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Loan Audit Trail 
 
The Loan Audit Trail is where you can find all the actions a patron has had with an item charged out to them, 
such as loan date, renewals, and due date changes made by staff. 
 
Basic Steps: 

• Go to “Fulfillment” and select “Manage Patron Services”. 
• Scan in the patron's card. 
• Set “Filter by” to “All”. 
• Click on the entry for the item in question. 
• Click the “Loan History” button (or click the “...” button and select “Loan History” from the drop-down 

menu). 
 
Detailed Workflow: 
 
1. Go to “Fulfillment” and select “Manage Patron Services”. 

 
 
2. Scan the patron’s i-card or courtesy card in the “Scan patron’s ID or search for patron” field. 
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3. If it’s not already set to view all loans, click “Filter by” and select “All”. 

 
 
4. Click on the entry of the item you wish to see the Loan Audit Trail for. (You can click anywhere except for the 

checkbox or buttons.)  
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5. This will pull up a page with some information about the item and the loan. Click the “Loan History” button. 
(If the button’s not visible, click the “…” More Actions button and select “Loan History” from the menu.) 
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6. At the bottom of the Loan Audit Trail screen is a list of actions for the item. 
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