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Printing Notices in Workflows using WordPad Guide
Last updated: June 17, 2024

*Microsoft is removing WordPad from Windows 11 in the fall of 2024. These instructions
will be updated.

Overdue and Billing Notices are generated by the checkout library in Workflows and
emailed to users with an email address entered in Workflows. They may also be printed or
viewed (although most libraries do not print overdue notices). Contact RSA to modify
frequency and/or text of notices.

Note: notices in Workflows are sometimes referred to as Reports.

¢ Notices are accessed by logging in as your library’s CIRC user.
e Open aWorkFlows session and login as:

o UserID: WFcodeCIRC

o PIN: CIRC
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PIN: >

OK  Cancel
Logging intw-uic vwwwrnorauwrme
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as SRyl agraph (c)(l)(n) ofthe Rights in Technical Data and
Computer Software clause in DFAR 252,227-70183, Rights for non-DOD L.
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e Selectthe Reports Tab
e Select Finished Reports from Common Tasks.
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[WE] SirsiDynix Symphony WorkFlows

File Edit Wizards Modules Preference Tools Help

Circulation+ | Offline \ Outreach Reports \ Serial Control | Utility

Common Tasks

Report Session

& Schedule New Re...
%y Scheduled Reports
Finished orts

) ﬂmsp\ay the list of finished reports|

ana .

Check Item Status
Help

e Thefirst time you open Finished Reports during a Workflows session you will see the
Review Settings screen.

(@]

O O O O

Change or verify these settings found on the bottom half of the Defaults tab
screen:

Page Length: 60
Page width: 80
Top margin: 3
Bottom margin: 5

View, Print, or Email Finished Reports
Format report
Include log
Include results
(] Display format page
Format Page
Character set table: DEFAULT ~
Page length: 60
Page width: 80
Top margin: 3

Bottom margin: 5
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e Highlight the report and select “View” at the bottom of the Finished Reports screen.

W SirsiDynix Symphony WorkFlows: Finished Reports : Display Finished Reports - o X
fle Edit Wizards Helpers Modules Preference Tools Help RSA

[Circulation+ ‘ Offline ‘ Outreac Serial Control ‘Ut\'h'ty
Finished Reports x

Common Tasks @ e Rapors - ey Fited Reprs

Report Session YwBEE

i@ Schedule New Reports Finished

% Scheduled Reports

Finished Reports Report name Source Status Completed «

{3 Item Search and Display -
'WO0 Overdue Notices REALIA FINAL noverdue 0K 6/12/2024,7:06

Check Item Status WO Overdue Notices FINAL T noverdue oK 6/12/2024,7:06

Help 'WO Overdue Notices T noverdue oK 6/12/2024,7:05
WO Custom Bill Notice Due Date duebillntc oK 6/11/2024,6:35
/WO Overdue Notices REALIA FINAL noverdue OK 6/11/2024,6:00
WO Overdue Notices FINAL T noverdue oK 6/11/2024,6:00
‘WO Overdue Notices T noverdue oK 6/11/2024,5:56
WO Custom Bill Notice Due Date duebillntc oK 6/10/2024,6:36
/WO Overdue Notices REALIA FINAL noverdue OK 6/10/2024,6:00
WO Overdue Notices FINAL T noverdue oK 6/10/2024,6:00
/WO Overdue Notices T noverdue oK 6/10/2024,5:56
WO Custom Rill Natica Dua Data duahillnte oK 6/0/2001 6:35

e Deselect “View Log” at the top of the dialog box. Important!

e Select whether you wish to print (or view) all notices or only those for patrons either
with or without emails.

e Select “Ok”.

Finished Reports : View Finished Reports - 0O =

Repart o view: New Overdue MtciC &
[ wiew log
Wiew result
Format report

For which recipients do you want to select notices?
= all
() only those with email addresses

() Only those with no email addresses

e The notice file will open in WordPad.
e To print from WordPad, you will need to change the default print settings so the
notices align properly (you should only need to do this once).
o Tochange default settings:
= Select File from the WordPad menu.
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o 5 ¢ = | view
Home View
{ ¢
d Cut z 2 . - v A= — o A
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_— 3 Copy
Paste Picture Date and Inse
= X time  obje
Clipboard Font Paragraph Insert
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= Choose “Page Setup”.

2 W ¢ s | view_qfse2705212536232221197 - WordPad

| ew

V gpen
bl -
view oty 20

Sove s ,

2 view orwm2
view_ofjfg)
Q’ Print ,

§ View owp2134246491744043979

J# Page setup

*| Sendn emai

= Enter the following settings:
o Allmargins=0.5
o Select Print Page Numbers

Page Setup X

5  Paper
Size: Letter v
Source: Automatically Select v
I Orientation Margins (inches)
|
?  Orommait lefc 05 Right 05

(O Landscape Top: 05 Bottom: 0.5

Print Page Numbers

OK Cancel
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= Select OK.

e Printing notices
o SelectFile.
o Select Print.
o Select Print Preview to verify that notices will align by checking the address
location.

Preview and print the document

g

Print

B sclect printer, number of copies, and
other printing options before printing.

2 Quick print
{
Send the document directly to the

default printer without making changes.

Print preview

Preview and make changes to pages
before printing.

& Page setup

o Inprint preview, select “Two pages” and use the Next page arrow to scroll
through, ensuring that the address blocks line up.

Page 5



Resource Sharing Alliance NFP

| B D ¢~ | view
Print preview

Previous§ Next Close print
page §page preview

te Print Page

Print Zoom Previé Close

N setup %
|

te

N

te

N

te

105REE 19169022 1

Damac 1.2

o Close Print preview
Choose File.

Choose Print.
The printer dialog box will appear. Choose Print.
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