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How & When to Create and Add a New Account  
(Circulation Coordinators & Library Aide II Only) 

 
 

If you scan a patron’s card and the following information 
appears on the screen.  The person may not be in our system.  
To make sure, you want to type in the person’s name, see pg 2. 
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You can type the person’s name into the system to verify that the person 
is not in the system.   
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The following screen should appear. 
 

 
 
 
At this point, if the person wants to check out a book and he or she is not in 
the system, the person should be verified by the Circulation Coordinator or 
Library Aide II.  Make sure they show you their current schedule online 
through the Champlain portal. 
 
Please do not add a patron or update a record unless you are asked to do so 
by the Circulation Coordinator. 
 
If the patron is a student who wants to check out a reserve item, but is not in 
the system using all the methods above.  See how to add a patron on pg 4. 
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How to add a patron: 
 
Click on the icon “New” to create a new account 
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The following screen will appear: 
 

 
 
Click on the “Select” button to choose the Student Template 
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The following screen will appear: 
 

 
 
 
Click on the “Next” button to choose the Undergraduate Student.  
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The following screen will appear: 
 
 

 
 
 
 
 
 
Click on the “Next” button to choose the Undergraduate.  
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The following screen will appear: 
 
 

 
 
 
Double click next inside the white box in the “Expiration Date” field to 
bring up a calendar. 
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The following screen will appear: 
 

 
 
 
 
Click on the single > sign to the right to change the date.  The date should be 
changed to the last day of classes for each semester.  This will be the last day 
of exam week.   
 
Next, choose the date. 
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The following screen will appear: 
 
 
 

 
 
 
 
 
Click on the “Next” button to choose the Expiration Date. 
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The following screen will appear: 
 
 

 
 
 
Type in the person’s name.  Very Important – type the last name, first name. 
 

 
 
Click the “Next” button 
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The following screen will appear: 
 

 
 
 
Do the same thing for the email and address.   
Do not fill out any information for the second address line, just click on the 
“Next” button.    
Fill in the phone number using any form, example: 802-555-5555 or  
(802) 555-5555. 
Do not fill in any information for the second telephone number, unless you 
think it’s necessary.   
 
Click the “Next” button. 
 
If you make a mistake at any point, you can either cancel & start over, or 
wait until you have swiped the barcode to edit the record.   
 
 
The next screen will be the barcode screen, see page 13. 
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This is where you would swipe the student’s card.  I used an old 13 digit 
barcode number for this example.  The new numbers are only 7 digits. 
 

 
 
 
 
 
Once you swiped the card the system will automatically go to the next 
screen.   
 
See next page. 
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The following screen will appear: 
 
At this point you are done with the new account.  You can edit information 
at this point, or after saving & closing the account through the “edit” icon. 
 
 
If all the information is correct, click on the “Save/Cl…: icon.   
 
 

 
 
 
See the next page for the finished account. 
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The following screen will appear: 
 
 

 
 
 
You can check out the reserve item to the student at this point.  The student 
should not have a problem next time. 
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How to remove a message from a patron’s account 

(Circulation Coordinators & Library Aide II Only) 
 

Removing a message: 
You would normally remove a message when a student fills out the “Laptop 
Agreement Form” located at the front desk. 
 
Use the ID number for the student’s laptop form or the person’s name to 
bring up the account.   
 
You should see the message “Must Sign Laptop Form.”   You will also 
notice the “Messages” icon has a purple exclamation point. 
 
Click on the “OK.” 
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Click on the “Edit” icon to gain entry into the person’s information.   
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 This will bring up the screen to delete the message.  Highlight the 
information and click the “delete” button on the keyboard. 
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This will erase the message.   Click on the “Save/Cl…” button.   
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You will notice that the “Messages” icon no longer has the purple 
exclamation point showing.  The message has been removed.  
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How to add a message to a patron’s account 
(Circulation Coordinators & Library Aide II Only) 

 
Adding a message: 
The major reason to add a message is when a student has forgotten his or 
her Champlain College ID and needs to use a driver’s license. 
 
Using the information from the driver’s license, you would type in the 
student’s name using the “n” or “n=” (Again only Library Aide II or 
Circulation Coordinators can do this). 
 
Click on the “Edit” icon to gain entry into the person’s information.   
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Click on the “Insert” tab to bring up a drop down.   
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Click on the arrow next to the “n Name” to bring up the list of items to 
choose.  Click on the “m Message.”   
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Press the key “F5” to bring up the message “Student must have CC ID, 
already used driver’s license.” 
 
Click “OK.” 
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You can see the message on the person’s account.   
 
Click on the icon “Save/Cl” to save and close the screen. 
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This will bring up the finished screen.  If you look at the “Messages” icon, 
you will notice that it is now highlighted with a purple exclamation point 
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Clicking on the “Messages” icon will bring up all the messages on that 
person’s account.  Click “OK” to get out of the message. 
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