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Section 1 
BARD Patron Web Pages 

 
1.1 Introduction 
 
 This section of the Braille and Audio Reading Download (BARD) Network Library Handbook presents sample web pages and 
links of the system used by eligible program patrons to enroll in the BARD system, access and download digital materials, and change 
information about their accounts.  Many of these web pages will also be used by network library staff in the course of normal 
operations, e.g., for downloading books, and the other web pages are features with which library staff should be familiar in order to 
understand all of the possible patron interactions with the system.  Section 2 of the handbook describes the features available to 
network library staff to facilitate administration of patron accounts. 
 
 This handbook was not developed as a tutorial for network library staff, but rather as a reference document for the BARD 
system release of April 30, 2009.  A training program for BARD functions performed by network library staff will be completed 
shortly and made available to all network agencies. 
 
 The appendices in this handbook contain samples of all E-mail messages generated by the BARD system, which it sends to 
patrons, libraries, and vendors of third-party Digital Talking Book (DTB) players as required.  Appendix A.1 contains a general 
description of these BARD-generated E-mails, including the protocols and nomenclature used, and the various types of E-mails are 
cited in the handbook where appropriate. 
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Screen 1.2: Log-in 
 

1.2       Log-in 
 

Patrons will access the BARD system via the Internet using 
the Universal Resource Locator (URL) https://nlsbard.loc.gov 
.  This URL will take the user to the BARD Log-in web page, 
which is shown in Screen 1.2, and is identical to that used 
for library staff log-in.  This screen is “branded” with the 
name of the patron’s network library unless the patron is 
applying for a BARD account or using BARD for the first 
time from a new computer. 
 
Patrons must first enroll for use of the BARD system, and 
be approved by library staff, prior to being granted access.  
The initial step in the enrollment process is performed by 
the patron selecting the BARD application instructions 
link, which takes the patron to the web page with BARD 
Application Instructions. 
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Screen 1.3.A: BARD Application Instructions 
 

1.3        BARD Application Instructions 
 

The instructions for completing a BARD application are 
shown in Screen 1.3.A.  A link for technical support to be 
provided by network library staff via telephone and/or E-
mail is shown in the first paragraph (in this example 
tbc@alaska.gov) and again at the bottom of the screen. 
Screen 1.3.B shows an example of how this technical 
support E-mail screen might appear.  At the bottom of the 
page is also a link to the website of the appropriate library 
(in this example The Alaska State Library Talking Book 
Center home page). 
 
 
  
 
 
 
 
 
 
 
Screen 1.3.B: Patron Download Support E-mail Screen 
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Screen 1.3.C: Privacy Statement 
 
 
If the privacy policy link in Screen 
1.3.B is selected, the user is taken to 
Screen 1.3.C, which shows the Privacy 
Statement for using the BARD system.  
This is part of the application 
instructions, but presented in a 
separate web page for emphasis. 
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Screen 1.4.A: Application (Library Selection)  
                        1.4 Application 
 

If the Link to BARD application is selected in Screen 1.3.B, the 
patron is taken to Screen 1.4.A, which is the first screen 
encountered to obtain the actual BARD application form.  In this 
screen, a patron selects from a drop-down menu the library to 
which he or she belongs (the list will include both regional and 
subregional libraries if appropriate).  If the BARD system is being 
accessed for the first time from a particular computer, the branding 
will be for NLS and not a network agency.  However, if a public 
computer is being used, or if someone else has logged into BARD 
before from the particular computer, then the branding will be for 
the network agency rather than for NLS. 
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Screen 1.4.B: Application (Form) 
 

 
 
When a library is selected in Screen 1.4.A, the patron 
is taken to the actual BARD application form, shown 
in Screen 1.4.B. The patron completes the application 
by filling-in the blank data fields and selecting the 
Submit button to submit the application for use of the 
BARD system.  It is very important that the patron’s 
E-mail address be entered correctly, because it is also 
used as the BARD Log-in ID (the BARD system also 
identifies a patron using another unique ID which 
does not change over time even if the patron’s E-mail 
address changes).  The library which the patron 
selected in Screen 1.4.A is automatically filled-in by 
the system in Screen 1.4.B. 
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Screen 1.4.C: Acknowledgement of Application Receipt 

 
Upon completing the information in the 
Application and selecting the Submit button in 
Screen 1.4.B, the message shown in Screen 1.4.C 
appears to the patron acknowledging receipt of the 
application. The BARD system then generates an 
E-mail which is sent to the patron E-mail address 
specified in the application informing them of the 
same, an example of which is shown in Appendix 
A.2. If the BARD application is approved, the 
system-generated E-mail messages shown in 
Appendices A.3 and A.4 are sent to the patron, 
and the E-mail message shown in Appendix A.5 is 
sent to the patron’s library.  If the BARD 
application is rejected, the system-generated E-
mail message shown in Appendix A.6 is sent to 
the patron, and the E-mail message shown in 
Appendix A.7 is sent to the patron’s library.  
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Screen 1.5.A: Recover Your Lost Password (User ID) 

1.5      Recover Your Password 
 
If patrons have lost or forgotten their passwords, they can 
use the Recover your BARD password here link on the 
Log-in web page, which will take them to Screen 1.5.A.  If 
a known BARD User ID (E-mail address) is entered, the 
system will take the patron to Screen 1.5.B., in which the 
patron must respond with the correct answer to his/her own 
private question (which is displayed on the screen).  When 
the Submit button is selected, a new temporary password is 
sent to the patron by the BARD system, an example of 
which is shown in Appendix A.8, to enable him/her to reset 
a new (permanent) password and use the system again. 
 
 

Screen 1.5.B: Recover Your Lost Password (Question and Answer) 
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Screen 1.6: User Pledge 
  

1.6     User Pledge 
 
Screen 1.6 shows the User Pledge for use of the BARD system, 
which is sent to all users the first time that they log-in to the 
system, and periodically thereafter.  Users must select the I 
Agree button in order to gain access to the system. 
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Screen 1.7: BARD Main Page 

1.7 BARD Main Page 
 
The BARD Main Page is shown in Screen 1.7, which is the 
web page to which patrons are taken after they successfully 
log-in to the system.  Various links are provided under the 
major functional headings of Find Books, Find Magazines, 
and Additional Links, which are described below. 
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Screen 1.8.A: Recently Added Books 
                                                                                                                            1.8 Find Books 

 
If the Recently added books link is selected from the 
Find Books portion of the BARD Main Page, the user 
is taken to Screen 1.8.A, from which information on the 
books (including title, author, narrator, reading time, 
subject and annotation) can be read and/or the digital 
books can be downloaded (via the Download links). 
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Screen 1.8.B: Most Popular Books 

 
If the Most popular books link is selected from the Find 
Books portion of the BARD Main Page, the user is taken 
to Screen 1.8.B, from which information on the books 
(including title, author, narrator, reading time, subject and 
annotation) can be read and/or the digital books 
downloaded (via the Download links).  The titles 
displayed are the most popular titles offered by the 
BARD system in the last 90 days, and are grouped by 
Fiction and Non-Fiction. 
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Screen 1.8.C: Search Collection by Keyword(s) (top of screen) 

 
The Search the Collection field in the BARD 
Main Page allows the user to enter any search 
terms and, by hitting the Go button, a query is 
performed and the output records are displayed in 
Screen 1.8.C.  Information on the books matching 
the query keyword(s) shown can be read and/or 
the digital books downloaded by selecting the 
book download link for the specific title. 
 
At the top of Screen 1.8.C are six index links.  
These are internal links to relevant portions of the 
search results.  These index links show the 
number of matches between books in the 
collection and the user-specified search criteria 
for the following six attributes of the book: Title, 
Author, Subject, Annotation, Book Number, and 
Narrator.  In this example, there were five 
matches between the search criteria and Book 
Titles, 37 matches between search criteria and 
Annotations, and no matches for Author, Subject, 
Book Number or Narrator. 
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Screen 1.8.C: Search Collection by Keyword(s) (bottom of screen) 
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Screen 1.8.D: Books Sorted by Author 
 

 
 

Three other collection browsing features are 
also available on the BARD Main Page for 
finding books based upon author’s last name, 
title, or subject.  Using drop-down menus for 
the first letter of the author’s name or the title, a 
specific drop-down menu for subjects, and the 
Go button, output tables are produced by the 
system in a manner identical to that used for the 
keyword search. If the Browse by Author’s Last 
Name, Browse by Book Title, or Browse by 
Subject feature is used, the query will result in 
tables similar to those shown in Screens 1.8.D, 
1.8.E, and 1.8.F, respectively. 
 

 
 

 
 

1-15 



Revision 3 

 
Screen 1.8.E: Books Sorted by Title 
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Screen 1.8.F: Books Sorted by Subject 
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Screen 1.9.A: Recently Added Magazines 

                      1.9 Find Magazines 
 
If the Recently added magazine issues link is 
selected from the Find Magazines portion of the 
BARD Main Page, the user is taken to Screen 
1.9.A, which displays the most recently published 
issue of each periodical that is available on the 
BARD system.  The issues shown are usually, but 
not necessarily, the most recent issues that have 
been added to the BARD system. Users may 
download the issues displayed using the Download 
links shown.  The listing is sorted in alphabetical 
order by magazine title. 
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Screen 1.9.B: Magazines, Most Recent Twelve Months 

 
If the Magazines by Title browse feature are 
selected from the Find Magazines portion of the 
BARD Main Page via the drop-down menu 
which lists specific titles, the user is taken to 
Screen 1.9.B.  For the selected magazine title, 
Download links for all issues one year old or 
less are displayed in chronological descending 
order, which the user may use to download 
specific issues of the magazine. If issues of the 
magazine older than one year are needed, the 
bottom-most link “Older issues of…” must be 
selected. 
. 
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Screen 1.10.A: Update Account Settings 

1.10    Update Account Settings 
 
By selecting the Update account settings link in the Additional 
Links portion of the BARD Main Page, the patron will be taken to 
Screen 1.10.A on which several account maintenance functions are 
provided.  These functions are described further below. 
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Screen 1.10.B: Change BARD Password 

 
 

Using the change your password link on Screen 1.10.A, 
the patron will be taken to Screen 1.10.B, which 
enables the changing of a password by the patron.  The 
criteria for a password are described, and the patron 
must enter the password twice for verification.  The 
restriction “no repeated characters” means that the 
password cannot contain the same characters in 
adjacent positions, but the character can be used 
multiple times if the positions are not adjacent.  The 
Change Password button is finally selected to actually 
change the password. 
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Screen 1.10.C: Change BARD Password Confirmation 

 
When the password has been successfully changed, 
the message shown in Screen 1.10.C will be 
displayed to the patron.  The BARD-generated E-
mail message shown in Appendix A.9 will also be 
sent by the system to the patron when the password 
is changed. 
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Screen 1.10.D: Change BARD E-mail 
 

Using the change your e-mail address link on Screen 
1.10.A, the patron will be taken to Screen 1.10.D, 
which enables the changing of a patron’s E-mail 
address, which is also the User ID for BARD.  The 
patron must enter the new E-mail address twice for 
verification.  The Change E-Mail Address button is 
finally selected to actually change the E-mail address. 
 
The BARD-generated E-mail messages shown in 
Appendices A.10 and A.11 will also be sent by the 
system to the patron’s old and new E-mail addresses, 
respectively, when the E-mail address/User ID is 
changed. 
 
Network library staff will be able to access patrons’ 
transaction records in order to assist patrons, but will 
not be able to access patron-specified passwords. 
 

 

1-23 



Revision 3 

 
 

Screen 1.10.E: Add a Purchased Player 
 

Using the add a purchased player link on Screen 1.10.A; the 
patron will be taken to Screen 1.10.E.  While the function is 
called “add a purchased player,” the patron actually uses this 
screen to request from his/her network agency approval for a 
key (i.e., decryption code for NLS-provided materials) for a 
new purchased player.  At the bottom of the screen is a drop-
dow menu including each possible type of third-party 
playback machine, which the patron uses to specify the 
model of the requested unit.  The BARD system then 
generates and sends to the patron the E-mail message shown 
in Appendix A.12. 
 
If the request for adding a purchased player is approved, the 
system-generated E-mail message shown in Appendix A.13 
is sent to the player manufacturer, and the E-mail message 
shown in Appendix A.14 is sent to the patron.  If the request 
is rejected, the system-generated E-mail message shown in 
Appendix A.15 is sent to the patron. 
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Screen 1.11.A: BARD Support Links 
 

 
By selecting the Help link in the 
Additional Links portion of the BARD 
Main Page, the patron will be taken to 
Screen 1.11.A.  On this screen the patron 
may select the Instructions or Frequently 
Asked Questions (FAQ) link, both of 
which are described further below, go 
back to the BARD Main Page using the 
link provided, or use the library E-mail 
address or web site links for assistance. 
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Screen 1.11.B: Instructions 
 

1.11 Instructions 
 

If the Instructions link in Screen 1.11.A is 
selected, the pages of information shown in 
Screen 1.11.B will be displayed, which provide 
comprehensive information on the BARD system 
and its use by program patrons.  Several Help 
links are provided, as are links to specific portions 
of the instructions. 
 

1-26 



Revision 3 

Screen 1.11.B: Instructions (continued) 
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Screen 1.11.B: Instructions (continued) 
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Screen 1.11.B: Instructions (continued) 
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Screen 1.11.B: Instructions (continued) 
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Screen 1.11.B: Instructions (continued) 
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Screen 1.12.A: Frequently Asked Questions (Links) 
1.12 Frequently Asked Questions (FAQ) 

 
By selecting the Help link in the Additional Links portion of 
the BARD Main Page, the patron will be taken to Screen 
1.11.A shown earlier.  If the Frequently Asked Questions 
(FAQ) link is selected in Screen 1.11.A, the links shown in 
Screen 1.12.A will be displayed, which provide a 
comprehensive range of questions and answers regarding the 
BARD system and its use by program patrons.  Patrons can 
jump to either the major headings or to specific questions and 
answers; all of the contents are located on a single web page.  
The contents of the FAQ answers are shown in Screen 
1.12.B. 
 
It is noted that NLS intends to change the FAQ portion of the 
BARD website over time as new questions are asked and 
answers are provided, so the questions and answers in this 
document may not reflect exactly what is current on the 
BARD website.  Library staff should, therefore, familiarize 
themselves with new questions and answers as they are 
added to the BARD website. 
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Screen 1.12.B: FAQ Answers to Questions 
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Screen 1.12.B: FAQ Answers to Questions (continued)   
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Screen 1.12.B: FAQ Answers to Questions (continued) 
 

 
 
Screen 1.12.B: FAQ Answers to Questions (continued) 
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Screen 1.12.B: FAQ Answers to Questions (continued) 
 

 
 
Screen 1.12.B: FAQ Answers to Questions (continued) 
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Screen 1.13: Log Out 
1.13 Log Out 

 
When a patron ends his or her BARD session using the 
Log out link found at the bottom of most BARD web 
pages, the message shown in Screen 1.13 is displayed.  A 
link to log-in again is provided on this screen, as well as 
the two technical support links for the patron’s library. 
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Section 2 
Library Administration 

 
 
 

2.1 Introduction 
 
 This section of the BARD Network Library Handbook describes features available to network library staff to facilitate 
administration of patron accounts.  Use of these administrative features by library staff enables eligible program patrons to access and 
use the BARD system for downloading digital books and magazines.  This section presents examples of the web pages and links 
available on the BARD system for use by network library staff for the performance of administrative functions. 
 
 Section 2 was not developed as a tutorial, but rather as a reference document for use by network library staff to use the BARD 
system release of April 30, 2009.  A training program for BARD administration functions performed by network library staff will be 
completed shortly and made available to all network agencies. 
 
 This handbook also presents examples of the web pages and links available on the BARD system for use by program patrons.  
Many of these web pages will also be used by network library staff in the course of normal operations, e.g., for downloading books, 
and the other patron web pages are features with which library staff should be familiar in order to understand all of the possible patron 
interactions with the system.  For administrative functions, additional information appears at the bottom of these web pages that does 
not appear at the bottom of patron web pages (e.g., reference Screen 2.4).  Rather than also repeating these examples and descriptions 
in this section, they are instead included in Section 1 only and cited by reference. 
 
 The appendices in this handbook contain samples of all E-mail messages generated by the BARD system, which it sends to 
patrons, libraries, and vendors of third-party Digital Talking Book (DTB) players as required.  Appendix A.1 contains a general 
description of these E-mails, including the protocols and nomenclature used, and the various types of BARD-generated E-mails are 
cited in the handbook where appropriate. 
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2.1.1 Roles of NLS, CMLS, and Network Libraries in BARD System Operations 
 
 NLS will operate and maintain the BARD system, using its own staff and/or contractor support as necessary, which will 
include maintaining and augmenting the collection of materials available in digital format from the system, maintaining and 
augmenting the system’s infrastructure (hardware, software, telecommunications capabilities, security capabilities, etc.) as required, 
and providing technical support to network library staff for use of the system.  NLS will also operate and maintain, via contractor, the 
Comprehensive Mailing List System (CMLS), which will serve as a verification database that will either allow a patron to access the 
BARD system or deny access based upon the patron’s CMLS ID.  Network libraries will enroll their patrons for use of the BARD 
system, and maintain patron accounts as necessary, if the following three conditions are met: (1) the reader is an existing patron of the 
network library; (2) the reader is a patron in good standing; and (3) the patron’s record appears in CMLS with a current, valid CMLS 
ID. 
 
2.1.2 Roles of Network Library Approvers, Reviewers, and Administrators in BARD System Operations 
 
 There will be a 3-tier hierarchy of authority and privilege levels in network library staff for BARD System operations.  These 
three authority and privilege levels, listed in order of increasing authority and privilege, are described below along with the duties and 
capabilities required for each level. 
 
(1) BARD Library Approver (also referred to as Verifier): This person can enter CMLS IDs for patrons on BARD applications, 
examine BARD applications and recommend that they be accepted or rejected, examine BARD patron data which can be used to 
troubleshoot BARD patron problems, and make limited changes to BARD patron data if permissions allow such as resetting 
passwords, changing E-mail addresses and disabling accounts.  This person should be detail-oriented, an accurate typist, able to 
lookup patron data in the library’s automation system, and very comfortable using the Internet to perform tasks. 
 
(2) BARD Library Reviewer: This person must have all the capabilities of an Approver, but also both possess the judgment required to 
make the final determination on BARD applications (which result in patrons either being accepted or rejected for use of the BARD 
System) and possess the authority within the library’s organization to make such determinations.  Although the Reviewer can be the 
same person as the Approver, it is recommended that they be different people if possible. 
 
(3) BARD Library Administrator: This person must have all the capabilities of a Reviewer, but also both possess the managerial skills 
required to designate library staff as either Approvers or Reviewers, and possess the authority within the library’s organization to 
make such designations.  NLS recommends that there be only one person at this level in a network library, and that Regional Libraries 
which use Subregional Libraries may want the Administrator to reside only at the Regional Library. 
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Screen 2.2: BARD Log in Web Page 
  2.2 BARD Log in 

 
Network library staff will access the BARD system via the Internet 
using the URL https://nlsbard.loc.gov .  This URL will take the 
user to the BARD Log-in web page, which is shown in Screen 2.2. 
 
In addition to enabling the user to log in to the BARD system, this 
screen also enables a first-time user to access the application 
instructions and begin the process of gaining access to BARD (the 
link BARD application instructions), or enables an existing user to 
recover a lost password (the link Recover your BARD password 
here).  Both of these features are described in Section 1, and it is 
assumed for this section that the network library staff user neither 
needs to complete an application (and obtain a password) nor 
retrieve a lost password.  At the bottom of the Log-in screen are 
two support links, the first of which can send an E-mail to library 
staff who provide technical support (in this example, 
tbc@alaska.gov), and the second of which is the library’s Internet 
web site (in this example, The Alaska State Library Talking Book 
Center home page). 
 
The user enters his or her E-mail address, which also serves as the 
BARD Log-in ID, into the E-mail Address field, and his or her 
password into the Password field. Note that the password is case-
sensitive. If the correct combination that is recognized by the 
system is entered and the Login button is selected, the user will 
then be taken to the BARD Main Page. 
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Screen 2.3: BARD Main Page     
2.3 BARD Main Page 
 
The BARD Main Page is shown in Screen 2.3, and enables the 
user to search the NLS collection for books and magazines (and 
ultimately access them) and to update patron accounts using a 
self-service rather than library-based support approach and, if 
necessary, seek support for use of the BARD system via Help 
links.  This web page, and the features to which it links, are 
shown in Screen 1.7 of this document. 
 
While both patrons and library staff will use the same features on 
the BARD Main Page screen for searching and accessing 
materials and/or for obtaining technical support, library staff will 
use other more comprehensive administrative features to manage 
patron accounts than those used by patrons via the Update 
account settings link shown near the bottom of the page.  Library 
staff will instead use the BARD administration home page link at 
the very bottom of the screen to take them to the more 
comprehensive ensemble of management features available on 
the BARD Administration Home Page. The BARD 
Administration Home Page can also be accessed directly from 
the Log-in web page, and the BARD Main Page thus 
circumvented, if the user logs in via a browser bookmark pointed 
directly to the BARD Administration Home Page. 
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Screen 2.4: BARD Administration Home Page (top of page) 
 

2.4   BARD Administration Home Page 
 
The BARD Administration Home Page, shown in Screen 2.4, is 
the web page which provides network agency staff with all the 
functionality necessary to manage patron accounts.  The features 
offered are divided into four major functional groupings: (1) 
Approval Pages, in which various approval and review actions are 
formally managed; (2) Account Management, which allows rapid 
queries of account information and rapid jumping to various 
screens; (3) Patron Pages, which are the BARD web pages that a 
patron uses, and additionally an E-mail test function; and, (4) 
Statistics, which provides several types of both detailed and 
aggregated statistics for the library at which the user is located and 
for individual patrons at that library. 

                        
Each of these four broad functional areas, and all of their 
components, are presented in the balance of this section except for 
the components of the Patron Pages.  All of the Patron Pages 
components, except that for Send a test email to a patron, are 
presented in Section 1.  
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Screen 2.4: BARD Administration Home Page (bottom of page) 
 

 
The information displayed in the Your Information 
portion at the bottom of the BARD Administration 
Home Page is also displayed at the bottom of most 
administrative web pages in the system.  For a given 
library staff user, library, privilege level, and work 
session on the BARD system, all  the information 
shown in the Your Information portion will be identical 
on all screens on which it is displayed.  Therefore, this 
information is not repeated in the screens that follow in 
this section unless it has been grouped into a single 
image with data from the subject screen. 
 

 
 
  
 
  
 
 
 
 
 

2-6 



Revision 3 

Screen 2.5: Approval Pages    
          2.5 Approval Pages 

 
A sample of the Approval Pages portion of the BARD 
Administration Home Page is shown in Screen 2.5, which is 
displayed at the top of the web page, and which also displays the 
current date and time for the account requests in the system.  
Selecting a link below that message takes the user to the respective 
component.  Examples of each component of the Approval Pages 
portion of the BARD Administration Home Page are presented 
below.  While the BARD system allows more than one person to 
work on an application simultaneously, it is highly recommended 
that libraries allow only one person to work on one application at a 
time. Furthermore, while multiple users can simultaneously access 
a record in the system, only one user can update the record during 
the session. 
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Screen 2.5.1: Awaiting Application Verification – Patron Application (Index) 
 

2.5.1      Awaiting Application Verification 
 
When the link Awaiting application verification is 
selected, the user is taken to Screen 2.5.1, which 
contains a listing, or index, of all patron records in the 
first step in BARD application processing, i.e., initial 
applications for use of BARD have been received from 
existing library patrons and are awaiting verification by 
the staff of that library (patrons must already be 
enrolled in the free library program prior to being 
enrolled in BARD).  Upon submission of an 
application, BARD sends the patron the E-mail shown 
in Appendix A.2, and puts the patron request in this 
queue. The records are listed in First-In First-Out 
(FIFO) order with the oldest records, i.e., the records 
having been the longest time in the queue, appearing at 
the top.  The user, however, can select any record 
desired for further processing.  A total count of the 
number of records in the queue is also shown at the top 
of the display.     
Various data elements/fields are displayed for each 
record, the key field being the patron Log-in ID, which 
is located in the leftmost column.  All records in the 
queue have the same status, i.e., Awaiting Application 
Verification, while they could have one of several 
Dispositions (most of the records will have the 
Disposition “New” for some time to come). By 
selecting a given record via the Log-in ID (patron E-
mail) field, the user is then taken to the individual 
application record for that patron in the queue. 
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Screen 2.5.2: Patron Application: Awaiting Verification       
2.5.2    Patron Application: Awaiting Verification 

 
When a user selects an individual record from Screen 2.5.1 using 
the Log-in ID, the BARD system displays the associated patron 
application (individual) record, as shown in Screen 2.5.2.  Library 
staff who perform the application approval/verification function 
must examine the information displayed, verify that the individual 
is a valid, existing patron of the library, and enter the 
Comprehensive Mailing List System (CMLS) ID in the field 
indicated (which the patron does not provide, and is the major 
validating step in the verification process used by the library). 
 
The Approver must then select one of the buttons for 
Recommendation (More Review, Allow Download or Reject) and 
one of the buttons for New Status (Awaiting Application 
Verification or Awaiting Review).  There is also a Comments field 
in the record, which will be sent to the patron only if the application 
is rejected, but is also useful for library staff notes.  The BARD 
system initially assigns a BARD ID (a number which never 
changes, as distinct from the E-mail address used as the Log-in ID), 
which is shown at the bottom of the screen, as well as Created By 
and Last Modified By information. 
 
After completion of all data entries, the user must select the Submit 
button in order for the system to accept the entries and decisions 
made by the Approver.  The user is then taken back to the index of 
applications awaiting verification (Screen 2.5.1), the record just 
processed will be deducted from the queue and added to the queue 
of records awaiting Review (if the status has been changed), and a 
message will appear at the top of the listing saying “saving record 
(for the subject patron)” or, alternatively, an error message(s). 
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Screen 2.5.3: Awaiting Purchased Player Approval (Index)                
 

2.5.3 Awaiting Purchased Player Approval (Index) 
 
When the link Awaiting purchased player approval is 
selected, the user is taken to Screen 2.5.3, which contains an 
index of all patron records that have the status of awaiting 
approval for use of a third-party digital playback machine 
which they have purchased (as opposed to a library-provided 
machine) by the staff of that library. Upon submission of a 
request from a patron, BARD sends the patron the E-mail 
shown in Appendix A.12, and puts the patron request in this 
queue. The records are listed in this index in FIFO order with 
the oldest records, i.e., the record having been the longest 
time in this queue, appearing at the top.  The user, however, 
can select any record desired for further processing.  A total 
count of the number of records in the queue is also shown at 
the top of the display. 
 
Various data elements/fields are displayed for each record, 
the key field being the patron Log-in ID, which is located in 
the leftmost column.  All records in the queue have the same 
status, i.e., Awaiting Purchased Player Approval, and most of 
the records will have the Disposition “New” for some time to 
come.  By selecting a given patron record via the Log-in ID 
(patron E-mail address) field, the user is then taken to the 
individual application record for that patron in the queue to 
make the recommendation for purchased player approval. 
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Screen 2.5.4: Awaiting Purchased Player Approval (Individual Record) 
 

2.5.4 Awaiting Purchased Player Approval (Individual         
Record) 
  
When a user selects an individual record from the Awaiting Purchased 
Player Approval  Index (Screen 2.5.3) using the Log-in ID, the BARD 
system displays the associated patron (individual) record, as shown in 
Screen 2.5.4.  Library staff that performs the purchased player 
approval function must review the information displayed and make an 
initial determination.  At this stage, the individual is already 
determined by the system to be a valid, existing patron of the library, 
and the address and CMLS ID fields in the patron record are filled-out 
by the system.  More than one Purchased Player may be used by a 
patron and entered in the system, but the players must be added to the 
system one-at-a-time. 
 
The Approver must then select one of the buttons for Recommendation 
and one of the buttons for New Status.  There is also a Comments field 
in the record, which will be sent to the patron only if this action is 
ultimately rejected.  The system also shows, at the bottom of the 
screen, Created By and Last Modified By information. 
 
After completion of all data entries, the user must select the Submit 
button in order for the system to accept the entries and decisions made 
by the Approver.  The user is then taken back to the index of records 
for patrons awaiting purchased player approval (Screen 2.5.3), the 
record just processed will be deducted from the queue, and a message 
will appear at the top of the listing saying “accepting (or rejecting) new 
player request (for the subject patron).” 
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Screen 2.5.5: Awaiting Library Transfer Approval (Index)  
2.5.5 Awaiting Library Transfer Approval 
(Index) 

  
When the link Awaiting library transfer approval is 
selected, the user is taken to Screen 2.5.5, which contains 
a listing of all patron records that have the status of 
awaiting approval by the staff of the subject library (the 
“gaining library”) for a transfer of patrons from other 
libraries (the “losing” libraries, which initiated the 
transfers, and not shown on this particular screen).  The 
records are listed in this index in FIFO order with the 
oldest records, i.e., the record having been the longest 
time in this queue, appearing at the top.  The user, 
however, can select any record desired for further 
processing.  A total count of the number of records in the 
queue is also shown at the top of the display.  
 
Various data elements/fields are displayed for each 
record, the key field being the patron Log-in ID, which is 
located in the leftmost column.  All records in the queue 
have the same status, i.e., Awaiting Library Transfer 
Approval.  By selecting a given patron record via the 
Log-in ID (patron E-mail) field, the user is then taken to 
the individual record for that patron in the queue to make 
the recommendation for library transfer approval. 
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Screen 2.5.6: Awaiting Library Transfer Approval (Individual Record) 
  

2.5.6 Awaiting Library Transfer Approval (Individual 
Record) 
 
When a user selects an individual record from the Awaiting 
Library Transfer Approval index (Screen 2.5.5) using the Log-
in ID, the BARD system displays the associated patron 
(individual) record, as shown in Screen 2.5.6.  Library staff at 
the gaining library that performs the library transfer approval 
function must review the information displayed and make a 
recommendation. At this stage, the individual is purported to 
be a valid, existing patron of the losing library else the 
processing would not have reached this point.  However, if the 
losing library were to send a transfer to the wrong gaining 
library, or if a patron never showed up at the gaining library, 
then the application for transfer would be rejected. If the 
patron has a third-party player, the player’s key will continue 
to work at the gaining library.  It is noted that BARD does not 
perform all  processing that is necessary to transfer a patron 
from one network library to another, rather only that necessary 
for the patron to access and use the BARD system.  Please also 
note that the CMLS ID must be filled in before it can be 
approved. 
 
After completion of all data entries, the user must select the 
Submit button in order for the system to accept the entries and 
decisions made by the Approver.  The user is then taken back 
to the index of records for patrons awaiting library transfer 
approval (Screen 2.5.5), the record just processed will be 
deducted from the queue if the status changed and go into the 
queue of actions awaiting Review, and a message will appear 
at the top of the listing saying “accepting (or rejecting) library 
transfer request (for the subject patron).” 
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Screen 2.5.7: Awaiting Review (Index)     
 

2.5.7 Awaiting Review (Index) 
 
When the link Awaiting review is selected from the BARD 
Administration Home Page, the user is taken to Screen 
2.5.7, which contains a listing of all patron records that have 
the status of awaiting review by the staff of that library for 
all types of transactions that require review, which is the 
second step in the BARD administration process.  The 
records are listed in this index in FIFO order with the oldest 
records, i.e., the record having been the longest time in this 
queue, appearing at the top.  The user, however, can select 
any record desired for further processing.  A total count of 
the number of records in the queue is also shown at the top 
of the display. 
 
Various data elements/fields are displayed for each record, 
the key field being the patron log-in ID, which is located in 
the leftmost column.  All records in the queue have the 
same status, i.e., Awaiting Review, although they could 
have one of several different dispositions.  By selecting a 
given patron record via the Log-in ID (patron E-mail 
address) field, the user is then taken to the individual record 
for that patron in the queue to make the final determination 
for the review. 
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Screen 2.5.8: Awaiting Review (Individual Record)   
               2.5.8 Awaiting Review (Individual Record) 
  

When a user selects an individual record from the Awaiting 
Review index (Screen 2.5.7) using the Log-in ID, the BARD 
system displays the associated patron (individual) record, as 
shown in Screen 2.5.8.  Library staff that performs the review 
function must examine the information displayed and make a 
final determination on the action. At this stage, a 
recommendation has been made by the Approver/Verifier, 
which is displayed on the screen, for the action pending the 
concurrence of the Reviewer. 
 
The Reviewer must then select one of the buttons for 
Recommendation and one of the buttons for New Status.  There 
is also a Comments field in the record, which will be sent to the 
patron only if the requested action is rejected. 
 
After completion of all data entries, the user must select the 
Submit button in order for the system to accept the entries and 
decisions made by the Reviewer.  The user is then taken back to 
the index of records for patrons awaiting review (Screen 2.5.7), 
the record just processed will be deducted from the queue if the 
status changed, else it will remain in the queue, and a message 
will appear at the top of the listing summarizing the action taken 
for and the current status of the most recently processed record. 
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Screen 2.5.9: Patron Application Action: Allow; Reject: More Review 
– Allow Download (Index) 

2.5.9   Patron Application Action: Allow; Reject;            
More Review (Allow Download – Index) 
 
When the link Awaiting review – allow download is selected 
from the BARD Administration Home Page, the user is taken 
to Screen 2.5.9, which contains a listing of all patron records 
that have the status of Awaiting Review/Allow Download (a 
subset of the total actions awaiting review) and require review 
by library staff, which is the second step in the BARD 
administration process.  The records are listed in this index in 
FIFO order with the oldest records, i.e., the record having been 
the longest time in this queue, appearing at the top. The user, 
however, can select any record desired for further processing.  
A total count of the number of records in the queue is also 
shown at the top of the display. 
 
Various data elements/fields are displayed for each record, the 
key field being the patron Log-in ID, which is located in the 
leftmost column.  All records in the queue have the same status 
(Awaiting Review) and disposition (Allow Download). By 
selecting a given patron record via the Log-in ID (patron E-
mail address) field, the user is then taken to the individual 
record for that patron in the queue to make the final 
determination for the review. 
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Screen 2.5.10: Patron Application Action: Allow; Reject: More Review  
– Allow Download (Individual Record)      

2.5.10     Patron Application Action: Allow; Reject; More    
Review (Allow Download – Individual Record) 
 
When a user selects an individual record from the Awaiting 
Review/Allow Download index (Screen 2.5.9) using the Log-in ID, the 
BARD system displays the associated patron (individual) record, as 
shown in Screen 2.5.10.  Library staff that performs the review 
function must examine the information displayed and make a final 
determination on the action.  At this stage, the individual has already 
been determined by an Approver to be a valid, existing patron of the 
library, and a recommendation has been made approving the action 
pending the concurrence of the Reviewer. 
 
The Reviewer must then select one of the buttons for Recommendation 
and one of the buttons for New Status.  There is also a Comments field 
in the record, which will be sent to the patron only if the action is 
rejected. 
 
After completion of all data entries, the user must select the Submit 
button in order for the system to accept the entries and decisions made 
by the Reviewer.  The user is then taken back to the index of records 
for patrons Awaiting Review/Allow Download, the record just 
processed will be deducted from the queue if the status changed, else it 
will remain in the queue, and a message will appear at the top of the 
listing summarizing the action taken for and the current status of the 
most recently processed record. 
 
If download is approved by the Reviewer, the Application approved 
and Welcome BARD-generated E-mails messages shown in 
Appendices A.3 and A.4, respectively, are sent to the patron, and the 
E-mail message shown in Appendix A.5 is sent to the library. 
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Screen 2.5.11: Patron Application Action: Allow; Reject: More Review  
– Allow Player Approval (Index)                     

 
         2.5.11   Patron Application Action: Allow; Reject; 
More   Review (Allow Player Approval – Index) 
 
When the link Awaiting review – allow purchased player is 
selected from the BARD Administration Home Page, the user 
is taken to Screen 2.5.11, which contains a listing of all patron 
records that have the status of Awaiting Review/Allow Player 
Approval and require review by library staff, which is the 
second step in the BARD administration process.  The records 
are listed in this index in FIFO order with the oldest records, 
i.e., the record having been the longest time in this queue, 
appearing at the top.  The user, however, can select any record 
desired for further processing.  A total count of the number of 
records in the queue is also shown at the top of the display. 
 
Various data elements/fields are displayed for each record, the 
key field being the patron Log-in ID, which is located in the 
leftmost column.  All records in the queue have the same 
status, i.e., Awaiting Review/Allow Player Approval.  By 
selecting a given patron record via the Log-in ID (patron E-
mail) field, the user is then taken to the individual record for 
that patron in the queue to make the determination for the 
review. 
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Screen 2.5.12: Patron Application Action: Allow; Reject: More Review 
– Allow Player Approval (Individual Record) 

2.5.12 Patron Application Action: Allow; Reject; More Review 
(Allow Player Approval – Individual Record) 
 
When a user selects an individual record from the Awaiting 
Review/Allow Player Approval index (Screen 2.5.11) using the Log-in 
ID, the BARD system displays the associated patron (individual) 
record, as shown in Screen 2.5.12.  Library staff that performs the 
review function must examine the information displayed and make a 
final determination on the action.  At this stage, the individual has 
already been determined by an Approver to be a valid, existing patron 
of the library, and a recommendation has been made for the action 
pending the concurrence of the Reviewer. 
 
The Reviewer must then select one of the buttons for Recommendation 
and one of the buttons for New Status.  There is also a Comments field 
in the record, which will be sent to the patron if the action is rejected. 
 
After completion of all data entries, the user must select the Submit 
button in order for the system to accept the entries and decisions made 
by the Reviewer.  The user is then taken back to the index of records 
for patrons Awaiting Review/Allow Player Approval, the record just 
processed will be deducted from the queue if the status changed, else it 
will remain in the queue, and a message will appear at the top of the 
listing summarizing the action taken for and the current status of the 
most recently processed record. 
 
If addition of the new player is approved by the Reviewer (by selecting 
Allow Player Approval (recommendation) and Reviewed (status) on the 
screen), the BARD-generated E-mail message shown in Appendix A.13 is 
sent automatically to the purchased player manufacturer authorizing it to 
send the patron the key, and the E-mail message shown in Appendix A.14 
is sent automatically to the patron informing him or her of the approval. 

2-19 



Revision 3 

 
Screen 2.5.13: Transfer Action: Allow; Reject: More Review  
– Awaiting Review/Allow Transfer (Index) 

 2.5.13    Transfer Action: Allow; Reject; More Review 
(Awaiting Review/Allow Transfer – Index) 

 
When the link Awaiting review – allow library transfer is 
selected from the BARD Administration Home Page, the 
user is taken to Screen 2.5.13, which contains a listing of all 
patron records that have the status of Awaiting 
Review/Allow Transfer and require review by library staff, 
which is the second step in the BARD administration 
process.  The records are listed in this index in FIFO order 
with the oldest records, i.e., the record having been the 
longest time in this queue, appearing at the top.  The user, 
however, can select any record desired for further processing.  
A total count of the number of records in the queue is also 
shown at the top of the display. 
 
Various data elements/fields are displayed for each record, 
the key field being the patron Log-in ID, which is located in 
the leftmost column.  All records in the queue have the same 
status, i.e., Awaiting Review/Allow Transfer.  By selecting a 
given patron record via the Log-in ID (patron E-mail 
address) field, the user is then taken to the individual record 
for that patron in the queue to make the determination for the 
review. 
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Screen 2.5.14: Transfer Action: Allow; Reject: More Review – 
 Awaiting Review/Allow Transfer (Individual Record) 

2.5.14   Transfer Action: Allow; Reject; More Review 
(Awaiting Review/Allow Transfer – Individual Record) 
 
When a user selects an individual record from the Awaiting 
Review/Allow Transfer index (Screen 2.5.13) using the Log-in 
ID, the BARD system displays the associated patron 
(individual) record, as shown in Screen 2.5.14.  Library staff 
that performs the review function must examine the information 
displayed and make a final determination on the action.  At this 
stage, the individual has already been determined by an 
Approver to be a valid, existing patron of the library, and a 
recommendation has been made for the action pending the 
concurrence of the Reviewer. 
 
The Reviewer must then select one of the buttons for 
Recommendation and one of the buttons for New Status; if 
Allow Transfer and Reviewed are selected, respectively, then 
the patron is actually transferred.  There is also a Comments 
field in the record which will be sent to the patron only if the 
action is rejected. 
 
After completion of all data entries, the user must select the 
Submit button in order for the system to accept the entries and 
decisions made by the Reviewer.  The user is then taken back to 
the index of records for patrons awaiting review/allow transfer 
(Screen 2.5.13), the record just processed will be deducted from 
the queue if the status changed, else it will remain in the queue, 
and a message will appear at the top of the listing summarizing 
the action taken for and the current status of the most recently 
processed record. 
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Screen 2.5.15: Awaiting Review/More Review (Index) 

      2.5.15      Awaiting Review/More Review (Index) 
 
When the link Awaiting review – more review is selected from 
the BARD Administration Home Page, the user is taken to  
Screen 2.5.15, which contains a listing of all patron records 
that have the status of Awaiting Review/More Review and 
require further review by library staff in the second step in the 
BARD administration process (i.e., review).  Records attain 
this status and disposition if an Approver determines that 
insufficient information exists to make a decision on the 
action.  The records are listed in this index in FIFO order with 
the oldest records, i.e., the record having been the longest time 
in this queue, appearing at the top.  The user, however, can 
select any record desired for further processing.  A total count 
of the number of records in the queue is also shown at the top 
of the display. 
 
Various data elements/fields are displayed for each record, the 
key field being the patron Log-in ID, which is located in the 
leftmost column.  All records in the queue have the same 
status, i.e., Awaiting Review/More Review.  By selecting a 
given patron record via the Log-in ID (patron E-mail address) 
field, the user is then taken to the individual record for that 
patron in the queue to make the determination for the review. 

 
 
 
 
         
 
 

2-22 



Revision 3 

 
Screen 2.5.16: Awaiting Review/More review (Individual Record) 

2.5.16 Awaiting Review/More Review (Individual 
Record) 
 
When a user selects an individual record from the Awaiting 
Review/More Review index (Screen 2.5.15) using the Log-in ID, 
the BARD system displays the associated patron (individual) 
record, as shown below in Screen 2.5.16.  Library staff that 
performs the review function must examine the information 
displayed, perform additional review and make a final 
determination on the action.  At this stage, the individual has 
already been determined by an Approver to be a valid, existing 
patron of the library, and the Approver has also indicated the need 
for further review before making a recommendation. 
 
The Reviewer must then select one of the buttons for 
Recommendation and one of the buttons for New Status for the 
request.  There is also a Comments field in the record, which will 
be sent to the patron only if the action is rejected. 
 
After completion of all data entries, the user must select the 
Submit button in order for the system to accept the entries and 
decisions made by the Reviewer.  The user is then taken back to 
the index of records for Awaiting Review/More Review (Screen 
2.5.15), the record just processed will be deducted from the queue 
if the status changed, else it will remain in the queue, and a 
message will appear at the top of the listing summarizing the 
action taken for and the current status of the most recently 
processed record. 
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Screen 2.5.17: Awaiting Review: Accept or Reject (Index) 
 

 2.5.17   Awaiting Review: Accept or Reject (Index) 
 
When the link Awaiting review – reject: see comment is 
selected from the BARD Administration Home Page; the 
user is taken to Screen 2.5.17, which contains a listing of 
all patron records that have the status of Awaiting 
Review/Reject and require review by library staff in the 
second step in the BARD administration process.  The 
records are listed in this index in FIFO order with the 
oldest records, i.e., the record having been the longest 
time in this queue, appearing at the top.  The user, 
however, can select any record desired for further 
processing.  A total count of the number of records in the 
queue is also shown at the top of the display. 
 
Various data elements/fields are displayed for each 
record, the key field being the patron Log-in ID, which is 

located in the leftmost column.  All records in the queue 
have the same status, i.e., Awaiting Review/Reject.  By 
selecting a given patron record via the Log-in ID (patron 
E-mail address) field, the user is then taken to the 
individual record for that patron in the queue to make the 
determination for the review. 
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Screen 2.5.18: Awaiting Review: Accept or Reject (Individual Record) 
  2.5.18 Awaiting Review: Accept or Reject (Individual 

Record) 
 
When a user selects an individual record from the Awaiting 
Review/Reject index (Screen 2.5.17) using the Log-in ID, the 
BARD system displays the associated patron (individual) record, 
as shown in Screen 2.5.18.  Library staff that performs the review 
function must examine the information displayed and make a 
final determination on the action.  At this stage, the individual 
may or may not have already been determined by an Approver to 
be a valid, existing patron of the library, and a recommendation 
(rejection) has been made for the specific action pending the 
concurrence of the Reviewer. 
 
The Reviewer must then select one of the buttons for 
Recommendation and one of the buttons for New Status.  There is 
also a Comments field in the record, which will be sent to the 
patron only if the action is rejected, explaining the reason for 
rejection. 
 
After completion of all data entries, the user must select the 
Submit button in order for the system to accept the entries and 
decisions made by the Reviewer.  The user is then taken back to 
the index of records for Awaiting Review/Reject, the record just 
processed will be deducted from the queue if the status changed, 
else it will remain in the queue, and a message will appear at the 
top of the listing summarizing the action taken for and the current 
status of the most recently processed record. 
 
Appendices A.6 and A.7 show the BARD-generated E-mails sent 
to the patron and library for an application rejection, respectively, 
and Appendix A.15 shows the E-mail sent to the patron for 
rejection of a purchased player request. 
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Screen 2.6: Account Management 
2.6 Account Management 
 

 
The Account Management portion of the BARD Administration 
Home Page is shown in Screen 2.6, which is displayed in the 
middle of the web page.  Selecting one of the four links below 
the Account Management title takes the user to the respective 
component. 
 
Each of the four links is also available via an icon: U stands for 
User Account, N stands for new request records, T stands for 
Transaction records in the BARD system, and E stands for E-
mail log records.   Examples of each of these four components of 
the Account Management web pages of the BARD 
Administration Home Page are presented below. 
 
Generally speaking, the user can select one of the four options; 
search for a record or multiple records by specifying query 
criteria; submit a query; and obtain and review records returned 
by the query given the privilege level of the user. 
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Screen 2.6.1.A: Select User Account to Edit (Search) 
 

2.6.1       Existing Accounts 
 
Selecting the Existing accounts link, or the icon U , will 
take the user to the Select User Account to Edit screen, i.e., 
Screen 2.6.1.A, which enables searching for and locating 
records for existing patrons using a variety of search 
criteria.  As noted at the top of the screen, the use of more 
than one field will be interpreted by the system as an 
“AND”, meaning that all criteria must be satisfied to 
retrieve the record(s). 
 
The “*” can be used as a wildcard in the search for records, 
meaning that it can be a substitute for any character in an 
alphanumeric string; however, wildcards cannot be used in 
date fields.  There are three drop-down menus on the 
screen from which the user may select the appropriate 
entries for the Account Status, Privilege Level, and Library 
Code fields. 
 
The system will only retrieve records to which the user has 
access. 
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Screen 2.6.1.B: Select User Account to Edit (Listing) 
 

 
When the user selects the Submit Query button at the 
bottom left of Screen 2.6.1.A, the records extracted 
from the system database are displayed in a table, an 
example of which is shown in Screen 2.6.1.B.  The 
user can jump to other pages of the display for output 
records by selecting one of the several choices shown 
at the top of the table, and the records can be sorted 
using any field in the record by using the drop-down 
menu on the top of the screen and selecting the Go 
button. 
 
Selecting the T, N, H, or E icons will take the user to 
the Transaction, Account Request, Has-Had, or E-
Mail Log records for a given patron, respectively, 
examples of which are shown later in this section. 
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Screen 2.6.1.C: Select User Account to Edit (Record) 

 
Selecting the Log-in ID (E-mail address) takes the 
user to the Select User Account to Edit (Record) 
screen, shown in Screen 2.6.1.C.  Various edits to 
patron records can be accomplished using this screen, 
including resetting patron passwords, changing patron 
Log-in IDs, and/or transferring patrons.  The Account 
Status field in the patron record can take on the 
values Active (normal status), Alert (normal status 
except patron sees a message to call his/her library), 
Inactive/Suspended (patron cannot download, and 
sees a message to call his/her library), or Closed 
(account is no longer valid).  It is also noted that if 
the user wishes to examine information in the BARD 
system for a patron who has had multiple BARD 
Log-in IDs (E-mail addresses) over time, then the 
BARD ID should be used for this purpose, which is a 
unique identifier for every BARD patron that has ever 
used the system and which doesn’t change over time. 
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Screen 2.6.1.D: Select User Account to Edit - Change Password 
 

If the Reset Password link/button is selected, the patron’s 
password is immediately reset by the BARD system and the 
screen will reload as shown in Screen 2.6.1.D. A message 
appears at the top of the screen indicating that the password 
has been reset, and the temporary password is displayed on 
the screen, which enables library staff to provide the 
temporary password to a patron over the phone without 
having to retrieve and view E-mail logs.  There is no way for 
library staff to see a patron’s existing password; if a patron 
has forgotten his/her password, library staff must first reset 
the password using a BARD system-assigned temporary 
password, then the patron must specify a permanent 
password.  This action can be performed by an Approver and 
does not require a Reviewer’s concurrence. In a similar 
manner, the patron Log-in ID can be reset by library staff.  
The Log-in ID can also be changed by the patron (ref. 
Section 1, Screen 1.10.D). 
 
A BARD-generated E-mail is sent by the system to the 
patron with a new temporary password as shown in 
Appendix A.8, and a follow-up E-mail is then generated by 
BARD and sent to the patron as shown in Appendix A.9, 
which notifies the patron that the password has been 
changed. Appendices A.10 and A.11 show the BARD-
generated E-mails sent to the patron’s old and new E-mails 
addresses, respectively, when the BARD Log-in ID is 
changed. 
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Screen 2.6.1.E: Select User Account to Edit – Patron Transfer 

 
If the Patron Transfer link/button is selected, the user is taken 
to Screen 2.6.1.E.  After making the appropriate settings 
and/or entering any missing data that are necessary into the 
form – a transfer cannot be effected until the new address for 
the patron is entered into the data record - the Transfer 
Patron button is again selected, which actually transfers the 
patron from the losing to the gaining library.  The new 
(gaining) library is the most vital piece of information for the 
transfer. It is noted that transfer procedures for BARD are in 
addition to, rather than instead of, other transfer procedures 
(e.g., making changes in CMLS). A message then appears at 
the top of the screen indicating that the patron has been 
transferred. 
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Screen 2.6.1.F: Select User Account to Edit – Account Notes 

 
If the Account Notes button is selected, the user is taken to 
Screen 2.6.1.F.  This screen contains any notes associated 
with this patron. This information is not visible to a patron 
nor is sent to a patron in any email message sent by BARD. 
 
There is a text box where a new note can be added, and all 
previous notes are listed along with the name of the person 
who created it and the date. 
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Screen 2.6.1.G: Books/Magazines Patron has Downloaded (Has-Had Records) 
 
 

If the BARD system user wishes to examine the reading 
history of a patron, the H (Has-Had) icon can be selected 
from the listing of User Accounts to Edit, in which case the 
user is taken to Screen 2.6.1.G.  Various detailed statistics 
about the user’s reading history are displayed in these tables.  
Examination of the number of items downloaded, download 
times, whether or not the download was complete, etc., can 
provided useful insights to library staff regarding any 
difficulties that their patrons may be having using the BARD 
system. 
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Screen 2.6.2.A: New Request Record: Search 
2.6.2 Account Request Records 
 
Selecting the Account request records link, or the icon N , 
will take the user to the New Request Record: Search 
screen, shown in Screen 2.6.2.A, which enables searching 
for and locating account request records for existing 
patron(s) and potential applicants with active account 
requests using a variety of search criteria.  As noted at the 
top of the screen, the use of more than one field will be 
interpreted by the system as a “Logical AND”, meaning 
that all criteria must be satisfied to retrieve the record(s). 
 
The “*” can be used as a wildcard in the search for 
records, meaning that it can be a substitute for any 
character in an alphanumeric string; however, wildcards 
cannot be used in date fields.  There are five drop-down 
menus on the screen from which the user may select the 
appropriate entries for the New Player Requested, Transfer 
Requested, Processing Step, Action, and Library Code 
fields, as well as other fields that may be filled-in as 
necessary. 
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Screen 2.6.2.B: New Request Records 
When the user selects the Submit Query button at 
the bottom left of Screen 2.6.2.A, the records 
extracted from the system database are displayed in 
a table, an example of which is shown in Screen 
2.6.2.B. The user can jump to other pages of the 
display for output records by selecting one of the 
several choices shown at the top of the table, and 
the records can be sorted using any field in the 
record by using the drop-down menu on the top 
right side of the screen and selecting the Go button. 
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Screen 2.6.2.C: New Request Record Edit 
 

                 
Selecting the T, E, or U icons in Screen 2.6.2.B will 
take the user to the Transaction, E-Mail Log, or 
Existing Account records for a given patron, 
respectively, examples of which (for the T, E, and 
U) are shown later in this section.  Selecting the 
Log-in ID (E-mail address) takes the user to the 
New Request Record Edit (Individual Record) 
screen, shown in Screen 2.6.2.C.  
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Screen 2.6.3.A: Patron or General Transaction Record (Search) 
2.6.3       Transaction Records 
 

Selecting the Transaction records link, or the icon T, will take 
the user to the Patron or General Transaction Record: Search 
Screen, Screen 2.6.3.A, which enables searching for and 
locating various types of transaction records for existing 
patron(s) using a variety of search criteria.  As noted at the top 
of the screen, the use of more than one field will be interpreted 
by the system as a “Logical AND”, meaning that all criteria 
must be satisfied to retrieve the record(s). 
 
The “*” can be used as a wildcard in the search for records, 
meaning that it can be a substitute for any character in an 
alphanumeric string; however, wildcards cannot be used in 
date fields.  There is one drop-down menu on the screen from 
which the user may select the appropriate entry for the 
Transaction Type field, as well as other fields that may be 
filled-in as necessary. 
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Screen 2.6.3.B: Patron or General Transaction Record (Listing-Query Results) 
 
 
When the user selects the Submit Query button at the 
bottom left of Screen 2.6.3.A, the records extracted 
from the system database are displayed in a table, an 
example of which is shown in Screen 2.6.3.B.  The 
user can jump to other pages of the display for output 
records by selecting one of the several choices shown 
at the top of the table, and the records can be sorted 
using any field in the record by using the drop-down 
menu on the top right side of the screen and selecting 
the Go button.  Selecting the Log-in ID (E-mail 
address) or BARD ID in the Patron or General 
Transaction Record (Listing) takes the user to the 
Select User Edit Account (Individual Patron Record) 
screen, while selecting the E-mail Log ID takes the 
user to the subject BARD-generated E-mail record.  It 
is noted that the user can access via the transaction 
records all BARD-generated E-mails that are sent on 
behalf of a patron (which are not available in the E-
mail log records shown next) in addition to those sent 
directly to the patron.  In this manner a library user 
can access E-mails sent to a third-party playback 
machine manufacturer on behalf of a patron. 
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Screen 2.6.4.A: E-mail Log Record: Search 
2.6.4      E-mail Log Records 

 
Selecting the E-mail log records link, or the icon E, will 
take the user to the E-mail Log Record: Search screen,  
Screen 2.6.4.A, which enables searching for and locating 
E-mail records for existing patron(s) using a variety of 
search criteria.  As noted at the top of the screen, the use of 
more than one field will be interpreted by the system as a 
“Logical AND”, meaning that all criteria must be satisfied 
to retrieve the record(s). 
 
The “*” can be used as a wildcard in the search for records, 
meaning that it can be a substitute for any character in an 
alphanumeric string; however, wildcards cannot be used in 
date fields. The user fills-in the data fields as necessary to 
facilitate a query for E-mail records. 
 
The E-mail records recorded in the BARD system log are 
those sent by the BARD system to a specific E-mail 
address, i.e., patron.  Therefore, E-mails from the BARD 
system to a library informing them of the creation of a 
patron account, and E-mails from the BARD system to a 
playback machine vendor about a patron’s third-party 
player, will not be among the records in this log.  The user 
must go to the Transaction records and follow the links 
there in order to obtain such information. 
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Screen 2.6.4.B: E-mail Log Records (Listing/Query Results) 
              

When the user selects the Submit Query button at the 
bottom left of the E-mail Log Record: Search screen, 
the records extracted from the system database are 
displayed in a table, an example of which is shown in 
Screen 2.6.4.B.  The user can jump to other pages of 
the display for output records by selecting one of the 
several choices shown at the top of the table, and the 
records can be sorted using any field in the record by 
using the drop-down menu on the top right side of the 
screen and selecting the Go button. 
 
Selecting the E-mail Log ID takes the user to the 
subject BARD-generated E-mail record.  Please see the 
appendices of this document for examples of all the 
types of E-mail messages generated by the BARD 
system. 
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Screen 2.7.1: Send a BARD Test E-mail to a Patron 
 2.7      Patron Pages 

 
If any of the links on the BARD Administration Home 
Page under the Patron Pages portion are selected, the user 
is taken to the respective web pages/screens on the 
system. Examples of the Patron Pages of the BARD 
system are presented in Section 1 of this document. 

 
2.7.1       Send a Test E-Mail to a Patron 

 
The last link in the BARD Administration Home Page 
under the Patron Pages (Send a test email to a patron) 
enables the user to send a test E-mail from the BARD 
system to a patron.  It is very important that the patron’s 
active E-mail address be correctly captured in the BARD 
system, else access to the patron’s account and the ability 
to download materials by the patron will be denied.  
  
If this choice is selected, the user is taken to Screen 2.7.1.  
The user must enter the BARD Log-in ID (E-mail 
address) of the patron into the To field, select the Send 
Test Message button, and the BARD system will then 
send a “do not reply” type message to the patron whose 
E-mail is being tested using the subject line “This is a test 
e-mail from BARD.”  If library staff want to confirm that 
the test E-mail was received by the patron, then the 
patron should be contacted by telephone (the library is 
not sent an E-mail from BARD in this process). 
The subject and body of the message can be edited before 
sending, if necessary.  Messages can only be sent to e-
mail addresses registered in the BARD system. 
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Screen 2.8.A: Statistics; Library Access 
         2.8 Statistics 

 
Various types of summary and detailed statistics are 
available from the BARD system to administrative users.  
This feature is accessed from the bottom of the BARD 
Administration Home Page via the Monthly reports link 
that appears under the Statistics group heading.  If this 
link is selected, the user is taken to Screen 2.8.A, which 
shows the library/libraries for which a user has access to 
associated statistics.  Normally library staff will only 
have access to statistics for their own library and, if 
relevant, to those for associated Subregional libraries (for 
a Regional Library).  So either a single link, or possibly a 
handful of links, may appear. 
 
The BARD system generates and automatically sends to 
a library on a weekly basis, without user-prompting, the 
E-mail shown in Appendix A.16, which recaps subjects 
and dates of all messages, sent to the library in the last 
week by the system. The BARD system also generates 
and automatically sends on a monthly basis, without 
user-prompting, the E-mail shown in Appendix A.17, 
which has as attachments monthly BARD statistics for 
the library. 
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Screen 2.8.B: Statistics Available (for Library) 
 

 
If the link in the Statistics: Library Access screen above is 
selected, the user is taken to Screen 2.8.B, Statistics Available, 
for the library selected.  The Statistics Available screen shows 
the calendar years for which BARD data are available for the 
selected library. 
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Screen 2.8.C: Statistics Available (for Library and Year) 
 

 
If the link in the Statistics Available screen above is 
selected, the user is taken to Screen 2.8.C, Statistics 
Available, for the library and year selected.  The 
Statistics Available (for library and year) screen shows 
the months for which BARD data are available for the 
selected library and year. 
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Screen 2.8.D: Statistics Available (for Library, Year and Month) 
 

 
If the link in the Statistics Available (for Library and 
Year) screen above is selected for a given month, the 
user is taken to Screen 2.8.D, Statistics Available, for 
the library, year, and month selected.  The Statistics 
Available (for library, year and month) screen shows 
the datasets/reports for which BARD data are available 
for the selected library, year and month. 
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Screen 2.8.E: Monthly Detailed Download Statistics 

 
If the “Detailed Download Stats for (Year/Month)” link in the 
Statistics Available (for Library, Year, Month, and dataset) 
screen above is selected, the user is taken to Screen 2.8.E, 
Monthly Detailed Download Statistics, for the library, year, and 
month selected.  The statistics are presented in tabular format, 
showing various data about the downloads including the patron 
who performed the download, network library, book/magazine 
downloaded, date of download, and other data.  These same 
detailed data are also available in spreadsheet format by selecting 
the .csv (Comma Separated Values) file option shown in Screen 
2.8.D. 
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Screen 2.8.F: Monthly Download Statistics 

          
If the “Download for (Year/Month)” link in the 
Statistics Available (for Library, Year, Month, and 
dataset) screen above is selected, the user is taken to 
Screen 2.8.F, Monthly Download Statistics, for the 
library, year, and month selected.  Some summary 
statistics are presented in tabular format, and links 
are available to view the most popular titles, authors 
or subjects during the subject time period for the 
given library and time period. 
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Screen 2.9: Log Out 

                                                 2.9 Log Out 
 

When administrative users end their BARD sessions 
using the Log out link found at the bottom of the 
BARD Administration Home Page and most other 
BARD web pages, the message shown in Screen 2.9 is 
displayed.  A link to log in again is provided on this 
web screen, as well as the two technical support links. 
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Appendix A.1 
BARD System-Generated E-mail Messages 

 
These appendices contain samples of all E-mail messages generated by the BARD system. 
 
The BARD system sends E-mail messages to patrons, libraries, and the vendors of third-party DTB players.  These messages are 
generated from standard templates, with recipient-specific information inserted where it is needed. 
 
In these examples each message template is preceded by a header giving its name, and explaining to whom the message is sent, its 
purpose, and the circumstances that cause it to be sent. 
 
Every message sent by the system is assigned a sequence number.  This is a four-digit number that reflects a simple count of messages 
generated and sent to its recipient to date.  If a message is re-sent by a system administrator, the original sequence number for that 
message is maintained.  In all messages sent to libraries and vendors the sequence number appears at the beginning of the subject line of 
the message as well as in the body of the message.  In messages sent to patrons it appears only at the bottom of the body of the message. 
 
Please note that the messaging templates use a system of tokens, which appear capitalized and in angle brackets (e.g. <FIRSTNAME>).  
In an actual E-mail message, appropriate information is substituted for these tokens.  (The angle brackets do not appear, and the 
information is presented in the proper case). 
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Appendix A.1 (continued) 
BARD System-Generated E-mail Messages 

 
Meanings of tokens used in e-mail messages 

<TO> E-mail address of party to whom message is sent 
<SEQ> Message sequence number, as described above 
<FIRSTNAME>, <LASTNAME> Patron or applicant’s first name and last name 
<ADDRESS>  Both lines of patron or applicant’s address 
<CITY>, <STATE>, <ZIP> Patron or applicant’s city, state, and ZIP code 
<EMAIL> Patron or applicant’s e-mail address 
<NEWPASSWORD> A temporary password, generated by the BARD system 
<MAINPAGE> The URL (web address) of the BARD site for the network library to 

which the patron is assigned 
<COMMENT> A comment entered by a librarian or system administrator 
<CMLSID> The CMLS ID of the patron 
<PLAYERTYPE> The type of purchased player(s) requested for authorization 
<LIBCODE> The library code of the network library to which the patron or 

applicant is assigned 
<PERIOD> The beginning and end dates of the period for which accompanying 

statistics have been calculated 
<BTIME>, <ETIME> The beginning and end dates of the period covered by the 

accompanying weekly message recap 
<MCOUNT> The number of messages enumerated in the accompanying weekly 

message recap 
<MESSAGES> The list of message subject lines in the weekly recap 
<LIBNAME> The name of the network library to which the patron or applicant is 

assigned 
<LIBSUPPORT> The support contact information for the network library to which the 

patron or applicant is assigned 
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Appendix A.2 
 

About this message: 
E-mail message name: Application received 
Sent to: Patron 
Purpose of e-mail: Inform applicant his or her application has been received 
Sent when: New account application is submitted 

 
To: <TO> 
From: BARD <donotreply@loc.gov> 
Subject: Application for BARD access for <FIRSTNAME> <LASTNAME> was received 
 
Your library has received your request for access to the BARD web site. 
 
Before you can be granted access, your library will need to verify your status as a registered user of its 
services. 
 
They will contact you shortly with the results of this verification. 
 
 
 
 
 
 
 
Info: This is message #<SEQ> sent to <TO> by the BARD web site. 
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Appendix A.3 
 
About this message: 

E-mail message name: Application approved 
Sent to: Patron 
Purpose of e-mail: Inform patron his/her application was approved 
Sent when: New account is created 

 
To: <TO> 
From: BARD <donotreply@loc.gov> 
Subject: Application for BARD access for <FIRSTNAME> <LASTNAME> has been approved 
 
 
Your library has approved your request for access to the BARD web site. 
 
You will soon receive an additional message containing your log-in information and instructions on how to 
access the web site. 
 
 
 
 
 
 
 
 
 
Info: This is message #<SEQ> sent to <TO> by the BARD web site. 
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Appendix A.4 
 
About this message: 

E-mail message name: Welcome message 
Sent to: Patron 
Purpose of e-mail: Inform patron of log-in ID, password, and site address 
Sent when: New account is created 

 
To: <TO> 
From: BARD <donotreply@loc.gov> 
Subject: Welcome to BARD 
 
Dear <FIRSTNAME>, 
 
Welcome to BARD, Braille and Audio Reading Download, a service offering downloadable audiobooks and magazines 
from <LIBNAME>. 
 
We have created your log-in ID and an initial password for your use on the BARD web site. 
 
Your log-in ID is your e-mail address, which is: 
 
<TO> 
 
Your temporary password is: 
 
<NEWPASSWORD> 
 
The password has eight characters. The first character is capitalized. 
The next five are lowercase letters. The seventh character is a special character.  The eighth character is a 
number. 
 
This is a one-time use password. You will be required to create a new password when you first log in. 
 
The address for the BARD web site is: 
 
<MAINPAGE> 
 
All of the rules and instructions for participation are explained in the document "Instructions to 
Participants" on the web site.  You are strongly encouraged to read this entire document before logging in for 
the first time. 
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The instructions can be found at: 
 
<MAINPAGE>/instructions.html 
 
Once you are on the web site, you will be asked for your log-in ID and password. 
 
The first time you log in, you will be required to create a new password. 
You will also be given the opportunity to set a question and a secret answer that can be used later to recover 
a lost or forgotten password. 
 
Remember -- you may not share your log-in ID and password with anybody! 
 
We look forward to your participation. 
 
 
 
Info: This is message #<SEQ> sent to <TO> by the BARD web site. 
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Appendix A.5 
 

About this message: 
E-mail message name: Library notification of application approval/new account creation 
Sent to: Library 
Purpose of e-mail: Inform library a BARD patron account has been created.  Includes DDB9 reminder. 
Sent when: New account is created 

 
To: <TO> 
From: BARD <donotreply@loc.gov> 
Subject: <SEQ> Acceptance for download for <FIRSTNAME> <LASTNAME> 
 
Info: This is message #<SEQ> sent to <TO> by the BARD web site. 
 
 
The following reader: 
 
<FIRSTNAME> <LASTNAME> <EMAIL> 
<ADDRESS> 
<CITY>, <STATE>, <ZIP> 
 
CMLS ID: <CMLSID> 
 
Library code: <LIBCODE>  
 
 
Player requested (if any): <PLAYERTYPE> 
 
 
has requested access to the BARD web site. 
 
The library has verified this individual's active readership status and he/she has been authorized to use the 
BARD web site. A welcome letter with a log-in ID and password is being sent to the individual by e-mail.  
 
AS SOON AS POSSIBLE, please update this reader's CMLS record by entering the publication code DDB9 into your 
circulation system for this individual. 
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Appendix A.6 
 

 
About this message: 

E-mail message name: Application rejection (with comment) 
Sent to: Patron 
Purpose of e-mail: Inform patron of rejection 
Sent when: Application is denied for reason other than applicant is not a patron 

 
To: <TO> 
From: BARD <donotreply@loc.gov> 
Subject: Notification of rejection for access to the BARD web site for <FIRSTNAME> <LASTNAME> 
 
 
Your library has processed your request for access to the BARD web site. 
 
The information entered on the application form was as follows: 
 
<FIRSTNAME> <LASTNAME> <EMAIL> 
<ADDRESS> 
<CITY>, <STATE>, <ZIP> 
 
 
We are unable to grant you access at this time because: 
 
<COMMENT> 
 
 
Please contact your library at <LIBSUPPORT> to resolve the issue. 
 
 
 
 
 
 
 
 
Info: This is message #<SEQ> sent to <TO> by the BARD web site. 
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Appendix A.7 
 

About this message: 
E-mail message name: Library notification of application rejection 
Sent to: Library 
Purpose of e-mail: Inform library someone in service area was denied an account 
Sent when: Application from someone in service area is rejected 

 
To: <TO> 
From: BARD <donotreply@loc.gov> 
Subject: <SEQ> Notification of rejection for BARD access for <FIRSTNAME> <LASTNAME> 
 
Info: This is message #<SEQ> sent to <TO> by the BARD web site. 
 
 
The following person: 
 
<FIRSTNAME> <LASTNAME><ADDRESS>,  
<CITY>, <STATE>, <ZIP> 
<EMAIL> 
 
Library code: <LIBCODE>  
 
CMLS ID (if any): <CMLSID> 
 
has requested access to the BARD web site. 
 
The library has examined this individual's active readership status and determined he or she is not eligible 
for a BARD account. 
 
He/she has NOT been authorized for access to the BARD web site.  
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Appendix A.8 
 
 About this message: 

E-mail message name: Password reset 
Sent to: Patron 
Purpose of e-mail: Inform patron of new temporary password 
Sent when: Password is reset by user or system administrator 

 
To: <TO> 
From: BARD <donotreply@loc.gov> 
Subject: Your password for the BARD web site has been reset 
 
 
Your password has been reset to: 
 
<NEWPASSWORD> 
 
The password has eight characters. The first character is capitalized.  The next five are lowercase letters. 
The seventh character is a special character.  The eighth character is a number. 
 
This is a temporary password. You will be required to create a new password when you log in. 
 
 
The BARD web site can be found at this address: 
 
<MAINPAGE> 
 
 
 
 
 
 
 
 
 
 
 
 
Info: This is message #<SEQ> sent to <TO> by the BARD web site. 
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Appendix A.9 
 
About this message: 

E-mail message name: Password change notification 
Sent to: Patron 
Purpose of e-mail: Inform patron of password change 
Sent when: Password is changed by user or administrator 

 
To: <TO> 
From: BARD <donotreply@loc.gov> 
Subject: Confirmation that your password for the BARD web site has been changed 
 
 
Your password was recently changed on the BARD web site. 
 
If you recently changed your password or asked your library to do so, then no further action on your part is 
required. 
 
However, if you did not request a password change then your account may have been compromised and you should 
contact your library as soon as possible at <LIBSUPPORT>. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Info: This is message #<SEQ> sent to <TO> by the BARD web site. 
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Appendix A.10 
 
About this message: 

E-mail message name: User ID change notification (old address) 
Sent to: Patron 
Purpose of e-mail: Inform patron of log-in ID/e-mail address change 
Sent when: Log-in ID/e-mail address is changed 
Note: This is sent to the old e-mail address. 

 
To: <TO> 
From: BARD <donotreply@loc.gov> 
Subject: Your log-in ID for the BARD web site has been changed 
 
 
Your log-in ID (and thus your e-mail address) was recently changed on the BARD web site.  
 
If you recently changed your log-in ID or asked your library to do so then no further action on your part is 
required. 
 
However, if you did not request a log-in ID change then your account may have been compromised and you should 
contact your library as soon as possible at <LIBSUPPORT>. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Info: This is message #<SEQ> sent to <TO> by the BARD web site. 
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Appendix A.11 
 
About this message: 

E-mail message name: User ID change notification (new address) 
Sent to: Patron 
Purpose of e-mail: Inform patron of log-in ID/e-mail address change 
Sent when: Log-in ID/e-mail address is changed 
Note: This is sent to the new e-mail address. 

To: <TO> 
From: BARD <donotreply@loc.gov> 
Subject: Your password for the BARD web site has been reset because of your e-mail address change 
 
 
Dear <FIRSTNAME>, 
 
Your e-mail address (and thus your log-in ID) has been changed.  A new temporary password for use on the BARD 
web site has been generated and set. 
 
Your log-in ID is your e-mail address, which is: 
 
<TO> 
 
Your temporary password is: 
 
<NEWPASSWORD> 
 
The password has eight characters. The first character is capitalized. 
The next five are lowercase letters. The seventh character is a special character.  The eighth character is a 
number. 
 
This is a one-time use password. You will be required to create a new password when you first log in. 
 
As a reminder, the address for the BARD web site is: 
 
<MAINPAGE> 
Info: This is message #<SEQ> sent to <TO> by the BARD web site. 
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Appendix A.12 
 
About this message: 

E-mail message name: Purchased player request received 
Sent to: Patron 
Purpose of e-mail: Inform applicant his or her request to authorize a new purchased player has been received 
Sent when: Patron requests to have an additional purchased player authorized 

 
To: <TO> 
From: BARD <donotreply@loc.gov> 
Subject: Additional purchased player request was received 
 
 
 
Your library has received your request to authorize an additional purchased digital talking-book player for 
use with materials downloaded from the BARD web site. 
 
They will need to verify your address information and your status as a registered patron. 
 
They will contact you shortly with the results of this verification. 
 
 
 
 
 
 
 
Info: This is message #<SEQ> sent to <TO> by the BARD web site. 
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Appendix A.13 
 
About this message: 

E-mail message name: Manufacturer authorization to send key to patron 
Sent to: Purchased player manufacturer 
Purpose of e-mail: Authorize manufacturer to send key to patron 
Sent when: Account with purchased player is approved or new purchased player authorization request is approved 

 
To: <TO> 
From: BARD <donotreply@loc.gov> 
Subject: <SEQ> Verification of eligibility for <FIRSTNAME> <LASTNAME> 
 
Info: This is message #<SEQ> sent to <TO> by the BARD web site. 
 
We have been contacted by:  
 
<FIRSTNAME> <LASTNAME>  
<ADDRESS>  
<CITY>, <STATE>, <ZIP> 
<EMAIL> 
PLAYER: <PLAYER TYPE> 
 
This e-mail confirms that <FIRSTNAME> <LASTNAME> is an active user of the NLS talking book program.  
 
For this individual, you may proceed with the sale of a digital talking-book playback device with the NLS key 
installed or, if the playback device has already been purchased, with providing an installable key. 
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Appendix A.14 
 
About this message: 

E-mail message name: New purchased player request approved 
Sent to: Patron 
Purpose of e-mail: Inform patron his or her request to have an additional purchased player authorized has been approved 
Sent when: Request to have an additional purchased player authorized is approved 

 
To: <TO> 
From: BARD <donotreply@loc.gov> 
Subject: Acceptance of purchased player authorization request for <FIRSTNAME> <LASTNAME> 
 
Your library has processed your request to enable a new purchased digital talking-book player for use with the 
BARD web site. 
 
The information entered on the application form was as follows: 
 
<FIRSTNAME> <LASTNAME>  
<ADDRESS>  
<CITY>, <STATE>, <ZIP> 
<EMAIL> 
PLAYER TYPE: <PLAYERTYPE> 
 
Your library has approved your request. A notification has been sent to the player manufacturer.  You will be 
contacted by the manufacturer with further instructions. 
 
 
 
 
 
 
 
 
 
Info: This is message #<SEQ> sent to <TO> by the BARD web site. 
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Appendix A.15 
About this message: 

E-mail message name: Purchased player request rejected (with comment) 
Sent to: Patron 
Purpose of e-mail: Inform patron his or her request to have an additional purchased player authorized has been denied 
Sent when: Request to have an additional purchased player authorized is denied 

To: <TO> 
From: BARD <donotreply@loc.gov> 
Subject: Notification of rejection for new purchased player for <FIRSTNAME> <LASTNAME> 
 
 
Your library has examined your request to authorize a new purchased player for use with the BARD web site. 
 
The information entered on the application form was as follows: 
 
<FIRSTNAME> <LASTNAME>  
<ADDRESS>  
<CITY>, <STATE>, <ZIP> 
<EMAIL> 
PLAYER TYPE: <PLAYERTYPE> 
 
 
There is a problem with your request. At this time we cannot grant your request to have your new player 
authorized. 
 
The following message was left by the reviewer of your request: 
<COMMENT> 
 
 
Please contact your library to correct this problem.  Once the problem has been resolved, you may again 
request to authorize the new player. 
 
 
 
 
 
 
 
Info: This is message #<SEQ> sent to <TO> by the BARD web site. 
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Appendix A.16 
 
About this message: 

E-mail message name: Weekly message recap 
Sent to: Library 
Purpose of e-mail: To recap subjects and dates of all message to the library in the last week 
Sent when: Weekly reporting period has closed 

 
To: <TO> 
From: BARD <donotreply@loc.gov> 
Subject: <SEQ> BARD weekly statement for period <BTIME> to <ETIME> 
 
Info: This is message #<SEQ> sent to <TO> by the BARD web site. 
 
The following is a weekly statement of e-mail messages sent to you from <BTIME> to <ETIME>. 
 
The BARD system has sent <MCOUNT> e-mail messages during this seven-day period.  The subjects and dates of the 
messages are listed below. 
 
<MESSAGES> 
 
 
End of message list 
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Appendix A.17 
 
About this message: 

E-mail message name: Monthly statistics 
Sent to: Library 
Purpose of e-mail: Monthly statistics reports are generated.  They are attached to this message. 
Sent when: Monthly reporting period has closed 

 
To: <TO> 
From: BARD <donotreply@loc.gov> 
Subject: <SEQ> NLS BARD monthly statistics for <LIBCODE> from <PERIOD> 
 
Info: This is message #<SEQ> sent to <TO> by the BARD web site. 
 
This e-mail message contains the statistics for your library for the period of <PERIOD>.  
 
There are three attachments. 
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