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How to add a message to a patron’s account 
(Circulation Coordinators & Library Aide II Only) 

 

Adding a message: 

The major reason to add a message is when a student has forgotten his or 

her Champlain College ID and needs to use a driver’s license. 

 

Using the information from the driver’s license, you would type in the 

student’s name using the “n” or “n=” (Again only Library Aide II or 

Circulation Coordinators can do this). 

 

Click on the “Edit” icon to gain entry into the person’s information.   
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Click on the “Insert” tab to bring up a drop down.   
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Click on the arrow next to the “n Name” to bring up the list of items to 

choose.  Click on the “m Message.”   
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Press the key “F5” to bring up the message “Student must have CC ID, 

already used driver’s license.” 

 

Click “OK.” 
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You can see the message on the person’s account.   

 

Click on the icon “Save/Cl” to save and close the screen. 
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This will bring up the finished screen.  If you look at the “Messages” icon, 

you will notice that it is now highlighted with a purple exclamation point 
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Clicking on the “Messages” icon will bring up all the messages on that 

person’s account.  Click “OK” to get out of the message. 
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