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AspenCat – Pay a Fine 

1. Login to the staff module. 

2. Search for the patron, using the patron barcode or name. 

 

 

 

 

 

 

 

3. Click on the patron name in the result list. 

  

4. Click on the “Fines” tab on the left side of the patron record. 
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5. The patron’s fine information will be displayed.  Complete fine history is accessed from the 

Account history tab. To add a manual fine or fee, click on the Add invoice tab.  You can pay from 

the Account tab (shown below), or you can click on the Add payment or credit. 

  

6. If a patron wants to pay all, click on the “Pay All” button. 

a. The tab for “Add payment or credit” opens with the amount due filled in.  

 
 

b. To pay total due, add a description (e.g. fine payment) and then click on the Add button. 

 
 



Pay a Fine  Updated by CLiC Staff 9/10/2014 
Page 3 of 9 Original created 12/24/2009 

 

 

7. To pay just one fine 

a. Click on the Pay button on the fine line 

 
b. A window will pop-up with everything filled in – just click submit. 

 
c. You would follow the same procedure to waive just one fine, except you would click on the 

waive button rather than the pay button. 
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8. If the patron wants to pay less than the full amount – that is pay more than one fine, but less than 

all, check the box next to the one (or ones) that they wish to pay.,. 

 

 
 

The buttons at the bottom change from “Pay All” and “Waive All” to “Pay Selected”, and “Waive 

Selected. 

 

9. The tab for “Add payment or credit” opens with the amount due, and the fine selected filled in.  

Add a description (required) and click the Add button. 

 
10. This will remove the paid items from the “Outstanding and Accruing Fees” list and return you to 

the “Account” tab with the paid fine removed. 
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11. If you click on the “Account tab” it will show the transaction. 

  
 

12. You can see the credit details by either clicking on the link “Show credit details” or the  symbol 

on a particular line. 

. 
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13. The following screen will appear, with the credit details.   

 

 
To hide details, either click on the “Hide Credit Details” (if you originally clicked on the “Show 

Credit Details, or again on the symbol if that is what you originally did) 

 

 

14. You can also either Waive All, or Waive Selected.  Go through the same procedure as Pay All, or 

Pay Selected. 
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15. To create a manual invoice – click on the Add invoice Tab 

 
a. To create a manual invoice, first select type from the drop down menu: 
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b. Select a type from the drop down menu. Enter barcode (if charge is associated with an 

item), description, and amount, then click the “Save” button. (Note:  If item is lost, do not 

use manual invoice to charge for item.  (Assuming it is currently checked out to the patron, 

go to the item edit form and adjust status there.  Marking an item Lost via the edit item 

page will automatically put a fine on the patron's record for the replacement cost of the 

item.) 

 
 

c. This will show up in the Account tab. 

 
 

d. This will also show in Account History tab. 
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16. Note – you cannot pay or waive Accruing Fine (notice that there is no box to check) 

 
 

 

 

 


