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This step-by-step guide will help you through the process of changing user passwords as may
be required when staff or responsibilities change. For security purposes, it is also recom-

mended that passwords be changed periodically.
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1. Locate user

Log-in as an administrator and click on the Back Office tab

. ]

List All Sites Catalog Circulation Back Office

@ EditPage

Please feel free to search our catalog by clicking on the "catalog" tab above.
Links are provided below by your Library Media Specialist.

+4 Favorite Websites +@ Our school's home page
e Zoobooks Magazine

+49 Online Databases +@ Search engines
e elibrary + Google
e Grolier Encylcopedia Elementary ¢ Yahooligans

e Informational Text Games
e Infotrac
Tumblebooks
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In the Back Office click on the Find Patron link and enter “siteadmin” (the site administrator’s barcode) into the

Find box. Click on the Search button.

[Logout] | Help /M
List All Sites Home | Catalog Girculation Back Office
Find Patron
How do L.
Find Patron
Add Patron
" 0
3
Update Patrons Find lsﬂeadmln ‘ in Al b_( Search

Import Patrons
Export Patrons
Upload Pictures
Library Policies
Access Levels
Calendar f Hours
Reports

Site Configuration

Inventory

Job Manager
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2. Select user to edit

On the results screen, click on the patron’s edit icon located by the trash can icon.

| Help A\

List All Sites Home Catalog Circulation Back Office

J How do L.
Find Patron

Add Patron

Update Patrons Find |in |A” Vljm(' Search

Import Patrons . . ,

Searched all for "siteadmin”
Export Patrons

Patrons1-1outof1
Upload Pictures 3
Library Policies Last ', First Middle Barcode /
access Levels Administrator, LMS SITEADMIN g& &
Calendar f Hours

@ = View Status @ = Edit m = Delete

Reports
Site Configuration Patrons 1- 1 outof1
Inventory

Job Manager
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3. Locate password fields and change password

In the resulting patron record screen, scroll to the bottom of the screen and change the password. Please do not
change the username. Click on the save button when finished.

. [Cogout] | Help A

List All Sites Home Catalog Circulation Back Office
Find Patron > Edit Patron

Find Patron »Patron Info Address

Add Patron . .
* = Required Field

Update Patrons * Barcode vSlTEADMI[‘J ‘ gl Save \

ImportRatrons [Jprint Label on Save x Cancel |

ExportPatrons District ID

Upload Pictures * Last Name Administrator

|

| :
Library Policies l No image

|

|

First Name LMS on file.

Access Levels

Middle Name Click Browse...

to |_.|p|0ad an

Calendar f Hours

TS Nickname image.

site Configuration Gender Unspecified v

Inventory Patron Type | Faculty N New Image

T e Status | Active v (Browse... |
Homeroom | .. Sglect a Homeroom -- v E Update ‘ EI& Preview | E#’. Clear |

Grade Level ]
Graduation
Year _l

Birth Date |

up1 | | |

ub2 | ]

Withdrawal ‘
Date!

Language l
Arts teachr

FCAT ]

Acceptable
Use Policy [Jyes
on File?

Card Expires

Email 1 ]

Email 2 ]

Access
Level

User Name M:T‘ Leave username as is

Password

Assigned
New

Password | <= Enter new password

Confirm
Password

Administrator v ‘

[clear Password

\ ‘-— Enter new password again

\gl Save ‘ x cancel |
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4. Repeat for other users

To change the Library Assistant or the Student Assistant user passwords, follow the steps below and proceed from
step 3 above.

[Cogout] | Help A\
List All Sites Catalog Circulation Back Office
How do L...
Find Patron
Add Patron - <
Update Patrons Find ‘ASSISta!'It ‘ in ‘AII vb; Search |

Import Patrons
Export Patrons
Upload Pictures
Library Policies
Access Levels
Calendar f Hours
Reports

Site Configuration
Inventory
Job Manager

2008 Follett Sofn

[Logout] | Help A

List All Sites Home Catalog Circulation Back Office
Find Patron
How do I...
Find Patron
Add Patron
i i v

Update Patrons Find H ‘ n ‘A” W Search
Import Patrons X )

Searched All for "Assistant” S¥Printable |
Export Patrons

Patrons 1 - 2 outof 2
Upload Pictures e
Library Policies Last ', First Middle Barcode /
T Assistant, LMC ‘— LMCASSIST & # @
Calendar / Hours Assistant, Student e STUDENTASSIST 6h & @

Reports
@ = View Status ﬁ = Edit m = Delete

Site Configuration

Inventory Patrons 1 - 2 outof 2

Job Manager
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