
Managing PINs in the Sierra Client 
 
It is the suggested protocol to have patrons manage their own PINs through their patron record in the 
WebPac– in order for this to work, though, the patron record must have a valid email address in their patron 
record and the patron must have access to that email. 
 
Staff can help manage PINs for patrons who are unable or unwilling to manage their own PINs through the 
patron record in the staff client. 
 
Once entered, it is not possible to recover or view a PIN number as only the encrypted value “*****” is available 
to view.   
 
If a patron forgets their PIN, simply deleting the existing PIN allows them to create a PIN via the WebPac, or 
staff can add a PIN to their record for them, following the instructions below. 
 
If staff are helping patrons with their PINs, there are two main actions possible 
 
Adding a PIN to a client record 
 
Deleting a PIN from a client record 
 
 
Adding a PIN to a patron record: 
 

1)​ In the Sierra client open the patron and click ‘Edit’ 

 
 
 
 



2)​ Once viewing the record in edit mode, click ‘Insert’ 
 

 
 

3)​ In the “Insert a non-MARC field” select the ‘= PIN’ option from the dropdown 
 



 
4)​ In the “Set PIN” dialog box, enter the same a 4 digit PIN number in both boxes and click ‘OK’ 

 
 

5)​ The PIN will be converted to an encrypted value. Click ‘OK’ 
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6)​ The PIN will now be displayed in the ‘=’ tagged field at the top of the record. 

 
 

7)​ Click Save/Close and the record will be stored with the PIN. 
 
 
Deleting a PIN in a client record: 

1)​ In the Sierra Client, open the patron record and click ‘Edit’ 
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2)​ Locate the = tagged PIN field and right-click on it - select ‘Delete Field’ 

 

 
 

3)​ If your patron has a valid email address and wants to create their own PIN, click ‘Save/Close’ and they 
can now do so using the patron record functions in the webpac. 

 
4)​ If your patron wants you to add a PIN for them, at this point staff can simply follow the instructions to 

Insert a new PIN as described above in Adding a PIN to a patron record: Steps 2-7  
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