Library Resource Management Systems, Inc.

DUE DATFE RFFPORTING

Use this Report for Tracking and reporting on what Collection Items are currently
Checked-out or on Loan.

Proceed to the Main Menu of G3 and choose the Circulation menu selection.
Once at the Circulation Menu use the following steps to create a report.

#G3 Library Automation System (Build 1.10. 3): LEGGETT_ISD_LIBRARY
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Figure 1

There are some rules that apply to create this report;

1. Reporting should occur within the days of your current calendar settings between the
“First Day of Year and the Last Day of Year”.

2. Earliest reporting date for “Due Dates From” uses the calendar “First Day of Year
example is First day = 08/12/2003.

3. “Due Dates From” can be any date after 08/12/2003

4. "Due Dates to” is current day date or any date you choose after the “Due Dates From,
example is Due Dates From = 08/12/2003 and to your current day’s date example
05/12/2004 which can be our “Due Dates to” date or this can be any date after the “Due
Date From” date of 09/03/2002.

5. “Due Dates to” can be dates into the future, let's say that Miss Smith brings her class in
every Friday. The “Due Date” report can be created on any day prior to Friday using
Friday’s date as the “Due Dates to” date information. Using the Circulation period of 14
days (or your Circ. Days) you can work backwards from Fridays date, example let's say
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today is 05/12/2004 and Friday is 05/16/2004. The Due Date report “From” field would
have a date of 05/02/2004 or any date prior to 05/02/2004 and a “to” date of 05/16/2004
representing the future date of Friday, using the selection criteria fields located below the
“Due Dates From-to” fields will create a report for “All Items Due” on Friday.

6. If you intend to use Due Date Reporting extensively for sending advance lists to teachers
or staff, making them aware of what is Due on a specific day, we would recommend not
using “Grace Days” within your circulation periods setting.

~ . G3 Library Automation System (Build| 1.10. 3) : LEGGETT_ISD_LIBRARY - [Due Date Report]

File Help

Selection Criteria

Due Dates From  [08/18/2003 to [osrz8rz004 \

: =k - [ =l 1. Enter the “From — to”
I j I j AN dates for this report.

order [parent D

Selection Criteria only needs to be
added when your report is focused on
retrieving information in a specific
format or about a specific Borrower
Group or a range of information.

See Figure

2. Select the “Order” of
output that will be shown
on the Due Date Report.

5.18/2004
G |[&2- & 8 . 55 1sPm

Group = Output Order
beginning with numbered

o ora Groups (Grade levels) first
ruriivas o8 [osi18r2002 to [osi2ranos (Ie 01, 02, etc.)
| C = | - Dy Name = Output Order
| = | | — zlphabetlcally by Last
| | =] = — ame.
[ E El Borrower ID = Output
Orfer |Grnup j | j Order by ID number

beginning with the lowest
number to the highest
number.

Parent/Teacher ID =
Output Order numerically
by Parent/Teacher ID
provided this option is
setup and used within G3.
Due Date = Output Order
by oldest Due/Loan date
recorded to current date
order.

3.Select Preview to view this report before printing.
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™. Due Date Report
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Printed in Due Date Order

Leggett ISD_Library

Due Date Report

08/18/2003 to 05/28/2004
CallM /T itle/Barcode Mame/SGroup/Part] Due Date

79532364 TS Criswell Jimmy M \ 05/19/2004

Toronto Raptors s i)
105594
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12

05192004

E COH
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051972004
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Moondog / 11
131384

0501972004

796.323 JOs
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150006
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Printed in Group/Grade Level Order

Ceggen_IsD_Library
Due Date Report

08/18/2003 to 06/15/2004 G3 will pl"OdUCG thIS

CallN ouT itleBarcode MameiGroupParent-Teacher Due Date
Gllbs  gAdhiagh e report by placing
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A ghost named Fred f ol
page or pages.
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s report by Group will

be produced this
same way.
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Figure 4
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~G3 Library Automation System (Build 1.10.3) : LEGGETT_ISD_L IBRARY - [Due Date Report]

File Help
Selection Criteria 1.Create a Report for a specific Group
Due Dates From  [03/18/2003 fo [or15/2004 or Grade Level. (Example Group 12)
Group = |Equais '\j 12 W & j
0 -y |
Last Mame - j

Institution MName
Parent IO
order [wame ] | =

2. Add the selection Criteria for the Group you want a
report to be compile for, use the drop down menus to
select your choices.

3. What print out order do Using these choices allows you to create multiple

you want this report? Use criteria Reports. Note: Institution Name and Parent 1D

the drop down menus to (Parent/Teacher ID) can be used only if you have

make vour selection. created this information within your Borrower
records.

[ | 5/18/2004 | 7.27 PM

Leggett_ISD_Library
Due Date Report

08/18/2003 to 06/15/2004
CallM ofT itleBarcode WParent-Teacher Due Date

621 36 Shdl i , Socarn 05M9/2004
Careersin fiber optics ¢
111058

FIC SAC Garcia Luis G 05M9/2004
Holes # 12
105655
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Figure 6

* .53 Library Automation System (Build 1.10.3) : LEGGETT_ISD_LIBRARY - [Due Date Report]

Fila Help

Equals = the search by the specific term entered
in the 3. column description field.

Selection Criteria

Dusbalesfrom [oanen00s 10 [06r15/2004 Is less than = a search by less than and not

e 5 foma o [ a5 < | including the specific term entered in the 3",

[orae = [e<orEam =] |2 4 = -] | column description field.

[Last vame =] ferorBoual -] [a / anD -] Is greater than = a search by greater than and

lreatrane =] iz <orequal <] [a not including the specific term entered in the 3",
order [Name <] | =] column description field.

Is like = a search by the term used and includes
results where the specific term is a part of a
similar term found in the 3. column description

- — - - - field. (Example 05 is the term used and the search
Using more criteria will bring different also finds and reports 05a, 05h, 05c etc.)
results. Is > or Equal = a search by the term used or

greater than the term used. (Example 05 would
have results Equal to 05 with results greater than
05, which would include 06, 07, and 08 to the
highest term G3 finds for its search.

Is < or Equal = a search by the term used or less
than the term used. (Example 05 would have
results Equal to 05 with results greater than 05,
which would include 01, 02, 03 and 04 or to the

lowest term G3 finds for its search.

% Due Date Report
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Report printed by Group 06 thru 12 and Last Name A thru Q

Leggett_ISD_Library
Due Date Report

08/18/2003 to 06/15/2004
CallM oiT tleBarcode NMame/Group/Parent-Teacher Due Date

TAE 323E4IT A Crizwel Jimimy M 05M9/2004
Toronto Raptors! 08
105594

796 323 JOS Crizwel Jdimimy M 05192004
Orlanco Magic f 03
150008

621.36 SMI Diozdado | Socorm 051 9/2004
Careersin fiber optics ¢ 12
111038

E 7965 SIP Garcia essie 052072004
Kickboxing : 10
130074

FIC SAC Garcia JLuis G 051972004
Holes ¢ 12
1035655

FIC GAR Harrington |, Kyle R 051 9/2004
Mooncog £ G |
131354

E FIC WHE Jefferson | Brittney R 050212004
Silver ¢ 08
110441
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Figure 8
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