
Online library card registration instructions 
 

Click on the Library Catalog tab to start online registration - and follow these steps to set up your 
account: 
 
1. Click Patron Account on the menu bar and then choose click here to register now. 
 

 
 
2. The first registration screen will appear: 

 

 
 

3. Select a home library 
The library you select becomes your home library. Any items placed on hold will be picked up at your 
home library unless you specify a different location 

 
4. Enter postal code and USA 

You must live in Texas to get a Plano library card.  Type your five-digit U.S. Zip Code in the Postal 

Code box.  
 
5. Click Continue. 

If more than one city is associated with your postal code entry, the city screen appears. Select the 
correct city and click Continue. 

 
The second registration screen will appear. Boxes marked with an asterisk * are required.  

 



 
 

NOTE - Enter ALL data in ALL CAPS.  
 

6. Type your full legal name – first, middle, and last name.  
 
7. Type your street address information. 
 
8. Type your telephone area code, prefix, and number. 
 
9. Type your e-mail address for notification purposes. E-mail notices are ordinarily delivered in HTML 

format. You can specify plain text format at the library. 
 

10. Indicate your gender, select M (male) or F (female). 
 
11. Type your birth date - month (two digits), day (two digits), and year (four digits). 
 

Example: A birth date of February 3, 1971 would be typed MM- 02  DD- 03  YYYY- 1971. 
 
12. Type your driver’s license - number and state abbreviation. Example – 12345678 TX 
 
13. Type the last 4 digits of your home phone for your password. Type it again in the verification box. 

The password must match in both boxes or an error message will appear and you will need to re-
enter the password. 
 

14. Click submit to send your registration to the library for verification. If a duplicate registration is 
found, a message is displayed and you will need to contact the library for clarification. 

 
15. A message will display a temporary barcode that you can use to request materials and do other 

operations online that require you to log in. You will need the temporary barcode to log in to your 
new account until you get your permanent card. You will need to pick up your permanent card in 
order to check out items. 

 



 
 
 
16. To pick up your card, go to any Plano library to verify registration. You will need to bring evidence 

of your name and current local address such as a driver's license or other document (public utility 
bill, printed checks, insurance card, voter registration card, lease, or purchase agreement). If 
registration is for a child under 18 years of age, a parent or legal guardian must sign their application 
and agree to take responsibility for all materials borrowed on the card. 

 
17.  Residents living outside of Plano will be required to pay $50 annually for a full access card. Cards will  
 valid for one year from the purchase date and are non-refundable. Residents of the following cities are 
 exempt from the library card fee since PPLS has a reciprocal lending agreement with the following  
 Libraries: Allen, Frisco, Garland, McKinney, Richardson, The Colony, Wylie. Fee is payable when you  
 pick up your library card.  


