Thirty-Second Reminders: Modifying Users
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Name:. TEST. BULLWINKLE S
18: TESTCARD
Profile name: PUBLIC...

Identify User
Street: 155555 ROCKEY WAY
User ID: [TESTCARD City, state: OSHKOSH, W1
TESTC-ARD
520-236-5257

Basic Info | privilege | Demographics | Addresses | Extended info|
BULLWINKLE
Use preferred name
5
TEST
TESTCARD
OSHKOSH -
PUBLIC -
NOHISTORY  +





*Don’t put anything in Preferred Name. The name doesn’t sort correctly, and allows for errors when looking for duplicate cards (another library doesn’t know the patron’s nickname and looks under the name on the driver’s license).

*Charge history is NOHISTORY or ALLCHARGES. 


If a patron would like to opt back out of Charge History and would like their Charge History deleted, or if the card is loading slowly and the patron okays deleting some of it, ask Melissa or Karla for the history to be purged.
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User ID: [TESTCARD

Basic Info|| Priviiege | Demographics | Addresses | Extended info|

155555 ROCKEY WAY.
OSHKOSH, WI
TESTC-ARD
520-236-5257

Extend user's library privilege:
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*Claims Returned can be reset to 0, if a patron claims they returned something and the items are then found not discharged on the shelf. Override is necessary: the standard one.

*Please don’t put anything in BLUEcloud staff ID. 
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Name:. TEST. BULLWINKLE S
18: TESTCARD
Profile name: PUBLIC...

Identify User

Street: 155555 ROCKEY WAY
City, state: OSHKOSH, WI
TESTC-ARD
520-236-5257

Basic Info | Privilege|{ Demographics | Addresses | Extended Info|

User cat1: [WNT-OSHKSH = |User cat2: [WINNEBAGO  +
User cat3: [MALE -
Birth date: [NEVER.

Language: | ENGLISH vlage o





*Please make sure that User cat2 matches the User cat1. 

*User cat3 should USUALLY not be UKNOWN. 

*Please have something in Birth Date, with some exceptions.

*Don’t change the Language.
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Name:. TEST. BULLWINKLE S
18: TESTCARD
Profile name: PUBLI

Identify User

User ID: [TESTCARD
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Street: 155555 ROCKEY WAY
City, state: OSHKOSH, WI

Zip: TESTC-ARD

Phone:  520-236-5257
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STREET
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[155555 ROCKEY WAY

[osriosm, wi

frEesTc-ARD
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*If you need to remove a field from a patron’s record (CARE/OF or EMAIL) use the Delete Row Helper (the red X)

If you use Backspace or Delete, not the Delete Row Helper, Display User can have blank fields appearing:
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Notes
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TEST. BULLWINKLE S
TESTCARD
Profile name: PUBLIC.

Identify user
Phone:  920-236-5257
wsor 10+ FESTCARD Street: 155555 ROCKEY WAY
City, state: OSHKOSH, WI
2i TESTC-ARD
‘Summary [ Addresses|| Extended info ills| Checkouts | Holds Charge tistory|
primary: 1
Address 1
Phone Street City, state Zp cio
520-236-5257 155555 ROCKEY WAY OSHKOSH, W1 TESTC-ARD




It’s untidy, and if it’s the Email field, the email notices will attempt to be sent to an email of “ “ (space). 

If you come across a field that looks like this in Display User, you can simply go into Modify User and delete the row in question. Click in the empty field, and then click the Delete Row Helper.
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*Both the NOTE field and the COMMENT field can be used for adding notes to a patron’s record. The difference is that the COMMENT field is searchable, even though the search index is listed as “5Notes”:
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Type:

Lbrary:  [ALL_LIBS
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If you have any questions, please contact Karla Smith (smith@winnefox.org) or Melissa Klein (klein@winnefox.org). 
