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Basic Information for printing overdue notices in Leap. This process can be used to print overdue notices, billing notices, hold notices, or fine notices.


1. After logging into Leap, use the menu bar to navigate to Utilities | Print Notices.
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2. The Notices screen will display. NOTE: it may take a minute for the screen to display while the system is retrieving pertinent information. There is an option to go to the Fines, Holds or Overdues folder. For our purposes, we will click on the Overdues folder.
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3.  You will be prompted to select the type and format of the notice format. It is recommended to select Overdues Z Fold Mailer or Billing Z Fold Mailer. 
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4. The Report Wizard displays, allowing you to select your library from the Organizations list. Check the box next to your library and click ‘Submit Report.’
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NOTE: it is also an option to select the Sorting Options tab to select parameters by which to sort. Check the parameters and click the over arrow to move them to the right-hand Selected box. Then check the parameter by which you wish to sort before clicking Submit Report. It is not necessary to complete this step in order to generate the notices.
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5. Depending on your browser settings, a new window will likely open with notices to be reviewed/printed. Print as desired.

                     [image: ]
6. When the window opens, the Leap window generates a pop-up asking if notices should be posted to the database. It is highly recommended to not post to the database until you review and/or print the notices. Once notices are posted to the database, an entry is added to the patron record indicating the notice was sent, and the notices are cleared from the overdue file. It is important to post to the database, but not until you ensure you have all needed information.
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7. Files that have been generated will remain in the Recent tab for 24 hours.

[image: ]
image6.png
@ Biling Z Fold Mai

+ - execution - Mozill Firefox - o

© & nhttpsy//odin-training.polarisiibrary.com/Polaris.ApplicationServices/api/v1/eng/20/polaris/5/2:

o V[ t]as — |+ m— EICYER

reports/execution?rep *+*

BOWMAN REGIONAL PUBLIC LIBRARY
18 DIVIDE ST E

PO BOX 179

BBOWMAN, ND 58623

701-523-3797

ND 58623

Monday, November 2, 2020
BILLING NOTICE

THIS IS A BILL. Your account has been charged for failure to return the following items. Please remit payment or contact the library
5 s00n 35 possible.

Title Author CallNo.  Format Replacement  Processing.  Overdue  Total
Cost Fee  Chamge
5-minute Star Wars stories. EFICSTA Book 51299 s0.00 5000 $1299

0
No babysitters allowed Stewart. Amber. E FIC STE  Book $15.09 $0.00 $000 $15.99
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