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Renewing a Registered Patron

Login to Polaris and open a “Patron Records Search Tool”
(“F7”) or...

Click on “Patron Services” and then choose “Patron Records”
from the alphabetical dropdown list,
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OR, click on the red button to open the “Patron Services”
view of the tool bar and click on the “Patron Records” icon.
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Renewing a Registered Patron

Searching for your Patron’s Registration in Polaris

=

Patron Records - Mame (Last, First Middle) Find Tool

File Edit Tools Options Help

General | Settings

=N X
Search
| N Searchode | | Seach |
Object: [Patron Records V] Limit bry: I{None} sarenece
@ Mormal T
Search by: [Name {Last, First Middle) () Power
- Type: [Exar_t match {implictly truncated) -
@ Patron Records - Mame (Last, First Mid
File Edit Teools Options Help Sort by: {NOFIE}I ¥
General | Settings B | Help
Object: [Patron Records
Search by: [ First Middl
[Az;ir{ltjt;rglss == For Help, press F1 Stay on Select
Type: Address !
Address checdk gbe
Sort by: Barcode
Birth date
Er-s Email address o « » [
Expirat date
Expration d2 1. Click on the down arrow on the second “Search by” field on
—————— Former barcode <
For Help, pressFree text blodk

Language

Last activity date
Library-assigned block
Local Library Statistic #1
Local Library Statistic #2
Local Library Statistic #£3

Mame iirst Middle Last:ll
Mame (Last, First Middle’
Motes

ParentfGuardian {(LastMame, Firsth
Patron code

Patron's registered library
Phone

Postal code

Record ID

Record set ID
Registration date
Statistical dass

Where They Live

the General tab of the Find Tool to change the search
parameter and search by, for example, patron “Barcode”.
2. Enter the patron name or barcode number in the fifth
“For” field and press enter or click on “Search” on the right.
3. If more than one patron has the same name, be sure to
select the correct patron from the generated list.




Renewing a Registered Patron

The expiration date on the “Patron Registration Workform” needs to
be advanced one year. Click on the down arrow and advance to the
correct date by clicking on the arrows.

g Patron Registration - 545513 - Addresses - Polaris = | S

File Edit View Links Tools Help

NeEHdES-X 3P @ Ef

y Barcode: 20100000002489 Registered at: [Peace Library System (Branch) (APRPLS) v]
o
- Last i
S name:  Training Patron code: | Adult -|
E First name: Jge
""(.5 Middle name: Expiration: V
" Term: |0 - tflate ~| Date: 15/04/2017 -
o Tite: ~  Suffic @ 2 o3/ o
[1D] 4 April, 2017 4
n: Addresses, Phons Numbers Sun Mon Tue Wed Thu Fri Sat
Type Street One Street Two City State Postal Code 26 27 28 29 30 31 1
Haome 8301 - 110 Street Grande Prairie AB T8V 1C9 S lg 1: lg lg 1: 12
iE 17 18 19 20 2 22
23 24 35 2 27 28 29
30 1 2 3 4 5 4]
[ Today: 29/11/2016

ERESsS e — Add... Edit... Remove Mailing Label
. v]  pam sepe @

Term: O
TXT
Motices address: [Home v] Phone 1: 7805384656 [ v] =
Motification option: [Mailing Address v] Phaone 2: [ v] =
[7] additional TXT notice Phone 3: [ v] |
eReceipt option: [{None) v] FAX number:
Email address:  JoeTraining@gmail.com Alt Email address:

For Help, press F1 NUM




Renewing a Registered Patron

correct date by clicking on the arrows.

The “address check” date on the “Patron Registration Workform” needs
to be advanced one year. Click on the down arrow and advance to the
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P9 Patron Registration - 545513 - Addresses - Polaris |t
File Edit View Links Tools Help
A o t@
DedH&a&-X IP ¢ B K
o Barcode: 20100000002433 Registered at: [Peace Library System (Branch) (APRFLS) v]
-O Last name: ini
c Training Patron code: [Adult ']
rU First name: Jge
iy
"th" Middle name: Expiration:
8L Term: 0 | Date: 16/04/2017  [@
o Title: v Suffix:
Q
Q: Addresses, Phone Mumbers
Type Street One Street Two City State Postal Code County Country
Home 8301 - 110 Street Grande Prairie AB T8V 1C9 Canada
Address Check
ress Lhe - [ Add... ” Edit... ”Remove ” Mailing Label ]
Term: |0 = [exact dat| v] Date:  15/04/2017 B~ (
™T
Motices address: ’Home v] Phone 1: 7305334656 ’ v] ]
Notification option: [Mailing Address v] Phone 2: [ v] |
[T] Additional T*T notice Phane 3: ’ v] El
eReceipt option: ’(None}l v] FAX number:
Email address:  JoeTraining@gmail.com Alt Email address:
For Help, press F1 NUM
b




Renewing a Registered Patron

Confirm the Patron’s address.
Double click on the address to bring up the edit screen.

For Help, press F1
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File Edit View Links Tools Help
4 o C@
h@Has X P ¢ O ©
| ey Barcode: 20100000002439 Registered at: [Peace Library System (Branch) (APRPLS) v]
-0 Last name: ini 1
] Training Patfon code: |Adult -
rU First name: Jge
.
m Middle name: Expiration:
i Term: |0 Date: 16/04/2017 -
L% Title: v  Suffic
U
Q: Addresses, Phone Mumbers
Type Street One Street Two City State Postal Code County Country
Home 8301 - 110 Street Grande Prairie AB T8V 1C9 Canada
-
Add/Edit Address
Address:
Address Check Type: Fome
_ ]m Edit... ”Remove ” Mailing Label ]
Postal code: T8V 6T2| ™r
Motices address:  |Home :] =
! Street 10 8301 - 110 Street
p Mailing Address | Eom =
i b Grande Prarie L. 4B
eReceipt option: | (None) | County:
State/province: AB
Email address:  JoeTraining @agrj I
I oK ] ’ Cancel




Renewing a Registered Patron

Confirm the patron’s email address and telephone numbers.
For cell phones, select the carrier from the drop down list and put a

Encourage the Patron to
receive email, text, or
phone* messages, rather
than the default, by mail.

Notification option: lMaiIing Address 'I

Eonei
aling Address

Email Address
eReceptoption:  phone 1
Phone 2
Phone 3
Emal address:  Fay

TXT Messaging

DO NOT select FAX (not enabled.)

Polaris will then email,
phone (telephony*) or send
text notifications [holds,
almost overdues, card
almost expired] to patrons.

*Telephony (automated
voice messages by
telephone) can be set up
for your library by the PLS
IT manager.

check mark in the TXT box.

B Patron Registration - 545513 - Addresses - Polaris =HEC X
File Edit View Links Tools Help
7] [ g
h@des-XIP & O @
ey Barcode: 20100000002432 Registered at: [Peace Library System (Branch) (APRPLS) v]
o -
S Lastname:  Training Patron code: |Adult -
EE First name: Jge
E Middle name: Expiration:
— Term: [0 [ Date: 16/04/2017 -
o Title: *  Suffic: DecdaE T fos E
L
Q: Addresses, Phone Mumbers
’j Type Street One Street Two City State Postal Code County Country
= Home 8301 - 110 Street Grande Prairie AB T8V &T2 Canada
(T R [ Add... ” Edit... ”Remove ” Mailing Label ]

:

51 [Home v]

Date:  16/04/2017

Motification optionT $Mailing Address ']

[ Additional TT notice

eReceipt option: [(None) v ]

@
™
I

T

Fhone 1: 7805384835

—
Phone 2: 78097346565 Bell Canada -
 ——) E—
Phone 3: ~ il
FAX number:

Email address:  JoeTraining@gmail.com

Alt Email address:

—

For Help, press F1
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Remember
to Save
your work!

=g

Polaris will
update this
registration
overnight, but if
the patron
wants to use
their card the
same day they
renewed it, two
further steps are
required.

Renewing a Registered Patron

' N
B Patron Registration - 545513 - Addresses - Polaris =
File Edit Vies inks Teools Help
=L, 7 A :c@
K " Z-X 3 E 2] E%
— Barcode: 20100000002453 Registered at: ’Peace Library System (Branch) (APRPLS) v]
-o Last name: ini 5
i Training Patron code: ’Adult ']
r'U First name: Jge
L
E Middle name: Expiration:
— Term: |0 - Date: 16/04/2017 -
U] Title: *  Suffic fo4f. =
Q
Q‘: Addresses, Phone Mumbers
Type Street One Street Two City State Postal Code County Country
Home 3301 - 110 Street Grande Prairie AB Tav 672 Canada
FiiEslEa - [ Add... H Edit... ”Remove “ Mailing Label ]
Term: | 0 : Date:  15/04/2017 B~
TXT
Motices address: ’Home v] Fhone 1: 7805384656 [ v] |
Notification option: |Email Address - Phone 2: 7804784656 |Bell canada -
[V] Additional TXT notice Phone 3: [ '] [
eReceipt option: ’{None) v] FaX number:
Email address:  JoeTraining@gmail. com Alt Email address:
For Help, press F1 MUM
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Renewing a Registered Patron

From the “Patron Registration Workform” click on keyboard function
key “Fg” OR click on the Links menu option, then on “Patron Status”
to link to the “Patron Status Work Form”.

B Patron Registration - 545513 - Addresses - Polaris [
File Edit Wiew [Links| Teels Help

Patron Status Fg y
= 5 [0 E
D E Associations § + E@
I
L

Record Sets .
Bar Registered at: |Peace Library System (Branch) (APRPLS) - |

L

Last n Route Lists

Patron code: |Adult - |

From the Polaris Toolbar, open the “Patron Status Work Form” from
the Circulation drop down menu OR click on the Burgundy button,
then the “Patron Status” icon.
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Renewing a Registered Patron

Two views of the “Patron Status Workform” need to be examined and updated. They
can be seen by choosing the “General” view and the “Notes” view from the “View”
dropdown menu or by clicking on the first and last banner links.

P2 Patron Status - 545513 - Iters Out - Polaris == X

File Edit | View | Links Teools Help

P S 7] 9
ﬁ B Items Out I + LD
Account
| i MName: Joe Training
Claims
Holds Patr.on. code: Adult
) Statistical dass:
Reader Services Registered branch: Peace Library System (Branch)
Associations Phone 1: 7805384656
Where They Live: Grande Prairie - City
Email address: JoeTraining @gmail. com
Refresh F5 Motification option: Mailing Address
Items Out
G WL @ R =
Item Barcode Title Author Due Date Call Number Material Type  Rene...  AssignedBr...

NUM
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Renewing a Registered Patron

On the “General View” of the “Patron Status Workform” the “Blocks” in the lower
right corner must be deleted. Click on the blocking text to highlight in blue, then
click “Delete” underneath the “Block” box. The first message (Patron has notes)
directs you to click on the bottom icon and move to the “Notes View”.

B_z Patron Status - 545513 - General - Polaris EI@
File Edit View Links Tools Help
£l " =
=Hde&-XP3& [ H
U') Barcode:  20100000002489 Mame: Joe Training
E Acct charges: 50.00 Patron code: Adult
g Acct credit: £0.00 Statistical class:
] Items out: a Registered branch: Peace Library System (Branch)
U) Total overdue: a Phone 1: 7805384656
Claims Lost: afo Where They Live: Grande Prairie - City
D Items held: [i] Email address: JoeTraining @gmail. com
£ Total holds/ILL: afo Motification option: Mailing Address
]
Blodk MNotice
Block Title Type Date Method Amount

‘Patron has notes

‘Address check required
Registration has expired

Modify Delete

For Help, press F1

0 of 0 record(s) retrievec

11
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Renewing a Registered Patron

On the “Notes View” of the “Patron Status Workform” various notes may be present.
Below, a “Blocking” note is preventing card use, and has caused the “Notes” icon to
appear red colored (It is yellow if the “Non-blocking” note field has an entry). Clear up
any “Blocking” notes with the patron so they may resume use of their card.

o= sl

BE Patron Status - 545513 - Notes - Polanis
File Edit View Links Tools Help

=H&s- X P3 5] EP

Barcode: 20100000002489 MName: Joe Training
Acct charges: £0.00 Patron code: Adult
Acct credit: £0.00 Statistical dass:
Items out: 0 Registered branch: Peace Library System (Branch)
Total overdue: 0 Phone 1: 7805384656
Claims/Lost: ofo Where They Live: Grande Prairie - City
Items held: 0 Email address: JoeTraining @gmail. com
Total holds/ILL: 0o Motification option: Mailing Address

Motes
Mon-blocking: Blocking:

+ | This blodk is here until Joe picks up his driver's license from the library -
manager.

Patron Has Read

Message Text

Add Message. ..
Modify Message. ..

| Delete Message |

For Help, press F1 Record Saved 12



Renewing a Registere

Remember | [Free s s s o .

File Edit View Links Tools Help

to Save NZHE& X 9B & O %
your work!
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“— Barcode: 2010000000248 Registered at: [Peace Library System (Branch) (APRPLS) v]
:-I% Last name:  Training Patron code: [Adult vl
E First name: Jge
E ""‘U':J' Middle name: Expiration:
Es] — -] sufc Term: 0 - Date: 15/04/2017 E~
]
I:[: Addresses, Phone Numbers
% Type Street One Street Two City State Postal Code County Country
Qu e Stl Oons ? Home 8301- 110 Street Grande Prairie AB TBY 6T2 Canada
Call PLS and
it l Add... ] l Edit... ] [ Remove ” Mailing Label ]
tall< tO a Term: |0 - Date:  15/04/2017 E~
TXT
member Of the Motices address: [Home vl Phone 1: 7305334556 [ v] F
lt- Motification option: [Email Address vl Phone 2: 7809734656 [BE" Canada 'l
consu lng [V] Additional THT notice Phone 3: [ v] B
team ! eReceipt option: [[None) v] FAX number:
780_538_4656 Email address:  JoeTraining @gmail. com Alt Email address
1_800_422_6875 |F-:-r Help, press F1 NUM
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