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To check to see if your patrons have made any requests for address changes or comments, do the following.

1. Open the Modify Request wizard in the Requests module.   Note: the Display Request wizard only allows you to look at requests, not answer them in any way.
2. Leave the ‘Search for:’ box empty, make sure the ‘Service library:’ box is set to "Full access to all libraries" and the ‘User Requests:’ radio button is set to ALL.   Click Search.
Or, you can select the individual library to get a list for just that library.  However, if you do this, you will miss all the requests send to ALS when the patron accesses RSA Cat without using your direct library link.  You will need to do both to ensure you see all our library’s requests.
     Note:  The Request type: and Status: lists will further limit your search.  This would allow you to just look at new requests, or change address requests, etc.

     Note:  to see just the requests that have not been replied to, select Without Replies or With Replies to see those you’ve responded to.

3.  If you did not select your library in step one, you will want to sort the list by User by clicking the User header; then look for your library’s bar code number or numbers.  If you sort by User, you requests will all be grouped together in the list.  
     Note: If you click on the User glossary entry (the underlined user id), you’ll see the patron’s info box pop up.

     Note: If you click on the Request ID number glossary entry you can see the actual request without opening it.

4.  To open and act on a change and reply to the patron, you need to MODIFY the request.  This method leaves a date acted on and your reply (if any) in the patrons’ RSA Cat requests listing in their My Library Account section.  This allows patrons to see that the request has been acted on.
5.  To modify a request, click a line to highlight it from the search in steps 2 and 3, then click on the ‘Continue’ box at the bottom.  This will open the request and show the patron’s request.

6.  Record the info in the request tab of the screen however you’d like.  You may need it to modify the patron’s account in the Modify User wizard or to lookup an item, etc.  
     Note: If you are using multiply windows mode (allow you to have more than one wizard open at once) you can adjust each window’s size so you can see both a patron record and the request window.  This would save you the step of recording the information.  Drag the window edges or select Horizontal or Vertical from the Window menu to see both windows.   
7.  Make whatever modification required to the patron’s account, find the information they need, or otherwise fulfill their request.
8.  When you are finished, you need to answer the patrons request for 2 reasons.  One, the patron knows it was acted on and two, so that the status of the request changes from new to something else.  To do this, follow these steps in order of the request to be processed correctly.


A. Go back to the open request (or follow the above steps to reopen it if it’s closed at this point) and click on the Reply tab.  In the ‘Reply’ box in the window, type the response to the patron in the free text field (Your address has been changed, contact library staff, etc).  


B.  Click the gadget next the ‘Date replied’ box and ENTER TODAYS DATE by clicking the ‘Specific date’ radio button in the top of the pop-up window.  If you don’t enter a date in the ‘Date replied’ box, the patron’s RSA Cat account will not update to show that the request has been acted on.
  


C.  Click the Status drop-down and change it from new to replied or some other status.  This shows you that the request was acted on and allows you to search for only new or replied requests in the future.


D.  Click the Modify button to actually modify the record.  UNTIL YOU CLICK THIS BUTTON, NOTHING HAS BEEN DONE TO THE REQUEST.  If you click return to list, next, previous, another, or close, the record will not be modified and will continue to show up as a new request. 

9.  After competing A – D above, the patron can view that reply by going into their account in RSA Cat, clicking My Account, then clicking the Review My Account link and clicking on the Requests tab.  Each request is listed with a message of whether they have been replied to.  The patron has to click on View to see the entire answer.
10.  You can and should delete OLD requests (maybe a month after you reply) using the Remove Request wizard.  Once you remove a request, it also disappears from the patron’s RSA Cat account.  If you act and a request and remove it right away, the patron might not know you did anything with it and make the same request again.  To remove the request, just click Selected checkbox next to your request(s) and click the Remove button.  Please only remove you own requests by limiting your search to your library or in the all library search by  your User ID range.
