Circulation Department Procedures MPL June 2010 rev Oct. 2010
Part I:   CREDIT USER ACCOUNT: How to ADD CREDIT to a user account:

Steps:

1. “SPECIAL” Toolbar: Then click on “CREDIT USER ACCOUNT”.

2. Scan patron card

3. Highlight the “Amount Field”, then enter the credit amount (0-20.00 max) DO NOT PRESS “ENTER”.

4. Select PAYMENT TYPE: (CASH OR CHECK)

5. CREDIT REASON: (select 1 of 7 reasons)

6. Bottom of page – click on CREATE CREDIT

7. Note: To view the balance of user’s credit click on the line beneath the patron’s name to display the USER GLOSSARY. 
8. Important: Enter a message in the note field stating the amount of the patron’s credit.

Part II: Pay Bills: How to manually withdraw (pay bills) from the “CREDIT USER ACCOUNT”:

Steps:

1.  “SPECIAL” Toolbar: Then click on “CREDIT USER ACCOUNT”.
2.  Scan patron library card.

3. Inform patron of his/her Credit Balance and ask if he/she would like to withdraw funds to pay his/her current bill.

4. Click on the helper at top of screen with the “UP” arrow (Manual Withdraw). 
5. A window appears. Enter the desired amount; scroll to “cash”; scroll to “auto pay”, then click on withdraw funds.

6. CREDIT BALANCE: Inform patron of his/her balance. You will note that credit was removed from the CREDIT USER balance to pay down the bill. 
7. PAY BILL: Don’t forget to “pay bill” using the usual procedures.

8. Message: Enter a note explaining how much “credit” was used to pay the bill. State the amount of any remaining credit. Enter your initials/date.

PART III: Credit User for item returned after payment. 
Note: This is a rare occurrence also known as “manual refund” and must be authorized by designated staff. The patron’s Sirsi account may display a partial credit for the returned item. 
Steps:

1.  “SPECIAL TOOLBAR”: Then click on “CREDIT USER ACCOUNT”.
2. Scan patron library card.

3. Click on helper at top of screen with the “DOWN” arrow (Manual Refund).

4. A window appears with a complete history of lost and paid bills. 

5. Select the TITLE of the returned item, then OK.

6. The “auto refund” automatically adds the refund credit to the “CREDIT USER ACCOUNT”. Note: Maximum refund credit amount is $20.00.

7. Important: Enter a message in the note field stating the amount of the patron’s credit and the title of the item.
