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Registering a New Patron

Login to Polaris.

Click On “File” and then on “New”, then choose “Patron
Record” from the alphabetical dropdown list,

OR, start with a click on the “New File” icon. )
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New Patron Registration Workform

Note the four workform
view icons on the left
banner:

Address and Phone
)

Generaliares

Status ————

Custom Data e

P MNew Patron Registration 1 - Addresses - Polaris =HEEN X
File Edit View Links Tools Help
[y Barcode: | Registered at: ’Peace Library System (Branch) {APRFLS) V]
]
t Last name: Patron code: [Adult v]
E First name:
"'G,)" Middle name: Expiration:
— Term: 1 |2 Date: 11/07/2017 -
(%) Title: - Suffix: yeae o7l @
QD
Q: Addresszes, Phone Numbers
Type Street One Street Two City State Postal Code County Country
Address Check
Add... Edit... Remove Mailing Label
Term: 1 = Date:  11/07/2017 [Ehe ’ ” ] ’ ” ]
T
Notices address: [(None) v] Fhone 1: :} [
Notification option: [Mailing Address v] Phone 2: :} 0
eReceipt option: [{None) v] FAX number:

Email address:

Alt Email address:

For Help, press F1

MNUM

Click on each of the four icons and watch how the bottom half of the workform
changes for gathering more information about the new patron.




Scan the
barcode
number from
their new
library card
into the
workform.

Enter their full
legal name as
shown on the
patron’s

government
issued ID.

Choose the

correct patron
code from the
dropdown list.

egistering a

Name and Barcode

B Mew Patron Registration 1 - Addresses - Polaris
File Edit View Links Tools Help

hEH&E-x 3

=

vy Barcode: || Registered at: | peace Libr LS 'l
':J ——
g Last name: 5
— Patron code: ’Adult ‘vb
e
E First name:
'th" Middle name: Expiration:
s Term: 1 |- Date: 22/11/2017 e
o Title: *  Suffic _
]
Q: Addresses, Phone Mumbers
Type Street One Street Two City State Postal Code County Country
Address and Phone i
Add Chedk
ress L < ’ Add... ” Edit... ] [ Remove ” Mailing Label ]
Term: 1 = Date: 22112017 [ERd
TXT
Motices address: [{None} v] Phone 1: l vl =
Motification option: [Mailing Address vl Phone 2: l vl [l
[T Additional TXT notice Phone 3: ’ v] [l
eReceipt option: [[None} vl FAX number:
Email address: Alt Email address:
For Help, press F1 MNUM




If the government issued ID showing their full legal name does not have their
current mailing address, ask for a household utility bill or lease agreement.

egistering a

The Address

Click on “Add” to fill in the mandatory address field.

P New Patron Registration 1 - Addresses - Polaris =NEEN X
File Edit View Links Tools Help |
heds-x 2 ED : —
Add/Edit Address
e Barcode: | Registered at: [Peace Library System (Branch) (APRFLS) / Address:
o 7
. Last name:
_l:'- Patron code: [Adult / T'!.I'DE: Home
{E First name:
4.(5 Middle name: Expiration: Country: [Canada
el Term: 1 1% Da 11/07/2017
h e M Postal code: |
m '
Q:: Addresses, Phane Numbers
Type Street One Street Two City State Postal Code Cgunty i Street 1t
Street 2:
City:
Address Check N
ress Lhe - [ Add... ” dit... ] ’ Remowe ” Mailing
emal pates 1yjoz/o1z - @~ State/province:
Notices address: [{None) v] Phone 1:
MNotification option: [Mailing Address V] Phone 2: OK ] [ Cancel
[] Additional TXT notice Phone 3: {
eReceipt option: [(None) - ] FAX number:
—
Email address: Alt Email address:
For Help, press F1 MNUM




egistering a

The Address

Enter the postal code. This auto-populates the City and Province. (If the patron’s
postal code is not recognized, use your library’s postal code and contact PLS to have the
patron’s postal code added.) Enter the street address, and click on OK to save.

P New Patron Registration 1 - Addresses - Polaris =NEEN X
File Edit View Links Tools Help |
h@HS&- E | E7 : —— -
Add/Edit Address
e Barcode: | Registered at: [Peace Library System (Branch) (APRFLS) / Address:
o 7
. Last 5 -
W A= Patron code: [Adult / Type: Home -
{E First name:
4.(5 Middle name: Expiration: Country: [Canada
el Term: 1 1% Dafe:  11/07/2017
h e M Postal code: |
m '
Q:: Addresses, Phane Numbers
Type Street One Street Two City State Postal Code Cgunty i Street 1t
Street 2:
City:
Address Check N
ress Lhe - [ Add... ” dit... ] ’ Remowe ” Mailing
emal pates 1yjoz/o1z - @~ State/province:
Notices address: [{None) v] Phone 1:
MNotification option: [Mailing Address V] Phone 2: OK ] [ Cancel
[] Additional TXT notice Phone 3: {
eReceipt option: [(None) - ] FAX number:
j — F————
Email address: Alt Email address:
For Help, press F1 MNUM 6




B Mew Patron Registration 1 - Addresses - Polaris
File Edit View Links Tools Help

Ned&s- < 41

Barcode:
Last name:
First name:

Middle name:

Title: *  Suffin

Addresses, Phone Numbers

Registering a

Phone Number(s

Enter the phone number(s).

E=8oN

E@ {None)

ATET

Bell Canada
. Bell South
Registered at: lPeace Library System (Branch) (APR Cellular One

Chatr

Patron code: ’Adult Cingular (Mow AT&T)

Eastlink
Fido
Expiration: Helio
~ :Koodo
Term: 1 [ Dat MetroPCS
‘Mextel
PC Telecom

Rogers AT&T Wireless

Type Street One

=
9
IS
=
9
=)
Q
o

Rogers Canada

Street Two City State Postal Code County | oo thwestern Bell

Sprint
T-Mobile
Telus
Tracfone
USA Mability
Verizon

Address Chedk

Term: 1 = Date:

Wirgin Mobile

22112017 B

MNotices address: ’{None)

Add... || Edi... E Virgin Mobile Canada
lar . ] pa L‘i

Motification option: [Mailing Address

v] Phone 2:

[ ] Additional TXT notice

[
[7
[

Phone 3:

eReceipt option: [{None)

v] FAX number:

Email address:

Alt Email address:

Enter the patron’s
primary phone
number (and any
additional phone
numbers, if
provided).

For cell phones:

Choose the
provider from
the dropdown
list.

Click the TXT
box for text-
able numbers.

For Help, press F1

MUM




egistering a

Email Address(es) and Notification

Enter email address(es). Choose the notification option preferred from the dropdown list.

The default notification B Mew Patron Registration 1 - Addresses - Polaris | e )
. . o] File Edit View Links Tools Help
option is “Mailing address”,
but this requires the library h=zHs- E | EY
to pay pOStage' ey Barcode: Registered at: [Peace Library System {Branch) (APRPLS) V]
; Ae) Last :
Encourage choosing: i3 e Patron code: [pdit 7]
? rU First name:
Emall h Middle name: Expiration:
Phone 1 (telephony®) 2 | rerme T B Date: 1072017 [~
TXT M 5 o Title: *  Suffic: ) =] )
essaging Q
Add , Phone Mumbs
Don't select FAX; not enabled & e T e :
Type Street One Street Two City State Postal Code County Country
Polaris will then email,
phone (telephony) or send
text notifications [holds, e—
Address Che:
dd... || Edi... iling Label
almost ovel.rdues, card rem: |1 B e [PTEE B [ Add... |[ Edt.. |[Remove |[ maiingiabel |
almost expired] to patrons. Ly
Motices address: [(None) v] Phone 1: [ v] |

*Telephony (automated Motification option! ll'"'lailing Address v] Phone 2: [ v] |

: (Mone) : =

Yolce mneswges by - | s
eReceipt option: Email Address FAX number:

telephone) can be set up Phone 1

for your library bY the PLS Email address: Alt Email address: )

IT manager' |F0r Help, press F1 NUM




Registering a New Patron:

Additional TXT Notification

If the patron wants to
add TXT messaging as
an additional
notification option:

Click the box for
“Additional TXT
notice”.

Make sure the cell
phone number,
provider, and TXT
box are completed.

@— Mew Patron Registration 1 - Addresses - Polaris

File Edit View Links Tools Help
heHds- < 3 EY
ey Barcode: Registered at: [Peace Library System {Branch) (APRPLS) v]
Q
. Last
i 1= Patron code: [Adult v]
E First name:
""'dj" Middle name: Expiration:
= Term: 1 2 Date: 22/11/2017 -
o Title: *  Suffic years 2 B
QL
Q: Addresses, Fhone Numbers
Type Street One Street Two City State Postal Code County Country
Address Check
Add... Edit... l Remove Mailing Label
Term: 1 = Date:  22/11/2017 B~ [ ” ” ]
W
Motices address: [{None) v] Phone 1: ’ v]
Notification option: | Email Address - Phone 2: — ‘4']{
Additional TXT notice Phaone 3: ’ ’] I
eReceipt option: [{None) - ] FaX number:
Email address: Alt Email address:
For Help, press F1 MUM




egistering a

The eReceipt option

The default eReceipt
option is None.

If the patron desires
an eReceipt, from
the drop down menu
choose Email
Address, TXT
Messaging, or All.
The patron will
receive eReceipts of
their transactions for
item checkouts and
payment of account
charges.

If choosing TXT
Messaging, make
sure the cell phone
number, provider,
and TXT box are
completed.

I Mew Patron Registration 1 - Addresses - Polaris o P
File Edit View Links Tools Help
he2Hds- < 3 EY
o Barcode: Registered at: ’Pear_e Library System {Branch) (APRPLS) VI
o
. Last
s LTIl = Patron code: [Adult v]
E First name:
E Middle name: Expiration:
= Term: 1 |4 Date: 11/07/2017 -
h Title: *  suffic: yeas o7t B
QL
I:r_’: Addresses, Phone NMumbers
Type Street One Street Two City State Postal Code County Country
Address Check
Term: 1 = Date:  11/07/2017 B
Motices address: [{None}l v]
Notification option: [Mailing Address v] Phone 2

[ Additional TXT notice

eReceipt option: ‘(None) -

Email Address
TXT Messaging
<all=

Email address:

Phone 3:

FAX number:

Alt Email address:

For Help, press F1

MNUM
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egistering a
Switch to the banner’s “General” view

E Mew Patron Registration 1 - General - Polaris EI [=] @
File Edit View Links Tools Help

W= = =g “4 )

III

The bottom half of the window provides fields for gender, statistical class, password, language,
birthdate, Where they live, Parent/Guardian (for patrons under the age of 18), a check box to
receive email notices in plain text, a check box if the patron wants Polaris to keep a list of the

books they have checked out...

Gender: (D Male () Female (@ NfA User defined fields

Statistical dass: [{Nnne} i Where They Live

Password: l i
priguage- [English '] Parent/Guardian (LastName, Firsthlame)

Former barcode:

Birth date: [ B~
Local Library Statistic #1
Date of original registration: 22/11j2016 E-
Last activity date:
Local Library Statistic #2
Excude from notices and reminders:
[T Exdude from collection agency [[none) vl
[[Joverdue [ Almost overduefauto-renew
[ | Maintain reading history Local Library Statistic #3
[T Held [ Patron record expiration
[| E-mail notices in plain text l[none}l V]
[ClBiling [[] nactive patron "] Do not delete patron record

For Help, press F1 MUM 1




egistering a

The Patron’s Password

Gender - optional
Statistical class — optional

PASSWORD - Polaris will
automatically insert the
password in 24 hours. But if
your patron wants to begin
requesting items through
TRACpac or downloading from
eResources immediately, you
must manually enter the last
four digits of the patron’s phone
number (e.g. 7503)

Language - optional

Birthdate - optional (Click on
the calendar, start with the year,
then the month and finally the
date)

B Mew Patron Registration 1 - General - Polaris

File Edit View Links Tools Help

NEHE- < 3

ey Barcode:
-E Last name:
Lf? First name:
.t"]-l Middle name:
o
b] Title: *  Suffix:
QL
E! General
Gender: “IMale () Female

EY

Registered a

Patron cod

@) NfA

Statistical dass; Il““

Language: ilegW

Farmer barcode:

I._—_l
E

Birth date: [l
Date of original registration: 11072016
Last activity date:

Exdude from notices and reminders:

[“Joverdue  [] Almost overduefauto-renew

[ Hold [|Patron record expiration

[ Billing [7] nactive patron

For Help, press F1

[T Exdude from collection agency
[T |Maintain reading history
[T E-mail notices in plain text

" Do not delete patron record
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Registering a New Patron:

The Reading History and Plain Text Email

Maintain Reading History

Instruct the new patron to
switch “Maintain Reading
History” on themselves, if
desired, by going into their
“My Account” in TRACpac.
Reading History can be accessed
by Law enforcement personnel
without patron consent. By
switching it on themselves,
patrons acknowledge this and
library staff are protected.

Email notices in plain text

Check this box if the patron
prefers plain text rather than
HTML for Email.

B Mew Patron Registration 1 - General - Polaris

File Edit View Links Tools Help

ey Barcode: Registered a
'E Last name: Patron cod:
Lf? First name:
.t"]-l Middle name: E
et d
o Title: *  Suffix:
QL
E! General
. Gender: “IMale () Female (@ MfA
St Statistical dass: I[None) -
I:l Password:
.E Language: IEninsh - J
Farmer barcode:
+
Birth date: [l B
Date of original registration: 11072016 E~

Last activity date:

Exdude from notices and reminders:

[“Joverdue  [] Almost overduefauto-renew

[ Hold [|Patron record expiration

[ Billing [7] nactive patron

For Help, press F1

[T |Maintain reading history

[T E-mail notices in plain text

EpaTon record

L5



Registering a New Patron:

“Where They Live” and “Parent/Guardian”

Where They Live - required

If the patron’s
municipality, reserve or
Métis settlement of
residence is not in the
pulldown list, select “Not
in List” and advise the PLS
IT Manager to add it. <—_|

e

If the patron resides in a
municipality that is not a
member of PLS, select
“Not in System” and a
Patron Code of “Non-
System” must also be

= et

lat: lpeace Library System (Branch) (APRPLS)

wde: lAduIt

Expiration:

Term: 1 : Date: 11/07/2017

Liser defined ﬁElE

Dv

Where They Live

Parent/Guardian {LastMame, Firstiame)

Local Library Statistic #1

Local Library Statistic #2

I(none}l

Local Library Statistic #3

I(none}l

selected.

/

T\ﬁ\’t
N\

Parent/Guardian -
required if the new
patron is under the age
of 18. The
parent/guardian is
billed when overdue
fines or charges for
items that are
lost/damaged are
incurred by the minor.

e

Statistics fields can be
customized by the PLS
IT manager for each
library. Field #1 is free
text. Contact the IT
manager to customize

MUM

fields #2 and #3 for you.
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Remember
to Save
your work!

P

Questions?

Call PLS and
talk toa
member of the
consulting
team!
780-538-4656
1-800-422-6875

Registering a New Patron

B Mew Patron Registration 1 - Addresses - Polaris = |-
Tools  Help
5% =
"l Registered at: [Peace Library System (Branch) (APRPLS) v]
Q
c Patron code: [Adult v]
EE First name:
E Middle name: Expiration:
= Term: 1 |2 Date: 11/07/2017 -
o Title: *  Suffix: years 107/ E
QD
Q: Addresses, Phone Numbers
Type Street One Street Two City State Postal Code County Counfry
FLLTESL i < [ Add... “ Edit... ] [ Remove ” Mailing Label ]
Term: 1 L= Date:  11/07/2017 @~
TET
Motices address: [[None} v] Phone 1: [ vl ]
Motification option: [Mailing Address '] Phane 2: [ v] O
["] Additional T¥T notice Phane 3: [ vl |
eReceipt option: [[None) v] FAX number:
Email address: Alt Email address:
|F0r Help, press F1 MUM
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