
PIN Maintenance 

Last Updated March 2026 
1 | P a g e  

 

PIN Maintenance 
Patrons with a valid email address in their patron record can add or reset their PIN using the 
“My Library Account” page on the OPAC. However, if a patron does not have an email 
address or cannot access the reset email the OPAC will send them, library staF will need to 
add or reset their PIN in Sierra. Library staF cannot see PINs once they are set and 
therefore cannot retrieve them for patrons. Instructions for adding a PIN to a Patron Record 
using Sierra are below. Instructions for resetting a patron’s PIN using Sierra begin on page 4. 

Adding a PIN to a Patron Record 
1. In the patron’s record, click “Edit” in the top right. 

 
2. In the pop-up “Edit Patron Record” window, click “Insert.” 
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3. In the pop-up “Insert a non-MARC field” window, select “= PIN” from the drop-down 
menu. 

 
4. In the pop-up “Set PIN” window, enter the same 4-digit number into both the “Enter 

PIN” and “Confirm” spaces and click “OK.” 

 
If you are setting a patron’s PIN in person, you can pass them the keyboard to type 
their PIN themselves. If you are setting a patron’s PIN over the phone, they will need 
to tell you what they would like their PIN to be. 
 
If a patron wants advice on what to set their PIN as, you can suggest using the last 4-
digits of their phone number. 

5. The PIN will then appear encrypted in the “Insert a non-MARC field” window. Click 
“OK” to confirm it. 

 



PIN Maintenance 

Last Updated March 2026 
3 | P a g e  

 

6. Back in the “Edit Patron Record” window, click “Save/Close” or Ctrl+S to save 
changes. 
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Changing a PIN 

If a patron is having trouble resetting their PIN on their own, you should also verify their 
email address (if they have one) since the process for patrons to set/reset their own PINs 
requires a valid email address. 

1. In the patron’s record, click “Edit” in the top right. 

 
2. In the pop-up “Edit Patron Record” window, right-click on the existing PIN field (marked 

with “=”) 
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3. Click “Delete Field” or Ctrl+D. 

 
4. Back in the “Edit Patron Record” window, click “Insert.” 
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5. In the pop-up “Insert a non-MARC field” window, select “= PIN” from the drop-down 
menu. 

 
6. In the pop-up “Set PIN” window, enter the same 4-digit number into both the “Enter 

PIN” and “Confirm” spaces and click “OK.” 

 
If you are setting a patron’s PIN in person, you can pass them the keyboard to type their 
PIN themselves. If you are setting a patron’s PIN over the phone, they will need to tell 
you what they would like their PIN to be. 
 
If a patron wants advice on what to set their PIN as, you can suggest using the last 4-
digits of their phone number. 
 

7. The PIN will then appear encrypted in the “Insert a non-MARC field” window. Click “OK” 
to confirm it. 

 
 

 


