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LLC PATRON REGISTRATION STANDARDS 

COMPLETE REGISTRATION 

FOR MILLENNIUM CIRCULATION 
 

Both sides of the Registration Form must be filled out.  It must include the registering 

library, initials of the staff member, and the date the record was entered in Millennium. 

CIRC 2.2.1. Address and Identification Requirements.  

To register, a patron shall present a current, valid Michigan 

Driver’s License, Michigan Identification Card, or Resident Alien 

Card documenting identity and current street address.  

For more information on Exceptions, see the Board policies listed under MICH ID. 

 

 

Fixed Fields In The Patron Record 
 

Double clicking in the fixed fields will bring up a table.  From that table, you can click on the 

value needed and then click ok to select that value for the field. Remember when issuing a 
permanent card, that you need to update all fields in the patron record. 

 

EXP DATE 

• Enter the expiration date of the patron’s borrowing privileges. All regular 
patrons shall have an expiration date in their record. The date should be no 
more than three years from the registration date. The renewal of an expiration 
date at the patron’s home library can be for up to three years. If a patron’s 
renewal date is changed at a library other then the home library that the renewal 
shall be for no more than 1 year. 

 

PCODE1 

• Enter the letter in front of the proper gender and decade of birth for the patron.  

E.g., type “a” for a female born between 1900 and 1909, “i” for a female born 

between 1980 and 1989, “w” for institution. 
 

PCODE2 

 

• Enter “a” for adult, “j” for juvenile, “ i” for institutions. 
 

PCODE3 

• Field is not used.  It has 0 None in the field. 

 

PTYPE 

• Enter the number that corresponds to the patron type such as Resident adult, 
Resident juvenile for your library.  Each library has their own set of patron 

types with a list of general types at the end of the entire list.  E.g., 41 BH 

Resident adult, 82 IL Resident juvenile, 98 MA/MC local use nonresident, 

200UM student, 244 staff. 
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BIRTH DATE 
 

• Enter the patron’s complete birth date. E.g., 06/07/1980 

 

PCODE4 

• Enter the number that corresponds to the geographic area where the patron 

lives.  E.g., 32 OC-Chester Township, 72 BF-Carlton Township, 144 HO-
Holland Township 

 

HOME LIBR 

• Enter the two letter code of the registering library if you are prompted to enter 
one. In the case of a Temporary Card, the registering library is the patron’s 
home library until the patron is issued a permanent card. Do not change this 
field to LL or to another home library. The library who issues the permanent 
card is responsible for fixing all fields in the patron record when the permanent 

card is issued. E.g., ab, gc, ho 

 

PAT AGENCY 

• Enter the agency of the registering library if you are prompted to enter this 
field. In the case of a Temporary Card, the registering library is the patron’s 
agency until the patron is issued a permanent card. Do not change this field to 
Lakeland (44) or to another Patron Agency. The library who issues the 
permanent card is responsible for fixing all fields in the patron record when the 
permanent card is issued. E.g., 1-Kent District Library, 42-Hackley Public 
Library. 

 

MBLOCK  

• Leave this field blank for most new patrons.  If the patron you are registering is 
a Local Use Nonresident or a Michicard borrower, choose the appropriate code 

(n or m). If the nonresident patron is purchasing the “systemwide use” upgrade 

card, leave this field blank.  Setting the field to “n” will block the patron from 
placing holds in the Lakenet catalog. If you are updating an existing patron 

record, do not overwrite or remove the “c” (Collection agency) block for any 
reason. 
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Variable Fields In The Patron Record 

 

n PATRON NAME  

 

• Use all caps, when entering a patron's name, include the middle initials, 
without a period. 

• Patron's last name should be entered as one word, with NO spaces. 

• (Example, VANDER MEER should be VANDERMEER). 

• This is the standard set by Lakeland. 

• Hyphenated names should include hyphen, with NO spaces. 

• Enter a comma and a space after the last name (E.g., DOE, JANE J).  Enter 
abbreviations (like, "Jr", "Sr", and "III") at the end of the middle name or 
middle initial (E.g., DEBOER, JOHN P, JR) 

 

DEBOER, JOHN P, JR 

DOE, JOHN ADAM, III 

 

a ADDRESS-MAILING 

 

• Use all caps. 

• NO PUNCTUATION. 

• This must be the mailing address for the patron.  A third line can be added to 
the address field by doing a right mouse click and selecting Insert New Address 
Line or by pressing the space bar and typing a $  Other addresses can be added 
to the patron record using the ALT-ADDRESS field. 

• Type the city, state, and zip code or use the appropriate function key for this 
field as determined by your library. 

• These guidelines follow those set by the United States Post Office. 
 

123 ANY ST APT 3 

PO BOX 123 

GRAND RAPIDS MI 49505 

 

PO BOX 123 

GRAND RAPIDS MI 49505 

 

t TELEPHONE 

 

• Enter the patron's phone number in the TELEPHONE field beginning with two 
pound signs for those libraries not using telephone notification. 

• For those patrons who do not wish to be called by TNS, double pound signs 
must be entered in front of the telephone number. 

• For those patrons who sign up for email notification, double pound signs must 
be entered in front of the telephone number. 

• Include the AREA CODE for all phone numbers and enter the number with the 
dash. 
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• This number should be the patron’s primary contact number.  Other phone 
numbers must be entered as ALT PHONES.  See below 

• DO NOT enter text into this field.  If the patron has no phone leave the field 
blank and optionally enter a note field explaining the patron has no phone.  If 
this is a work number, enter that as a note as well.  Do not enter the word 
“work” or other explanatory note after the telephone number.  

E.g., ##616-123-4567 

 

u MICH ID 

 

CIRC 2.2.1. Address and Identification Requirements.  

• To register, a patron shall present a current, valid Michigan Driver’s 

License, Michigan Identification Card, or Resident Alien Card 

documenting identity and current street address. 

• Enter the patron's Michigan driver's license number or their Michigan State ID 
number in the MICH ID field, using NO spaces.  

E.g., A123456789012 

• Enter an out of state driver’s license number in a Note Field. 

• Enter any other government issued ID number (except Social Security number) 
in a NOTE field. 

• Acceptable alternate ID includes two of the following as listed in the Lakeland 
Circulation Policy. 

    
CIRC 2.2.2. Exception 1.  

If the patron cannot meet the requirement in CIRC 2.2.1, a credible 
photographic identification must be used to establish the person’s 
correct, current name. Credible photographic identification means 
identification issued by an institution that will have made a determined 
effort to be sure that the person pictured and named on the 
identification is the person they claim to be. Examples of acceptable 
photographic identification are employment IDs, school IDs, and out-
of-state driver’s licenses and passports. IN ADDITION to a credible 
photographic identification, the person registering must provide one of 
the following to corroborate the name and establish the current street 
address:  
1) Voter registration card;  
2) Recent utility bill;  
3) Hospitalization, insurance card or automobile registration;  
4) Printed check;  
5) Recent local property tax bill  
(NOTE: Under Exception 1, a person must provide TWO specific 
documents. One is a photographic identification of the kind specified 
and the other is one of the specified documents used to establish the 
current street address of THAT person). 

 
CIRC 2.2.3. Exception 2.  

By local option, the library may use one of the photographic 
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identifications listed in Exception 1 to verify identity, AND mail the 
library card, return service requested, to the patron to verify the actual 
local street address. The library shall limit circulation to its own 
materials under this provision until the patron presents the valid card at 
an LLC member library. Under this exception, the registering library 
must place a message on the patron’s account – including the date that 
the card was mailed – and upon presentation of the card at an LLC 
member library, that library shall remove the message. A block shall be 
placed on the patron account if the mailed card is returned to the 
registering library.  

CIRC 2.3 Registration of Juveniles  

CIRC 2.3.1. Juveniles with a parent or guardian present.  
Patrons under the age of 18 may be issued library cards provided a 
parent or legal guardian co-signer is present at the library and willing to 
accept financial and supervisory responsibility for the card’s use. The 
co-signer must meet the registration requirements in CIRC 2.2.1 or 
CIRC 2.2.2 regarding identity and current street address verification. If 
the co-signer does not reside at the same street address as the patron 
being registered, the co-signer’s street address shall be entered in the 
alternative address field of the patron record.  

CIRC 2.3.2. Exception.  
By local option, a library may issue a library card to a juvenile provided 
a parent or legal guardian’s signature and identification number is 
obtained. A library registering a juvenile in this way MUST include this 

note, “Co-signer’s ID not confirmed,” with the date, library code and 
the initials or name of the staff member entering the registration.  
(NOTE: Six months from the implementation of this CIRC 2.3.2 
Exception, the PPS committee will review this provision of the Patron 
Registration Policy. Based upon statistical findings of the Cooperative, 
libraries utilizing this exception may then be held financially liable for 
other library’s lost or damaged materials checked out to these patrons.) 

 
CIRC 2.5 Alternative Registration If a member library does not comply with Lakeland 
Library Cooperative Registration or Circulation Policies and Procedures, that member library 
will be financially responsible to the owning library for any lost or damaged materials. 
Member libraries must note on the patron record when a card is issued not in accordance with 

the Patron Registration Policy with the note “Alternative Registration” along with the 

date, library code and the initials or name of the staff member entering the registration. 

 
 

For more information about acceptable forms of identification, see Circ 2 Patron Registration 
under the Circulation Policies in the Lakeland Library Cooperative Board Policies.  The Board 
Policies are available at http://members.llcoop.org. 
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g GUARDIAN 
 

• Enter adult's name in the GUARDIAN field. 
 

i GUARD. ID 
 

• Enter the adult's MICH ID in this field. 
 

b BARCODE  

 

• Scan the barcode in the BARCODE field of the patron record. 

• All patron records must be assigned a barcode.  This field must not be left 
blank. 

• Patrons should have only one active barcode.  When replacing a card or re-
registering a patron who has moved, other barcode fields can be changed to 
NOTE (x) fields. 

 

i INITALS 

 

• Type the 2 letter code for your library followed by a forward slash and then 
your initials. 

ab/mp 
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ADDITIONAL VARIABLE FIELDS THAT CAN BE ADDED TO THE 

PATRON RECORD 
 

To enter additional fields, click on the Insert button located on the Toolbar.  Use the drop 
down arrow to see the field names and select the one you want to use. 

 

h ATL. ADDRESS 

 

• If patron has more than one address, enter their alternate address in this field 
(E.g., street address if a patron uses a PO Box, a college student's home 
address, or a patron's seasonal home address).  For entry standards see Address 
above. 

• Use all caps. 

• NO PUNCTUATION. 

• This field is optional. 

• Enter the patron's alternate city/state/zip in this field. 
 

 p ALT. TELEPHONE 

 

• Enter the patron's primary phone number in TELEPHONE field beginning with 
two pound signs for those libraries not using telephone notification.  See 
above. 

• Use this field if the patron provides more than one telephone number. 

• Include the AREA CODE for all phone numbers and enter the number with the 

dash. E.g., 616-999-8765 

 

z E-MAIL ADDRESS 

 

• Enter the patron's e-mail address in this field. 
• This field should be left blank unless the patron has signed the email privacy 

waiver form. 
 

m MESSAGE 

• Enter information in this field that needs to come up each time the patron uses 
their card.  E.g., Wallet found in library. 

• Millennium will also add messages to the patron record for such things as 
claims returned, lost item, etc. 

= PIN 
 

• PIN numbers migrated from Dynix into Millennium. 

• As new patrons are added, do not add this field.  The first time the patron uses 
Lakenet, they will be asked to enter a PIN number that will be stored in the 
patron record in an encrypted format. 

• If patrons forget their PIN number, staff will delete the entire PIN field from 
the patron record.  The next time the patron uses Lakenet they will be asked to 
enter the “new” PIN number. 
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x NOTE 

 

• In this field, enter any additional information necessary for a more complete 
patron record. 

• When information is entered into this field, it must include the date, and 
INITIALS (see INITIALS above). 

• Old barcodes may be changed to NOTE fields. 
 
 

Procedures for merging patrons records when one or both records 

have a Collection Agency Block 
 

Merging patron records causes some problems when we send patrons to Unique.  If you merge 
a patron record that has a collection block with one that does not, it reports the first record to 
Unique as a Paid in Full account since it no longer exists on the system.  Here are the 
procedures to follow when merging patron records. 
 

The Source Record is the record FROM which field will be moved. 

The Destination Record is the record TO which fields will be moved. 
 
If patron records need to be merged, please check to see if the collection agency block is in 
either or both patron records.   
 

If only one patron record has the collection agency block, keep that record as the Destination 

record updating it as needed and then merge the one without the collection block, the Source 

record, onto the Destination record.   
 

If both records have the collection block, please put a message in the Destination record 

stating “Patron record .pxxxxxxx (the patron ID number from the Source Record) was in 
collections and merged with the current patron” including your library two letter code, staff 
initials, and date. 


