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Checking Out & Modifying Due Dates in Leap

Checking Out

Locate a patron record. Scan the patron's library card, driver's license, or key their barcode into
the Quick Search bar.

Or, if needed, click on Find to open the Find Tool.

In the Find tool, select Patron from the record type dropdown.

Find Tool - Patron

Patren ' Basic Search »  Barcode »  Exact (") »
Authority Record
Bibliographic Record " B m =
Hold Request
ILL Request ¢y |MName Street City . |Zip |BifthDa... | Library Patron ¢
Item Record 4

«—

Record Set
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Select your search type and enter in your search criteria according to your local procedures.

vd

Palron » Basic Search » | Barcode v | Exact () »

Find Tool - Patron

Liorary-assigned block

Mame (First Middle Last)

Mame (Last, First Middle)
Barcode

Notes

Parent/Guardian

Patron code

Patron record is secured

Patron's registered library

City Zip | Birth Da... | Library Patre

on {

Once you've entered in your search term, select the search icon to launch the search.

Find Tool - Patron

Patron »  Basic Search * Name (Last, First Middie)

CCS Test User

Barcode Name

¥ Keyword (All) »

i

Zip |BithDa... Library

Select the correct user from your search results, and click Open.

Find Tool - Patron

Patron »  BasicSearch +  Name (First Migdle Last) »
CES Test
Barcode Name

Test, CCS

Exact () »

Street city BilthDa.. Libary  |Patron €

3355-) N. Arlington Heig...

ARLINGT... IL

Test, CCS

29999916663216 NoLasiName, CCS$ Testus

Ready

Count Only

3355 N Aington Helght . ARLINGT... 1L Coopera.. CPLPat

5355 N, Anlington Helgnt, .. ARLINGT .. L Coopera... Reciprot

3 resullis)

B

ADD TO RECORD SET ~ m CANCEL

Patron ¢
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In the patron’s account, select the Check Out tab.

m Scan or search New~ Utilities ¥ Help = cesdwischmeyer (CCSB) ~

m L NEW PATRON SPRINT
CCS TEST 2 REGISTRATION ACTIONS - c o] CLOSE
CCSTEST1
D COOPERATIVE COMPUTER SERVICES A BLOCKS DI NOTES
& Check Cut (0) v Out (16)/ Overdue (14) & Account (351.98) @ Claims (1)/Lost (2) 1 Holds (14) / Held (2) More =
| renter item barcode | € Find Tool @ Special Loan
TITLE CALL NUMBER BARCODE DUE DATE ACTION

Scan or key in item barcodes in the box that says, “Scan or enter item barcode.”

Note: You can also use the Find Tool to
CCS TEST @ locate items if you do not have the item

CCSTEST1
D COOPERATIVE COMPUTER SERVICES @ BLOCK borcode in hClﬂd.

& Check Out (0) v Out (16) / Overdue (14) & Account (351,98) O«

an or enter item barcode | ¢ Find Tool ‘_

— | [scan or enter item barcode ‘ L | Find Tool
T— —

' TITLE CALL NUMBER BAI

If the patron’s account is blocked, a pop-up message will notify staff. From this view, staff can
cancel the checkout and resolve the block or, depending on your permission levels, select
“Continue” or have a supervisor enter an override to check the item out.
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Patron is blocked
Do you want fo continue with this operation?
Total overdue items: 14

Patron owes money. Amount due: 551.98

Patron has 1 held items at registered branch of Cooperative Computer Services

Patron has 1 held items at other than branch of Coop Computer Senvic

Patron nas exceeded maximum fees permitted. Amount due: $51.98

As items are scanned, pop ups appear at the top of the screen confirming if the checkout was
successful (shown below) or unsuccessful (a red pop up).

= |e a D Scan or search MNew~=  Utilities =
= e

CCS TEST 0 L REGISTRATION ACTIONS - L

CCSTESTH
COOPERATIVE COMPUTER SERVICES B BLOCKS [INOTES

& Check Out (1) Bv Out (17)f Overdue (14) Ep Account ($51.98) (@ Claims (1) /Lost (2) M Holds (14) 7 Held (2)

Scan of enter item barcode | < Find Tool @ special

If you cancelled the checkout, a yellow pop up appears confirming the transaction was
cancelled. A running list of items checked out appears under the scan box.

m Scan or search New = Lhilities = Help = cosdwischmeyer (CCSB)

CCS TEST _o A REGISTRATION ACTIONS ~ = ] m

COMPUTER SERVICES B BLOCKS CINOTES
& Check Qut (1) W Cut (17)/ Overdue (14) o Account (351.98) & Claims (1)/Lost (2) W Holds (14) £ Held (2) Maore >
« Find Tool @ Special Loan
TITLE CALL NUMBER BARCODE DUE DATE ACTION
The undergreund railroad © a novel Ficlien Whilshoad. Celsan 33090005451383 INAZ0NE Check Cut
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During checkout, you may also encounter items with blocks. After the item is scanned, a pop up
will appear with a block alert. From this view, you can: cancel the checkout, view the item record
to investigate further, or (depending on your permission levels), select “Continue” or have a
supetrvisor enter an override to check the item out.

ltem is blocked

Do you want to continue with this operation?

Dragons love tacos

Check Contents

ITEM RECORD m CANCEL

Circulation of item is restricted

Patron (CCS Test} is restricted from borrowing Material type: Book. Do you want to continus?

When all items are checked out, select “Complete” to finish the transaction and close the
patron’s record. If not, Leap will prevent the workform from closing until “Complete” is selected.

Once the transaction is complete, Leap closes the patron’s record and prints a checkout receipt
(depending on your library’s settings, a receipt may automatically print or prompt you to print).

COOPERATIVE COMPUTER SERVICES @ sLocKs O moTes

& Check Oul (3) & Oul (19) f Overdue {14} & Account (S51.98) (2 Claims (1) /Lost (2] Holds (14) / Held (2|

ccs TEST 0 1 REGISTRATION ACTIONS-  C ] ‘_

Modifying Due Dates

Special Loan
There are two ways to change item due dates during a checkout transaction. The first method,
using the Special Loan tool, is used for changing due dates BEFORE items are scanned.
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To use, click on “Special Loan.” Use the calendar to select the new due date or enter a value in

the Loan Period box. You can also opt to apply this due date only to the next item scanned or to
all the items in this session. Click “OK” to apply the changes.

Remember: the new date will apply only to items scanned after the special loan date is set.

CCS TEST ©

EST1

ERATIVE COMPUTER SERVICES @ BLOCKS

L REGISTRATION ACTIONS ~ c 53] COMPLETE

| &

& Check Out (1) i Out (17)/ Overdue (14} B Account (351.98) @ Claims (1) /Lest (2) M Holds (14 / Held {2}

More =

25 27“ L]

Reset Due Date

CANCEL

Scan or enter ilem barcode Find Tool @ Special Loan
[<] March 2018 0 Loan period: | 35 Days v
Su Mo Tu We Th Fr Sa ® Azcly o nesttem only
= Agply 10 all sems for this patron
s 6 7| 8| 9
12| 13 14| 15| 16
19| 20, 21 22| 23

The Reset Due Date tool is used to change due dates AFTER items are scanned.

To activate this tool, one or more items from the list of checkouts needs to be selected. You can
select the items one at a time or click on the checkbox at the top of the list to select all. Once
items are selected, click “Reset Due Date.” A calendar will open and you can select the

appropriate date.

= leap Scan or search

CCS TEST @

CCSTE
CO( ATIVE CON

4 REGISTRATION ACTIONS ~ Lo m COMPLETE

MPUTER SERVICES 8 BLOCKS UimoTes

INOTES

Mew~  Ues™  Help™  cesduischmeyer (COSE)™

S PRINT

& Check Out {3)  §v Out (19) / Overdue (14} & Account (351.98) (© Claims {1)/ Losi {2}

1 Helds (14) / Held (2)

More =

o

¥ TITLE
g | Thevery hungry estersillar
g  Dragans iave taces

@ | The undergreund raivosd : & novel

Find Toal {7 Reset Due Date — M@ Saarislioan |
0 |Mar v|2018

Su Mo Tu We Th
CALL NUNBER BARCODE
iTCARLE.E 1170000004743 s| s 2 8
12 Y s
IPisture Rubin A 31102020238455
19§ 20§ 21| 22| 2
Fiction Whitehead, Colsen 33000005491383 26| 27 28 28

v

Fr

]
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