
How to change an existing PLS patron from another 
PLS library to be a patron of your library 

1. Find the patron record that already exists in Polaris, and confirm the patron wishes to have their 

registered library change to yours. Make sure their address and phone number are correct. If the 

patron is from a non-PLS library, please contact Peace Library System.  

2. In the Patron Registration Record: 

a) Copy the barcode of the former library and paste it into the former barcode field under the G – 

General view 

 

b) Add the barcode from YOUR library to barcode field and add it to their physical card. 

 

Place this 

barcode in 

the former 

barcode 

field 



c) Changed the Registered At library to your library using the drop down box, and make sure the patron 

code is correct. Please note: only the previous library and your library will be listed as options. 

 

d) Make sure that the Where They Live field is still accurate 

 

e) Make sure all fields are completed as you would any other membership, i.e. Local Library Statistic, if 

you use them, membership expiration, etc. 

f) Remember to save! 

 


