ALMA QUICK TIP:  Free Text Communication with Patrons

1. From the persistent search bar, search for the patron
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2. Using the 3-dot menu on the right, choose Edit
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3. This will take you to the User Details screen.  Look for “Send Message” on the bottom right and choose “General Email” and “Compose.”
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4. [bookmark: _GoBack]Compose your email message.  When finished, “Send Mail.”  The message will be saved in the patron’s account under attachments.

[image: ]



image1.png
FoRl Usersv Al Isp test xoQ

Manage Patron Services Return ltems Scan In ltems Pick From Shelf Active Hold Shelf Expired Hold Shelf Courses Reading Lists

Find and Manage Users  Isp test

Staff Public Contact All
1-10f1
Y Account: All ~ Role:All ~ Status: All ~

v Name 4 Account Type 4 Record Type 4 Job Category User Group Status

1. LSP Test Student 2] External Public - Student Active




image2.png
% Account Type % Record Type 5 Job Category User Group Status Expiration date Blocks Notes

1. LSP Test Student [+] External Public - Student Active -

Delete

Deactivate




image3.png
< User Details

First name *

Last name *

Preferred middle
name

Primary identifier *
PIN number
Job description
User group
Website URL
Status
Birth date

Purge date

Purchase request
library

LSP Test

Student

TST000001

Student

Active

Middle name

Preferred first name

Preferred last name

Title

Generate Job category
Gender

- Campus

Preferred language

- Status date
= Expiration date
- Resource sharing

library

Toggle Account Type | Open For Update

Please select a value

English

01/06/2020

Selected Patron Letters

Cancel Save




image4.png
Email Message

library-notices@smccd.edu
student@smecd.edu
cc
Subject *

Body

Cancel Send EMail

4





