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Clone/Copy User Helper Cheat Sheet 
 
Last updated October 6, 2025 
 
There is a video to accompany this guide here: 
https://www.youtube.com/watch?v=AwRk0qpxQsI. 
 
After adding a new user, you will see the option for User Registration: Clone/Copy User in 
the Complete pop-up box. The Clone/Copy to New User option allows staff to create a user 
account for additional family members without entering already recorded user 
information. 
 
The User Registration: Clone/Copy User helper does not check for duplicate users. 
 

 
 
After you select Clone/Copy to New User, a box will appear with the previous ID and a spot 
to scan the new library card number. 

https://www.youtube.com/watch?v=AwRk0qpxQsI
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After the new card is scanned, the system will pull the following information from the 
account it is Cloning: 
 
Last Name 
Library 
User Profile 
Address 
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If the original card was for an ADULT, you will need to make sure you change the profile to 
reflect the second patron (JUV, YA, etc.). 
 
If you are cloning an existing patron, you can follow the same steps but from the Copy User 
Wizard in the Users Group. 
 

 
This will pull up the User Search Wizard so you can search for the patron you want to clone. 
You can hit Cancel and then scan their barcode if you have their card. 
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Contact the RSA Help Desk at help@rsanfp.org or RSA staff at 866-940-4083. 

mailto:help@rsanfp.org

