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PINES Circulation Policies and Procedures
Manual

C!) Information for Libraries during the COVID-19 Closure

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
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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].
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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 or LocalAdmin 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 or LocalAdmin
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

Mark As Default

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.
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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 Workslations The default search library setting determines what library

is searched from the advanced search screen and porial

page by default. Manual selection of a search library will

override it. One recommendation is to set the search

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

4 Printer Seftings

@ 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
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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 3earch Results Add To Butksts M # ¥ Howsi00= Fagei= | =

o First Name Last Name Card Profile Middls Mama Do Primary Identificats
&

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.

i + 5 Actions - £

spn Add items to Bucket C
Retrieve Last Patron Who Circulated Item
Backdate Post-Checkin

i Mark ltems Damaged
Mark Missing Pieces
Cancel Transits

Show

Rerord 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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M H W | Rows100~ | Pageli~ | =

oB He # Manage Columns

+ Manage Column Widths
I Save Columns

23 Reset Coiumns

@ Download Full CSV

& Print Full Grid

F Card

F3 Profie
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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Grid Columns Configuration
Visible Column Hame Maowve Move First Last Sort Sort Wisible Columns To Top
up Down Visible  Visible  Priority ———
| #3 Card t + - 3 E
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3 First Name t + - 4 X .
Middle Hame t 4 : F 3 5
: Fi DoB t + F x 0z
| &2 Profile t + S i
] Home Library + * X k3
i t + F 3 X
Created On t + - 3 E 3 o
Mailinsgy: Street 1 t - - x
Mailing Sireet 2 + + - 3 F 3
Mailira. City + A > E 3 ‘

E

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

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



2021/06/23 16:09 12/137 PINES Circulation Policies and Procedures

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

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

Last update: 2018/12/03 13:43

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


https://pines.georgialibraries.org/dokuwiki/
https://pines.georgialibraries.org/dokuwiki/doku.php?id=circ:workstations:shortcutkeys

2021/06/23 16:09 13/137 PINES Circulation Policies and Procedures

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 Alibrary card is required in order 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)

e 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].

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 issues [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 enrollment.

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.
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Responsibility

e 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 showing current local address, OR

2. Photo ID and one item from approved list (see below) showing current, local address (if photo ID
does not have correct address), OR

3. TWO (2) items from approved list showing current, local address.

Acceptable ID includes:

e Valid driver’s license

e Valid voter registration card

» Valid matricula consular [2004.08]

e Checks with pre-printed addresses

o A utility bill (e.g., gas, electric, cable, internet, water/sewer, waste management)

e Tax receipt or other piece of mail that shows the user’'s name and present address.

Original documents are required with the exception of utility bills: because many people now pay their
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].

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

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.
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e Secretary of State’s Policy on Voter Registration
e Georgia Records Act
e Local Government Retention Schedules
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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 and charge the replacement fee. (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 Verify 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

* 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

0 quotation 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

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



2021/06/23 16:09 18/137 PINES Circulation Policies and Procedures

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.

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.

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

4. Change the permission group from Quipu to Patron.

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
|
Spanish
e Sample Patron Form 2 (Formatted):
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Editable Word Document

I
PDF Form

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.

o Suffix - Optional. The suffix of names with Sr., Jr., lll, should be entered in this field. They may be
manually typed or selected from one of the options in the dropdown menu supplied.

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.

e 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].
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* Juvenile - This checkbox will automatically be checked if the birthdate entered indicates that the
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").

characters, enter it as the two-letter state abbreviation followed by a dash and then the
number as it is typed on the ID (“FL-123-456-78-9-0").

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,
“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.

Best Practice: If the ID is a driver's license from a state that uses dashes or other
"‘,P

( - Best Practice: If the ID belongs to a parent or guardian, enter it in the Primary
3 Identification Field and then enter the name in the field below.

e Secondary Identification Type - Use only when a second piece of identification is required.
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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 (pre-overdue 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).

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

Email option in the Hold Notification Preferences section.

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.

Default Phone Number - Default phone number to be called when a hold is available for pickup
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(optional).

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

e 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.

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

e 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.

e 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.

o 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 library ensuring that
the institution will take responsibility for any fines and fees. The application form must be
signed by an authorized representative of the institution and should be approved by the
Library System Director or an authorized representative of the library system. A library
system should not issue an Institution card to any institution located outside the library’s
service area.

Example Form 1

Example Form 2

Example Form 3

Example Form 4

= Example Form 5

o When entering data into the account registration form, the name of the primary
representative of the institution should be entered as the name on the account. The
Institution’s name should be entered as the first line of the Address. Any respresentatives of
the institution who are authorized to check out materials on that card should be listed in the
account’s Alert field.

o Privilege limit is 1 year. This user will be blocked if a total of $10 or more is owed. User is not
billed overdue charges, but is billed for Lost, Damaged, and Long Overdue items. User may
have up to 50 items checked out at a time. User may have up to 50 holds at a time.
Circulation period is 42 days with no renewals [2015.05]. Note: The 42-day circulation period
was implemented 5/4/2015. ltems checked out prior to this have a 30-day circulation period.

o Library systems may choose to store an Institution’s physical card at the library.

* NonResident - A library user who resides in the state of Georgia, but outside of the areas served
by PINES libraries. Privilege is one year. This user will be blocked if a total of $10 or more is owed.
User is billable. User may have up to 50 holds at a time.

e OutOfState - A library user who resides out-of-state. Privilege fee is $25. Privilege limit is 1 year.
This user will be blocked if a total of $10 or more is owed. User is billable. User may have up to 50
holds at a time.

e PaymentPlan - Temporary status for individuals making payments on fees that would otherwise
automatically go to collections. A library system can notify the collection agency not to pull patrons
with this profile. The profile should be returned to a permanent status after full payment of the fee.
User has identical privileges to Patron profile [2008.11].

e PLAY Card - This permission group should only be used during the automated batch loading of
student accounts by PINES. PLAY cards are limited to five checkouts at a time and to two holds at a
time. Users are not charged overdue fines, but can be billed for lost, long overdue, and damaged
materials as normal. Parents/guardians are responsible for these fines. The patron's home library
will be responsible for lost or damaged materials and long-overdue fines not recovered by other
libraries for their materials. The account expires after one year. [Pilot approved 2018.12, became
available 2019.02, modified 2019.12, made permanent 2021.05.]
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o PLAY Card Documentation
e Quipu - Patrons who register online get assigned a Quipu e-card that provides immediate access to
e-resources, but no holds or checkouts. The account expires after 1 year. Patrons may upgrade to a
full Patron card by coming into a library and presenting their ID/proof of address.
» Restricted - A library user with restricted library use. Privilege limit is 1 year. This user may have
only 2 items checked out simultaneously. This user will be blocked after 1 overdue item and if a
total of $0.01 is owed. User is billable. User may have up to 5 simultaneous holds.

Restricted cards are intended for temporary or probationary purposes. This may include
seasonal workers, RV park residents, the homeless or in lieu of fully barring a patron from
library use.

PINES should accept as proof of residency, a letter on official letterhead from agencies
serving the homeless, temporary group homes (such as family violence shelters), and
similar institutions.

o StaffNoPerm - A library user who has staff member privileges on borrowing items, but does not
have staff-level permissions [2009.05].

e Temp - A library user who resides in the area for a limited period of time, but lives permanently
outside of the state. Privilege limit is 6 months. Privilege fee will be %2 ($12.50) of the fee charged
for OutOfState users. This card carries limited borrowing privileges. This user may check out up to
5 items simultaneously. This user will be blocked after 1 overdue item and if a total of $0.01 is
owed. User is billable. User may have up to 5 simultaneous holds.

 TempRes6 - A library user 18 years of age or older. User has identical privileges to Patron profile,
except that privilege expires after 6 months, and card must be renewed at that interval. This
profile may be used for college students or military personnel who move frequently. There is no fee
to receive this card.

e TempRes12 - A library user 18 years of age or older. User has identical privileges to Patron
profile, except that privilege expires after 12 months, and card must be renewed at that interval.
This profile may be used for college students or military personnel who move frequently. There is
no fee to receive this card.

e Trustee - A library user who is a member of a Library’s Board of Trustees. Privilege is 2 years. User
is not billable. Same use parameters as Patron profile.

Staff Permission Groups

Each staff member should generally be given the lowest level permission group which allows them to
manage their responsibilities. Additional permissions may be granted to an individual to increase their
access without moving them to a higher permission group (for example, a CIRC1 may also be granted the
ability to create and run reports), but specific permissions cannot be removed from an individual without
moving them to a lower permission group.

The Director of each library system must designate a Catl and a LocalAdmin. Those accounts can only be
set up and updated by PINES staff. The LocalAdmin will manage the rest of that library system's

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


https://pines.georgialibraries.org/dokuwiki/doku.php?id=circ:accounts:studentcards

2021/06/23 16:09 28/137 PINES Circulation Policies and Procedures

accounts.

Chart of Staff Permissions

staff client will not work properly. Working locations are set under Administration > User

@ All staff accounts must have at least one Working Location set or some features of the
Permission Editor or from within the account at Other > User Permission Editor.

e Acquisitions
o ACQUADMIN, ACQFIN, ACQLIST, ACQREC, ACQSEL - Permissions are assigned and explained
by PINES staff during Acquisitions training
e Cataloging
o CatCoord - Coming in 2019
o Catl - Library staff must be trained by PINES staff prior to being given Catl permission, and
each library system must have a designated Catl who is responsible for overseeing all of
that library system's cataloging functions. Catl accounts can only be updated by PINES staff
at the request of the library system's Director.
o Cat2, Cat3 - Other technical services staff whose permissions are managed by a library
system's Catl.
e Circulation
o LibraryManager - Each library system designates LibraryManagers (usually branch managers
or circulation department managers) who have all circulation-related permissions. These
accounts are managed by a library system's LocalAdmin.
o Circl, Circ2, Circ3, Circ4 - Varying levels of circulation staff. These accounts are managed by
a library system's LocalAdmin.
e LocalAdmin
o Each library system designates a LocalAdmin (usually the library system's technical lead /
system's administrator).

Permission Groups No Longer In Use

e Class - This is no longer used in PINES [2003.02].

e Homeschool - The Executive Committee rejected the creation of a new Homeschool profile with
additional permissions beyond that of a standard Patron profile [2014.05]. Homeschool students
should be assigned the standard Patron profile.

e Outreach - This is no longer used in PINES [2014.12].
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PINES Staff Accounts

PINES library staff members are granted passwords for access to the PINES database via the Evergreen
staff client. PINES member libraries are required to change PINES passwords once a year [2002.09], and
at the library’s discretion when a key staff member with high-level access leaves, or if an employee
leaves under hostile circumstances [2005.08].

Libraries may choose to use shared logins for circulation staff, but using individual logins for each staff
member allows for better tracking and accountability. If a shared login is used, the password should be
changed when anyone who uses that shared login leaves employment. If individual logins are used, the
account should be changed from a staff account to a patron account if the staff member leaves
employment.

Staff with a 'Library Manager' account may update circulation staff accounts. Staff with a '‘Local Admin'
account may update all other types of accounts except Catl accounts. Local Admin accounts may only be
created by PINES staff at the request of the library director, and Catl accounts may only be created after
a staff member has successfully completed required Catl training. Staff with Local Admin or Catl
accounts should submit help desk requests when the accounts need to be renewed or otherwise updated.

Although staff members cannot edit their own accounts in the staff client, they may log in to the My
Account portion of the online catalog to update their password, search preferences, etc.

In the event of presentation of a National Security/FBI letter requesting information under the PATRIOT
ACT, any PINES Director may give his/her system password access to PINES [2006.01].

the staff account and click Other > User Permission Editor, then select the appropriate

@ Staff need to have at least one Working Location set. To set the working location, go to
location(s).

C!) Staff should read, agree to, and sign the PINES Code of Ethics.

See also: Staff Permission Groups (aka Profiles)

When A Staff Member Leaves Employment

When a PINES staff member leaves employment, his or her account should be immediately changed from
a staff permission group to the standard Patron permission group. The email address and other contact
info should be updated to reflect personal rather than business information.
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Creating Staff Users and Assigning Permission
Profiles

Local Admins have overall responsibility for creating, updating, and maintaining all staff accounts for
their system except for CatCoord, Catl, and LocalAdmin accounts. CatCoord, Catl and LocalAdmin
accounts may only be created and updated by PINES staff at the request of the library system's Director.
CatCoord and Catl accounts require specialized training by the PINES Cataloging Specialist before being
created.

The PINES/GPLS staff strongly recommends the use of personalized Evergreen accounts for logging into
staff functions. This eases troubleshooting and allows library staff to audit particular staff members
actions, and provides a more secure and accountable system. Use of generic logins (e.g. “WGRL-HQ-
Circ1l” and the like), is strongly discouraged.

e Types of Staff Permission Groups
e Policies Regarding Staff Accounts
e Permissions Spreadsheet

It is important to remind library staff members that their personal library cards and their

staff accounts are one and the same. Some staff users have gotten confused when they
change their password via the OPAC and are then unable to login to the staff client, for
instance.

Hierarchical Permission Structure

Evergreen employs a hierarchical permissions structure in which “child” groups inherit permissions
settings from “parent” groups. The basic group is “User”, which contains all Evergreen users. Above the
“User” level are subcategories, including “Staff,” which contains a set of permissions that is inherited by
all “Staff” group members. “Staff” is subdivided into “Administrator,” “Cataloger,” and “Circulator,” and
each of these levels may also contain permissions that are inherited by their subgroup members. In the
case of the “Administrator” group, a base set of administrative permissions is granted to the
“GlobalAdmin,” “LocalAdmin,” and “Library Manager” permissions groups, which are then assigned to
individual users. See the diagram below for a visual representation of this structure.
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Evergreen Permissions Hierarchy
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Assigning a permissions group to a user grants them all of the permissions in the tree. This means that a
LibraryManager assignment equates to granting all permissions in User + Staff + Administrator +
LibraryManager, inclusive.

Permissions Scopes

Evergreen permissions are “scoped,” meaning that “boundaries” are set to limit staff actions to a single
system or branch. In PINES, there are three scopes: 1. Consortium: the permission applies to the staff
member at any location in PINES. 2. System: the permission applies to any location within the library
PINES Local System system at which the staff member works 3. Branch: the permission applies to the
individual library at which the staff member works.

Adding Custom Permissions

Staff users are assigned a set of permissions and for the Administrator class of users, some of those
permissions are grantable. A grantable permission is one that an administrative user can grant

individually to a single user. This is done in the Administration > User Permission Editor interface by
entering the user's library card barcode and adding checkboxes beside the appropriate permissions.

Though LocalAdmins have the ability to grant permissions, PINES/GPLS staff recommends
caution when doing so, as customized permissions may cause problems down the line. For
example, if a staff member changes employment positions at a library, her/his
permissions profile group may change, but any custom permissions will continue to be
assigned unless manually removed by the LocalAdmin. It would be beneficial to keep a
record of such individualized changes.

Locally-assigned permissions override permissions assigned “higher up” in the hierarchy. For example, if
the Circ2 profile has VIEW_USER assigned at the Consortium scope, and you assign that same permission
to a specific Circ2 at the Branch scope, that staff member will be limited to viewing/accessing user
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accounts at her/his branch.

Permissions assigned at the permissions profile group level are not able to be removed on a per user
basis. LocalAdmins must assign a profile with fewer permissions to decrease the permissions level of a
user.

Context Matters: Working Location and Workstation

Working Location

Evergreen permissions rely on the user's “working location” which is set under Administration > User
Permissions Editor (or, from the staff person's account page under Other > User Permissions Editor).

For staff such as LocalAdmins or Catls, who may need to administer or perform work at more than one
location, each relevant location must be selected.

Workstation

The other context Evergreen uses is the workstation location. See Workstation Documentation for more
information.

Personal Device Policy

If an employee needs to use a personal device to access the PINES staff client or PINES data, see:

PINES Personal Device Policy
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Editing / Updating Patron Accounts

Updating a Patron Record

To edit a user record, retrieve the patron record (Search > Search for Patrons). Verify that all information
is up to date and in the correct format. See: Patron Registration Field Descriptions

Card Expiration and Renewal

Most types of PINES cards are valid for 2 years. The system will notify staff that a card is about to expire
(within 30 days) or has already expired by placing an alert on the patron record which displays whenever
the patron record is retrieved. Patrons can see their own expiration dates when logging into “My
Account” via the OPAC. Patrons that include an email address in their account will be sent an automated
courtesy notice 30 days prior to their account expiration date.

At renewal time, staff should ask to see current identification and update the patron’s information
(address, phone number, etc.) This is a good time to add or update the patron’s email address, and
confirm that the user’s full name is entered. Be sure to correct any typos or capitalization problems in the
record, and verify that the Driver's License is in the correct format (GA-123456789).

@ The patron must resolve all outstanding fines and fees in order to renew her/his card.
[2009.12]

If a user’s account is set to expire during the proposed renewal period for items, Evergreen will not allow
a renewal past the patron expiration date.

Incorrect Addresses

When mail is returned to the library due to an incorrect address, the patron’s address should be marked
as invalid. These users will then be omitted from the overdue notice reports.

1. In order to identify the users who need corrected address information, the “valid” checkbox beside
the address in the user record must be unchecked. Staff should do this whenever mail is returned.

2. The patron record will be marked with an (Invalid Address) message.

3. Once this procedure is under way, each library may periodically wish to run a report of users with
invalid addresses, in order to determine which items are still checked out and presumed lost, in
case those items should be discarded.
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When a PINES Patron Moves to Another PINES Library System

If a patron moves from one PINES library system to another, change the home library of the patron from
the old library system to the new library system and update address, telephone numbers, and hold
pickup location in the patron record. The patron may keep the same card if they wish to, however it is
recommended that staff replace the patron’s card with one from the new library system, as electronic
reference database access is often based on patron card number. (Please note that the $2 card
replacement fee is waived in this scenario.) Although it won't count as a new registration, the patron will
now be included in reports of all patrons registered in the new library system.

If a patron moves from one library to another within the same system, the home library and hold pickup
location should be changed in the patron record and the address and telephone information should be
updated.

Georgia law mandates that library staff offer patrons the opportunity to register to vote when receiving or
making changes to their library accounts.

Patron Record Deletion /| Deceased Patrons

Evergreen contains a feature that allows the complete deletion of patron accounts, but this is restricted
to extreme cases and may only be performed by PINES staff at the request of a library director.

In the case of deceased patrons, the best practice is to:

e Change the name on the patron account to first name “Deceased” and last name “Patron”
Delete the driver's license number or ID, as well as any other personally identifiable information.
Mark the phone number and email address (if present) as invalid.

Change the account expiration date to a past date.

Uncheck the Active box.

This will effectively anonymize that person's account without affecting circulation or billing history.

When A Staff Member Leaves Employment

When a PINES staff member leaves employment, his or her account should be immediately changed from
a staff permission group to the standard Patron permission group. The email address and other contact
info should be updated to reflect personal rather than business information.
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Voter Registration Survey

PINES libraries will keep records of voter registration and declination electronically within the PINES user
record. Each time a user record is created or modified, a patron must be asked if he/she wishes to
register to vote, and his/her decision must be recorded in the designated field.

PINES libraries should include the following question on the PINES card application: If you aren’t
registered to vote, would you like to register to vote here today? Select one:

¢ | am already registered to vote

| want to register to vote

| do not want to register to vote

| do not wish to register to vote, but will take a registration form home
| am not eligible to vote

All public libraries are required to keep this information for two (2) years by the Georgia Secretary of
State’s office. Georgia public libraries must continue to follow all rules and requirements of the Motor
Voter Act as specified by the Georgia Secretary of State’s Office.

Mailing in Voter Registration Applications

To ensure timely processing of applications, completed voter registration applications must be mailed to
the Secretary of State's office:

LIBRARIES ARE REQUIRED TO MAIL ANY COMPLETED VOTER REGISTRATION APPLICATIONS

@ WEEKLY. THE EXCEPTION TO THIS RULE IS DURING THE 15 DAYS PRIOR TO ANY
REGISTRATION DEADLINE WHEN SUBMITTAL OF ANY COMPLETED APPLICATIONS TO THE
SECRETARY OF STATE ELECTIONS OFFICE MUST BE MADE DAILY.

e Election calendars can be found at: http://www.sos.ga.gov/electionconnection

« |f you do not have any completed applications, you do not need to submit anything to the
Secretary of State’s office.

e Mail the applications in the pre-paid envelope provided by the Secretary of State's office. You may
either include a daily recap sheet (or similar agency identifying sheet) with your submittal, or you
may print or stamp the following on the pre-paid envelope:

o Supervisor and Facility Name
o Address
o Phone Number

More information may be found at the Georgia Secretary of State’s website:
http://sos.ga.gov/index.php/Elections/election_connection (click on the Public Libraries link)
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Information from the head of the Elections Division of the Secretary of State's office given
to the State Librarian:

and submit it. The best practice is to take whatever they give you; it is their responsibility,
not yours, to ensure proper completion of the form and presentation of ID. The county
registration office will flag the account, and the voter will be required to show ID upon first
instance of voting.

@ If an individual registering to vote does not have ID, you should accept the registration

Reporting Registration and Declination Numbers

Libraries must report to the Secretary of State’s Office regarding the numbers for those registering to
vote and those declining; there are two options for reporting this information.

1. Libraries may use the Daily Recap Forms furnished by the Secretary of State’s Office (click here to
download the Daily Recap Form); these must be mailed at least weekly except in the period
beginning 15 days prior to the registration deadlines when they must be mailed daily; OR

2. Libraries may e-mail the number of newly registered voters and those declining to register to vote
to Rachell Simmons at rsimmons@sos.ga.gov. (Rachell can be reached by phone at
470-312-2755 if you have questions.) This information must be emailed at least weekly except in
the period beginning 15 days prior to the registration deadlines when the numbers must be e-
mailed daily and the completed voter registration forms must be mailed daily.

If you with to pull the numbers from the PINES database, you can use this report in PINES Quick Reports:

¢ Quick Reports > Patrons > Voter Registration Survey Responses

Additional Information and Instructions

¢ Voter Registration Procedures for PINES Libraries (PowerPoint from Secretary of State's Office)
e Download the Daily Recap Form

e Secretary of State's 'Election Connection' site for additional information

e Form to order prepaid envelopes for the SOS office
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Inactive Patrons

PINES will mark users “inactive” in the patron database three (3) years after the last use of a PINES
library card, if the card has not been blocked [2002.12]. A server process runs nightly which identifies
inactive patrons and marks them as such.

A PINES patron account is considered “inactive” if all of the following conditions are met:

¢ a patron has no items currently out.

¢ there are no bills on the patron’s account.

 there has been no activity such as circulations, renewals, check-ins, payment of bills, placement of
holds for 3 or more years.

In keeping with current ideas about what constitutes library “use,” PINES also defines a user as “active”
when she/he accesses any of the following non-circulation-related services with her/his library card
[2008.111]:

e Use of library computers (unless “circulated”)

In-library wi-fi access

E-books or audiobook downloads

GALILEO databases (whether or not authenticated through the OPAC).
Logging into a user account in Evergreen
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Blocked and Barred Patrons

User Status - Blocked

If a patron’s record is automatically blocked due to excessive fines ($10.00 or above), the patron's name
will appear in red when the patron record is retrieved. The patron will not be able to check out or renew
items until the reasons for the block are resolved.

Block reasons are recorded in the Messages section of the patron’s account. Blocks are automatically
removed when the reason for the block is resolved. Blocks may also be manually removed by
highlighting the block(s) and going to Actions for these Penalties > Remove from Patron.

A staff member may also create a manual block on a patrons account if necessary.

Retrieve the patron account.

Open the Messages tab.

Click the 'Apply Penalty / Message' button.

Select 'Block' as the Penalty Type.

Add a concise note explaining the block and how it can be removed.

Enter the staff name or initials in case there are any questions about the block.
Click OK.

NousewNE

User Status - Barred

Barred is a status that should be reserved for serious offenses, such as theft of library materials. Each
Library Director or designee shall decide the circumstances under which a patron may be barred, and
must enter the reason for the barring in an alert message (Messages > Apply Penalty / Message > Alert)
or Note (Other > Notes > Add New Note) on the patron account [1999.10].

It is PINES policy that only the library that barred the patron can unbar said patron. If a barred patron
presents items for checkout at other than the library that barred the patron, he/she should be directed to
speak with that library to resolve outstanding issues and restore library privileges.
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Multiple Patron Accounts / Patron Record
Merging

If a patron is discovered to have multiple accounts, the accounts may be merged. This facilitates patron
database cleanup and helps to address the issue of outstanding charges on multiple accounts. To see a
patron’s previously active cards, staff may click the See All button on the Patron Edit screen.

Patron record merging is restricted to PINES staff due to the intensive nature of the updates involved.
Contact the PINES staff via the Help Desk with the accounts that should be merged and which of the
accounts is current. PINES has configured patron merging to preserve all history on all merged records
[2012.03].

Requesting an Account Merge

If you encounter two or more accounts that belong to the same patron, please submit a Help Desk ticket.
We will need:

e Patron Barcodes (Indicate which one should be the “Lead” or primary barcode. If one of the
accounts is in collections, then that account must be marked as the lead account.)
¢ Patron Name

Ideally, we would also appreciate:

e Patron Date of Birth
e Patron ID and/or Parent Information

If the account names or other identifying information do not match, please explain what criteria you used
to identify them as the same patron. We will store this in the help desk in case for record-keeping
purposes in case there are any questions in the future about why specific accounts were merged.
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Lost / Stolen Cards

If a patron comes into the library and reports his or her PINES card lost or stolen, ask for ID to verify the
name of the patron. Use the patron search function to search for and retrieve the patron record. Click
Edit, then click the Replace Barcode button and assign a new card to the patron.

If a patron reports a card lost or stolen by telephone (or is otherwise not present), place a temporary
Block on the account (Messages > Apply Penalty / Message > Block) until the patron is able to come into
the library to pick up a new card. This will prevent anyone else who finds the card from using it.

The charge for a replacement card is $2 [1999.10]; the patron may pay at the time the new card is
issued, or the fee may be placed on the patron’s record (according to local policy).

If the patron uses his/her card number as his/her username for PINES account access, consult with the
patron as to whether the username should be updated to the new card number.

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

Permanent link:
https://pines.georgialibraries.org/dokuwiki/doku.php?id=circ:accounts:lost_cards

Last update: 2018/10/11 16:15

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


https://pines.georgialibraries.org/dokuwiki/
https://pines.georgialibraries.org/dokuwiki/doku.php?id=circ:accounts:lost_cards

2021/06/23 16:09 44/137 PINES Circulation Policies and Procedures

Alerts, Notes, and Messages

There are several ways you can attach messages to a patron's account. The preferred ways to add
messages to an account are:

e Messages that should be visible to patrons: Other > Notes > Add New Note (Check “Patron
Visible”)

e Messages that should be visible to staff only, and appear when patron is retrieved: Messages >
Apply Penalty / Message > Alert

* Messages that should be visible to staff only, but do not need to appear when patron is retrieved:
Other > Notes > Add New Note (Do not check “Patron Visible”)

Alerts

Add or update an alert by editing the patron's account and typing your alert in the Alert Message fields.
This is the least preferable method of adding alerts because there may only be one Alert Message at any
time and there is no saved history of prior alerts. If duplicate accounts are merged, this type of alert may
be lost.

The Alert Message will appear when you first pull up the patron's account and you can view it again while
in the patron's account by clicking Other > Display Alert and Messages.

Notes / Patron Message Center

To add a Note in a patron's account, retrieve the patron's account then click Other > Notes > Add New
Note. A pop-up window will open where you can choose to make the note visible to the patron (or not),
and enter a title for the note and the note itself. It is good practice to enter your initials (the date and
library will be stored automatically). Multiple notes may be stored at once. Notes cannot be edited, but
they may be deleted if they are no longer relevant.

If the patron logs into “My Account,” he or she will see any Notes that are patron-visible in the Messages
screen. Staff can see if patrons have read the messages left in the patron message center by going to
Other > Message Center.

The system will also automatically leave notes in the Patron Message Center (see Automated
Notifications) that staff can see by going to Other > Message Center.

Messages

Messages may be used to add notes that can be edited, to apply penalties, and to block accounts.
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Click the Messages button in the patron's account to view, add, and archive messages.

To add a new messages, click the “Apply Standing Penalty/Message” button. A pop-up window will open
where you may choose to add a Note, an Alert, or a Block to an account. Type in a descriptive message
and your initials, then click Apply.

e A “Note” will add a message to this list, but it will not be visible unless you go to this screen.

e An “Alert” will add a message to this list that will also display when you first open a patron's
account or when you click Other > Display Alert and Messages. (This is the best way to add an alert
to a patron account because it can be archived for posterity.)

e A “Block” will add a message to this list that will also display when you first open a patron's
account or when you click Other > Display Alert and Messages. It will also prevent the patron from
checking out items, placing holds, or renewing items.

The system will also add certain messages to this interface when different actions occur. For example, if
staff clicks the “Invalid Address” button in a patron's account, the system will create a message here that
says “Patron has an invalid address.”

After an issue has been resolved and the message is no longer relevant, click the Messages button,
select the relevant message line item, click “Actions for these Penalties/Messages” and then choose
either “Remove Penalty/Message” (which will delete it) or “Archive Penalty/Message” (which will
inactivate it and move it to the Archived list at the bottom of the screen).
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Grouping Patrons

If a new patron is cloned from another patron (eg, a child's card is cloned from a parent's card), they are
automatically grouped together. You may also manually group different patrons together.

If you open the Group Member Details and no one (including the patron you are viewing)
loads in the list, please refresh your browswer window to get them to display.

Viewing a Group

1. Open a patron's account.
2. Click Other > Group Member Details.
3. The list of people in the group will appear.

Adding a Patron to a Group

Open one patron's account.

Click Other > Group Member Details.
Check the box next to the patron's name.
Click Actions.

Click Move Another Patron To This Group.
Enter the second patron's barcode number.
Click OK.

NousewhH

Removing a Patron from a Group

Open the account of a patron who is in the group, but who is not the member you wish to remove.
Click Other > Group Member Details.

Check the box next to the patron you wish to remove.

Click Actions.

Click Remove Selected From Group.

vk wh -

Group Fines

There are no PINES policies related to groups, but if members of a group have fines, the sum of all the
fines will appear in the patron summary bar when any member of that group is opened.

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



2021/06/23 16:09 47/137 PINES Circulation Policies and Procedures

Profile Patron
Home Library ARL-ATH
Met Access Filtered
Date of Birth 1/1/1880
Last Activity 4/11/2017
Last Updated 31712017
Create Date 13072017
Expire Date 1/30/2019
Fines Owed $0.00
Group Fines $0.09
Items Out 0
P -
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User Buckets

User Buckets can be created to temporarily hold a group of patrons that need to be reviewed or updated.
For example, you may wish to create a user bucket of potential duplicate patron accounts that you wish
to review further, or a user bucket for a family that needs to have all of their addresses updated, or a
user bucket for all new accounts that are created so that they can be double-checked for completeness
later.

Adding Patrons to User Buckets
Patrons can be added to a User Bucket from the Patron Search Screen or the Circulation Menu.

Patron Search Screen

1. Perform a patron search.

2. Select the patron(s) to add to a bucket and click the Add To Bucket button.

3. Choose the bucket to add the patron to or create a new bucket.

4. A message will show at the bottom right of the screen that says, “X # of patrons have been added
to bucket Y.”

5. To view the bucket open the Circulation menu and choose User Buckets.

6. In the Bucket View tab click the Buckets button and choose the bucket to view.

Circulation Menu

1. Open User Bucket from the Circulation menu.

2. In the Bucket View tab click the Buckets button and choose the bucket to add the patron(s) to or
create a new bucket.

3. Leaving the bucket being used open in the Bucket View tab, click on the Pending Users tab.

4. Scan the patron barcode in the Barcode box. The patron will be added to the list below.

5. Highlight the patron and right click or use the Actions menu and select Add To Bucket.

6. Switch back to the Bucket View tab. You will see that the patron has been added to the open
bucket.

Actions

Batch Edit All Users
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Update all users

Mame for edit set

Home Library - Main Profile - nibemel Acoess Level -
Unset Unset Unset

Barred flag Unchanged

Activi flag Unchanged

Juvenile flag

Unchanged

Privilege Expiration Date

.

Only staff with LibraryManager or LocalAdmin permissions can use the Batch Edit feature. Clicking on the
Batch Edit All Users button allows you to update certain fields on all of the patrons in the current bucket
at once. Give the update a name in the “Name for edit set” field and then you can update:

e Home Library

Main Profile (Patron Permission Group)

Internet Access Level

Barred Flag

Active Flag (PINES has scripts that run nightly to mark patrons active or inactive, so this will not

typically be used by PINES staff)

e Juvenile Flag (PINES has scripts that run nightly to change juvenile accounts to adult accounts when
they turn 18, so this will not typically be used by PINES staff)

¢ Privilege Expiration Date (Account expiration)

View Batch Edits

This allows you to see the list of batch edits that have already been done on the current bucket.

Roll Back Batch Edit

This allows you to select a previous batch edit that was done to the current bucket and undo it.
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Batch Modify Statistical Categories

For those libraries that use patron stat cats, this will allow all patrons in the current bucket to be updated
at once.

Individually Edit Selected Users

Select the patrons you wish to edit from the list and click on Actions > Individually Edit Selected Users.
Each of the patron accounts you selected will open in a new tab.

Remove Selected Users From Bucket

Select the patrons you wish to remove from the current bucket and click Actions > Remove Selected
Users From Bucket. The patrons you selected will be removed from the bucket.
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Searching for Patron Accounts

The patron search function can be accessed by the staff client home page (Search For Patron By Name)
or from the top menu (Search > Search for Patrons). If you only see a few name search fields when you
go to the page, click the down arrow to the right of the search button to expand the section to see all
available search fields. This option is “sticky,” meaning that it will save your preference on your
workstation.

Most of the search fields are left-anchored. What this means for searching is that you can type in the first
letters of a name and the search will retrieve name variants starting with those fields. For example,
typing “kat” in the first name field will retrieve patrons with first names of Kat, Katherine, Kate, Katie,
Katelyn, etc.

Name Keyword Searching

The Name Keywords search field is new as of 2019.01. This field may be used to search across First
Name, Last Name, Middle Name, Preferred Name, and Name Keyword fields. For example, using the
name keyword field to search for 'Carol James' should retrieve anyone named Carol James, Caroline
James-Smith, James Carollton, etc.

Filtering by Permission Group and Location

In most situations, such as searching to see if a new patron already has a library card or not, you will
want to search across all of PINES and all Profile Groups (aka, permission groups), and have the Include
Inactive? box checked. However, you can see subsets - for example, to easily retrieve a list of all staff
members registered in your library system), change Profile Group to “Staff” and change PINES to your
system.

Searching by Date of Birth

If searching for a common name, it may be useful to filter your search results by birth date. If you know
the exact birth date, you may enter it in the DOB Year, DOB Month (enter numerically, eg 9 for
September), and DOB Day fields. If you know the year but not the month or day, just enter the year. If
you are not sure of the year but think it is in a particular decade, you could enter 197 to filter to patrons
born between 1970-1979.

Searching by Identification

All Georgia driver's licenses should be entered in the format GA-123456789. Because of this, when
searching by ID, type in your search in the same format. (Searching GA 123456789 will not retrieve
GA-123456789 and vice versa.)
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"My Account” Access

https://gapines.org/login

PINES users have access to selected areas of their personal patron record, including checkouts,
fines/bills, holds placed, and other information through the My Account section of the OPAC.

Patrons have the option to automatically store their own checkout history and access it through their My
Account login. This option is turned off by default, but patrons may turn it on by logging into their
accounts and selecting the appropriate option. Library staff cannot see the patron’s checkout history
through the staff client. [2015.12].

Access to the personal patron record is available only through the PINES library card number and
password or personal identification number (PIN) for each user, as all library records are confidential in
nature. The assigned PIN should be provided to the user at the time of library card registration, and staff
will advise the patron to login to the OPAC and change their password to one of his or her choosing as
soon as possible. The user may also use the My Account options to select a text username to use in lieu
of the library barcode for OPAC access.

The PINES patron has the ability to change his/her own PIN/password after accessing the record with the
correct library card number and PIN/password. Some patrons may need staff assistance in remembering
the current PIN/password to access their patron record.

Users may reset their PIN in person at any PINES participating library with proper identification. Patrons
may reset their passwords from the My Account page if they have a valid email address on file via 'Forgot
your password?' functionality [2006.05]. Patrons may also request a password reset by phone by calling
a PINES library. The patron must be able to provide the library staff person with the barcode number, full
name, date of birth, and either address or phone number. Library staff should encourage patrons to log in
to the OPAC and change the assigned password to a password of their own choosing as soon as possible
for security and privacy purposes [2014.12].

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

Permanent link:
https://pines.georgialibraries.org/dokuwiki/doku.php?id=circ:accounts:my_account

Last update: 2018/10/11 16:15

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


https://gapines.org/login
https://pines.georgialibraries.org/dokuwiki/
https://pines.georgialibraries.org/dokuwiki/doku.php?id=circ:accounts:my_account

2021/06/23 16:09 54/137 PINES Circulation Policies and Procedures

Searching the Catalog

e Advanced Search Tips (Cheat Sheet)
e Advanced Search Tips (Slideshow PDF)
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Circulating Items

e Checking Out Items
e Renewing ltems
e Checking In Items

General Policies

Circulation Matrix
e See: Circulation Matrix (Recurring Fine Amounts, Loan Durations, and Renewal Counts)

Circulation and Hold Data Retention

With a few exceptions, circulation and hold data that has been resolved/closed is archived by the system
after one year. Archiving this data does not affect statistical reporting, such as total number of
circulations per item, circulation staff, circulation workstation, and circulating library.

Circulation data with outstanding fines or fees, including Lost and Long Overdue, is retained. Circulation
information is also retained for those patrons that opt to have the system store their circulation history.

However, when looking at the “Show Last Few Circulations” item screen or the “Show Cancelled Holds”
patron screen, data older than a year is not be displayed.

Default Item Price

Items that have never had a price assigned use $25.01 as the default item price [2007.12]. That is, if the
price in the database is NULL, $25.01 is used when assigning Lost, Long Overdue, and Damaged charges.
If the price in the database is 0 or blank, then no item price will be automatically used when assigning
Lost, Long Overdue, and Damaged charges, and staff will need to add the price to the bill manually.
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Checking Out Items

Basic Checkout Procedure

A normal checkout session would proceed as follows:

Staff member opens the Check Out screen (Circulation > Check Out).

Patron presents his/her library card (see: Library Card Required for Circulation).

Staff member scans card to retrieve account.

Staff member determines if patron is in good standing (i.e., not blocked, barred, inactive,
exceeding fine limits).

Staff member scans barcodes of items presented for checkout.

6. Staff member clicks the “Done” button to prompt printing of checkout receipt.

7. Staff member should verbally inform patron of due dates. (It is good practice to also inform patron
of due dates on any items already checked out on the account and to inform the patron of any
fines owed.)

W

v

Circulation Limits

In most cases, a maximum of 50 items may be charged simultaneously on a PINES card [1999.05],
[2002.12]. Some types of accounts, such as Restricted, and lower limits. See User Permission Groups for
more information on different patron account types.

Materials circulate for varying periods of time; see the PINES Circulation Matrix for details on circulation
rules.

Audio-visual materials (DVDs, games, etc.) are limited to 15 per patron at any given time [2013.05]. This
policy supersedes any local limits that previously been used.

Proxy Borrowing

Any user may present another user’s card to check out materials. Library staff should remind all patrons
at the time a card is issued that they are responsible for all items checked out on that card, and that lost
cards should be promptly reported. (See: Lost / Stolen Cards) PINES libraries also have the ability to
check out items on hold to an authorized proxy user (often husband or wife), as opposed to the user who
originated the hold, while maintaining the integrity of the holds queue.

Policies regarding Proxy Borrowing and procedures for administering this feature are at the discretion of
the individual library systems [2001.11]. The authorized proxy is not required to present the originator’s
card, but the authorization for proxy permission should be noted in the Alert Message field. Because all
library records are confidential in nature, PINES library staff must be aware that authorization of the
originating user (the person placing the hold) is required for proxy checkout for all persons over 18 years
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of age.

Materials placed on hold by juveniles, as with any and all parts of the juvenile’s patron record, are
accessible and may be checked out by parents or legal guardians without prior authorization.

Checking Out Non-Cataloged Items

Many libraries do not have bibliographic records for paperback books, circulating magazines, or
equipment. The non-cataloged circulation function should be used to record a count of these items.

1. Retrieve the patron account as you would for a normal checkout.
2. Click on Barcode to pull down a list of non-cataloged item types.
3. Select the appropriate type of non-cataloged item.
4. Enter the number of items.
5. Click Submit.
Barcode~ 2 Submit

Barcode

Computer

Equipment alance Ow¢ Barcode Bill #

&l
These items will be checked out on the patron’s account and will be given a due date, but will accrue no
fines. The patron account will show the non-cataloged items as checked out on the patron’s account until
the due date has passed and then will be automatically removed from the patron's account. Non-
cataloged item types may be configured separately for each library system by the designated
LocalAdmin.

Pre-Cats

With the exception of items that are intentionally non-cataloged (see above), all items borrowed by
patrons should have a barcode and be checked out through Evergreen. If an item is brought to checkout
without a barcode or if the barcode on an item is no longer in the database, it should be added/re-added
to the database on the spot, using the pre-cataloged item function to allow its circulation. For non-
barcoded items, staff should apply a spare barcode to the item and scan it. Assigning ad hoc/temporary
or shortened barcodes is not recommended, as this can cause other items in other libraries to
accidentally be scanned. The following screen will appear:
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Barcode "assdfa” was mis-scanned or is a non-cataloged item.

Title

Circulation Modifier

Precat Checkod

re-scan the item. Many pre-cats are created from mis-scans, which causes problems with

OE When this message appears when scanning a barcoded item, staff should first attempt to
tracking and cleanup.

When it is determined that the item’s barcode is not in the database, fill out the form.

When the item is returned, it must be forwarded to the Cataloging Department for full entry into the
database. Brief records should not remain in the system for more than one circulation. PINES member
libraries will be asked to periodically clean up brief records by deleting them or creating full records
[2002.05].

e Complete Step-by-Step Instructions for Handling Pre-Cats
Cataloged Items Without Barcodes

If a cataloged item has lost its barcode, staff should apply a new barcode to it before checking it out.

Identify the old barcode number by searching the catalog.
In Evergreen click Circulation > Replace Barcode.

Enter the original barcode and the new barcode.

Click Submit.

Return to the patron account and check out as normal.

vk wnNh e
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Replace Iltem Barcode

Enter Original Barcode for item

Enter New Barcode for ltem
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Renewing Items

Most items can be renewed twice (see the PINES Circulation Matrix for exceptions). After items have been
renewed the maximum number of times, they must be returned and made available for all library
patrons. Certain categories of materials are not eligible for renewal. If a hold <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>