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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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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.  
 

 
 
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. 

To create a Fine 
Type, enter the 
fine name in this 

field. 

Select the type of 
fine. 
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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.  
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Once you have marked the item as lost, Destiny will display this message: 

 
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. 

 
 
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. 

 
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: 

 A report to distribute to teachers and library staff. 

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

 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. 

 
 
The Details page allows you to further configure your report to include 
patron information or pricing. It also allows you to: 

 Save Setup – saves all of the information created in the Format, 
Limit and Details screen so the report can be run again 

 Run Report – allows you to run the report one time. This will not save 
the report to be used at a later date 
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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. 

 
 

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.  

Name the report 

Select an option  
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Once you have selected your criteria, click on the Run Report button. An 
example of the report is shown below. 
 

 
 


