Patron Subject Note Headings in KLAS:

UPDATED AS OF 7/25/14
(Please do not abbreviate these headings, as it makes searching by Query difficult)

ALERT– special patrons, advisory board member or blind association member, run-on talker, beware of privacy.

Equipment –for notes related to playback machines (DTBM, C1, etc) and related equipment like headphones, and other machine accessories 

 

Interlibrary Loan–for books and other materials ordered through MSC ILL, etc

 

Profile/Reading Prefers – notes about adjustments, additions (i.e. changes) made to a patron’s profile tab (i.e. media changes [quantity or type], as well as for changes made to a patron’s reading preference tab) 

Patron Main/Address – notice of new address, phone, contact update as well as explanation of changes to main status (inactive, suspend, etc) made to the patron main record or address tab, as well as, transfer info.

 

Subscriptions –for notes associated with Magazines/Series, NLS BARD, Newsline, Aurora Ministries Bibles, if the patron has received a PIN to order books via KLAS WebOPAC, etc

 

Holds/Returned Mail/Overdues – for any and all types of media service holds (for example, inactive for RC or DB service). Also, for any claims returned mail/book issues (RC, DB, etc) and for responses/explanations to overdue notices (RC, DB, etc)

 

BARD Only – the purpose of this heading is to make it easier and quicker to notice patrons that download their own books via NLS BARD

MOC Issues –  for use when a patron creates a mix-up with NLS magazine. Such as returning a book in a magazine cartridge or the opposite. Also, for notes related to overdue NLS Magazine Cartridge Issues.

Programs - for children’s summer reading program, adult winter/summer reading program, TBC book discussion group, etc. 

_________________ Language – (fill in the blank with pertinent language, for example, “Spanish Language” for use when a patron’s primary language of communication is one other than English

SMILE – when patrons share positive unique stories about the talking book service that are beyond the norm of: “ I just love this service and the books”. The information here will be helpful for reports, grant writing and related promotion of the TBC program.

Name Change – to indicate that a patron has legally changed their name, (first or last). Also, for changes to names of institutions. 

Currency Reader – to notify that a patron has requested a free currency reader and that a request has been subsequently submitted in CMLS.

eRead – to indicate that a patron is signed up for eRead Illinois, to record what device(s) they are using, and to record feedback about the eRead program.

Cancel Service – for specifying details as to why exactly the patron is cancelling service (going into nursing home, no longer interested, very ill, etc)

TBC Donor - for donation purposes. Those received from patrons as well as those made on their behalf by others.

Books Wanted - for patron title requests that are NOT in the NLS National catalog or listed as IN PROCESS in the catalog. Also for indicating when a patron wants to receive their older cassette requests in digital book format via ILL. 

Contact - for letters (or email) sent or phone contact with patron or other contact person concerning patron issues that DO NOT fall into any other area (i.e. DO NOT mistakenly place notes regarding recent contact related to machines, book requests, magazines, profile/reading preference changes, programs –things that fall into other areas- under this heading)

Also, any information regarding a recent conversation or message left for a patron, where the patron may be calling back/again. For example, if patron returns my call, ask/tell/do (intro call, follow-up call, verify info, answer/ask question, etc.) 

Furthermore, this note field will be especially helpful for those times when the TBC staff member who left a voicemail message or spoke with patron initially is not in the office when the patron returns the call or calls back regarding the issue. 

Also, for special mailings sent specifically to patron. For example, a postcard (or even an email) requesting books for request only patrons that have depleted their request list.

This is also where you would place any notes related to that first initial orientation phone call welcoming them the TBC program.

Lastly, this is where catalogs (DV, DVD, Magazine, etc) sent per patron request would be listed

General – for the rare notes that DO NOT relate to any other note heading 

Historical – for any old DRA notes that may still be relevant to the patrons service

Digital Duplication on Demand – for use on special occasions when the library downloads books for a patron. Example: bookclub attendees 

Procedures for placing notes in KLAS Patron Comments Area:

When adding any note to a patron record you MUST use one of the subject headings AS LISTED above in its ENTIRETY above in the subject line of the comment box. No abbreviations or other augmentations please!

When adding or updating information in the note field (the large text box), enter/place the most recent note at the top of the box (i.e. press enter at the very top of the box).

Be sure to enter the date first then add the note and your initials at the end. 

For example: 

1/14/10–  Patron called “not receiving enough books” -changed patron profile per request to autoselect based on subject codes and increased max from 5 to 10. PJ 

Also, before adding a new subject heading like “EQUIPMENT” or “PROGRAMS” make sure that heading does not already exist in the patron’s record. If a patron has quite a few headings in the comments section you will need to scroll through the list using the slide/elevator bar to the right of the list.

DO NOT use abbreviations that are NOT readily apparent in meaning when making comments in note box. Please note, there is no limit to the number of characters you can enter into the note field text area. So your note must be detailed and clear (i.e. only use abbreviations that your next door neighbor would understand. 

Lastly, when you are adding a note that corresponds with a change that you are making in a patron’s record be sure to also actually make that change. As we have discovered notes that indicate a patron’s record was made “inactive” or “suspended” yet the record is currently active.  Of course this may be the fault of the person that activated a “suspended” record but FAILED to add a note that they were reactivating the record.  

If a patron mistakenly has two note fields with the same exact heading, please copy and paste the information from one to the other and delete the duplicate note. 

So again, please be sure to make ample use of the comments in KLAS, as they help us serve our patrons better!

