Granite School District Library Media
Library Management

Deleting Old Patrons

Patrons that are no longer at your school should be deleted. This should be done after about
the third week of a new school year. Records of students graduating from elementary school to
junior high or from junior high to high school will have been moved automatically through the
patron updates, so you will be deleting only those students that are no longer in Granite School
District.

1. Go to Back Office.
2. ChooseUpdate Patrons from the left menu.
3. Choose the Delete sub-tab on the right hand side of the screen.

5. Enter the high school
graduation year of last years’
graduating students. Depending
on your school level, in Fall 2011
this would be:

4. Check the box to “Allow patrons

to be deleted even if they have High School 2011
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6. Set Patron Type as Student. 7. Click Delete All.

8. After the process is complete, a report showing the deleted patrons will be available in Job
Manager.
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