PIN Guidelines for Staff

How to create a PIN for a patron in Millennium Circulation
NOTE:  It is recommended that you encourage patrons to set up a PIN through the OPAC following the guidelines “How to create a PIN”.
1. Locate the patron record and click the“Edit” button.
2. Select the “Insert” button on top of the patron record OR Select Edit Insert Field from the menu bar.
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3. An “Insert a non-MARC field”  window pops up:
[image: ]
4. Use the drop-down menu in the “Insert a non-MARC field” window and select “=PIN” option. The following Set PIN window will display:
[image: ]
5. Staff can enter the new PIN or ask patrons to enter the PIN through the staff’s keyboard or through a keypad which is attached to the staff’s computer.  Click OK button.
After a patron’s PIN is created, it will display with the other variable fields in the patron record:
 (
PINs are encrypted.
)[image: ]

6. Click the Save/Close” button in Patron Record.



Setting up optional security questions
NOTE: Setting up security questions is optional, and library staff should work out a consistent policy.
1. Locate the patron record and click the “Edit” button.
2. Select the “Insert” button on top of the patron record OR Select Edit Insert Field from the menu bar.
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3. An “Insert a non-MARC field” window will pop up:
[image: ]
4. Use the drop-down menu in the “Insert a non-MARC field” window and select x NOTE” option. The staff can put security question and answer into this field and then click “OK.”
[image: ]
Security question suggestions:
· What is your mother’s maiden name?
· What is your pet’s name?
· Where did you go to school? 

5. Click the Save/Close” button in Patron Record.
How to reset a PIN with a patron in the library
If a patron forgets his/her PIN and comes to the library for help follow these guidelines: 
1. Library staff should verify this patron’s identity using this patron’s library card and a photo ID. 
2. Library staff should go to this patron’s record in Millennium Circulation to delete the current PIN field by moving the cursor to highlight the whole PIN field and pressing the Delete key. 
3. Encourage the patron to set up a new PIN through the OPAC, or if necessary follow the steps of “How to create a PIN for a patron in Millennium” to create a new PIN for this patron.
How to reset a PIN with patron over the telephone
If a patron forgets his/her PIN and calls their local library library for help, follow these guidelines: 
1. Library staff should verify the patron’s identity by asking for the following pieces of identity:
· Patron name 
· Library card number
· Address
· Phone number
· Birthdate  

One of the following if available:
· Unique ID  [Drivers License #, student ID#]
· Security question in the note field if available
· One item currently checked out

2. Library staff should go to this patron’s record in Millennium to delete the current PIN field by moving the cursor to highlight the whole PIN field and pressing the Delete key. 
3. Encourage the patron to set up a new PIN through the OPAC, or if necessary follow the steps of “How to create a PIN for a patron in Millennium” to create a new PIN for this patron.

Staff helping to place requests for patrons in the OPAC
Many staff help patrons to place requests through the OPAC.  When doing this, a PIN is required and may be awkward for staff to ask the patron to divulge their PIN. Here are a few tips to help alleviate this problem: 
· You may want to place the request though Millennium Circulation.  In the interest of patron privacy, you will certainly want to do this when they call over the phone.  
· You could ask the patron to enter the PIN, using your keyboard or an optionally purchased keypad.

Scenarios that you may encounter
Problem:  Patrons with email accounts which are bad/incorrect for some reason; such as, the patron  changed email providers, typos, etc. )
Suggestion:  Delete the bad email address and choose the Pmessage CHECK EMAIL .  The next time the patron comes into a library staff will ask for a new email address. 

Problem:  Patrons who have emails but do not want to provide them, or patrons with no emails. 
Suggestion: promote the Notice Preference feature and let patrons know that they can now enter an email address and still choose an alternate method of notification.  Patrons can do this through My Account in the OPAC or staff can add a notification method in the Notice Preference field from Millennium Circulation. 
Promote email notification and let patrons know that they can enjoy My List and Reading History better if they can provide libraries with their email addresses. [NOTE:  We understand that email is not required for these features, but if we promote it that way we can get more emails into the system]

Problem:  Parent asks to reset the PIN number of their child
Suggestion: Library staff are recommended to honor a parent’s request to reset a PIN for their minor childand/or change a minor’s email in the account to the parent’s.  Parents have the full responsibility for their children’s library account activities.  The age of a minor is determined by individual libraries, but generally speaking under the age of 18 is a minor.

Problem:   A Husband/Wife ask to reset their spouses PIN
Suggestion:  A husband/wife should NOT be allowed to reset the other one’s PIN or email account.
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