Guest Internet Patron Registration

Guest Internet Patron Cards are to be used for patrons who do not have or do not wish to use their Library Card to access Public Computers.

A Patron type (250) has been created specifically for the use of computers; it allows no circulation privileges.  Staff can technically override check out.  So, in case patrons decide not to return the card and may try to check items out, you may do the following:

· Create your guest cards on index cards, etc. so that other staff and libraries will know it is not a real card.

· If you are using real library cards, punch a hole in the card, so staff will be able to identify Internet only cards at a glance.

· Be sure add a Pmessage for “Internet Only” which will appear as soon as the library card is scanned in (instructions are below).

To create a new Guest Internet Patron record:
In Circulation Desk mode, choose the New icon in the Toolbar at the top of the screen.  Or, choose File from the Menu Bar and choose New Patron from the dropdown menu.
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The Insert Patron Record – New Patron wizard will begin.

· The first of several Edit Data boxes displays. The boxes will prompt you to enter information about the Guest Internet Patron.

The boxes will appear in the following order.

1. When entering a Guest Internet Patron record, use the code for your library
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2. Do not enter a birth date for Guest Internet Patrons. Simply click on the Next Button.
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3. Enter the guest patron’s gender as -.
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4. Select patron type 250 – Guest Internet Patron. (Note this step is of the utmost importance failure to use patron type 250 will allow individuals to check out library material on this library card)
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5. PCODE4 is the Library’s Municipality. Please enter the Municipality Code of where the library is located.
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6. Register the Guest Internet Patron with the your library’s correct 2 letter code

[image: image7.png]Edit Data

HOMELIBR |cy _ACFreell

Next Cancel New Record Creation





7. Enter the Guest Internet Patron barcode.
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8. Enter the Library’s Name followed by Guest Internet Patron and sequential numbers as necessary (i.e. Avalon Library Guest Internet Patron 1)
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9. You may skip the address or enter it as the Library’s Home Address.
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10. You may skip the phone number or enter the Library’s primary telephone number.
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11. You may skip the email or the Library’s primary email address.
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12. The UNIQUE ID is to be left blank.
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13. The INPUT ID field is used to identify the library and staff member creating the new Guest Internet Patron’s record. The first two initials are the library’s location code. The second two initials are for the staff member.
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· If all of the information has been entered correctly, click on Save. The system will assign a unique patron record number to the new record. After clicking on Save, the customer’s registration is complete and the system will return to the checkout screen, with the customer’s record displayed.

· If you have made a mistake during the creation of the record, you cannot make corrections until you have completed the template.  You can edit the Guest Internet Patron’s record after you have completed all of the steps of the patron registration template.

· You should also add a PMESSAGE called Internet Only (i). This message will appear as soon as the patron card is scanned into III and will alert staff not to allow patrons to check out items etc.

· If you would like a shorter expiration date, you will want to change it now.   

· You will want to keep track of the cards that you give to patrons in case they don’t return them.  You can then find them in the catalog and give the record a new barcode.
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