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Overdue Mini-notice (long)  
 

 (Overdues/bills Notes) 
 
Purpose: 
 Create a short note to use to notify student of overdue item/bill 
   
 
Location: 
 INFOhio tab > CIR:  Overdues and Notices 
 
 
Setup options: 

a. Basic tab – change report name and title to reflect purpose of report 
- “Overdue NOTE 2nd grade” 

b.  User Selection tab:  Grade  (02) 
 c.  Item Selection tab:  Library 
 d.  Sorting:  library/grade/room/name (or as desired) 
 e.  Output options:  Long, format:  Landscape 
  Enter message as desired. 
  Field selections as shown:   
       (Can select as desired) 
 
 
 
 
 
 
Results (cut apart on dotted lines): 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


