Madison Public Library’s Internet Access Cards—Overview

We are issuing internet access cards for folks who can’t get a regular library card (they don’t have proof of their address, they have proof, but they live out of state, etc.)

The Internet Access Cards are different from the regular library cards. We use regular barcodes, but attach them to paper cards (see attached.)

Jen in circ makes batches of cards fast in the method described on pages 2-3. When she creates them, they are all in the database with the name MPL-ZZZ-Telus. When we use one to make a card for the patron, the patron’s information is put in, and the card is  listed in the regular way in the database. We use the zipcode 00088 for all Internet Access Cards so we can get a report of all IAC (Internet Access Cards) from Vicki Teal Lovely by just asking for a report of all cards with zipcode 00088 and name not MPL-ZZZ-Telus. 

We have a separate document with the steps on how to proceed when a customer approaches the desk to get an IAC card. I’ll attach that.

INTERNET ACCESS CARDS

To program keys for making internet cards – 

1.  In Dynix, Press Alt M

2. Type the word “define” then press the space bar, then press the keys you want to program as your shortcut keys (I use alt+right arrow, alt+up arrow, and alt+down arrow, so I’ll tell you how to do those), then press Shift and the question mark key.

3. To set up the key stroke alt+right arrow so that it makes a duplicate record, I type - dup||ZZZ-MPL-TELUS|C|.SS|11|

4. To set up the key stroke alt+up so that it attaches an admin stop to the record, I type - .b|1|INTERNET ONLY card. NO CKO ALLOWED. To convert this card to a full library card, get a clerk. JA|

5. To set up a key stroke alt+down so that it attaches a special note to the record, I type - .b|2|Set card to expire six months from today. Enter ID shown in Field 24, then delete and save this note. JA|.q|

To use these keys to make a bunch of cards quickly – 

1. In the checkout screen, press .R  

2. Wand in an already complete internet card (all the other records will be copied from that). 

3. Press alt+right arrow

4. Wand in a barcode (I usually make a whole sheet of them at once), and press return.

5. Press “F” to file.

6. Press alt+right arrow again, etc.

When you have a whole sheet of records created, you can attach the special note and admin stop to each barcode.

1. Wand in a barcode.

2. Press alt+up arrow

3. Press alt+down arrow.  Repeat with the other barcodes.

Attach the barcodes you made to the paper Internet Only cards.

To issue a card –

1. Check for a preexisting record in Dynix for the patron.  If there is a record in the computer already for this patron (even if it has huge lost charges on it), they can use this card number to use the internet.  The only exception to this is if their barcode # is listed as lost in the computer.  

2. If patron does not have a dynix record –

a. Wand in one of those cards you made.  

b. Delete and save the special note.  

c. Type patron’s name into the name field (replacing “ZZZ-MPL-TELUS”).

d. Change expiration date to six months from the issue date.

e. In field 24, indicate which type of ID patron used to set up the card (for example, “WI driver’s license, ja, 4-04”).

f. That’s it!
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