
Instructions for settlement with the library for books not returned on time (overdue fee) for 

employees 

Step 1: 

Log in to AIS 

 

Step 2: 

Select the section Other > Settlement with the library 

 

 

 

 

 



Step 3: 

Order the receipt for the overdue fee 

 

Step 4: 

The system provides a notification that the receipt has been ordered 

 

Step 5: 

We receive a notification to KTU email that the receipt has been prepared and uploaded to AIS 

 

Step 6: 

The payment receipt is provided in the section Outstanding payments > All payments. Payment terms 

can be viewed by clicking on the MS Word or HTML links, payment can be made online as well. 



 

 

 


