Blocks and Fines

This section explains the blocks that can appear on a borrower’s account and how to handle
them.

Current Blocks Window

Sometimes when you search for a borrower or scan their card, Horizon will divert you to the
Current Blocks window. This is where Horizon lets you know about issues that you might need to
address before checking out items to a borrower.

Often the blocks window appears because the borrower owes fines for items returned late, or
because the borrower has overdue items still checked out. Other blocks can also exist, such as a
message to remind staff and the borrower that an item is being held.

If the blocks window appears take note of each block listed and attempt to resolve any issues
before moving on.

When you have finished with the blocks window, click on the CKO button to progress to the
borrower’s checkout window, or click on No CKO to clear the borrower.



Bormmower Turner, Joy Debonaire Amt. Due 84.30

Owverdues 2 Overdue Accrued Amt.
Block Type/Owning Locn Amount Date Time
ﬁ 1. Lost 27.00  Equal rites. 03/17/18  01:48PM af
sjc  FIC PRA bk. 3
2. Lost 27.00  Small gods. 031718 01:48FM af
sic  FIC PRA bk. 13
3. Lost 27.00 Feet of clay. 031718  01:48PM af
sic FIC PRA bk. 19
4. Overdue Still Out Checkmate. 121118 12:00AM Vil
ato  FIC MYE bk. 2
5. Overdue Still Out Dreamland. 12011718 12:00AM yfsc
acs FIC NOE bk. 3
6. Fine 3.30  Night watch. 05/08/18 02:14PM af
sic FIC PRA bk. 29

Selection I Elocks 6

Detail I CKO | No CKO | Payment | Historyl Change Amt

[ Checkin / R &R Checkout i Cument Blocks|

Viewing Blocks

If a borrower has any blocks then the blocks window will automatically open whenever you
search for them or scan their card.

To reach to the current blocks window from the checkout, click on the Blocks button:

Selection I

Ok Blocks Ed

(B8] Checkin /R... Checkout

Resolving Blocks

Some blocks are deleted automatically by Horizon once resolved, such as when payment is taken
for a fine. Other blocks, such as messages for borrowers, need to be manually deleted once



resolved.

Some blocks don’t need resolving straight away for the borrower to continue borrowing, such as
blocks for overdue items.

We'll look at those types of block later.

First we'll look at blocks that need to be resolved before a borrower is allowed to borrow any
more items.

Maximum Exceeded Blocks Window

Sometimes borrowers are blocked from borrowing more items until an issue has been resolved.
If you try to progress to the checkout screen by clicking on CKO then Horizon will warn you with
a pop-up message:

Maximum Exceeded!

The maximumis) marked below has(have)
been exceeded.

Max. ltems Out

Max. Overdues

Max. Days Overdue
k  Max. Fines

Max. Days with Fines

Max. Lost

Max. Claim Returned

Cancel COwverride |

If no blocks can be resolved at this time then click on Cancel to close the message and
leave the borrower’s record. The borrower will not be able to borrow any new items.

If any blocks can be resolved then:

© click on Override to progress to the checkout window
© click on Blocks to return to the current blocks window

The borrower must resolve the blocks before they are able to borrow any more items. In the



above example the borrower will need to pay the outstanding fines and pay for or return the lost
items.

Borrowing and computer (MyPC) privileges are suspended if a borrower has more than
$5.00 owing.

How to take payments is covered later in this section.

Overdue Items

Overdue items are resolved by checking them in or renewing them. The ‘Overdue Still
Out’ block will automatically disappear.

Fines for Late Returns

Overdue YA and adult materials are charged $0.15 per day to a maximum of $5.00 per item.
Overdue juvenile materials are charged $0.05 per day to a maximum of $0.50 per item.
Horizon automatically calculates and applies fines.

No libraries charge for the days that they are closed.

It is possible to exceed the maximum fine per item. For example, suppose an
overdue item has accrued the maximum $5.00 fine. If you renew the item then that $5.00
is still owed but Horizon will begin charging fines if the item becomes overdue again.

Borrowers have 6 months to pay a fine before they are blocked from borrowing.

Determining the Amount to be Paid



If a borrower has an amount to pay for late or lost items then it will show in the top-left of the
current blocks window.

In fact there are two totals: one for Amount Due and one for Overdue Accrued Amount:

Amt. Due 84 .30
COwverdue Accrued Amt.

Amt. Due is the total for lost items and items returned late. This amount can be paid now.

Overdue Accrued Amt. is the total for overdue items that have not yet been returned. This
amount cannot be paid yet, because the amount will increase daily until the items have been
returned or renewed.

In the above example $84.30 can be paid straight away, but the $1.80 is an increasing amount
and cannot be paid until the borrower returns or renews the overdue items.

Taking Payment

= Printable Quick Guide: Fines and Lost Items

A borrower can pay any amount up to the total amount due. They can choose to pay for specific
blocks.

At the current blocks screen:

© optional: if the borrower is paying only for specific blocks then select them
° click on Payment

The Fine Payment window will appear, showing the total amount due:


https://staff.nlpl.ca/horizon-guide/quick-guides/Fines-and-Lost-Items.pdf

Fine Payment

Amount  [EEREY

Comment

Check Mumber

T Print Payment Receipt

814 Cancel |

If the borrower is paying a smaller amount right now then you can change the amount
manually. Just type it into the Amount field. Horizon will calculate the remainder to be
paid and adjust any monetary blocks accordingly.

The borrower cannot pay more than the total amount due. So they cannot ‘pay in
advance’ for accruing overdue fees.

If the borrower wants to pay more than is due and wants the surplus to be a donation, then:

© take payment in Horizon for the total amount due
© record the surplus as a donation in your site’s daily revenue, outside of Horizon

Horizon does not generate receipts for payments. However if you take payment for a lost
item then you must issue a paper receipt.

Waivers

Fines and Fees can be waived in special circumstances, such as if a borrower was in hospital and
unable to renew items when due.

To waive a monetary block:

© highlight the block(s) that the waiver will be applied to



¢ select from top menu Blocks > Waiver
adjust the amount if need be

© add a comment as appropriate

click on OK

o}

o}

Waiver of Fine

Amount 330

Comment  |was [n hospital unable to call to renew

Check Mumber

T Print Waiver Receipt

814 Cancel |

Lost and Damaged ltems

= Printable Quick Guide: Fines and Lost Items

Iltems overdue for more than 42 days are automatically set to a status of ‘Lost’. Those items no
longer appear in the borrower’s list of checked out items, and instead appear as fee blocks in the
blocks window.

To resolve a lost item the borrower must return it, replace it, or pay the replacement fee.

Borrower Returns a Lost Item

If the borrower returns a lost item, then check it in. This message will appear:


https://staff.nlpl.ca/horizon-guide/quick-guides/Fines-and-Lost-Items.pdf
https://documentation.nlpl.ca/books/horizon-guide/page/adding-editing-items#bkmrk-replacing-a-barcode
https://documentation.nlpl.ca/books/horizon-guide/page/adding-editing-items#bkmrk-replacing-a-barcode

RETURN
srs| Checkin Message

Lost ltem Found

That itern was lost and is found. The borrower is
being credited for replacement charges.

The lost item block, along with its fee, will be automatically removed from the borrower’s
account. Horizon will automatically apply any fine for late return.

Borrower Says That They Have Lost or
Damaged an ltem

If a borrower has lost an item or damaged it beyond use, then you will need to manually declare
that item as lost.

At the borrower’s checkout screen:

© click on All Items Out
© select the lost item
© select from top menu CKO > Lost



[tem or Borrower Barcode

e Type
1. Checkmate. i 3329601970
2. Dreamland. 1] 3329602677
Are you sure? >
: The selected items will be
marked "Lost' and the borrower
will be charged.
O Cancel

Another window will appear telling you the replacement cost of the item.

Changing the Amount for a Lost ltem

If you believe that the cost is unreasonably high, then you can change the amount. For example,
some older paperbacks show a default price of $27.00 but the actual replacement cost may be
only $7.95.

Check with your division manager if you need to clarify whether or not the amount should
be changed.

To change the amount, go to the borrower’s blocks screen:

© select the lost item
© click on Change Amt

© the Change Fee Amount window will appear
© enter the new amount and provide a reason



Change Fee Amount
Fee amount 27.00

Change to |7-95

Reason |regular price for a new copy is lower than defaulli

8l Cancel |

When payment is taken for a lost item a receipt must be issued.

Refunds for Lost I[tems

Sometimes a borrower loses an item, pays for it and then later finds it.

To receive a refund, the borrower must return the item within 2 years in good condition and with
the original payment receipt.

Do not take money from petty cash to refund the borrower.

Complete a Refund for Materials Previously Reported as Lost form, which can be found in the

staff portal. Attach the original receipt and forward it to your divisional office for your Divisional
Manager to sign. Headquarters will issue a refund cheque directly to the borrower.

Check in the item to restore it to the collection.

Claimed Returned

Sometimes a borrower may believe that an item has been returned but not checked in. If this
happens, then immediately check the shelves.


https://staff.nlpl.ca/docs/forms/docs/financial/Refund-for-Materials-Reported-Lost.pdf
https://staff.nlpl.ca/docs/forms/docs/financial/Refund-for-Materials-Reported-Lost.pdf

If the item is found, then check it in using Exempt Fines Mode.

If the item is not found and the borrower insists that the item has been returned, then you will
need to change the status of that item to Claim Returned.

In the checkout window:

© [F4] search for the borrower or scan their card

°© click on All Items Out

© select the item(s) which the borrower claims to have returned
© select from top menu CKO > Claim Returned

[tem or Borrower Barcode

e Type

. Stand by me. 5
. Heathers. [videcrecording (DVD)) 33206030867316

1
2

. Flatliners. [videcrecording(DWD)]
. The breakfast club. [videorecording

4 (W W {n
5. Ferris Bueller's day off. 'l 33296030867332
Are you sure? *
: The selected items will be
marked ‘Claimed returned'.
Ok Cancel

Horizon will change the status of the item to claim returned and add a claimed returned block to
the borrower’s account. The block will remain until the item is found.

There is no fee associated with the block and no fines are charged if the item is later
checked in.

If a borrower claims on 3 separate occasions that items were returned then they will be
blocked from borrowing.



https://documentation.nlpl.ca/books/horizon-guide/page/checkin#bkmrk-checkin-modes

Manually Adding a Block

You can manually place a note or fee block on a borrower’s record.

A note block will need to be manually deleted when resolved, but a fee block will be
automatically deleted when resolved.

Note Block

© go to the borrower’s current blocks or checkout screen
© select from top menu Blocks > Add Note

© choose an appropriate block from the list

© add a comment and include your initials

© leave Action as ‘none’

These are the types of notes that we use:

Block Code Description Who can see?

acr Address Correction Required staff and borrower
eme Email Address Error staff and borrower

fe Left Library Card at library staff and borrower
msg Message to borrower staff and borrower
nid Need ID to complete registration staff only

note comment staff only

nsn Never Send Notices staff only

pcr Phone Correction Requested staff and borrower
smsg Staff Message staff only

Message to Borrower



Code Lookup: Block Types =

Block Type Description

acr Address Comrection Requested ﬂ
cdps Called during postal strike
edc Exempt from Debt Collection
eme Email Address Error
fdc Force to Debt Collection
ill Interlibrary Loan Mot Picked Up
lc Left library card at library
b= mst Message to Borrower

Block Type ImSQ Total: 14

0K Cancel | A | Edit

\ 4

Bormmower Mo, 195244
Date 12M12/2018
Time 03:22FPM

Block Type msg Message fo Bormower

Comment |bomower left gloves at Sop's Arm Public Library. MH

Action © Nene O Print Review

Fee Block

© go to the borrower’s current blocks or checkout screen
¢ select from top menu Blocks > Add Fee

© choose an appropriate block from the list

© enter the amount in the Fee field

© add a comment and include your initials

These are the types of fees that we add:

Block Code Description Who can see?



https://documentation.nlpl.ca/uploads/images/gallery/2019-04-Apr/t2jYXblD2uqiratb-Message-to-Borrower-[Edited].PNG

damage Damaged

fee Fees

staff and borrower

staff and borrower

Add a Comment to an Existing Block

[¢]

highlight the block
click on Detail

o]

© Horizon will display the Current Block Detail window

o}

click on Comment

© you can enter up to 80 characters

© leave Action as ‘none’
© click on Close

Borrower Turner, Joy Debonaire
Title borrower left gloves at Sop's Arm Public Library. MH
Block Type/Comment Time

Reference®# Item MoJ/Block Placed/CKO Loci

HMessage to Borower

12112118 03:48PM

borrower left gloves at Sop's Arm Public Library. MH

Comment

121218 03:49PM
a comment can be left on all types of blocks, including messages!

4545257

Testonia Public Library
4545257

Testonia Public Library

Manually Deleting a Block

At the borrower's blocks window:

° highlight the block(s) to delete
° select from top menu Block >
Delete
© Horizon will ask for
confirmation

° click on Close

Areyou sure?

Ok

: The selected blocks will be
deleted.

Cancel




Blocks with monetary amounts cannot be manually deleted. They must be resolved by
paying or waiving the amount.

Blocks cannot be manually deleted for items that are lost, claimed returned, or being
held. The item must be checked in or checked out.

Viewing a Borrower’s History
Blocks

The history blocks window shows a list of the borrower’s resolved blocks and the dates that they
were resolved.

At the borrower’s current blocks window:

Borrower Stuart-Hargreaves, Yvonne Victoria
o click on History Block Type Resolved Date
1. Fine 04/11/18  Stand by me.
o L = Y
highlight a block 2. Fine 06/05/18  Stand by me.
H A : : 3. Lost 05/28118  Wicked lovely.
° click on Detail to see more details about it & o tue Sl Out oa1s Ston b;’:“:’
5. Overdue Still Out 06/05/18 Stand by me.
6. Overdue Still Out 12/10/18  Stand by me.
Selection Blocks
oe |

B Checkin / H...| Checkout i History Blocks

Viewing a Borrower’s Payment
History



You can view all of a borrower’s payment transactions from a chosen date.

At the borrower’s checkout window: T e Time Dept. Payment PayAmt Fee
o select from tOp menu Borrower > sjc 03/21/18 09:14AM  Horizon_  waiver 0.15 fine
sjc 04/06/18 11:19AM  Horizon_  waiver 10.00 fine
Payment History fine
© enter a date, using the format mm/dd/yy
° click on OK
From here you can click on:
° Display to choose what information is
di5p|ayed m Display... Since... | Select Fee Code...
© Since to choose a new start date [BlCheckn/ R.J [ _Checkout_ uiLit: Paymen..|

© Select Fee Code to view only one type of
fee

Appendix: Types of Blocks

Horizon comes with a set of predefined blocks, some of which we will never use, such as Force to
Debt Collection or Exempt from Debt Collection. These predefined blocks cannot be deleted so
we must ignore them.

These are the blocks that we do use:

Manually placed by staff if they are aware that a

Address Correction Required

borrower’s address has changed, so that the next time
the borrower checks out an item you can update their
registration.

This block must be manually deleted.




Adjustment Credit

Automatic Bill Sent

Adjustment Debit

Balancing Entry

Billing Notice

Automatically placed if staff decreases the amount that a
borrower owes on an existing fine or fee. It is appended
to a particular block and can only be viewed when you
select the detail for that block. It tracks the date and the
amount adjusted.

This block is automatically deleted when the fine
or fee is resolved.

Automatically placed when a borrower exceeds the max
fine, or an item is so long overdue it has been set to lost.
It is attached to each fine or lost block that has an
amount included on the billing notice.

This block is automatically deleted when the fine
or fee is resolved.

Automatically placed if staff increases the amount that a
borrower owes on an existing fine or fee. It is appended
to a particular block and can only be viewed when you
select the detail for that block. It tracks the date and the
amount adjusted.

This block is automatically deleted when the fine
or fee is resolved.

Automatically placed as a notation appended to the
original fine block.

This block is automatically deleted when the fine
or fee is resolved.

Automatically placed when Day End is run, triggering a
billing notice when fines or fees have exceeded the
maximum.

Unlike Automatic Bill Sent this is a separate
current block and must be deleted manually
when the blocks are resolved.



Claim Returned

Damaged

Fees

Final Overdue Notice

Manually placed by staff when a borrower claims that an
overdue item has been returned. It should only be used
after the shelves have been checked.

This block is automatically deleted if the item is
checked in.

No late fees are charged to the borrower.

If a borrower returns an item that they have previously
paid for then this block is placed when an amount is
credited to a borrower account. It will appear as a
negative amount.

Do not delete this block.

Manually placed by staff when a borrower returns an
item in a damaged state. This removes the item from
circulation and does not trigger any requests. The
borrower is not charged a fee.

This block is automatically deleted when the

block is resolved.

If the item is irreparable then it should be
declared lost instead.
Manually placed by staff to apply miscellaneous fees.

This block is automatically deleted when the
block is resolved.

After other overdue notices have been sent Horizon
automatically appends this notation to the Overdue Still
Out block. This can only be viewed when you select the
detail for that particular block.

This block is automatically deleted when the
block is resolved.

Automatically placed when an overdue item is checked
in. The Overdue Still Out block is replaced by a Fine
block.

This block is automatically deleted when the fine
is resolved.



Hold Cancelled By Borrower

Hold Cancelled By Library

Hold Cancelled and Reinserted in Queue

Hold Expired

Hold Notification Mail

Hold Notification Phone

Automatically placed so that there is a record of why and
when a hold was cancelled by a borrower. A borrower
can cancel a hold online.

This block must be manually deleted.

Automatically placed so that there is a record of why and
when a hold was cancelled by staff. Often placed
following a verbal request by a borrower, but shows as
cancelled by library because it was done through Horizon.

This block must be manually deleted.
Automatically placed when a staff member checks out an
item on hold to another borrower. Horizon allows the

option of reinserting the original request back into the
top of the hold queue.

This block must be manually deleted.
If an item remains on hold for more than 7 calendar days

and is not picked up by the requester then Horizon
automatically cancels the hold.

This block must be manually deleted.
Automatically placed when a hold notification for e-mail
or letter has been generated.

This block is automatically deleted when the

item is checked out.

This block changes to Hold Expired if the item is
not checked out.

Automatically placed when a hold notification by phone
has been generated.

This block is automatically deleted when the

item is checked out.

This block changes to Hold Expired if the item is
not checked out.




Message to Borrower

Comment or Staff Message

Never Send Notices

Overdue Still Out

Fine Payment

Automatically placed if an item is overdue more than 42
days. It can also be manually placed by staff when a
borrower claims to have lost the item. It applies a fee to
the borrower’s record.

This block is automatically deleted when the
block is resolved.

Manually placed if staff wish to relay information to a
borrower. For example if the borrower left their library
card you would use this block. This block can be viewed
by both borrowers and staff.

This block must be manually deleted.

Similar to Message to Borrower but these are not
readable by the borrower.

This block must be manually deleted.

Manually placed when there is a borrower who should
never be sent a notice. This block over rides the system-
generated notifications. This may be helpful for staff
who do not need to receive notifications about holds and
overdue items. Some locations may find it useful for
Books by Mail borrowers if they don’t need to know that
their items are overdue or on hold.

Should never be used for regular borrowers who
pay fines.

This block must be manually deleted.

Automatically placed when an item has not been
checked in by its due date.

This block is automatically deleted when the
block is resolved.

Automatically placed and appended to a fine block as a
notation, and can only be viewed when you select the
detail for that block.

When the borrower pays the total fee the
original block automatically moves to the History
Block list.



Automatically placed by Horizon when a bib record for a
Request Deleted ) ) )
requested item is deleted from the system which had a
copy specific request. There are no other details given

other than request deleted.

This block must be manually deleted.

: Automatically placed when the system defined expiration
Request Expired
date of 18 months or 550 days has been exceeded for

the unfilled request.

This block must be manually deleted.

Automatically placed and appended to a credit block
Refund of Payment
when you refund a payment to a borrower It keeps track

of the date and the amount of the transaction.

This block is automatically deleted when
resolved.

Automatically placed when an item that is a copy specific

Requested Item Lost

request is aged from overdue to lost. Does not apply to
title (or bib level) requests.

This block must be manually deleted.

. . Automatically placed when you waive a fine.
Waiver of Fines

Horizon deducts the amount waived from the
total amount owed and then attaches a Waiver
of Fine block to the original block and moves the
whole block to the History Blocks list.
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