DELETING PATRON RECORDS
(which we can’t actually do ourselves, but we can prep for WALS report removal—probably annual)

· Deceased

· Moved out of Winnefox area

· Duplicate accounts
· Request of patron
· Other (?)


1. Bring up the account in Display User. Check for bills, checkouts, or holds and take care of these as appropriate for the situation. Delete email address.


2. Next, click on the Modify User wizard helper.

3. On the Basic Info tab, type in DECEASED NPL, DUPLICATE NPL, MOVED NPL, etc. in front of last name.
Example: DUPLICATE NPL, SMITH

4. Change the Profile to REMOVE

5. Click OK to update. 


If a note in the Extended Info tab is necessary, include your initials, date, and library.
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