
PINES’ Evergreen Study Guide 
 
After logging in, you will see the following screen. 
 
Under the Search menu, you see that you can search for patrons by name, etc. You can 
also search the catalog (OPAC). 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Search for Patrons who 
do not have their card. 



After selecting Search for Patrons in the Search menu, you will see the following 
screen: 
 
You can search by name, email address, phone, ID number, and address! 
 

 
 
 



After inputting a search, you will see a list of results.  
In this example, we searched for all patrons with the last name Davis. 
 
Select a patron from the list by clicking on it.  
 
You can see the patron’s full record by clicking on the Retrieve Patron button in the top 
right corner. 
 
 

 

After selecting 
the name, click 
on Retrieve 
Patron to see 
their record. 

List of patrons 
that match your 
search criteria 



Pictured below is a patron’s record.  
 
From the list of buttons along the top of the window, you can check out materials to 
them, see a list of items they have checked out, see their holds, view their fees/fines, 
post a payment to their record, and edit their information. 
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Under the Circulation Menu, you can check out items and check in items. 
 

 


