Staff Guidelines for Notice Preference

How a patron sets up Notice Preference through The Catalog My Account
Patrons can choose and change the way to receive notice notification through the “Modify Personal Info” button [image: Modify Personal Info]at My Account.  After clicking this button, patrons will be prompted to a screen as follows:
[image: Modify Personal Info]
Currently, this patron’s notice preference is “Email” and an email address is listed.  It shows this patron prefers to receiving library email notification instead of auto phone or printed mail notification. You can also update your email address in the above EMAIL ADDRESS box. 
If this patron wants to change the notice preference, just clicks “Telephone” or “Postal Mail” options in the above screen and then click “Submit” button. A following screen will display to show that this patron’s preference has been updated: 
[image: Preference Update]
Next time, when this patron logs into My Account and click the “Modify Patron Info” button, he/she will see the notice preference has been changed to “Telephone,” which means he/she will receive automated  telephone notification instead of email notification. 
 [image: Change Notice Preference]
Library Staff View in Millennium
When the notice preference is turned on, this patron’s preference displayed “z EMAIL” before he/she made the change:
[image: http://iiitraining.einetwork.net/screens/Mnoticepref1.gif]
After this patron changed the notice preference to telephone through My Account on the OPAC, the Millennium patron record displayed “p TELEPHONE” at the Notice Preference field as follows:
[image: Modify Notice Preference]
Note: When Millennium Circulation generates notices, the system reads patrons' notification preferences from the Notice Preference field in the patron records. However, if any patrons' notification preferences cannot be accommodated (for instance, if they prefer email but have not supplied an email address), their notices will be printed.
If a patron has not indicated a notification preference, the Notice Preference field displays a "-" (no label). The system sends notices to these patrons as it would if the Notices feature were not enabled. For example, a patron who has not indicated a notification preference but has a valid email address receives notices by email. 
How Staff can designate  notice preference for patrons
1. In the patron record click on Edit from the toolbar
2. Double-click on the Notice Preference field and choose the appropriate notification method.
3. Click Save/Close on the toolbar.
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