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Creating a New Patron Record 
 

 

 

 
 

 

New (CTRL +N) 

 

White Paper – Click on the white paper to view the list.  Scroll down and select Patron Record or type “P” to go to 

listing starting with “P’ 

 

             
 

 

Click on OK to get the Patron Registration Screen 

 

 

Note:  Some fields are filled as Default options 
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Add addresses by clicking on add button.  You have option to add the following addresses:  
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Note:  When the Postal code is entered it auto populates City and Province.   

 

Select the Notification Option from the drop down box.  If Email Address is selected enter the Email address must 

be entered in the Email address field.  You can fill Phone numbers and have the option to enter alternate email 

address.  Once you have entered all the information the record should look something like this: 
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