Resource Sharing Alliance Patron Names Standard

The standards for entering patron name information are:

1. Cap locks must always be on.  Example: McNair should be MCNAIR

2. No punctuation should be used, including the apostrophe (’).  Example: OBRIEN not O’BRIEN.  (but DO use hyphens (-) in hyphenated names)(No comma between city and state)
3. Telephone numbers must be entered with dashes. Example: 309-694-9200

4. Patron’s email address should be entered as written using upper and lower case letters.  Example: tGeisel@whoville.com
5. To prevent the creation of duplicate user records in the patron database, use the Check Duplicate User button when entering new users. When using the User Search helper in any wizard, always select the keyword option and All Libraries.  (Note: The preferred user name option will prevent a user’s legal name from appearing in the list of results if the User Search helper is used with the browse option. Entering a suffix will prevent the user’s name from appearing alphabetically in the list of results if the browse option is used.)
6. It is strongly recommended that the date of birth be requested of all users and the birth date field completed on the demographics screen during user registration or user card renewal.  Academics and schools are exempt from this policy.
These standards were approved on January 10, 2008 by the RSA Planning Committee and RSA Users Group.   The revised standards were approved on December 2, 2010 by the RSA Planning Committee and RSA Users Group.
