
Creating a Patron Group 
 

Use Group Editor 

 

 

1. In Group Editor, click the “New” button. 

 

2. Choose “New Patron Group” and click OK. 

 

 

 

 

 

 

 

 

 

 

 

 

3. Your new Patron Group will come up highlighted.  Double click it or click Edit to change the 

settings on it.  

 

 



When you click Edit, you will be taken to a series of tabs.  

 

General: 

 

Name your group here; 

add a description if 

you like. 

Generated 

automatically; this 

means that only people 

in the Librarians and 

Administrators groups 

can edit this group. 



Circ Blocks 

 

Gives permission to 

Add, Edit, Delete, and 

Attach messages in 

circulation.  Only users 

such as librarians, 

library assistants, 

administrators (M3 

Administrators, not 

school administrators) 

generally have access to 

these tasks. 

 

 

 

 

 

 

 

 

 

 

 

 

Circ Limits 

Sets the number of items 

members of the group 

can borrow, reserve, 

renew, etc.  These 

options can always be 

overridden by the 

librarian.



Circ Access 

 

Determines whether 

or not members of a 

group can log into 

circulation and what 

tasks they can 

perform.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

OPAC Access 

 

Determines whether 

or not members of a 

group can view their 

own transactions, 

history, access Visual 

Catalog 

Configuration, etc.  It 

does not affect the 

ability to search the 

catalog through the 

OPAC, and it is 

independent of the 

WebOPAC. 



Cataloging Access 

 

Specifies whether or not 

members of a group can 

log into cataloging and 

what tasks they can 

perform.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Group Access 

 

Specifies which other 

groups besides the one 

which created it (see 

General Tab above) are 

allowed to edit this 

particular group. 



Item Group Overrides 

 

Used to set different 

circulation parameters 

for particular item 

groups.  For example, 

you may wish to allow 

Staff to be able to 

circulation the Reference 

Collection, or allow them 

to take books out for a 

longer period of time 

than students.  In that 

case, you would edit the 

Staff group and use the 

Item Group Overrides to 

change the limits for 

those Item groups. 

 

 

 

 

 

Members 

 

Lists which patrons are 

members of a group.  

You can also search 

and move patrons to 

different groups using 

this tab. 



Utilities 

 

Specifies whether or not members of a group can access Inventory, Group Editor, and 

Configuration Editor.  (Note: Only Administrators should ever access the Configuration Editor!) 


