How to remove a message from a patron’s account
(Circulation Coordinators & Library Aide Il 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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Edit Patron Record - p10147263

l2-18-2010
u UNDERGRADUATE

0 Discipline

0 Undergraduate Studen:

Name Flintstone, Fred
Address ISDl Cobblestone Way

Bedrock, 70777
Telephone 555-555-5555

Barcaode 0188408 A
Fpail fred.flintsthnefnymail. chanplain. edu
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This will erase the message. Click on the “Save/Cl...” button.
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Edit Patron Record - pl0147263

la-18-2010
TINDERGRADUATE

Discipline

Undergraduate Studen

Name Flintstone, Fred
Address 301 Cobblestone Way
Bedrock, 70777
Telephone 555-555-5555
Barcode 0168408
Email fred.flintstonefnymail. chanplain. edu
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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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