Email Preferred Searches

What is it?

When entering a search in the WebPAC, patrons can save the query as a “preferred search” once they have
logged into their account. They also have the capability to request email notification whenever materials are
entered on SWAN that match one or more of their stored preferred searches. This email notification is sent
once a week (on Sunday morning) to the email address in the patron’s record. These emails contain links to the
record or records that match their stored preferred search criteria. More than one matching new item can be
listed in the same email.

To save a preferred search

After patrons have logged into “My Account” the interface will allow them to “Save as preferred search” any of
their favorite searches.
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These searches can be scoped to all SWAN libraries, the patron’s home library, or any library chosen from the
dropdown. The maximum number of saved preferred searches per patron has been increased from 10 to 25.

View a preferred search

Once patrons have logged into their account they can view their saved searches by clicking on the “Preferred
Searches” button.
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Mark for email

Once their “Preferred Searches” are displayed, patrons can “Mark for Email” their chosen “Preferred Searches”
and click the “Update” button. They will now receive an email when any new materials meeting their stored and
marked “Preferred Searches” are entered on SWAN. If patrons no longer want to receive emails for new
materials, they merely uncheck the appropriate “Mark for Email” box and click the “Update” button.
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Patrons can also delete a “Preferred Search” by checking one or all of the “Mark to Remove” boxes and clicking
on the “Update” button.

From this screen patrons can also click on @ o run one of their “Preferred Searches”.

Using Search History to Save a preferred search

When patrons forget to click “Save as a preferred search”, they can use their session “Search History” to run
their search again and then click the “Save as preferred search” button.
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If you should have any questions, please contact either Beverly Curley (630-734-5163) or Renee Clanton (630-
734-5169).
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