Circulation Profile Worksheet – Follett

To find out what fields export patron data, and in what order, go to

Patron Maintenance

Go to File

Select Export Patrons
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Click on “Starting at” and select first record

Click on “Ending at” and select a representative range of records

Click on File Name “Browse” and create a test patron folder to save your export

You can save your export to the desktop to make it easy to find.

(You can choose to limit export by expiration date by selecting “Only patrons with” and changing the “Graduation Year” to “Expiration Date” – or you may choose Patron Types and limit by “Faculty” or “Student”)

Click on “Export”

To attach to your worksheet, go to your email worksheet

Select “attach” and “browse”

Select the C: drive and your folder “Test Patron”, file “patron.out”

Click on attach – File will be sent with the completed Circulation Profile Worksheet

