General Items

· Our patrons must have a valid, in good standing library card. They also must show a government or school id to check out an ereader.

· They must be 18 years or older.

· They sign an agreement, which holds them financially responsible for the replacement of the ereader. A copy of the agreement is attached to the email. We do not require a deposit.

· Check out is for two weeks, no renewals. 

· Overdue fees are $5.00 a day, max $20
· We use dummy boxes on our self service holds shelf that direct patrons to pick up the eReaders at the Reference Desk.
Amazon Kindles

Setting up an Amazon.com account 

If you do not have an account with Amazon.com, you will need to create an account. You only need to create one account. You register the Kindles with one account, but then name each one differently. 

1. Set up an account at amazon.com. You need to include the address and name of the “business” from your tax exempt certificate. 
2. Register the Kindle

Tax exempt Status
Amazon sells ebooks from Amazon and the publishers. You need to establish your tax exempt status with Amazon.com, plus the publishers you buy titles from. This can take a very long time. I suggest ordering your titles and then go back and request your tax refund. You will have to send a tax exempt certificate, plus the order numbers for each publisher. If the book is sold by Amazon.com, and have tax exempt status with them, you will not be charged tax. 
1. Fax your tax exempt certificate with Amazon’s or the publisher’s name in the Sellers field, to 206-266-2005. Include the email address you used to create the Amazon.com account on the cover sheet. Also, include the order numbers.

Configuring your Kindle
1. Turn the wifi on.

2. Register the Kindle

3. Name your Kindle

4. Set the time.

5. For patron privacy, I suggest turning off Popular Highlights, Public Notes, and Annotations Backup.

6. After you purchase content, you need to download each title to each Kindle. If a patron does not have access to wifi, and wants to read a book that has not yet been downloaded, the patron will not be able to read the book. If you download free items, the titles may show up “Archived”. Once you download the titles, they will appear on the homepage.

7. Add labels and a barcode.

8. Before Checkout, you deregister the device before checking it out to patrons. You can not password protect purchases on the Kindle. Deregistering does not erase the titles you downloaded to the Kindle. When you want to add titles, re-register the device.
Sample MARC Record
Rec_Type r

Item Type: CD-ROM-LH (We no longer have CD-ROMs)

Home location: E-Reader
Item Cat 1: E-Reader

020 ISBN (Nook’s have ISBNs)

028 UPC (Kindle’s have UPCs)

049 Your Library

100 none

245 Neenah NOOK the simple touch reader

246 NOOK the simple touch reader

246 NOOK

300 1 NOOK + 1 cover + 1 power cord + 1 pencil case + 1 instructions + 1 carrying bag

260 Publication Information

505 We wanted to let patrons know what titles were on the NOOKs, so we put the lesser important titles we added here. 

650 Electronic books.

650 Electronic book readers. 

700 Added author field (big authors)

740 Added title (big titles)

We used the following call numbers:  NOOKcolor #1, #2 and Nook #1, #2, Kindle #1, etc..
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