
Editing Patrons

• Search for the patron you want to edit by partial name or barcode, or browse by last
name using the alphabet directory provided.

• From the available patrons, click 'Edit' to access and make changes to the patron
record.

◦ 'Edit' takes you directly to the 'Modify Adult (or Child) patron' form



◦ In addition to the information you entered originally, you can flag the patron
record.

▪ Each of these flags will cause a different message to appear on the
patron's record and will prevent check outs:

▪ Gone no Address:

▪ Debarred:

▪ Lost Card:

• SAVE, SAVE, SAVE - Click the Save button to save any changes made to the
record.



• To review the edits made after Saving, access the 'Details' tab. To make additional
changes, click the 'Edit' button (indicated below).

• From the 'More' button, you can renew the patron's account or delete the record.
◦ 'Set Permissions' is disabled unless logged in as an Administrator
◦ 'Update Child to Adult' only displays on a Child card


