Proposed Process for getting an Internet-Only Library Card.

Overview:

Once Telus is fully up, all customers will need to enter a card number and PIN to get on the internet. For many of our internet customers, this will inspire them to get library cards. Getting a library card with borrowing privileges requires BOTH proof of who the person is (Identity ID) and where the person lives (Address ID.) Acceptable forms of ID are in the red registration folder

at every library card issuing desk of Madison Public Library.

We want folks who can’t get a regular, full borrowing privileges library card to be able to use the internet. Anyone unable to obtain a regular library card but who wants to use the internet machines (with the exception of the 15minute express station at Central) will need to show acceptable Identity ID and get an internet only library card. This needn’t be photo ID, but does need to be on the board approved list of acceptable ID to get a library card (see list below.) 

Acceptable Identity ID is any ONE of the following:

(Taken from MPL’s  Policies and Procedures Manual Services Section 4.2—Registration)

Driver’s license

State ID card

University or College ID

High or middle school ID

Passport

Other official license or ID card issued by a governmental body or public agency in Wisconsin or by an employer

Birth Certificate

Social Security card

Medical Card

Bank book (checkbook with name and address printed)

Voter registration card

Fishing or Hunting license

Credit card

Process:

This is a circulation-trained clerks/library assistants/librarians only process until we are all comfortable with Telus and the new system!

Patron goes to circulation desk to register for an internet only library card.

1.Staff sees patron’s identity ID (from list ), explains option of bringing in/showing address ID (now or later on) to get regular, borrowing privileges library card. 

2.If patron can only get an internet card today, staff just types information directly from ID (and verbally from patron, if giving address and phone number) into record that’s already been created for that barcode number—no need to fill out an application form. (Search first by patron name, as usual, to be sure the customer doesn’t already have a card in the system they forgot about.)

3.  Patron is entered in Dynix.


a. wand premade internet access card, then go to registration.

b.  enter patron’s name completely (required.)

c.  enter birthdate, if on ID shown

d. zipcode will already be entered as 00088 (relates to both internet card statistics gathering and notice monitoring at central.) No street address is taken!

d. patron loan type ‘LU’ for ‘Limited Use Patron’ will already be entered.

e. enter what kind of ID you saw in field 24 (helpful later for problem investigation or if patron later wants card turned into regular library card. example “IL driver’s license—last four digits 3345” (required.)

f. file the record, then return to current blocks and delete instructional ‘special note’ but leave on the admin stop which alerts staff that this record is for an Internet Access Card.
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