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Merging Patron Records 

 

 First, determine which library will be the patron’s “home” library. Search for and open this patron 
record using the patron record Find Tool (F7). 

 Left click on Tools and then select Merge with Patron. 

 
 

 The Patron Merge window will display. The primary record is the one you want to keep. The 
secondary record is the one that will be merged and subsequently deleted. 

 
 

 Click on the Select record to delete, which will bring up the patron record Find Tool (F7).  

 Search for the patron record you want to merge. Highlight it and press enter on the keyboard. 
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 Click Open Record to verify the information or click on Merge to continue merging. 

 
 

 A confirmation window will display. Click on OK. The records are now merged 
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 The following note will be inserted in the non blocking note field of the merged patron record; 
“Patron record was merged with D0003256541, on Jan 13 2011 12:41PM. The secondary record 
has been deleted.” 
 

 After the merge is completed, you must manually remove the duplicate patron block. To remove a 
block from a patron’s record in Patron Status: 

o Search for the patron with the patron status Find Tool (F6). 
o Left click on the General icon; 
o Left click on the block you want to delete to highlight it; 
o Left click on Delete Block. 

 
 

 
 

Questions? Comments?  
 

Contact: 
CNS Department 

Finger Lakes Library System 
1300 Dryden Rd., Ithaca, NY 14850 

(607) 273-4074 ext. 237 

 

 


