Guidelines for Replacing Old Countywide Library Cards

Background
The original Countywide (ACLA) library cards/keycards were printed with numbers in sequential order and this allows patrons to easily take advantage of CybraryN sessions simply by incrementing their own barcode number.  The eiNetwork ordered new Countywide library cards/ keycards to replace the problematic cards. These new cards/keycards have barcodes in random order and will help alleviate the problems with CybraryN.
Steps Taken
· In 2004 the Steering Committee recommended that approximately 24,000 old Countywide library cards/keycards be replaced with new Countywide library cards/keycards by expiring the cards and adding a message.

· In 2006 approximately 12.000 remained.  The Steering committee recommended to delete over 9000 of the inactive cards.  
· In February 2007, the remaining 3000 Countywide library cards/ keycards cards will be re-expired and a message will be added again.
Guidelines

· A standard message will be added to each patron record that has an old Countywide library card on February 20. The message text will read: “Important!  Please replace this card with a new Countywide card. eiN 2/2007”
· When library staff sees this message and the patron is accessible, staff should:

1. Retrieve and destroy the old plastic Countywide library card and keycard.

2. Issue a new Countywide library card and keycard.

3. Select the Edit button to view full patron record.

4. Erase the old barcode and enter the new barcode in the patron record

5. Delete the message from the patron record  (see instructions below)

6. Save & close the patron record

· Staff should not keep the old barcode number in the record. Erase the old barcode and enter the new one.

· Library staff should not change the registering library or the Ptype.  

· Patrons should not be charged to replace these Countywide cards/keycards.
· Please replace an old Countywide library card/keycard with a new Countywide library card/keycard.  If your library has its own library cards, please contact the eiNetwork Support Center for a small stock of Countywide cards.

· This does not affect any library with its own library cards; it does not affect any of the old eiNetwork library cards (yellow/pink or white/purple).

Deleting a message field from a patron record

1. Open patron record.

2. Select the Edit button to view full patron record.

3. Right-click at the end of the text in the Message field to be deleted.

4. Select Delete Field from the pop up menu box.

5. Select the Save/Close button.

6. Close patron record.
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