Printing An Overdue List

1) Open the Report Tool
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2) Click the File Menu, then Open. 
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3) When the dialog box opens, you can choose the report you wish to use.  If it does not appear in the list, use your mouse to scroll to the right until you see it .
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4) Find the report you wish to use and double-click it, or click on it once to highlight it then click Open.

(Note: If the reports do not show in the window or if you are getting things other than reports, be sure “Files of Type” is set to “Report - *.rpt”)
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5) It will ask you to confirm which database you are using – double-click “Library” or click on it once to highlight it then click OK.

6) When the report opens, you usually will not need to make any changes.  You can look at the [image: image10.png]¥4 M3 ReportTool - [Titles Overdue by Homeroom, 1week, 4 per Page.mt] =]

Sineroon. Fnapation 5080 patron 850hE
Teacher. | mapaton B524c
atrott fommaLasm.amejwszName Barcode: ; Gpatron 852H 1]

llezse nate that the following ftem'ss 1 week overdug;
il fasbibkographic. 24 5#4 Barcode. fuisholding 8524

Date Borrawed; il DateBorrowe: ortnula Dueba




report before it prints out by clicking the Print Preview button         or by going to the File menu and choosing Print Preview.  Whether you choose to look at the report or not before you print it, please check to be sure that the camera button          is NOT pushed in.
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To print, click File, then Print or click the Printer Icon           on the Toolbar.  You may choose how many copies you want printed and whether you want the entire report or only part of it.  When you have these settings adjusted, click OK.
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