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PINES Circulation Policies and Procedures
Manual

PINES libraries have uniform circulation policies and procedures. According to the PINES Executive
Committee, this is a condition of participation [1999.05]. The procedures outlined herein represent the
decisions of the PINES Executive Committee. Some procedures will remain under local control, varying
with the specific situation of each library or library system. Individual patron abuse of general PINES
policies may be addressed at the local level by the system director [2012.03].

PINES Circulation Policies are approved by the PINES Executive Committee with input by the PINES
Subcommittees and the PINES Library System Directors. Any PINES Library System Director may suggest
a change to the existing policy to the Executive Committee for review.

About This Manual

This manual is based on the 2003 version of the PINES Circulation Policies and Procedures Manual that
contained complete descriptions of procedures in the existing automation system. The document was
brought up to date with references to Evergreen and completely revised in 2010 by a dedicated
workgroup made of up representatives of PINES member libraries. Since then, it has been updated
regularly to accommodate policy changes, new procedures due to changes in the software, and
additional information. In July of 2017, the manual was moved from a standard Word document format to
a Wiki format in order to improve change tracking.

About the 2010 PINES Circulation Policies & Procedures Project

Annotations

The policy has been edited with bracketed inline annotations (e.g., “[2014.05]") which refer to the year
and month of the Executive Committee meeting at which the policy was decided. Only meetings where
an action item resulted in a policy addition or change are referenced. Discussion items or PINES staff
reports are not referenced.

Meeting Agendas and Notes

Downloadable PDF of This Manual

Downloadable Version 08-26-2022
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Confidentiality

Georgia Confidentiality Law

The Georgia Law (0.C.G.A. 24.12.30. Confidential nature of library records) prohibits the disclosure of any
patron information, including titles checked out, amount of fines/fees owed, and phone
numbers/addresses. All PINES library staff recognize the strict confidentiality of library records, and shall
not disclose any information regarding library patrons unless legally compelled. If proper legal
documents are presented, a Library Director or designee must approve the decision to release
confidential records.

Confidentiality of Patron Information

Patron data such as email address, phone number or mailing address cannot be used for purposes other
than PINES transactions initiated by library patrons. Board of Regents legal counsel has indicated that in
their opinion that state and federal privacy laws prevent use of PINES patron records for any business
other than library transactions initiated by the patron. Allowable use of data may include overdue
notices, preminders, holds notices. Patron information may not be used for county mailings, Friends of
Libraries solicitations, and unsolicited e-mail communications from the library staff [2009.05].

Customer Lifecycle Management and Market Analytics Platforms

Libraries may utilize customer lifecycle management and market analytics platforms such as
Savannah/Orange Boy, Tableau or LibrarylQ with the stipulations that the BOR legal team has outlined.
The BOR legal team has stipulated that libraries may use these types of products using anonymized data
for collection and user analysis and that patron data can be used IF the patron was “opted in” to receive
such communications. In order to do this, libraries can create a specific stat cat (used during the patron
registration process) to ask the patron if they would like to receive communications from that platform.
Then library staff can mark them as “opt in”. For existing patrons, library staff could do a marketing push
to get them signed up. It would be the same process as above with library staff manually marking
patrons who consent as “opted in”. Note: in handling user information, the BOR legal team and ITS must
approve handling of data before any library can move forward with their contract. Please consult the
PINES third party hardware and software policy for further details.
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2010 PINES Circulation Policies and
Procedures Project

The PINES Circulation Policies & Procedures Revision Project began in February 2010, and completed its
work at the May 2010 meeting of the PINES Executive Committee. The working group for this project
consisted of members from the Staff Training/Documentation Subcommittee, along with a few volunteers
who showed particular interest in the project.

Completely Revised

This manual is based on a 2003 version of the PINES Circulation Policies and Procedures Manual that
contained complete descriptions of procedures in PINES’ automation system. This document has been
brought up-to-date with references to Evergreen. The first phase of the Revision Project also revisited the
complete archive of PINES Executive Committee meeting minutes from 1999 to 2010 to make sure that
all decisions were somehow accounted for.

New Annotations

The policy has been edited with bracketed inline annotations (e.g., “[2009.12]") which refer to the year
and month of the Executive Committee meeting at which the policy was decided. Only meetings where
an action item resulted in a policy addition or change are referenced. Discussion items or PINES staff
reports are not referenced.

New Versioning System

Each version of this documentation will be marked with the year and month of the most current change.
This ensures that staff members using the documentation for reference know how current the policy is.
2010 Project Team Members:

e Judy Atwood, Athens Regional Library System

e Susie Brendle, Mountain Regional Library System

* Gayla Brewer, Cherokee Regional Library

e Karen Douglas, Athens Regional Library System

e LaToya Davidson, Twin Lakes Library System

e Jennifer Durham, Statesboro Regional Library System

e Trudi Green, Athens Regional Library System

Martha Richardson, Northeast Georgia Regional Library
Dawn Dale, PINES Helpdesk Manager

Katherine Gregory, PINES Services Specialist

Chris Sharp, PINES Program Manager, Project Coordinator
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Registering Workstations

Before Evergreen can be used, a “workstation” must be registered. This process assigns a name to the
workstation that gets recorded in the activity / auditing logs in the Evergreen database and also affects
what information you will see on certain screens. Most computers will only need a single workstation
name set up. However, it is possible to set up multiple workstation names associated with different
branch locations for those staff members who do work for multiple branches (such as catalogers or local
administrators).

Workstations can only be registered by staff members with a LibraryManager, LocalAdmin, or CatCoord
type of account. If a computer has multiple Windows logins (a different Windows login for each staff
person that uses it), then a workstation will have to be registered for each one (however, it can be the
same workstation name if you want settings to be the same).

To register the first workstation on a computer, simply log in with a LibraryManager, LocalAdmin, or
CatCoord account. You will be prompted to register a workstation before proceeding further.

< If a workstation cannot be registered, verify that the date/time/time zone on the computer
are correct, and that JavaScript and Cookies are enabled in the browser.

Register a New Workstation For This Browser

ARL-ATH ~ | circ| Register

Workstations Registered With This Browser

STATELIB-L-terran (Default) v

: 1 Mark As Default RSl
o

Workstation Registration

Registering Multiple Workstations

Staff such as LocalAdmins and Catalogers that support multiple locations may have a need to log in as if
they are at a different location. To do this, they may register workstations for each required location:

1. In Evergreen, go to Administration > Workstation > Registered Workstations.
2. Under “Register a New Workstation for This Browser” select the appropriate branch and type in a
workstation name.
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3. Click Register.
4. Log out. The login screen should now show the new workstation in the dropdown list of registered
workstation names.

From:
https://pines.georgialibraries.org/dokuwiki/ - PINES Documentation

Permanent link:
https://pines.georgialibraries.org/dokuwiki/doku.php?id=admin:workstations:registration

Last update: 2022/09/14 12:03

PINES Documentation - https://pines.georgialibraries.org/dokuwiki/


https://pines.georgialibraries.org/dokuwiki/
https://pines.georgialibraries.org/dokuwiki/doku.php?id=admin:workstations:registration

2023/02/10 12:30 8/201 Circ Manual 2023-02

Browser Tools

The Evergreen web client is optimized to work with the current versions of Chrome and Firefox. Other
browsers are not officially supported. Your browser must be set to allow popups, cookies, and JavaScript.

Although we do not endorse one browser over the other, the Hatch local storage / printing program only
works with Chrome at this time. If you wish to have better control over printing or if you wish to save
local configuration settings (column configurations, registered workstations, custom print templates, etc.)
without worrying about them being cleared out if you clear your cookies, then you will need to use Hatch
with Chrome.

Allowing Popups

Your browser must allow popups from gapines.org. You should see a small icon or message when a
popup is triggered, but if you do not, you may follow these steps to ensure that popups are allowed.

Allow Popups In Chrome

Click on the menu icon (three vertical dots in the upper-right corner).
Select Settings.

Scroll to the bottom and click Advanced.

Under “Privacy and Security” click “Content settings.”

Click on “Popups and Redirects.”

Click the Add button next to Allow.

Type in https://gapines.org and click Add.

NouswNE

Allow Popups In Firefox

Click the menu button (three horizontal lines in the upper-right corner).
Select Options.

Click on Privacy & Security.

Scroll down until you see “Block pop-up windows” in the Permissions section.
Click the Exceptions button.

Type in http://gapines.org and click Allow.

Click Save Changes.

NouswNE

Standard Browser Functions

Since the client is web-based, you can use common keyboard shortcuts and functions such as selections,
copy & paste, and right-clicks to access menus.
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e 15+ Keyboard Shortcuts
e 47 Keyboard Shortcuts That Work in All Web Browsers
e Firefox and Other Browser Keyboard Shortcuts (Comparison Table)

Bookmarks and Profiles

The web client allows you to bookmark the pages that you use the most, and to use your browser's
existing functionality to build your own custom toolbars and even to use browser profiles for different
activities.

Firefox Bookmark Extensions

You can use Firefox's built-in Bookmarks Toolbar to create a custom toolbar, or you can install free
extensions to customize your bookmark toolbars even further (Menu > Add-Ons > Extensions > Search).
There are many extensions available, but a few that you may find useful are:

e Multirow Bookmarks Toolbar: Makes your built-in Bookmarks Toolbar wrap to multiple rows.
e More Bookmarks Toolbar: Adds a second bookmarks toolbar.
e Bookmarks Favicon Images: Allows you to customize the icons for your bookmarks.

Chrome Bookmark Extensions

You can use Chrome's built-in Bookmarks Bar, or you can install free extensions to customize your
bookmark toolbars even further (Menu > More Tools > Extensions > Get more extensions). There are
many extensions available, but a few that you may find useful are:

e Bookmark Manager (by Google): More sophisticated bookmark tools including search capabilities
and folder suggestions.

e EverSync: Another way to sync, backup, and restore your bookmarks.

e Switchmark: Switch between multiple bookmark bars.

Firefox Sync

Firefox Sync is a free tool that allows you to synchronize your bookmarks, add-ons, and browsing history
across multiple computers and mobile devices. This is useful for staff who work in multiple locations.

e See: Set up Firefox Sync
Chrome People

Chrome People allows you to synchronize your bookmarks, add-ons, and browsing history across multiple
computers and mobile devices. This is useful for staff who work in multiple locations. You can also set up
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Chrome profiles to separate work activities from personal activities or to separate different types of work
activities, or for multiple staff who need to use the same computer.

e See: Chrome profiles / people
Export Bookmarks from Firefox

1. Click Bookmarks > Show All Bookmarks.
2. Click the Import and Backup dropdown menu.
3. Select Export Bookmarks to HTML.

Export Bookmarks from Chrome

1. In Chrome, click on the menu icon (3 vertical dots at upper-right corner of browser).
2. Click on Bookmarks > Bookmarks Manager.

3. Click the Organize dropdown menu.

4. Select Export bookmarks to HTML file.

Set Up Default Email

If you want to be able to click on a linked email address and have it launch a new email window in your
preferred email system (ie, Gmail, Microsoft Outlook, etc.), you may need to configure your browser so
that it understands what type of email window to open.

Default Email in Firefox

1. Click on Menu (three lines in upper-right).

2. Select Options.

3. Scroll down to the Applications section.

4. Click the dropdown next to the “mailto” option to set your preferences.

5. (There is no Save button - it will save as soon as you make your selection.)
Applications
Chixre v Firefox handles the lles you download from the web or the appBcalions you use: while
brosasing.

= InC AlWEYTS 35K

ircs Always ask

& PG file Always ask

L. mailto P Lkse Gamiail -

o Microsolt Exéel O7-2003 Wakshesl Always ask

T Microsolt Excel Workshest Alwiays ask

& Microsoft PowerPoint Presentation Always ask
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Set up default email in Firefox

Default Email in Chrome

By default, Chrome should launch whatever your Windows default email system is (for example, if
Windows is set to use a program such as Microsoft Outlook or Thunderbird as your email program). If you
want to change Chrome to launch Gmail instead, follow these instructions:

1. Open Gmail in Chrome and click the Protocol Handler icon (two overlapping diamonds) in your

browser's address bar.
2. When prompted to “Allow Gmail to open all email links?”, select “Use Gmail,” and click “Done.”

If Chrome is set to Gmail to default, but you need to change it back to your Windows default, you'll need
to clear out your Chrome settings:

Click the menu icon (three vertical dots in upper-right).
Click Settings.

Scroll down to the bottom and click Advanced.

Scroll down to Privacy and Security.

Click on Content Settings.

Scroll down and click on Handlers.

Delete Gmail as the mailto handler.

NouswNE
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Default Search Library

Whether you prefer your catalog searches from within the staff client to default to all of PINES, to your
regional library system, or to a specific branch, you may set your preference on the Workstations page.

1. Click on Administration.

2. Click on Workstation.

3. Select using the Default Search Library Dropdown.

4. (There is no Save button, it will automatically save your preferences when you make the selection.)

[ Search = Circulation~ Cataloging~ Acquisitions = Administration = terran @ STATELIB-A-terran English (US) ™

Default Search Library BINES

; Wi
A Registered Workstations The default search library setting determines what library

is searched from the advanced search screen and porial

4 Printer Seftings page by default. Manual selection of a search library will
override it. One recommendation is to set the search

H Print Templates library to the highest point you would normally want to
search.

@ stored Preferences

13 Print/Storage Service ("Hatch") Preferred Library

The preferred library is used to show copies and URIs

F Tests regardless of the library searched. One recommendation
is to set this to your workstation library so that local
copies show up first in search results.
[7] Disable Sounds? Lo Success
Advanced Search Default Pane -

Advanced search has secondary panes for Numeric and
MARC Expert searching. You can change which one is
loaded by default when opening a new catalog window
here.

Default Search Library

Full Library Names

This is a new feature as of the January 2023 Evergreen 3.10 upgrade.

On the same page, under Workstation settings, there is a feature that allows staff on an individual basis
the option to show the full library name in library selector dropdown lists. This only works for the newer
staff client interfaces that are built in Angular. (You can tell if an interface is new or old by looking at the
URL of the page you are on: if it has “eg” in the URL path then it is an older interface and if it has “eg2”
then it is a newer interface.)

To configure:

¢ Go to Administration > Workstation
e Check “Include Full Library Names in Library Selector?”
e Log out and log back in
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B Disatle Sounds? Test

Inciude Full Library Mames in Library Selecior?

The newer interfaces (such as the staff catalog) should show the full library names along with the short
names. The older interfaces (such as the patron search) will still show the traditional dropdown.
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Function Bar

Pages that show tables of data (patron search results, checkin screens, holds pull lists, etc.) have
function bars across the top of them similar to this one:

Patron Search Results Add To Buckste M W ¥ Rowsi00~  FPagaiw

o First Name Last Name Card Profile Middle Name Dos Primary Identificats
i

Function Bar

Paging controls are located to the upper-right of the table, with arrows to navigate from page to page of
results and a Page dropdown to jump to a specific page. The “Rows 100” dropdown in the example allows
you to control how many rows you wish to see at once.

Some pages will also present you with action buttons (such as the Add to Bucket and Merge Patrons
buttons shown in the example above, or the Actions dropdown shown in the example below). You must
use the checkboxes in the table to select at least one row before you can use the action buttons.

el o 23 Actions - £

-

sn  Add ltems to Bucket C
Refrieve Last Patron Who Circulated ltem
Backdate Post-Checkin

i Mark Items Damaged
Mark Missing Pieces
Lancel fransis

Show

Reror Holds

.

Action Menu

Column Configuration

To the far right of the paging controls, the single dropdown arrow on the right presents you with various
column configuration options.
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1 " » Rows 100~ Fagel~- b

s » Z~ Manage Columns

++ Manage Column Widths
M save Columns

o Reset Columns

@ Download Full CSV

& Print Full Grid

A 1D

N,

j Card
3 Profile
Irl I

Column Picker

Various search results tables may not default to the most useful columns. For instance, the patron search
results page may be easier to use if you change the columns to Card, Last Name, First Name, Middle
Name, Dob, and Primary Identification, and you may wish to have the results sort by Last Name, then by
First Name.

To customize your columns:
First:

Click on the dropdown arrow at the top-right of the grid.

Click on Manage Columns.

Use the checkboxes in the Visible column to select which columns to display or hide.

Use the up and down arrow buttons to control the order in which your columns should appear.

Use Sort Priority (if available) to prioritize how sorting should work. (A negative number will sort the
column in reverse order.)

6. Click Close.

e whe
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I

Grid Columns Configuration

Visible

Column Name

Card

Last Nama
First Mame
Middie Name
DoB

Profiie

Home Library
i

Crealed On
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Wailing: City

Maowve

<

I I I I I

Move
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=
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First
Visible

B+ -
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Last
Visible

T T o o T T

Sort
Priority

S0 Wissble Colurmns To Top

A
th-

Manage Columns

Next:

1. Click on the dropdown arrow at the top-right of the grid.
2. Click Manage Column Widths
3. Use the arrows to expand or shrink each of the columns so that the content displays as you wish.
4. When satisfied, click on the dropdown arrow again and click Save Columns.

Reset Columns:

If you wish to clear your customizations and switch back to the default, click the dropdown arrow and

then click Reset Columns.

Downloading or Printing Results

Every grid (aka, table) in the staff client has the option to Download Full CSV, available from the
dropdown arrow on the function bar. This will download all of the records in the grid regardless of
whether or not all of the records are currently visible. For example, if you do a patron search and retrieve
65 patrons but have your Rows set to 25, you will only see 25 patrons per page, but clicking Download
Full CSV will download all 65 patron records to a CSV file, which can then be opened in Excel. When the
CSV file downloads, it will download data for whatever columns you have visible.

Likewise, the option for Print Full Grid will also print the visible columns for all of the retrieved records
even if they span multiple pages.
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Shortcut / Function Keys

There are some pages in the staff client that use embedded content (the catalog is an
> example of this). The shortcut keys will not work properly if you are on one of these pages
and your mouse cursor context is inside of the embedded content. If you click in the white
space around the edge of the page outside of the embedded content, the shortcut keys

will then work.

Shortcut Key|Description

F1 Check Out

F2 Check In

F3 Search Catalog

F4 Search Patrons

F5 Item Status

F6 Record In-House Use

F8 Retrieve Last Patron

F9 Reprint Last Receipt

Shift-F1 Register Patron

Shift-F2 Capture Holds

Shift-F3 Search for Record by TCN

Shift-F8 Retrieve Last Record

Ctrl-F2 Renew

CtrlI-N New Window

Ctrl-T New Tab

Ctrl-w Close Tab

Ctrl-Shift-T Undo Close Tab (open last closed tab)
Ctrl-F5 Refresh / Reload Page

Ctrl-Tab Switch between browser tabs (from left to right)
Ctrl-Shift-Tab |Switch between browser tabs (from right to left)
Ctrl-1 Switch to the First Tab

Ctrl-9 Switch to the Last Tab

Home Go to Top of Page

End Go to Bottom of Page
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Change Operator

If you click on the menu button on the upper-right corner of the interface, you'll see an option for
“Change Operator.”

The operator change dialog allows the selection of a Temporary, Staff, or Permanent authtoken.

Temporary

Temporary logins expire within a few minutes of inactivity. This could be used when a Circulation staff
person needs a Library Manager to log on in order to create another workstation, or it could be used for
quick testing purposes. Use the Restore Operator option to return to the original user.

Staff
Staff is a normal staff login, but still allows the option to switch back to the original user.

Permanent
Permanent completely logs out the original user and does not offer the option to switch back.
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Patron Account Information

General Policies

¢ Proper identification must be presented to register [1999.05]. (See: Acceptable Forms of ID)

e Library patrons must have a valid library card to check out materials [1999.05, 2010.09]. Library
card barcodes may also be scanned from handheld devices [2014.05]. (See: Scanning Barcodes
from Mobile Devices) If a patron does not have their library card with them when they present
materials to be checked out, they may present an approved form of identification to staff so that
they may look up the patron account. Care should be taken to ensure the correct account is used
for check out [2021.12].

¢ Applicants for a card must complete and sign an application form, available at any PINES
participating library’s circulation desk. Alternatively, applicants may fill out an online application
form prior to visiting the library to present their identification and complete their application
[2014.05]. As of September 2021, the online application form will automatically generate an e-card
so that applicants can begin accessing online materials immediately. Those patrons must then visit
the library in order to upgrade to a full PINES card.

e Patron account information is confidential and cannot be used for purposes other than PINES
transactions. (See: Confidentiality)

e Patrons who are unable to visit the library due to physical disability may complete and sign an
application form that may be mailed to the patron from his/her participating library or printed from
the PINES application form. The applicant will make copies of his/her identification to be attached
to the application form. The identification and application should be mailed to the local
participating library. The participating PINES library will process the application and send a library
card and any other materials typically shared with new patrons by mail to the patron. Copies of
patron's identification documents will be shredded after the new card is issued [2019.05]. Note: As
per PINES Executive Committee discussion while approving this policy, the library will create a
normal Patron account (not Homebound or GLS).

e Sample Library Card Application Forms

Residency

e Library cards are free to all residents of Georgia. Persons who attend school, own property or are
employed full-time in Georgia are eligible for a free PINES card. Patrons of both PINES and non-
participating Georgia public libraries may receive a PINES card. Users from non-participating
Georgia libraries shall have the same privileges as PINES users. Most PINES cards are valid for 2
years [1999.05].

e Property owners who do not reside in Georgia are required to show proof of Georgia property
ownership, such as a tax bill or deed. Non-Georgia residents who are employed in Georgia or
attending school in Georgia are required to show proof of that employment or enroliment.
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e Qut-of-state cards are available to persons living outside Georgia who do not meet the above
criteria for a $25 annual fee, payable at the time the card is issued. A temporary card is available
fora $12.50 fee and is valid for 6 months.

Responsibility

* Signing a PINES card application denotes acceptance of responsibility for all fines and fees for lost
or damaged materials.

e There is no minimum age for a child to receive a PINES card. A parent or legal guardian may
register a child [1999.05]. Parent or legal guardian must show proper ID to register a child. A
parent or legal guardian must sign the application for all children under 18. Signing a child’s PINES
card application denotes acceptance of responsibility for all fines, lost or damaged materials.

Acceptable Forms of ID

An applicant for a new card is required to provide proper ID, which includes current, local address.
Acceptable ID for receiving a PINES card (3 choices):

1. Photo ID which shows the applicant's current local address, OR

2. Photo ID which does not include current local address plus one item from the list of acceptable
address verification documents, OR

3. TWO (2) items from the list of acceptable address verification documents.

Acceptable Photo ID:

e Valid driver’s license

* Valid passport

 Valid US Military ID

e Valid matricula consular

e Valid Georgia Weapons Carry License

Acceptable Address Verification Documents (must show applicant's name and current address):

 Valid Georgia voter registration card

Recent utility bill (e.g., gas, electric, cable, internet, water/sewer, waste management)
Recent tax receipt or other piece of mail that shows the user’s name and present address
Recent pay stub

Current lease/rental agreement

e County tax assessor records

 Official base assignment documentation (for current military and family members)

If applicant resides out of state, but works, goes to school, or owns property in Georgia, then applicant
must show supporting documentation in order to obtain a “Patron” card at no charge (as opposed to an
“Out of State” card which incurs a fee).

Original documents are required with the exception of utility bills: because many people now pay their
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utility bills online and no longer receive them on paper, patrons may present their online bill or statement
on their mobile device or printed from their utility’s web site [2015.12].

The registering library is responsible for ensuring that a correct address is obtained [2005.08].
Historical Notes:

e Matricular consular was added [2004.08]

e Social Security Numbers are not used in PINES [2006.11]

e Lists were updated to include passports, military ID, weapons carry license, pay stubs, lease/rental
agreements, and county tax assessor documents. The decision was made to remove checks with
pre-printed addresses [2022.05]

Record Retention Policies

The legal department of the Board of Regents has indicated that public libraries are not mandated to
follow the USG data retention schedule for “Courtesy Borrowers Records” (a.k.a library patron
applications) [2014.09 BOR communication to the PINES Program Director]. Each library system should
develop its own record retention policies in accordance with the Secretary of State policy for voter
registration. Whether that information is recorded electronically or on paper forms is determined by each
library system.

More information can be found by searching the Secretary of State’s Website. For questions, please feel
free to contact Rachell Simmons of the SOS Elections Office through email: rsimmons@sos.ga.gov or
phone: 470-312-2755.
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Creating New Patron Accounts

1. Check for Existing Accounts: To avoid creating a duplicate record, library staff should always
search for the patron’s name in the Evergreen patron database before entering a new patron record. The
“Include inactive patrons?” box should be checked and the “Limit results to patrons in:” option should be
set to “PINES.” If an identical name is found, compare the address, birth date, and other identifying
information on the screen with the card application to determine if the patron is already registered in the
system.

« If you find the patron already has a record in the system, DO NOT create another record. Instead,
update the existing record with the corrected information.

e |f the patron’s information is outdated, update the information. (See: Updating Accounts)

e If a patron has lost his or her card, issue a replacement card. (See: Lost Cards)

2. Create New Account: If the name is NOT found in the database, open the Register Patron screen.
The PINES user record can contain as many addresses as necessary, and notes and comments that
display to all PINES facilities. Required fields are:

e Barcode

e OPAC/Staff Client User Name

e Password

e First Name

e Middle Name is strongly encouraged but not required.

e Last Name

e Date of Birth

e Primary ldentification Type (and information)

e Home Library

e Main (Profile) Permission Group (See: User Permission Groups)
e Privilege Expiration Date

e Internet Access Level

e Address (Type, Postal Code, Street (1), City

e Response to the Voter Registration Survey Question (See: Voter Registration Survey)
e See Also: Account Registration Field Descriptions

Staff should not enter “placeholder” information (e.g. “N/A”, “No Middle Name”, “NMI” or
the like) in any field when registering a patron. Please avoid punctuation such as
guotation marks (i.e., James “Jimmy” Jones) or parentheses (i.e. Martin (Alan) Smith) to
indicate nicknames or preferred names. Unnecessary spaces, misplaced apostrophes, and
other typing errors can cause the search for a patron to return incorrect results. If staff
wishes to record a nickname for local use, it could be added to the Alerts field.

3. Save: When you are finished entering the patron’s information, click the Save button and ask the
patron to sign on the signature strip on the PINES card. It is a local decision on the part of each Library
System whether the PINES card will be given to the user at registration or be mailed [1999.10]. Consult
your circulation supervisor for the policy at your library.
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4. Records Retention: Follow local policy for storing signed applications. (See: Record Retention
Policies)

Patron Self-Registration Form

PINES rolled out a new automated e-card registration process on September 8, 2020. This eliminates the
previous pending patron account process to provide better service to patrons and reduce work for library
staff.

1. When a patron successfully submits the online application form (Patron Self-Registration Form), the
system creates an account which provides immediate access to e-resources. This account is valid
for 1 year, but does not allow holds or checkouts.

2. To obtain a full PINES card, the patron will come into the library and provide their e-card number
and proof of ID.

3. Staff should then:

1. Check for duplicate accounts.
2. Check the provided ID/documentation to verify that the information on the account is correct
and up to date.

. Give the patron a PINES card and update the barcode in the account.

4. Change the permission group from Quipu to Patron.

w

Cloning a Patron with the Same Address

When a member of a family residing at the same household as an existing member is registering for an
account, the Save and Clone function can be used. The cloned patrons will automatically be grouped with
the first patron.

1. Register the first family member using the procedure outlined above (or, Edit the account of an
existing family member).

2. Click Save and Clone.

3. Complete the patron information as normal, modifying the information that was filled in
automatically as needed.

Sample Registration Forms

e Sample Patron Form 1 (Text Only):
English
I
Spanish
e Sample Patron Form 2 (Formatted):
Editable Word Document

I
PDF Form
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e Sample Institution Forms:
Sample 1

|
Sample 2
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Patron Registration Form Field Descriptions

e Barcode - Staff should scan the library card barcode to enter. Accounts created for staff use only
may be given a unique identifier (Example: CLAYTN-HQSCIR1) other than a barcode.

e OPAC/Staff Client User Name - The username field will be populated with the library card
number by default. Users may later choose to change their username to a text name via the OPAC.

* Password/Verify Password - The password will be set to the last four digits of the first phone
number provided after it is entered. If the patron does not have a phone, the system will create a
randomly-generated PIN. Staff should provide the PIN to the patron with instructions to set a new
password for themselves via the OPAC and encourage them to do so as soon as possible.

e Primary Name (ie, Legal Name)

o Prefix/Title - Optional (Use for Mr., Ms., Dr., etc.)

o First Name/Middle Name/Last Name - Staff should enter names with an initial capital
letter and lowercase letters following (e.g., Jacky or Young). Use apostrophes in names as
appropriate. (e.g. O'Connor). Because of the large size of the PINES patron database, staff
are strongly encouraged to enter full first, middle and last names. The legal name of the
patron should be entered as shown on their ID. No nicknames should be added or listed here
(see Preferred Name and Name Keywords below). If the patron has a single name (one word
or one letter), enter that name in both the First Name and the Last Name fields [2013.12].

g |f the patron does not have a middle name, leave the field blank. Do not enter “NMN" or
@ “No Middle Name.” If you wish, you may add a note on the account that the patron does
not have a middle name.

» Suffix - Optional. The suffix of names with Sr., Jr., lll, should be entered in this field.
e Preferred Name
o The same fields are available in the Preferred Name tab as in the Primary Name tab. Use to
enter the name that the patron prefers to be known by if it is different than the legal name
(nickname, middle name, alternate name, etc.) This name will appear in the patron's OPAC
“My Account” view, on Hold Slips, and on the Patron Summary Bar underneath the legal
name. [Feature added 2019.01]

* Name Keywords - Optional. Use this field to store other names the patron is or has been known
by, previous married names, or other keywords which should be searchable. For example, your
library may wish to enter 'fol' for all of your patrons who are members of your Friends of the Library
group. These words may be searched in the new Keyword patron search field. [Feature added
2019.01]

e OPAC/Staff Client Holds Alias - This field is provided as a privacy measure for patrons who
would not like their actual name to be used on hold slips (this is configurable by your Local System
Administrator). PINES/GPLS staff does not recommend the use of this field at this time.

» Date of Birth - Staff may enter the birthdate manually in the format MM/DD/YYYY, or may use the
supplied calendar tool to enter the date automatically. Birth date is a required field [2010.02]. For
cases in which the patron date of birth is unknown, staff will enter the dummy date “01/01/1901"
to allow the patron record to be saved [2011.09].

* Juvenile - This checkbox will automatically be checked if the birthdate entered indicates that the
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patron is under 18 years old [2006.05]. If the patron is a juvenile, the Parent/Guardian field must be
filled out (at the time of this documentation, the Evergreen software does not require the
Parent/Guardian field, but this policy indicates that it should be).

e Parent/Guardian - This field is required for juvenile accounts, as the person signing the
application form for the juvenile is accepting responsibility for that library card.

Smith, Mom”). The parent or guardian's ID should be entered in the Primary Identification

Best Practice: Enter the parent or guardian's name followed by the relationship (“Jane
field.

* Primary Identification Type - Staff may choose either Driver’s License or Other from the
dropdown menu. PINES prohibits the use of patron Social Security Numbers for identification
[2006.11].

e Primary Identification -

Staff should enter driver’s license number in the specified format (GA-XXXXXXXXX), substituting
the appropriate state abbreviation (e.g., FL, AL, SC, TN) for non-Georgia drivers licenses. If the
driver’s license was not used for primary identification, enter relevant information and explain in
the Alert Message field if necessary.

Driver's License Format: It is crucial that driver's licenses are entered in a consistent

@ format in order to alert staff to duplicate accounts. All driver's licenses should begin with
the two-letter state abbreviation followed by a dash and then the number
(“GA-123456789").

) Best Practice: If the ID is a driver's license from a state that uses dashes or other
( characters, enter it as the two-letter state abbreviation followed by a dash and then the
3 number as it is typed on the ID (“FL-123-456-78-9-0"). See also:
State DL Format Guide

Best Practice: If the ID used is not a driver's license, enter the unique alpha-numeric
portion of the ID and then follow it by a brief description of the type of ID. For example,

'\‘P “123456789 Military” or “123456789 US Passport”. This way, if that ID is presented again
at a later date, the staff can search just for the first portion (“123456789") without
needing to know exactly how the description was entered.

Parent/Guardian field and their ID followed by a descriptive note in the ID field. For

'P Best Practice: If the ID belongs to a parent or guardian, enter their name in the
N
example: GA-123456789 (Parent's ID)
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Secondary Identification Type - Use only when a second piece of identification is required.
Secondary Identification - Use only when a second piece of identification is required.

Email Address - Staff should encourage PINES users to provide email addresses for the benefit of
receiving automated hold, overdue, and preminder (preoverdue reminder) notices. An email
address stored in the system also allows the patron to use the automated “Forgot your password?”
feature in the OPAC. (NOTE: If an email address is entered, the patron will receive overdue notices,
as well as holds notices, via email. Final overdue notices will be mailed via U.S. Mail as required by
Georgia law).

Email option in the Hold Notification Preferences section.

@ If the patron does not provide an email address, leave the field BLANK and UNCHECK the

Email checkout receipts by default? - If this box is checked, patron will automatically receive
emails instead of printed receipts at checkout time. (Staff may choose to print out a copy as well.)
[Feature added 2018.01]

Daytime Phone - Day telephone number including area code. This is the patron’s preferred phone
number of contact and will be used for automated telephone notifications. When setting up a new
account, Evergreen will automatically assign the last four digits of this phone number as the
patron’s initial PIN for online account access.

Evening Phone - Night telephone number including area code.

Other Phone - Telephone number (usually, cell phone) including area code.

Home Library - Users will have system-wide borrowing privileges yet belong to a “home” library.
Staff will designate the home library when they enter the user record in PINES. This field will default
to the PINES location at which the user account is being entered.

Main (Profile) Permission Group - The patron profile determines the user’s loan period and fine
rates. One of the profiles below will be assigned to each user. Some library systems may choose
not to use certain profiles (for example, Friend or Trustee). Library systems may also wish to direct
Circulation staff to seek approval from a manager before assigning certain profiles (such as
Homebound or GLS) - this would be a matter of local policy rather than a permissions setting in the
system. (See: User Permission Groups)

Privilege Expiration Date - Automatically set based on the Profile Group, but may be edited by
staff to a closer date if necessary. The date should not be entered for a later date than that which
is automatically selected.

Internet Access Level - Defaults to Filtered, but may be set to Unfiltered or No Access.

Active - Checked by default. If unchecked, the patron is no longer considered an active PINES
patron and will no longer be included in statistical reports. (See: Inactive Patrons)

Barred - (See: Barred Patrons)

Is Group Lead Account - Unchecked by default. If multiple patrons are grouped together
(example: a parent with children), one patron in the group will be the lead account.

Claims Returned Count - Shows the number of items marked Claims Returned that the patron
has accrued. After accruing 5 Claims Returned items, the patron may not have any more items set
Claims Returned [1999.10]. This count may be reset by editing the patron record.

Claims Never Checked Out Count - This feature is not used in PINES [2012.03].

Alert Message - Staff may enter an alert message that will appear when the account is retrieved.
Default Hold Pickup Location - If set, holds placed for this patron will default to be delivered to
this location. May or may not be the same as the Home Library.
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Default Phone Number - Default phone number to be called when a hold is available for pickup
(optional).

Default SMS/Text Number - Default phone number to be used if SMS/Text notification option is
selected for a hold.

Default SMS/Text Carrier - Phone service provider that the patron’s Default SMS/Text Number is
associated with. Some carriers are not listed because they will not accept SMS messages from the
Evergreen server.

Collections: Exempt - This feature is not used in PINES.

Hold is Behind Circ Desk - For patrons who pick up holds at a library branch that places holds for
pickup in a public area by default and who are concerned about privacy. If this box is checked, the
patron’s holds will be stored behind the circulation desk and not in a public area.

Hold Notification Format (Phone and/or Email) - Sets default contact preference when holds are
available for pickup.

Address Fields

o Postal Addressing Standards

o Mailing / Billing - Both are selected by default. An additional address may be selected if
necessary.

o Type - Defaults to “MAILING.” Staff must otherwise enter a short description of the address
(e.g. “Lake House”). For addresses that were imported from PINES’ previous automation
system, this field will be marked “LEGACY ADDRESS.”

o Postal Code - Standard 5- or 9- digit postal codes are accepted. City, State, and County
information are automatically populated for Georgia addresses when this field is entered
(NOTE: the automatically entered information should be checked for accuracy, particularly
when one postal code covers portions of more than one city).

o Street (1) - The number and street for the address.

o Street (2) - Apartment, Lot, Suite, or additional address information.

o City - City of residence.

o County - County of residence (optional, but auto-populated by Postal Code entry). Although
optional, this is useful for statistical reports.

o State - State of residence (if a Georgia Postal Code is entered, defaults to GA).

o Country - Country of residence (defaults to USA).

o Valid Address? - Checked by default. May be edited if an address is found to be invalid.

o Within City Limits? - Based on patron-provided information, staff may uncheck this box or
leave it checked (checked by default). This is useful for statistical reports.

o New Address - Additional addresses may be added as needed. Addresses may also be
deleted, but the primary address may not be deleted. Note: For accounts that are grouped,
the owner of the address must be edited with the correct address or the patron must be
removed from the group to change a single patron’s address.

Statistical Categories - The purpose of statistical categories is to establish controlled vocabulary
that describes an individual user’s special characteristics for statistical analysis of circulation and
registration. The “Non-English Primary Language” category was determined to be a universal
statistical category in the PINES patron record [2006.05]. PINES does not require the use of
statistical categories. They may be created by individual library systems as needed by the Local
System Administrator.

Voter Registration - PINES uses the Survey function to electronically record patron voter
registration responses to be in compliance with Georgia law. (See: Voter Registration Survey)
Additional Surveys - Additional Surveys may be created at the local library system level by the
Local System Administrator.
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User Permission Groups

Each patron and staff account is assigned to a permission group (type of account) that controls what
functions they can use and circulation rules may apply.

Patrons Permission Groups

e Patron - Normal users. Privilege is two years. This user will be blocked if a total of $10 or more is
owed. User is billable [1999.05]. User may have up to 50 holds at a time. This profile can also be
used for users who live out-of-state but work, attend school, or own property within Georgia.

» Digital Only - This permission group provides access to electronic materials (databases, ebooks,
etc.) that the library provides, but does not allow checkout of physical materials. Privilege is one
year. This account type may be used at the library's discretion for cards that are created for
students in partnership with schools, for deployed military, for patrons who cannot come into the
library and/or only wish access to digital materials, and for patrons that are experiencing
homelessness. [Pilot began May 2017. Updated May 2018 2018. Updated May 2019.]

o See also: More information about Digital Only accounts

e Friend - A library user who is a member of a local Friends of the Library organization. Privilege is
one year. User is billable, and has same use parameters as the Patron profile.

e GLS - This profile type is restricted to patrons who are already registered with GLS and have a
KLAS ID number. PINES staff can create these accounts, but most will be created and managed by
AMLAS staff. GLS users are allowed up to 50 checkouts at a time. Privilege is for two years.
Standard checkout period is for 30 days with 1 renewal. Homebound users are not billed overdue
fines, but will be charged for lost, damaged, or long overdue items. 15 holds are allowed at once.
GLS users may place holds on DVDs that have descriptive audio tracks and on large-print books,
and these items will be routed to the AMLAS office (STATELIB-B) for packaging and shipping
through the United States Postal Service's Free Matter for the Blind program. [2014.05 and
2014.07]

o See also: GLS Patron Profile Instructions

e Homebound - Homebound users are individuals who are unable to visit a library in person without
great difficulty and who either have materials delivered to them by a library’s outreach department
or picked up for them by a designated representative. Cards should not be issued to users that live
outside of a library’s service area. Individuals who assist the Homebound user by picking up
materials from the library on behalf of the Homebound user should be listed in the account’s Alert
field. Homebound users are allowed up to 50 checkouts at a time. Privilege is for two years.
Standard checkout period is for 30 days with 1 renewal. Homebound users are not billed overdue
fines, but will be charged for lost, damaged, or long overdue items. 15 holds are allowed at once.
[2014.05]

o Each Library System's Director shall determine which of their staff members are permitted to
create user accounts with the Homebound profile.

o Libraries may use discretion in the case of a user who is able to visit the library but may need
longer than a normal check-out period to process information.

o Each library system shall determine whether Homebound cards are kept at the library or kept
by the user or user’s representative.
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o Because each library system may decide how long to keep its own items on their own holds
shelf, a library system may choose to decide to keep their own items for Homebound patrons
on their holds shelf for a longer period of time to better assist patrons who are unable to pick
up the items quickly. Libraries should not keep items from a different library system on their
holds shelf longer than the standard maximum of 7 days.

e Institution - A library system may choose to issue an Institution card to any institution or
organization with a regular daily population that is housed long term. Examples include school
media centers, day care centers, nursing homes, assisting living facilities, and jails [2014.12].

o Each library system shall develop an application form different from the standard patron
application form that enters the institution into a legal contract with the li<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>