
How to Collect Bills that Migrated from III with a status of Replacement/Billed       
 

Any item that migrated from III with a status of Replacement/Billed will appear under the checkouts 
tab of the user record with a status of Overdue.  A bill will list for this item in the Bills tab of the user 
record with a Reason of REPLACE.  REPLACE is a red flag that this is a migrated bill. 
 
Checked-Out Items tab of a patron record in III: 

 
 
Fines tab of a patron record in III: 

 
 
Checkouts tab of a user record in Symphony: 

 
 
Bills tab of a user record in Symphony: 

 

If the bill reason is REPLACE and the Date is 
before 4/14/15, this is a migrated bill. 
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These instructions assume that your patron is standing in front of you and is going to pay the bill in 
full at this time.  
To pay this bill, you MUST: 

1. Right-click on the item to be paid in the Checkouts tab of the user record and select Mark 
Item Lost.  Alternatively, you can use Mark Item Lost wizard and Paying Bills wizard. 

 
 

2. In the subsequent screen, adjust bill if necessary and select a Payment Type. Click Pay Now. 

 
A confirmation screen will display. Click OK. 

3. The item has been removed from the Checkouts tab.  Click on the Bills tab.  The LOST bill 
that you just created has been paid and will only display if you change the Bills Display 
Option from Unpaid to All or Paid. 
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However, the original bill (migrated) with a Reason of REPLACE remains as a bill on the user 
record.  This bill must now be waived.  

4. To waive this bill, right-click on the old, migrated bill and select Pay Bill.  Alternatively, you 
can use the Paying Bills wizard. 

 
 

5.  

 
6. Click Pay Bills. 

 
You have now waived the migrated bill, paid the bill on the user record, and checked the 
item in from the user account.  The item record will now have a Current Location of 
LOST_CLAIM and can be checked out to a DISCARD user if desired. 
 
Note: If staff checks in an item that was migrated as billed, the migrated bill is not 
automatically waived and a new bill for overdues may be assessed.  If staff notices that a 
user has a bill with reason REPLACE but that the corresponding item is not checked out to 
that user any longer, it is a red flag to pay that bill with a reason of MIGRATBILL.  

Enter amount of payment 
here to pay this bill only. 

If you enter payment info 
here it will not apply to this 
bill! 

Choose a payment type of 
MIGRATBILL and enter the 
total bill amount to forgive. 

MIGRATBILL 


