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Shatford Library

Circulation Department

Policy & Procedure Manual
Adding Patron Record Notes
Patron’s can use their drivers license or other form of picture ID instead of their PCC Lancer Card ONE TIME ONLY. If a patron uses an alternate form of ID, you will need to put a note in their patron record.

There are several types of notes available to use: general, address, barcode, phone, and pop-up. We use the pop-up notes most frequently, as they will pop-up when you scan a patron’s card to alert us about the note. Here is how to put a note in a patron record: 
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Here is a patron record with no note. Click on the notes button to get the next screen.





You will get this pop-up window. Now click on “New.”





Here you will select which type of note you want to use. 





In this case, we are going to use a pop-up note.





You would highlight “Pop-Up.” 





Now click in the white space for the notes and type your note.





This is what you would type if the patron used her drivers license. 





Click on “Save” and then “Close.”





You can see here that the patron now has 1 note in her record.
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