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· Patron fills out a paper registration form.

· Use Display User wizard to see if the user is already registered.

· If not, click the User Registration wizard.  

· Wand in the new user barcode (begins with a 206…) in Library Card Number field, and make sure the Profile Name is set to what your library uses.  [For temporary cards for a resident within the TdS region but not from your local community, use TDSTEMP3]
· The following fields must be completed on the basic tab:

Last name, first, middle initial

Title:  [optional]

Alt ID:  

Note:  TdS libraries MUST use the following formula

--First 3 letters of the last name

--First letter of the first name

--First letter of the middle name.  If no middle name, then second letter of the first name

--Month of birth, using two digits

--Day of birth, using two digits

If the alt ID exists for another (different) patron, add a letter, beginning with an “a” after the last digit.    i.e. DEMJM1021a
Library

Profile name [determined by each library for this particular type of patron]

· The following field must be completed on the privilege tab:

Password:   Change to the patron’s last name and/or give the patron an instruction sheet on how to change their password in iBistro.   Staff will need to supply an override to change the password. Default password is ChangeMe

· The following fields must be completed on demographics tab:

User Cat 1:   Select the city or township of residency [optional for MLC]

User Cat 2:   not required by TdS—use as determined by your library.

Birth date:    not required by TdS, but needed for alt ID and statistical purposes.

· The following fields must be completed on the addresses tab:

ALERT: Note that staff should not change field names from the drop down list!  Only the system admin should modify these fields.  If staff change them, the notices and statistics will not be correct for your library!
Line 1:  Street Address.  Skip if not applicable

Line 2:  P.O. Box, if applicable.  Skip if not applicable

City/State

Zip

Email:  if applicable

Phone:  use dashes, i.e. 507-625-6169

· Click the Register User button to complete the transaction.
Temporary Cards

If the patron is not a resident of your city or county, issue a temporary card and send the registration paperwork to the home library.  When registering the patron, use the 90-day temp User Profile policy name of “TDSTEMP3.”  Follow the normal formula to create the alt ID—do not use TEMP in front of the alt ID.  

When the home library receives the registration information, use the LOSTCARD wizard to create the permanent card.  The LOSTCARD wizard will automatically move the checkouts, holds, bills, etc. to the new permanent card, and make the temporary card invalid.  The home library must make the following modifications to the user record:

· Wand in new home library user barcode when prompted by the LOSTCARD wizard.

· Change library field to the home library (rather than the library that created the temp card).

· Change the user profile to the profile normally assigned by the home library.

· Verify address info and user cat 1 & 2 data.

Patrons moving to new city/county within the region

When a patron with an existing TdS library card moves to your community or area, you need to update their user information and assign a new barcode.  

· Using the LOSTCARD wizard, assign a new barcode ID.

· Verify and update the address information, and user cat 1 & 2 data.

· Change the home library field.

· Change the user profile to the profile normally assigned to patrons of your library.
TdS Policy:  Patrons should register for a new library card at their home library.  “Home Library” can be defined as the library in the city where the library patron pays taxes to support the services.  Residents living outside city limits should register at the closest library within the county.  
To register for a new library card, anyone 16 years of age or older must present a driver’s license or other photo ID with their current address. Anyone under the age of 16 must have their registration form signed by a parent or guardian.  The State Library Annual Report definition for Registered Borrowers states:  “Registered borrowers who reside in the jurisdiction for which the library is legally responsible.  City, township or and/or county taxes from the household of this individual support your library.”
North Mankato Residents

1. Use the Display User wizard to determine if the patron is already registered in our system.

· If so, honor their card according to your library’s policies.

· If not already in the system, you’ll need to see their North Mankato library card before proceeding with registration.  It’s essential that you use the 20616 barcode. If the patron does not have a card from North Mankato, they will first need to obtain one.

2. Use the New User Registration wizard to load the patron into the database. Scan their North Mankato Taylor Library barcode number into the Library Card Number field, and select NONPART as the user profile. 

The NONPART user profile limits total charges to 15 items.  It also allows the patron to place up to 3 holds but only for items owned by the library that registered the patron.  Staff should not place override system-level holds for the patron.  The overdue threshold is 5. The bill threshold is $5.00.   These patrons are also blocked from placing holds through MnLINK.

3. Fill in other tabs as you normally would when registering a patron at your library.
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