
 
Workflows Tip of the Week 
 
Module: Circulation 
 
Summary: Entering and searching for patrons by telephone number 
 
Note: You can search for a patron using his or her telephone number. This does not affect 
how you enter a telephone number in a patron record. 
 
Instructions: 
 

Follow the directions in the Patron Registration manual for entering a telephone 
number in a patron record.  If you add a note after the telephone number be sure to 
leave a space between the number and the note.  Include dashes between the area 
code, exchange, and number.  

 

 
 
 
 
 

1. Use the User Search option to search for the patron. 
2. Enter the phone number in the Search For field. Do not enter the dashes in the 

telephone number. 
3. For the Index field, select Home Phone.  
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4. Click the Search button. The system will display a list of all patrons with that 
phone number in their record. 
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