Issuing Library Cards
1. Check for an existing patron record.

a. Enter patron’s name in the Search Patron box (found on the home page)
b. This will search the entire shared patron database
c. Verify an existing patron by asking for telephone number or address.
d. If patron is found in the database, explain that the patron does not need an additional card.
2. To Create a New Card:

a. Click on the New button

b. Use the pull-down menu to choose a type of card:
i. Adult Patron
ii. Child Patron – SEE BELOW FOR ADDITIONAL INSTRUCTIONS
iii. Professional Patron (Library dependent)
iv. Other card types may be issued by Director (Library dependent)
c. Fill in Surname (last) name
d. Fill in First and Middle name in the next box – separate with a space only
e. Use Calendar for date of birth (DD/MM/YYYY)
f. Indicate Gender of patron – if unsure leave blank, do not ask
g. Fill in patron’s complete CURRENT Street number AND name in the Address Field (even if this is a temporary address, such as a dorm). 

i. Use standard abbreviations (N, S, Ave, St, Blvd), and use digits for numbered streets – (1st, 2nd , 3rd). 

h. Leave the Address 2 line blank, unless you need it for apt or suite number, or PO Box.
i. Fill in City and State 

j. Enter five digit Zip code. For nine digit Zip codes, use XXXXX-XXXX.

k. Fill in Contact Information 
i. Use XXX-XXX-XXXX for phone numbers. 
ii. Try to add a cell or work phone if possible. 
iii. Remind patron: The System uses the Email address provided for hold and overdue notification.  

1. Patron should keep this information current or they may miss important information. 
2. Only list email accounts that are checked regularly, otherwise leave blank. 
l. Alternate address can be used to indicate permanent address of patrons living at a temporary address, for example students. 
i. Student ID numbers can be entered in one of the “additional attributes” field at the bottom of the form.  

ii. It can also be used as an ALT ID for verification purposes.

m. LIBRARY MANAGEMENT 
i. Scan card number into box
ii. For “Library:” verify or select YOUR library from the menu 

iii. For “Category:” select the appropriate type of card user for your library from the drop down menu 

n. LIBRARY SET-UP
i. Leave registration and expiration date blank. Computer will fill in date
ii. Circulation Note: A private note that may only be viewed by library personnel. 
1. Example:  Internet Permission note on Child Patron cards
iii. Patron Message: Messages patrons view when logged into their Account

o. OPAC LOGIN AND PASSWORD
i. Patron needs to choose a login name (they can use their library card number, but you will have to scan it in) and password for OPAC use.
ii. We cannot view a patron’s password (except when it is being entered). We can reset it for them. 
iii. Patrons will be able to update/change their password via the OPAC.
p. CLICK SAVE. CLICK SAVE. CLICK SAVE. OR…do it all over. 

CHILD CARDS

**Verify that the child is not already in the system by doing a Patron Search**

If the Child lives at the same address as the Guarantor:

1. Search the database for the Guarantor using the Patron Search Box

a. The Guarantor must be an Adult Patron
b. Professional and Staff accounts will not work with this feature at this time

2. Open the details page of the appropriate Guarantor by clicking on the Name

3. Select the Add a Child button

4. This will fill in the child’s record with data from the adult patron

5. At the Guarantor Information Section

a. Click “Set to Patron” to search for the Guarantor

b. Use the Search box to find a list of possible Responsible Adults

c. Click Select next to the correct patron and close the pop up menu

d. This will link the Adult record to the child record in the system

e. Use the drop down menu to indicate their relationship
i. Ask: Are you the parent, grandparent, or legal guardian who will be responsible for this account – then enter the information given
6. Using the process above, complete the Child Patron record

If the Child does not live at the same address as the Guarantor:

1. Select New
2. Choose Child Patron from the drop down list

3. Fill in the data as indicated above

4. For the Guarantor Information Section:

a. Click “Set to Patron” to search for the Guarantor

b. Use the Search box to find a list of possible Responsible Adults

c. Click Select next to the correct patron and close the pop up menu

d. This will link the Adult record to the child record in the system

e. Use the drop down menu to indicate their relationship
i. Ask: Are you the parent, grandparent, or legal guardian who will be responsible for this account – then enter the information given

f. Using the process above, complete the Child Patron record

LOST CARDS

1. If patron has lost their card, offer to issue them a card with a new number. 

a. Explain to patron: You will no longer be able to use your old card, should you find it. 

How to modify patron’s account number and issue a new card:
1) Search for the Patron in the Patron Search box

2) Click on patron’s name
3) Click on Edit
4) Verify that all other information is still correct. If not, make any changes.

5) Scroll to LIBRARY MANAGEMENT and scan the replacement (new) library card number
6) Click on Save. This should give you a new screen with modified information. 

7) Verify any changed information and give card to patron.

