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1 About This Guide

About This Guide

This guide is intended for library employees who use the Polaris staff client
application to do administrative, technical services, and patron services
tasks. It contains an overview of common features in Polaris, and provides
instructions for finding existing records, creating new records, using
record sets, and generating reports.

To do the tasks in this guide, permissions must be set for your user name.
If you have questions about permissions in Polaris, see your Polaris
administrator.

Polaris Basics Topics

Getting Started in Polaris

Using Polaris Documentation

Finding Polaris Records

Creating and Deleting Records

Creating and Using Record
Sets

Using Polaris Standard Reports

Basic Shortcut Keys

Important:

For information about developments that may have occurred after this
information was published, go to www.polarislibrary.com and select
Customer Tools, Customer Extranet.

This guide covers the following topics:

Overview of features, functionality, and navigation methods common
throughout Polaris; how to use the Polaris Shortcut Bar and workforms;
printing records; logging on and exiting Polaris.

Using Polaris guides and online Help.

Basic searching; browse, keyword, and phrase searches; how to focus
searches. Search tips.

Creating new records; linking records; deleting records. Deleting records.

Creating record sets and using them to do bulk processing on many records
simultaneously.

Generating standard and custom reports in Polaris; reference list of
standard reports.

List of shortcut keys formatted for convenient printing and clipping.
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Related Resources

2 About This Guide

In addition to the Polaris® Basics Guide, the following resources may be
helpful when using Polaris:

* Polaris Online Help

Polaris online Help is accessible from the Help menu on any Polaris
window or by pressing F1 with a Polaris window active. It provides
information and instructions for the Polaris staff client subsystems,
and Polaris administration (includes administration and
customization options for the staff client, PAC applications, and other
Polaris functions).

Polaris Staff Client Guides
Polaris® Patron Services Guide
Polaris® Acquisitions Guide
Polaris® Cataloging Guide
Polaris® Serials Guide

Polaris Public Access Guides

For information about using the Polaris PACs, see the following
guides or PAC Online Help:

o Polaris® PowerPAC Guide
o Polaris® PowerPAC Children’s Edition Guide

Polaris Administration Guides
* Polaris Administration Guide - Contains information about using the

Polaris Administration interface; setting up organizations, servers,
collections, workstations, and staff members; setting permissions,
parameters, and profiles; working with tables; setting search tool
characteristics, barcode formats, online document location, and
transaction logging.

Polaris Public Access Administration Guide - Contains information
about setting up and customizing Polaris® PowerPAC™, Polaris
Mobile PAC, and Polaris® PowerPAC™ Children’s Edition.
Polaris Telephony Administration Guide - Contains information about
setting up and customizing outbound and inbound telephony
services.

Polaris ExpressCheck Administration Guide - Contains information
about setting up the Polaris ExpressCheck workstation, Polaris

Administration settings for Polaris ExpressCheck circulation, and
customizing the Polaris ExpressCheck interface.

© 2013 Polaris Library Systems
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e Library Polaris Administrator

If you have questions about using Polaris, contact your Polaris
administrator or trainer at the library for help.

* Polaris Library Systems Web Site

For updated user and support information, go to www.polaristown.com.
You can also contact your Site Manager at:
1-877-857-1978.

* A Microsoft® Windows® guide or Microsoft's web site at
www.microsoft.com
The Polaris Basics Guide includes some tips for using Windows, but it
is written with the assumption that staff have prior training or
experience using Windows. For basic information on using Windows-
based applications, consult one of the many guides to Windows or go
to the Microsoft's Windows Basics web page at:

http://windowshelp.microsoft.com/windows/en-us/winbasics.mspx

© 2013 Polaris Library Systems
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4

Getting Started in Polaris

Getting Started in Polaris

This unit describes the features, functionality, and navigation methods

found throughout the Polaris staff client application.

“Opening and Exiting Polaris” on page 5
“Using the Polaris Shortcut Bar” on page 9
“Using Polaris Menus” on page 10

“Using Polaris Workforms” on page 13
“Viewing a Record’s Properties” on page 18
“Linking to Other Records” on page 20
“Printing Records” on page 22

“Encountering Permission Blocks” on page 26
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Opening and Exiting Polaris

The Polaris staff client is displayed according to the computer's screen
resolution and magnification settings. For workstations running Windows
Vista, Windows 7, or Windows 8, you can modify your computer’s
magnification setting from the default Small (100%) to Medium (125%) or
Large (150%), and the Polaris UI will reflect these changes. (This is not
supported in Terminal Services.) In addition, customers who have large
monitors can change the screen resolution to 1024 x 768 or above for
Windows XP, Windows Vista, or Windows 7.

However, when the resolution is set at 1024 x 768 or below, and you change
the magnification from the default Small (100%) to Medium (125%) or
Large (150%), some workforms may be partially obscured. If the resolution
is set above 1024 x 768, you can increase the magnification above the
default (100%) to enlarge the workforms while still fitting them to the
screen.

The resolution and magnification settings also affect the page orientation
when printing workform views. If the current resolution and magnification
settings on a workstation make the workform view printout too large to fit
in portrait, the view is printed in landscape orientation. For more
information, see “Printing Records” on page 22.

When you log on to Polaris, the settings in effect are determined by the
branch with which your user name is associated. In addition, the
permissions associated with your logon ID and the workstation determine
what Polaris tasks you can do. If you work at multiple branches, you select
a branch name at log-on to be sure the settings are appropriate for the
branch where you are working.

For libraries that use a training server, the Polaris Administrator can set an
alert message to staff members that they are logging into the training
server. Or, the Polaris Administrator can set different workform colors to
distinguish the training server from the production server. For more
information, see “Visual Cues for Staff Client Log-On Server” in the Polaris
Administration Guide 4.1R2.

If automatic log-on is enabled for the workstation, the log on dialog box is
skipped, and you are automatically logged in to the Polaris application
using Windows Active Directory. For more information, see “ Automatic
Staff Client Log-On” in the Polaris Administration Guide 4.1R2.

See the following topics:

* “Start and log on to the Polaris staff client” on page 6

* “Exit the Polaris staff client” on page 8
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6 Getting Started in Polaris

Start and log on to the Polaris staff client

Follow these steps to log on.

1.

Turn on the Polaris staff client computer.

The Windows desktop appears.

Double-click the Polaris shortcut icon on the desktop .
The Polaris Shortcut Bar and the Polaris Log On dialog box appear.

If you are configured to log on to Polaris using Windows credentials,
select Use Windows Authentication. The Name, Password, and Domain fields
will then be grayed out.

Note:
If this option is not available with your current configuration, it will appear
grayed out.

File Acquisitions

Tip:

If you do not want to log on at this
time, click Cancel. When you want
to log on, select File, Log On or
press CTRL+L.

@

Polaris ILS - B

Serials Cataloging Patron Services Circulation Administration Utilities Window Help

Polaris Log On n_‘© @ @ @ @ @
User name: | Peer

Password: | | Cancel

Domain: GIS

[]use windows Authentication

[ ]work off-line

To log on with your own or other Polaris credentials, if your user name
is not automatically entered in the Name box, type your user name in
the box.

Type your password in the Password box.

If the domain name is not automatically entered in the Domain box, type
the library’s domain name in the box.

Note:

Your system may be set up so that you do not need to specify a network
domain.

If you are logging on to Polaris offline, such as from a bookmobile,
select the Work off-line check box.

Click oK.

Note:

If your library provides the ability to log on as a rotating staff member, the
Polaris Log On Branch dialog box appears. Select the branch at which you
are working. (The options are determined by Polaris Administration
settings.)

If the Polaris log on branch dialog box appears, select the branch.

The menu and toolbar options are available on the Polaris Shortcut
Bar. Your user name is displayed in the title bar to indicate that you
have logged on.
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Tip:
Press ALT+F to open the File
menu, and press X to exit.

7 Getting Started in Polaris

Related Information

* Starting a staff client task - After you log on, you can use the Shortcut
Bar to do the following tasks:

* Start a subsystem task (see “Using the Polaris Shortcut Bar” on
page9).

* Create a record (see “Creating and Deleting Records” on page 80).

* Find a record (see “Finding Polaris Records” on page 33).

* Get help with Polaris (see “Using Online Help” on page 29).

* Alerts for users logging in to training server - Your system
administrator can use the system-level Staff Client profile Client visual
alert configuration to set an alert message and/or custom title bar colors,
so that users can quickly identify whether they are logging in to a

training or production server. For more information, see “Visual Cues
for Staff Client Log-On Server” in the Polaris Administration Guide 4.1R2.

* Working with Polaris Administration - See the Polaris Administration
Guide or online Help.

* Overriding permission blocks - Occasionally you may need to ask a
supervisor (or anyone with the appropriate override profiles set to Yes)
to override a Polaris block and allow the operation to continue. For more
information, see “Override a permission block” on page 26.

Close all windows within the Polaris staff client

Follow these steps to close all windows open within the staff client. This
closes all open windows within Polaris, but keeps the Polaris staff client
open.

1. Select Windows, Close All from the Polaris Shortcut Bar.
A message informs you that any open windows will be closed and
asks if you want to continue.
2. Click oK to close all windows.
All open Polaris windows close if there are no unsaved records. If
there are unsaved records, a message asks if you want to save them.
3. If unsaved records are open, choose one of the following options:
¢ To save the record and exit Polaris, click Yes.

* To exit Polaris without saving the record, click No.

e To return to the record’s workform and cancel the exit command,
click cancel.
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8 Getting Started in Polaris

Exit the Polaris staff client

Follow these steps to exit the staff client. This closes all Polaris windows
and the Polaris Shortcut Bar.

Note:
To log off the Polaris staff client, which closes all open windows but keeps
the Shortcut Bar displayed, select File, Log Off or press CTRL+L.

1. Select File, Exit from the Polaris Shortcut Bar.

A message informs you that all open windows will be closed and asks
if you want to continue.

2. Click oK to exit Polaris.

All open Polaris windows and the Polaris Shortcut Bar close if there
are no unsaved records. If there are unsaved records, a message asks
if you want to save them.

3. If unsaved records are open, choose one of the following options:
¢ To save the record and exit Polaris, click Yes.
* To exit Polaris without saving the record, click No.

e To return to the record’s workform and cancel the exit command,
click cancel.

© 2013 Polaris Library Systems
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Getting Started in Polaris

Using the Polaris Shortcut Bar

Tips:

Use the following shortcut keys to
access menus:

ALT+F - File

ALT+A - Acquisitions

ALT+S - Serials

ALT+C - Cataloging

ALT+P - Patron Services

ALT+R - Circulation

ALT+M - Administration

ALT+U - Utilities

ALT+H - Help

If you use a shortcut key to access a
menu, the keys for the functions
are underlined. For example, if you
select ALT+A for the Acquisitions
menu the F is underlined in Funds.
Press F to open the Find Tool and
search for Fund records. For more
shortcut keys, see ““Basic Shortcut
Keys” on page 148.

Display or hide the subsystem
buttons by clicking the round icon
or by dragging the handle. Hover
the cursor over an icon to see the
name of the record. Create a two-
level toolbar by dragging down the
round icon or handle. When you
close Polaris and log back on, the
Shortcut Bar returns to its default
display.

When you first log on to the Polaris staff client (for instructions, see “Start
and log on to the Polaris staff client” on page 6), you see the Polaris
Shortcut Bar, which is the starting point and navigational tool for library
staff. The Polaris Shortcut Bar consists of a menu bar with menus organized
by subsystem, and a toolbar with round icons that provide alternate ways
to access Polaris functions.

To access a subsystem menu, you can press shortcut keys or use the mouse
and click a menu title. You can also click one of the color-coded round icons
(dark blue for Cataloging), and the record icons appear. Click the icon
borders (handles) to expand, contract, and reorder the toolbar.

m Polaris ILS 4.1.438 - peer [Cobleskill]
File Acquisitions Serials [ﬁrataloging] Patron Services Circulation )\-ministration Utilities Window Help

e

Bibliographic Records
Item Records

D CROXC|

Authority Records
Record Sets

Course Reserve Records
Reserve Item Records

Community Records
Promaotions

Templates

Barcode Range Selection

k Options

F12
Ctrl+F9

0@ O

Polaris ILS 4.1R2.1041 - finn [Cobleskill]

File Acquisitions Serials Cataloging Patron Services  Circulation Administration  Utilities  Window  Help

N @O @ECEEEREE]
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10 Getting Started in Polaris

Using Polaris Menus

The Polaris Shortcut Bar contains the following menus:

Note:
When you select a record type from a subsystem menu, the Polaris Find
Tool appears. See “Finding Polaris Records” on page 33.

File - Select options from the File menu to create a new record, log off, or
exit Polaris. When you select File, New, the New dialog box appears. For
detailed instructions, see “Creating New Records in Polaris” on page 81.

Acquisitions - Select options from the Acquisitions menu to do
acquisitions tasks. See “Starting an Acquisitions Task” in the Polaris
Acquisitions Guide 4.1R2.

Serials - Select options from the Serials menu to do serials tasks. See
“Start a Serials task” in the Polaris Serials Guide 4.1R2.

Cataloging - Select options from the Cataloging menu to do cataloging
tasks. See “Finding Cataloging Records” in the Polaris Cataloging Guide
4.1R2.

Patron Services - Select options from the Patron Services menu do patron
services tasks. See “Patron Services on the Shortcut Bar” in the Polaris
Patron Services Guide 4.1R2.

Circulation - Select options from the Circulation menu to do circulation
tasks. See “Patron Services on the Shortcut Bar” in the Polaris Patron
Services Guide 4.1R2.

Administration - Select options from the Administration menu to do
administration tasks. See “ Accessing Administration Records” in the
Polaris Administration Guide 4.1R2.

Utilities - Select options from the Utilities menu to do certain tasks. For
information on the options available from the Utilities menu, see the
following topics:
* Reports and Notices - See “Using Polaris Standard Reports” on
page 98 for general information on running reports.

* Importing - For information on importing bibliographic or authority
records, see “Setting Up Import Profiles and Importing Records”
in the Polaris Cataloging Guide 4.1R2. For information on importing
events, see “Importing Events for Community Profiles” in the
Polaris Community Profiles Guide 4.1R2.

* Exporting - See “Exporting Cataloging Records” in the Polaris
Cataloging Guide 4.1R2.
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Cataloging Processing - This menu option has a submenu with the
following options:

- Purge Cataloging Records - See “Purge cataloging records” in the
Polaris Cataloging Guide 4.1R2.

- Bibliographic Bulk Change Queue - See “Check the bulk change queue
and run the report” in the Polaris Cataloging Guide 4.1R2.

- Authority Create Links Queue or the Authority Update Links Queue - See
“Check the logs of the new or updated authority links” in the
Polaris Cataloging Guide 4.1R2

- Create Unlinked Bibliographic Record Set and Create Unlinked Authority
Record Set - See “Cleaning Up the Catalog” in the Polaris Cataloging
Guide 4.1R2.

Quick Circ Item Records - See “Circulating Ephemeral Items” in the
Polaris Patron Services Guide 4.1R2.

Link to Supplier Databases - See “ Add links to supplier databases” in
the Polaris Acquisitions Guide 4.1R2.

Update Currency Exchange Rates - See “Update the currency exchange
rate for a foreign currency” in the Polaris Acquisitions Guide 4.1R2.

Label Manager - See “Setting Up Labels” in the Polaris Cataloging
Guide 4.1R2.

Mailing Label Manager - See “Creating Patron Mailing Labels” in the
Polaris Patron Services Guide 4.1R2.

Credit Card Payment Manager - See “Managing Credit Card Orders” in
the Polaris Patron Services Guide 4.1R2.

URL Detective - Open the URL Detective.

Web Browser - See “Setting a Default Web Page” in the Polaris
Administration Guide 4.1R2.

Help - See “Using Online Help” on page 29.

© 2013 Polaris Library Systems
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Records Listed in Polaris by License

Course Reserves, Feature It (Promotions), Community Profiles, 3M Ebook
Integration, and other products each require a separate license. If these
products are not licensed, the records associated with the products do not
appear in menus, Find Tool Objects lists, or New Record lists. If these
products are licensed, the associated records are listed as selections in
menus and lists.

Accessing licenses available in Polaris

Follow these steps to view the licenses available to the library.

1. Select Help, About Polaris from the Polaris Shortcut Bar.
The About Polaris window appears.

2. Select the link next to Application Server from the About Polaris window.
The Polaris Properties window appears.

3. Select the Licenses tab from the Polaris Properties window.

The available and enabled licenses for the Polaris application are
displayed in the window.

© 2013 Polaris Library Systems
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Using Polaris Xorkforms

In Polaris, the windows where you create, view, and edit records are called
workforms. Each workform has its own menu bar and toolbar for
performing the tasks related to the record or records displayed in the
workform. Some workforms display a single record, such as the
Bibliographic Record workform, and you can edit only the data related to
that record. Other workforms, such as the Bibliographic Record Set
workform, list more than one record and you can perform actions on
multiple records from the same workform.

Workforms have color-coded banners along the left side that correspond to
the subsystem. For example, the Bibliographic Record workform has a dark
blue banner.

[E2 New Purchase Order - 1 - General - Polaris | = e
File E{ @4 New Serial Holdings Record - 1 - General - Polaris = | @&

Check In - Normal - Polaris E
D b Fite vi New Branch - Untitled - Polaris
% File Edit View Tools Help

L@HSE-x & §

Name: Abbreviation:
Display Name: Parent:

General
Addresses

Registration

w || Purchase Order

Shipping:

=
g
2

Return:

Email: VW

Contact Representatives:

Primary:

See the following topics:

* “Working with Multiple Workforms” on page 14
e “Workform Features” on page 14

* “Workform Actions” on page 15

* “Using Date Pickers” on page 16
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\Xorking with Multiple Xorkforms

Tip:

To use the key combinations to
maximize, minimize, or close
multiple workforms, the cursor
must be in the Polaris Shortcut Bar.

You can have multiple workforms open simultaneously, and switch from
one workform to another by clicking the workform or by pressing ALT+TAB.
You can also use the following options on the Window menu:

* Cascade - ALT+W+C - Restores minimized Polaris windows to the
desktop. Each consecutive window is positioned below and to the
right of the previous window.

* Minimize All - ALT+W+M - Minimizes all Polaris desktop windows
and places each with an icon on the Windows taskbar.

* Close All - ALT+W+A - Closes all open Polaris windows. However,
the Shortcut Bar remains displayed and available for use.

\Xorkform Features

All Polaris workforms have a menu bar and a tool bar with options to
perform tasks on the displayed record, link to other records, create new
records, see record properties, and get online help. Many workforms have
more than one view, and you change the workform view by selecting an
option from the View menu, by clicking an icon on the left banner of the
workform, or by pressing CTRL+TAB on the keyboard. The status bar at the
bottom of a workform displays information such as The record was saved
successfully.

Workforms contain fields in the form of drop-down list boxes, text boxes,
check boxes, date pickers, or other types of controls. For more information
on entering dates in Polaris workforms, see “Using Date Pickers” on
page 16.

You can move from one field to another in a workform using the mouse or
the TAB key. If you use the TAB key to go to a list box, press the ALT key and
the down arrow key to open the list box. For more information on using the
keyboard to navigate through workforms, see “Basic Shortcut Keys” on
page 148.

You can enter or edit data in boxes with a white background; boxes with
gray backgrounds are read-only for system-generated information or
information that you cannot edit. Bold labels indicate required fields, and
the record cannot be saved without information in these fields. If the

bottom right corner of the workform has a dotted arrow Ijl, you can
resize the workform by dragging the corner.

If a workform has a Find button, the Find Tool opens with the appropriate
type of record selected. For example, the Title field on the Item Record
workform has a Find button that opens the Find Tool with Bibliographic
Records selected in the Object box. For more information about the Polaris
Find Tool, see “Finding Polaris Records” on page 33.
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15 Getting Started in Polaris

You can do the following actions on Polaris workforms.

Save the displayed record - Select File, Save, press CTRL+S, or click (=
View the record’s properties - Select File, Properties to view the record’s

property sheet. See “Viewing a Record’s Properties” on page 18

Delete the record - Select File, Delete, press CTRL+D, or click * . See
“Deleting Records” on page 85.

Create a new record - Select File, New, press CTRL+N, or click | [ |. See
“Creating New Records in Polaris” on page 81.

Open another record - Select File, Open, press CTRL+O, or click & . The
Find Tool appears with the record type selected. See “Finding Polaris
Records” on page 33.

Print the workform - Select File, Print, press CTRL+P, or click & ~ . See
“Printing Records” on page 22.

Link to other related records - If the record is linked to other records,
you can select the Links menu and select the type of record. If only one
record of the selected type is linked to the record, the record opens in its
workform. If multiple records of the selected type are linked to the
record, the linked records are displayed in a list box. See “Linking to
Other Records” on page 20.

Get help with Polaris - Select Help, press F1, or click Ep . See “Using
Online Help” on page 29.

View the record’s properties - Select File, Properties, press F8, or click

. See “Viewing a Record’s Properties” on page 18.

Minimize the workform - Click [=].

Maximize the workform - Click “=-

Close a workform - Select File, Close, press ALT+F4, or click [&=.
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Using Date Pickers

Enter dates in Polaris workforms and dialog boxes by selecting them from
a date picker calendar control. To open the calendar, click the down arrow
next to a date box. The default date selected in the calendar is today’s date,
which is displayed in the bottom of the calendar. Select a different date in
the same month, or move to the previous or next month by clicking the
right or left arrows at the top of the calendar. To get back to today’s date,
click on it.

exactdab v | Date: | 57122010 J'

1

Sun Men Tue Wed Thu

25
2
B}

May, 2010

% 21 B 29
304 5 6
01 13

Fri
30

7
14

3

Sat
1
i

15

16 17 18 18 20 21 2

23 M 5 % 27 B 2

0 031 1 2 3 4 5
[ Today: 5/12/2010

To go to a date in a different month, click on the date at the top of the
calendar to display months of the year, and select a different month. To go
to the previous or next year, click the arrows at the top of the calendar.

4 2010 4

[ Today: 5/12/2010

To select a different year, click the year at the top of the calendar. The
calendar changes to display the years in the current decade. Select a
different year. To go to the next or previous decade, use the left and right
arrows at the top of the calendar.

4 2010-2018 4
2009 2010 2011 2012
2013 2014 2015 2016

2017 2018 2018 2020
[ Today: 5/12/2010

To select a different decade, click the decade at the top of the calendar. The
calendar changes to display decades. Select a different decade.

A 2000-2088 3

1990-

1999

2030-

2039

2070-

2079

2000-

2008

2040-

2049

2080-

2089

;2029

i 2019
2050-
2059

2090-
2099

2020-

2060-
2069
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2109

[ Today: 5/12/2010

© 2013 Polaris Library Systems



Polaris Basics Guide 4.1R2 17 Getting Started in Polaris

Date Picker Keyboard Shortcuts

You can use the following keys to select dates in the date picker calendar
control.

Note:

The keyboard commands and resulting actions listed below are for the
calendar control as it is first displayed with the days of the month. You can
also use these keys to move around in the calendar displaying the months
of the year, the years in a decade, or decades.

* Left arrow - Select the previous day

* Right arrow - Select the next day

* Up arrow - Select the same day in the previous week

* Down arrow - Select the same day in the next week

* Page Up - Select the same day in the previous month

* Page Down - Select the same day in the next month

* Home - Select the first day of the current month

* End - Select the last day of the current month

* Ctrl + Page Up - Select the same day in the previous month

* Ctrl + Page Down - Select the same day in the next month
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Viewing a Record’s Properties

You can see information such as the record’s creation and modification
dates from the Properties dialog box, but you cannot edit the information.
To see a record’s properties, use one of the following methods:

* From the Find Tool results list or a list of records, right-click a record and
select Properties from the context menu.

Q Bibliographic Records - Title Find Tool
File Edit Tools Options Help

9

General ‘Seiﬁngs | Scoping | Branches | Coll | Datab ‘
Search
Object: IBibI\ographi: Records V| Limit by: I[None) S_earch et
(@) Normal
- Stop

Search by: IT\tIe V| Value: () Pawer

Type: IKeyword search vl Osq

Sort by: I[None) vl D Count Only

For: Harry potter -
Title Author Format  Linked Items Holds  Publication Date Call Number -
Harry Potter ancg o o Nonmu... CD J Fict Row |E|

n L
Harry Potter and [ LK Nonmu.. 66 2 2007 Row
Place Hold... )
Harry Potter and Previ LK Nonmu.. 67 1 2005 CD J Fict Row
review
Harry Potter and Print . DVD 9 1 2006 DVD HARR
rin
Harry Potter and LK Nonmu.. 48 1 1999 RC J Fict Row
Wizards : the qui Add to Record Set * s John.  Book 1 0 2003 1334 Mat
The wisdom of H Create » mund M... Book 1 0 2003 823.914 Ker
What's a Christig Links » Nnie aut.. Electro.. 0 0 2012
What's a Christig Delete nnie. Book 1 0 2001 261.5 Nea
We love Harry P Undelete Book 3 0 1999 j Fict We
Ultimate unoffic| - baladriel.  Book 1 0 2002 823 Wat
. l Properties I ) )

Teachinn fanta llis lean  Rook 1 n 2003 i 3726 Per

* From a workform, select File, Properties, click , or press F8.The
Properties sheet appears. The General tab of the record’s properties
sheet contains general information about the record.

sl

Bibliographic Record Properties

General | About

Bibliegraphic Record

Control number: 456835

Author: Rowling, 1. K.

Title: Harry Potter and the prisoner of
Edition: Unabridged.

Publisher: Listening Library,

Publication date:  2000.

Description: 10 sound discs (11 hrs., 51 min.) :
ISBN/ISSN: 0807282324 ; ...

Language: eng

Format(s): Nonmusical Sound Recording; Sound

Number of items:

Number of holds:

Recording

29
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The About tab of the properties sheet contains information such as:
the creator and modifier of the record; the dates the record was
created and modified; the owner and record status; and statistics.

General | About

Creator: PolarisExec Creation date: 10/30/1998
Modifier: jferriss Last modified: 10/11/2007
Owner: QA-Plato 4.1 R2

Import date:

Import file:

Record status: Final

Display in PAC | | Do notoverlay | | ILL

First available date: 10/30/1998
Year-to-date circulation: 10

Previous year-to-date circulation: 15

Lifetime circulation: 4942
Year-to-date in-house use: L]

Previous year-to-date in-house use: 0

Lifetime in-house use: 3
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Linking to Other Records

Tip:

In the Find Tool results list, press
the up or down arrow keys to locate
the record, and press SHIFT+F10 to
open the context menu. Use the
arrow keys to navigate through the
context menu options, and press
ENTER to select an option. For
more keyboard shortcuts, see

“Basic Shortcut Keys” on page 148.

Tip:

You can expand the Find Tool
results list and list boxes by
dragging the bottom right corner of
the window, and you can sort the
columns by clicking on the column
headings.

Certain Polaris records are linked to other records so that you can easily
navigate from one record to another. For example, item records are linked
to bibliographic records. To display linked records from an open
workform, press ALT+L and type the first letter of the type of record, or
select Links, Existing and select the type of record. You can also right-click a
record listed in Find Tool search results to open the context menu, and then
select Links and the type of record.

a) Bibliographic Records - Title Find Tool -0
File Edit Tools Options Help
General | Seftings | Scoping | Branches | Collections | Databases ﬂnlds Qe \
Object:  Bibliographic Records v | Limit by: | (None)| | All Hold Requests i Seareh
Qutreach Patrons Stop
Search by: Title v | Value:
Item Records
Type: Exact match (implicitly truncated) v Authority Records New Search
Sortby: [(None) . Promations Clear
Selection List Line ltems
For: Harry Potter hd Selection Lists AEE
Purchase Order Line ltems
Title Author PurchaseVOrders ber Contr.. *
Harry Potter and the sorcerer's stone Rowlina. ). K IWDFE Line ftems 400608
Harry Potter and the Chamber of ~ Open IiezerE=s 406869
Harry Potter and the Chamber of Place Hold.. Serial Holdings Records 410174
Harry Potter and the prisoner of Preview Standing Order Parts 414320
Harry Potter and the sorcerer's st Print > Subscription Records Row 417094
Harry Potter and the sorcerer’s st Add to Record Set 3 Record Sets 421331
Harry Potter and the sorcerer‘s st Create , Vendor Accounts Row 423738
Harry Potter and the prisoner of (ﬁ , \Resource s / Row 424480
Harry Potter and the Chamber of| Delete T T T i et Pa& 424481
Harry Potter and the Chamber of| Undelete arge.. 14 0 2000 Row 427670
Harry Potter and the goblet of fi ook 285 0 2000 J Fict Row 427830
Harry Potter and the Chamber of _ Properties onm.. 8 0 1999 RCJFictRow 428466
Harry Potter and the prisoner of Azkaban [s.. Rowling, J. K. Nonm... 8 0 2000 RCIJFict Row 432132
Harrv Patter and the nrisoner of Azkaban Il.. Rowlina. 1. K. larae .. 10 0 2000 IT)FictRow 433917 Y
For Help, press F1 Stay on Select 26 of 139 record(s) retr

If only one record is linked to the record in the workform or in the Find Tool
results list, it opens in the appropriate workform. If there are multiple
linked records, they are listed in a linked list box.
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You can click a column heading to sort the list box; drag a column border
to expand the column; and select a record, right-click and perform a
function or link to other records. Depending on the type of record, you can
select multiple or all records in a linked list box, right-click and perform the
same action on all the selected records. For example, you can display all the
linked item records for a bibliographic record in the Linked Item Records
dialog box, and add them all to a record set in one step.

File Edit Help
2 55X & ]
Assigned Branch Collection Material Type Shelf L. Call Nu.. Vol.. Status Barcode Last Activit.. Rec.. Cont*
Bancroft Public Librans dicvisial (A Audiobook Cl ct .. 000220023.. 12/13/2007
Burnt Hills - Open . Audiobook CD J Fict ... Out 000070137.. 12/21/2007  Final 2752 _
Bumt Hills - CheckIn Audiobook CO FictR.. Out  000070137.. 12/19/2007 Final 2752
Cambridge Place Hold... Audiobook JCDFict . Out  000350015.. 1/3/2008 Final 2798
Canajoharie Print ' Audiobook CDj Fict .. In 000100034.. 1/8/2008 Final 2800
Chester Pub Add to Record Set + . Audiobook JCDAH.. Trans.. 000290028.. 10/19/2009 Final 2836
Chester Pub Add to Route List . Audiobook JCDAH.. Lost 000290028.. 12/17/2009 Final 2845
Clifton Park: Remove from Route List . Audiobook CD J Fict ... Out 000060300.. 1/7/2008 Final 2827
Clifton Park; Ad hoc Bulk Change ' Audfnbnck CcD qu R.. Out 000060298.. 1/3/2008 anal 2797
Crandall Pul Audiobook CD J Fict ... Lost 000050491.. 1/28/2010 Final 2798
Crandall Pu Create 4 Audiobook CD J Fict ... Out 000050491.. 1/2/2008 Final 2798
Crandall Pu Links 4 Audiobook CDJFIC.. Lost 000050500.. 1/29/2010 Final 2878
Duane Bran Delete . Audiobook CDj Fict .. In 000041437.. 11/27/2007 Final 2813
Galway Pub| Undelete Audiobook CD J Fict ... Out 000500031.. 12/29/2007 Final 2810
Glenville Br Properties . Audiobook CD j Fict ... In 000041435.. 1/10/2008  Final 2795
Glenville Branch - Sche.. Children's Audiovisual (.. Audiobook CDj Fict .. Out 000041436.. 12/22/2007 Final 2795 -
< [ i | 3
For Help, press F1 66 records NUM
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Printing Records

You can print records in Polaris from the workform, from the Find Tool
results list, or from a list box. The available printing options depend on the
type of record. When you select a workform view or all views to print, the
Print dialog box appears, and you click Print to print the view(s). The view
printout contains all the fields in the view, whether the fields contain data
or not.

Because workform view printouts are exact replicas of the view displayed
on the screen, they are affected by the workstation’s resolution and
magnification settings. By default, the view printout is automatically
printed in landscape. See “Opening and Exiting Polaris” on page 5 for
more information on workstation display settings and Polaris. Some
workforms have additional Brief or Full print options. When either of these

options are selected, a formatted “report” appears in pdf format in Adobe
Reader.

See the following topics:
* “Print a record from a workform” on page 23
* “Print selected entries in a workform list view” on page 23

* “Print search results from the Find Tool” on page 25
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Tips:

Select the printer portion of the
print icon = in the toolbar to
print the current view. Select the
arrow portion of the print icon -|
to display the other print options.

Press CTRL+P to print the current
view of the workform.

Press CTRL+SHIFT+P to print the
list view

Or,

Press ALT+F to display the File
menu, press P to display the print
options, and press one of the
following keys (the underlined
letters in the print options
correspond to the shortcut key):
C - Prints current view

L - Prints the list view

V - Prints all views of the workform

Tip:
To print the entire list view, press
CTRL+SHIFT+P.

23 Getting Started in Polaris

Print a record from a workform

Follow these steps to print records from a workform.

1.

Use the Find Tool to locate and open the record you want to print.

Note:
For more information on using the Polaris Find Tool, see “Finding Polaris
Records” on page 33.

Select File, Print from the workform menu bar, and select an option in
the list:

Note:

Additional options may be available depending on the type of record. For
example, Route Slip is a print option available from the Serial Issue
workform if the issue is on a routing list.

* Current View - Prints the current view of the workform.

* All Views - Prints all views of the workform. These are listed on the
workform View menu, and represented by icons on the left side of
the workform.

* List View - If the workform has a list, the entire list will be printed.
Sort the list by selecting a column heading, and the list will be
printed in the sort order you selected.

* Brief or Full - Some workforms, such as the Bibliographic Record
and Community Record workforms have options to print
formatted reports.

The Windows Print dialog box opens when workform views are
selected. Adobe Reader displays a pdf when Brief or Full is selected.

Click Print to print the record at the selected printer.

Print selected entries in a workform list view

Workforms with list views offer separate printing options for items in the
list views. Follow these steps to print one or more records from the list view
of a workform.

1.

Use the Find Tool to locate and open the workform that contains the
record you want to print.

Note:
For more information on using the Polaris Find Tool, see “Finding Polaris
Records” on page 33.

Display the list view of the workform if it is not already displayed by
selecting View, List View.

Select the item or items to print.

Right-click, select Print, and select a print option.
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Tip:

To print the list view itself, select
an item in the list and click the
printer portion of the print icon
=) above the list view. If
formatted print options are
available for the selected item or
items, select the arrow portion of
the print icon ~| to display the
options.

File Edit View Links Tools Help

NeEa- > G2 GigEam & g

peer

Lines: 29 Total: $518.95

Status:

Received

e —

12/2/2008

DIANPERCOHSE RS

i
Number: LA 100
5 2
—
L
(@ Line ltems
L
0N
T [
£ 1 -
S B
ou 3 Place Hold
a. E Receive
5
E Undlo Receipt
7 CopyTo..
te D Claim
e Cancel
B o
- Close
2 A Print
t 1z
= s Links
15 L4 Delete
=
Properties

Author ISBN/ISSN

Amount

. D
080
05200601
G... 0521207630.
0198850719
dyard, Ge... 1555540058 $8.91
$8.91
0915306867 ... $4.57
1558850023 « 7,19
List View
2
PO Line Item Workslip
068418463% ... §143.75

or..

Re...

Inv...

Fund

AdultFi...
AdultFi...
AdultFi...

Stan *

The Windows Print dialog box appears.

4. Click Print.

The record is printed at the selected printer.
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Print search results from the Find Tool

Follow these steps to print search results from the Find Tool.

Tip: 1.

For information on searching for
records in Polaris, see “Finding
Polaris Records” on page 33.

Select the type of record, and enter your search criteria.

The records are displayed in the Find Tool results list.

Important:

If you want to print a list of all the search results, press CTRL+SHIFT+A to
retrieve all records that meet your search criteria before printing the list
view. You may also need to increase the number of records that can be
retrieved by changing the Retrieval Limit on the Settings tab. See “Doing a

Browse Search” on page 53.

4] e Records - Circulstion status Find Toel
File] Edit Tock Options Help
Print » Cuamert View ot

Chose  AkeFL Al Ve E
List View CtrleShiftep  Bf maberial
L - | tnome: | s Bock + Cannette
- = flce] Biok + L0
Tee: | Exactmatch (mpkoity urcated) 7| (o] Brake

Swtby: [ Amsgred Beanch - feud
[ o——

Title Agsig.. Colle.. Mate. Shef_ Call.. V. Sans

] b
[omt] Cartograche: Masersl
tal Colecton

For: Missng - Frk] Fletrcrne Romcumcom:

Barcode

Last Acthi. R

Platoon [OVD] Amar.  Audio Video oo Migsing  DOQ4M00SILTTL  31T/2004
Moby Dick [IVD]  Amat. Audi Video oo Mising 004300622604 9/22/2007
Wewere soldiers [, Amat.,  Audi. Video oo Misging Q004300583848 7/3/2007

& mile [OVD] et Awdie Video oo, Miging 0004300707074

Keeping the promi... Bnat.. Ao Child... oo .. Meiang  DOO400S46407 117472006
The School of Roc. Amat... [ Mosang  DO04006TS040  6/2/2007

The matro revolubi. Amat...  Audi  Video [ Mosng  DO400682105  6/18/2007
Big frsh [DVD) amat.  Awsdi Video oo . Messing D004 300672978

Kl Bill vel 2 [DVD]  Amst. Audio Video oo Migsing 0004300713021 B/162007
Hew York minute [ Amst.. Audi_  Child... oo Migsing  DOD4M005TGZL  6/7/2005

B mariachi VD] Amat.  Audi Video oo Mising  004300TII0Z3  6/2/2007

Hetel Rwanda [DVD] Amat.  Audi- Video oo Missing  DO4I0066082  9/27/2006
Lagsie: [DVD] the po. Amal.,  Audi.  Video oo, Minsing 004300696327 /112007

Prinit list wiew Stayon Select I8 of 359 recordiz) | User default

2. Select File, Print, and select a print option:

Tips:

Press CTRL+P to print the current
view.

Press CTRL+SHIFT+P to print the
list view.

w

* Current View - Prints the search criteria on the current tab of the
Find Tool and a list of the items displayed in the window.

* AllViews - Prints the search criteria on all tabs of the Find Tool and a
list of the items displayed in the window.

* List View - Prints a list of all the results currently retrieved. You can
adjust the column widths, or sort the list before printing. If you
want to print all the results, press CTRL+SHIFT+A to load all the
search results. Also, the Retrieval Limit may need to be increased on

the Settings tab.

Set the print parameters on the print window, and click Print.

The Find Tool results are printed or saved in the format you

selected.

Printing from List Boxes and Record Sets

Select File, Print or select specific records in the list box or record set, right-
click and select an option from the context menu.
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Encountering Permission Blocks

If you encounter a message that says you do not have permission to do a
certain task in Polaris, you can either cancel the task or ask a supervisor or
another staff member to override the permission block. The staff member
must have the override profile set to Yes for the subsystem and permission
to do the task for which you were blocked. If the record has a specific
owner, the supervisor or staff member doing the override must be the
record’s owner or have permission to modify organizational-level records.

See the following topic:

* “Override a permission block” on page 26

Override a permission block
If you attempt to do a task in Polaris and encounter a message saying you
do not have permission to do that task, do the following steps.
1. Click override>> on the Polaris Permissions dialog box.
The Polaris Permissions dialog box expands.

2. Ask someone with override ability to type her Polaris user name and
password in the Name and Password boxes. If the domain is different
from the domain that appears, type it in the Domain box.

3. Click oK to override the block.

You can do the specific task.

Related Information

* Opverride profiles - In the Staff Member workform, the following staff-
level profiles determine a staff member’s ability to override permission
blocks:

* Acquisitions/Serials profiles
Override acquisitions blocks - If set to Yes, the staff member can
override acquisitions permissions blocks
Override serials blocks - If set to Yes, the staff member can
override serials permission blocks.

* Cataloging profile - Override cataloging blocks - If set to Yes, the
staff member can override cataloging permission blocks.

* Patron Services profile - Override patron services blocks - If set to
Yes, the staff member can override patron services permission
blocks.

* Staff client profile - Find Tool: Override SQL search blocks - If set
to Yes, the staff member can override Find Tool SQL search blocks.

* Permissions - For more information on setting permissions, see
“Granting Permissions” in the Polaris Administration Guide 4.1R2.
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Using Polaris Documentation

Polaris documentation includes the following resources:

* User guides cover Polaris functionality and how you can use it to
facilitate your library’s workflow.

* Administration guides provide reference information and
procedures for Polaris Administration.

* Online Help has a searchable index as well as a text search feature.
It includes the information covered in user guides and specific
help for workforms.

Note:

In addition to the documentation provided by Polaris Library Systems, your
library may develop its own documentation files and make them accessible
from Polaris. For more information, see “Defining Online Documentation”
in the Polaris Administration Guide 4.1R2.

This unit covers the following topics:
e “Using Guides” on page 28
* “Using Online Help” on page 29
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Using Guides

Tip:

The location of the online
documents is specified in Polaris
Administration. For more
information, see “Specify the
location of online documents” in
the Polaris Administration Guide
4.1R2.

Polaris guides include administration and reference manuals, as well as

user guides for staff and patrons. The guides are available as Adobe® PDF
files, for viewing online or printing, from the following locations:

* Polaris staff client
* Polaris application server

* Polaris Library Systems Web site at www.polaristown.com

See the following topic:

* “Access documentation from the Polaris Shortcut Bar” on page 28

Access documentation from the Polaris Shortcut Bar

Follow these steps to access a document from the Polaris Shortcut Bar.

1. Start and log onto the Polaris staff client.
The Polaris Shortcut Bar appears.

2. Press ALT+H and press D, or click Help, Online Documents from the Polaris
Shortcut Bar.

Either a document opens in Adobe® Reader®, or the documentation
index page opens, displaying multiple documentation links.

3. If multiple documentation links are displayed, select the document
that you want to view or print.

The document opens in Adobe Reader.

Note:

Several Polaris guides include keyboard shortcuts in a format convenient
for photocopying and clipping. For example, see “Basic Shortcut Keys” on
page 148 for a list of system-wide keyboard shortcuts.
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Using Online Help

Tip:

The links to the Polaris online
documents and the library’s
documentation (if any) are defined
in Polaris Administration. See
“Defining Online Documentation”
in the Polaris Administration Guide
4.1R2.

When you select Help from the Polaris Shortcut Bar, the menu lists the
following options:

* Polaris Topics - Look up any topic in Polaris. See “Use topic-level
Help in the staff client” on page 29.

* Search for Help on... - Search for a term anywhere in Polaris Help.

* Shortcut Bar Help - Information regarding the Polaris Shortcut
Bar. See “Using the Polaris Shortcut Bar” on page 9.

* Online Documents - Access the Polaris guides in pdf format. See
“Access documentation from the Polaris Shortcut Bar” on page 28.

* Library Documentation - Access the library documentation if
your library provides its own documentation for Polaris.

* Obtaining Technical Support - Select this option to go to the log-
in page at www.polaristown.com.

Use topic-level Help in the staff client

Use topic-level Help when you want to find information on any Polaris
function.

* Open topic-level Help, by selecting one of the following options:

* From the Polaris Shortcut Bar, press ALT+H or and press P, or select
Help, Polaris Topics.

¢ From the Find Tool, select Help, Find Tool Topics.

¢ From a workform, select Help, Subsystem Help Topics.

The Polaris Staff Help window appears. The location from which you
access Help determines the content that displays in the window. If you
access Help from the Polaris Shortcut Bar, the Help window opens
with topics relating to the Shortcut Bar and Polaris menus. If you
access Help from the Find Tool, the Help window opens with topics
relating to using the Find Tool. If you access Help from a workform,
the Help window opens with topics relating to the workform’s
subsystem. You can navigate to other topics no matter how you first
accessed the Help window.

The right pane of the Polaris Staff Help window displays topic
information. The left pane is used for searching and navigation.

* To navigate through the staff Help table of contents, do the following:

Note:

The table of contents displays help topics in a tree view as they would be
organized in a book. The table of contents shows the book hierarchy and
how topics are related to each other, and lets you progress from topic to
topic. If you have a topic displayed in the right pane, you can click the
Contents tab to see where the topic appears in the hierarchy.
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Tip:

You can display the Search page
directly from a workform or the
Polaris Shortcut Bar by selecting
Help, Search For Help On.

Tip:

When you search using the Search
or Index tab, and you need to see
the topic in context or you need to
go back to an overview, you can
click the Contents tab.

30 Using Polaris Documentation

Click the Contents tab in the left pane.
Double-click the main topic to display subtopics.
Double-click the main topic to hide subtopics.

* To use the index, do the following;:

Note:

The index displays help topics in alphabetical order. Use the index for most
searches unless the term is uncommon. You may also find useful cross-
references and alternate terms.

Click the Index tab in the left pane.
Type the term you are searching for (or the first few letters) in the
Type in the keyword to find box.
The index displays the alphabetical part of the list that includes the
term you typed.
Double-click the topic in the list, or select the topic and click Display.
The topic appears in the right pane.
To search for a keyword term, do the following:
Note:
The Search feature is most useful for uncommon terms. For example, you
could use the Search tab when looking for information on Z39.50. But if you

are looking for information on bibliographic records, you will get more
useful results using the Index tab.

Click the Search tab in the left pane.

Type the term you are searching for (or the first few letters) in the
box.

Double-click the entry, or select the entry and click Display.

The topic appears in the right pane. Each instance of the term is
highlighted.

* To navigate through a topic displayed in the right pane, use these
controls:

Press the down arrow or up arrow on the right side of the window
to scroll through the topic.

Click links in the topic information to display related information.

Click the book icons in the table of contents on the left panel to see
other topics.

* See where the displayed topic appears in the table of contents.

Search for a topic.

With the topic displayed in the right pane, click the Contents tab to
see the topic in the tree view. You can select another heading to see
other procedures or an overview.
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* To save a topic link to frequently access the topic, do the following:
* Display the topic.
* Click the Favorites tab in the left pane.

If you want to change the name of the topic link, type the new
name over the existing name in the Current topic box.
* Click Add.

The new topic link appears in the Topics list.

Notes:

- To display a Favorite topic, select the topic link in the Topics list, and
click Display.

- To delete a topic link from Favorites, select the topic link in the Topics
list, and click Remove.

* To print from the Help file, do the following;:
* Right-click the topic you want to print.
* Select Print from the context menu.

* To copy from the Help file, do the following:
* Select the text you want to copy.

* Right-click and select Copy from the context menu.

* To leave online Help, click X to close the Polaris Staff Help window.

Get quick help with a workform

Use workform-level Help when you want to find specific information
about a workform and the tasks that are done using the workform.

) Eﬁ) 1. From a workform, select Help, This Window Help.
Tip: E

Click to display Help for a
workform, or press F1.

8 Check Out - 0 - Normel - Polaris

File Edit View Links Tools

E o | g A Patron Services Help Tepics
Search For Help On...

(E=8Hoh 77

4:-:4 Patron barcode: | | This Window Help FL
Q Acct charges: 0.0f Obtaining Technical Support

Acct credit: £0.0¢
X Ttems out: 0 About Polaris
Q Total overdue: 0 E-mall address:
Q Claims/Lost: 0 Statistical class:
6 Ttems heid: ) Registration date:

Loan Period
Barcode Call Number  Title Due Date Action ShelfLoc...  Assigned ... MaterialT...

This Window Help

MNUM

The Polaris Staff Help window appears with information about the
workform.

© 2013 Polaris Library Systems



q e & &

Hide Back Fowasd Ponl

Contents| ndux | Semch

[@ Geting Stanedin Polans

b Lising Potans Doeumantaton
b: Fincling Polaris Records

b Croatng and Deleting Recards.

B Uising Polaris Standard Reports

b Search Access Paints and Codes Refarence

%) Basic Sharcut Keys

b Gonoral User ntedace Features

b Gattng Started in Pakon Seraces

B Pavon Registaton

b BullChanging Paron Records

inculation Receipts, Sounds, Sman
b Cheeck-Out and Renewal

e Warking wih Blccks (Stops)

Y VY TR W W WYY

b Circulzing Ephamaral lems

b Taking an e Inventory

B Wiarking with Claims

b Managing Lost tems

b Pakon Status and Accounting

b Warking with Hold Riequasts

b Wrking with Ineribeary Loans

b Bomaw By Mail Circulaton

e Duraach Sarvices Procassing

b Wanaging Course Reserves

3] Paton Senices/Circudaton Shorsat Keys.
b Pabon Sernces Workloems

B Circulaticn Workdoms

b Dursach Sarvices Managar Waridam

B Ouveach Services Selection List Workform
7] Maiing Label Manager Warkfom

FY Y Y I VP Y PP PPV Ow

~ b
v

Check Out Workform

The Check Out workform is the basic tool for checking out items at the
circulation desk. See Check-Out and Renewal. Use this workform to:

# Chaeck out or renaw itams - See Check out an item. Tips:

 Patron barcode - Type or scan the number, or click the Find button by
the patron name to search for the patron's record.

* ltem barcode - Type or scan the item barcode, or click the
Find button by the item barcode to search for the item record.

MNota:
IF the patron ar item record is blocked for some reason, a blocks dialog
box appears. See Working with Blocks (Stops).

# Items Checked Out list - You can right-click an item to place a hold,
print item information, check it in, or access other options related to
the item. IF an item in the list is a serial, the serial designation
{enumeration and chronology) is added to the title, You may need to
expand the title column to see the designation.

# Resolve overdue fines at renewal - If the Overdue Fine dialog box appears
when you attempt to renew an item, you can resolve the fine or cancel
the renewal. See Resolve a fine at renewal.

= Set a special loan perlod - Click Speclal. The Special Loan dialog box
appears. You can set the loan period for the next item, for all items
checked out ta this patron, or all items checked out during this session,

2. Click a procedure link to see more information about a task, or use the
left pane to navigate to other topics.
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Finding Polaris Records

You use the Polaris Find Tool to search for existing records in your local
database and to perform actions with these records without having to open
them. You can use the Find Tool to do a basic search, or you can use various
options to focus your search more precisely. If your library has established
connections to other remote databases, you can also use the Polaris Find
Tool to search these databases.

Note:

For information about searching for Polaris Administration records, such as
libraries, branches, staff members or workstations, see “Find an
administration record” in the Polaris Administration Guide 4.1R2. For
information about searching for permissions, see “Finding Permissions™ in
the Polaris Administration Guide 4.1R2.

This unit covers the following topics:

e “Polaris Find Tool Overview” on page 34

* “Using Find Tool Results Lists” on page 41
* “Doing a Basic Search” on page 45

* “Doing a Browse Search” on page 53

* “Doing a Keyword Search” on page 56

* “Doing a Phrase Search” on page 60

* “Doing Power Searches” on page 61

* “Setting Up SQL Searches” on page 67

* “Scoping Searches for Bibs and Items” on page 70
* “Searching Branches” on page 73

* “Searching Collections” on page 75

* “Searching Remote Databases” on page 77
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Polaris Find Tool Overview

With over 600 access points as well as relevancy ranking, sorting, limiting,
proximity searching, CCL queries, scoping, SQL searches, and automatic
suggestions, the Polaris Find Tool provides search options for all types of
tasks. You can save user defaults for the types of searches you do most
often.

The “count only” option gives you a simple count, such as the number of
DVDs in a certain collection, without returning the search result list. You
can add records to a record set from a “count only” search without
returning the records in a the results list, or you can select the records from
the results list and put them in a record set.

Your library can set up Z39.50 targets for external databases that you can
search directly from the Find Tool - allowing you to save new records to the
local database in one step.

If you have the required permissions, you can create and save a SQL search
in the Polaris Find Tool. SQL searches are used for data retrieval only; data
cannot be manipulated through the Find Tool. Once a SQL query is saved,
other staff members can use the saved search even if they do not have
permission to create and save one.

In addition to the many methods and access points available for searching
in the Find Tool, you can perform tasks on single or multiple records listed
in search results, provided you have the required permissions. If you select
a single record, you can select Links to access the linked records. From the
bibliographic search results, you can select Preview to see the titles’
circulation statistics. Other options include checking in multiple serial
issues and bulk-changing multiple item records.

You can also use the Polaris Find Tool to create quick reports from the
search results list. For example, if the library needs to see a list of items in
a certain collection that have not circulated in the last three years, you can
create a report in the Find Tool by printing the results list.

See the following topics:

* “Find Tool Tab Display” on page 35

* “Set Find Tool results limits” on page 36

* “Get a count of records without displaying them” on page 37

* “Customize the Find Tool by user” on page 38
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Find Tool Tab Display

When you search for bibliographic or item records, all the Find Tool tabs
are displayed: General, Settings, Scoping, Branches, Collections, and

Databases.
2] Bibliographic Records - Title Find Tocl ol @ (=3
File Edit Tools Options Help
[ - |
General ‘Sen’mgs | Scoping I Branches | Collecti | Datab ||
Search Mod Search
Object: [B»bhograph»c Records VI Limit by: [[None) _earc =
(@) Normal
" - Stop
Search by: ITltLe VI Value: ) Power
Type: IExact match (implicitly truncated) V| OsqL
Sort by: [[None) v] || count only
For Help, press F1 Stay on Select

All tabs are also displayed when you search for an object that has
bibliographic or item records in the Object list. For example, when you
search for Community Records, Bibliographic Records or Item Records can
be selected in the Object list.

2] Community Records - Organization name Find Tool o] @ w3
File Edit Tools Options Help
General ‘Senings | Scoping I Branches | Collections | Databasesl
| Search Mode Search
Object: [Cﬂmmunﬁy Records vTIL\mlt by: [(None) _
Authority Records i Stop
Search by: Authority Templates Value: () Power
Type: Bibliographic Templates sqL
Community Records
Sort by: Course Reserve Records [ count only
Course Reserve Templates
.
For: Ttem Templates
Fromotions

Record Sets

For Help, pre: Reserve Item Records Stay on Select
L Reserve Ttem Temblates

However, if the tab cannot be used in the context of the search, a message
appears on the tab. For example, if you are searching for a bibliographic
record using a Browse search type, and you select the Scoping tab, the
message Scoping is not applicable in this context appears.

2 Bibliographic Records - Title Find Tool o] @ [
File Edit Tools Options Help
GeneiallSelﬁiﬂgs‘ Scoping | Branches | Collecti Datab | I
Search
Scoping is not applicable in this context
e Stop
Clear
For Help, press F1 Stay on Select
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Tip:

These settings remain in effect
until you click New search or close
the Find Tool. Changing the
settings here does not affect the
default settings in Polaris
Administration. You can restore the
default settings by clicking Reset
to Default.
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For most other records (objects), such as Acquisitions, Serials, and Patron
records only the General and Settings tabs are displayed.

) Purchase Orders - PO number Find Tool E """ ol <"
File Edit Tools Options Help
General ngngs_l
Search
Object: [Purchase Orders VI Limit by: [[None) S?arch (=3
(@) Normal
- Stop
Search by: IPD number V| Value: ) Power
Type: [Exact match (implicitly truncated) VI sqQL
Sort by: I[None) vl [ count only
il -
For Help, press F1 Stay on Select SC BR CO

Set Find Tool results limits

The greater the number of records retrieved and displayed in the results
list, the slower the retrieval time. To ensure optimal performance, a default
retrieval limit is set in Polaris Administration, but you can change the limit
for a specific search. You can also increase the amount of time the system
will search before timing out. For information on Find Tool error messages
and how you can resolve them, see “Resolving Find Tool Search Issues” on
page 39.
Note:

For more information on the Find Tool profiles in Polaris Administration,
see “Setting Find Tool Profiles” in the Polaris Administration Guide 4.1R2

Follow these steps to specify how you want retrieval results to be handled.
Open the Find Tool.
Create your search query, but do not click Search yet.

Select the Settings tab.

The Settings tabbed page appears.

)
&

2 Bibliographic Records - Title Find Tool —
File Edit Tools Options Help

General‘ Settings |Scoping | Branches | Collections | Databases

Search
Record Set Options Result Set Other Options

[ send Results to 3 New Record Set Retrieval Limit: 1000 Use Initial Articles Table

Reset to Default Search Timeout (sec): 30 New Search

peer -

1000

=] w
@ g
[ o

Help

For Help, press F1 Stay on Select User default

4. If youwant to create a record set from the results, see “Create a record
set from all the Find Tool results” on page 89.

5. If you want to change the default settings, do the following;:
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Tip: * Type a different number to change the number of records that are
If the number of records returned retrieved in the Retrieval Limit box. The default limit is set in Polaris
in a search is equal to the retrieval Administration with the profile Find Tool: Default number of records to
limit, increase the retrieval limit to Y . . .

make sure all records that meet return in a result set. See “Set Find Tool defaults” in the Polaris

your search criteria are retrieved. Administration Guide 4.1R2. To set the retrieval limit back to the

default, click Reset to Default.

* Type a different number in the Search Timeout (sec) to increase or
decrease the amount of time (in seconds) that the system will
search before timing out. The default is 30 seconds.

Tip: e Check or clear the Use Initial Articles Table check box. If this box is
If you want Polaris to sort records, checked, the initial article in a title is ignored if that article is
youmust select a Sort by option on defined in the Initial Articles table (see “Defining Leading
the Find Tool’s General page. . L . . . .

Articles” in the Polaris Administration Guide 4.1R2).

Get a count of records without displaying them

You can use the Count only option with any type of search, including an SQL
search. Follow these steps to search for specific types of records and get a
count of the records without displaying them in a list.

Enter your search criteria on the Find Tool- General tabbed page.

2. Select Count only.

Tip: 3. Click search.
If you want to add the records to a ) . .
record set, go to the Settings tab A count of the records appears in the status line of the Find Tool.

and enter the information for the

record set before clicking Search. Note:

When you select Count only, the Retrieval Limit on the Settings tab is
ignored so that the count includes all records that meet the selected
criteria, but the Search timeout setting is still in effect.

Q Item Records - Circulation status Find Tool E [=] @
File Edit Tools Options Help
General |Sethngs | Scoping | Branches | Collections | Databases‘
_ ; Search Mode Search
Object: [Bem Records '] Limit by: [Type of material _
(@) Normal
- - Stop
Search by [Clrculat\on status V] Values: |[bks] Book - 7 Power
[bes] Book + Cassette -
Type: [Exact match (implicitly truncated) '] [bed] Book + CD =l ©sqL
[brl] Braille T
sotby: (e U i | |Bcmony
[dvd] DVD
v EET -
E 3
Done Stay on Select L5865 record(s) found _J
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Tip:

If you save a Power search as the
user default, the Find Tool will
open to the Power Search tab the
next time you search for the same
type of record, but the search
criteria are not saved.
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Customize the Find Tool by user

You can set the Find Tool to default to the same selections in the Search by,
Type, Sort by, and Limit by boxes each time you search for the same type of
record. The settings are associated with your log-in information and
remain the same each time you log in with the same user ID. You can still
change the search criteria at any time.

Values that can be selected from drop-down lists are also saved, but free-
text values are not. For example, if you select Genre in the Search by or Limit
by box, enter a free-text value, and select Save as User Default, Genre will be
retained, but not the free-text value.

Follow these steps to customize the Find Tool.

1.  Open the Find Tool.

2. Select the record type you want to find.

3. Select an option from the list in the Search by box.

4. If you want the search results sorted the same way every time you

search for that type of record, select an option in the Sort by box.

5. If you want the search results limited in the same way every time you
search for that type of record, select an option in the Limit by box, and
select a value in the Limit by values box.

Note:

Limit by values selected from a drop-down list are saved in the user
default, but free-text values are not saved. For example, if the Limit by
selection is Subject and you enter history in the Values box, the value is
not saved.

6.  Select Options, Save as User Default from the Find Tool menu bar.

4] Bibliographic Records - Title Find Tool [o] B s
File Edit Tools |Options | Help
General | Setiings Close on Open a_|ses
[ Save asUser Default ] P
. = Search Mode Sl
Object: Biblios Revert to System Default 3 [Type of material V] -
@) Normal T
Search by: [Tltle v] Values: |[bcs] Book + Cassette - @) Power B
[bed] Book + CD - e
Type: Keyword search - [brl] Braille = sqL
¥ [ e ] [emt] Cartographic Material |—|
Sort by: [Tltle, then Author, then Type of Mater v] %g:;?[][i‘%ltal Collection D Count Only
Save current find tool settings Stay on Select User default

The Find Tool is customized to search for the record by the option you
selected in the Search by box. To set the search by option back to the
default for the record type, select Revert to System Default.

Note:
If you set user defaults for the bibliographic or item record Find Tool,

these defaults are in effect in the Find Tool shortcuts (F12 for bibs and
Ctri+Alt+F9 for items).
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Resolving Find Tool Search Issues

* If you enter the search criteria and the results are fewer than you
expected, try the following:

* Go to the Settings tab and increase the number in the Retrieval Limit
box. This resets the retrieval limit for the current search only. If
you select New Search, the retrieval limit reverts to the default set
in Polaris Administration.

) Bibliographic Records - Title Find Tool ol @ (=
File Edit Tools Options Help
Ganerall Seitings ‘Scupmg | B h Coll | Datab ‘
Record Set Options Result Set Other Options [ﬂ]
D Send Results to a New Record Set Use Initial Articles Table Stop

Reset to Default

Search Timeout (sec): 30

New Search
Clear

Help

For Help, press F1

Stay on Select

User default

* Do the same search again, but select Count only. This will give you
the actual count of all the records that meet your search criteria,
regardless of the number in the Retrieval Limit box.

Type: IExaL‘t match (implicitly truncated)

=)

Sort by: [[Nune)

=)

For: science

-

) Tem Records - Subject Find Tool s
File Edit Tools Options Help
General ‘Senings | Scoping | Branches | Coll | Datab
Search Mod Search
Object: I]Iem Records VI Limit b'y:[[Nune) 7earc ode
(@) Normal
- Stop
Search by: ISub]ect VI Value: () Power
)saL New Search

|Count Dnlyl Clear

11

Help

Done

Stay on Select | 87754 record(s) found |User default

e If the search times out, go to the Settings tab and increase the number in
the Search Timeout (sec) box.

=

@ Bibliographic Records - Title Find Tool o || @ ‘
File Edit Tools Options Help
| General| Settings ping | Branches | Coll Datab
Search
Record Set Options Result Set Other Options
["]send Results to a New Record Set Retrieval Limit: 1000 \Use Initial Articles Table Stop
Eearch Timeout (sec): 30 ]
peer
Clear
1000
Help

For Help, press F1

Stay on Select

User default
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* If you enter the search criteria, and you encounter a CCL Syntax error
that states, Invalid Search. Please verify the query and then resubmit the search.,
you can enter the primary search criteria on the General tab and then use
the Scoping tab to refine the search.

* For example, the Invalid Search message appears if you select Type of
material in the Limit by box and select all values except for Book. In

this case, the Limit by option is being used to exclude the Book type
of material, but include all other values.

Q Bibliographic Records - Title Find Too

File

Edit Tools Options Help

[sE=]

General ‘Samngs I Scoping | Branches | Collections I Dstabasesl
Object: [B\bhographlc Records VI Limit by: IType of material VI
Search by: [Tltle VI Values: -
Type: [Kevword search v] (oie] Book El
Sort by: [[None) v]
For: anne of green gables - -

Search Mode
(@) Normal
() Power

JSQL

|| count anly

Search

New Search
Clear

Help

17

* Instead of using the Limit by option to exclude a specific type of
material, you could enter the primary search criteria, on the
General tab, then go to the Scoping tab to exclude the book format.
The search results display the bibliographic records with that title
in every format except book.

File

Q Bibliographic Records - Title Find Tool

Edit Tools Options Help

=300

i

General I Senings‘ Scoping |Branches | Collections | Databases

i And Not or
'] Add TI="anne of green gables"

Qualifier: [ AND TOM<>"bks"

= Updale

Current Criteria:

]

Search
Stop

New Search

Value: Remove

Clear

Help
Title Author Format Lin.. Ho.. Publ.. Call*
Anne of Green Gables. [videarecording] Videotape 33 0 1987 VC,
Anne of Green Gables [sound recording] Montgo.. Nonmusical Sound Recording 1 o 1986 RC|
Anne of Green Gables. [videorecording] Videotape 1 0 1987 VC |5
Anne of Green Gables [sound recording] Montgo.. Nonmusical Sound Recording 3 o 1989 RC|
Anne of Green Gables : [videorecording] th... Videotape 4 o 1988 V(|
Anne of Green Gables. [videorecording] Videotape 4 0 1988 VC| |
Anne of Green Gables [videorecording] Videotape 2 0 1987 VC.
Anne of Green Gables [sound recording] Montgo.. Nonmusical Sound Recording 1 4] 1989 RC.
Anne of Green Gables [sound recording] Montgo.. Nonmusical Sound Recarding 2 4] 1987 RC.
Anne of Green Gables collection [sound rec.. Montgo.. Nonmusical Sound Recording 4 1] 2001 RC.
Anne of Green Gables, the continuing stary ... Videotape 11 1] 2000 VC.
Anne of Green Gables [videorecording] Videotape 13 0 1995 VC.
Anne of Green Gables [DVD] DvD 13 0 2002  ANI -
< | i | 3
Done Stay on Select 26 of 28 record(s) r¢ User default sC
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Using Find Tool Results Lists

Tip:

Press the up or down arrow keys to
locate the record, and press
SHIFT+F10 to open the context
menu. Use the arrow keys to
navigate through the context menu
options, and press ENTER to select
an option. For more keyboard
shortcuts, see “Basic Shortcut
Keys” on page 148.

Once the search results are retrieved, you can scroll through the list to
display additional records, or press CTRL+SHIFT+A to automatically retrieve
all records. The status bar displays Done and indicates the number of
records retrieved.

Depending on the Retrieval Limit set in the Find Tool Settings tab, the total
number of records retrieved may not equal the number of records in the
database that meet the criteria you entered. The default retrieval limit is set
in Polaris Administration, but you can change it temporarily if the search
is likely to exceed the retrieval limit. See “Set Find Tool results limits” on
page 36.

From the Find Tool results list, you can select records and open them,
perform actions on the records by right-clicking and selecting options from
the menu, link to other records, send the records to a record set, or print the
results list for a quick report.

Important:

Search results, except for browse title and browse call number searches,
may be filtered so the results list includes only those records that you have
permission to access. For more information about setting permissions in
Polaris, see “Granting Permissions” in the Polaris Administration Guide
4.1R2.

See the following topics:
* “Use the context menu in the Find Tool results list” on page 41

* “Link to other records from the Find Tool results list” on page 42

* “Send search results to a record set” on page 43

Use the context menu in the Find Tool results list

Follow these steps to perform actions on records from the Find Tool results
list without opening the records.

1. Search for the record or records using the Find Tool.

The records are displayed in the results list.

2. Select the record and right-click to display the context menu.
The following options may be available depending on the record type:

Note:

Not all options are available for all types of records, and some options are
available only for specific records. For example, you can check in serial
issues from the Find Tool results list.

* Open - Opens the record in the appropriate workform.

* Place Hold - Place a hold request for the title or item.
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Tip:

Press the up or down arrow keys to
locate the record, and press
SHIFT+F10 to open the context
menu. Use the arrow keys to
navigate through the context menu
options, and press ENTER to select
an option. For more keyboard
shortcuts, see “Basic Shortcut
Keys” on page 148.
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* Preview - See the brief bibliographic display, circulation statistics,
and all the linked item records in one view.

* Print - Select List View to print the list of items in the results list, or
select another option. Some records, such as bibliographic records,
can be printed in the full or brief format. See “Print search results
from the Find Tool” on page 25.

* Add to record set - Select one or multiple item, bibliographic,
authority, or patron records, and add them to a record set. See
“Creating and Using Record Sets” on page 88.

* Links - Link to associated records. See “Link to other records from
the Find Tool results list” on page 42.

* Delete - Select one or multiple records and delete them.

* Undelete - Select one or multiple records marked for deletion and
undo the delete.

* Create - Create other linked records.
* Properties - Display a dialog box with information about the record.

* Add to Purchase Order - This option is available for bibliographic
record sets.

* Add to Selection List - This option is available for bibliographic
record sets.

Link to other records from the Find Tool results list

You can link from a record listed in the Find Tool results to other related
records. For example, you can link from a bibliographic record listed in the
results to its linked item record or records. Follow these steps to link to
other records from the Find Tool results list.

1. Search for a record.
The records that meet the criteria you specified appear in the Find Tool
results list.

2. Right-click the record from which you want to link to other related
records, and select Links.

The types of records to which this record could be linked are listed.
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Tip:

You can sort the list of linked
records by clicking on the headers
in the dialog box. If you print the
list, it will be printed in the order
in which you sorted it.

Tips:

If your search is likely to return
more records than the number in
the Retrieval Limit box on the
Settings tab, you may want to
select Count only or increase the
retrieval limit. When you select
Count only, the retrieval limit is
ignored, and it counts all the
records. A warning message
appears if the record set that will
be created exceeds the limits set in
Polaris Administration.
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Q Bibliographic Records - Author Find Tool o &) -
File Edit Options Help
General | Seftings | Scoping | Branches | Callections | Databases |
Search
Object:  Bbliographic Recorcs ~) Limitby: (gone) | [[SoMode
@ Normal Stop
Search by: [ Author =] value: © Power
: (onseoen)
Ty [Exact match (mplady truncated) el e ©s
All Held Requests -Clear
Sort by: [CNDnE) & [ count only
Trem Records Help
For: Nabokov, Viadmr em heser [ o]
Authority Records
Selection List Line ems
Title . . Publ... Call Mumber Centre.
Selection Lists
The Nabokou-Wilson letters : comespandence b Purchase Order Line ftems 1879 02 Nabokow 4151
980 8093 Nab 9061
Poems and pr G I I 1ol  BOLTINIlp 36036 |
The enchanter Place Hold... Invoice Line tems 1986 Fict 36083 3
Details of 3 su Preview Tnvoices 1876  Fict Nab 60833
Tyrsnts destroy s 1875 Fict 51355
.,rar\ (_E " [t Serizl Holdings Records <
Adls; or, Ardor: : ) 1969 Fict Nab G417 —
Bend sinister Add to Record Set 3 Standing Order Parts lot?  Fiet P
Lolita. Create » Subscription Records 1958 FictNab 53127
Palefire: a non s R E—— 1862 Fict Nab 85037
Glory : s novel Dt . 971 Fict Nab 6007
King, queen, k e Mabokov, Viadi.. Book 12 1968  FictNab 55000
WMary : 2 novel Undelete Mabokov, Viadi.. Book & 1970  FictNab 59001
Look st the h Properties Wabokov, Viadi.. Bosk & 1874 FictNab 50105 .
Done Stoy on Select 28 of 69 recc
Select the type of record.

If only one record of the selected type is linked, it opens in the
appropriate workform. If multiple records are linked to the selected
record in the Find Tool results list, they appear in a Linked Records
dialog box. You can right-click on the linked records and perform
certain actions from the context menu.

Send search results to a record set

Sending search results to a record set is useful if there is some action you
want to take on the records. For example, you could search for
bibliographic records that do not display in the PAC, send the search
results to a record set, and then bulk change the Display in PAC setting for all
the records at once. For more information on the types of records that
support record sets, see “Creating and Deleting Records” on page 80.

Follow these steps to put search results into a record set.

1.

2.

Enter the search criteria for the record on the Find Tool-General
tabbed page.

If you want the records to be sent to the record set without displaying
them, select Count only.

Select the Settings tab.

The Settings tabbed page appears.

Select Send Results to a New Record Set.

Type a name for the record set in the Name box.

Select the record set owner in the Owner box.
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Tip: 8.

The default threshold is set in
Polaris Administration using the
Staff Client profile Find Tool/
record-set-to-record-set
creation: Record set size warning
threshold. It applies to record sets
created from the Find Tool and
record sets created from other
record sets. See “Set Find Tool
defaults” in the Polaris

Administration Guide 4.1R2.
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If you want to change the number of records that can be added to a
record set before a warning message appears, type a different number
in the Warning Size Threshold box. For example, if you want a warning
message to appear only when five thousand or more records are about
to be added to the record set, type 5000.

Click search.

A message box asks if you want to open the record set.

Polariz

‘6‘ Recerd set Physics_20091029164712 has been created (441 records),

Do you wish to apen it now?

Select Yes to open the record set in the record set workform, or No to
return to the Find Tool results list. You can search for the record set

and open it later.

Related Information

For information on other methods for creating record sets, adding records
to existing record sets, and using record sets, see “Creating and Using
Record Sets” on page 88.
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Doing a Basic Search

The Find Tool appears when you select a subsystem and record type from
the Polaris Shortcut Bar, or when you click Find on workforms and dialog
boxes. You can also press F12 from anywhere in the Polaris staff client
application to open the Find Tool and search for bibliographic records, or
Ctrl+Alt+F9 to search for item records.

When the Find Tool opens, select the type of record to search for (object),
the access point to search by, and the type of search. Then type the word or
phrase to use for the search. In addition, you can use various options on the
Find Tool to narrow your search results, specify how to sort the results, or
get a simple count of the number of records.

Depending on the type of record, you can display the records in the Find
Tool results list and add them to a record set, or select Count only and add
them all to a record set without having to display them in a list. If you want
to add specific records to a record set, you can display them in the results
list, right-click the selected records, and select Add to Record Set from the
context menu.

If you usually search for records using the same criteria, you can save the
search options as your user default. For example, if you usually search for
bibliographic records by title and limit the search by material type, you can
set this up as your default. You can also specify sorting options as part of
your user default. Each time you search for bibliographic records, the
options are set automatically. For more information, see “Customize the
Find Tool by user” on page 38.

You can have multiple Find Tools open at once. The title bar of each Find
Tool displays the object and access point selected for that search. For
example, if you are searching for an item record by barcode, the title bar
displays Item Records - Barcode Find Tool.

Important:

Your Polaris administrator may set the Find Tool so that search results are
filtered according to your staff member permissions and those of the
workstation you are using. In Polaris Administration, if the Staff Client
profile Find Tool: Filter search results by permission is set to Yes, you
will see only the records for which you have Access permission. If it is set
to No, you can see records in the search results even if you do not have
permission to access (open) them.

See the following topics:

e “Setting Up a Search” on page 46

e “Search for a record” on page 50
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Setting Up a Search

A search query is a structured request for database information. The
simplest query uses default settings, and you simply type a word or phrase
to describe the records. This word or phrase might be, for example, a full or
partial title, the last name of an author, a patron’s name, or a purchase
order number.

A standard search query on the Find Tool requires the following four
criteria:

* Record (Object)

* Access point (Search by)
* Type of search (Type)

* Search string (For)

You can also narrow your search by selecting an option in the Limit by box,
and then a value in the value box. To sort the results before they are
returned, select an option in the Sort by box. The options in the Limit by and
Sort by boxes depend on the type of record you selected in the Object box.

Record (Object)

The record types that you can select in the Object box depend on the menu
option, workform, or field where you accessed the Find Tool. For example,
in a Purchase Order workform, if you click Find in the Supplier field, the
Find Tool opens with Supplier in the Object box. When you open the Find
Tool from the Funds field, Fund is selected in the Object box.

Access Point (Search by)

You select the access point in the Search by box. The list of access points
depends on the record type you selected in the Object box. For example,
access points for bibliographic records include Title, Author, and Subject
(among others). You can set your own default Search by access point for
each record type. Then, whenever you log on with your user ID and search
for arecord using the Find Tool, the Search by option is automatically set for
therecord type. See “Customize the Find Tool by user” on page 38. You can
set the option back to the system default at any time.
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Tip:

When you do a title search, Polaris
checks fields in the bibliographic
record indexed for title searching,
such as the 245, 246, 440, and 740
tags.
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Search Type

The available search types depend on your selections in the Object box and
the Search by box.

Exact match (implicitly truncated) - Displays all the records
beginning with the letters or numbers in the For box. No asterisk is
needed after the term in this type of search. However, you may
want to enter an asterisk before the search term. See “Using
Wildcard Characters in Searches” on page 49.

Example:
Type energy in the For box for a bibliographic title search. The results list
includes all titles that begin with energy.

Exact match (explicitly truncated) - Displays only the records that
exactly match the letters or numbers in the For box. If you use an
asterisk, the Results list displays the same records as those of an
implicitly truncated search.

Example:

Type energy in the For box for a bibliographic title search. The results list
includes only items titled energy.

If you type energy*, the results are the same as for an implicit search of
energy.

Browse - Display the specified index headings, beginning with
entries that start with text similar to the text in the For box. For
example, a browse title search for trains displays the portion of the
title index containing the first title that starts with trains. Browse
searching is Unicode-compliant, so you can enter diacritics or
special characters and the headings display that begin with the
characters. See “Doing a Browse Search” on page 53.

Keyword search - Finds records that include the exact search term
or terms you input, in any order. There is an implied and between
multiple words. For example, a keyword title search for trains
displays a list of items that have the word trains anywhere in the
title. See “Doing a Keyword Search” on page 56.

Phrase search - A special kind of keyword search for multiple
words in the exact order in which you entered them. See “Doing a
Phrase Search” on page 60.
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Tip:
The Sort by option is not available
for browse searching.

48 Finding Polaris Records

Sort By

If you want search results to display in a specific order, you can select an
option in the Sort by box. The sort option can be part of your user default
settings when you are searching for a specific type of record. For
information on setting a user default search, see “Customize the Find Tool
by user” on page 38.

The available options in the Sort by box depend on the record. For example,
if you are searching for a bibliographic record, you can select from the
following sort options:

e Author

e Author, the Publication Date

e Author, then Title

e Call Number

= Call Number, then Author

e Call Number, then Publication Date
e Call Number, then Title

e Control Number

= Most Popular

e Publication Date

* Publication Date, then Author

« Publication Date, then Relevance

e Publication Date, then Title

e Relevance

e Title

e Title, then Author

= Title, then Author, then Type of Material
= Title, then Publication Date

= Title, then Type of Material

* Type of Material

Search String (For)

You specify the search string in the For box by typing one or more
characters. Polaris ignores letter case, multiple spaces, and all punctuation
(except quotation marks) entered in the For box. The search does consider
special characters and diacritics. Consider the following when entering text
in the For box:

* Initial articles - If the Use Initial Articles Table check box is checked
on the Settings tab, the initial article in a title is ignored or
“stripped out” if that article is defined in the Initial Articles table
in Polaris Administration (see “Defining Leading Articles” in the
Polaris Administration Guide 4.1R2).

Example:
Searching for The Great Gatsby yields the same results as searching for
Great Gatsby.
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Tip:
The Use Initial Articles check box
is inactive for all other searches.
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The check box is used when the search type is Exact match (either
implicitly or explicitly truncated), and you are searching for the
following records:

Authority Records (Heading, Tracing/Reference)
Bibliographic Records (Title and Series)

Check In Records (Title)

Claims (Title) (both for Acquisitions and Serial versions)
Course Reserve Records (Title)

Hold Requests (Title)

ILL Requests (Title)

Invoice Line Items (Title)

Issue Records (Title)

Item Records (Title and Series)

Part Records (Title)

Purchase Order Line Items (Title)

Reserve Item Records (Title)

Route Lists (Title)

Selection List Line Items (Title)

Serial Holdings Records (Title)

Subscription Records (Title)

* Reusing a search string - All the search strings you type in the For
box are retained during a Polaris session. To use a search string for
another search, select the string in the For box.

* Using an implicitly truncated search - A title search for “bulletin”
could be done using the following string: bulle.

Note:

If you can use an ampersand (&) in a search string for phrase and keyword
searching, it is equivalent to the word and. The ampersand and the word
and are not interchangeable for exact match or browse searching.

Using Wildcard Characters in Searches

Wildcard characters are the special characters asterisk * or question mark ?,
which you can use in a search to represent the rest of the word in keyword
and exact match - implicitly truncated searches. A wildcard character is not
necessary after the search term in an exact match - implicitly truncated
search because the truncation is implied. However, you may want to enter
an asterisk before your search term if you are not sure if something comes
before the search term.

Examples:

Keyword searching - The entry King* for a keyword author search yields
results such as King, Kingsley, and Kingford. The entry *King* for a keyword
author search yields results such as Talking Heads, Dykinga, and
Polkinghorne.

Exact match (implicitly truncated) -The entry material for a selection list
line item notes search gets no search results. However *material finds the
selection list line item that has the note: This is printed music, but the
material type is set to 28 Youth. The search finds the results because it
looks for material anywhere in the note.
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Tip:
The Limit by option is not available
in Browse searches.
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Limit By

You can limit your search to narrow the results. For example, you can
search for a title and limit the format to DvVD. Some Limit by options have pre-
set selections in the Value box. For example, if you select Language, a list of
languages appears in the value box. But, if you select Author, you type the
author’s name in the value box. You must be precise when you enter free
text in the value box because there is no implicit truncation. When you enter
only a part of the value you want to limit by, you must also enter an
asterisk.

Example:
If you are searching for item records by title, and you limit by Current
borrower, type the patron’s name in the Value box in these formats:

last name*
last name, first name*
last name, first name middle name

You must include the comma and the wildcard character as shown. The last
name alone will not work in the Value box.

The specific languages listed in the value box are set in the MARC Language
Scoping Display policy table. This list is used if the Staff Client profile Find tool:
Use language scoping display is set to Yes in Polaris Administration. See “Setting
Language Display” in the Polaris Administration Guide 4.1R2.

Search for a record

Follow these steps to do a simple search for records.

1.  Open the Find Tool using one of these methods:
* Select a menu option from the Polaris Shortcut Bar.
* Click Find on a workform.

* If you are searching for a bibliographic record, press F12.

The General tabbed page of the Find Tool appears.

£ Bibliographic Records - Title Find Tool o] @ [
File Edit Tools Options Help
General ‘ Settings I Scoping | Branches | Collections | Databases|
g h Mod Search
Object: [Bibliograph\c Records v] Limit tvy:[[None) Farc a
(@) Normal
- _ Stop
Search by [Tlt\e v] Value: (©) Power
Type: [Keyword search V] osa
Sort by: [[None) v] [ count only
For Help, press F1 Stay on Select User default
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Tip:

To quickly locate an item in a list
box, type the first letter. For
example, to search by genre, open
the Search by list and press G.

Tip:

If you have an access point selected
and a search type, but then decide
to change the access point, the
search type is retained. For
example, if the search type is
Keyword and the access point is
Author, you can switch the access
point to Title and the search type
will be retained because both
access points can be used with
keyword searching.

Tip:

The results list automatically clears
when you start another search. You
can also click New Search to close
the results list, return the Find Tool
to its default settings, and clear
the For box.

Tip:

Check the status line to see if all
results are displayed. If not, you
can press CTRL+SHIFT+A to return
all results.

To sort the list after the results
appear, you can click on the
column headers.

8.
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If the object selected is not what you wanted to search for, select the
record type to search for in the Object box.

Select the access point to search by in the Search by box.

Note:

If you select a date option in the Search by box (for example, you are
searching for serial issues and select Expected arrival date), the Find Tool
displays date range boxes where you select the beginning and ending dates
from a calendar.

Select the type of search in the Type box.

If you want to sort the results before they appear in the list, select an
option in the Sort by box.

Type a search string in the For box.

If you have entered a search string but decide to search for a different
object, you can switch the object while retaining the same search
string.

Example:

You search for bibliographic records by author and then you want to search
for item records with the same author. You can select Item Records in the
Object box and the author’s name remains in the For box.

If you want to narrow your search, select an option in the Limit by box,
and select or type a value in the Value box.

Note:

The Value box lists options for some Limit by settings, while other settings
require a text entry in the Value box. For example, if you select Language
in the Limit by box, the Value box contains a list of languages. If you
select Author in the Limit by box, you type the author’s name in the Value
box. If you enter a portion of a Limit by value, you must enter an asterisk.
For example, select Author in the Limit by box and enter Kin* in the Value
box to display works by authors named King, Kings, Kingsley, and others.
See “Limit By” on page 50.

Click search or press ENTER. If you want to cancel the search, click Stop
or start a new search with a different query.

The results list appears in the Find Tool window.

Important:

If you see the message Could not connect to the Z3950 search engine, try
increasing the search timeout limit. Select the Settings tab, and type a
larger number in the Search Timeout (sec.) box. For example, if the
timeout is set to 30 seconds, increase it to 60 seconds. The search process
continues for 60 seconds, if necessary.

To work with a record in the results list, do one of the following

actions:

* Double-click a line item to open the record in a workform (see
“Using Polaris Workforms” on page 13).

* Right-click a line item, and select an option from the context menu.
The specific context menu options depend on the selected record
type. See “Use the context menu in the Find Tool results list” on
page 41.
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Related Information

* “Doing a Browse Search” on page 53

* “Customize the Find Tool by user” on page 38

* “Using Find Tool Results Lists” on page 41

* “Doing a Browse Search” on page 53

* “Doing a Keyword Search” on page 56

* “Doing a Phrase Search” on page 60

* “Doing Power Searches” on page 61

* “Setting Up SQL Searches” on page 67

* “Scoping Searches for Bibs and Items” on page 70
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Doing a Browse Search

Tip:

Type the name of the author using
the format: last name first name.
For example, type William
Shakespeare as Shakespeare
William.

You can select Browse as a search type only when you are searching for
bibliographic records by Author, Call number, Series, Subject, or Title. When
you browse by author, series, or subject, the index opens to the authorized
heading that begins with what you entered in the For box. You select the
heading to display the titles associated with it. When you browse by title,
the results list displays the portion of the alphabetical title index that begins
with the text you typed. When you browse by call number, the portion of
the catalog that begins with the call number is displayed. Browse searching
includes Unicode support for searching by author, subject, series, and title.
You can enter diacritics and other characters when browse searching.

Note:
The Limit by, Count only, Sort by and Add to Record Set options do not
apply to browse searches.

See the following topics:

* “Browse by author, series, or subject” on page 53

* “Browse by call number or title” on page 55

Browse by author, series, or subject

Follow these steps to browse search for bibliographic records by author,
series, or subject authorized headings.

Note:
You cannot browse by author, series, or subject when using the Find Tool
from within a workform.

1.  On the Find Tool, General tabbed page, select Bibliographic Records in
the Object box.

Select Author, Series, or Subject in the Search by box.

Select Browse in the Type box.
4. Type the name of the author, the series name, or the subject word in
the For box.

Note:
You do not need to type the entire index heading.

5. Click search to begin searching.

Author, subject, or series headings appear in the results list. The
numbers in the Count column specify how many records are associated
with that heading.

Note:
You can select a See or See Also cross reference.

© 2013 Polaris Library Systems



File Edit Options Help

General |Seﬂings | smping| T [T | Datab ‘
Search
Object: [ Bibliographic Records ~| Limitby (None) - SR =
' @ normal
Search by [Subjecl '] Value: ‘ ‘ (©) Power New SearcH
e [srowse 2 Csa
Sort by: [(Nnne) v] || count only Help
For: Latin America -
Heading Count -
Latin America 12
Latin America--Antiquities 10
Latin America--Armed Forces 1
Latin America--Biography 9
Latin America--Census--Microform catalogs 1
Church history 1

Latin Ami

Latin America--Civilization--African influences
Latin America--Civilization--African influences--Dictionaries
Latin America--Civilization--5tudy and teaching
Latin America--Commerce
Latin America--Description and travel 13
Latin America--Description and travel--1951-1980 -
SEE: Latin America--Description and travel 13 -

Done Stay on Select User default

6. Double-click a heading.

The Heading dialog box displays the titles associated with the
heading.

Author Format Linke... Public...
nericans and Anglo- nski, Edmund Stefan. 1
Latin America : the development of its civilization. Bailey, Helen Miller, Book 1 1960
Latin America : the development of its civilization Bailey, Helen Miller. Book 1 1973
A concise history of Latin American culture, Henriquez Urefia, Pedro, 1884-1943, Book 1 1966
A cultural history of Spanish America : from conguest to independence. Picén-5alas, Mariano, 1901-15965. Book 2 1962
Ten keys to Latin America, Tannenbaum, Frank, 1833-1853, Book 2 1962
Literary currents in Hizpanic America Henriquez Urefia, Pedro, 1884-1943. Book 1 1545
The people and politics of Latin America, Williams, Mary Wilhelmine, 1873-1944, Book 1 1955
The buried mirror : reflections on Spain and the New World Fuentes, Carlos., Book 3 1992
A century of Latin American thought Crawford, William Rex, 1898- Book 1 1944
The Virgin and the bull [videsrecording] Videotape 1 1991
Conflict of the gods [videorecording] Videotape 1 1901
The Age of gold [videcrecording] Videotape 1 1391
The Price of freedom [videorecording] Videotape 1 1901
Unfinished business [videorecording] Videotape 1 1991
The decline and fall of the lettered city : Latin America in the Celd War France, Jean. Beok 1 2002
< [ ] }
Cone 16 of 16 recc

7. If you want to open the record, double-click it in the list.

The Bibliographic Record workform opens for the title you selected.
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Browse by call number or title
Follow these steps to browse search for bibliographic records by bib call
number or title.

1. On the Find Tool, General tabbed page, select Bibliographic Records in
the Object box.

2. Select Call number or Title in the Search by box.
3. Select Browse in the Type box.
4. Type the call number or title in the For box.

Note:
You do not need to type the entire title or call number.

5. Click search.

The results list displays the portion of the title or call number index
that begins with your search text.

File Edit Options Help

General ‘Semngs I Scoping I Branches | Collections I Ly

Search Mode

[ seaen |
@ Mormal
[Hen Search |

Object: [BibliographicReoords v]Lirmtb'r: (Mone) '|

Search by: [ﬁﬂe v] Value: | | © Power
© 501

Type: [Browse hd ]

[ count Only

Sortby: | {None) . |

For: happy -

Heading Count

ha

Happy.
SEE: Book
SEE: Musical Scund Recerding
Happy 4th of July, Jenny Sweeney!
Happy a suspense thriller! [DVD]
Happy accidents
SEE: DVD
SEE: Videotape
Happy accidents : serendipity in modern medical breakthroughs
Happy Adeption Day!
Happy alchemy : on the pleasures of music and the theatre

Happy all the time : a novel
SEE: Book
SEE: Large Print

L T R e

Done Stay on Select

6. Right-click a title line item, and select Open from the context menu to
display the record in the Bibliographic Record workform.
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Doing a Keyword Search

Finding Polaris Records

When you select a record type in the Object box and an access point in the
Search by box, Keyword search appears in the Type list if available for this
combination of record type and access point.

') Bibliographic Records - Title Find Tool = e
File Edit Options Help
General |Samngs I Scoping | Brariches | Collsctions | Datahasesl
Search
Object: [Bib\iugraph\c Records '] Limit by: [[NDHE) Sfar\rfh Mnlde
@) Normal A
Search by: [nﬂe v] value: ) Power
,
Type:  [Keyword search ~] ©sa
Exact match (implicitly truncated)
Sorthy:  Exactmatch (explaty fruncated) [Ccaunt anly
For:
Phrase search

For some types of records, keyword searching is available because the
selected Search by access point actually searches in linked records. For
example, when you search by Title for a line item in a selection list, purchase
order, or invoice, Keyword search appears in the Type box because the system
searches for the line item by the title in the linked bibliographic record.

Keyword searching is available for the following types of records
(depending on the selection in the Search by box):

Acquisitions
Claims

Cataloging
Bibliographic

Selection list line items Authority
Purchase order line items Items
Invoice line items Course reserves

Reserve items
Community
Promotions

See the following topics:

Patron Services/Circulation Serials

Patron records
Course reserves
Hold requests
ILL

Claims

Issues

Parts

Route lists
Subscriptions

e “Automatic Suggestions in Keyword or Phrase Searching” on page 57

* “Search by keyword” on page 59
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Automatic Suggestions in Keyword or Phrase Searching

If your library system has the Cataloging parameter Auto-suggest feature
enabled set to Yes, a list of suggestions appears as you type if you are doing
a keyword or phrase search for a record by access point that is keyword-
indexed. Automatic suggestions do not appear if you are searching a
remote database. See “Managing Auto-Search Suggestions” in the Polaris
Cataloging Guide 4.1R2.

Note: _ ~ Automatic suggestions for patron records
You can turn automatic suggestions
Z:ft?é Z%Ift(;tri:% f"'t'g: ISi;thg:zstions When you do a keyword or phrase search for a patron record using any of
suggestions. To turn them back on,  the following access points, a list of suggestions appears automatically as
click in the For box. you type:

e Phone Number

e Address (StreetOne, StreetTwo)

e City, State PostalCode-ZipPlusFour)

e Email Address

¢ Name (First, Middle Last)

¢ Name (Last, First Middle)

Q Patron Records - Address Find Tool EI [=]
File Edit Tools Options Help

]

General Settings

Search Mod Search
Object: [Patron Records v] Limit tvy:[[None) _earc e

(@) Normal

N Stop
Search by: [Address v] Value: () Power
Type: [Keyword search v] sqL
Sort by: [(None) v] [ count onty

elm lake rd, sunny isles beach, fl, 33160

201 elm st, notown, ny, 00000

elm lake rd, kiawah island, sc, 29455

291 elmwood ave, morriston, fl, 32668

elm pl, millet, ab, t-0-c 1

164 elm st apt 2 notown, ny, 00000

119 elm street, kiawah island, sc, 29455

elm st, millet, ab, t-0-c 1

] Hide Suggestions y

For Help, pres n Select SC BR CO

Automatic suggestions for bibliographic or item
records

When you do a keyword or phrase search for a bibliographic record or item
record using any of the following access points, a list of suggestions
appears automatically as you type:

e Author

e General notes

e Genre

e Publisher
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Subject
Title

Q Bibliographic Records - Title Find Tool:2

File Edit Options Help

Finding Polaris Records

=)o )

General | Settings | Scoping | Branches | Collsctions | D |

Object: [Biblographic Records =] Limitby: [(one) et
(@) Normal

Search by: I'rnja v] Value: () Power

Type: [Phrase search v] Osa

Sort by: [(None} v] [7] Count Only

For: the best of time] -

the best of times, it was the worst |

]

Search

the best of times math strategies that multiply |
moves and music for the best of times
the best of times, the worst of times
the best of times america in the clinton
the weekend food for the best of times
the best of times dvd
the best of times videorecording
B Hide Suggestions

Automatic suggestions for authority records

When you do a keyword or phrase search for an authority record using any
of the following access points, a list of suggestions appears automatically

as you type:
= Heading
« All keyword fields
= Conference name
= Corporate name
= Genre/Form subject
= Geographic name
e LC children’s subject
e LCsubject
e Name
= Personal name
= Subdivision heading
= Topic term

Tracing/Reference

Q Authority Records - Heading Find Tool
File Edit Options Help

General |Seﬂings I Scoping | Branches ICU"EE‘“DHS I Databasesl

Search Mode

Object: [ Authority Records =] Limitby: [{uone) -
(@ MNormal
Eearch by [Heading '”‘J'EhJE? ) Power

EYDEJ lKeyword search - ]_I Osq
Sortby: [ {None) -] [£] Count Only
For: Mel -

melville, herman 1819-1891

Search

New Search

Clear

dl

Help

= cabral de melo neto, jodo 1920-1999
| hoff melchior ca 1679-1715

Stay on Select

borchgrevinck, melchior d 1632

me/bourne, william lamb viscount 1779-1848
melisende queen of jerusalem d 1161

melon u-fensyon nof ha-galil tsefat, israel

carlson, melody
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Search by keyword

Tip:

You can type part of a word and use
awildcard character. For example,
if you type King* for a keyword
author search, then the results list
includes works by authors named
King, Kings, Kingsley, and others.
You can also use wildcards in the
beginning of a word to indicate that
something may come before it. See
“Using Wildcard Characters in
Searches” on page 49.

Follow these steps to find records using keyword searching.

File Edit Options Helg
Geneml | Setings | Scoping | Branches | Colections | Databases |

On the Find Tool, General tabbed page, select the record type that uses
keyword searching in the Object box.

Select an access point for which you can use keyword searching in the
Search by box:

Select Keyword search in the Type box.

Type one or more keywords, in any order, in the For box.

Note:
Automatic suggestions may appear as you type. See “Automatic
Suggestions in Keyword or Phrase Searching” on page 57.

If automatic suggestions appear, and one is the search term you want
to use, select it.

The results appear as soon as you select an automatic suggestion.

If no automatic suggestions appear, or they are not useful, click Search
to begin searching.

Titles appear in the results list.

Qhrect: | Records =] wimity: [ione) A [ goaen ]
) 3 ormal [ 500

N o

- o ==
e

o S Cod
R .

Title FAuather Format Linked ... Publcabic *

[Spain in cur hearts : hymin o the glories of the people at war - Expana en el corazon : hamno a lss glorias del pueblo en guerrs  Neruds, Pabic, 1904-1973. 2

L piece of my heart = pedacita de mi corazin < the art of Carmen Lamas Garza Garza, Carmen Lamas. Brak 1 1991

Duect al conazsn [cempact sudie disc] Santa Roa, Grlberte, Mhusix €O 1 06

Visje ol corazén de Cubs Mortsnes, Carlcs Alberto.  Beok 1 e =

Duets [compact audia desc]. Meteekiko, Arnna. Mbusic €O 2 2007

Pau-leting [compact sudic dise] Rubic, Pauline. Mhusiz CD 1 24

Lagrimas neqras |sempact ausie dise] Valdés, Brka, 1913 Whusiz €D 1 00

3121 [compact audio disc] the music Funce, Mhusix €0 3 F

Sope de pol 30 en el espirity Besk 1 1995

Un Tercer perveven ol corazdn y ponen fusgo sn el sspint Boak 1 1987

Sope dep d ¥ panen fusgs en & sxpithu Besk 1 1999

Corazen Aquine - jaumey ta pewer Madel, Laurie, 1543 Brak 3 1587

Conazn Aguame : the story ol & sevehuben Kurnser, Lucy, 1043 Buak 1 1867

Corazn Aquing Chus-oan, Howerd, Buck s 1588

Corazon Azgpane Wihesles, WC, 1664 Boak 1 188

The gicture e of Carazen Aquine Searisni, Margaret. Besk 1 W

<L

Dane

StayanSelect 34 of 4 record(s) rebimed
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Doing a Phrase Search

Tip:

You can use wildcards in the
beginning, middle, or end of phrase
search strings to indicate that
other words come before, in the
middle, or at the end of the search
string.

You can do a phrase search for bibliographic and item records. When you
select Phrase in the Type box and type a phrase in the For box, the search
looks in all indexed fields for that phrase in the same word order. You can
also narrow the search to look for the phrase in specific fields. Phrase
searching is not available for all access points. For example, if you are
searching for a bibliographic record and select Call number in the Search by
box, phrase searching is not available in the Type box.

See the following topic:

“Search by phrase” on page 60

Search by phrase

Follow these steps to find records containing multiple words, in the exact
order you typed them.

1.  On the Find Tool, General tabbed page, select Bibliographic Records or
Item Records in the Object box.

2. Select one of the following access points in the Search by box:
e All Keyword Indexed Fields searches all the indexed fields.
* Author searches the author fields.
* General notes searches notes fields.
* Genre searches the genre fields.
* Sseries searches the series fields.
* Subject searches the subject fields.
* Title searches the title fields.

3. Select Phrase in the Type box.

Type the phrase in the For box.

Note:

A list of suggestions may appear as you type. See “Automatic Suggestions in
Keyword or Phrase Searching” on page 57

5. If automatic suggestions appear, and one of the suggestions is the
phrase you want to search by, select it.

The results appear as soon as you select an automatic suggestion.

6. If no automatic suggestions appear, or they are not useful, continue
typing the entire phrase, and click Search.

Titles appear in the results list.
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Doing Power Searches

With power searching, you can construct complex, precise searches by
writing Common Command Language (CCL) queries. Power searching is
a good way to list records that share a combination of very specific
characteristics. To construct a power search, you can begin with a basic
search expression and then add more search expressions to it, or you can
write the entire query.

Note:

You can do complex searches for cataloging records and have Polaris
format the information you provide into CCL for you. See “Scoping
Searches for Bibs and Items” on page 70.

See the following topics:

* “Setting Up CCL Queries” on page 61

* “Mnemonic Codes for Access Points” on page 62

* “CCL Operators” on page 62

* “Wildcard Characters” on page 65

* “Quotation Marks in Power Searching” on page 65

* “Do a power search” on page 66

Setting Up CCL Queries

Tip:

You can change the time out for the
search from the default of 30
seconds to another length of time
by typing TIMEOUT=(number). For
example, if you want search for
United States and increase the time
out to 60 seconds, type:
KW=United States and
TIMEOUT=60

CCL queries in the Find Tool consist of one or more search expressions.
Each search expression is a search string and a series of symbols and
operators specifying the desired search results.

A search expression includes the following components:

* Access point - A search field identifier, such as author or title. Also
known as a qualifier.

* Operator - The logical link between an access point and a search
string, or between search expressions.

* Search string - A string of characters identifying the item for
which you are searching. Also known as an item description,
search term, or value.

Example:
The following query, composed of two search expressions linked by AND,
finds the works of author Asimov published in or after 1970:

AU=asimov AND PD >= 1970
where
AU and PD are access points (Author and Publication Date)

=, AND, >= are operators
asimov and 1970 are search strings
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You can group search expressions with parentheses to direct the order of
operations.

Mnemonic Codes for Access Points

When you are creating queries, you must use the mnemonic code, and not
the full term, for the following access points:

Note:
Branches and collections are available only with normal searches.

* Find Tool Search by options
* Language (LA)
* Target audience (TA)

* Collection (COL) - Click the Collections tab on the Find Tool to see
the abbreviations for your system.

* Assigned Branch (AB) - Click the Branches tab on the Find Tool to
see the abbreviations for your system.

CCL Operators

The following are CCL operators:

* Boolean (logical) operators - AND, OR, NOT logically connect
items

* Proximity (nearness) operators - Specify the location of and
distance between items

* Relational operators - Specify comparative relationships between
items, such as greater than, less than, or equal to

Boolean Operators

The Boolean operators AND, OR, and NOT combine search expressions in
logical sequences:

* AND - A record must match both the search expression before and the
expression after the operator to be included in the search results.

Example:
AU=isaac asimov AND Tl=planets

Finds only the items written by Isaac Asimov that have the word planets in
the title.

* OR - A record must match either the search expression before or the
expression after the operator, or both, to be included in the search
results.

Example:
AU=isaac asimov OR Tl=planets

Finds all items written by Isaac Asimov and all items with the word planets
in the title by any author.
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* NOT - A record must match the search expression before the operator,
but not the expression after the operator to be included in the search
results. The expression after the operator must be enclosed in
parentheses.

Example:
AU=isaac asimov NOT (TI=planets)

Finds only those items written by Isaac Asimov that do not have the word
planets in the title.

You may build a more complex query using the Boolean operators. When
using multiple operators in the same query, use parentheses to group the
search expressions so that they are done in the correct order, from left to
right.

Proximity Operators

The proximity operators N, Nn, W, and Wn specify the relative position of
search terms in the search results. Proximity operators are used with a
number representing the distance between the two terms (the proximity
distance). Adjacent terms have a proximity distance equal to 1, and the
default proximity relation is LE (less than or equal to).

If the proximity operator begins with N, it indicates the search terms may
be separated by the specified number of words in any order. For example,
a power search for KW=United States N2:EQ KW=Union searches for records
where the phrase United States appears exactly two words before or after the
keyword Union.

If the proximity operator begins with W, it indicates the search terms must
be within the specified number of words in the specified order. For
example, a power search for KW=Harry Potter W10:LT KW=J.K. Rowling searches
for records where the phrase Harry Potter appears less than 10 words before
the phrase J.K. Rowling.

* Nor % - Indicates the search terms should be next to each other in any
order.

Examples:
AU=james N joyce
AU=james % joyce

Finds any items with authors that have the names James and Joyce next to

each other, such as James Joyce or Joyce James.

* N - Indicates the search terms may be separated by the specified
number of words (1) in any order, where n is a number between 1 and 9.

Example:
AU=james N4 joyce

Finds any items with authors that have the names James within four words
of the name Joyce, such as James C. Joyce or Joyce and Roberta James.
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e W or! - The search terms must be next to each other in the specified

order.

Examples:
AU=james W joyce
AU=james ! joyce

Finds any items written by James Joyce, but ignores items written by Joyce

James.

* Wn -The search terms must be within the specified number of words (1)

in the specified order, where 1 is a number between one and nine.

Examples:
AU=james W4 joyce
AU=james !4 joyce

Finds any items written by James C. Joyce and James Robert Collins Joyce,

but ignores items written by Joyce C. James.

Relative Operators

The relative operators include the following mnemonic codes for

comparing items:

Mnemonic Code/Relative Operator

Operation
Equal to specified item EQor =
Not equal to specified item NE or <>
Less than specified item LT or <
Less than or equal to specified item LE or <=
Greater than specified item GT or >
Greater than or equal to specified item | GE or >=
Equal to specified item EQor =

Examples:

- The following example finds items published in or after 1987:

PD GE 1987

- The following example finds items published before 1932 that have the

words solar system in any indexed field:
KW=solar system AND PD < 1932
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\Wildcard Characters

You can use the following special characters to search for character pattern
matches to the item description:

Tip: * Question mark (?) - Indicates 0 or more characters. For example,
Enter as much of the base search type child? to find child, children, child’s, and so forth.

term as you can because the . . . . o

shorter the base, the more * Asterisk (*) - Functions like the question mark, indicating zero or
imprecise the search. For example, more characters. For example, type west* to find west, western,
entering bee* can yield search West’s, and so forth.

results of bees, beer, or Beecher.

Quotation Marks in Power Searching

Tip: Strings containing the following words and characters must be enclosed in

You can enclose any searchstringin - quotation marks if they are used as part of an item description in a CCL
quotation marks. If you are not sure

whether to enclose the search search:

string in quotation marks, you can

always safely use them. \ ,
N[1-9] #
% =
W <>
W[1-9] eq
! gt
and It
or ge
not le
* -
&

Examples:

- To find the title Bud, Not Buddy, you type the following command:
Tl = “bud not buddy”

The string must be enclosed in quotation marks because in a CCL
command, not is ordinarily a Boolean operator.

- To find the telephone number 453-7890, you type the following
command:

PHONE = “453-7890”

The string must be enclosed in quotation marks because in a CCL
command, the hyphen (-) ordinarily separates two values, indicating a
range of values between the two.

Power-Searching for Multiple ISBNs

Tip: The internal limit to the number of search terms you can enter with no

It you are pasting the ISBNs from  parentheses is 10. If you search for multiple ISBNs, you can avoid this limit
another source (such as a Word
document) that uses the curved
“smart quote” characters, change yOu can use:
the quotation marks to straight

quotes in the search command. Example:
Each number represents an ISBN.

ISBN={"1", "2", "3", "4"}

by placing each ISBN in quotation marks. The example shows the syntax
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Tip:

To delete all the information in the
Power Search Criteria box, click
Clear. To start a new search with a

Do a power search

Finding Polaris Records

Follow these steps to do a complex, precise search by writing a query in
Common Command Language (CCL).

Note:

Search expressions are not case-sensitive. That is, you can use uppercase
letters, lowercase letters, or a combination of both. They do not affect the

results.

1. To create a basic query first, select a record type in the Object box and

basic search expression, click New 2. Click Power.

Search.

enter the search criteria in the Search by, Type, and For boxes on the Find
Tool - General tabbed page. See “Doing a Basic Search” on page 45.

The General page displays a Power Search Criteria box. If you created a

query in the previous step, the query appears in the Power Search

Criteria box.

Important:

You must write your power search queries precisely. This means you may
need to edit search expressions that are carried over to the Power Search
Criteria box. For example, to find the works of all authors with names
beginning with Shake, type AU=shake* in the Power Search Criteria box.
If you type AU=shake, only the works of authors named Shake are found.

3. Input additional criteria or edit existing criteria in the Power Search
Criteria box, using CCL syntax.

4. Click search to begin searching.

The results list appears.

13 Bibliographic Records - Power Search Find Took:3 == {Ecn |
File Edit Opticns Help
General | Settings | Seoping | Branches | Collections | Databases|
Search
Object: lE\bI\ographic Records v] Sgar(h b
) Normal Stop
Power Search Criteria: @ Power
(SU="Pakistan™) AND (LA="eng) AND PD>="2000" e
Clear
Bl Count Oy
Title Author Format Linked ... Publication Date  Call Number T
Mullahs on the mainframe : slam and medernity among the Daudi Bohras Blank, Jonah, Book 1 2001 2973 Bla 1
Blowback Fullilove, Eric James, Book 4 2001 Fict Ful
Traffik [DVD] DvD 2 2001 DVD TRAF
Pakistan Deady, Kathleen W, Book 2 2001 1954.91 Dea E
India and Pakistan Wagner, Heather Lehr. Book 2 2002 19154 Wag
Tigers of the snow : how one fateful climb made the Sherpas mountaineering legends Meale, Jonathan. Book 3 2002 796,52 Mea
Shabanu : daughter of the wind Staples, Suzanne Fisher.  Book 3 2000 (A PB Fict Sta | &
Pakistan : in the shadow of jihad and Afghanistan Weaver, Mary Anne. Book 9 2002 954.9 Wea
Pakistan : eye of the storm Bennett Jones, Qwen. Book 5 2002 954.7 Jen
Conflict in Asia : Korea, China-Taiwan, and India-Pakistan Book 1 2002 327.085 Con
Pakistan Goodwin, William, 1943-  Book 2 2003 1915.491 Goo
Ruler of the courtyard Khan, Rukhsana, 1962- Book [ 2003 IP Fict Kha
Pakistan : the land Black, Carolyn. Book 2 2003 191549 Bla
Pakistan : the people Black, Carolyn. Book 2 2003 191549 Bla -
For Help, press F1 Stay on Select 26 of 103 record(s) retrieved
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Setting Up SQL Searches

Tip:
Database table Help is available at
www.polaristown.com.

Tip:

You can save text, even if it is not
a legitimate SQL search, as a rough
SQL template that users can use as
a basis for searching. They can edit
the search in the Search Criteria
box without saving the changes to
the template.

You can do a search for records using Structured Query Language (SQL).
SQL is a computer language used to create, modify, retrieve and
manipulate data from relational database management systems, such as
Polaris. In the Polaris Find Tool, SQL is used for data retrieval only. You
cannot manipulate data in the Polaris database through SQL searching.
To use all the options for SQL searching in the Find Tool, you must have
permissions set in Polaris Administration. Separate permissions are
required for accessing the SQL searching mode and saving search strings
to the database. See “Special Permissions for SQL Searches in the Find
Tool” in the Polaris Administration Guide 4.1R2.

In the Polaris Find Tool, the SQL query must use the following structure:
SELECT Colummn From Table Where Limit criteria. The column name must match
the column name in the database.

Examples:
To find item records without an assigned collection, type:

SELECT ItemRecordID FROM CircltemRecords WHERE
AssignedCollectionID IS NULL

To find item records with no statistical code, type:

SELECT ItemRecordID FROM CircltemRecords WHERE StatisticalCodelD IS
NULL

To find item records with the circulation status of Lost, type:

SELECT ItemRecordID FROM CircltemRecords WHERE ItemStatusID = 7

To find item records that have a temporary shelf location, type:

SELECT ItemRecordID FROM ItemRecordDetails WHERE
TemporaryShelfLocation IS not NULL

To find patron records where the registration expiration date is before or
equal to October 31, 2009, type:

SELECT PatronID from PatronRegistration WHERE ExpirationDate <= '10/
31/09

The SELECT command retrieves zero or more rows from one or more tables
in a database. Commonly available keywords related to SELECT include:

* FROM - Indicates the tables from which the data is to be taken, as
well as how the tables join to each other.

WHERE - Identifies which rows to retrieve, or applied to GROUP BY.

* GROUP BY - Combines rows with related values into elements of a
smaller set of rows.
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Tip:

You can save the SQL search mode
as the default search mode setting.
See “Customize the Find Tool by
user” on page 38.
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* HAVING - Identifies which of the “combined rows” are to be
retrieved. HAVING acts much like WHERE, but it operates on the
results of the GROUP BY function.

* ORDER BY - Identifies which columns are used to sort the resulting
data.

When the search results are displayed, you can print the results for a quick
report. See “Print search results from the Find Tool” on page 25.

See the following topics:

* “Do a SQL search” on page 68

* “Search using a saved SQL search” on page 69

Do a SQL search

Follow these steps to search using SQL.

1.

Select the type of record you want to search for in the Object box on the
General tab of the Find Tool.

Select SQL.
The SQL Search Criteria box appears.

Note:
To search using an existing SQL search, see “Search using a saved SQL
search” on page 69.

1) Bibliographic Records - SQL Search Find Tool ==
File Edit Options Help

8
il

General |Semngs | Scopmgl Branches | Collections | Databasesl

Search
Search Mode [&]

) Normal Stop

Object: [BLbhographmRecords V] Open: [[None)

: Save Save As... Delete ~
SQL Search Criteria: ) Power New SearcH

osa
|| count only

For Help, press F1 Stay on Select User default

Type the SQL search criteria and click Search.

If you want to save the SQL search criteria, click save, type the name of
the saved search in the Save SQL Search dialog box, and click OK.

You can use this saved search when you search for the same type of
record (object).

Click search.

The search results appear.
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Search using a saved SQL search

Follow these steps to use a saved SQL search.

Tip: 2.

You can save the SQL search mode
as the default search mode setting.
See “Customize the Find Tool by
user” on page 38.

Select the type of record you want to search for in the Object box on the
General tab of the Find Tool.

Select SQL.
The SQL Search Criteria box appears.

File Edit Options Help

General | Setings | Scoping | Branches | Callections | Databases|
Object:  [Bibliographic Records | open: [(tiens) = e
@Normal
SQL Search Criteria: | Save | |Sava s | | Delete | © Power
@ sqL
Counl Only

3. Select the saved search in the Open box.

Note:

The saved SQL searches listed in the Open box are those associated with
the selected record (object).

The saved SQL search appears in the Search Criteria box.

4. Click search.

Note:

If you have permission, you can edit a saved search, and click Save As... to
rename it. See “Special Permissions for SQL Searches in the Find Tool” in
the Polaris Administration Guide 4.1R2.
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Scoping Searches for Bibs and Items

Scoping is a method of further focusing your search beyond the basic
search expression. Scoping, like power searching, allows you to conduct
complex, precise searches with the Common Command Language (CCL).
However, power searching requires you to know CCL and write your own
queries. With scoping, you select the access points (qualifiers), operators,
and search strings (values), and Polaris formats the information into CCL.
You can use scoping with exact match, keyword, and phrase searches for
bibliographic and item records.

See the following topic:

* “Do a search with scoping” on page 70

Do a search with scoping

Follow these steps to do a complex, precise search by selecting access
points, operators, and search strings. Polaris formats this information into
the Common Command Language (CCL).

1. On the Find Tool - General tabbed page, fill in the Object, Search by,
Type, and For boxes (see “Doing a Basic Search” on page 45).

2 Bibliographic Records - Title Find Tool o] & s
File Edit Tools Options Help
General |Seﬂings IScuping | Branches | Collections | Datak |
Search
Object: Biblographic Records =] Limit by: [Record owner o] Searchiade
(@) Normal Stop
Search by: ['ﬁﬁe v] Values: |Chester Public Library, Town of (br » ) Power
Chestertown {lib) — - -
Tyoe:  [Keywordsearch - Clfton Park (iE) W osa
Clifton Park-Halfmoon Public Librar
Sort by: [(Nnne} v] -Sghf-ilﬁﬂ ' Cobleskil) (b [C]count Only
. DE—— Corinth (ib) -
e M Corinth's Free Library (br) i
For Help, press F1 Stay on Select User default

2. Click the Scoping tab to display the Scoping tabbed page.

The search expression you created on the General tabbed page
appears in the Current Criteria box.
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Tip:

You can choose [=] or [<>] for all
the qualifiers.

You can choose the following
relative operators for the
Publication date only: [<], [<=],
[>]. or [>=].

Tip:

The original search expression,
created on the General page, can
be modified on the General page.
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2 Bibliographic Records - Title Find Tool o= ]=5
File Edit Tools Options Help
General | Settings | Scoping |B¢an:hej |Co||ections | D
Search
Comdndened [ Mot ] [ or ] Current Criteria:
. add TI="Magic Mountain” Stop
LI S = AND PD>"1980"
= @ ) ) G Ga) (e
Value: Remove
Clear
Help
Title Author Format Lin.. Publi.. Call Number Centrol...
The magic mountain Mann, Thomas, 1... Book [} 1992 Fict Man 790446
Done Stay on Select 1 of 1 recorc User default SC

Choose one of the following Boolean operators (see page 62):

* If the search results must match both search expressions, click And.

* If the search results can match either search expression, click or.

* If the search results must match the first search expression, but not
the second one, click Not.

Select an access point or modifier in the Qualifier box.

Choose one of the following relative operators:

* Click [=] for results equal to the value.

* Click [<>] for results not equal to (excluding) the value.

* C(lick [<] for publication dates less than the value.

* Click [<=] for publication dates less than or equal to the value.

* Click [>] for publication dates greater than the value.

* Click [>=] for publication dates greater than or equal to the value.
Select or type a value for the query in the Value box. For additional
information, see the following topics:

* “Proximity Operators” on page 63

* “Wildcard Characters” on page 65

* “Quotation Marks in Power Searching” on page 65
Click Add to add the search expression to the Current Criteria box.

If the search expression is longer than the width of the Current Criteria
box, a horizontal scroll bar is displayed. The status bar displays SC to
indicate scoping is in effect.

To add another search expression, do these steps:

a) In the Current Criteria box, select the expression which you want to

precede the new expression.

D) Select a Boolean operator, qualifier, relative operator, and value.

c) Click Add to add the search expression to the Current Criteria box.
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Tip: 9. To edit a search expression created on the scoping page, do these

To remove a search expression steps:

created on the Scoping page, select

it in the Current Criteria box and a) Select the search expression in the Current Criteria box.

click Remove. To delete all the

search expressions, except for the  b) Change the operators, qualifier, or values.

expression that you created on the

General tabbed page, click Clear. c) Click Update to update the search expression in the Current Criteria box.

10. Click search to begin searching.

The results list appears.
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Searching Branches

Tip:

If you want to find bibliographic
records owned by a certain branch
but with no linked item records, do
a Scoping search instead of a
Branch search. A branch search
looks for bibliographic records with
linked items assigned to the
branch. If no items are linked, the
bibliographic record is not found.

When you are searching for bibliographic and item records, you can choose
which branches you want Polaris to search, as well as which collections to
search within each branch. The Find Tool’s Branches tabbed page lists all
the assigned branches, along with their collections, in your library system.
Searches for bibliographic records by branch or collection return results
based on the linked item records. If the bibliographic record is not linked
to any item records with that assigned branch, it does not appear in the
results list on the Branches tab. If the bibliographic record is not linked to
any item records with that collection, it does not appear in the results list
on the Collections tab. Bibliographic records without linked item records
do not appear in the results list.

Important:

Search results, except for bibliographic titles and call number browse
searches, may be filtered so the results list includes only those results that
you have permission to access. If the Staff Client profile Find Tool: Filter
search results by permission is set to Yes, you will see only those records
for which you have Access permission. For more information about setting
permissions in Polaris, see “Setting Administration Permissions” in the
Polaris Administration Guide 4.1R2.

See the following topic:

* “Search one or more branches” on page 73

Search one or more branches

When you select a branch, the search looks for items with that assigned
branch or for bibliographic records linked to items with that assigned
branch. If no items with that assigned branch are linked to the
bibliographic record, it will not be found.

Follow these steps to search for bibliographic and item records by branch
and by collection associated with each branch.

Note:
You can search by branches only in normal search mode.

1.  On the Find Tool - General tabbed page, fill in the Object, Search by,
Type, and For boxes (see “Doing a Basic Search” on page 45).

2. Click the Branches tab to display the Branches tabbed page.
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5] Bibliographic Records - Subject Find Took:2 o] B s

File Edit Options Help

‘ General | Setlings | Scopmg| Branches ‘Collechons Databases

B [AMS] Amsterdam Free Library Select All St
Stop

fil] »

[ARG] Argyle Free Library
[BAL] Ballston Spa Public Library o New Search
[SLM] Bancroft Public Library (Salem)
¥ 181 [BOL] Bolton Free Library

&) [BUR] Burnt Hills - Town of Ballston Community Library

¥ f81 [CAM] Cambridge Public Library
¥ f81 [CAN] Canajoharie Library

[CHT] Chester Public Library, Town of

Clear

For Help, press F1 Stay on Select User default

By default, all branches and collections are selected.

Tip: 3. Click Unselect All to clear the check boxes for all branches and
To search all branches, click Select collections.
All.

The status bar displays BR to indicate that you are searching by branch.

4. Ifyouwantto search all the collections in a branch, select the check box
next to each branch to be searched.

5. Ifyouwant to search by particular collections in a branch, follow these
steps:

a) Click the plus sign [+] next to the branch.

The plus sign is replaced by a minus sign [-]. All the collections for the
branch appear.

b) Select the check box next to each collection you want to search.

The check box next to the branch is grayed out to indicate that one or
more collections are not to be searched within the branch.

Tip: 6. Click search to begin the search.
To start a new search, click New .

Search. The General tabbed page The results list appears.

appears. To reset the list, click

Reset.

Related Information

When searching by branch and collection, you can also use other searching
features. See the following topics:

* “Do a power search” on page 66
* “Do a SQL search” on page 68
* “Do a search with scoping” on page 70
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Searching Collections

Tip:

If you search for bibliographic
records by collection, the search
looks for bibliographic records
linked to item records in that
collection. Bibliographic records
that are not linked to item records
do not appear in the results list.

Tip:
To search all collections, click
Select All.

You can search for item records or bibliographic records by collection, but
when you search for bibliographic records by collection, the search is
actually looking for the linked item records with the selected collection. If
the bibliographic record has no linked items in that collection, the
bibliographic record is not included in the results. The Find Tool’s
Collections tabbed page lists all the assigned collections in the system,
along with their associated branches. You can search by collection and by
the branches that share the collection.

See the following topic:

* “Search one or more collections” on page 75

Search one or more collections

When you select a collection, the search looks for items in that collection or
for bibliographic records linked to items in that collection. If no items with
that collection are linked to the bibliographic record, it will not be found.

Follow these steps to search for bibliographic and item records by
collection and by branch.

Note:
You can search using collections only in normal search mode.

1.  On the Find Tool - General tabbed page, fill in the Object, Search by,
Type, and For boxes (see “Doing a Basic Search” on page 45).

2. Click the Collections tab to display the Collections tabbed page.

) Bibliographic Records - Subject Find Tool:2 E 2l @
File Edit Options Help
‘ General | Settings | Scoping | Branches Collections | Databases
Search
/B [APER] Adult Magazines |, Salact All o
w B [AMUS] Adult Music Stop
8 [ANF] Adult Nonfiction E (e New Search
W ¥ [APAPREK] Adult Paperback B l—]
/B [AREF] Adult Reference Clear
B [ASPANISH] Adult Spanish T
P

% [AVID] Adult Video
v ¥ [ADVEN] Adventure and Suspense
B [AFRAM] African American E

For Help, press F1 Stay on Select User default

By default, all collections and the branches that use each collection are
selected.

3. Click unselect All to clear the check boxes for all collections and their
branches.

© 2013 Polaris Library Systems



Polaris Basics Guide 4.1R2

Tip:

To start a new search, click New
Search. The General tabbed page
appears. To reset the list, click
Reset.
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The status bar displays CO to indicate that you are searching by
collection.

4. If you want to search all the branches that use a collection, select the
check box next to each collection to be searched.

5. If you want to search by particular branches associated with a
collection, follow these steps:

a) Click the plus sign [+] next to the collection.

The plus sign is replaced by a minus sign [-]. All the branches for the
collection appear.

b) Select the check box next to each branch you want to search.

The check box next to the collection is grayed out to indicate that one
or more branches that use the collection are not to be searched.

6. Click search to begin the search.

The results list appears.

Related Information

When searching by branch and collection, you can also use other searching
features. See the following topics:

* “Do a power search” on page 66
* “DoaSQL search” on page 68

* “Do a search with scoping” on page 70
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Searching Remote Databases

When you are searching for bibliographic records, you may be able to
search remote sites using Z39.50 standard search protocol. If you have a
subscription to Polaris ZMARC, the Polaris ZMARC databases appear in
the list of databases. You can choose to search the local Polaris database
simultaneously along with one or more remote databases.

739.50 searching depends on standard Bib-1 Use attributes for search
access points. If a standard Bib-1 Use attribute has not been defined for a
search access point, Polaris relies on proprietary Bib-1 Use attributes. (Bib-
1 Use attributes between 5,000 and 10,000 are reserved for these proprietary
attributes). These non-standard search access points may not work with
739.50 target sites. For example, the UPC barcode does not have a standard
Bib-1 Use attribute. If you search bibliographic records at a Z39.50 target
site for the UPC barcode number, setting the Search by field to UPC number in
the Polaris Find Tool, the search will likely fail. However, if you search for
the UPC barcode number by Other system number (a standard access point),
you will likely find the title. For a list of standard and proprietary Bib-1 Use
Attributes, see “Bib-1 Use Attributes in Polaris Searches” in the Polaris
Administration Guide 4.1R2.

Note:

Before you are able to search a remote database, it must be registered as a
Z39.50 target and set to display in the Find Tool. See “Registering Remote
Resource Servers” in the Polaris Administration Guide 4.1R2 and
“Controlling Database Access in the Staff Client” in the Polaris
Administration Guide 4.1R2.

See the following topic:

* “Search multiple and remote databases” on page 77

Search multiple and remote databases

Follow these steps to search for records in multiple databases. They may
include your Polaris database and remote databases that are located at
739.50 sites.

Note:
You can search remote databases in normal and power search modes.

1.  On the Find Tool - General tabbed page, fill in the Object, Search by,
Type, and For boxes on the General tabbed page (see “Doing a Basic
Search” on page 45).

2. Click the Databases tab to display the Databases tabbed page.

By default, your Polaris database is selected.
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Tip:

Click the minus (-) sign next to a
site to display only the site,
without its associated databases.
Click the plus (+) sign next to a site
to display the site’s associated
databases.

Tip: 4.
To start a new search, click New
search. The General tabbed page
appears.

To reset the list, click Reset.

5.

6.
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5] Bibliographic Records - Title Find Tool (=N EoR(e|
File Edit Options Help

| General | Settings [ Scoping | Branches [ Collections | Databases

Search
) < | [ selectan

B 1% All Access Pennsylvania databases = Stop
1) Access PA - TNNOPAC i

= 1% all Amazon databases
[ i Books -

= [1%b All ContentDM databases -
o=

5 [1%p all EB5C0 databases -

For Help, press FL Stay on Select User default

Select the databases to be searched:

¢ To select the Polaris databases and all remote sites” databases, click
Select All.

The check box next to each site and each database is automatically
selected.

* To select one or more sites (including all the listed databases at the
sites), select the check box next to each site.
The check box next to each database is automatically selected.

¢ To select one or more databases at a site, select the check box next
to each database that you want to search.
The check box next to the site is automatically selected, but it is
also grayed out to indicate that one or more databases at the site
are not selected.

The status bar displays DB to indicate that you are searching by

database.

Click search to begin searching.

The database results list appears with a count of the records found. If
you searched multiple databases, the records from each database are
displayed in separate result sets.

3] Biblisgraphic Records - Title Find Tool [E=H | Hom| %)
File Edit Options Help

‘ General I Settings | Scoping | Branches | Collections | Databasss

Search

20 '\,ﬁ) All Four County databases

>

Select All

[71 @) Sirsi - Four County Stop
= 1% 4l Gale databases | [[unselectal

] @) Expanded Academic ASAP
= 0% All Google databases -

[ @ web -Gaogle =

=] '\,ﬁ) All Library of Congress databases

@) Library of Cangress -

o

Database Name Count  Status

ERIC (EBSCO) 1 Done
) Library of Congress (Library of Congress] 120 Dene

Stay on Select User default

Double-click a database to display its results.
A dialog box displays the list of records for the selected database.

Double-click a record in the list to open it in a Polaris workform.
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Related Information

“Do a power search” on page 66

L]

“Do a SQL search” on page 68

L)

“Do a search with scoping” on page 70

* “Copy a MARC record from a remote source” in the Polaris Cataloging
Guide 4.1R2.

e “Bib-1 Use Attributes in Polaris Searches” in the Polaris Administration
Guide 4.1R2
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Creating and Deleting Records

You can create new records from the Polaris Shortcut Bar and from
workforms. This unit covers the methods for creating records that are
common to all Polaris subsystems. Although specific details vary
depending on the type of record you are creating, the general procedures
are the same for all records.

Note:

You can also use more automated methods to create specific types of
records, such as importing MARC records to create cataloging records, and
bulk-adding titles to create a purchase order. For information on these
methods, see online Help or the appropriate subsystem guide.

When you enter data to create or modify records in Polaris, be sure to
follow the conventions your library has established. For example, your
library may have decided to use all capitals for codes and abbreviations,
and initial capitals for words. While this may not affect the way Polaris
processes information, it does affect the appearance of indexes and reports.

This unit covers the following topics:

* “Creating New Records in Polaris” on page 81

* “Deleting Records” on page 85
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Creating New Records In Polaris

Tip:

click O or press CTRL+N to
display the New dialog box.

Tip:

Type the first letter of the record
type to go to all records that begin
with that letter. For example, type
i to go to Invoice and scroll slightly
to see Item Record and Item
Template.To limit the record types
in the Objects list, select the
subsystem in the View box.

If you have the appropriate permissions, throughout Polaris you can create
new records from the Polaris Shortcut Bar or from an existing record’s
workform. Some types of records can be created by linking from an existing
record displayed in a workform or in the Find Tool results list. Each record
is assigned a unique control number.

See the following topics:

* “Create a new record from the Shortcut Bar” on page 81
e “Create a new record from a workform” on page 82

* “Create a linked record from a workform” on page 82

* “Create a new record from the Find Tool results list” on page 83

Create a new record from the Shortcut Bar

You can create primary records from the Polaris Shortcut Bar, but not
records that are dependent on another record for their existence. For
example, you can create a purchase order, but not a purchase order line
item, with this method. Follow these steps to create a record from the
Polaris Shortcut Bar.

1. Select File, New from the Shortcut Bar.

The New dialog box appears.

New =5

Objects
View: |All Objects - oK

Template <<

[AuthorityRecord ]I
Authority Template

Bibliographic Record

gibliographic Template

Course Reserve

Choose Tempiate
@ No Template
se Default Template

(©) Existing Template

Name Ouiner
angelsautest Washington County Data... E]
auth template Cooperative Administraty...
Auth Test Peer

authdup Cooperative Administraty...
suthority c ive Administrativ...

2. Select the appropriate record type in the Objects list.

If templates are listed, and you want to use one, select Existing template,
and select a template. If you are creating multiple records using the
same template, you can select the template, and select the Make session
default box. When you create the next record of the same type, the
template is automatically selected.
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Click ok.
The workform appears.
Enter information in the workform.

Select File, Save to save the record.

A message in the status bar indicates the record was saved.

Create a new record from a workform

For certain records, you can create a record of the same type as the one
displayed in an open workform. Follow these steps to create a record from

a workform.

1.

Use the Polaris Find Tool to locate and display an existing record in a
workform. See “Doing a Basic Search” on page 45.

Select File, New, click , or press CTRL+N from the workform menu
bar.

The New Record dialog box appears.

Select one of the following options.

* Clear Work Form - The data is cleared from the workform (except
default data), and a new, blank workform appears.

* Copy Existing Work Form - The original workform closes, and a copy
of the workform appears with a new Polaris control number in the
title bar.

* Use Existing Template - This option appears only for record types that
have templates. Select Templates>> to display a list of templates,
and select a template.

Click ok.
Modify the data, as necessary.

Select File, Save, press CTRL+S, or click [ig] to save the record.

The record is saved with a new control number, and a message in the
status bar indicates the record was saved.

Create a linked record from a workform

For some record types, you can create a record that is linked to the record
displayed in an open workform. When records are linked, you can easily

access one from the other. Follow these steps to create a new record that is
linked to the displayed record.

1.

Use the Polaris Find Tool to search for and select the record. See
“Doing a Basic Search” on page 45.

The record is displayed in the appropriate workform.
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2. From the workform menu bar, select Tools, Create and select the record
type.

3. Enter information in the fields in the workform.

4. Select File, Save, press CTRL+S, or click H to save the record.

A message in the status bar indicates the record was saved.

Create a new record from the Find Tool results list

You can create new records from a variety of types of records displayed in
the Polaris Find Tool results list. Follow these steps to create a new record
from a record listed in the Polaris Find Tool results.

1. Use the Polaris Find Tool to search for the record. See “Doing a Basic
Search” on page 45.

The records that meet the criteria you specified are displayed in the
Find Tool results list.

2. Select the record that you want to use to create the new record.

3. Right-click, select Create, and select the type of record you want to
Create.

2 Bibliagraphic Recards - Title Find Tool == oR ==
File Edit Options Help

General | Settings | Seoping | Branches | Collestions [ Databases|

Search
Object: || Records =] umitby: Type of material - Search Hode

b ® Normal Siop
[rec] Sound Recording - New Search
ngr] Trio Dimensanal Nonprajece
! [ Cear |
sortby:  [Publication Date, then Title - R‘fr]] Vlwlaeu‘lapel dng [C count Orly
" He
Title Auther Format  Lin.. Publi. CellNumber  Contro..
The New York times guide to New York City P G 14 2001 6470474 New 447420
The New York times guide to restaurznts in N pen 1 2000 GATOSTAMew 540314
The New York times upfront. Plzce Held... 11 1999 SERIAL 718009
The Hew York times ... simanac. Preview 2 1958 RO3LNew 561675
The Hew York times guide t restaurants in N Print v 7 1987 64795 Mil 188509
The Fiske guide to colleges. 62 1932  I873Fis 111542
Persanal name index to "The New Vork Times 23 B 9 197 ReHgal 105885
Page one : major events as presented in the Creste o Ftem Records 193975
The New York times index : s book of record. = ) Seral Holdings Record, 1767%6
The New York times book review. oom 342750
clete
The New York times magazine [micraform]. 1010 1835 SERIAL 42748
New Vork Times. Ut 6 1851 SERIAL 342749
Properties
Done Stay on Select 12 of 12 rece User default

The workform for the type of record opens.
4. Enter information in the fields in the workform.

5. SelectFile, Save, press CTRL+S, or click H to save the record.

A message in the status bar indicates the record was saved.
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Related Information

Various Polaris subsystems offer additional methods for creating records:

Using Templates - You can use templates to create new records such as
item, bibliographic, and purchase order records. Using templates to
create records is more efficient and ensures that certain standard
information is entered the same way in each new record. See “Using
Cataloging Templates” in the Polaris Cataloging Guide 4.1R2 and “Setting
Up Templates for Acquisitions” in the Polaris Acquisitions Guide 4.1R2.

Creating multiple item records for the same title - You can create item
records for multiple copies of the same title in one step. See “Create
multiple item records for a single title” in the Polaris Cataloging Guide
4.1R2.

Importing records - You can import bibliographic or authority records
to create new records in the Polaris database. Item records can be
created automatically from embedded holdings data in imported
bibliographic records. See “Importing Records” on page 91. For
information on automatic imports of ebook bibliographic records, see
“Cataloging Ebooks” in the Polaris Cataloging Guide 4.1R2.

Creating purchase orders by bulk adding - You can create new
purchase orders by bulk adding titles from a bibliographic record set.
See “Create a purchase order by bulk adding titles” in the Polaris
Acquisitions Guide 4.1R2.

Creating serials issue records - You can create serial issue records
through automatic prediction. See “Use a template to create a
publication pattern” on page 34.
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Deleting Records

If you have the appropriate permissions, you can delete certain kinds of
Polaris records. When you delete some types of records, you are
permanently removing them from the Polaris database, and they cannot be
recovered. However, for cataloging records, your Polaris Administrator
can set the following profiles to control deletion of these records: Retain
Deleted Authority Records, Retain Deleted Bibliographic Records and Retain Deleted
Item Records. If these profiles are set to Yes, cataloging records are marked
for deletion, but they are not removed from the Polaris database unless you
run a purge process. See “Purge cataloging records” in the Polaris
Cataloging Guide 4.1R2.

You can delete records from the Polaris Find Tool, from record sets, from
linked list boxes and from workforms. If the record you want to delete is
linked to one or more other records, a message tells you that the record
cannot be deleted. If you have the required permissions, you can suppress
the unbreakable and breakable links messages when you are deleting
multiple item, bibliographic, or patron records. This prevents a message
from appearing for each record that has these links when you are deleting
many records at once.

Important:

For specific information on deleting bibliographic and item records, see
“Delete bibliographic or item records” in the Polaris Cataloging Guide
4.1R2. For authority records, see “Delete authority records” in the Polaris
Cataloging Guide 4.1R2. For patron records, see “Deleting Patron Records”
in the Polaris Patron Services Guide 4.1R2.

See the following topics:

* “Delete a record” on page 85

* “Delete multiple records” on page 86

Delete a record

Follow these steps to delete a record from the Polaris database.

Important:

For records other than bibliographic, item, or authority records, deleting
records permanently removes the record from the Polaris database, and
the record cannot be recovered. Your Polaris administrator specifies
whether item records, bibliographic records, and authority records are
retained even though they are marked for deletion. A purge process, with
separate permissions, permanently deletes these records when marked for
deletion. For more information, see “Purge cataloging records” in the
Polaris Cataloging Guide 4.1R2.

1. Use the Polaris Find Tool to locate and display a record in its
workform. See “Doing a Basic Search” on page 45.
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Tip:

You can delete a record directly
from the Polaris Find Tool. Right-
click the record, and select Delete
from the context menu.

2.

86 Creating and Deleting Records

Select File, Delete, click | ®  or press CTRL+D.

The following message box appears: Are you sure you want to permanently
delete [record type]?

Click Yes to confirm that you want to delete the record.

Delete multiple records

Follow these steps to delete multiple records from the Polaris database.

1.

Select multiple records from the Find Tool results list, a list box, or a
record set.

Right-click and select Delete from the context menu.

If you are deleting bibliographic, item, or patron records, the Multiple
Object Deletion dialog box appears.

Muttiple Object Deletion ==
Are you sure you want to delete 14 selected Bibliographic record(s)?
Warn me about:

brezkable links
unbreakable links and other stopping conditions

e [ e | M e

If you have the required permissions, and you want to keep warning

messages from displaying whenever a record with links to other

records is encountered, select one or both of the following check boxes.

* breakable links - If you select this option, the records with breakable
links will be deleted without any warning messages appearing.

* unbreakable links and other stopping conditions - If you select this
option, the records with unbreakable links are not deleted, but
they are skipped over without any warning messages appearing.

Click Yes to delete the selected records.

If you decide not to delete the selected records, click No or close the
dialog box.

Related Information

* Cataloging permissions to suppress warnings when deleting multiple

bibliographic or item records:

= Suppress warnings for breakable links when deleting multiple bibliographic
records: Allow

= Suppress warnings for unbreakable links and other stopping conditions,
when deleting multiple bibliographic records: Allow

= Suppress warnings for breakable links when deleting multiple item records:
Allow

= Suppress warnings for unbreakable links and other stopping conditions,
when deleting multiple item records: Allow
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* Circulation permissions to suppress warning messages when deleting
multiple patron records:
e Suppress warnings for breakable links when deleting multiple patron
records: Allow
e Suppress warnings for unbreakable links and other stopping conditions,
when deleting multiple patron records: Allow
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Creating and Using Record Sets

You can gather patron, item, bibliographic, or authority records together in
record sets so you can process the records together. In addition, you can
gather records with certain characteristics in a record set, sort them, and
then print the record set for a quick report. Another use for record sets is to
publish the URL to a bibliographic record set in the Polaris PowerPAC’s
portal page, dashboard, or Web site page as a quick way for patrons to
access title lists such as summer reading lists. The owner of the record set
determines which users can access and/or modify. For more information
on searching for record sets from the Polaris PowerPAC, see “Searching
Record Sets (Polaris PowerPAC)” in the Polaris Public Access Administration
Guide 4.1R2.

In addition, if your organization has Polaris SimplyReports, you can
specify criteria for the records in SimplyReports, and then send all the
records to a new record set that will be available in the Polaris Staff Client.
For more information, see SimplyReports online help.

You can create record sets from Find Tool results, from the Polaris Shortcut
Bar, from a workform, or from another record set.

See the following topics:

* “Create a record set from all the Find Tool results” on page 89

* “Create a record set from specific Find Tool results” on page 91

* “Create a record set from the Polaris Shortcut Bar” on page 92

* “Create arecord set from the Patron Registration workform” on page 93
e “Add records to a record set” on page 94

e “Remove records from a record set” on page 95

* “Delete member records from the database” on page 95

* “Delete record sets from the Find Tool” on page 96

* “Delete a record set from the Record Set workform” on page 97

Note:

Cataloging record sets can be created during automatic processes. For
more information, see “Using Cataloging Record Sets” in the Polaris
Cataloging Guide 4.1R2.
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Tip:

When you create a record set from
the Find Tool results or from
another record set, a warning
message appears if the number of
records will exceed the number
specified in the staff client profile
Find Tool/record set-to-record-
set creation: Record set size
warning threshold.

Tip:

If you do not need to see the Find
Tool results list before creating the
record set, select Count only on
the General tab to make sure all
the records that meet the criteria
you set are included in the record
set. If you do not select Count
only, the number of records in the
record set will be limited to the
number in the Retrieval Limit box.

89 Creating and Using Record Sets

This unit covers the following topics:

* “Create a record set from all the Find Tool results” on page 89

* “Create a record set from specific Find Tool results” on page 91

* “Create a record set from the Polaris Shortcut Bar” on page 92

* “Create arecord set from the Patron Registration workform” on page 93
* “Add records to a record set” on page 94

* “Remove records from a record set” on page 95

* “Delete member records from the database” on page 95

* “Delete record sets from the Find Tool” on page 96

* “Delete a record set from the Record Set workform” on page 97

Create a record set from all the Find Tool results

Follow these steps to send all the records in the search results to a record
set.

Open the Find Tool.

2. Enter the search criteria on the General tab of the Find Tool, but do not
click search yet.

3. Select the Settings tab.
The Settings tabbed page appears.

4. Select Send Results to a New Record Set.

Gl
&

2 Bibliographic Records - Title Find Tool =
File Edit Tools Options Help

General‘ Settings |Scuping | Branches | Collections | Databases

Search
Record Set Options Result Set Other Options

[C]send Results to a New Record Set Retrieval Limit: 1000 Use Initial Articles Table

Reset to Default Search Timeout (sec): 30 New Search

peer -

1000
Help

o w
o <3
@ o

For Help, press F1 Stay on Select User default

5. Type the name you want to give the record set in the Name box.
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6. Select the record set’s owner in the Owner box.

Important:

Only the owner can modify the record set. If the owner is an organization,
all the organization’s staff members can modify the record set (if they
have the appropriate permissions). If you have the permission, Use ‘own’
cataloging record sets: Allow, you can create cataloging record sets that
no other users can access, including your system administrator. When you
create a new cataloging record set, your user name will be in the Owner
box by default if you have this permission. To allow other users to access
the record set, first select a different owner before saving the record set.

7. Click search.

If the number of records in the record set will exceed the limit set in
Polaris Administration, a warning mess age appears. Click Yes to
continue creating the record set or No to cancel creation of the record
set.

Folanis &
The resulting record et named Mew Bib_20110622172241
¥ will contain up to 1993 records.

Doy you still wish to create the record set?

Yes Hao

If the record set does not exceed the record limit, a message informs
you that the record set was created and asks if you want to open it.

Paolars =

Record set Physics 2009102184712 has been created (441 records).

Do you wish to open it now?

ies [

8. (lick Yes to open the record set.

The record set workform appears with the name you gave the record
set and the date and time it was created.

Related Information

* “Changing Multiple Bibliographic Records” in the Polaris Cataloging
Guide 4.1R2.

e “Changing Multiple Item Records” in the Polaris Cataloging Guide 4.1R2.
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Create a record set from specific Find Tool results

Follow these steps if you want to choose which Find Tool results to add to
a record set.

1.  Open the Find Tool.
2. Enter the search criteria.
3. Click search.
The Find Tool results display.

Tips: 4. Select the results to add to the record set.
Press CTRL+SHIFT+A to load all . .

records that meet your search Right-click and select Add to Record Set, New.
criteria. To select records listed
one after the other in the list, click
with the left mouse button on the
first record you want to select,

File Edit Options Help

hold down the SHIFT key, and click Geree [ Setings | Scopng | Brnches | Coloctins | Database —
on the last record you want to Soject [ Dblographic Recods - tiizoy: [Type of metens H (or
L =2 |

select. To select specific records, sewchby: il el e
click on each record while holding Twe:  [Bactmateh frolaty runated) v SR P
down the CTRL key. To select all sorton: - [HostPopuier U rece— | Dot

) [ebx] eBooks Helo
the records in the record set, press Fee - felf Slectranic Resources b
CTRL+A.

Title Author Format  Lin.. Publ. Call Number Contro... *
DVD VIRT 510320

Children of men [DVD] Open CHIL 697639

The Lord of the rings. The two towers [DVD] Place Hold... 3 LORD 514149

Star wars trilogy [DVD] Troioo DVD STAR 545770

Starwars, episode II: [DVD] attack of the clones Print 2 DVD STAR 493829

Spider-Man [DVD] 2 DVD SPID 4006

Spy kids 3-D: [DVD] Game over Add to Record Set Mew 4

1, robot [DVD] Existing 4

Minority report [DVD] C_rEEtE 2 LVD MINU 495623

Starwars, episode D] the phantom menace Links L DVD STAR 471365

Matrix reloaded [DVD] Delete 2 DVD MATR 518990

Spider-Man 2 [DVD] Undelete i SPID 547120

Al artificial intelligence [DVD] 2 DVD Al 477242

]

The matrix revolutions [DVD] Properties DVD MATR 520323

Done Stay on Select 44 of 477 req User default

The Record Set workform appears containing the records you selected.

= New Record - Polaris
File Edit View Tools Help

Nw@Ea-x n 7

e
[Of Name: | Owner: |peer v] Record type:  Bibliographic
('n Mote: Mumber of records: 14
B g :
s R |- B
QO
[V | Tite Author For... Lin.. Pub... CallNumber Control... Status
Q: Children of men [DVD] ovo 24 2007 CHIL 097639 Final
(@] 1, robot [DVD] ovD 2% 2004 DVDIROB 551644 Final
ol | cpicler-an 2 [DVD] oDvD 36 2004 SPID 547120 Final
= Star wars triogy [DVD] DVD 44 2004 DVDSTAR 545770 Final
% Spy kids 3-D : [DVD] Game over ovD 36 2004 SPYK 530224 Final
= The matrix revolutions [DVD)] ovD 27 2004 DVD MATR 529323 Final
O] Matrix reloaded [DVD] ovD LS 2003 DVD MATR 513920 Final
WS | e Lord of the rings. The two towers [DVD] VD 57 2003 LORD 514148 Finsl
: Virtuosity [DVD] ovD 1 1995 DVD VIRT 510320 Final
E Minority report [DVD] ovD 24 2002 DVD MINO 495623 Final
[Nl | Seider-vian [vD] DVD 42 2002 DVDSPID 434006 Final
Star wars, episode II : [DVD] attack of the... ovD 35 2002 DVDSTAR 493329 Final
@ AL ariificial inteligence [DVD] ovD 2 2002 DVDAI 477242 Final
Star wars, episode I : [DVD] the phantom ... ovD 29 2001 DVD STAR 471365 Final
For Help, press FL 14 Records added. 0 of 0 record(s) retrie
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5. Type a name for the record set in the Name box.
6. If you want to change the record set’s owner, select it in the Owner box.

Important:

Only the owner can modify the record set. If the owner is an organization,
all the organization’s staff members can modify the record set (if they
have the appropriate permissions). If you have the permission, Use ‘own’
cataloging record sets: Allow, you can create record sets that no other
users can access, including your system administrator. When you create a
new record set, your user name will be in the Owner box by default if you
have this permission. To allow other users to access the record set, first
select a different owner before saving the record set.

7. If you want to include a note, type it in the Note box.

8. Select File, Save, press CTRL+S or click [ig].

Create a record set from the Polaris Shortcut Bar

Follow these steps to create a new record set from the Polaris Shortcut Bar.

1. Select File, New, click O | or press CTRL + N.

The New dialog box appears.
2. Select Record Set from the Objects list, and click OK.

The New Record Set dialog box appears.

MNew Record Set ==
Record Type: [ﬁ
[

3. Select the record type in the Record Type box, and click OK.

An empty New Record Set workform appears.

1B Mew Receed Sot 3« Pelaria
File Edt view Tock  Help

=0 a- ! &

et
U
n .
B
o
5]
U
3
2
E
5
2
o
om

For Help, press FL 0 of 0 recordis) retrie

4. Type aname for the record set in the Name box.
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Specify a person or library as the record set owner in the Owner box.

Important:

Only the owner can modify the record set. If the owner is an organization,
only organization’s staff members can modify the record set (if they have
the appropriate permissions). If you have the permission, Use ‘own’
cataloging record sets: Allow, you can create record sets that no other
users can access, including your system administrator. When you create a
new record set, your user name will be in the Owner box by default if you
have this permission. To allow other users to access the record set, first
select a different owner before saving the record set.

(Optional) Type notes in the Note box.

Add records to the record set. See “Add records to a record set” on
page 94.

Select File, Save, press CTRL+S, or click [&].

Create a record set from the Patron Registration
workform

Follow these steps to create a record set from the Patron Registration

workform.
1. Display the Patron Registration workform for the patron record you
want to add to a record set.
2. Select Tools, Add to Record Set, New from the context menu.
The Record Set workform appears with one patron record listed.
3. Type a name for the record set in the Name box.
Note:
Only the owner can modify the record set. If the owner is an organization,
all the staff members of the organization can modify the record set (if they
have the appropriate permissions).
If you want to change the record set’s owner, select it in the Owner box.
5. If you want to include a note, type it in the Note box.
Add other patron records to the record set. See “Add records to a
record set” on page 94.
7. Select File, Save, press CTRL+S, or click [ to save the record set.

Related Information

Bulk changing patron records using a record set - See “Bulk-Changing
Patron Records” in the Polaris Patron Services Guide 4.1R2.

Add multiple patron addresses to a mailing label set at once - See
“Creating Patron Mailing Labels” in the Polaris Patron Services Guide
4.1R2.
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Add records to a record set

Follow these steps to add records to a new or existing record set.

Note:
You can use the Find Tool to search for an existing record set by the record
set name, owner, or creation date.

1.  Open the Record Set workform for a new or existing record set.
2. Use one of the following methods to add the records:

Note:

Scanning a patron’s barcode on the Patron Record Set workform adds the
patron record to the record set, and scanning an item’s barcode on the
Item Record Set workform adds the item record to the record set.
However, scanning an item record on the Bibliographic Record Set adds
that item’s linked bibliographic record to the record set.

* Select Tools, Add, press CTRL+E, or click @a . The Polaris Find Tool
appears. Search for the record, and select it from the results list.

Il
* Select Tools, Add, Scan, press CTRL+K, or click L‘!:U

The Scan Barcode dialog box appears, in which you scan the
barcode (or type the barcode and press ENTER).

Scan Barcode

Clase l [ Help 1

Repeat the previous step to add additional records.

3. If you scanned records, click Close on the Scan Barcode dialog box
when you are done scanning.

Record added appears in the status bar.

4. Select File, Save, press CTRL+S, or click [ to save the record set.

After the record set is saved, the Number of records box displays the
current number of records in the record set.
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Tip: ="

Click this button on the Shortcut
Bar to search for a record set.
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Remove records from a record set

When records are removed from a record set, they are not deleted from the
database. Follow these steps to take a record out of a record set.

1.

Display a Record Set workform with one of the following methods:

* Use the Polaris Find Tool to search for and open an existing record
set.

* Right-click a record in the Find Tool’s results list, and select Links,
Record sets from the context menu (the record must be a member of
a record set).

* Select Links, Existing, Record Sets from the workform (the record
must be a member of a record set).

Select the record(s) you want to remove in the Record list.

Note:
Use CTRL-click or SHIFT-click to select multiple records. To select all the
records in the record set, select Edit, Select All, or press CTRL+A.

=

Select Tools, Remove, or press CTRL+R, or click

The records no longer appear in the Records list, but remain in the
database as individual records.

Select File, Save to save the record set.

The following message appears in the status bar: The record set was
saved successfully, and the Number of records box shows the number of
records in the record set.

Delete member records from the database

You can delete a record from the database while it is a member of a record
set, but it cannot be recovered (unless it is a cataloging record and your
Polaris Administrator has set profiles to retain cataloging records, see
“Delete a record” on page 85). Follow these steps to delete a record from
the Polaris database while it is a member of a record set.

Important:
If you want to remove a record from the record set, but keep the record in
the database, see “Remove records from a record set” on page 95.

Display the record set containing the record you want to delete in the
Record Set workform.

Select the record or records you want to delete in the Record list.
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Tips:

To select records listed one after
the other in the list, click with the
left mouse button on the first
record you want to select, hold
down the SHIFT key, and click the
last record you want to select. To
select specific records, click each
record while holding down the
CTRL key. To select all the records
in the record set, press CTRL+A.

926 Creating and Using Record Sets

. B
Select Tools, Delete, or click l_'k .

A confirmation dialog box appears.

Click Yes to confirm that you want to delete the record.

Note:

If a record cannot be deleted, the delete error dialog box appears. Select

from the available options on the dialog box. For information about the

conditions that may prevent a patron record from being deleted, see

“Blocks to Deleting Records” in the Polaris Patron Services Guide 4.1R2.
The deleted record no longer appears in the Records list. A message in

the status bar tells you how many records were deleted.

Select File, Save to save the record set.

The following message appears in the status bar: The record set was
saved successfully, and the Number of records box displays the correct
number of records in the record set.

Related Information

Removing records from the record set without deleting them from the
database - See “Remove records from a record set” on page 95.

Deleting record sets without deleting the records -

* “Delete record sets from the Find Tool” on page 96

* “Delete a record set from the Record Set workform” on page 97

Delete record sets from the Find Tool

You can select one or multiple record sets from the Find Tool results list
and delete them. The records within the record sets are not deleted. Follow
these steps to delete record sets from the Find Tool.

1.

Search for the record sets you want to delete.
The record sets are displayed in the Find Tool results list.
Right-click and select Delete from the context menu.

The record sets are deleted, but the records that belonged to the record
set remain in the database.
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Delete a record set from the Record Set workform

When you delete a record set, the records within the record set remain in
the database. A record set cannot be deleted if it is being used (open) by
another user. Follow these steps to delete a record set from the Record Set
workform.

1. Display the record set to be deleted in the Record Set workform.

x

2. Select File, Delete, press CTRL+D, or click on the toolbar.

A confirmation dialog box appears.

3. Click Yes to confirm that you want to delete the record set.

The Record Set workform closes. The record set is deleted, but
member records remain in the database.
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Using Polaris Standard Reports

Tip:

To generate, print, or customize
reports, you must have the
following permission in Polaris
Administration: Access Reports
and Notices.

To access the Polaris standard reports, select Utilities, Reports and Notices
from the Polaris Shortcut Bar and select a subsystem folder. A report may
be located in a subsystem’s main folder or subfolder. Additionally, Notices
may be located within a subsystem’s main folder, containing applicable
subfolders. For example, all acquisitions reports are located in the
Acquisitions folder, but cataloging reports are located in one of the following
subfolders within the Cataloging folder: Authority, Bibliographic, Community, or
Item.

Note:

For information on setting up patron services notices, see “Managing
Notification” in the Polaris Patron Services Administration Guide 4.1R2.
For information on setting up claim and cancellation notices, see “Set
claim/cancellation notice defaults” in the Polaris Acquisitions Guide
4.1R2.

The default output format for a report is a PDF file, or you can choose
HTML 4.0, MHTML, Excel, or Comma Separated Values (CSV). Depending
on the data in the report, the additional formats (such as Excel and HTML)
may not produce the results you expect. You can print or e-mail a report
from Adobe Reader.

In Polaris Administration, the settings in the Staff Client Report Server
profile specify your report server, the organizations that you can select, and
the number of entries in the report parameter lists. If your organization’s
setting is Unrestricted, you can run reports for all organizations in your
library system. If your organization’s setting is Restrict Organization to Library
Only, you can run reports for your branch (the branch where you are logged
in) and all other branches associated with your parent library. If your
organization’s setting is Restrict organization to Branch Only, you can run
reports only for your branch (the branch where you are logged in). See
“Specity a server for Reporting Services” in the Polaris Administration Guide
4.1R2.

This unit covers the following topics:
* “Generating, Sending & Customizing Reports” on page 99
* “Standard Polaris Reports List” on page 111
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Generating, Sending & Customizing

Reports

You can generate standard Polaris reports in various formats, print or e-
mail them, and customize them for your library’s needs.

See the following topics:

* “Generate a report” on page 99

* “E-mail, save, or print a report using the toolbar” on page 101
e “Customize a report” on page 102

e “Customize an internal report” on page 106

Generate a report

Follow these steps to generate a report.
1. Select Utilities, Reports and Notices.

The Polaris Reports window appears.

L Polaris Reports - b “

E B>
|Fieport Categories: \Available Repors:
o231 QA4TR2 Name | Type | Date Modified ‘
- Acquisitions (C1Acquisitions Folder 4/1/2013 9:43 PM
=1 Cataloging (Z1Cataloging Folder 4/1/20139:48 PM
- Circulation 1 Circulation Folder 4/1/2013 943 PM
3 Custom (Z1Custom Folder 4/1/2013 948 PM
523 Notices 1 Notices Folder 4/1/2013 9:49 PM
..[30 PAC CaPAC Folder 4/1/2013 9:49 PM
-1 Public Services Z1Public Services Folder 4/1/2013 949 FPM
(3 serials (C1Serials Folder 4/1/2013 9:45 PM
{1 System (Z1System Folder 4/1/2013 9:49 PM

2. Select the subsystem folder for the type of report you want to generate.

The reports related to the subsystem appear.

Note:

Some reports are grouped together under folders within the subsystem
folders. Open the folder to select the report.

3. Double-click the report you want to generate.

The Report Wizard dialog box appears.
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Tip:
If you are entering start and end

dates, and you want to include data

from today, make sure the End
date you enter is tomorrow’s date.

If you enter today’s date as the end

date, the report may not include
data from today.

Tip:

The information for the report you
just generated stays in the cache
for approximately 30 minutes. If
you run the same report again
within 30 minutes, the information
may be from the previous report.

Tip:

Generating the report in HTML
format will give you faster results,
especially when you expect a long
report.
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Report Wizard - Bibliographic Records No Longer In Database ]

Parameters I

Begin Date:

[ 08.2013 120000AM _~ |
End Date:

| April 08,2013 1159:59PM - |
Organization:

QA-Plato 4.1 R2 (Plato-R2)

Amsterdam (AMSL)

Argyle (ARGL)

Ballston Spa (BALL)

Bolton (EOLL)

Brant Lake (BRLL)

Burnt Hills (BURL)

Cambridge (CAML) W

Submit Cancel

Note:

Depending on the report type, you may need to select the organization or
organizations, date ranges, or other parameters in the Report Wizard.The
branches and libraries that appear in the Organizations box depend on the
settings in the Staff Client Report Server profile in Polaris Administration.
See “Specifying Report Servers” in the Polaris Administration Guide 4.1R2.

4. Select the organization or organizations (or select All for all
organizations) and other parameters, such as the start date and end
date for the report.

5. If the Report Wizard has a Sort tab, click the tab, and select the sort
option you want for the report.

6. Press Enter or click Submit.

Note:
To cancel the report, press Esc or click Cancel.

The Report pdf appears in Adobe Reader unless you have chosen a
different format. See “Report Output Types” on page 100.

7. Save, print, or e-mail the report. See “E-mail, save, or print a report
using the toolbar” on page 101.

Report Output Types

To generate the report in a format other than PDF, use either of these
methods:

* C(lick the down arrow next to the printer button on the Polaris
Reports window, and choose another format.

==
E- &~ &

| | v Adobe PDF
H  HTMLAD
MHTML
Excel

csv

Word
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Tip:

Once you set up the toolbar icons

for e-mailing, saving, and printing a
report, they appear the next time
you open Adobe Reader.

Tip:

If you want to save the report with
a different name, select File, Save
as.

101 Using Polaris Standard Reports

* Select the report, right-click and select the format from the Output
type sub-menu.

oy ey e e

- - Report  4/8/2013 11:02 AM
FEeviewtE=tomized Report  4/8/201311:02AM
Preview Originals Report  4/3/2013 11:02AM
Damas 4132013 11:02 AM

Cutput Type 4 Adobe PDF 4/8/2013 11:02 AM

4/3/201311:02 AM

Save Only AL 4/3/201311:02 AM

Save As.. MHTML 4/8/201311:02 AM

Bl 4/8/201311:02 AM

Customize 4/8/201311:02 AM

sV 418/2013 1102 AM

List of Suppliers by Owning Branch Word 4/8/201311:02 AM
TR =l e

If you select HTML or MHTML, you view the report in a browser window.
If you select Excel or Word, the appropriate application opens. If you select
CSV, the report opens in CSV format.

E-mail, save, or print a report using the toolbar

Follow these steps to e-mail, save, or print a report in pdf format.

1. Generate a report. See “Generate a report” on page 99.

The report pdf appears in Adobe Reader.

2. Ifthee-mail and printicons are not displayed in the toolbar, right-click
in the toolbar area at the top of Adobe Reader to display the menu.
File Edit View Window Help

gE|cvhn|e@m-HE| 22|

3. Select File from the menu to list the tools.

Select Print, Send File, and Save. Or, select Show All File Tools.

File Edit View Window Help

B e blolmw el 3002
»

Rotate View
Page Navigation
Page Display 4
Select & Zoom L R _—
&I Convert PDF to Word or Excel Online
Edit » T Create PDF
Comment » v [ZF Add Text or Signature
& Touch Mode % Open..
. @ Save Files to Acrobat.com...
Properties Bar Ctrl+E S
Hide Toolbars F8 & Print...
Reset Toolbars Alt+F8

Show All File Tools

Reset File Toals

The selected file tools are displayed in the toolbar.

File Edit View Window Help

RN EHE M|

5. Select the appropriate icon to print, email, or save the report.
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6. Close Adobe Reader.

Printing Long Reports

When the Report Print Dialog box indicates a report will be very long, you
can print specific pages or cancel the report. Select Specific Page(s) and select
the range of pages to print. Then, click Continue to continue printing or
Cancel to cancel the print. If you click Cancel, you can choose to generate the
report in HTML format for faster results. See “Report Output Types” on
page 100.

Report Print Dialog

The report you are printing iz 206 pages.

&+ Al Pages
(" Specific Page(s] ‘ ::I to | :‘

Continue | Cancel ‘

Customize a report

To customize reports, you must have Microsoft’s Visual Studio installed.
You must also have rights to customize the reports. See “Security for
Reports” in the Polaris Administration Guide 4.1R2. If your organization has
Polaris SimplyReports, and you have the required permissions, you can
customize a report created in SimplyReports and make it available from the
Polaris Shortcut Bar. For more information, see SimplyReports online Help.
When you customize a report, it is saved in the Custom folder for your
organization.

Follow these steps to generate a custom report.

Important:
If you save a custom report in a folder other than Custom, it will be
overwritten when a new Polaris release is installed.

1. Select Utilities, Reports and Notices.

The Polaris Reports window appears.
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IAvaiIa ble Reports:

Name | Type | Date Modified

1 Acquisitions Folder 4/1/20139:48 PM
C1Cataloging Folder 4/1/20139:48 PM
(1 Circulation Folder 4/1/2013 348 PM
1 Custom Folder 4/1/20139:48 PM
C1 Motices Folder 4/1/20139:49PM
CIPAC Folder 4/1/2013 349 PM
1 Public Services Folder 4/1/20139:49PM
C1Serials Folder 4/1/20139:49PM
1 8ystem Folder 4/1/2013 %49 PM

2. Select the subsystem folder for the type of report you want to
customize.

The reports related to the subsystem appear.

3. Select the report you want to customize, right-click, and select
Customize from the context menu.

|Hapart Categories: |Ava\\able Reports:
=4 GAPlato Name |_Type | Dete Modified |
(1 Acquisitions Bibliographic Records No Longer In Database Repot  2/10/2013 10:35 PM
(1 Cataloging Bibliographic Recards That Do Not Display In PAC Repat  2/10/2013 10:35 FM
0 Authorty Bibliographic Records With No Fomat Repott  2/10/2013 10:35 P
% g“:r':’"?ﬁ;:‘c Bibiographic Records With No Linked Authorty Records Report 2410/2013 10:35 P I
: 3 tem Bibliographic Recaords With Mo Linked tems Repot  2/10/2013 10:35 FM
3 Creuiation Macros For Bibliographic Records - All Staff Membsrs Repot  2/10/2013 10:35 PM L
3 Custom Macros For Bibliographic Records - Single Staff Member Repott  2/10/2013 10:35 PM
2 Notices S am— - 2/10/2013 10:35 PM |
3 PAC Provisional Bibli review Bport 2/10/2013 10:35 PM
{22 Public Services Subfield 3 Uity Log Preview Originals pott  2/10/201310:35 PM |
{03 Serials
L2 System Qutput Type 3
Save Only
Save As..
i Customize |

A copy of the report is saved in the Custom folder on the reports server.

4. Follow these steps to save the copy to the workstation that has Visual
Studio.Net:

a) Click the start button. In the search box, type the address of the reports
folder on the server with Polaris reports, and click oK.

Example:
If your reports server is PolarisServer, type http://PolarisServer/reports.

The Report Manager home page appears.

b) Click Polaris, and click Custom on the Polaris reports page.
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File Edit View Faverites Tools Help

5 fir - v [ @m v Pagev Safety~ Took~ @~
H My Sub: pti Help =
SQL Server Reporting Services Erome | ubscriptions | Help
Home > Search for:
QA-Plato

(LB Properties
.

_iNew Folder <} New Data Source 4] Upload File Zi Show Details

3 Acquisitions G PAC
[ Cataloging « Polaris
3 Circulation (3 Public Services

3 Notices

3 System

The Custom page opens.

C) Select the report you want to edit.

@ Report Manager ]

File Edit View Favorites Tools Help

5 5o B - M - Pagew Safety~v Tooks~ @+
H My Subscript| Help -
SQL Server Reporting Services Home ubscriptions | Help
Home > QA-Plato > Custom > Search for:
Community Library (Cobleskill)

[iNew Folder b Mew Data Source 4] Upload File

3 clarke 5l New Titles Imported !nEwW

|5l Fund Hierarchy Report | Videos in Foreign Languages

how Details

.] New Community Records

The report you selected appears in the View tab.

d) Select the Properties tab.

The Properties tabbed page appears.

i Home | My Subscriptions | Help
SQL Server Reporting Services Home | My Subscriptions | Help «
Home > QA-Plato » Custom > Community Library (Cobleskill) = Search for:
New Titles Imported

@Pmperﬁ& History | Subscriptions

Modified Date: 2/11/2013 2:11 PM

General Medified By:  GIS\Peer

Parameters Creation Date: 2/11/2013 2:10 PM

e Created By: GIS\Peer

S Soe: 55 KB

Execution

History Properties

Security Name: New Titles Imported
Description:

[Hide in list view
Report Definition
Edit Update

[ Apply] [ Create Linked Report ] [ Delete ] [ Move]

Create a linked report when you want to use different security or parameters with the report.

€) Select Edit under Report Definition.

A message asks whether you want to open or save the report.

Do you want to open or save New Titles Imported2.rdl (64.9 KB) from einstein? Open Save [v|| Cancel
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f) Click save.

Another message informs you that the download is complete.

The New Titles Imported2.rdl downlead has completed.

Open |'| |

Openfolder || View downloads |

Save the report to a location accessible to VisualStudio.Net.

6. Select Start on the desktop, and select Programs, Visual Studio.

Visual Studio opens.

7. Select File, New Project.
Mew Praject
Project types: Templates:

2r=]
NET Framework30 =

Business Intelligence Projects
Other Project Types

Visual Studio installed templates

|

a

& @@= "

Analysis Import Integration  Integration ReportServer  Report
Senvic.,  Analysis Se... Services C..  Services.. ProjectWiz..  Mod.. -
Create a new Report Server project using Repart Wizard.
Name: Report Project2
Location: C:\Users\Peer\Documents\Visual Studio 2008\projects - Browse..
Selution Mame: Report Project2 Create directory for solution

8. Select Business Intelligence Project in the Project Types list.

9. Setup anew Reports project.

10. Open the project, and add your report to the project.

Opline Resources My Prulie

e |
[[FET [aric [
HEEES
[[endy I I |

mﬂjm 80 s s reants =
B@éEoa I‘D”——llwnm-

cop B [ aCa ez
80 Wednesday
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13.
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Customize the report using any features available in the application.

Note:
Follow the instructions in your Microsoft manual or go to Microsoft’s Web
site for information on using VisualStudio to customize reports.

When you have finished customizing the report, save the customized
version in the Custom folder on the report server.

Open the Custom folder, select the customized report, and select the
Properties tab on the report page.

Click Update to update the report definition in the Polaris Reports
Manager.

Customize an internal report

You can customize Polaris internal reports, such as purchase orders, using
Reporting Services. Follow these steps to customize an internal report.

1.

Depending on your Windows version, press the Windows logo key

IEI press R, or select Start, Run.

In the Run dialog box, type the address of the reports folder on the
server with Polaris reports, and click oK.

Example:
If your reports server is PolarisServer, type http://PolarisServer/reports.

The Report Manager home page appears.

File Edit View Favorites Tools Help

N e
.

4 New Folder ¢} New Data Source 4] Upload File

o i~ B - = @ v Pagev Safety~v Tools~ i@~
Home | My Subscriptions =
SQL Server Reporting Services Home | My Subscriptions | Helo
|} Home > Search for:
ud QA-Plato

ZE Show Details

3 Acquisitions 3 PAC

(3 Cataloging «» Polang

[ Circulation (3 Public Services
(3 Serials

[ Notices

[ System

3. Click Polaris.

The Polaris folder appears.
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Report Manager, - Microsoft Internet Explorer

File Edit ‘View Favorites Tools Help

@Eack < @ < @ @ \_h ;] Search ‘L‘Q?Favnrites {‘3 Ej:'\{v :\ff @ o _J ﬁ

Using Polaris Standard Reports

o

Address |@ http:newtonjReports$kRONOS Pages Folder. aspx?ItemPath=%%2fPolarisaviswMode=List

v| Go Links *

Google

v Goo ) By » €% Bookmarksw Shisbioced P check - ¥

() settings—

SQL Server Reparting Services
Home =
Polaris

.

Home | My Subscriptions | Help

[iMNew Folder &}MNew Data Source 4] Upload File

Show Details

[ Acquisitiohs 3 pac

3 Cataloging i Polaris

3 Circulation [ Public Services
[ Custom 1 Serials

[ Notices [ System

Select the System folder.

The System folder appears.

¢ | Report Manager, - Microsoft Internet Explorer

File Edit ‘View Favorites Tools Help \’F

%) e " =
eﬁack - @ - \ﬂ li‘-l '_h j,JSaarch \;\( Favarites {:‘:{ = - ‘___J ﬁ
Address |§| http:fnewtoniReports$kKRONOS PagesiFolder . aspx?TkemPath="%2fPolaris %2f SysteméViewMode=Detail

Google |G+

v| Go  Links ™
v Go o) Bf v ¢% Bookmarksw S 18blocked 3 Check v P () settingsw

Home | My Subscriptions | Help

SQL Server Reparting Services
Home = Polaris >

System
X E ide Details
Edit Type Mamed Description Modified Date Modified B When Run
¥ P ¥
O ) Q Affiliated Branches of Staff 3/22/2007 GIShadministrator
Members 9:38 PM
O g Q Hierarchy of Libraries Branches a/22/2007 GIShadministrator
Collections 938 PM
O = g Hierarchy of Libraries Branches 3/22/2007 GISwadministrator
Workstations 9:38 PM
0 :? 2/13/2007  GIS\Magistro
1:04 PM
O g Q Invalid US Postal Codes Reports an Invalid US a/22/2007 GIShadministrator
Postal Codes that have  9:38 PM
been defined in the
Polaris Database.
"Invalid" means it is not
in the United States
Postal Services list of
valid mailing addresses
distributed in the most
recent Polaris release.
[l #f [4 Labels 4/17/2008 LaByAdministratar
E:13 AaM
P T~ T = N =Y S TS g s e ey . >

3 Local intranet

Select the Internal folder.

The Internal folder appears with a list of the internal reports that you
can customize.
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Report Manager - Microsoft Internet Explorer
File Edit View Favorites Tools Help

Q- ©  [2 [& ¢

7

/)\* Search ‘E;E‘Favorltes GE

2T G

Address |§:[ http:){newtoniReports$KRONOSIPages/Folder . aspx?IkemPath="%2fPolaris % 2f System 2FInternaldviewMade=List

v| Go  Links ®

Google |Gl

v Go gD Ef v % Dookmarks~ [B18blocked U check v

O Sethings

S0OL Server Reporting Services
Home = Polaris = System >
Internal

.

Home | My Subscriptions | Help »

how Details

=] authority Create Links Job E5] LtemBrief
Authority Becord Set LtemFull

=] authority Update Links Job E5] Ltems Qut By Patron

=] authorityFull

] AuthorityFullSub
Authority Termplate
Authority TermplateSub
Bib Bulk Change Status
Biblingraphic Record Set
BiblingraphicBrief
BiblingraphicFull

3| BibliographicFullSub

3 ItemTemplate

o DRSPicklistReport
ORSSelectionlist

Patron Record Set

5 PatronMoticeHistory

SJ=in)

PO_GetShipBilladdr
Purchase Order Duplicates

ReserveltemCourses
3] BiblingraphicTemplate
ReserveltemFull
7| BibliographicTemplateSub " .
& routeslip

3| Bibliography AP&

Selection List Duplicates

[E3

\3 Localintranet

6. Click show Details.

The details view of the internal reports appears.

] Report Manager - Microsoft Internet Explorer

File Edit WYiew Favorites Tools  Help
e - () |ﬂ @ \lﬂ / ) Search ‘?‘:‘\'( Favories () ; M-
Address|@ http: inewtanjReports§kRONCS|Pages/Folder  aspx7ItemPath=",2fPlaris%2f System%2fInternalEViewtode=Detall Go  Links
Google |G+ vieos) & B~ ¥y sodmaksy Shistlocked W Check v Adtolink v - B2 () settings =
SQL Server Reporting Services Home | My Subscriptions | Help &
Internal
 Contants
X = | 4 Mew Folder v;» MNew Data Source .ﬂ Upload File ide Details
[J Edit Type Mamed Description Modified Date Modified By When Run
O = E Authority Create Links Job 3/23/2007 9:20 PM GISyadministrator
] [ Authority Record Set 3/23/2007 9:20 PM GIShyaAdministrator
O e Authority Update Links Job 3/23/2007 9:20 PM GISyadministrator
] [ AuthaorityFull 3/23/2007 9:20 PM GIShyaAdministrator B |
O e AuthorityFullSub 3/23/2007 9:20 PM GISyadministrator
] [ AuthorityTemplate 3/23/2007 9:20 PM GIShyaAdministrator
O e Authority TemplateSub 3/23/2007 9:20 PM GISyadministrator
] [ Bib Bulk Change Status 3/23/2007 9:20 PM GIShyaAdministrator
O e Biblingraphic Record Set 3/23/2007 9:20 PM GISyadministrator
] [ BibliographicBrief 3/23/2007 9:20 PM GIShyaAdministrator
O e BibliographicFull 3/23/2007 9:20 PM GISyadministrator
] [ BibliographicFullSub 3/23/2007 9:20 PM GIShyaAdministrator
O e BiblingraphicTemplate 3/23/2007 9:20 PM GISyadministrator
] [ BibliographicTemplateSub 3/23/2007 9:20 PM GIShyaAdministrator
O e Bibliography APA 3/23/2007 9:20 PM GISyadministrator
E = Bibliography Chicago Manual of Style 3/23/2007 9:20 PM GIShyaAdministrator
O e Bibliography MLA 3/23/2007 9:20 PM GISyadministrator
e CatPuroeProcessinaLog 3/23/2007 9:20 PM GIS\Administratar b
&) &3 Local intranet

7. Select the internal report you want to modify.

8. (Click the Properties button

The Properties view appears.
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Report Manager - Microsoft Internet Explorer

File Edt Wiew Fawortes Tooks  Help

-0 ER <6 > B B
Q- O 6 A O Psowr foronn @ @5 - [
Address [{€] http:jinentonjReports§KRONCS(Pages{Report.asp ItemPath=,2Polaris?2fSystems2f Internal®: 2P OBSelectedT sbld=FropertiesTab VB ks>

Google (G- v oo @& Ef ~ 7 Bookmarksw ) 15blocked &P Check » -y Autolink = | AutoFil > () Settings—

Home | My Subscriptions | Help

S0L Server Reporting Services
Home = Polaris > System > [nternal =

PO

@Pmperﬁes History | Subscriptions

Modified Date: 3/23/2007 9:20 PM

General Modified By: GIS\Administrator
Parameters Creation Date: 4/17/2006 5:12 AM
—— Created By: LaByadministrator
DafaSoMEEs  gize: 56 KB
Execution
History Properties
Security Mame: PO
Descriptian:
[CHide in list view
Report Definition
Edit Update
[Apply ] [ Create Linked Report ] [ Delete ]
Create a linked report when you want to use different security or parameters with the report.
&) % Lacal intranet -

9. Click Edit.
The File Download dialog box appears.

File Download 3]
Do you want to save this file?

Name: PO.rdl
Type: Unknown File Type, 55.5 KB

From: newton

Save Cancel

‘While: files from the Intemnet can be useful, some files can potentially
harm pour computer. |f yau do nat tust the source, do not save this
file. hat's the risk?

10. Click save.
The Save As dialog box appears.

~,|@? s -

Savein | £ Intemal reports folder

My Recent
Documents

Desklop

My Documents

5

Peer

File name [P0 v [sae ]

MyMetwork | Savsastyps | .idl Document | [ cancel |
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Tip:

Follow the instructions in your
Microsoft manual or go to
Microsoft’s Web site for
information on using
VisualStudio.NET and customizing
reports.

Tip:

If the report name includes
underscores, replace them with
spaces.

11.

12.

13.
14.
15.

16.

17.

18.
19.

110 Using Polaris Standard Reports

Click save to save the copy of the report anywhere, for example on
your desktop.

Note:
This is just a temporary location until the report is edited and uploaded
into Reporting Services.

Depending on your SQL version, click Start on the desktop, and select
Programs, Visual Studio.NET or SQL Business Intelligence Studio.

Visual Studio.Net or SQL Business Intelligence Studio opens.
Select New Project.
Select Business Intelligence Project in the Project Types list.

Set up a new Reports project.

Open the project, and add your report to the project.

Note:
This is a copy of the report on your desktop. Delete the version on your
desktop to make sure you upload the edited report.

Customize the report, and upload it to Reporting Services to the
following location:

Note:

If the folder does not exist, click New folder and create it: Polaris/
custom/all/system/internal for system-wide customized internal reports
or Polaris/custom/branch name/system/internal for branch-specific
customized internal reports.

* To customize the internal report for your entire system, upload it
to Polaris/custom/all/system/internal

* To customize the internal report for your branch, upload it to
Polaris/custom/branch name/system/internal

After the report is uploaded, select Datasource, Polaris, Shared Data Source.

Click the Apply button.
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Standard Polaris Reports List

To access Polaris standard reports, select Utilities from the Polaris Shortcut
Bar. Then select Reports and Notices and select the appropriate folder. For
more information on generating and printing reports, see “Using Polaris
Standard Reports” on page 98.

Note:

The organizations that display in the Report Parameters dialog box depend
on the setting in the Staff Client profile Report Server in Polaris
Administration. See “Specifying Report Servers” in the Polaris
Administration Guide 4.1R2.

See the following sections for information on reports by type:

“Acquisitions Reports” on page 112

“Cataloging Reports” on page 119

“Circulation Reports” on page 124

“Outbound Telephony Reports and Trouble-Shooting” on page 135
“QOutreach Services Reports” on page 136

“PAC Reports” on page 138

“Public Services Reports” on page 139

“Serials Reports” on page 145

“System Reports” on page 147
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Acquisitions Reports

To access Acquisitions reports, select Utilities from the Polaris Shortcut Bar,
and select Reports and Notices, Acquisitions.

* Advanced Shipment Container Content - Lists all items found in a
specific package or container for which the supplier has sent an EDI
ASN file. Type or scan the 18-digit SSCC tracking barcode in the Report
Wizard window. The header shows the date shipped. The report is
sorted by title, and it includes the following information: title; author;
ISBN or UPC; purchase order number and suffix; purchase order line
item ID; and the total quantity sent.

* Advanced Shipment Containers Not Yet Received - Lists all items
found in a package/container for which the supplier has produced an
ASN, but which has not yet been received through the ASN workform.
To generate the report, enter the supplier’'s SAN (with or without
hyphens) in the Report Wizard dialog box. The report is grouped by
tracking barcode, and sorted by title, then purchase order number. It
lists the tracking barcode, PO#/Suffix, Title/ Author/ISBN (UPC), PO
Line ID, Qty Sent, and the Date Shipped.

* Advanced Shipment Notification Log - The Advanced Shipment
Notification log displays all titles received via ASN for a supplier and
line item status date range. To generate the report, enter the Supplier SAN
(with or without the hyphen), the Line item status start date, the Line item
status end date, and press Enter or click Submit. The line item status date is
the date the line item’s status was updated to Received (all segments were
received via ASN).

The report lists purchase order line items that have segments received
via ASN within the time period (including the start and end dates) for
the specified supplier. It includes the following columns of information
sorted by purchase order number, then title, then carton tracking
number: PO # / Suffix; Title / Author / ISBN (UPC); Tracking Barcode; POLI ID; Ord
- Total quantity ordered from the purchase order line items; Sent - Total
quantity shipped by the supplier; Rec - Total quantity of all received
purchase order line item segments; ASN Rec - Total quantity of purchase
order line item segments received using the Receive ASN Shipments
workform; Note - If the shipped quantity was adjusted, a note appears in
this column. The report is printed in landscape page orientation.

* Average Days On Order by Supplier and Material Type - Shows how
long suppliers take to fulfill orders. For each supplier, it shows the
material type, the date ordered, the date received, and the destination
library.

* Average Material Cost by Supplier - Compare suppliers by the type of
material purchased. It shows the average price of invoiced items for
each supplier, according to material type.

* Canceled Titles by Supplier - Each canceled title is listed with its ISBN/
ISSN, quantity, amount (price), purchase order number, and line
number.
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* Check In Shelf-Ready Materials - For each branch listed, the report
contains the following information:

* Purchase order line item segment receipt information: Purchase
order number and suffix; Title and author; Purchase order line ID
number and Segment ID number; Fund; Quantity ordered/
Quantity received

* Comments: If the line item segment was split because fewer copies
were received than were ordered, a note appears in this section.

¢ Item check in information: The date and time that the item was
checked in using the Receive Shipment workform; the workstation
name where the check in was done; the user name of the staff
member doing the check in; item’s barcode, title, author, ISBN/
UPC, item ID, assigned branch abbreviation

* Claims Ready for Cancellation - Lists items that should be cancelled
because the maximum number of claims have been generated, and the
item still has not been received. If your library has chosen to
automatically cancel items after the claim cycle, the items will not
appear on this report.

* Currency Exchange Rates - For each library organization selected, the
report shows the foreign currency, the exchange rate, the last modified
date, and the user who last modified the exchange rate for that
organization and foreign currency.

Note:

For information on updating the currency exchange rate, see “Update the
currency exchange rate for a foreign currency” in the Polaris Acquisitions
Guide 4.1R2.

* Electronic Invoice - Specify the date range and the supplier SAN to see
the EDI invoices. For each invoice, the report lists the invoice date, the
invoice number, the purchase order number, the currency (if a currency
other than the base currency was used), the date shipped, and the library
account’s SAN ID. Under the invoice information are the details for each
purchase order line item, including the purchase order line ID, the ISBN,
the title, the quantity, the discount and retail prices, the line item’s
purchase order number, and the discount percentage.

* Electronic PO Acknowledgment - An electronic purchase order
acknowledgment (POA) is the supplier’s response to an electronic
purchase order that the library sent. A Polaris utility scans the supplier’s
FTP server for acknowledgments and invoices. If a purchase order has
been sent and an acknowledgment is on the supplier’s server, the utility
downloads the file to the C:\ Polaris Reports\ EDINew directory (or
another directory your library has specified to store these files). The
information in the downloaded file is used to create this report.

Use this report to identify the status of titles electronically transmitted
in a purchase order. The acknowledgment status codes in the report
vary according to supplier. You can also refer to the report to manually
adjust a purchase order in Polaris to reflect the current status of on-order
titles. Each purchase order confirmed in the report begins a new page,
and the information on the page is grouped by line item status. The
report’s page orientation is landscape. To run the report, select a branch
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(or select All) from the Organization list, enter the start date, end date,
and the supplier’s SAN without a hyphen. The supplier’s SAN is in the
Supplier record.

Encumbrances and Expenditures by Supplier - Use this report to
inform materials suppliers of how much money has been spent
(expenditures) and how much money the library plans to spend
(encumbrances) for a fiscal year. The report lists suppliers by SAN, and
suppliers that share the same SAN are grouped together and listed in
alphabetical order. If no SAN is found in the supplier record, the
supplier displays individually on the report. The encumbrances and
expenditures amounts are sub-totalled for each supplier account, and
then totalled for the supplier group.

Note:
If your library supports more than one fiscal year hierarchy for the same
collection, the report should be run for each fiscal year hierarchy.

Suppliers are listed on the report if they are linked to:

e Purchase order line items for which amounts have been
encumbered in funds linked to the selected fiscal year.

* Invoice line items for which amounts have been expended from
funds linked to the selected fiscal year.

To run the report, select a single branch or all branches (you cannot
select multiple branches) under Parameters. The fiscal year records for
the selected branch (or all branches) are listed. Then, select a fiscal year
from the list, and press Enter or click Submit.

Expenditures by Fund and Material Type - Use this report to see
expenditures grouped by funds (linked to the selected fiscal year) that
were used to pay for items (items linked to invoice line item segments).

To run the report, first select a branch, multiple branches or all branches.
If your library’s acquisitions tasks are done centrally, select multiple
branches or all branches. When multiple branches are selected, the
funds are sub-totaled without branch grouping. If your library’s
acquisitions tasks are done decentrally, select a single branch to see the
fund expenditures for that branch. Next, select the fiscal year. Only one
fiscal year can be selected for each report. If the branch uses multiple
fiscal years, a separate report must be run for each fiscal period.

Each fund grouping displays the fund’s name and alternative name in a
heading. Under the fund heading, the report lists the following
information in columns from left to right as follows:

* Material type - The material types are sorted alphabetically within
the fund group. (This is the item record’s current Material Type,
not the linked bibliographic record’s Type of Material (TOM).)
Items are counted unless they have been permanently deleted
from the database.

* Purchased - The number of items of each material type that were
paid for using the listed fund. The total in the Purchased column
shows the total number of items of all material types purchased
using the listed fund.
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* Check-Outs - The number of check out transactions for each material
type. The total in the Check-Outs column shows the total number of
check outs for items of all material types purchased using the
listed fund.

* Amount paid - The dollar amount paid for the items by material
type. The total in the Amount paid column is the total for items of all
material types paid for using the listed fund.

* Expenditures by Material Type and Fund - Use this report to see

expenditures grouped by material type and then sorted by fund within
the material type grouping. To run the report, first select a branch,
multiple branches or all branches. If your library’s acquisitions tasks are
done centrally, select multiple branches or all branches. When multiple
branches are selected, the funds are sub-totaled without branch
grouping. If your library’s acquisitions tasks are done decentrally, select
a single branch to see the fund expenditures for that branch. Next, select
the fiscal year. Only one fiscal year can be selected for each report. If the
branch uses multiple fiscal years, a separate report must be run for each
fiscal period.

Each material type grouping displays the material type heading. Under
the material type heading, the report lists the following information in
columns from left to right as follows:

* Fund - The funds are sorted alphabetically within the material type
group.

* Purchased - The number of items of this material type that were
paid for using the fund. The total in the Purchased column shows
the total number of items with this material type paid for by any of
the listed funds.

* Check-Outs - The number of check out transactions for each fund.
The total in the Check-Outs column shows the total number of check
outs for items with this material type purchased using any of the
listed funds.

* Amount paid - The dollar amount paid for the items by fund. The
total in the Amount paid column is the total for items with this
material type that were paid using any of the listed funds.

Fund Hierarchy Report - Lists the funds for the selected fiscal year in a
hierarchical view (similar to the Fund Explorer view) with sub-funds
listed under top-level funds. The top of the report displays the fiscal
year’s total amount budgeted, encumbered, expended, available and the
total percentage used. If your library orders centrally, you can select the
fiscal year for the central processing organization, and the report will
display all the top-level funds linked to the selected fiscal year with the
subfunds under them. If your library orders decentrally, you can select
the fiscal year for a branch, and all the top-level funds linked to the fiscal
year will be listed with their subfunds under them. For each top-level

fund listed, the following totals are displayed: Total Allocated, Total
Encumbered, Total Spent, Total Unspent, Unspent = Total Allocated minus Spent.
The totals include all the amounts for the subfunds added together.
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Fund Summary Report - Lists the fund activity for the selected fiscal
year. The top of the report displays the fiscal year’s total amount
budgeted, encumbered, expended, available and the total percentage
used. If ordering is done centrally, the user selects the fiscal year for the
central processing organization, and all the funds linked to the fiscal
year are listed. If ordering is done decentrally, the user selects the fiscal
year, and the funds are grouped by branch. The funds are listed with the
totals for each individual fund.

Fund Transaction Comparisons - Lists any discrepancies between the
amount displayed in the fund balances in the Fund workform and
amounts that include manual fund adjustments to encumbrances or
expenditures.

Fund Transaction History - Lists the entire transaction history for a
fund.

Funds by Group Name - Lists the library’s fund activity for a specified
date range by fund group name. Enter a part or whole fund name, or a
portion of a word within a fund name. To see the activity for the current
fiscal year, enter the exact start and end dates for the current fiscal year.
The fund activity is available only for open fiscal years.

Invoice Title, Status and Funds - Lists funds according to the invoice
line item segment status.

Items by Approval Plan - Lists items purchased using approval plans
within a specified date range, including the material type, unit price,
and number of copies for each title ordered under an approval plan.

Items by Blanket Plan - Lists items purchased using blanket plans
within a specified date range. It lists the material type, unit price, and
number of copies for each title ordered under a blanket plan.

Items by Donor Fund - Lists items purchased with donor funds within
a specified date range, including the material type, unit price, and
number of copies for each title ordered under a donor fund.

Items Ordered by Deposit Account Fund - Lists items purchased with
deposit account funds within a specified date range, including the
material type, unit price, and number of copies for each title ordered
under a deposit account fund.

List of Funds by Fiscal Year - Lists the fiscal year and fund hierarchy for
each library for all open fiscal years and funds. It includes the total
amount allocated; the total currently encumbered and expended; the
free balance; and the total amount remaining for each fund listed. The
Report Parameters window displays the fiscal years according to the
selected Organization(s).

List of Suppliers by Owning Branch - The supplier information
includes the supplier SAN (Standard Address Number), library account
number, order address, payment address, and claim address.

Number of Titles by Supplier - The number of titles that were ordered
from a supplier over a specified period of time.

Outstanding Claims by Supplier - Lists unresolved claims made for
titles that were ordered but not received.
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Tip:

For more information on generating
and printing reports, see “Using
Polaris Standard Reports” in the
Polaris Basics Guide 4.1R2.
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Outstanding Orders - Lists purchase orders that are pending or have
not been paid. It is useful to run this report to see the outstanding orders
before running the Fiscal Year Rollover Utility. For each purchase order
listed, the report shows the purchase order number, order type,
ordering library, and the total amount of the purchase order. For each
title ordered, the report shows the number of copies ordered for each
destination/ collection.

To run the report, select the organization for which you want to list the
outstanding orders, and select the start and end dates to define a date
range. You can limit the report output further by selecting a fiscal year.

PO Title Status and Fund - Use this report to see the status of purchase
orders. It lists fund encumbrances and disencumbrances, according to
the purchase order line item segment statuses (canceled, on order,
pending, received) and payment statuses (open, paid, or prepaid). In the
Report Wizard dialog box, select the organization, payment status, and
purchase order status. Then, specify the payment status start and end
dates, and the purchase order status start and end dates.

Preliminary Level Bibliographic Records - Identifies preliminary
bibliographic records created in Acquisitions, so these records can be
fully cataloged. When bibliographic information is entered in the
Description fields of a Purchase Order Line Item (either manually or using
Titles to Go), a preliminary bibliographic record is created with an
encoding level of 5 (partial or preliminary) in the Leader position17. The
report identifies any bibliographic record with Leader position 17=5,
and other details like Title, ISBN, and the number of the linked purchase
order. The purchase order must have been released for it to appear in
this report. If there is invoice data, it is included in the report.

Shelf Ready Items Not Received in Acquisitions - Use this report to see
purchase order line items that have not been updated to Received but
the linked shelf-ready items have been checked in. The report lists any
purchase order line item segment with a status of Pending, Cancelled,
Closed, Currently Received or Received that has linked Items with a
circulation status other than On-Order. For more information, see
“Check in new shelf-ready items” in the Polaris Patron Services Guide
4.1R2.

Supplier Performance Report- Use this report to see the number of
items ordered and received; the fill rate; and the number of items
canceled and claimed. Select the library or branch for which you want to
see the supplier data, and select the date range.

Uncataloged Titles with Holds - Use this report to expedite the
cataloging of received items that have hold requests. It identifies titles
that had no hold requests at the time they were received, but then hold
requests were made later on these received items. The report shows the
bibliographic record ID number, the title, author, format, received date,
and the number of holds. The report is sorted in descending order by the
purchase order line item’s receipt date (most recent first), then by title in
ascending order. An uncataloged title appears in the report if all items
linked to the purchase order line item have a status of In-Process or On-
Order, and at least one item has a status of In-Process. This status means
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that at least one copy of the title in the purchase order line item has been
received. Also, the hold requests must have a status of Active to appear
on the report.

Note:

The Holds Purchase Alert Circulation report is useful in making purchasing
decisions because it lists titles that are requested frequently, but have too
few items to meet the demand. To generate the report, select the Utilities
menu from the Polaris Shortcut Bar. Then select Reports and Notices,
Circulation, Holds, Holds Purchase Alert. For more information, see “PAC
Reports” on page 138.
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To access Cataloging reports, select Utilities from the Polaris Shortcut Bar,
and select Reports and Notices, Cataloging. If your library has a license for
Polaris Community Profiles, standard Community reports are available.
For more information on Community reports, see “Community Reports &
Notice” in the Polaris Community Profiles Guide 4.1R2.

Authority Reports

Authority Records where 4xx matches 1xx - Identifies authority records
where a See reference (4xx field) in one record matches a heading (1xx
field) in another record in the database. It also lists situations where the
same authority record contains a 1xx and 4xx that match because of
normalization. For example, one field contains the heading using “and”
while the other field contains the same heading using “&”.

Authority Records with No Linked Bibs - Identifies authority records
that are not linked to any bibliographic record. They may have links to
other authority records.

Macros for Authority Records - All Staff Members - Identifies the
macros created by all staff members who work with authority records.
For each macro, the report specifies the macro name, shortcut keys,
description of the macro’s task, creation date, and staff member who
added the macro.

Macros for Authority Records - Single Staff Member - Identifies the
macros added by a specific staff member who works with authority
records. Select the staff member’s name. For each macro, the report
specifies the macro name, shortcut keys, description of the macro’s task,
creation date, and staff member who added the macro. Generate this
report if you want a printed copy of your macros.

Problem Authority Headings - Identifies possible duplicate authority
headings where the normalized text is the heading of more than one
authority record. It lists the normalized heading that matched, the
authority record IDs, the actual heading text, and the thesaurus of the
authority record.

Unlinked Authority Records - Identifies all headings not used by any
bibliographic record or as a cross-reference for other headings. You can
also create a record set of all unlinked authority records and delete the
records or open them from the record set, see “Create a record set of
unlinked records” in the Polaris Cataloging Guide 4.1R2.
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Bibliographic Reports

Bibliographic Records No Longer In Database - Identifies
bibliographic records that were purged from the database during a
specified period of time. The OCLC Control Number column contains
values from the 035 bibliographic tag and the “other system control
number” (OCLC control number).

Bibliographic Records That Do Not Display in PAC - Identifies titles
that do not display when you search the public catalog. For each of these
titles, the Display in PAC check box is not selected on the Bibliographic
Record workform.

Bibliographic Records With No Format - Identifies bibliographic
records without a Type of Material (TOM) code assigned to them. It lists
the bibliographic control number, title, and record owner for each
bibliographic record that does not have a TOM associated with it. For
more information on TOM codes, see “Type of Material Codes (TOMs)”
in the Polaris Cataloging Guide 4.1R2.

Bibliographic Records With No Linked Authority Records - Identifies
bibliographic records that need authority records found or created for

them. You can also create a record set of all unlinked authority records
and delete the records or open them from the record set. See “Create a

record set of unlinked records” in the Polaris Cataloging Guide 4.1R2.

Bibliographic Records With No Linked Items - Identifies bibliographic
records for which there are no linked item records. Select the
bibliographic record modification date range and the organizations. Set
the modification start date far in the past and use today’s date for the
end date so that all bibliographic records without linked items are
included in the report.

Integrated Ebooks With All Copies Expired - Identifies ebook
bibliographic records where all the linked item records have a status of
Withdrawn. In the Report Wizard window, select the vendor account
from a drop-down list of all integrated ebook vendors. The report
columns display the bib ID, title, author, the number of resource entities,
and the name of the vendor account with all copies expired.

Macros for Bibliographic Records - All Staff Members - Identifies the
macros create by all staff members who work with bibliographic
records. For each macro, the report specifies the macro name, shortcut
keys, description of the macro’s purpose, creation date, and staff
member who added the macro.

Macros for Bibliographic Records - Single Staff Member - Identifies
the macros created by a single staff member who works with
bibliographic records. Select the staff member’s name. For each macro,
the report specifies the macro name, shortcut keys, description of the
macro’s purpose, creation date, and staff member who added the macro.
Generate this report to see a printed copy of your macros.

New Titles Imported - Identifies the titles that have been added to your
collection during a specified time period.
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Provisional Bibliographic Records - Identifies all bibliographic records
with a status of provisional. A provisional record is an incomplete
record that does not appear in the public catalog and cannot be used at
check-out.

Subfield 9 utility log - Identifies records where tags used in automatic
processing (to create item records or purchase order/selection list line
item segments) were deleted automatically by the $9 Cleanup Utility.
On the Parameters tab, select the Begin date and End date. On the Sorting
Options tab, select the sort option, and click the right arrow. The report
columns will be sorted in the order in which they appear in the list on
the right side of the Sorting Options tab. Then, select Ascending or
Descending, and press Enter or click Submit.

For each date listed, the report indicates whether the utility was enabled
or not enabled. If the utility did not run that day, Subfield 9 utility not
enabled appears without any processing information.

If the utility was run that day, Subfield 9 utility enabled appears along with
the settings in the profile at the time the utility was run: Candidate tags will
be removed that contain a date earlier than (number) (days, months, or years) ago.
The following details of the processing are included: start time, end
time, number of bibliographic records checked, and the number of tags
deleted. See “Setting Utility to Delete Bib Tags Marked with Subfield 9”
in the Polaris Cataloging Guide 4.1R2.

Community Reports

Standard Community reports are available to libraries with a license for
Polaris Community Profiles. For more information on Community and
Community reports, see “Community Reports & Notice” in the Polaris
Community Profiles Guide 4.1R2.

New Community Records - The report shows the community records
created after a specified date for a selected branch or for all branches.

Updated Community Records - The report shows the community
records updated after a specified date for a selected branch or for all
branches.

Item Reports

For Item reports, except for the In-Transit Items report, you can select all

organizations, multiple organizations, or a single organization. If you
select specific organizations, the report includes item record information
only for items owned by the selected organizations.

Call Number List - Item record-level listing of call numbers to be used
by catalogers who need to assign call numbers. The report is sorted by
classification (ignoring prefix) so you can see the detail of already
assigned call numbers and determine where to insert the call number
you are constructing.
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Claimed Items - Use this report to track missing items that patrons have
claimed they returned or never checked out. The Claimed Items report
lists all items that have a circulation status of Claim returned or Claim
never had, and identifies the last patron known to have borrowed the
item.

Collection Disposition by Material Type - You can select the branches
to include in the report and group the data by branch or collection. The
report shows the number and percentage of items currently on the shelf
(or otherwise considered available), items out (unavailable but
accounted for), or not accounted for (lost, missing). It shows a sum total
for each branch and a grand total for all branches selected. If the report
is grouped by collection, it is broken down by collection and shows the
totals for each collection for all selected branches. The count is broken
out by the material type within the collection.

Collection Material Type Analysis - This report is available from both
the Cataloging and Circulation report menus. For the selected
organizations, or for the whole library system, the report shows items
grouped by collection, with a breakdown of material types within the
collection. For each collection/material type combination, the report
displays the number of items of each material type in the collection, as
well as the percentage of the total number of items in the system that this
collection/material type combination represents. At the bottom of each
collection group, the report also shows the total number of items of all
material types for each collection, and the percentage of the total
number of items that this collection represents.

Note:

Only final item records are included in the Collection Material Type
Analysis reports. Items without barcodes and on-order items are excluded
from the report.

Collection Value by Organization - Use this report to list the monetary
value of the collections for your organization. Select the organization or
organizations for which you want to see the value of each of the
collections.

In-Transit Items - Item records with a circulation status of In-Transit or
Transferred on a date you select. The items are grouped by the “sent
from” branch — the branch listed in the In-Transit/ Transferred From
field on the item record workform. This report can help you identify
items that were sent to another library but may be delayed or lost in
transit.

Inventory Exception - Incorrect Status - Lists items that had a status
other than In during inventory. You specify a call number range and a
cut-off date. Set the cut-off date to the day before the inventory date. You
can filter the report by organization.

Inventory Exception - Misshelved - Lists items with a status of In that
should have been in the inventory sequence but were not. You specify a
call number range and a cut-off date. Set the cut-off date to the date you
started the inventory. You can filter the report by organization.

Inventory Shelflist- Items inventoried using the Update InventoryDate
view on the Check In workform. You specify the call number range to
include in the report. Run this report after taking an inventory.
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Item Records by Funding Source and Stat Code - This report lists items
added within a certain time frame grouped by fund and then by
statistical code. You select the organization or organizations, the begin
date, and the end date. If your library uses Polaris Acquisitions, the fund
used to pay for the items appears next to Funding Source. Under the
funding source is the statistical code for the items.

Item Records That Do Not Display In PAC - Use this report to identify
items that do not display in the public access catalog. You can select the
organizations, collections, and material types for this report.

Item Records Without Barcodes - Use this report to identify items
without barcodes for the selected organizations. You can select the
organizations, collections, and material types for this report.

Item Status - Use this report to identify the number of items belonging
to the selected organizations that have a certain circulation or hold
status. The report is not intended to be an inventory of all items on the
shelves. The following item statuses are included in this report:

< Bindery eLost

< Claim Never Had = Missing
»Claim Returned *On-order

< Held = Out

eIn eReturned - ILL
e In-process e Transferred

e In-repair *Unavailable

e In-transit = Withdrawn

Lost and Missing Items - Use this report to list all items with a status of
Lost and all items with a status of Missing for the selected organizations.
The lost and missing items are listed by assigned branch and the details
include the call number, barcode, title, patron’s name and phone
number, and the last transaction date.

Note:

The Statistical Summary Report under the System folder provides detailed
information about activity for the selected organization or organizations.
See “System Reports” on page 147.
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Circulation Reports

Circulation reports help you track circulation, overdue items, overdue
patrons, and delinquent patrons. To access these reports, select Utilities,
Reports and Notices from the Polaris Shortcut bar, and select Circulation in the
Polaris Reports window.

* Circulation by Collection Material Type Analysis - This report shows
a count of circulations by material type within each system-defined
collection for a time period you designate. It gathers statistics from the
transaction file and will include circulated items that have since been
deleted. The report counts checkouts and renewals as separate
transactions; if an item is checked out multiple times, each checkout is
counted. The report also displays the percentage of total items that each
collection/material type combination represents. You can filter the
report by one or more branches. The branches included are the
circulated items” assigned branches.

Note:
The Cataloging Item report Collection Material Type Analysis provides the
collection/material type information without circulation statistics.

The Cataloging Item report Collection Disposition by Material Type shows
the number and percentage of items currently on the shelf (or otherwise
considered available), items out (unavailable but accounted for), or not
accounted for (lost, missing).

For more information about these and other Cataloging reports, see
“Outreach Services Reports” on page 136.

* Circulation by Item’s Assigned Branch - For a specified date range,
reports the number of items from the reporting (item) branch that have
been checked out and renewed at other branches, as well as the
reporting branch. You can see how many items have been shipped from
the reporting branch to each loaning branch, and the total circulation for
the reporting branch’s items. The report is sorted by organization,
loaning branch, and item material type. You can filter this report by
organization (item’s assigned branch).

* Circulation by Item’s Loaning Branch - For a specified date range,
reports the number of items from all the branches that have been
checked out and renewed at the reporting (loaning) branch. The report
also includes total items and total transactions. The report is sorted by
organization, item’s assigned branch, and item material type. You can
filter this report by organization (loaning branch).

* Circulation by Postal Code - For a specified date range and
organization, reports checkout transactions by postal code. The results
are grouped by branch then country type (USA, Canada, Non-USA/
Non-Canada, and No Postal Code). Details include the Postal Code,
City, State, Number of Checkouts, Unique Patrons, and Unique Items
followed by Totals and Grand Totals.

 Circulation by Workstation - For a specified date range, reports the
number of items that have been checked out and renewed at specified
workstations. The report is sorted by organization, workstation, and
item statistical class (item stat code), and includes totals by item stat
code, totals for each workstation, and totals for each organization. You
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can filter this report by organization (workstation’s parent branch). The
branch responsible for the checkout is the branch associated with a
renewal. The report separates renewals done from PAC and lists them
under System.

Note:

The report is based on workstation ID, so if a workstation is reassigned to a
new organization the report will include transactions for both the old and
new locations. This may also happen if a “floating” staff member at the
workstation logs on to one branch, does transactions, then logs on to a
different branch from the same workstation.

Delinquent Patrons - Identifies patrons (name, phone, barcode) who
have system blocks, free-text blocks, or library-defined blocks on their
records. You can filter this report by organization (patron’s registered
branch).

Expired Reserve Items - Identifies items with a status of On Reserve, but
for which the reserve period has expired. You may find this report
especially useful at the end of an academic term. After you run the
report, you can take the reported items off reserve, pull them from the
shelves, and return them to the regular collection or otherwise dispose
of them. You can filter this report by organization, and sort it by call
number, title, and course name.

Fiscal Year Turnover Rate - This report offers similar information to the
Turnover Rate report, but you can specify a fiscal year and that year’s
starting month. The report then compares that year’s turnover rate
information with the current year’s statistics.

Important:
Because this report gathers up to two years of data, it may take several
minutes to complete.
Floating Items by Home Branch -A statistical report that counts how
many items from the home branch have floated to other branches. You
can select one or more home branches and set a date range. The report
includes the following information:
* Home branch
¢ Date range

e Collection - Listed if an item from that collection has floated,;
includes the total number of items from that collection that have
floated.

* Material type - Listed if an item of that material type has floated;
includes the number of items of that material type that have
floated.

* Float to branches - Lists each branch that items have floated to and
the number of unique items that have floated to that branch. (The
same item may float to a branch more than one time; the report
counts an item only once.) If the same item floats to more than one
branch, it is counted once for each branch.

* Total number of items that have floated - Unique items only. The
same item may float to different branches or float and return. It is
counted only once.
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* Floating Items by Assigned Branch - A statistical report that counts

how many items from other branches have been checked into the
receiving branch. You can select one or more receiving branches and set
a date range. The printed report includes the following information:

* Receiving branch

* Date range

¢ Collection - Listed if an item has been received into that collection;
includes the total number of items that have been received into the
collection.

* Material type - Listed for any floating items that have been
received; includes the number of items of that material type that
have been received.

* Previous branch (the last assigned branch of an item) - Lists each
branch and the number of items received from that branch.

¢ Home branch - Lists each home branch and the number of items
received from that branch.

* Total number of items received - The number of unique items. If a
particular item floated out to another branch and then floated back
at a later time, the item is counted only once.

* Floating Items Setup - A summary report for the home branch showing

the branch’s floating settings. You can select one or more branches. If a
branch has not enabled floating collections but has defined values, the
report prints the values. If a branch has not enabled floating collections
and has not defined any values (collections, material types and so forth)
the report is blank. This report includes the following information for
each selected home branch:

* All collections selected for floating

* All material types selected for floating

* All branches selected for receiving

* On-shelf item limit for receiving branches

* Total item limit for receiving branches

* No matching collection allowed (yes/no)

* Blank collection allowed (yes/no)

* Floating enabled (yes/no)

Hourly Circulation Report - Counts in-library check-out and renewal
transactions for a selected date range by day of the week and by hour.
(Renewals from Polaris PowerPAC and Mobile PAC are not included.)
You select one, several, or all branches in the system and specify a date
range. The report will include transactions from the beginning of the
first day through and including the end of the final day. The report is
divided into sections by selected branch, and sorted within each branch
section by day, then by hour; a grand total for all selected branches is
included. Report output columns include:

* Day of week and hour of day - The report breaks out each hour of
the day in which transactions occurred starting from 12:00 a.m. It
repeats each day with an hourly unit during which transactions
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occurred. The report lists only the hours with transactions. If no
circulation transactions occurred for an hourly period, that period
does not appear in the report; if no circulation transactions
occurred for an entire day, that day is listed in a single line with 0
total check-outs.

¢ Total circulation - Total transactions for each branch.

In-House Use - Reports the number of items used in a specified
organization, sorted by material type. These counts are taken from the
Year-to-date in-house usage counter and Lifetime in-house usage
counter in the item records. The Year-to-date counter is a count of
everything checked in, through InHouse mode, since the last time the
site did an item record fiscal year-end rollover. The Lifetime counter is
a continuous counter. Both counters follow the site’s year-end rollover
schedule.

Item Circulation by Collection - For a specified date range, reports the
number of items by collection that have been circulated, the number of
check-out transactions, and the number of renewal transactions. The
report is sorted by organization (item’s assigned branch) and collection.
You can filter this report by organization.

Note:

This report includes on-the-fly and QuickCirc items. A similar report,
constructed in Polaris SimplyReports, also includes these ephemeral items
in the count but does not assign them a collection code.

Item Circulation by Item Statistical Code - For a specified date range,
reports the number of items by statistical code that have been circulated,
the number of check-out transactions, and the number of renewal
transactions. Check-out transactions include those made in the staff
client, offline/bookmobile, Polaris ExpressCheck, and SIP self-check.
Renewals include these sources as well as renewals from PAC. The
report is sorted by organization and statistical code. You can filter this
report by organization.

Item Circulation Statistics - For a specified date range, reports the
number of items by material type that have been circulated, the number
of check-out transactions, and the number of renewal transactions. The
report is sorted by organization and material type. You can filter this
report by organization.

Long Overdue Items - Lists items that are currently long overdue;
includes assigned branch, call number, title, item barcode, check-out
date, due date, date of last notice, patron, and patron barcode for each
item. The report is sorted by organization and call number. You can
filter this report by organization.

Overdue Items - Lists items that are currently overdue and long
overdue; includes assigned branch, call number, title (with issue
designation for serials), item barcode, due date, patron and patron’s
branch, and patron’s telephone number for each item. This report helps
you confirm that the reported items are not on the shelf before sending
overdue notices. The report is sorted by organization and call number.
You can filter this report by organization.

© 2013 Polaris Library Systems



Polaris Basics Guide 4.1R2

128 Using Polaris Standard Reports

Overdue Patrons - Identifies patrons from the reporting library who
currently have overdue or long overdue items, including detailed
information about the patron and the items. The report is sorted by
organization and patron name. You can filter this report by
organization.

Note:
The Overdue Items report identifies patrons from other libraries who have
overdue items.

Overdue Reserve Items - Lists reserve items with a status of On Reserve
or Permanent Reserve that are checked out and overdue. You can use
this report to contact patrons with overdue reserve items. It includes the
title, material type and barcode, due date, course, and the borrowing
patron’s telephone number and registered branch. You can filter the
report by reserve item branch, and sort it by branch, call number, course
name, due date, or title.

Patron Circulation Statistics - For a specified date range, reports the
number of circulation transactions (check-outs and renewals), according
to patron code. This report measures circulation activity, not the number
of items circulated. The report is sorted by branch name, in alphabetical
order. You can filter this report by organization.

Patron Code Statistics - For a specified date range, reports the number
of patrons that have done check-outs and renewals, according to patron
code and statistical class code. The report is sorted by organization,
patron code, and statistical class. You can filter this report by
organization.

Patron Cross Borrowing - For a specified date range, reports the
number of borrowers by patron code who were registered at a library
other than the transacting library; includes the number of circulation
transactions (check-outs and renewals) done by each patron. The report
is sorted by organization (transacting library), patron library, and the
number of circulation transactions (highest to lowest). You can filter the
report by organization (transacting library).

Patron Lost Items by Owning Branch - Lists lost items assigned to a
specific branch, broken down by the registered branches of the patrons
who lost the items. You can set a date range and filter the report by
organization. To access this report, select Utilities, Reports and Notices from
the Polaris Shortcut bar, and select Circulation in the Polaris Reports
dialog box.

Receipt Delivery Failure - Lists the patron barcode, patron name,
carrier name, delivery address, subject, and failure date for receipts that
failed to be delivered to patrons.

Remove Patron ID Report - When you enable patron ID purging, you
can run a report to track the number of patron IDs purged during a time
period you specify. Select Utilities, Reports and Notices from the Polaris
Shortcut bar, select Circulation in the Polaris Reports dialog box, and
double-click Remove Patron ID from circ transactions process log. You set
transaction start and end date parameters for this report. The report
includes Organization (transacting organization), Transaction Start
Date (starting date of the purged transactions), Transaction End Date
(ending date of the purged transactions), a count of the patron IDs
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removed from transactions for the specified period, a count of the
patron IDs removed from item record histories for the specified period,
and total IDs removed. (If the same patron ID occurs more than once in
an item record history, each occurrence is counted.)

Reserve Item Records - Lists all reserve item records by assigned
branch, regardless of the reserve status; includes call number, barcode,
title, material type, course information, reserve start/end date, and
reserve status. You can filter this report by organization, and sort it by
reserve status, title, call number, and course name.

Reserve Shelf List - Lists reserve items currently on reserve (status of
On Reserve or Permanent Reserve). You can use this report as a shelf list
to check all items that should be currently reserved at the library. The
report includes the circulation status of each item, as well as other item
and course information. You can filter this report by organization, and
sort it by call number, title, and course name. If an item is on reserve for
more than one course, the report lists the item more than once.Tip:
You can send the Reserve Statistics by Course report as a notice to the
primary and alternate instructors linked to the active courses. See
“Sending Course Reserve Notices” in the Polaris Patron Services Guide
4.1R2.

Reserve Statistics by Course - Lists reserve items currently on reserve
(status of On Reserve or Permanent Reserve) for a course with a status
of Active, and the number of times each item has been checked out. For
example, this report is useful if an instructor asks whether items on
reserve for a particular course are circulating. You run the report for a
selected course/section number or multiple course/section numbers at
a particular branch. Items that circulate while on reserve also increment
the year-to-date circulation counter in the primary item record. Reserve
circulations are included in the standard circulation statistical reports.

Note:

The turnover rate is the number of items circulated divided by the total
number of items owned. Two reports calculate turnover rate by collection
or item statistical code, for a selected branch or multiple branches. These
reports can help you determine, for example, how heavily a collection is
used in relation to the size of the collection:

Top Circulating Titles by Collection - Lists the top circulated titles,
organized by selected branch and collection, for a specified date range.
You select one, several, or all branches in the system and specify a date
range, collection, and number of titles to show. The branches are items’
assigned branches. The report will count check-out and renewal
transactions for the date range from the beginning of the first day
through and including the end of the final day. The report is divided in
to sections by items” assigned branch, and sorted within each branch
section by collection name and then by titles according to circulation
count (high to low). The columns include the following information:

¢ Collection
e Titles within collection

* Count of circulations for each title - Each checkout and each
renewal is counted for each title regardless of check-out branch or
patron’s branch. The titles with the highest circulation numbers
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appear in the report. If there are fewer than the specified number
of circulated titles in a collection, the reports lists all the titles that
have circulation counts. If some titles have the same count, the
report lists each, up to the specified number of titles. If a collection
has no circulating titles, it is not listed in the report.

e Turnover Rate - This report counts all item check-out and renewals

where the item’s assigned branch matches a selected branch or branches
and the transaction date is within the selected date range. You specify
whether to report by collection (the default) or by item statistical code.
For each selected branch, the report lists each collection or item
statistical code that has had circulation, the total items in the collection
or statistical code, the number of circulations for each collection or
statistical code, and the corresponding turnover rate (circulated items/
total items) expressed as a decimal figure, and the totals of these figures
for each branch. If the report includes more than one branch, combined
totals for the selected branches are also included.

Notes:

The item count is based on the number of items in the assigned branch’s
holdings on the date the report is run.

Check-out and renewal transactions are counted without regard to the
transacting patron. That is, if the same patron checks out the same item 12
times, 12 transactions are counted.

The patron’s registered branch is not considered in any way.

If an item is put in transit to fill a hold at another branch and is checked
out from that branch, the transaction is counted.

Uncirculated Items - Identifies items with little or no circulation since
their creation date, to help you remove them from the collection. You
specify the item record creation date and circulation thresholds. The
report lists all items created before the specified date with a record
status of Final that have the specified number or fewer circulations. The
default number is 0; that is, no circulations. The report includes the total
number of circulations and the last circulation date for reference, and is
sorted by organization and call number. You can filter this report by
organization.

Statistical Summary - To access this report, select Utilities, Reports and
Notices from the Polaris Shortcut bar, and select System in the Polaris
Reports dialog box. See “System Reports” on page 147.

Holds Processing Reports

Reports related to holds are part of the regular holds processing workflow.
They identify a branch’s hold requests to fill, requests awaiting pickup,
unclaimed requests, titles that have a high volume of holds, expired
requests, and other useful information. To access these reports, select
Utilities, Reports and Notices from the Polaris Shortcut bar, and select
Circulation, Holds in the Polaris Reports dialog box.

* Expired Requests - Lists expired requests with item and patron

information. You can filter this report by organization.
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* Held Checklist - Lists the held items that are awaiting pickup by

patrons; includes item and patron information, sorted by organization
and call number. You may find it useful to run this report daily. You can
filter this report by organization.

Holds alert reports - These reports list titles where the number of Active
and Pending requests is equal to or greater than a selected number of
requests, and count the number of items linked to those titles that might
fill the requests. The linked items count includes items with a Final
record status, and any circulation status except Claim Never Had, Claim
Returned, Lost, Missing, Withdrawn, or Unavailable. You can select a
pickup branch or branches to filter the Holds alert report by branch. You can
select a library or libraries to filter the Holds alert report by library; in this
case, the report includes requests where the pickup branch belongs to
one of the selected libraries. Report output columns include the bib
record ID, title, author, type of material (format), ISBN, local holds
count, local items count, system holds count, and system items count.

Note:

These reports are based on current holds data (all current Active and

Pending requests), not transaction data. They do not report the number of

requests that have been placed in the past, only the requests that are in

the system when the reports are run.
Holds Purchase Alert - Lists bibliographic records with hold requests
on them, the number of requests, and the number of items that can fill
the request. This report provides the library with an indication of which
titles are most frequently requested and have too few items to meet the
demand, and is useful for making purchasing decisions. Using the
report parameters, you can do the following;:

* Set the levels for the number of holds on a bibliographic record
and the number of items attached to a bibliographic record in the
report. The report returns results based on the ratio of number of
holds to number of items.

* Include or exclude items that are not holdable (Lost, Missing,
Withdrawn, Unavailable and non-holdable) by selecting Yes or No
next to Include non-holdable items. The default is No - no non-holdable
items will be included.

* Filter the report by TOM by selecting one or multiple TOM filters.
When TOM filters have been applied, only bibliographic records
with the selected primary TOMs are included. For example, if you
want to see Blu ray discs for which there are at least 10 holds and
only 1 item, enter 10 in the Number of Holds box and 1 in the Number
of Items box, and select Blu ray Disc in the Type of Material box.

* Group the report by TOM, or leave it ungrouped.

Note:
The report includes the UPC code (if any) for bibliographic records with no
ISBN to help you track non-print records.

* Hold Requests To Fill - The RTF report, an essential part of the daily

holds routing process. This report identifies pending hold requests
currently in the request routing sequence. You can sort the report by call
number, collection, format, and title, and filter it by organization. You
use this report to view items at your library with a status of In that could
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fill the requests. For each request, check in and send the item to the pick-
up branch, or deny the request. See “Daily Request Processing” in the
Polaris Patron Services Guide 4.1R2.

Note:

You can also print the Hold Requests To Fill report from the Request
Manager workform (File, Print Hold to Fill). However, you cannot sort
information. See “Fill hold requests for Requests-To-Fill” in the Polaris
Patron Services Guide 4.1R2.

Holds Fiscal Year Analysis - Shows the system-wide number of patron-
placed hold requests per month, staff-placed hold requests per month,
total hold requests for the year to date, and total hold requests filled,
beginning with today’s date and going back to the month you specity.
The report also includes the percentage of increase or decrease for each
category compared to the same month in the previous year, and shows
the grand totals for successive past years as available data permits. The
report gathers the data from the holds transaction files. For reporting
purposes, hold requests “placed” includes all requests that acquired a
status of Inactive, Active, or Pending. Reactivated requests are not
counted.

Local Hold Request and Item Counts by Branch - Lists Active and
Pending requests for each branch where the branch is the pick-up
library. The Number of Local Holds column shows the requests. The Number
of Local Copies column shows the number of items owned by the branch,
including items with a status of In, Out, Held, Transferred, In Transit,
On Order, In Repair, and In Process. Items designated as Not Holdable
are also included in the count. This column lists 0 for a title if the pickup
branch does not own any eligible items, or if the title does not have any
linked items. You can filter this report by organization.

Pending Holds Count - Counts pending requests per day for a selected
pick-up branch or branches, and can help you gauge the amount of staff
time spent on finding and pulling items that fill requests. You specify a
date range and select an organization or organizations (the pick-up
branches for the hold requests). The report lists all the holds requests
that changed to a status of Pending during the selected date range for
the selected pick-up libraries. If the same request went Pending more
than once during the specified time period, it is counted only once. The
report is organized by branch and lists one line per day during the time
period with the total number of pending requests for that day. If the
count for a day is 0, that day is not listed. For example, a selected date
range of 30 days could include up to 30 lines for a branch, with a count
of requests for each day. The reports also includes the total number of
requests for each selected branch and the grand total for all selected
branches.

Request Time to Fill - Shows how many days it took to fill hold requests
during a specified time period, from the date the request was placed to
the date the item was placed on the hold shelf. The report is organized
in 10-day increment columns. That is, you see how many requests were
filled in 10 days or less, how many were filled in 11-20 days, and so

forth. A percentage of the total requests filled is also provided for each
10-day increment, as well as an overall average days-to-fill figure. (Note
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that the percentages for each 10-day column may not total exactly 100%
due to rounding.) The report is grouped by pick-up branch, and you can
filter the report by pick-up branch.

Note:
The report does not include requests that took more than two years to fill.

Unclaimed Checklist - Lists unclaimed requests with item and patron
information. You can filter this report by organization.

Note:

To access the Statistical Summary report, select Utilities, Reports and
Notices from the Polaris Shortcut bar, and select System. See “System
Reports” on page 147.

Interlibrary Loan Reports

Interlibrary loan reports help you notify patrons when their ILL items have
arrived, and track ILL statistics. To access these reports, select Utilities,
Reports and Notices from the Polaris Shortcut bar, and select ILL in the Polaris
Reports dialog box.

ILL Held Items - Lists all the held items obtained through interlibrary
loan that are awaiting pickup by patrons; includes information about
the items and patrons. You may find it useful to run this report daily, so
you can contact the patrons waiting for the items. The report is sorted by
organization (pick-up library) and ILL Request ID number. You can
filter the report by organization (pick-up library).

ILL Request Statistics - For a specified date range, identifies how many
interlibrary loan requests have been created for each patron code. The
report is sorted by organization (pick-up library) and patron code. You
can filter the report by organization (pick-up library).

ILL Request Statistics by Workstation - Tracks how many interlibrary
loan requests were placed at each workstation during a specified time
period. The report is sorted by organization (pick-up library) and
workstation. You can filter the report by pick-up organization.

Borrow by Mail Reports

The following reports help you track Borrow by Mail requests. To access
these reports, select Utilities, Reports and Notices from the Polaris Shortcut bar,
and select Public Services, Patron Services, Borrow by Mail in the Polaris Reports
dialog box.

* Borrow by Mail Circulation Summary - A summary of Borrow by Mail

circulation (number of check-outs), including material type, the number
of items checked out, the number of patrons transacting, and the total
number of check-out transactions. Each patron is counted once,
regardless of the number of items checked out to that patron, and
renewals are not included. You can filter the report by organization (all
branches designated as Borrow by Mail processing centers) and specify
a date range.
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* Borrow by Mail Holds Summary - A summary of Borrow by Mail
requests, including the number of requests created, requests filled
(requests become held), requests checked out, requests unclaimed, and
requests cancelled. You can filter the report by pickup organization
(processing center) and specify a date range.

Floating Collections Reports

The following reports help you manage floating collections. To access these
reports, select Utilities, Reports and Notices, Circulation.

Run these reports immediately after the inventory:

* Inventory Exception Incorrect Status - Lists items that had a status
other than In during inventory. You specify a call number range and a
cut-off date. Set the cut-off date to the day before the inventory date. You
can filter the report by organization.

* Inventory Exception Misshelved - Lists items with a status of In that
should have been in the inventory sequence but were not. You specify a
call number range and a cut-off date. Set the cut-off date to the date you
started the inventory. You can filter the report by organization.
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Outbound Telephony Reports and Trouble-Shooting

Polaris provides the following reports to help you trouble-shoot problems
with Telephony. Select Utilities, Reports and Notices, Notices to access these
reports:

* Telephony Delivery Failure Report - Lists failed telephone notices with
their failure reasons. You can filter this report by date and reporting
branch. It includes the patron's barcode, patron's branch, patron's name
and telephone number, the failure reason, and the failure date.

* Telephony Summary Report - Summarizes the number of calls made
for each notice with their statuses, including failure reasons, in a
specified date range. The report is organized by patron branch.

Important:

Inspect this report regularly. In this report, Unknown connection type
indicates that a busy signal was received. A sudden spike in the number of
busy signals received may indicate telephony board problems.
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Outreach Services Reports

The following reports can help you organize and track outreach services
processing. To access these reports, select Utilities, Reports and Notices from
the Polaris Shortcut bar, and select Public Services, Outreach Services in the
Polaris Reports dialog box.

Pick List Reports

Outreach Services Pick List by Date of Next Service - After you generate
pick lists for your outreach services patrons, this report lists detailed item
information for each patron due for outreach services deliveries within a
specified time period. You can filter the report by patron’s branch and date
range, and sort it by a number of fields, such as title, call number, patron
name, delivery mode and route.

Outreach Services Pick List by Delivery Option - This report lists detailed
item information for each patron due for outreach services deliveries by a
specified delivery option. You can filter the report by patron’s branch and
delivery option, and sort it by a number of fields.

Outreach Services Pick List by Route - This report lists detailed item
information for each patron due for outreach services deliveries on a
specified delivery route. You can filter the report by patron’s branch and
delivery route, and sort it by a number of fields.

Usage Reports

All ORS Patrons - This report lists all enabled ORS patrons (active and

inactive), grouped by branch. It includes the patron’s name, ORS status,
notes, last service date, next delivery date, route, and mode of delivery.

You can filter the report by patron’s branch.

Item Circulation Statistics for ORS - This report shows the number of
items checked out to ORS patrons within a specified time period. Items are
grouped by material type and organization. The report includes the
number of items by material type, checkouts, renewals, and total
transactions. You can filter the report by branch.

Patron Circulation Statistics for ORS - This report lists the number of
items checked out and renewed to ORS patrons, grouped by patron code,
within a specified time period. You can filter the report by branch.
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Reader Ratings Reports

Note:
Rating average calculations do not include titles with a rating of 0.

ORS Rated titles - This report includes titles where the title appears on a
reading history linked to an ORS patron, the patron’s registered branch is
a selected branch, the title has an average rating that matches the selected
ratings, and at least one item attached to the title appears in the selected
patron reading histories and has a rating date within the selected range.
You can filter the report by branches, ratings, and rating date range, and
opt to combine branch totals or report each branch separately. The report
lists title, author, format (bibliographic format), patrons (the number of
patron records where the title appears), number of ratings, average rating,
total number of items for the branch, total number of patrons for the
branch, and grand totals for items and patrons when multiple branches are
selected.

Note:
You can sort this report by author, format, number of ratings, or title. You
must select a sort option to run the report.

ORS Rated titles by patron - This report includes all titles where the patron
is an ORS patron, the patron’s registered branch is a selected branch, the
title has an average rating that matches the selected ratings, and at least one
item attached to the title appears in the selected patron reading histories
and has a rating date within the selected range. You can filter the report by
branches, ratings, and rating date range. The report lists patron name, titles
grouped alphabetically by rating, author, format, number of ratings, and
average rating.

Note:
You can sort this report by format, patron name, or title. You must select a
sort option to run the report.

ORS titles not rated - This report shows the number of titles with no rating
checked out to ORS patrons for a specified date range. You can filter the
report by patron’s registered branch, and sort it by author, format, title, or
total check-outs.

Note:
You must select a sort option to run the report.
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To access PAC reports, select Utilities, Reports and Notices from the Polaris
Shortcut bar, and select PAC in the Polaris Reports dialog box.

E-Source Reports

The E-Source report lists the subscription databases you have set up for
searching from the PAC e-sources page, organized by branch. Information
about each e-source includes the name, description, connection URL,
message, categories/subcategories, restriction data, and connection data.
You can filter the report by organization. For the purposes of custom
reports, you can choose to log the transaction when a patron accesses an e-
source target:

e Transaction - E-Source Access

e Transaction code - 2201

* Transaction subtypes

239 - Remote User flag

240 - Selected Language ID

241 - Name of e-source selected to view

7 - Patron Code (if patron logged on)

123 - Patron Assigned Branch (if patron logged on)
33 - Patron Statistical Code (if patron logged on)

For information about logging transactions, see “Collecting Transaction
Statistics” in the Polaris Administration Guide 4.1R2.
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Public Services Reports

To access these reports, select Utilities, Reports and Notices from the Polaris
Shortcut bar, and select Public Services, Patron Services.

Patron Services Reports

The following reports can help you gather statistics about the patrons
registered in your system and at specific branches.

* Associated Patron Groups Report - Lists all patron records that are
linked in associations (whether or not these are blocking relationships).
You can select one, many, or all patron registration branches. The report
lists all patron records from the selected branches that have one or more
associated patron records, and lists the associated records for each
patron. Each patron’s full name, patron code, and barcode is included.
Patrons are listed in alphabetic order by last name.

* Expired Patrons - Lists information about patrons whose registration
has expired before a specified date. The report is sorted by organization
and expiration date. You can filter this report by organization.

* Inactive Patrons - Lists information about patrons registered during a
specified date range whose accounts show no activity since the end date
of the range. The report includes the patron’s last activity date. The
report is sorted by organization, last activity date, and patron name. You
can filter this report by organization. The Last Activity Date field in the
patron record is updated in these circumstances:

* Staff client - Item check-out; renewal; quick-circ item check-out;
when a claim is made on an item

* PAC - Log-in to patron account; placing and modifying hold and
ILL requests; online renewal; patron information updates;
payments; access to remote databases that require log-in

* Polaris ExpressCheck, SIP self-check units - Check-out and
renewal; patron account access; payments

e Time and print management applications - Log-in

* Inbound telephony - Account information access; item renewal

* Patron Library Assigned Blocks - Lists patron records with library-
assigned blocks. You can select one, many, or all organizations, and
select one, many, or all library-assigned blocks. The list of block
available for selection depends on the organizations you have selected.
The report lists currently blocked patron records according to your
selections, and totals the number of unique patrons. That is, if a patron
has more than one block, that patron is counted only once for the total.

* Patron Register - Reports the total number of patrons, by patron code,
who were registered during a specified time period. The report is sorted
by organization and patron code. You can filter this report by
organization.
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* Patrons Registered by Zip Code - Reports the total number of patrons
who were registered, according to postal code, during a specified time
period. The report is sorted by organization and Zip code. You can filter
this report by organization.

* Patrons Without Addresses - Identifies and lists information about
patrons registered before a specified date whose accounts do not
include an address. The report is sorted by organization and patron
name. You can filter this report by organization.

* Patrons with Messages Report - This report provides a snapshot of read
and unread messages currently in patron accounts where the patron’s
registered branch matches the selected branch or branches and where
the patron record has at least one message, read or unread. The report
includes patron names, message text, whether the message is read, the
date the message was created, and the creator.

* Verify Patron Data - Lists patrons who are currently blocked because
they have self-registered or they have made account changes through
the PAC. The report is sorted by organization and patron name. You can
filter this report by organization.

* Statistical Summary - To access this report, select Utilities, Reports and
Notices from the Polaris Shortcut bar, and select System. See “System
Reports” on page 147.

Patron Financial Reports

To access these reports, select Utilities, Reports and Notices from the Polaris
Shortcut bar, and select Public Services, Patron Financial in the Polaris Reports
dialog box. The following reports can assist you in processing and
evaluating patron financial transactions:

Note:
For information on reports regarding patron credit card payments, see “E-
Commerce Credit Card Reports” on page 143.

* Billed Patrons - Identifies patrons who have received a billing notice.
The report includes basic item information and the amount owed by
each patron, sorted by organization name and patron name. You can
filter the report by organization.

* Collection Agency Detail - Reports all patron accounts submitted to
collection that show account activity within a specified date range. It
shows who has been reported during that time period, even though a
patron’s standing with regard to the collection agency may have
changed after that time period. You can also run it for a time period
ending at the current date to get a picture of any patron’s current
standing with regard to the collection agency. The report lists details of
the account activity for each patron, grouped by organization.
Organizations and amounts are based on the library’s settings for
reporting level (system, library, or branch) and reporting branch (item’s
branch, patron’s branch, or loaning branch) set in Polaris
Administration. See “Set up collection agency processing” in the Polaris
Patron Services Administration Guide 4.1R2.

© 2013 Polaris Library Systems



Polaris Basics Guide 4.1R2 141 Using Polaris Standard Reports

Examples:

Reporting level is Branch - Patrons with activity based on reporting branch
(by patron’s branch, item’s branch, or loaning branch). That is, if the
reporting branch is loaning branch, then a report for the branch will
include all patrons reported because they checked the item out at the
branch.

Reporting level is Library - Patrons who have had activity based on
reporting branch (by patron’s branch, item’s branch, or loaning branch).
That is, if the reporting branch is loaning branch, then a report for Library
will include all patrons reported on behalf of the Library's associated
branches because they checked the items out at those branches.

Reporting level is System - Patrons with activity during the specified
period, regardless of how they were reported (by patron’s branch, item’s
branch, or loaning branch).

e Collection Agency Summary - Identifies all patrons who have been
reported to a collection agency and the amounts they owe, grouped by
organization.

* Daily Cash Drawer - Reports the financial transactions completed on a
workstation, including the time of each transaction and the operator.
The report includes totals for each type of transaction (Payment, Charge,
and Waive), totals for all cash taken in and paid out, and the net balance
for the specified time period. You may want to coordinate this report
with the times that various staff members use a particular workstation
for patron accounting transactions.

* Donations - Credit Card Payments - PayPal® Payflow Pro®, Payflow
Link, or Comprise™ SmartPAY™ . Lists donation payments, including
details such as the amount, the purpose, whether the donor wants a
printed acknowledgement and, if so, the donor’s address; includes
credits and voided transactions. You can filter this report by a date range
and by organization. The report includes subtotals by organization. The
organization is the branch the donor has designated to receive the gift.
Use this report to distribute donations to the appropriate organizations.
Run the report at the system level to view voided transactions.

Note:

Printed acknowledgements are not automatically generated. Using the
information on the report, you can create and send your own
acknowledgements.

Note:
The Donations - Credit Card Payments report records payments made
through Payflow Link, but do not reflect credit or void transactions.

* Financial Transaction Summary by Fee Reason - Reports patron
financial transactions, organized by transaction (fee) reason, for a
selected transaction date range. You can select one, many, or all
branches (transacting organizations). If the transaction is a payment,
waive, or refund, the transaction is included even if the initial charge
was prior to the date range. You can also choose to include or exclude
credit card transactions. The detail section of the report lists transactions
grouped by transaction reason (such as overdue item) and the total
payments for that reason. Transaction details include the date, amount,
payment method, operator, and patron barcode, and are sorted by
transaction date/time. The summary section of the report lists the totals
for all branches included in the report, with the total amounts for each
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transaction reason.A separate summary reports the total of all debit

transactions. These include refunds from payments, refunds from

deposits, and credits from deposits. (Individual debit transactions are

not included in the report detail.) A separate summary for waive

transactions is also included. The following patron financial

transactions are included:

* Charges - A charge may be created manually by staff, created

automatically by a process such as an overdue or hold request, or
created by a third-party device.

* Payments - A payment may be made by staff in the staff client, by
the patron from PAC, or via a third-party device.

* Waives - Waives may be created manually, or automatically when
a lost item is returned. A total of all waives is included in a
separate summary at the end of the report, but individual waive
transactions are not included in the detail section of the report.

* Refunds - Cash or check refunds. These are summarized at the
end of the report but are not included in the detail section of the
report.

* Credits - Amounts are credited to a patron account under certain
circumstances, such as when a lost and paid for item is recovered.
Staff members with appropriate permission can manually create a
credit.

Note:
Deposits and deposit returns are not included in the reported patron
financial transactions.

* Financial Transaction Summary by Payment Type - This report is

similar to the Financial Transaction Summary by Fee Reason report, but
lists only payment transactions. All payment methods are included. The
detail section of the report lists the transaction date, transaction reason,
item barcode and title if applicable, operator, workstation, patron
barcode, and amount. This section is grouped by payment method and
sorted by transaction date/time. The summary section of the report
includes the total for each payment method, the total for all payment
methods per branch, and grand totals for all selected branches.

Fines and Fees - Lists fines and fees transactions according to
transaction type (such as payments, waives, refunds, and charges),
during a specified time period. The report provides detailed
information on each transaction, including the transaction date, reason,
and amount; the item barcode and title; the computer workstation and
operator; the patron barcode; and totals for each transaction type and
library. Charges are listed on the report according to the governing
library for fine calculation. Payments, credits, and waives are listed
according to the library where the transaction took place. You can filter
this report by organization, including the system organization. If you
prefer a summary, run the Fines and Fees Summary report.

Fines and Fees Summary - For a specified date range, reports the total
amounts for fines and fees transactions (for example, payments, waives,
refunds, and charges), according to transaction type. You can filter this
report by organization, including the system organization.
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* Fines by Amount - This report provides basic information about
patrons with account charges in a specified range of amounts. You select
one, several, or all branches in the system and specify a fine amount
range. The branches are patrons’ branches; for the fine amount range,
valid From and To values are $0.00 up to $9,999,999.99. The To value must
be greater than the From value. (The amount includes all charges, not just
fines.) The report lists all patrons by selected registered branch who
have any outstanding unpaid charges within the specified fine range.
The report is divided into sections by registered branch. Within each
branch section, the report is sorted by patron last name and amount.
Totals of all amounts owed for each branch are included, as well as the
grand total of amounts owed for all selected branches. Includes the
following information for each patron:

e Patron barcode

¢ Patron name - Last, First Middle, Suffix

e Patron code

* E-mail address

e Postal address

* Phone - Lists all phone numbers and carriers, if appropriate

* Charges - The total amount of charges owed.

* Waived Fines - Reports all waived fines during a specified period,
including the staff member and computer workstation responsible for
each waive transaction. The report groups the auto-waived fines (fines
that are automatically waived at check-in, if any) and regularly waived
fines (fines manually waived by staff members). It also includes an auto-
waive total, waive total, and grand total for each patron, as well as a
total for each organization. The report is sorted by organization, patron
name, and transaction type (auto-waive and waive). You can filter this
report by organization.

E-Commerce Credit Card Reports

These reports help you track credit card transactions. To access these
reports, select Utilities, Reports and Notices from the Polaris Shortcut bar, and
select Public Services, Patron Financial in the Polaris Reports dialog box.

* Fines and Fees - Credit Card Payments - PayPal Payflow Pro, Payflow
Link, or Comprise SmartPAY. Lists payments for charges, including
details such as each patron’s total payment credit transaction ID, as well
as individual charges and processing fees, the items associated with
charges, and the patron barcode. Declined transactions, credits, and
voided transactions are also listed. You can filter this report by a date
range and by organization. The report includes subtotals by
organization. The organization is the organization associated with
individual charges on the patron’s account.

Note:
The Fines and Fees - Credit Card Payments report records payments
made through Payflow Link, but do not reflect credit or void transactions.
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* Hosted Credit Card Payments - Payflow Link, Payments Gateway, or
Comprise SmartPAY. Tracks credit card payments in the patron account
made through the hosted gateway. You can set a date range and select
one, several, or all organizations, and set a sort order by patron barcode,
StoreOrder ID, or transaction date. The organization is the patron’s
registered branch for fines and fees payments, or the receiving branch
for donations.

Note:

If your library accepts credit card payments through a hosted gateway for
reasons other than patron fines and fees or donations, such as gift shop
purchases, those payments do not appear on the Polaris Hosted Credit Card
Payments report. However, the transactions are available in the hosted
gateway’s reports.

* Refunds to Credit Card Payments - Payflow Link, Payments Gateway,
or Comprise SmartPAY. Helps you track refunds to credit card
payments that have been made in the Polaris patron account. Use this
report to reconcile refund transactions made in Polaris with transactions
in hosted gateways. You can set a date range and select one, several, or
all organizations.

Active Network (Class) POS Reports

These reports help you reconcile Class POS transactions in Polaris. On the
Polaris Shortcut Bar, select Utilities, Reports and Notices, Public Services, Patron
Financial, Active Network POS.

* Daily Cash Balance Detail - For Class POS customers. Reports
payments by payment type per the POS detail during a specified date
range. The report includes only those POS payments taken in Polaris.

* Daily Cash Drawer POS - For Class POS customers. A copy of the Daily
Cash Drawer report that includes the POS Transaction ID for payment
transactions.

* Non POS Payments - For Class POS customers. For a specified date
range, this report lists all payments made in Polaris that did not go
through the POS system.

* Sales Summary Report - For Class POS customers. This report is
comparable to a similar CLASS report that summarizes all payments,
refunds, and adjustments by reason for a specified date range. You can
select organization (including the system organization), workstation,
and user parameters.
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Serials Reports

Tip:
There may be other unreceived
issues or parts with a status of

Never Published or Not Available.

You can search for the issues or
parts using the Find Tool, select
Status in the Limit by box, and

select the statuses.

145 Using Polaris Standard Reports

To access Serials reports, select Utilities from the Polaris Shortcut Bar, and
select Reports and Notices, Serials.

Issues or Parts not Received - Lists the issues or parts that were not
received as expected. Only the issues with a status of Expected, Pending
Claim or Claimed are listed in this report.

List of Subscriptions by Publisher - Lists the subscriptions your library
is receiving, according to the publisher in the linked bibliographic
record’s 260 tag, $b. To generate the report, you specify a subscription
record status (open, canceled, or all), an expiration date or date range,
and the publisher’s name.

List of Subscriptions by Subject - Lists the subscriptions your library is
receiving, according to the subject in the linked bibliographic record’s
6XX tag. To generate the report, you specify a subscription record status
(open, canceled, or both), an expiration date or date range, and the
subject. You can include multiple subjects separated by #.

List of Subscriptions by Supplier - Lists the subscriptions your library
is receiving, according to the supplier linked to the subscription record.
To generate the report, you specify a subscription record status (open,

canceled, or both), an expiration date or date range, and the supplier’s

name. You can select multiple suppliers.

Monthly Check In Statistics - The number of issues a library has
received during a specified time period.

Renewal Reminder - Identifies the subscriptions due to be renewed
within a specified time period. You can compare this report with the
paper renewal list that the supplier sends to confirm that the library and
the supplier have the same information about the subscriptions. Select
one or more organizations (or select All), select the subscription start
date and expiration date range, and the supplier or suppliers. The report
lists the titles (grouped by organization and supplier) that are up for
renewal. It also shows the total cost for each subscription and the total
cost by supplier.

Serial Holdings Records by Branch - Lists the serial holdings records
for a specific branch.

Subscription Cost Analysis - Provides a graphical representation of a
subscription’s cost for the years that your library has tracked the cost in
Polaris. You can set the report to show a single subscription or multiple
subscriptions. You can also print the report from the Subscription
Record workform (File, Print, Subscription Cost Analysis) to report on that
specific subscription record.

Subscription Expenditure Prediction - Projects a library’s
expenditures, based on a specified percentage increase. The report
applies only to subscriptions with a status of open. You can also print
the report for a specific subscription from the Subscription Record
workform (File, Print, Subscription Expenditure Prediction).
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* Titles Not Automatically Renewed - Identifies subscriptions that were
not automatically renewed, so they can be renewed manually. Select one
or more organizations and one or more suppliers. The report lists the
subscriptions by supplier, the status of the subscription, the fund that
was used to pay for the subscription, the price, and the number of active
and fulfilled.
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System Reports

147 Using Polaris Standard Reports

To access these reports, select Utilities, Reports and Notices from the Polaris
Shortcut bar, and select System in the Polaris Reports dialog box.

Statistical Summary - Detailed information about system activity,
including new charges, money collected, refunds, amounts waived, and
outstanding fines. To access this report, select Utilities, Reports and Notices
from the Polaris Shortcut bar, and select System in the Polaris Reports
dialog box.

The Hierarchy of Library, Branches, & Collections report lists all the
collections assigned to each branch in the system, organized by system,
library, and branch. You can filter the report by organization. To access
this report, select Utilities, Reports and Notices from the Polaris Shortcut
bar, and select System in the Polaris Reports dialog box.

Invalid Postal Codes Report

You can run the Polaris System report Invalid Postal Codes to identify the
invalid postal codes (both U.S. and Canadian) currently in use, and the

patron, fund, and supplier records that are using the invalid codes.

Staff and Workstation Reports

The following reports identify the staff members and workstations
registered in Polaris.

Affiliated Branches of Staff Members - Lists the staff members
associated with each branch, organized by system, library, and branch.
You can filter this report by organization.

Hierarchy of Libraries, Branches & Workstations - Lists the
workstations assigned to each branch in the system, organized by
system, library, and branch, including the computer names and
workstation display names. You can filter this report by organization.
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Basic Shortcut Keys

This appendix contains charts with the basic Polaris keyboard shortcuts.
The cards are designed to be photocopied, trimmed, and put into
transparent sleeves that attach to the computer monitor. You can order
these sleeves from vendors such as Axzo Press at the following Web site:

http://www.axzopress.com/Products/Products_FlipCARDS.aspx
e “Polaris Keyboard Shortcuts” on page 149

e “Shortcut Bar: Menu Access Keys” on page 149

* “Find Tool Access Keys” on page 149

* “Workforms: Menu Access Keys” on page 149

* “Workforms: Shortcuts” on page 149
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149

Basic Shortcut Keys

Polaris Keyboard Shortcuts

Select all CTRL+A
Copy CTRL+C
Delete CTRL+D
Log on, log off CTRL+L
New CTRL+N
Open CTRL+O
Print current view CTRL+P
Print list view CTRL+SHIFT+P
Reports CTRL+R
Save CTRL+S
Paste CTRL+V
Launch browser CTRL+W
Cut CTRL+X
Redo CTRL+Y
Undo CTRL+Z
Clear DELETE
Topic or workform help F1
Open Check-in workform F2
Open Check-out workform F3
Refresh F5
Find patron (status) F6
Find patron (registration F7
Properties F8
Find bibliographic records  F12
Find items CTRL+ALT+F9

Shortcut Bar: Menu Access
Keys

File ALT+F
Acquisitions ALT+A
Serials ALT+S
Cataloging ALT+C
Patron Services ALT+P
Circulation ALT+R
Administration ALT+M
Utilities ALT+U
Window ALT+W
Help ALT+H

Find Tool Access Keys

Object box ALT+O
By box ALT+B
Type box ALT+Y
For box ALT+F
Search button ALT+S
Stop button ALT+T
New Search button ALT+N
Help button ALT+H
Retrieve all records in search

results CTRL+SHIFT+A

Display context menu
SHIFT+F10

Workforms: Menu Access
Keys

File ALT+F
Edit ALT+E
View ALT+V
Links ALT+L
Tools ALT+T
Help ALT+H

Workforms: Shortcuts

Workform Help F1
Print

(current view) CTRL+P
Print

(list view) CTRL+SHIFT+P

Display context menu
SHIFT+F10

SHIFT+ALT+*
(numeric keypad)

SHIFT+ALT+-
(numeric keypad)

Move among open workforms

Expand tree

Collapse tree

ALT+TAB

Switch views in a workform
CTRL+TAB
Close workform ALT+F4
Save record CTRL+S
Delete record CTRL+D
Properties F8
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Index

A

access keys
Find Tool, 149
Polaris Shortcut Bar, 149
workform menus, 149
accessing license data, 12
Adobe Reader
toolbar, 101
ampersand
using in phrase and keyword searching, 49
articles, initial
in search text, 48
ASN
reports, 112
authority records
reports, 119
auto-suggest
keyword or phrase searching, 57
turning off and on, 57

B

bibliographic records

created via acquisitions, report, 117

reports, 120
Boolean operators

in power searching, 62
branches

Find Tool tab, overview, 73
browse searching

by call number, 55

by title, 55

described, 53

C

calendar
using the date picker, 16
CCL Syntax error
encountering in the Find Tool, 40
collections search
overview, 75
Common Command Language (CCL)
See power searching

Index

count only

records in Find Tool, 37
creating records

see new records
currency

exchange rates report, 113
customer support

contacting, 3
customizing

internal reports, 106

D

databases
displaying result sets, 78
searching remote, 77
date picker
using, 16
dates
selecting from the calendar control, 16
documentation
accessing from Polaris Shortcut Bar, 28
types, 27
user guides, 28

E

ebook reports
all copies expired (withdrawn status), 120
EDI
invoice and acknowledgement reports, 113
e-mail
Find Tool results, 25
error messages
Find Tool, 40
exiting Polaris
procedure, 7, 8
expenditures
reports, 114
expired ebooks
report, 120

F

Find button
within a workform, 14
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Find Tool G
access keys, 149
automatic suggestions in keyword searches, 59 guides
branches, 73 see user guides
changing the retrieval limit, 37
changing the search timeout, 37 l
changing the sort limit, 37
collections, 75 implicitly truncated searches
Could not connect to Z39.50 search engine error using wildcard characters before, 49
message, 51 indexed fields
counting records without displaying them, 37 bibliographic and item records, 59
creating new records from, 83 indexed MARC fields
customizing by user, 38 title searching, 47

databases, 77

deleting record sets, 96

error messages, 39, 40

expanding and sorting columns, 20

fewer records than expected in results, 39
launched from a workform, 14

limit by, 51

linking to records from the results list, 42
overview, 34

permissions for seeing results, 45

power search, 66

printing list of all search results, 25
printing list of linked records from results, 43 K
resolving search issues, 39

retaining search string for different object, 51
retrieving all records for a search, 41

initial articles
in search text, 48
internal reports
customizing, 106
see also reports
item records
reports, 121
searching for temporary shelf location, 67
items
funds used to purchase, report, 116

keyboard commands
see access keys

saving an SQL search, 68 keyword searching _
search by dates, 51 automatic suggestions, 59
search by option, 46 indexed fields for, 59
search criteria, 46 procedure, 59
searching remote databases for UPC number, 77
shortcut key for bibliographic records, 45 L
sort by option, 48
sorting by relevance, 48 languages
SQL searching, 67 limiting by in the Find Tool, 50
SQL searching permissions, 67 licensed products
tab display, 35 display in menus and lists, 12
turning auto-suggest off and back on, 57 limit by
use initial articles, 37 entering values, 50
using context menu from results list, 41 Find Tool, 51
using saved SQL searches, 69 linked records
finding records printing list from Find Tool results, 43
See searching linking
funds creating records, 82
listed by fiscal year, report, 116 from one record to another, 20
reports, 115 to records from the Find Tool results, 42
list boxes
using, 20
list views

printing items from, 23
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logging on power searching
as rotating staff, 5 Boolean operators, 62
procedure, 6 described, 61
multiple ISBNs, 65
M proximity operators, 63
relative operators, 64
magnification wildcard characters, 65
monitor screen resolution settings and, 5 printing
MARC fields records, 23
indexed for title searching, 47 searches and results, 25
menus workform list views, 23
Polaris Shortcut Bar, 10 printing reports
monitors specifying a page range, 102
resolution and text magnification, 5 properties
displaying a record’s, 18
proximity operators
N in power searching, 63
new records purchase orders
creating from the Shortcut Bar, 81 pending and unpaid report, 117
creating from workforms, 82 status report, 117

O R

online Help record sets
search vs. index tabs, 30 adding records to, 94
using workform-level Help, 31 creating from the Shortcut Bar, 92
organizations deleting, 97
in report parameters, 100 deleting from the Find Tool, 96
overrides deleting records from, 95
supervisor, 26 making available from Polaris PowerPAC, 88
overview, 88
removing records from, 95
P records
pdf creating from the Shortcut Bar, 81
creating from Find Tool results, 25 creating from workforms, 82
permission blocks dgletm_g, 85
displaying, 18

overriding, 26
permissions

access reports, 98
phrase searching

described, 60

using wildcard characters, 60
Polaris

logging on to staff client, 6
Polaris Shortcut Bar

access keys, 149

changing the toolbar, 9

described, 9

menus, 10

using, 9

linking from one to another, 20
relative operators

in power searching, 64
relevance

sorting by in the Find Tool, 48
remote databases, 77

searching for UPC number, 77
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reports
Acquisitions, 112
Cataloging, 119
Circulation, 124
ebook titles with all copies expired, 120
emailing or printing, 101
generating and canceling, 100
organization parameter, 100
PAC, 138
permission to access, 98
printing specific pages, 102
Public Services, 139
Serials, 145
System, 147
Telephony, 135
resizing
workforms, list boxes, 14
resolution
monitor screen and magnification, 5
results list
clearing, 51
doing tasks from, 20
filtering, 41, 73
retrieval limit
changing the Find Tool, 37

S

saved SQL searches
using in Find Tool, 69
scoping
searching with, 70
screen resolution
recommendations, 5
search results
count only, 37
filtered by permissions, 45
retrieving all records meeting criteria, 41

Index

searching
automatic suggestions for keyword or phrase, 57
branches, 73
browse, 53
collections, 75
criteria for, 46
error messages in Find Tool, 39
for records, overview, 45
initial articles, 48
phrase, 60
power, 66
remote databases, 77
retrieving all records, 41
using a saved SQL search, 69
using wildcard characters, 49
see also Find Tool
searching in Help
tips, 30
searching overview, 77
session defaults
creating multiple records with same template,
81
shelf-ready items
not received via acquisitions report, 117
shelf-ready materials
report, 113
Shortcut Bar
see Polaris Shortcut Bar
sort by
option in the Find Tool, 48
SQL searching
Find Tool, 67
permissions for, 67
saving a search, 68
using saved searches, 69
supervisor overrides
described, 26
suppliers
reports, 112

T

templates

setting as session default, 81
temporary location

searching for item record with, 67
text size

increased display, 5
timeout

changing the search, 37
title searching

indexed MARC fields, 47
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toolbar
subsystem icons, 9
truncation
searching using wildcard characters, 49

U

uncataloged titles with holds
report, 117
UPC number
searching remote databases for, 77
Use initial articles
check box on Find Tool options, 37
user defaults
setting the Find Tool, 38
user guides
accessing from Polaris Shortcut Bar, 28
described, 28
utilities menu
described, 10

\4

views
printing workform, 22

\\ 4

wildcard characters
using in keyword searches, 59
using in phrase searches, 60
using in power searches, 65
Window menu
options, 14
windows
minimizing, maximizing, 14
workform views
printing and orientation, 22
workforms
common features, 14
described, 13
managing multiple, 14
menu access keys, 149
overview, 13
resizing, 14
saving, 15

Z

Z39.50 searching
error message in the Find Tool, 51
overview, 77

Index
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