook Reports = Current Checkouts Fines

My Favorites How do L.,

| Textbook

Patron
1. Format ‘ﬂ 2. Limit

Report Builder ) L
Cyerdue Materials & Unpaid Fines Report

Report Manager .
Limit the results to...

My Patrons &ll Patron Types i Status [/ active

[ Inactive

[ Graduating in (2010 [] Restricted

Also Include [ Patrons of other sites that have my materials and/or that owe fines to
wiright Middle School - 0160016,

Also Include The materials my patrons have andfor the fines they owe that belong to
other sites in the district.

The Details page allows you to further configure your report to include
patron information or pricing. It also allows you to:
e Save Setup — saves all of the information created in the Format,
Limit and Details screen so the report can be run again
e Run Report — allows you to run the report one time. This will not save
the report to be used at a later date

Catalog | Circulation JEELLLEEE Back Office | My Info

Texthook Reports > Current Checkouts Fines
My Favorites How da L.
| Textbook
Patron )
1. Format 2. Limit "Ij 3. Details

Report Builder X L
Overdue Materials % Unpaid Fines Repart

Report Manager

Select & Sort by |F'atr0n Marre v| from | | to |

[start a new page for each group

Also Display...
Title Info [ Title for library materials
[Jprice of checked out/overdue materials [ Clear Al |
Patron Info  [Y]Barcode
[Cphone number

[Jsubtatal items/fines for each patran

[ Grade Level  +
() o

L._EI‘lSaue Setup ] D Run Report
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If you click on the Save Setup button, you give the report a name, schedule
it to run at a particular time, and immediately run the report or just save the
set up.

Catalog | Circulation JGELGE Back Office | My Info

Texthook Reparts = Current Checkouts/Fines = Save This Setup

My Favorites How do L.
| Textbook

Patron

Select an option

Overdue Materials & Unpaid Fines Report
Report Builder
Report Manager Save As

Enter 2 unique and descriptive name for your report or notice setup;
2,3, "1zt Motice (5 to 10 days overdue).”

Do Mot Schedule »

Schedule Report

Do ot Scheduls |

.-E_-ﬂSaue & Run

Specific sections of Regulation R43-71 require districts to remit any fines
collected for lost or damaged state-owned textbooks at the end of the year to
the State Office.

Objective 5: Discuss the Fine History report

The Fine History Report tracks fine payment and refund transactions
making it easier for you to determine the amount due to the state.

This report is located in the Reports tab | Patron option | Fine History
hyperlink.
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Circulation |EGREWLWLCE Back Office | My Info

Catalog

My Favorites

Textbook

Report Builder Show fine history - cash flow...

Report Manager
Include fines for Textbooks

M Pratran Specific

For transactions occurring & Today

I%lSaue Setup l D Run Report ]

| Patron } Create New Report =

How dao L.

aved Reports

Ofom | B w[  |B@

Once you have selected your criteria, click on the Run Report button. An

example of the report is shown below.

Job Summary

-76 -

Fine History - Cash Flow Report
Transactions sorted by Date - Limited to Textbooks Abraham Lincoln Elementary School
Date Patron Title Reason Total
9/17/2007 Acheson, Debra M (P 3000} MATH 65 / 2ND ED (¥ 509) Lost $£10.00
10/3/2007 Johnson, Rebecca (P 9879881) Math {%ol 1} 3 (x 9992544) Excessive Writing $0.95
10/3/2007 Johnson, Rebecca (P 9879881) Math {%ol 1} 3 (x 9992544) Excessive Writing £32.00
MNet Difference $13.95
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