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2. ¥4/ : Operations Procedures:
21 kbR 3 A2 2 i 4850 - Swipe returned book or supplementary materials’
bar code.
22  HP A wE kR A Check and differentiate book status.

221 9 1 4l KB R K S SRR s R A
b~ 2R ;F'k FEHELF * - Overdue: Inform user of overdue fines and ask them
to pay fines and present the receipt to the librarian to key into the record.

222 HE 1 REEHETE > L~ F £ - Reserved: Print Book Reservation
Form to place in book.

2.2.3 H s 4t 4 Book belongs at another library location.

23 #-B3 & - Magnetize book.
24 kB3 & AR & ok Place according to book pick-up venue or assigned library
location.
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241 AN E o R RIE LWk p BB IE L - Reserved books for this
library location are placed on the reserved shelf in order of the pick-up
deadline.

242 AR T g > PIY #E BEFHEATHRF o Inter-campus returned books
and books reserved for pick-up at other library locations are placed in the

proper bag to deliver to that location.
25 #jFd Bz e Z B - Re-shelve returned books in library.

3. #+]€£ g Key Control Points:

31 wARTTEE S - B FTHLF AT R~ 285505 R - Review the operations screen
to make sure the returned book bar code is swiped.

32 mRdFAFEH R £ RpRd o)A £ frsy > 5 o Check if user has
passed the deadline to return books and remind them of the overdue fines and
payment methods.

33 2iFidz W L FFF ! & - Make sure returned books are magnetized.

4, #* £ ¥ : Forms Used:
41 Bl §acfcdxLibrary Fines Receipt
4.2 7= B2 75932 H Print Book Reservation Form

5. ik3p% jpM 2 ¢ : Basis and Relevant Documents:
51 ®B 3 4% &2 Library Book-loan Procedures
5.2 B 4T %42 Fines and Compensation Procedures for Library Materials




