
 
View Patron Information 

How to look up a patron’s pickup library for conversion from article to loan 
 
From the General Update Form: 
 Choose SHOW from the top menu and select User Info 
 

 
 
 
The User Information Screen appears. The pickup library is listed under location. 

 
 



From the Main Menu: 
 Choose EDIT from the top menu bar and select EDIT CUSTOMER: 

 
 
The User Lookup and Edit screen appears. 

Enter the username and click search or leaving everything blank and clicking on search 
will provide you with a list of all users. 

 
 
Double click on the Username and the customer information will fill in. 

 
Pick-up Library is listed as LOCATION 


