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Offline Register New User

The Offline WorkFlows New User Registration wizard guides you through the process of registering a new
user for your library.

1. Select Offline toolbar

2. Select Offline User Registration wizard @, User Registration

3. Enter information about a user in the User Information tab.

@r Registrabon

User information l User address | User extended information

User ID
Alternate ID

]
]
Title:
]
]
]
]

First name

Freferred name

Middle name

Last name

Suffisx:

Library: | j
User department:
Birth Date: %

User profile: | j

Language: | j

Last Updated Summer 2018 Special Tasks — Offline Circulation pg 1
Page layout created and text abridged by INFOhio from SirsiDynix
documentation. Copyright © 2018, SirsiDynix. All Rights Reserved
INFOhio is Optimized by the Management Council



I @h io INFOhio Symphony Handbook

OHIO'S Prek-12 DIGITAL LIBRARY Offline Register New User

4. Enter address information, if desired, on the User Address tab.

User information User extended information

@ Primary: (%) User address 1 () User address 2 () User address 3

user address 1

L] C ?E

ATTH ol
ADDRESS ol
CITY ol
STATE «|
ZIP «|
FHOME «|
EMAIL «|

5. Enter additional information, if desired, such as notes and comments, on the User Extended
Information tab.

I=ser Registration

User information | User address :User extended information:

extended information

IHOMESCHOOL |

|PROGRAM |
|cOMMENT =/ (5)
|NOTE =/
|LOSTITEM =[]
|INACTVID ~|]
|AcTIVEID |

6. Click OK when you have finished entering the user information.

(&) ok | [ cancel |

Note: For more detailed information or specific questions, use HELP wizard.
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