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About This Guide

This guide explains how to set up serials processing in Polaris and how to
check in, claim, and route serial issues. To do the serials processing tasks in
this guide, permissions must be set for your user name and workstation. If
you have questions about permissions in Polaris, see your Polaris
administrator.

Serials Topics

Important:

For information about developments that may have occurred after this
information was published, go to www.polaristown.com and select
Documentation.

This guide covers the following topics:
Getting Started in Serials Overview of Polaris Serials; how to search for and display Serials records.

Setting Up Serials Records How to set up Polaris to manage and process serials, including procedures
for creating serial holdings records, publication patterns and pattern
templates, and serial item templates.

Managing Subscriptions Creating subscription records; viewing, renewing, and canceling
subscriptions from the Subscriptions List.

Checking In Serials Checking in issues and parts; printing labels for issues and parts.
Claiming in Serials Claiming serial issues that were not received as expected.

Routing Serial Issues Setting up route lists; printing route slips to attach to magazines, journals,
or other material that is routed to staff members and patrons.

Serials Shortcut Keys List of shortcut keys formatted for convenient printing and clipping.

Serials Administration Settings that control how Polaris data is categorized, used, and stored, and
what functions are available to staff and patrons.

Serials Permissions, The permissions, parameters, and profiles that are set to administer and
Parameters, and Profiles maintain the Serials subsystem in Polaris Administration.

© 2013 Polaris Library Systems
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Related Resources

In addition to this guide, the following resources may be helpful when
using Polaris Serials:

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

e Polaris® Acquisitions Guide
e Polaris® Basics Guide

* Polaris® Cataloging Guide

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.

© 2013 Polaris Library Systems
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3 Getting Started in Serials

Getting Started in Serials

To help you manage serials processing more efficiently, Polaris automates
and streamlines the following processes:

Setting up serials processing - Create serial holdings records and
publication patterns for automatic prediction. Serial issues are
created automatically from the publication pattern. Specify how
your serial holdings will display in the PAC. See “Setting Up
Serials Records” on page 17.

Managing subscriptions - Subscription records, which are
optional in Polaris, provide an easy way to renew or cancel
subscriptions. In addition, you can create purchase orders
automatically upon renewal of the subscription. Once you create
subscription records for your serial titles, you can manage all of
your subscriptions using the Subscription List. See “Managing
Subscriptions” on page 66.

Checking in serial issues and standing order parts - Check in
issues or parts, create item records automatically, and generate
labels. See “Checking In Serials” on page 76.

Routing serials - Set up route lists with standard text, routing
information, and the individuals to whom the items should be
routed. The route slip can be printed when the issue is checked in.
See “Routing Serial Issues” on page 106.

Claiming serials - When issues are not received as expected, you
can claim them. In Polaris Administration, you can set up claiming
to be automatic or manual. When Polaris is set up to do automatic
claiming, a claim is automatically e-mailed to the supplier when
the issue is not received by a specified number of days after the
expected date. With manual claiming, the issue appears on the
Claim Alert List where you can select the issue and claim it. The
claiming data is set up in the Supplier record, and it is copied to
the Serial Holdings record where you can add more claiming
intervals. See “Claiming in Serials” on page 96.

Deleting issues no longer retained - When serial issues are no
longer retained by your library, you can delete the serial issue
records. See “Delete single or multiple serial issues/parts” on
page 90.

This unit covers the following topics:

* “Serials Record Types” on page 5

* “Serials Workflow Overview” on page 13

» “Starting a Serials Task” on page 14
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serials

SICI

SISAC

standing order

subscription

4 Getting Started in Serials

Terms

A serial is a publication issued over a period of time, usually on a regular
basis (for example, weekly) with some sort of numbering that identifies
issues (for example, volumes, issue numbers, dates). A serial, unlike other
multi-volume publications such as encyclopedias or the complete works of
literary authors, does not have a foreseeable end. Examples of serials
include popular magazines (Newsweek), scholarly journals (Journal of the
American Medical Association), electronic journals (The Scientist), and annual
reports.

The acronym for Serial Item and Contribution Identifier. You can search for
serial holdings records and issue records using this number, which some
vendors print directly on the journal. The SICI is the SISAC barcode. The
SICI incorporates the ISSN and is used on scholarly, technical, medical and
other subscription based serials.

Serials Industry Systems Advisory Committee.

A library may set up a standing order for titles which are published
infrequently (annually, for example) or irregularly. The volumes are
supplied as they are published and are paid for as they are received. In
Polaris, standing orders are used only for ordering monographic series,
where each piece is cataloged separately with its own bibliographic record.

Select this order type only when you are ordering parts in a monographic
series for which there is an overall title, but each volume has its own title.
You can link a purchase order line item to the series as a whole, release the
purchase order and encumber funds for the whole series, or you can
prepay the order. Then, create a Serial Holdings Record for the series in
Serials. When the standing order parts come in, check them in on the Serials
Check-In workform, not by receiving in Acquisitions. You link the standing
order parts to existing bibliographic records, or create new brief
bibliographic records. Finally, you copy only the standing order parts that
were received (checked in) over to the invoice and pay for the parts. The
rest of the standing order remains encumbered. When you roll over to a
new fiscal year, standing order amounts will be re-encumbered in the new
fiscal year.

A library places a subscription for newspapers, magazines and scholarly
journals. The subscriptions are usually paid in advance of receiving the
first issue.

Use subscription orders to pay for subscriptions with issues that can be
predicted. You can renew subscriptions in Serials and opt to create
purchase orders automatically. When you pay for a subscription, the total
amount is disencumbered. You check in subscription issues via Serials, and
item records may be generated.

© 2013 Polaris Library Systems



Polaris Serials Guide 4.1R2 5 Getting Started in Serials

Serials Record Types

Polaris Serials records facilitate your library’s serials processing activities.
Some Serials records are also linked to Cataloging or Acquisitions records.
You can access Polaris Supplier records from the Serials or Acquisitions
menu. For more information on Supplier records, see “Setting Up Supplier
Records” in the Polaris Acquisitions Guide 4.1R2.

Serial Holdings Records

Serial holdings records are linked to the bibliographic record for the serial
title in the Polaris database. The publication pattern (enumeration and
chronology) is defined in the serial holdings record, and subscription
issues or standing order parts are created automatically from the
publication pattern that predicts their arrival. A single serial holdings
record can have multiple publication patterns to predict supplements or
indexes published on a different schedule than the basic bibliographic unit,
or if there is more than one basic bibliographic unit. Each copy of the serial
title has a separate serial holdings record with a distinct copy number.

The retention designator and the Display in PAC settings apply only to
checked in serial issues, not standing order parts. If you have the Display in
PAC setting turned off (unchecked), no issues that are linked to this serial
holdings record will display in the PAC. If the Display in PAC setting is turned
on (checked) in the serial holdings record, the issues will display in the
PAC according to the settings in the Retention Designator. Standing order
parts are monographic, so they are displayed (or suppressed from display)
according to the Display in PAC setting in the bibliographic or item record.

1A Mew Serial Holdings Record - 1 - General - Polaris E=RECR ="
File Edit View Links Tools Help
1
SHS-* 4
Title: 1SSH/ISaN: | Find
Community Library (Coblestdl) (0~ | order type: [Subscnpnon + | Materal type: -
Calleetion: -| Status: [ ~ Copymos 1 Bib no.:
Holdings
Shebng scheme:  [DeweyDocmal 7] Completents: cod: =

Call number: | Display In PAC

Retention designatar: - |

Fublication Fatterns

Category / Linkage No. Freguency Designation Regularity Pattern Calendar Change Fattern

s
8]
QD
[0
L%)]
&
3
Qo
e
3
)
7))
®

For Help, press 1 NUM
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Subscription Records

Subscription records are optional in Polaris, but they are necessary to track
renewals or create purchase orders automatically when subscriptions are
renewed. Serial holdings records can be linked to a subscription record.

N@H&-xX 4 B )
Tdentification
i ]
S Title: 155N: Bib control ne.: Find
8 Status: "DPE“ PJZZQOIZ [¥] Automatic Renewal — Owner: C ity Library (Cobleskill) (br) - I
Q: Supplier Subscription Period
g Supplier: ‘ Original date: 2/22/2012 BN
g- Account no.: SAN: l_ : l_ Start date: 2/22/2012 [k
) t Identifier: Term (months): 12 El
8 D Membership Expiration date: | 2/21/2013 DV |
g Renewal Payment
m £ [Purchase ']
_I Instructions: Fund: [ v]
o Price: $0.00
- Copy Quantity
Ruls=y Actve: [0 Tnactive: 0 Totol: o
-~
For Help, press F1 NUM
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Issue Records

7 Getting Started in Serials

Issue records represent the published serial issues (pieces) that are received
and managed in your library. Each issue is linked to a serial holdings
record, and the issue record inherits the title information from the serial
holdings record. The issue record contains issue-specified information
such as its status (Expected, Pending claim, Claimed, Never published, Not
available, Received), exact publication information (enumeration,
chronology, chronology date, publication date), public and non-public
notes, and the arrival date. If an issue is to be circulated, or the library
wishes to retain in-house use statistics, an item record is linked to each
issue record during the receiving (check-in) process. If the issue has been
claimed, the claiming history appears in the Claims view of the Issue
workform. When an issue is routed, the route status appears on the Notes
view of the Issue workform. The issue record can also be linked to an
invoice, allowing its payment to be tracked in the Acquisitions subsystem.

m Issue Record - 13103 - General - Polaris EI (=] @

File Edit View Links Tools Help

Title: The New Yorker. ISSN:
Category: | Basic Bibliographic Unit v | Status: Received v | 2/22{2012 Copy no.: 1
Destination: | Community Library (Cobleski + | Collection: | Magazines (PER) ~ | Material type: | Periodical >
Designation: ~ (February 13 2012) Title of:
Enumeration Levels Chronolegy Levels
Year v | (2012 =
Day of month - | |23 -

Chronology date:  2/13/2012

( ) Expected arrival date:  2/13/2012 ke

( ) Issue unit price: $0.00

For Help, press F1 B .NUM
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Subscription Record Relationships

Polaris manages subscriptions using two levels of records: serial holdings
records, and issue records. You may also use subscription records if you
want to maintain renewal history or subscription data, or if you want to
create purchase orders automatically upon renewal of a subscription. If
you circulate issues, you must create item records.

Linked Bibliographic Recard

L RERRE SEEER
o

- Subscription Recard 1 Subscription Record 2
b ; : b |
Serial Holdings ! : Serial Holdings Serial Holdings .
Recard 1 Recard 2 Recordd |
(Location: Main- (Locstion: Main- (Location: Marth -
REF) General) General)
Is3ug ¥ ¥ ¥ ¥ ¥ ¥
(vol. 1, no. 1)
lzzue lzzue lzzue [0 [0 lzzue
(val. 1,na. 1) (val.1,na. 2) (val.1,na. 3) (val.1,na. 1) (wal.1,no. 2) (val. 1, na. 3)
| : : ! } }
T (Wol.1,no.2)
tem (harcode 1) tem (harcode 2) tem (harcode 3) tem (harcode 4) tem (harcods 5) tem (harcods 6)
lzzue
T (Wol.1,no. 3)
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Standing Order Part Records

Getting Started in Serials

Standing order part records represent the published volumes of a
monographic series. They track the receipt of the volumes, and each
standing order part record contains the specific enumeration and or
chronology of the piece. During standing order part check-in, a
bibliographic record for the part is created or linked to the standing order
part. Each standing order part representing the volume is linked to the
serial holdings record representing the series. The standing order part can
also be linked to an invoice, allowing its payment to be tracked in the
Acquisitions subsystem. In addition, item records can be linked to each
standing order part record during the receiving (check-in) process.

ﬁﬁ Standing Order Part Record - 15200 - General - Polaris
File Edit View Links Tools Help

ZHas- X PO

Part title:
Destination:
Part
Author:
Publisher:

Designation:

(
(

Series

5
Q
)
i
@)
o
&
i
S
Y
&
&
==

Electricity and magnets

Southern Adirondack Library Systen

Taylor, Barbara, 1954~
Franklin Watts,

(Jan. 2012)

Enumeration levels:

Part series title:  Science starters

st
Wi

Collection:

Fdr- Help press F1

B=% Bol =
A1 F
%
Status:  Expected - 2/22{2012 Copy no.: 1
¥ | Material type: I
Bib. control no.:
Publication date: 1990
Series no.:
Chronology levels:
Month .
- -
- -
( i bl
Chronology date:  1/24/2012
Expected arrival date: 1/24/2012 B
Part unit price: $0.00
Serial holdings bib ctrl no.: 226735
NUM
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Standing Order Record Relationships

Like subscriptions, standing orders have two levels of records: serial
holdings records and part records. However, standing order processing
requires a link to the purchase order line item segment at the serial

holdings record level.

¥

Linked Bibliographic Record (= Home
Regpair & Improvement)
Title for the series as a whole

Setial Holdings Serial Holdings
Record 1 Record 2
(Location; Main- (Location: Morth -
REF) General)
k. ¥ h J k. ¥ ¥
Pairt #1 Pait #2 Part #3 Part #1 Part #2 Part #3
. ¥ h J . ¥ ¥
- . Bibliographic Bibliographic - . Bibliographic Bibliographic
Elb}l;c.;%r:r;&hlc Record Record Elb}l;c.;%r:r;&hlc Record Record
- Roofs & Sid (=Fireplaces & { = Pairt & - Roofs & Sid (= Fireplaces & [ =Paint &
(= Tc'rltcllsf tPI1 ing) Winod stoves) Wallpaper) (= Tc'rltcllsf tPI1 ing) Wood stoves) Wallpaper)
e p:n Tile far the Tile for the e p:n Title for the Tile far the
individual part inclividual part indivicual part individual part
L ¥ ¥ k. ¥ ¥
fem (barcode 1) fem (barcode 2) fem (barcode 3) fem (harcode 1) tem (harcode 2) fem (harcode 3)

Y
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Tips for Viewing the Issue Designation in the Find Tool

* Searching for Serial Items - When serial items are displayed in the Find
Tool, you may need to expand the title column (by dragging the column
border to the right) to see all the designation information because the
designation is appended to the title.

) Ttem Records - Title Find Tool o[-
File Edit Tools Options Help
General ‘Semngs | Scoping | Branches | Collections | Databases‘
Object: []Iem Records V] Limit by: [Type of material V] Sf-arch Mode ‘ﬂJ
(@) Normal i
Search by: [Tltle V] Values: |[par] Projected Medium - () Power Zio8
:
Type: [Exact match (implicitly truncated) v] [rec] Sound Recording O saqL
[art] Three Dimensional Object (£
Sorty: s v e DmersonatereroRc | come ony
[ver] Videotape
For: against the grain h [vis] Visual Materials i
| Title | Assigned Branch =
Against the grain : linking publishers, vendors and librarians v. 23 # 1 (February 2011) Stillwater Public Li
Against the grain : linking publishers, vendors and librarians v. 23 # 2 (April 2011) Stillwater Public Li
Against the grain : linking publishers, vendors and librarians v. 23 # 3 (June 2011) Stillwater Public Li
Against the grain : linking publishers, vendors and librarians v. 23 # 4 (September 2010) Southern Adirond:
Against the grain : linking publishers, vendors and librarians v. 23 # 5 (November 2010} Southern Adirond:
Against the grain : linking publishers, vendors and librarians v. 23 # 6 (December 2010/)January 2011} Southern Adirond:
Against the grain : linking publishers, vendors and librarians v. 24 # 1 (February 2011} Southern Adirond;—
Against the grain : linking publishers, vendors and librarians v. 24 # 2 (April 2011) Southern Adirond; =
Against the grain : linking publishers, vendors and librarians v. 24 # 3 (June 2011) Southern Adirond:
Against the grain : linking publishers, vendors and librarians v. 24 # 4 (September 2011) Southern Adirond:
Against the grain : linking publishers, vendors and librarians v. 23 # 4 (September 2011) Stillwater Public Li «
4 1 | »
Done Stay on Select 45 of 45 record(s) re User default

* Searching for Serial Issues - When you search for serial issues, you can
sort by Designation to see all the copies of a specific issue.

) Tssue Records - Title Find Tool o] B =]
File Edit Tools Options Help
General |Seﬂ.ings | Scoping | Branches | Collections | Databases|
Search
Object: [Issue Records '] Limit by: [(Nnne) S_earch g
(@) Normal i
- Slop
Search by: [Tme '] Value: (7) Pawer
Type: IExacr match (implicitly truncated) VI ©saL
Er‘t by: IDeslgnatlon vTI [] count only
For: new yorker -
Title ISSN Desti.. Copy N.. Designation Categor...
The New Yorker. WAR 5 (December 20/December 27 2010) Basic Bi...
The New Yorker. COB 4 (December 20/December 27 2010) Basic Bi...
The New Yorker. EAS 2 (December 20/December 27 2010) Basic Bi...
The New Yorker. GRN 3 (December 20/December 27 2010) Basic Bi...
The New Yorker. EAS 3 (December 20/December 27 2010) Basic Bi...
The New Yorker. LGL 5 (December 20/December 27 2010) Basic Bi
The New Yorker. LGL 4 (December 20/December 27 2010) Basic Bi... =
< 1 | »
Done Stay on Select 1000 of 1000 recorc
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Issue Designation Display

The serial issue’s designation (enumeration and/or chronology) appears

in the following areas:

Item Find Tool results list - See “Tips for Viewing the Issue
Designation in the Find Tool” on page 11.

Issue Find Tool results list - See “Tips for Viewing the Issue
Designation in the Find Tool” on page 11.

Subscription/Standing Order Check In workform
Check Out & Check In workforms
Request Manager

Patron Status Workform - Items Out, Account Claims Holds,
Reading History

Item Record Set workform

Outreach Services workform

Course Reserves workform

Items Pending list

Patron checkout list

Patron holds list

Patron account portion of Polaris PowerPAC

Item-level request page of Polaris PowerPAC

The Issue field in the [tem Record workform.

Hold Request workform

Hold Request Find Tool results

Notices - [tems Out Reminder Notice, Overdue Notices, Bill
Notice, Holds Notice, Claim Notice

Receipts & Slips - Check-out Receipt, Holds Slip, In-transit Slip
Blocks & Hold message dialogs

Note:

The enumeration and chronology is not a separate column of data, as it is
appended to the Title.

Against the grain : linking publishers, vendors and librariank v, 24 = 4 [September 2011)
Against the grain : linking publishers, vendors and librariang v, 24 =3 [June 2011)
Against the grain : linking publishers, vendors and librariang v, 24 = 2 (April 2011)
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Serials Workflow Overview

Tip:

To customize workflow and
streamline operations, see “Serials
Permissions, Parameters, and
Profiles” on page 134.

9.

Create or import bibliographic records (if they do not already exist) for
each serial title held by the library. See “Creating MARC Records” in
the Polaris Cataloging Guide 4.1R2 or “Importing Records” in the Polaris
Cataloging Guide 4.1R2.

Set up templates for common publication patterns, for example,
weekly publications. Once you have set up publication pattern
templates, you can select them from a list in the serial holdings record.
You can also set up a publication pattern in the serial holdings record
for a specific title. See “Creating Publication Pattern Templates” on
page 53.

Set up supplier records for each of your serial vendors. If you claim
serials, set up the claiming information on the Supplier workform. See
“Create a new supplier record” in the Polaris Acquisitions Guide 4.1R2.

Create a serial holdings record for each serial title, and copy the record
for each copy of the title. For example Time Magazine at the Main Street
branch would have a different serial holdings record from Time
Magazine at West Street branch. Specify a publication pattern for the
expected serial issues. If you claim serials issues/ parts, and you want
to add more claiming intervals than are available on the Supplier
record, add more claiming intervals on the Serial Holdings record. See
“Displaying Serial Titles in the PAC” on page 19.

(Optional) If you claim serials issues/parts, set up claiming to be
automatic or manual, and specify the notification method. See “Set up
claiming notification” on page 132.

(Optional) If you circulate any serial titles, set up serial item templates.
See “Creating Serial Item Templates” on page 60.

(Optional) If you want to track subscription renewals or create
purchase orders automatically when subscriptions are renewed,
create a subscription record. See “Managing Subscriptions” on
page 66.

(Optional) If you want to route serial issues, set up route lists that
contain the text, routing information, and names of the individuals to
whom you want to route issues. See “Creating Route Lists” on

page 107.

As issues/parts are delivered to the library, check in the issues/parts
using the Check In workform. See “Checking In Serials” on page 76.

10. (Optional) Print serials labels and route slips.
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Starting a Serials Task

Tip:

Click the green orb to see the
Serials toolbar.

@AM ETEES LSS

Hover the cursor over the icons to
see their functions.

Tip:
Press ALT+S to display the Serials
menu.

Getting Started in Serials

To access existing Serials records, select the type of record from the Serials
menu on the Polaris Shortcut Bar, and then use the Find Tool to search for
the specific record. See “Finding Polaris Records” in the Polaris Basics Guide
4.1R2. You also access other Serials functions, such as the Claim Alert List
and the Subscription List, from the Serials menu. To create a new record,

select File, New.

Start a Serials task

Serials | Cataloging Patron Services

ChecklIn

Serial Holdings Records
Issue Records

Part Records
Subscription Records
Route Lists

Claims

Suppliers

Claim Alert List

Subscription List
Templates 3

Batch Print 3

Opticns

Follow these steps to start a task in Serials.

Note:

For more information on basic Polaris functions, see “Getting Started in

Polaris™ in the Polaris Basics Guide 4.1R2.

1. Log on to Polaris.

The Polaris Shortcut Bar appears.

2. Start one of the following serials tasks:

* Create a serial holdings record for a serial title - Select File, New,
Serial Holdings Record. Issue and part records are created from serial
holdings records. See “Setting Up Serials Records” on page 17.

* Create a subscription record for a specific title - Select File, New
Subscription Record. See “Create a subscription record” on page 67.

* Create a new supplier record - Select File, New, Supplier. See
“Create a new supplier record” in the Polaris Acquisitions Guide

4.1R2.

* Create a new route list for routing serial issues - Select File, New,
Route List. See “Creating Route Lists” on page 107.

* Receive a serial issue or part - Select Serials, Check In. See
“Checking In Serials” on page 76.
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Tip:

If you routinely search for serials
records using the same search by
criteria, select Options, Save as
User Default. See “Finding Polaris
Records” in the Polaris Basics
Guide 4.1R2 for more information
on the Find Tool.

Tip:

If the periodical has a SICI barcode,
you can scan it to find the issue,
serial holdings record, or check in
record.

15 Getting Started in Serials

* Find an existing serials record - Select Serials, select the record
type, and use the Find Tool to search for the record. See “Find
serial records” on page 15.

* Renew or cancel one or more subscription titles - Select Serials,
Subscription List. See “View the Subscription List” on page 71.

* View, edit, and create publication pattern templates - Select
Serials, Templates, Publication Patterns. See “Create a publication
pattern template” on page 53.

* Claim a serial issue or part - Select Claim Alert List. See “Claiming in
Serials” on page 96.

* Batch print cancellation notices or route slips - Select Serials, Batch
Print, Cancellation Notices or Route Slips.

* Generate a serials report - Select Utilities, Reports, Serials. Select the

report from the list. See “Serials Reports” in the Polaris Basics Guide
4.1R2.

Find serial records

Follow these steps to find and access serial records.

1.

Select Serials from the Polaris Shortcut Bar.

The Serials menu appears.

Select one of the following menu options: Check In, Serial Holdings
Records, Issue Records, Part Records, Subscription Records, Route Lists, Claims,
or Suppliers.

Note:

If you select Claim Alert List, a list shows the issues or parts that were not
received as expected and are eligible to be claimed. If you select
Subscription List, a list of subscriptions appears. If you select Templates,
Publication Patterns, a list of publication patterns appears if you have
created them. Batch print lets you print cancellation notices and routing
slips in batches. Options opens the Label Setup dialog box.

The Polaris Find Tool appears with the type of record you selected in
the Object box.

Select the access point, in the Search by box, to search for the serial
record.

Note:

When you search by date, the Find Tool expands to allow you to enter a
date range. For example, you can search for issue or part records by the
expected arrival date.
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Tip:
Press CTRL+A to load all the
records in the Find Tool results list.

16 Getting Started in Serials

1] Tssue Records - Expected arrival date Find Tool (=5 Bo
File Edit Tools Options Help
General | Seftings | Scoping | Branches | Collections | Databases |
Search
Object:  [Issue Records | Limitby: [(None) search Mode
@ Normal o
Search by: |Expected arrival date | value: ) Power
5 New Search
From: 2232012 [z] o) iz - - s
f February, 2012 3 v] [Clcount only
Sun Mon Tue Wed Thu Fri Sat Help
2 x 31 1 2 3 4
5 6 7 8 9 10 11

12 12 14 15 16 17 18
19 20 21 2 24 25 Stay on Select
2% 21 2B 2 1 2 3
4 5 6 7 8 9 10
[ Today:2/23/2012 )

Select the type of search in the Type box.

Note:
The available search types depend on the object selected.

If you want to sort the results before they display, select a sort option
in the Sort by box.

Example:
If you are searching for serial issues, select Designation to sort by the
enumeration and chronology.

If you want to narrow your search, select an option in the Limit by box
and select or type a limit by value in the Value box. For example, you
might limit the search by a specific owning branch.

Type a search string in the For box.

Click search.

A list of serial records matching your search criteria appears in the
Find Tool results list.

Double-click an item in the results list to open the record, or right-click
and select Open from the context menu.

The record appears in the corresponding workform.
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Setting Up Serials Records

Serial holdings records with publication patterns are required for serials
processing in Polaris. Once serial holdings records are set up, issue and
part records are predicted and created automatically. Other optional serial
records, such as subscription records, serial item templates, and route lists
can be set up to facilitate serials processing.

Important:

Staff members who handle serials must have the required permissions set
in Polaris Administration. In addition, Polaris Administration parameters
and profiles control how information is displayed and processed in Polaris
Serials. See “Setting Up the Check In Prompt” on page 124.

After the appropriate serials processing options and permissions have been
set in Polaris Administration, the next step is to create serial holdings
records for the serials titles in your library. A serial holdings record
contains the title, copy, order, and supplier information for a serial title. It
also specifies the publication pattern so that issues or parts can be predicted
automatically. The information in serial holdings records, combined with
Polaris Administration settings, control the display of serials in Polaris
PowerPAC and Mobile PAC.

Next, you can create optional serials records, such as item templates for
automatically creating serial item records at check in (if your library
circulates or tracks serials), and subscription records to manage all your
library’s subscriptions from one list. Finally, you can set up serials
claiming, serials labels, and route lists.

You have various options when paying for subscriptions in Polaris
Acquisitions. If you are using Subscription records, you can automatically
create renewal purchase orders when you renew a subscription. If you are
not using Subscription records, you can use a prepaid purchase order that
automatically creates an invoice and expends the funds, or you can create
an invoice without a purchase order. The invoice for the subscription may
have line items linked to serial holdings records (see “Add an invoice line
linked to a subscription” in the Polaris Acquisitions Guide 4.1R2). Or, if you
simply want to pay a supplier for all your subscription renewals in one
step, you can create an invoice with a single line item unlinked to any
bibliographic or serial holdings record. For more information, see
“Creating Invoices” in the Polaris Acquisitions Guide 4.1R2.
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calendar change

chronology

chronology date

designation

enumeration

frequency
regularity

textual holdings

18 Setting Up Serials Records

This unit covers the following topics:

* “Displaying Serial Titles in the PAC” on page 19

* “Creating and Copying Serial Holdings Records” on page 25
* “Creating a Publication Pattern” on page 32

¢ “Changing a Publication Pattern” on page 46

* “Creating Publication Pattern Templates” on page 53

* “Publication Pattern Examples” on page 59

* “Creating Serial Item Templates” on page 60

* “Changing a Serial Holdings Record’s Title” on page 63

Terms

A two- or four-character numeric code that indicates the chronological
point (day of month, month, or season) at which the highest level of
enumeration (for example, Volume) increments or changes.

The date(s) used by the publisher on a serially-issued bibliographic unit to
help identify or indicate when it was published. The chronology may
reflect the dates of coverage, publication, or printing.

The read-only internal date Polaris uses for displaying the issue or part in
the correct order in the PAC, different from the chronology data of the
issue. The format always displays as MM/DD/YYYY, whether or not all
three levels of chronology are defined in the publication pattern. The
chronology date uses the year selected in the first level of chronology if it
is selected, or the current year if the year is not selected. If the month and
day are not defined, the chronology date uses the month and day from the
publication pattern's start date.

The enumeration and/or chronology grouped together and listed on the
serials record. Also referred to as “Issue” outside of Serials.

The designation reflecting the alphabetic or numeric scheme used by the
publisher on an item or assigned when the holdings statement is created,
to identify the individual bibliographic or physical parts and to show the
relationship of each unit to the unit as a whole.

The interval at which a publisher distributes a serial publication.

Describes the regularity of the publishing pattern specified in the
frequency.

A textual description of the holdings of a basic bibliographic unit,
supplement or index in the library collections. The textual holdings field in
the Serial Holdings Record is used to record the retrospective holdings (all
issues received or held in the library before issues were generated in
Polaris).
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Displaying Serial Titles in the PAC

When a patron searches for a serial title in the PAC, the results display
according to settings in Polaris Administration and in the Serial Holdings
Record. In addition, the compressed holdings statement is generated
through the Build up Compressed Holdings statement SQL job. For more
information on jobs, see “Polaris SQL Jobs Reference” in the Polaris
Administration Guide 4.1R2.

PAC Profiles Affecting Serials Display

Tip:

The compressed holdings are built
based on the retained issue records
using the organization in the linked
serial holdings record. If the
assigned branch in the linked item
record is changed, the item
record’s organization can be
different from the linked serial
issue, making the item’s
availability inconsistent with the
compressed holdings statement in
the PAC display.

The display of serial titles can be configured at the title level for Polaris
PowerPAC and Mobile PAC. However, the item availability display can be
configured only for Polaris PowerPAC.

Serial Title Display in PAC

Titles are displayed according to settings in the Title Display: Configure
profiles for PowerPAC and Mobile PAC. The profile has selections for
configuring the Brief (serial) display, the Full (serial) display, and the
Summary (serial) display. If the bibliographic record’s LDR07 has b, i or s,
the title displays according to the title configuration settings for serials. If
the LDRO7 has anything else, the title displays according to the
configurations for monographs. For more information on title display
options for serials titles, see “Configuring the PowerPAC Title Display” in
the Polaris Public Access Administration Guide 4.1R2 and “Configuring the
Mobile PAC Title Display” in the Polaris Public Access Administration Guide
4.1R2.

Serial Item Availability Display in PowerPAC

Item availability display for serials in Polaris PowerPAC is also affected by
the following the following PowerPAC profiles:

Note:

For more information on availability display options for serials issues, see
“Set up the local/system item availability display” in the Polaris Public
Access Administration Guide 4.1R2.

* Item Availability: Expand serials titles - If this profile is set to Yes, when you
click Availability the location-specific compressed holdings statement and
all the issues that are retained will display. If it is set to No, when you
click Availability you see only the location-specific holdings information.
Click + to see individual issues. You can have separate settings for
monographic and serials items. The profile Item Availability: Expand non-
serials titles can be set to Yes so that patrons do not need to click again to
see more information. At the same time, the Item Availability: Expand serials
titles can be set to No so that a compressed holdings statement appears
for the serials title, and not all the issues.
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* Item availability: Display textual holdings notes - The profile can be set to

suppress or display textual holdings, display them with a pushpin icon
that the user hovers over to display the textual holdings, or display the
textual holdings immediately without the icon.

Item availability: Display notes - This profile can be set to display or suppress
item or issue public notes, display a pushpin icon that the user hovers
over to see the notes, or display the notes immediately without the icon.

Serial Holdings Record Fields Affecting Serials Display in PAC

The display of serial holdings in PowerPAC and Mobile PAC also depends
on the following elements in the Serial Holdings Record:

* Retention designator - Select Retained for a limited period on the General view

of the Serial Holdings Record, and specify the range of issues your
library retains. The retention information controls the branch-specific
compressed holdings statement as well as the number of issues that
display under the statement. If you have multiple serial holdings
records for the same title and the same branch, but they have different
retention periods based on collection, update one of these serial
holdings records with the longest retention period. All the serial holding
records for the same title and same owning branch share the retention
information and the public note. When special or supplemental issues
are checked in, the retention information may need to be changed. For
example, if the issues are retained for 1 year, and the supplemental issue
is checked in a year after the other issues, only the supplemental issue
will display in the PAC. See “Create a serial holdings record” on

page 25.

Display in PAC - If this check box is unchecked, no issues will display in the
PAC (unless there are linked item records that are set to display). If it is
checked, the checked in issues display according to the retention
information.

Public Notes - You can enter holdings notes to display at the branch,

collection, and/or issue level. The item availability PAC profiles in

Polaris Administration control how these notes are displayed in the

Polaris PowerPAC. See “PAC Profiles Affecting Serials Display” on

page 19.

* Branch level - To display notes at the branch level, enter the notes

in the Shared public note box on the Public Notes view of the Serial
Holdings Record.

Note:

The shared public note displays in the PAC even if the prediction pattern is
closed and no active issues are linked to the serial holdings record. See
“Displaying Issues from Ceased Publications in PAC” on page 22.

* Collection level - To display notes at the collection level, enter
them in the Textual holdings and/or Textual holdings public note in the
publication pattern for the serial holdings record.

* Issue level - To display notes at the issue or item level, enter them
in the Public notes box in the serial issue or item. Notes in the issue
record are copied to the item record.
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This example shows a serial title’s item availability display in the Polaris
PowerPAC with the item availability profiles “display notes” and “display
textual holdings notes” set to Text.

Serial Holdings Record - Public Motes View

Title: Sports ilustrated. ISSWISEN:  003582ZX
Stibwater Puble Library (ST1) * | Order type: Subscrpbion = Materisl type: | Penodical
Collection: | Magazines (FRR) =] swue  (Curenth Recsned = Copyne: 1 Bl o
‘Shared publc sate
R rutished weeit, 51 tssuesiyear. AddRcnal ssues published &3 needed.
Sparts fentures d et i o il s man's o

o
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=
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Serial Holdings Record Publication Pattern - Textual Heldings Serial Availability Display in PAC

Pattern
Catogory: Basic Bibliographic Unt = macw Boon Dr | Eddee [ O 1. Sports ilustrated. (1954)
paal
Options -
= Stitwater Public Library
Armhal paters: 2 doys |Refore = | publication ] Ganerate itams at check-in [ Prempt for Barcode Ut price: 5250 (41 of 44 avallable)
Type of . Retained for a imiled period: lalest 1 year(s)
jndax: Sl oS proase] 5 . 114 no. 2 (January 17 2011)-v. 116 no. 21 (November 28 2011)
y ¥ Laest year in posr ‘ublished weekly, 53 issuesiyear. Additional issues published as needed.
Tentual beldings:  the Gre Desk for back ssues, ine features and news anices inchisive of all spans—college and professional,
men's and women's.
=] ines
. | Copy Mo. 1: Library holds previous fve years. Latest year in main cireulation; previous years in starage. Please ask at the
Testual helargs. = Circ Desk for back issues. |
rean-puic note: T
- E PMAGAZINE v, 115 no, 21 (Movember 28 2011) In Pesiodical
b fMAGAZINE v, 115 no. 20 (Wovember 21 2011) in Periodical
E MAGAZINE v, 115 no. 19 (November 14 2011) In Pesindical
ttem Record - Public Note
Barcode: 3001200000006778 Record stotus:  Fisal airem [ |Wor-oroulsting [ Display in PAC
Tite: Sports Mustrated. [ Uil exmtrol ;| 93155
Musher: Farest tem: Tom control no.; 8475515
Cail nuriber:  MAGAZING Price: $2.50 st control: 14855
Owner: | Stibwater Pubilc Librery (Br) x| sheflocsmon:  [{nose) -
Assiged: | Stibwatar Public Library (ST1) | Temporary location:
Cellection:  Magannas (PER) =| circutation status:  [In w]| 1y/28/2011 3:48:5 P /
Motice Dates. Motz
Reminder: Coliege Nasketball Prevew -
Public:
151 verdhs: =
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Displaying Issues from Ceased Publications in PAC

When your library no longer receives the publication or the publication has
ceased, you can still display the title in the PAC with a note about your

library’s holdings. However, to display the public note in the PAC, at least
one issue, with or without a linked item, must be generated and checked in
for the public note to display in PAC.

Follow these general steps to display serial holdings notes for a serial title
no longer being received.

1.

Tip: 2.
The Shared public note appears in

the PAC exactly as you type it in

the Serial Holdings Record; the

lines break in the same place in the

PAC.

Create a serial holdings record for the title.

Example:

The Call number Storage appears in the PAC, indicating the location of the

back issues.

| Storage I

A4 Serial Holdings Record - 463 - General - Polaris =l s
File Edit View Links Tools Help
DEHE-X & 1
Tite: Addresses on education. 1SSN/IS8N:
Destination: [Shoer Pt oy GT) =] rdertyve: [ Hotra o
Collection: {None) ¥| Status: Not Currently Receive v | Copy nos 1 Bibno: 786558
Holdings
Shelving scheme: . = Completeness code: :}
Call number: [V] isplay in PAC

Retention designator: [Permanenﬁy retained

o)

Publication Patterns

L Serial Holdings Record

DEFw&X
Category | Linksge No. Frequency Designation Reqularity Pattern Calendar Change Pattern
Basic Bib / 1 Annual py 2011 Open

On the Public Notes view of the Serial Holdings Record workform,
add a public note in the Shared public note box.

Example:

This periodical ceased publication June 2010.

Library holds the following back issues in storage: v.22, no.1 (Jan. 1997) - v.35, no.6 (Jun 2010)

Some issues missing.

A% Serial Holdings Record - 463 - Public Notes - Polaris
File Edit View Links Tools Help

pede-xsw

Title: Addresses on education.

Destination: |Stilwater Public Library (STI) v | Ordertype: Subscription

Shared public note

Not Currently Receivi v | Copy no.: 1

== s
ISSN/ISBN: -Flnd

Bibmo.: 736558

{rhis periodical ceased publication June 2010,
Library holds the following back issues in storage: v.22, no. 1 (Jan. 1997) - v.35, no.& (Jun 2010)
Some issues missing.

Serial Holdings Record
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3. Create a publication pattern, and generate one issue.

Example:
Enter one level of free text enumeration such as [Ceased Holdings] and no
chronology. The brackets prevent the enumeration from displaying.

Publication Pattern (read-only) - Enumeration and Chronolegy
Pattern
Frequency: Startdate: |11/30/2011 End date:
Chronology Setup

Caption: ~| Format: «| [] Alternative chronology
Level No. Caption Format Start Value Display As...

Remove

Enumeration Setup

Captions Format: [ v] stk
Bib units per next higher level: Continity: E [ Alternative enumeration

Level Na. Caption Format Units Continuity ~ StartValue  Display As.. |
1 [Ceased Holdings] Free text Add
O [ r
Start designation:
<gock [ Next> | [ Caned | [ Hep

4, Check in the issue. No linked item is needed.

Example:
In the Issue workform, enter the free text enumeration: Ceased. Click on
Availability for back issues.

I Jssue Record - 15046 - General - Polaris =S

File Edit View Links Tools Help

QD Title: Addresses on education. ISSN:
3
U') Category: Basic Bibliographic Unit Status: Received 12/2/2011 Copy no.: 1
|_(‘2 Destination: | Stillwater Public Library (5TI) Callection: Material type: |Pericdical
. Designation:  Ceased. Click on Availability for back issues. Title of:
Enumeration Levels Chronelogy Levels
[Ceased Holdings] Ceased. Click on Availability for b

5. Check the PAC display. See “Example of PAC Display for a Ceased
Serial Publication” on page 24.
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Example of PAC Display for a Ceased Serial Publication

Under the serial title, the following displays:

Call number: Storage (from the call number in the General view of the Serial Holdings
Record workform)

Holdings: Ceased. Click on Availability for back issues. (from the free-text enumeration
in the Issue workform for the single issue)

1. Addresses on education. %
. | Avaiiabiity |
y Patterson, James K. (James Kennedy), 1833-1922 '

v.p., [1860-1911]

ber: Storage
Holdings: Ceased. Click on Availability for back issues.

Add to My List

The user clicks Availability and the note entered in the Shared public note field
in the Serial Holding Record workform is displayed. The shared public
note lists all holdings, formatted however the library wants to see them
displayed.

1. Addresses on education , Patterson, James K. (James Kennedy), 1833-1922. (1860)

Call Number Shelf Location Status Type

*stillwater Public Library
(10f 1 available)

Permanently retained
Ceased. Click on Availability for back issues. =Co__ ]

is periodical ceased publication June 2010,
Library holds the following back issues in storage: v.22, no.1 (Jan. 1997) - v.35, no.6 (Jun 2010)
Some issues missing.

Related Information

Hold Requests on Serial Items -The Holds options parameter in Polaris
Administration can be set to allow only bibliographic-level holds for
monographic items, but allow the first copy of a serial issue or volume in a
multi-volume set (or both) to be held. For more information, see “Defining
Hold Processing Options” in the Polaris Patron Services Administration Guide
4.1R2.

© 2013 Polaris Library Systems



Polaris Serials Guide 4.1R2

25 Setting Up Serials Records

Creating and Copying Serial
Holdings Records

Tip:

To create a serial holdings record
from a bibliographic record, press
F12 to bring up the bibliographic
record Find Tool, limit by Type of
Material, Serial, enter other
search criteria, and press Search.
Right-click on the bib in the Find
Tool results list, and select Create,
Serial Holdings Record. Or, you
can open the bib record and select
Tools, Create, Serial Holdings
Record. Then, go to step 6.

A serial holdings record identifies a subscription to a serial title or a
standing order for a monographic series. Each serial holdings record is
linked to a bibliographic record in the Polaris database, as well as to one or
more serial issues/ parts. The serial holdings record enables automatic
prediction of subscription issues and standing order parts by establishing
the publication pattern and defining the chronology and enumeration.

Each serial holdings record linked to the same bibliographic record has a
copy number that is unique for the destination library, collection, and
material type. For example, if the branch has two copies of Time Magazine
in the Periodicals collection, there will be two serial holdings records —
copy 1 and copy 2. You can copy a serial holdings record to create a new
one, and then change the copy number on the Serial Holdings Record
workform before you save the new one.

Create a serial holdings record

The serial holdings record contains information regarding the serial title,
copy, publication pattern, purchase order, and notes. Follow these steps to
create a serial holdings record.

Note:
A final (not provisional) bibliographic record for the title must exist in the
Polaris database before you can create a serial holdings record.

Select File, New from the Polaris Shortcut Bar, click B , OF press
CTRL+N to display the New dialog box.

—
.

2. Select Serial Holdings Record from the Objects list, and click OK.
The Serial Holdings Record workform appears.

3. Click Find.
The Find Tool appears.
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Tip:

In the Find Tool, select Limit by
and select Type of Material, Serial
to make sure you select a title
coded as a serial. If you wish to
select a title not coded as a serial,
see the note in step 5.
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For Help, press Fl For Help, press FL Close on Select User default

A New Serial Holdings Record - 1 - General - Polaris EI = @
File Edit View Links Tools Help
=wHS- EY

e s
Destination: |Community Library (Cobleskil) (CO | Order type: Material type:

Holdings

et
Q
Q
&
(%]
ol Col number Display in PAC
=
]? Retention designator: [ / .]
— &) Bibliographic Records - Title Find Tool [ [==]=]
OB o Fie Edit Tools Options Help
P
Q General | Settings | Scoping | Branches | Collections | Databases|
9] Search
Object: | siblographic Records = Limitby: [Type of material S
D Cate (@) Normal Stop
Search by: [mja v] Values: | [nsr] Monmusical Sound Recording » ® Power
[per] Periodical - -
3 Type: laxact match mplicitly truncated) -] [pem] Printed Cartographic Materiz 0 sqL
[pmu] Printed Music
i . [mus] Printed or Manuscript Music -
d Sortby: [ (None) | T orarected Mecon, (| Elcountonly [ Cear |
[ser]
= FR - Irec] Sound Recording g

Search for the bibliographic record (title) to which you want the serial
holdings record linked.

The Find Tool results list appears.

Note:
You cannot link a serial holdings record to a bibliographic record with a
status of provisional or deleted.

Select the bibliographic record in the Find Tool results list and double-
click, or right-click and choose Select from the context menu.

The Serial Holdings Record workform appears with the bibliographic
information from the title you selected.

Note:

If you selected a record that is not a serial, the following message appears:
This bibliographic record’s leader is not a serial. Do you wish to
continue? Click Yes to continue the operation, or click No and select a
serial record instead. You might select Yes if you are linking a non-serial
bibliographic record for a standing order to a monographic series.

Select a destination library in the Destination box.
Select Standing Order or Subscription in the Order Type box.
Select a material type in the Material Type box.

Select a collection in the Collection box.

. Select the status in the Status box.

. Type a number in the Copy no. box that is unique for the title,

destination library, collection, and material type.

. Type a call number in the Call no. boxes.

The call number is composed of a prefix, a classification number, and
the cutter.

© 2013 Polaris Library Systems



Polaris Serials Guide 4.1R2

Tip:

When serial items are created, the
call number is pulled from the
serial holdings record. If the serial
holdings record does not have a call
number, it is pulled from the item
template (if present). See “Create

a serial item template” on page 61.

Tip:

The retention information is
displayed in the compressed
holdings statement in the PAC. It
also limits the number of issues in
the expanded view. The retention
information and the public note are
at the branch level, not the
collection level. See “Displaying

Serial Titles in the PAC” on page 19.

Tip:

If you want to add the serial
holdings record to a subscription
record, select Tools, Add to
Subscription Record, and select
the subscription record from the
Find Tool. See “Create a
subscription record” on page 67.

13.

14.

15.

16.
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Select the shelving scheme in the Shelving Scheme box.

Note:

If the shelving scheme is defined in the Polaris Administration Cataloging
profile, Default shelving scheme for new item and holdings records, the
shelving scheme is selected automatically.

Select the completeness code in the Completeness Code box.

Select a description for the retention policy in the Retention designator
box. If you select Retained for a limited period, the Previous retained and
Latest retained boxes appear.

If you selected Retained for a limited period in the Retention designator box,
do the following steps:

a) Select Previous or Latest.

Note:

Although the MARC Format for Holdings standard specifies that latest
includes the current issue while previous does not, Polaris includes the
current issue in the retention. The issues display in the PAC the same way
whether you choose Previous or Latest.

b) Type a number, and select a category next to Previous or Latest.

17.

18.

19.

20.

Example:
Latest 5 Years indicates your library retains all the issues for the last five
years.

To prevent all issues that are linked to this Serial Holdings Record
from displaying in the public access catalog, if they do not have linked
items, clear the Display in PAC check box. You can clear this check box
when you have issues that do not circulate and do not have linked
item records. See “Displaying Serial Titles in the PAC” on page 19.

Select File, Save to save the Serial Holdings Record.

The Serial Holdings Record is saved if there are no other serial
holdings records with the same bibliographic ID, copy number,
destination, collection, material type, and order type.

Set up the publication pattern for the Serial Holdings Record using one
of the following methods:

* “Use a template to create a publication pattern” on page 32.

* “Specify the publication pattern for a serial title” on page 36.

Enter staff and public notes following these procedures:
* “Enter staff notes for a serial holdings record” on page 28
* “Enter public notes for a serial holdings record” on page 29

* “Enter order data for a serial holdings record” on page 30
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Enter staff notes for a serial holdings record

Follow these steps to enter notes for a serial holdings record.

1. Open the Serial Holdings Record workform, and click View, Staff Notes

or click E

The Staff Notes view appears.

F New Serial Holdings Record - 1 - Staff Notes - Polaris [=] =
File Edit View Links Tools Help

BHS X & &

Title: 1SSN/ISEN:
oot Gty i 0 =) oo o ——

Membership

|| Designation  Member name:

Organization:

Notes

Electronic
access: -

Non-public:

Non-public/
warning:

B
<)
O
Q
o
0
=)
=
RS
o
I
IS
Fis
O
wn
i

For Help, press F1 NUM

2. If the serial is received as part of a membership in a professional
organization, select the Designation box, type the name of the member
in the Member name box, and the organization name in the Organization
box.

3. In the Electronic access box, type the URL, listserv, or e-mail address
used to manage online journal subscriptions or standing orders.

4. If you want to include notes for staff members, type them in the Non-
public note and/ or Non-public/warning note boxes. These notes appear on
the Serial Check-In workform.

Note:
Notes can be entered with carriage returns for display in the Serial Check-
In workform.

5. Save the serial holdings record.
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Enter public notes for a serial holdings record

If the serial title is set to display in PAC and at least one issue is generated
and checked in, the notes entered on the Public Notes view appear in
Polaris PowerPAC and Mobile PAC at the serial title’s branch level display.
See “Serial Holdings Record Fields Affecting Serials Display in PAC” on
page 20.

Follow these steps to enter public notes for a serial holdings record.

Important:

At least one issue, with or without a linked item, must be generated and
checked in for the public note to display in PAC. You can enter free-text
enumeration, such as This publication has ceased, and a call number, such
as Storage, to indicate it is not a real issue.

1. On the Serial Holdings Record workform, select View, Public Notes or

click

The Public Notes view appears.

File Edit View Links Tools Help

3 New Serial Holdings Record - 1 - Public Notes - Polaris = e <™

DeH&E-X 4 5

Title: ISSN/ISBN:

Destination: [Commumty Library {Cobleskill) (C '] Order type: |Subscription ~ | Material type: V]

Collection: I v] Status: S Copy no.: 1 Bib no.:

Shared public note

g
QO
Q
(N
wn
w)}
=
RS,
o]
Ny
=
oy
Q
w

| -

For Help, press F1

NUM

2. Type anote in the Shared public note box. You can enter up to 4,000
characters. Press Enter to go to the next line, and the line breaks will
display in the PAC as they are entered in the Shared public note box.

3. Save the serial holdings record.
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Enter order data for a serial holdings record

You can enter order data for a Serial Holdings record and link to a purchase
order line item segment. Follow these steps to enter the order data for a
serial holdings record.

Important:

You can save a serial holdings record for a subscription without linking to a
purchase order line item segment, but a serial holdings record for a
standing order must be linked to a purchase order line item segment
before it can be saved.

1.  Open the Serial Holdings Record workform, and select View, Orders or

click to display the Orders view.

A9 New Serial Holdings Recard - 1 - Orders - Polaris =R ="
File Edit View Links Tools Help
~
=Es- w
E Tite: ISSN/ISEN:
8 Destination: |Community Library (Gt ¥ | Order type: Material type: [:
(1] Collection: :} Status: :} Copy no.: 1 Bib no.:
Purchase arder Supplier
n .
IO  Orderedat |community Lbrary (Coblestl) (coB)  —|  Mame:
= g .
'E SAN: : BE i
-
Q Plan: Subscription
:t Start number:
Description:
""E Start date:
i Balnot Expiration date:
Q !
w0 Line no.: Segment no.: Intent to cancel date: [0 [
Claim setup
Subscription ID: Category No.  Interval o
For Help, press F1 HUM

2. Click Find next to the PO no box in the Purchase order section to search
for the purchase order line item segment.

If the purchase order line item has one segment, the information from
that segment is automatically brought into the serial holdings record.
If it has multiple segments, a dialog box appears with a list of
segments, and you select a segment from the list. If no purchase order
line item segments match the destination and collection, an error
message appears.

When you link to a matching purchase order line item segment, the
following boxes are automatically filled in on the Serial Holdings
Record workform:

= Destination (header) *Maximum no. of claims (Orders view)
= Collection (header) «Claim waiting period (Orders view)
*Ordered at (Orders view) *PO no.

< Plan (Orders view) *PO line no.

= Supplier Name (Orders view) *Seg. no.

= Supplier SAN (Orders view)

3. Type the subscription start number in the Start number box.
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Tip:

Click IE on the toolbar at the
top of the workform to create a
record for the next serial holdings
record. All the information, except
for the order information, is copied
to the new record, and you simply
change the copy number,
destination, and collection for the
next serial holdings record.
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4. If you have set up a subscription record for this serial title, select Tools,
Add to Subscription Record to add this serial holdings record to the
subscription record. See “Create a subscription record” on page 67.

The Start date and Expiration date boxes are filled in with the information
from the linked subscription record.

5. Ifyouintend to claim issues, enter any additional claiming data. See
“Enter claiming criteria in the serial holdings record” on page 100.

If applicable, enter a date in the Intent to cancel box.

7. Select File, save to save the serial holdings record.

Copy a serial holdings record

If you hold multiple copies of the same serial title, you can create a serial
holdings record for one of the copies of the title, and then duplicate that
record as many times as needed. Each copied record must have at least a
different copy number, destination, or collection from the record being
copied before it can be saved. When you save a new serial holdings record,
Polaris checks to make sure another serial holdings record does not exist
with the same title, copy number, destination library, collection, and
material type. The publication pattern is also copied to the new serial
holdings record. To change the publication pattern, see “Changing a
Publication Pattern” on page 46.

Follow these steps to copy a serial holdings record.

1. Open the Serial Holdings Record workform for the record you want to
copy.

2. Select File, New.

The New Serial Holdings Record dialog box appears.
Click Copy Existing Workform (default).
4. Click ok.

The Serial Holdings Record workform appears.

5. Change the Copy No., Destination, Collection, and Material Type boxes as
necessary.

6. Select File, Save.

Note:

If a purchase order line item segment is linked to the serial holdings record
you are copying, Polaris checks the quantity ordered in the linked purchase
order line segment. If the number of copies already linked is equal to the
quantity ordered in the purchase order line, an error message appears. The
new serial holdings record cannot be saved if it is a standing order because
it is not linked to a purchase order line item. If the order type is
Subscription, the serial holdings record can be saved, but it is not linked to
the purchase order line item.
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Creating a Publication Pattern

To create a publication pattern for automatic prediction, you can use a
publication pattern template, or you can specify the enumeration,
chronology, frequency, and regularity for the serial title. A set of
publication pattern template examples are available from Polaris Library
Systems for training purposes. These templates can be used as an aid in
serials prediction, but they should be tested by checking the prediction
preview. If the publication pattern has changed since these templates were
created, the library can update the template. When you create a new
publication pattern for a serial title, you can save it as a template.

Use a template to create a publication pattern

Follow these steps to create a publication pattern for a Serial Holdings
record using a publication pattern template.

1. Search for and select the bibliographic record for the serial title, right-
click, and select Create, Serial Holdings Record.

Note:

This is only one method for creating a serial holdings record. You can also
select File, New, Serial Holdings Record from the Polaris Shortcut Bar and
then link to the bibliographic record. For other methods of creating a serial
holdings record, see “Create a serial holdings record” on page 25.

A blank Serial Holdings Record workform appears.

Tip: 2. Enter the required information and save the serial holdings record.
The bold type indicates . .
information that is required before 3. Cth the Add/Create Pattern 1con or press CTRL+SHIFT+N.

you can save the record.

37 Serial Holdings Record - 145 - General - Polaris (o] E ==
File Edit View Links Tools Help

O=ds-x a7y

Title: The New Yorker. ISSN/ISEN:

Destination: |Community Library {Ct ~ | Order type: | Subscription Material type: -
Callection: - | status: :} Copy no.: 1 Bibno: 342763

Holdings

Call number: || Shelving scheme:  [Dewey Decimal = | Completeness code: =

Retention designator: { vI [F] Display in PAC

B”

Category [ Linkage No. Frequency Designation Regularity Pattern Calendar Change  Pattern

Publication Patterns

IS
s}
Q
[}
x
1]
(=)
£
RS
)
I
8
P
QL
)
=l
4

For Help, press FL UM

The Create Publication Pattern - Pattern Options window appears.
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Tip: 4. Click on the Template Name column to sort the titles alphabetically.
Use the Next and Back buttons to . . . .
navigate the wizard. 5. (lick anywhere in the list of templates, and type the first letter of the

template’s name. The cursor will jump to the template name or close
to it so you can find it quickly.

Note:

If you are using Polaris publication templates, some titles are listed under
The because it is part of the actual title of the serial. The New Yorker, The
Atlantic Monthly, The Publisher’s Weekly are examples.

6. Select the template.

Create Publication Pattem - Pattern Options ==
Pattern
Category: Basic Bibliographic Unit v | startdate: 1/ 32007 Er Enddat=: [0 B
Options
Arrival pattern: days E] publication [T Generate items at check-n Prompt for barcode  Unitprice:  $0.00

TEE Nurber of issues to predict: | 50
supplement/index:
Testual holdinge:

Textual holdings )
public note:

Textual holdings ,
non-public note:

Templates

Template Name Frequency  Designation Regularity Pattern Calend.., Creator  Mote *

The New Yorker. (002...

The Marth Cardling Ge... Quarterly v, 19 na, 1 (Februar... Palaris...

The Numismatist; (002... Monthly vol. 118 No. 1 (Janu... pm 01,02,03,04,050... 01 Polaris... P

The Gfficil price guide... Annual 13thed, (1995) Polaris... |

The old farmer's alman... Annual no. 208 (2000) Palaris... -

:..‘ e e et -

< Back [ Next > ] l Cancel ] l Help

If you chose the wrong template, click the Back button and make another

selection.

7. Click Next.

The Enumeration and Chronology page appears, and the Start
designation is displayed on the bottom of the page. The date in the Start
date box defaults to the template’s start date.

Important:

This is the start date of the template, not your subscription’s start date.
If your subscription begins after this start date, or the first issue you want
to predict is after this date, do not change the start date. If you change the
start date for a publication pattern template, you must re-enter the
enumeration captions and values. Instead of changing the start date,
remove the predicted issues that come before the first issue you want to
predict. See step 13.
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Create Publication Pattern - Enumeration and Chronology

Pattern
Farrss Startcate: [ 17 572007 e
Chronology Setup
Caption: l v] Format: [ v] [F] Alternative chronology
Level Na. Caption Format Start Value Display As...
1 Year Mumeric 2007 2007
2 Day of manth Numeric 03 8
3 Month Full text 01 January

Enumeration Setup

Caption:

oo (] Sty

Bib units per next higher level: Continuity: [C] alternative enumeration
Level No. Caption Format Units  Continuity  StartValue  Display As...
Add
[ Startdesignation:  {January 8 2007) ]
< Back ” Next > ] l Cancel ] l Help

8. Check the enumeration and chronology. It is not necessary to change
the enumeration and chronology if you want to start your expected

issues after the template’s start date. Simply remove the issues on the
Prediction Results page of the Publication Pattern wizard. See step 13.

Important:
If you change the frequency of the pattern, the regularity is removed and
another default regularity (to match the selected frequency) will take its
place. Only change the frequency if the pattern template is not at all
suitable. If you change the frequency by mistake, click Cancel on the last
page of the pattern wizard and exit without saving the modified template.

Click Next to go to the next page of the wizard.

The Regularity Pattern page appears with the publication details.

Regularity Pattern

Create Publication Pattern - Regularity Pattern

Publication code:

] calendar unit:

x| From: To:

Publication Details
pd ma

w 0298mo,0299ma
w 0697mo/0698mo
w 0802mo/0803mo
w 1298mo/f1299mo
w 0702mof0703mo

Calendar Change

{2- or 4-character numeric codes indicates MM, S5 or MMOD. Can be separated by 3 comma.)

Add

Remove

Format 'from' and 'to’ fields as follows:

Year: 1753 - 9999.

Month: 1-12.

Seasoni 21-24.

Week of month: 99, 98, 97, 00, 01, 02, 03, 04, 05.
Week of year: 1- 53,

Day of month: 1- 31,

Day of week: su, mo, tu, we, th, fr, sa.

< Back ” Next > ]l Cancel ]l Help
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10. Click Next to go to the next page of the wizard.

The Prediction Results page appears.

Tip: 11. Check the predicted issues and verify that they appear as expected.
If the predicted issues do not

appear as you expected, click the Important:

Back button and make changes. If If you used a template with a start date before the actual start of your
you click the Cancel button, the subscription to this title, there may be issues prior to the issues you want
Publication Pattern wizard closes to generate. You need to remove the predicted issues before clicking the
and your changes will not be saved. Finish button.

12. If you want to see more issues than those displayed in the Prediction
Results list, click View More.

The number of issues that appear in the Prediction Results list is the
number of issues that will be generated.

Important:
Keep clicking View More until you see the first issue you want to predict.

13. Remove all the predicted issues with dates before your subscription
start date by doing the following steps:

a) Select the issue directly above the first issue you want to generate.
b) Press CTRL+SHIFT+Home.

¢) Right-click, and select Remove.

Tip: i et i =
This procedure only removes issues Predicton Results
or parts from the predicted list; the Desgnaton Publiation .. pected A, | *|  Strtdater | 1/ 82007
issues or parts listed are not yet e o 2s00) e Sasaes o [
records in the Polaris system. When : 10/6/2008  10/6/2008 Designation:  (January 8 2007)

. 10/13/2008 10/13{2008
you have generated issues or parts 10/20/2008  10/20/2008
records and you want to remove e e

11/10/2008  11/10/2008

them, you delete therr_1 (see _ s s E
“Delete single or multiple serial e feoe |
issues/parts” on page 90). L2508 12/8/2008

(December 15 2008) 12/15/2008  1215/2008
(December 22/December 29 2008) 12/22/2008 12/22{2008
(January 5 2008) 1/5/200% 1/5/200%
(January 12 200%) 1/12/2009 1122009
(January 19 200%) 1/19/2009 1182009
(January 26 2009) 1/26/2008 1/28/2003

(Fehriary 2 2009Y 2729002 24272009 b7

Mumber of issues/parts ta save: 50 Save as template

Template name: ‘ ‘

<Back [ Finsh | [ Cancd | [ Hep |

After you remove issues, the Number of issues/parts to save box displays
the number of issues remaining,.

14. Click Finish to create the expected issues.

The expected issues appear in the Check In workform. See “Checking
In Serials” on page 76.
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Specify the publication pattern for a serial title

Follow these steps to specify the publication pattern for a serial title.

1. Click in the Publication Patterns toolbar of the Serial Holdings
Record workform.

55 Serial Holdings Record - 145 - General - Polaris E EI@
File Edit View Links Tools Help

ODEa-x 574

Title: The New Yorker. ISSN/ISEN: Find

Destination: Order type:  Subscription Material type: :]
Colecton: [ -] st [ -] copymo: 1 Bibmo: 3473

Holdings
Call number: || Shelving scheme:  [Dewey Decmal | Completeness code: E
Retention designator: [ vl Display in PAC

Publication Patterns

Qe

Category / Linkage No. Frequency Designation Regularity Pattern Calendar Change  Pattern

B
S
O
Q
x
1]
o
=
RS
S
I
—
T
i
G
0
]
¥l

For Help, press F1 NUM

The Create Publication Pattern - Pattern Options dialog box appears.

Create Publication Pattern - Pattern Opticns
Pattern
Category: Basic Bibliographic Unit v| swrtdae: 182007  [Ev Enddate: [0 B~
Qptions
Arrival pattern: days E] publication [7] Generate items at checkn | | Prompt for barcode  Unitprice:  $0.00
Type of n . Mumber of issues to predict: 50
supplement,index:
-
Textual holdings:

Textual holdings
public note:

Textual holdings
nan-public note:

Templates

Template Name Frequency  Designation Regularity Pattern Calend... Creator  Note =
The New Yorker. (002... (January 8 2007)

The Morth Carolina Ge... Quarterty v, 18 no. 1 (Februar... Polaris....

The Numismatist; (002... Monthly Wol. 118 No. 1 (Janu... pm01,02,03,04,050... 01 Palaris... o
The Cfficial price guide... Annual 13thed. (1999) Palaris... |
The old farmer's alman...  Annual no. 208 {2000) Palaris...

e de ebie o eveaiedi el mmie 5 fadin  ad;ans nanaamee s e T

1 ]
cgack  |[mext> | [ cancdl ] [ tep ]

2. Select a category in the Category box to indicate that the publication
pattern is for the basic bibliographic unit, a supplement, or an index.

Note:

You can have multiple runs for the Basic Bib, Index and/or Supplement
with the same or different publication patterns.
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Tip:

You can have different publication
patterns for different categories of
the same serial title. For example,
you can indicate a frequency of
Monthly for the basic bibliographic
unit and Annual for the
supplement.

10.
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Type or select a date when you want the publication pattern to begin
in the Start date box.

Note:

The Start date is the current date if you are not using a publication pattern
template. If you are using a publication pattern template, the Start date is
the template’s start date and should not be changed. See “Use a template
to create a publication pattern” on page 32.

If you want to specify a date when you want the publication pattern to
end, type or select a date in the End date box. An end date is not
required.

In the Arrival pattern boxes, type the number of days and select before or
after to indicate the amount of time between the publication date and
the date the issue is expected in the library. The arrival pattern is used
to calculate the expected arrival date.

If you want to prepare the issues of this serial holdings record for
circulation as they are received, select the Generate item records at check-
in box.

Important:
You must create a serial item template before you can create serial items
automatically. See “Create a serial item template” on page 61.

If barcodes are applied and should be scanned at check-in, select the
Prompt for barcode on check-in box.

Note:

The prompt for the barcode also includes a box for the issue unit price if
the Serials parameter Enter unit price at serials check-in is set to Yes. If
the parameter is set to No, when you check in a serial issue, the cursor
goes to the barcode field, and you can scan in the barcode. If the
parameter is set to Yes, when you check in a serial issue, the cursor goes
to the price field. See “Setting Up the Check In Prompt” on page 124.

If you want the issues and the item records created from the issues to
have a price, type the price per issue in the Unit price box.

If the category type is supplement or index, indicate the type in the
Type of supplement or index box.

Type the number of issues or parts you want to predict in the Number
of issues/parts to predict box.

Note:

The number of issues or parts that will be predicted also depends on the
publication pattern, including the start and end dates. The default (50) is
the maximum number of issues or parts that can be predicted.
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Tip:

The retention information and
public note in the serial holdings
record display in the PAC at the
branch level. If you have multiple
serial holdings records for the same
title and branch, but they are
retained for different periods
based on the collection, use the
textual holdings notes to indicate
the collection-specific retention.

11.

12.
13.

14.
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If you want to record and display other holdings information, type the
textual holdings in the Textual Holdings box. You can use this box for
retrospective holdings information (the physical serial issues/parts

your library holds for which there are no records in Polaris). Example:
v. 36-49 (1961-1994). Incomplete vols. unbound. Some issues missing.

Note:

The textual holdings and the textual holdings public note display in the
public access catalog after the serial holdings record public note, if there
is one. The serial holdings record public note is at the branch level. See
“Displaying Serial Titles in the PAC” on page 19.

If you want to enter a public note, type it in the Public note box.

If you want to enter a note that is displayed for staff only, use the Non-
public note box.

Click Next, and follow the steps in “Establish chronology and
enumeration” on page 38 and in “Set up the serial publication pattern
regularity” on page 41.

Establish chronology and enumeration

Follow these steps to establish a serial publication’s chronology and
enumeration.

Note:

You can specify up to four levels of chronology, six levels of enumeration,
and two levels of alternative enumeration. There must be at least one
level of enumeration or chronology.

Specify the publication pattern options, following the steps in “Specify
the publication pattern for a serial title” on page 36, and click Next.

The Create Publication Pattern - Enumeration and Chronology dialog
box appears.

Create Publication Pattern - Enumeraticn and Chronology
Pattern

Frequency: steste (170

Chronology Setup

End date:

Caption: [ vl Format: [ v] [C] Alternative chronology

Level No. Caption Format Start Yalue Display As...

Add

Enumeration Setup
L I A

Continuity:

Caption:

Bib units per next higher level: [F] alternative enumeration

Lewel Na. Caption Format Units Continuity ~ StartValue  Display As...

Add

Start designation:

<Back [ mexi> | [ cancel | [ e
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Tip:

If the frequency is Quarterly, see
“Tips for Predicting Quarterly
Issues™ on page 44.

Tip:

To suppress the enumeration
display, use square brackets [ ] in
the Caption box. To force a value
to display in reverse order, use a
plus sign + in the Caption box
under Enumeration Setup. For
example: +Ed. with a format of
numeral, and a start value of 5
would display as 5th Ed.
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2. Select the frequency with which the serial is published in the Frequency
box.

Note:
The frequency is specified in the 008 field, position 18 of the bibliographic
record.

3. For eachlevel of chronology, enter information in the following fields
in the Chronology Setup frame:

Chronology Setup
Caption: ~| Format: - [C] Alternative chronalogy

Level No. Caption Format Start Value Display As...

a) Select the chronology caption in the Caption box.
b) Select the format in the Format box.

c) If applicable, select the Alternative chronology box.
d) Click Add to add the chronology level.

€) Continue adding chronology levels.

Example:

If the chronology includes a year, month, and day (November 24, 2003),
there are three levels of chronology. Select Year as the caption and select
Number as the format for the first level of chronology. Select Day of
Month as the caption and select Number as the format for the second level
of chronology. Select Month as the caption and select Full text as the
format for the third level of chronology.

4. For each level of enumeration, enter information in the following
fields in the Enumeration Setup frame:

Enumeration Setup
P S =

Bib units per next higher level: Continuity: [ Alternative enumeration

a) Type the enumeration caption in the Caption box.
b) Select the enumeration format in the Format box.

Note:

If you select Free text for the enumeration format, you can leave the Start
value blank. For more information on using free text enumeration to add
an issue that is a supplement or a special issue with a different title than
the title in the serial holdings record, see “Predict issues/parts with
different titles” on page 51.
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c) Type a start value for the enumeration in the Start value box.

Note:

If you select Number, Numeral, or Roman in the Format box, enter an
Arabic number in the Start value box. The number is converted to the
appropriate format. For example, if you selected Numeral for the format
and 5 as the start value, it is converted to 5th. If you selected Roman for
the format and 5 as the start value, it is converted to V. The start value
can be blank if the enumeration format is free-text.

d) If applicable, select the Alternative enumeration box.
e) Click Add to add the enumeration level.

Note:
If the enumeration for the serial has volume and number, the highest (first)
level of enumeration is the volume.

The Bib units per next higher level and Continuity boxes appear for each
level of enumeration you define after the first level of enumeration.

5. In the Bib units per next higher level box, indicate how many units are
needed in each enumeration level (second - sixth) before the next
higher level increments.

Examples:

For a monthly serial with enumeration of volume and issue, type 12 in the
Bib units per next higher level box for the second enumeration level.
After 12 issue records are created for a volume, the first enumeration level
is automatically incremented by one.

For a daily publication that is published every day except on Sundays and
Christmas Day, it is not necessary to enter the exact number of issues.
Enter 365 in the Bib units per next higher level box. Then, select Day of
Month in the Calendar Change box and a value of 0101 to force the
volume to increment on January 1 of each year.

6. Indicate in the Continuity box if the numbering for each level restarts
(returns to 1) or continues incrementing.

Note:

The enumeration and chronology levels and values you specified appear in
the Start designation box. If the designation is not what you want, you can
remove chronology and/or enumeration levels, and reenter the
information.
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Create Publication Pattem - Enumeration and Chrenology
Pattern
Fareer Startdate: [1272 End ot
Chronology Setup
Caption: l v] Format: [ v] [F] Alternative chronology
Level Na. Caption Format Start Value Display As... -
1 Year Mumeric 2008 2008
2 Day of manth Mumeric 23 23
3 Month Full text 12 December
Enumeration Setup
oo (— St
Bib units per next higher level: Continuity: :} [C] Alternative enumeration
Level No. Caption Format Units  Continuity  StartValue  Display As...
1 vol, humber 167 val, 167 add
2 No. Number 52 Restarts 52 Mao. 52
Startdesignation:  Val, 167 Mo. 52 (December 23 2008)
< Back ” Next > ] l Cancel ] l Help

7. Click Next to set up the serial regularity. See “Set up the serial

publication pattern regularity” on page 41.

Set up the serial publication pattern regularity

If the publication pattern frequency is a common one, and there are no
combined or omitted issues, you do not need to specify the regularity to
generate the predicted issues. For example, to predict issues for a serial
with a Daily frequency that is published every day without exception, you
do not need to enter the regularity information. If there are days when the
serial is not published, you need to specify these exceptions. To predict
issues for publications with a frequency of Totally Irregular or Continuously

Updated, you must enter a regularity pattern.

Note:

Some frequencies show the publication details automatically in the
Publication Details box, whereas other frequencies (such as Daily) produce
too many entries to show in the box. To check the prediction, click Next

(see “Review a publication pattern’s prediction”

Follow these steps to specify the publication pattern

on page 45).

regularity.

1. Specify the publication’s enumeration and chronology following the
instructions in “Establish chronology and enumeration” on page 38,

and click Next.

The Create Publication Pattern - Regularity Pattern dialog box

appears.
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Create Publication Pattem - Regularity Pattern =3

Regularity Pattern
Publication code: [ - | calendsr unit: | =] From: To:

Publication Details Format ‘from’ and 'to’ fields as follows:

Add

Remove Year: 1753 -9999,
Month: 1-12.
Season: 21-24.
Week of month: 99, 98, 97, 00, 01, 02, 03, 04, 05.
Week of year: 1-53.
Day of month: 1-31.

Day of week: su, ma, tu, we, th, fr, sa.

Calendar Change

[F—

(2- or 4-character numeric codes indicates MM, SS or MMOD. Can be separated by a comma.)

[ < Back ][ Next > ]l Cancel ][ Help

2. Select a publication code in the Publication code box.

Note:

There are default regularity patterns when you enter a frequency, but you
can enter exceptions to the publication pattern by using p for additional
issues, o for omitted issues, and c for combined issues.

3. Select a calendar unit in the Calendar unit box.
4. Type avalid publication value in the From box.

Note:

Day of week (d): mo, tu, we, th, fr, sa, su.

Day of month (d): 01-31

Month (m): 01-12

Season (s): 21 (spring), 22 (summer), 23 (autumn), 24 (winter)
Week of year (w): 01-53

Week of month (w): 99 (last), 98 (next to last), 97 (third to last), 00
(every), 01 (first), 02 (second), 03 (third), 04 (fourth), 05 (fifth).
Year (y): yyyy (four digits)

If you are specifying that one or more issues are combined, you must
enter both From and To values.

If applicable, type a valid publication value in the To box.

Click Add to add the publication details to the list under Publication
Details.

Example:

A weekly serial is published on Monday of each week with combined issues
for the last two weeks of August and December. The Publication Details are
as follows for this publication:

pd mo

cw 0898mo/0899mo

cw 1298mo/1299mo
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Tip:

The Calendar Change box is active
only if you defined enumeration in
the publication pattern.
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Modify Publication Pattern Templste - Aviation week & space technology (0005-2175)--»PLS - Regularity Pattern ==
Regularity Pattern
Publication code: =] calendar unit: =] From: To:
Fublication Detals Format 'from’ and 'to’ fields as follows:
o
cw 08%8mao/033%mo
o 1288mof1298me Year: 1753 - 9999,
Month: 1-12.

Season: 21-24.

Week of month: 99, 98, 97, 00, 01, 02, 03, 04, 05.
Week of year: 1-53.

Day of month: 1-31.

Day of week: su, mo, tu, we, th, i, sa.

Calendar Change

Day of month | 01010701

{2- or 4-character numeric codes indicates MM, S5 or MMOD, Can be separated by a comma.)

< Back ” MNext = ]l Cancel ]l Help

7. If you need to specify a calendar change, select Month, Day of Month or
Season in the Calendar Change box, and enter the corresponding two-digit
numeric code. If the serial is published less frequently than monthly,
you must select Day of Month to indicate a calendar change.

Note:

A calendar change indicates the chronological point at which the highest
level of enumeration increments or changes. For example, if you select
Day of Month for the calendar change, and enter 0101, the calendar
change will be on January 1. However, if the serial is not published on
January 1, the calendar change automatically takes effect on the next day
the serial is published. You can specify more than one calendar change by
separating the values with commas.

8. (Click Next, and review the expected issues to see if the publication
pattern results are what you wanted. See “Review a publication
pattern’s prediction” on page 45.

Note:

If you go back to the previous view and change the frequency, the
publication pattern details are automatically removed. However, changing
other information does not affect the publication details.
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Tips for Predicting Quarterly Issues

If the frequency is Quarterly, you can select a chronology caption of Season
or Quarter (among other selections). The start date of the quarterly
publication determines the chronology of the first issue.

If the chronology caption is set as Season, the Start date determines the
season as follows:

* 3/21/YY-6/20/YY = Spring

* 6/21/YY-9/20/YY = Summer
* 9/21/YY-12/20/YY = Autumn
e 12/21/YY -3/20/YY = Winter

If the chronology caption is set as Quarter, the Start date determines the
quarter as follows:

* 1/1/YY-3/31/YY = 1st Quarter
* 4/1/YY-6/30/YY = 2nd Quarter
e 7/1/YY -9/30/YY = 3rd Quarter
e 10/1/YY-12/31/YY = 4th Quarter

Depending on the initial start date, you can manipulate the chronology to
correctly reflect the first issue to be predicted. The following are some
examples of quarterly prediction:

e If the first issue is Vol. 14 No. 3 (Autumn 2012), the Start date should
be 9/21/12 or later (but not later than 12/20), so that the system
will predict a fourth issue as Winter 2012.

o If the first issue is Vol. 17 No. 1 (Winter 2012), the Start date should be
1/1/2012 or later, (but not later than 3/20/2012), so that the
system will correctly predict all four issues within the calendar
year, starting with Winter. If the start date is 12/21/11, a Winter
issue will be produced, but with a chronology year of 2011, not
2012.

Related Information

“Publication Pattern Examples” on page 59
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Review a publication pattern’s prediction

Follow these steps to review the publication pattern’s prediction results.

Tip: 1.
The Prediction Results dialog box

also displays when you select

Tools, Predict Issues/Parts from 2.
the Check In workform and when

you right-click from the Serial

Holdings Record.

Tip: 4.
If you previously specified an end

date, you can extend the

publication pattern’s end date to
predict more issues. See “Specify 5§,
the publication pattern for a serial
title” on page 36.

Set up the serial title’s publication pattern. See “Specify the
publication pattern for a serial title” on page 36.

After setting up the serial’s publication regularity, click Next.

The Create Publication Pattern - Prediction Results window displays
the predicted issues using the pattern you set up. The pattern’s start
and end date display as well as the designation for the first predicted
issue.

Create Publication Pattern - Prediction Results (=230
Prediction Results
Designation Publication ...  Expected A... +| Startdate: 1/ 8/2007
(March 5 2012) 3/5/2012 3/5/2012 -
(March 12 2012) 3/12f2012 3/12/2012
(March 19 2012) 3/19/2012 3/15/2012 Designation:  (January 8 2007)
(March 26 2012) 3/25/2012 3/26/2012
(Apri 2 2012) 4/2/2012 422012
(April 9 2012) 4fg/2012 452012
(April 15 2012) 4/16/2012 4/16/2012
(April 23 2013) 4/23/2012 4/23(2012
(April 30 2012) 4/30/2012 4/30/2012
(May 7 2012) 5/7/2012 5/7/2012
(May 14 2012) 5/142012 5/14/2012
(May 212012) 5/21/2012 5/21/2012
(May 28 2012) 5/28/2012 s/28f2012
(June 4 2012) 6/4/2012 6/4[2012
(June 11/lune 18 2012) 6/11/2012 6/11/2012
(June 25 2012) 6/25/2012 6/25/2012
(uly 22012) 7j2/2012 7/2/2012
(auly 3/2uly 16 2012) 7je/2012 7/5/2012
Ml 23 2017% 723012 70231012 M
Mumber of issues/parts to save: 50 []5ave as template
Template name:
< Back ” Finish ] I Cancel ] I Help

If you want to see more prediction results, click View More.
Additional prediction results appear in the list.
If you want to save the publication pattern as a template, select the save

as Template check box, and type a name for the template in the Template
name box.

Click Finish to save the publication pattern.

If you saved the publication pattern as a template, it is available in the
list in the Publication Pattern Template Manager. See” Creating
Publication Pattern Templates” on page 53.

© 2013 Polaris Library Systems



Polaris Serials Guide 4.1R2

46 Setting Up Serials Records

Changing a Publication Pattern

Tip:
You can also select a publication

pattern, and click [Z’ .

You can change the publication pattern for a serial holdings record if no
issues or parts were received using that pattern. If one or more issues have
already been received and the publisher changes the enumeration and/or
chronology captions, or the arrival pattern (the publisher produces the
serial monthly and then bimonthly), you can close the old pattern and
create another one. If the publication pattern resumes, you can reopen the
pattern. You can also add or remove predicted issues.

There are two ways you can change a publication pattern for a serial
holdings record. One method is to change only the publication pattern
options, such as the start or end date. For example, you want to keep the
frequency, regularity, chronology, and enumeration that are defined in the
pattern, but you want to change the start and end dates. The other method
is to change the frequency, chronology, enumeration and other settings in
the publication pattern but leave the start and end dates the same.

If the publication pattern is saved as a template, the changes are only made
for that serial holdings record. To change a template, you must make the
changes from the Publication Pattern Template Manager. See “Edit a
publication pattern template” on page 56.

Modify publication pattern options
Follow these steps to modify publication pattern options for a serial
holdings record.

Note:

Use this method if you want to modify the start or end date of the
publication pattern, but leave the frequency, enumeration, chronology,
and regularity the same.

1.  Open the Serial Holdings Record workform.
2. Right-click the publication pattern in the Publication Patterns list.

The context menu appears.

3. Select Edit pattern options from the context menu.

The Modify Publication Pattern Options dialog box appears.
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Modify Publication Pattern Options ==

Pattern
Category: c Bibliographic Unit Start date: [Blfza/2008 B+ | Enddate: [ (=R
Options
Arrival pattern: days publication [T Generate items at check-n smpt for barcode  Unitprice:  $3.00
Typeof Number of issues to predict: 50
supplement/index:
Textual holdings: i
Textual holdings
public note:
Textual holdings
non-public note:

OK. ] I Cancel ] I Help

4. Change the existing information or enter new information to modify
the publication pattern options. See “Specify the publication pattern
for a serial title” on page 36.

5. Click oK to save the changes to the publication pattern.

Modify a publication pattern

Follow these steps to modify a publication pattern for a serial holdings

record.

Note:

Use this method if you want to modify the
chronology, or regularity of the publicatio
publication pattern if no issues have been

frequency, enumeration,
n pattern. You can modify a
received. If issues have already

been received using this pattern, you must close the existing pattern and
create a new pattern for the serial holdings record. See “Close a

publication pattern” on page 49.

Open the Serial Holdings Record workform.

2. Right-click the publication pattern in the Publication Patterns list.

The context menu appears.

3. Select Open from the context menu.

The Modify Publication Pattern - Enumeration and Chronology dialog
box appears.
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Pattern
sotane: [ ] s [

Chronology Setup

Caption: l v] Format: [ v] [F] Alternative chronology
Level Na. Caption Format Start Value Display As...
1 ‘ear Mumeric 2008 2008
H Day of month Mumeric 28 23
3 Month Full text 01 January

Enumeration Setup
Caption: Format:

Bib units per next higher level:

Continuity: :} Nbemaﬁ\da enumeration

Level No. Caption Format Units  Continuity  StartValue  Display As...
1 vol. Number 167 vol. 167
2 Na. Number 52 Restarts 1 Mo. 1
Startdesignation: Vol 167 No. 1 (January 28 2008)
<gack |[_Mext> | [ cancel | [ e

If you want to change the existing information or enter new

enumeration or chronology information, follow the steps in “Establish
chronology and enumeration” on page 38.

If you want to modify the regularity, click Next on the Modify
Publication Pattern - Enumeration and Chronology dialog box, and
follow the steps in “Set up the serial publication pattern regularity” on

page 41.

Related Information

“Edit a publication pattern template” on page 56
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Close a publication pattern

Follow these steps to close a publication pattern.

Important:

Be sure to predict all issues still under the old pattern before closing it and
establishing a new publication pattern. Closing the pattern stops prediction
even if the End date has not been reached. If you try to close a pattern,
and issues have already been received, Polaris deletes only the expected,
never published or not available issues with a start date after the End date
entered in the Close publication pattern dialog box.

1. Right-click an open publication pattern on the Serial Holdings Record
workform.

The context menu appears.
2. Select Close pattern from the context menu.

The Close Publication Pattern dialog box appears.

Close Publication Pattern ==

Startdate: | 1/ 9/2006 End date: [E/30/2008 [El+

OK ] [ Cancel ]

3. Enter the end date in the End date box, and click OK.

The publication pattern is closed.

Related Information

Serial title changes - If the publication’s title changed, copy the serial
holdings record, link the new serial holdings record to the new
bibliographic record, and close the publication pattern for the old serial
holdings record. You can link to a different bibliographic record from a
serial holdings record if no issues were received under that title. See “Link
a new bibliographic record to a serial holdings record” on page 64.

Reopen a publication pattern

Follow these steps to reopen a closed publication pattern.
1. Right-click a closed pattern on the Serial Holdings Record.
2. Select Reopen publication pattern from the context menu.

The publication pattern is reopened.
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Predict issues/parts from serial holdings

After you have set up a publication pattern and predicted issues or parts
using this pattern, you can predict additional issues or parts.

Follow these steps to predict issues or parts from the Serial Holdings

Record workform.
1.  Open the Serial Holdings Record workform.
2. Select the publication pattern, and right-click.

A9 Serial Holdings Record - 346 - General - Polaris
File Edit View Links Tools Help

(E=8 8ol Fx3)

D@H&-X & &

Title: The New Yorker. ISSN/ISBN:

Holdings

Bibno: 342753

Retention designator: [Ratamad for a limited period

)

Publication Patterns

Destination: |Community Library (Cobleskil) (CO ~| Order type: [subscripion Material type:

Shelving scheme: Dewey Decimal - Completenesscode: [ +]

Call number: Display in PAC

B
S
O
D
&
n
)
£
3
S
I
©
=
DU
»
B
7
A
-

DE&EEX

Category fLinkage No. Frequency Designation Regularity Pattern Calendar Change Pattern
BasicBb / 1 Weekly (January 4 2010) o 0298mo/0299mo, 0. GOpen

Edit pattern options

Open

Print

Delete

Add issue/part

For Help, press F

NUM

Close pattern

Predict issues/parts

3. Select Predict issues/parts from the context menu.

The Predict Issues/Parts dialog box shows the predicted issues.

Predict Issues/Parts
Prediction Results
Designation publicaton ... ExpectedA... 4| Startdate: 1f 8f2007
(February 13 2012) 2/13/2012  2/15f2012 Fnd ciates o o
(February 20/February 27 2012) w012 22262012
(March 5 2012) 3/5/2012 3/7/2012 =||  Designation:  (January 4 2010)
(March 12 2012) 3/12/2012 3/14/2012
{March 19 2017) 31912 32172012
(March 26 2012) 3/26/2012  3/28/2012
(April 22012) 4212012 4/af2012 P
(April 5 2012) 4j9/2012 4/11/2012
(April 16 2012) 4/16/2012 4/18/2012
(April 23 2012) 4/23/2012 4/25/2012
{April 30 2012) 430/:012  Sj2/012
(May 72012) 5/72012 5/3/2012
(May 14 2012) 5/14/2012  5/16/2012
(May 21 2012) 5/21/2012 5/23/2012
(May 28 2012) 5/28/2012 5/30/2012
{June 42017) 6/4/2012 6/6/2012
(June 11/June 18 2012) §/11/2012  §/13f2012
(June 25 2012) 6252012 6/27f2012
(b 2 901 7) 70212012 7412012
o | [ Cancel ] [ Help

4. Click oK.

The predicted issues are created.
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Tip:

You can also create a publication
pattern template with a frequency
of Completely irregular or
Continuously updated and an
enumeration of Free text to use for
these types of special issues or
supplements. See “Creating
Publication Pattern Templates” on
page 53.
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Predict issues/parts with different titles

In some situations, a serial issue may be published outside of the usual
publication pattern. It can be an issue that has the same title as the title in
the serial holdings record, and the same enumeration and chronology, or it
can be a special issue with a different title from the serial holdings record
and no enumeration or chronology, such as Special Fall Cleanup Issue.

Note:

To add a special issue that is published outside of the usual publication
pattern, but with the same title as the serial holdings record, see “Add a
special issue/part at check in” on page 89.

Follow these steps to add a special issue or part that has a different title
than the title in the serial holdings record.

1. Open the Serial Holdings Record workform for the serial title.

A4 Serial Holdings Record - 485 - General - Polaris E = ’@
File Edit View Links Tools Help
DeHE X & [
"E Title: Garden ideas & outdoor iving. 1SSN/ISBN:
8 Destination: |Community Library (Cobleskil) (CO «| Order type: |Subscription Material type:
[FQ cCollection: Magazines (PER) ¥ | Status: Currently Received v | Copy no= 1 Bibno: 133378
[ oldings
S GRS [@Ipisplay in PAC
=
:% Retention designator: | -
~—
.@ Publication Patterns
P
@ CEE s
l:l Category / Linkage Na. Freguency Designation Regularity Pattern Calendar Change Pattern
BasicBib / 1 Bimonthly (January 2005) pm 01,03,05,07,09,11 Open
&
i
o=
For Help, press F1 NUM

Double-click the pattern to open it.

Set up the chronology, if applicable, following the instructions in
“Establish chronology and enumeration” on page 38.

4. In the Caption box under Enumeration Setup, type [ ] or [Title] as the
holding place for the title of the special issue. The square brackets
prevent the text from displaying. You can enter the exact title when the
issue is checked in.

Enumeration Setup

Caption: [itle:] Format; Start value: | Tite:|

5. Select Free text in the Format box and click Add.
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ion Pattern (read-anly) - Ei ion and Chronal =5
Pattern
Frequency: |Ementhly v| Startdate: | 1/ 1/2005 End date:
Chronology Setup
Caption: | ] Format: +] [ Atemative chronology
Level No. Caption Format Start Value Display As...
1 Year Numeric 2005 2005

F Month Full text 01 January

Enumeration Setup

Caption: Formst: [ v] Startveue:
Bib units per next higher level: Continuity: S [ Alternative enumeration

Level No. Caption Format Units  Contiruity  StartValue  Display As..
1 [Tite] Free text add
Start designation: (January 2005)
< Back Next> | [ cancd | [ Heb

Select Links, Check In from the Serial Holdings Record workform.

7. When the special issue arrives, right-click the issue in the Check In
workform, and select Open from the context menu.

The issue appears in the Issue workform.

8. Type the title of the special issue in the box labeled Title under
Enumeration.

TH Issue Record - 18572 - General - Polaris ol ® ==
File Edit View Links Tools Help

ZHES-X D

o IS Garden ideas & outdoor living. 155N
[ Coteoory:  [Basc Sbiographic Unit Status:  Expected - 642012 Copyno.: 1
.._(2 Destination: | Community Library (Cobleskil Collection: | Magazines (PER) Material type: |Perioical
. Designation:  Summer is coming. Special issue. (June 2012) Title of:
B Enumeration Levels Chronology Levels
7 [Title] Bummer is coming. Specil issue. Year 012 -

Chronology date:  6/1/2012
¢ ) Expected arrival date: &/ 4/2012 [F

¢ ) Issue unit price: $0.00

For Help, press F1

9. Select Tools, Check In from the Issue menu to check in the issue.

The issue’s title displays in the PowerPAC’s Availability view.

Iry

2. Garden ideas & outdoor living. {1972)

|
Call Number Shelf Location Status Type

=.Community Library (Cableskill)
| (44 0T 47 available)

m

—Magazines

H &

Summeriscoming. Special issue. (June 2012)
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Creating Publication Pattern

Templates

If your library has installed Polaris publication pattern templates, you can
copy these templates for serial titles with similar publication patterns. The

templates created by Polaris Library Systems have PolarisExec as the creator
and PLS in the name.

You can also create your own publication pattern templates from the
Publication Pattern Template Manager or by saving a publication pattern
as a template from the Serial Holdings Record workform. All publication
pattern templates are available from the Serial Holdings Record.

Create a publication pattern template

Follow these steps to set up a serial publication pattern template.

1.

Tips:

Expand the Publication Pattern
Manager by dragging the bottom
right corner of the workform.
Widen a column by dragging the
border of the column header.
Filter the list by selecting a creator
or frequency.

Sort the list by clicking the column
header.

Quickly locate a template by
placing the cursor in the list and
typing the first letter of the
template name.

Select Serials, Templates, Publication Pattern from the Shortcut Bar.

The Publication Pattern Template Manager workform appears.

Wil Publication Pattern Template Manager - Polaris (= e )
File Edit View Help
O a-%x i
Filter By
Creator: [Polar\sExec = Frequency: |=All= =
Template Name Frequency Designation Reqularity Pattern  Calendar Change  Creator  Note o=
A guide book of United States ... Annual 56th ed, (2002) Palari,.. [
AAA road atlas (0891-3153)-... Biennial (2004) Palari...
AARP bulletin : (1044-1123 Monthly Vol. 44No, 1 (Jan. 2003) om 07/08 | pm01,... 01 Polari...
AARP the magazine. (1541-98... Bimonthly Vol, 48 No. 1{8) (January/February 2005) om 01/02,03/04,0... 01 Polari...
Abridged readers’ guide to per... Monthly Val. 71No. 8 (Jan. 2008) pm01,02,03,04,0... Polari...
ACCRA cost of living index / (1... Quarterly Val. 38 No. 2 (2nd Qtr 2005) pm 06,09,12,03 03 Polari...
Ad astra = (1041-102)--»PLS  Quarterly Val, 16 Mo, 4 {Winter 2005) ps 24,21,22,23 21 Palari,..
Advertising sge. (0001-8893)-... Weekly Vol 76 Na. 1 {January 3 2005) ow 1288mo |pd mo 0101 Palari...
Air & space Smithsonian, (038... Bimonthly Vol, 20 No, 3 (August/September 2005) om 08/08,10/11,1... Polari...
AN ; (0002-936X)—->PLS Monthly vol, 105 No. 1 (January 2005) pm01,02,03,04,0... Polari...
Alaska, (0002-4562)-PLS Monthly Volume 70 No. 8 {October 2004) pm 02,03,04,05,0... Palari...
Allin. (1554-71 - Annual Volume III Issue 2 (2005) Polari... new note
All you. {1550-5324)-->PLS Manthly {January 2005) pm01,02,03,04,0... Palar...
Allure, (1054-7711)--=PLS Manthly val, 15 Maw 1 (January 2005) pm 01,02,03,04,0... Palari,..
Almanac of the 50 states, (08... Annual (2002) Polari...
American art f {1073-3300)>... Three times... vol. 12 Mo, 1 (Spring 2005) ps 21,22,23 21 Polari...
American artist, (0002-7375)--... Manthly &9 No. 750 (Jan. 2005) om 07/08 | pm 01,... 01 Polari...
American big businesses direct... Annual (2004) Polari...
American cheerleader (1079-9... Bimonthly 12 No. 3 (June 2006) pm 06,08,10,12,0... Polari...
American craft, {0194-3008)--.., Bimanthly 65 Mo, 1 (Feb,Mar, 2005) om 02/03,04/05,0,.. 01 Polari...
American fitness, (0893-5238)... Bimonthly 24MNo. 5 (September/October 2008) om 0%/10,11/12,0... 01 Palari...
American forests, (0002-8541... Quarterly vol, 111 Mo, 2 {Summer 2005) ps 24,21,22,23 Polari...
American gardener. (1087-89... Bimonthly Wolume 85 No. 1 {January,February 2006} om 01/02,03/04,0... Polari... | o
« m r
940 items NUM

For Help, press F1
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2. Select File, New, or click [V

The Create Publication Pattern Template - Enumeration and
Chronology dialog box appears.

Pattern

Frequency: Startdste:  [12/30/2008 B | Endeste: [T -]

Chronology Setup

Caption: | Format: - Alternative chronology

Level No. Caption Format Start Value Display As...

Enumeration Setup

Bib units per next higher level: l:l Conhnulty:\zl [C] Alternative enumeration

Level No. Caption Format Units  Continuity  StartValue  Display As...
Start designation:
<Back | Mextz | [ Cancel | [ heb

3. Define the publication pattern enumeration and chronology, and click
Next. See “Establish chronology and enumeration” on page 38.

The Create Publication Pattern Template - Regularity Pattern dialog
box appears.

[Creste Publication Pattern Template - Regularity Pattem [

Regularity Pattern
Publication code: [ vl Calendar unit: [ vl From: Ta:
Publication Details Format 'from’ and "to’ fields as follows:

Year: 1753 - 9985,

Month: 1 - 12,

Season: 21-24.

Vieek of month: 99, 98, 97, 00, 01, 02, 03, 04, 05.
Week of year: 1- 53,

Day of month: 1- 31,

Day of week: su, mo, tu, we, th, fr, sa.

Calendar Change

(2- or 4-character numeric codes indicates MM, SS or MMDD. Can be separated by a comma.)

<Back [ mext> | [ cancel ] [ e

4. Specify the publication regularity, and click Next. See “Set up the serial
publication pattern regularity” on page 41.

The Create Publication Pattern Template - Prediction Results dialog
box appears.
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Prediction Results

Designation Publication ... ~Expected A... ) Start date: 7/20/2010

Vol 1no. 1 (20 July 2010) 7/20/2010  F/20/2010 End date: E
Vel 1no. 2 (27 July 2010) 7272010 Ff27/2010

vel. 1no. 3 (3 Aug. 2010) 8/3/2010 8/3/2010 £|| Desgnaton: Vol 1no. 1 (20 uly 2010)
vol. 1no. 4 (10 Aug. 2010) 8102010  8/10/2010

Yol 1no. 5 {17 Aug. 2010) 8/17/2010 8/17/2010 MNote:

Vol 1no. § (24 Aug. 2010) 8242010 §/24/2010 | "

Vol 1no. 7 (31 Aug. 2010) 8342010  8/31/2010

Vel 1no. 8 (7 Sep. 2010) 9/7f2010 3/7/2010

vol. 1no. 9 (14 Sep. 2010) 9/13/2010  9/14/2010

vol. 1no. 10 (21 Sep. 2010) 9/21/2010  9/21/2010

vol. 1no. 11 (28 Sep. 2010) 9/28/2010  9/28/2010

Vol. 1no. 12 (5 Oct. 2010) 10/5/2010 10/5/2010

Vol. 1no. 13 (12 Oct. 2010) 10/12/2010  10/12/2010

Vol 1no. 14 (19 Oct. 2010) 10/18/2010  10/13/2010

Vel 1no. 15 (26 Oct, 2010) 10/25/2010  10/26/2010

vol. 1no. 16 (2Nov. 2010) 1122010 11/2/2010

vol. 1no. 17 (3 Nov. 2010) 11/8/2010 11/3/2010 .

Vol 1no. 18 (16 Nov. 201) 117182010 11/16/2010 )

Ynl_1nn. 19 (23 Naw. 2010% 11232010 11/23/2010 S

Template name:

<Back J[_Finsn | [ Cancel | [ hep

Review the predicted issues to make sure the results are what you
expected. See “Review a publication pattern’s prediction” on page 45.

Note:

If the results are not what you expected, click Back to go back and change
the prediction pattern.

If you want a note to appear next to this template in the Publication

Pattern Template Manager list, type up to 512 characters in the Note
box.

Type a name for the template in the Template name box.
Click Finish.

The publication pattern template is saved and will appear in the list of
templates when you create a new pattern in a serial holdings record.
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Tips:

Expand the Publication Pattern
Template Manager by dragging the
bottom right corner of the
workform.

Widen a column by dragging the
border of the column header.
Filter the list by selecting a creator
or frequency.

Sort the list by clicking the column
header.

Quickly locate a template by
placing the cursor in the list and
typing the first letter of the
template name.

Tip:

To delete or print multiple
publication patterns, multi-select
the patterns, right-click, and then
select Print or Delete from the
context menu. Other options are
available on the menu when you
select a single template.
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Edit a publication pattern template

Follow these steps to edit a publication pattern template.

1. Select Serials, Templates, Publication Patterns from the Polaris Shortcut
Bar.

The Publication Pattern Template Manager workform appears.

illl Publication Pattern Template Manager - Polaris =0 E=R) )|
File Edit View Help
O &-x 0
0 Filter By
U e - Frequency: | <All> -
s
4
[al | Template Name Frequency Designation Regularity Pattern  Calendar Change  Creator  Note -
E A4 guide book of United States ... Annual S6th ed. (2002) Folari... [l
QU AAA road atlas (0891-315. Biennial (2004) Polari,..
}_._ AARP bulletin : (1044-1123) Monthly Vol, 44No. 1 (Jan. 2003) m 0708 | pm 01,... 01 Polari...
AARP the magazine, (1541-98... Bimonthly Vol, 48 No. 1(8) (January/February 2005) om01/02,03/04,0... 01 Polari...
E Abridged readers’ quide to per... Monthly Vol, 71 No. & (Jan. 2006) pm01,02,03,04,0,., Folari...
) ACCRA cost of living index / {1... Quarterly Vol, 38 No. 2 (. om 06,09,12,03 03 Polari...
) Ad astra = (1041-102%)-->PL5  Quarterly Vol. 16 No. 4 (Winter 2005) ps 24,21,22,23 21 Folari...
4“6 Advertising age. (0001-8899) weekly Vol 76 No. 1 (January 3 2005) ow 1299mo |pdmo 0101 Polari...
o Air & space Smithsonian, (088... Bimonthly Vol. 20 No. 3 (August/September 2005) om 08/02,10/11,1... Polari...
AN : (0002-936X)—-3PLS Manthly vol, 105 Ne. 1 {(January 2005) om01,02,03,04,0.., Polari...
L o BAlaska. (0002-4562)-->PLS Monthly Volume 70 No. & (October 2004) pm 02,03,04,05,0,.. Folari...
Q Allin, (1554-7167)- Annual Volume III Issue 2 {2005) Polari... new note
Ly All you, {1550-6824)-->PLS Manthly (Jznuary 2005) pm 01,02,03,04,0... Polari...
[+ Allure. (1054-7711)--PLS Monthly Vol, 15 No. 1 (January 2005) pm 01,02,03,04,0... Polari...
E Almanac of the 50 states, (08... Annual (2002) Polari...
E American art / {1073-2300 Three times... Vol. 12 Mo, 1 (Spring 2005) ps 21,22,23 21 Polari...
=5 American artist, (0002-7375)--... Monthly Vol, 52 No. 750 (Jan. 2005) m 0708 | pm 01,... 01 Polari...
o, American big businesses direct... Annual v, 1(2004) Polari,..
American cheerleader (1078-8... Bimonthly Vol. 12 No. 3 (Jume 2006) pm 06,08, 10,12,0,.. Folari...
J American craft, (0194-8008)—-... Bimonthly Vol, 85 No. 1 (Feb. /Mar, 2005) om 02/03,04/05,0... 01 Polari...
i American fitness, (0893-5233)... Bimonthly Vol, 24No. 5 (SeptemberfOctober 2006) om 08/10,11/12,0... 01 Polari...
American forests, (0002-8541.., Quarterly vol, 111 No. 2 {(Summer 2005) ps 24,21,22,23 Polari...
American gardener, (1087-99... Bimonthly Volume 85 No. 1 (January/February 2006) cm 01/02,03/04,0... Polari.... | sl
] 1 3
For Help, press F1 940 items NUM

2. Right-click a publication pattern, and select Open from the context

mendu.

The Modify Publication Pattern dialog box appears.

Enumeration Setup

Fomas [ x| sertvee:

Caption:

Bib units per next higher level:

Modify Publication Pattern Template - AARP bulletin : (1044-1123)--» PLS - Enumeration and Chronology ]
Pattern
Frequency: Start date: 1 1/2003 @~ | Enddate: |0 @
Chronology Setup
Caption: [ vl Format: [ v] [ alternative chronology
Level No. Caption Format Start Value Display As...
1 Year Numeric 2003 2003
2 Menth Abbreviaton 01 Jan.

Continuity: :} [7] lternative enumeration

Level No. Caption Faormat Units Continuity StartValue Display As...
1 wol, Number 44 Vol 44 Add
2 Na. Number 1 Restarts 1 Ma. 1
Start designation: Val. 44 No. 1 (Jan. 2003)
<gack |[_mexi> | [ cancel ] [ e

3. Modify the publication pattern as needed. See “Creating Publication

Pattern Templates” on page 53.
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Copy a publication pattern template

If you want to start with an existing publication pattern template, modify
it, and create a new template, you can copy the template. Follow these steps
to copy a publication pattern template.

1. Select Serials, Templates, Publication Patterns from the Polaris Shortcut
Bar.

The Publication Pattern Template Manager workform appears.

2. Right-click a publication pattern template, and select Create from the
context menu.

Publication Pattern Template Manager - Polaris == )
File Edit View Help

0@ & X B

U) Filter By
Q Creator: [Po\ansExec - Frequency: | <All= v]
e
o
[all | Template Name Frequency Designation Reqularity Pattern  Calends... Creator Mote o
E $100,000|quilting challenge, {1557-26.., Quarterly Issue 1 {2006) ps 23,24,21,22 PolarisExec D
O 4-nheel drive & sport utiity magazine, ... Monthly Vol 21 Mo, 1 {Mar, 2005) pm 01,02,03,04,0... PolzrisExec
}_._ A guide book of United States coins, {0... Annual S6th ed, (2002) PolarisExec
AAA road atlas (0821-3153)-PL5 Biennial (2004) PolarisExec
E AARP bulletin : {1044-1123)-->PLS Monthly Vol. 44No. 1 (Jan. 2003) o 07/08 | pm 01,... 01 PolarisExec
O AARP the magazine. (1541-9894)—>PLS Bimonthly Open
dhy Abridged readers' guide to periodical lit... Manthly 5 pm01,02,03,04,0... PolarisExec
45 ACCRA cost of ving index f (1070-316... Quarterly Print 005)  pm05,08,12,03 03 PolarisExec
(a¥ Ad astra = (1041-102%)-->PLS Quarterly Rename 05) ps 24,21,22,23 21 PolarisExec
Advertising age, {0001-8399)-->PLS Weekly 2005) ow 129%mo |pdmo 0101 PolarisExec
£ Air & space Smithsonian, (0886-2257)-... Bimonthly Delete Epte...  cm 08/08,10/11,1... PolarisExec
.9 AN (D002-236X)-=PLS Manthly 2005)  pm01,02,03,04,0... PolarisExec
+— Alaska. (0002-4562)-- Monthly Create er2.. pm02,03,04,050... PolzrisExec
(1] allin, {1554-7167) Annual Waolume III Issue 2 {2005) PolarisExec new note
E all you, {1550-6924)--2PLS Monithly {January 2005) pm01,02,03,04,0... PolarisExec
E allure, {(1054-7711)—-=PLS Monthly Vol. 15Mo, 1 (January 2005)  pm 01,02,03,04,0... PolarisExec
5 Almanac of the 50 states, {0887-0519)... Annual (2002) PolarisExec
[ | American art  (1073-2300)—>PLS Three times...  Vol. 18N, 1 (Spring 2005) ps 21,22,23 21 PolarisExec
American artist. (0002-7375)-->PLS Monthly Wal, 62 Mo. 750 (Jan. 2005) o 07/08 |pm 01,... 01 PolarisExec
_I American big businesses directory, {10.., Annual v, 1{2004) PolarisExec
American cheerleader {1072-9885)-->... Bimanthly Vol. 12No. 3 {June 2006) pm 06,08, 10,12,0... PolzrisExec
American craft, (0194-8008)--2PLS Bimonthly Vol. 85Mo, 1 (Feb./Mar. 2005) cm 02/03,04/05,0... 01 PolarisExec
Arr‘mritan fitness. (0893-5238)-=PLS Bimonthly Wol. 24Mo. 5 (September/0... cm 09/10,11/12,0... 01 PolarisExec i
“ n r
For Help, press FL 940 items UM

The Create Publication Pattern dialog box appears.

3. Modify the publication pattern as needed. See “Creating Publication
Pattern Templates” on page 53.

4. Type aname for the new template in the Template name box on Step 3
of the Create Publication Pattern window, and click Finish.

The publication template is saved with the new name.
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Rename a publication pattern template

If you want to keep all the settings for a publication pattern template, but
you want to give it another name, you can rename the publication pattern
template. Follow these steps to rename a publication pattern template.

1. Select Serials, Templates, Publication Patterns from the Polaris Shortcut

Bar.

The Publication Pattern Template Manager workform appears.

2. Right-click the publication pattern you want to rename, and select
Rename from the context menu.

The name area is highlighted in the list.

Publication Pattern Template Manager - Polaris (=N ol (=
File Edit View Help
D& &-% &
0 Filter By
QU Creator: lPu\ansExEc Frequency: | <All> v]
+g
A
Q_ Template Name Frequency Designation Regularity Pattern Calenda... Creator Note -
E Annual report / (0486-8005)-->PLS Annual 45th (2003) PolarisExec =
Q Annual report / (8756-8276)-->PLS Annual 1996 - 1997 PolarisExec [
}-__ Antiques & collecting magazine, {1084-... Manthly Volume 10% Mumber 11 {Jan.., pm01,02,03,04,0... PolarisExec
AppleSesds (1092-7725)--3PLS Monthly Volume 8 Number @ {Msy 20... pm01,02,03,040... 0% PolarisExec
E Archaeology. (0003-8113)--#PL5 Bimonthly Vol. 58 Mo, 1 (January/Febr... cm01/02,03/04,0... 01 PolarisExec
O architectural digest, (0003-8520)—->PLS  Monthly Vol, 82Mo. 1 (January 2005)  pm 01,02,03,04,0... PolarisExec
e Arizana highways. (0004-1521)->PLS  Monthly Vol 81No. 1 (Jan. 2005) om 01,02,03,04,0... PolarisExec
E Art & antiques. (0195-8208)-->PLS Monthly Vol. 28 No. 1 (Jan. 2005) o 07/08 |pm 01,... 01 PolarisExec
Q_ Artin America. (0004-3214)--=PLS Manthly val. 83 Mo. 1 (January 2005) cm 06/07 | pm 01,... 01 PolarisExec
Artin America, [0736-7618)--=PLS Annual {2002) PolarisExec
| m Artindex. {0004-3222)-->PLS Quarterly vol. 76 No. 3 (July 2005) pm 07,10,01,04 01 PolarisExec
Q Art jewelry, (1547-2728)—=PLS Bimonthly Volume 1Issue 2 (January 2... pm 11,01,03,05,0... PolarisExec
EW | artforum international, (1086-7058)-... Manthly Vol 44Mo. 1 (Sep. 2008) om01,02,03,040.. 0% PolarisExec
lB Arthur Frommer's budget travel. (1521... Monthly Vol. 7 Issue 10 (December 2... om 12/01,07/08 | ... PolarisExec
.E Artist's & graphic designer's market. (1... Annual (2003) PolarisExec
E ARTnews, (0004-3273)-->PLS Manthly Wol, 104 Mo, 1 {January 2005)  tm 07/08 |pm 0L,... 01 PolarisExec
g |E — iy Vol. 4No. 1 (Jan. 2005) m 05/06,07/08,1... 01 PolarisExec
o AudioFile : {1063-0244 P ly Vol. 1Mo, 2 (Aug./Sep. 2005) cm 08/08,10/11,1... 08 PolarisExec
Audubon, (0087-7136, Print ly Vol 107 Number 1 (January...  cm 01/02,03/04,0... PolarisExec
;I Automobile magazine, Rename Wol. 20 Mo, 10 (January 2008) pm01,02,03,04,0... 04 PolarisExec
Automotive industries. Vol. 185No. 1 {Jan. 2005) pm01,02,03,04,0... 01 PolarisExec
Automotive news, (20 Delete Mo, 6183 {January 2 2008) pw 0504mo | pd ma PolarisExec
Autoweesl Wol. 56 Mo. 1 (January 2 2006) ow 1283mo [pdm... 0101 PolarisExec i
.| Create +
For Help, press F1 940 items MNUM

3. Type the new name over the existing name.

The publication pattern template’s name is changed.
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Publication Pattern Examples

Published Annual Vol. 1 2011
annually Year vol. Vol. 2 2012
Published Monthly Vol. 1 Issue 1
monthly with January 2012
two combined Year Volume 1 cm07/08 (10 issues per
issues - July/ Month Issue 1 cm09/10 year - July & Aug.
Aug. & Sept./ in issue 7, Sept. &
Oct. Oct. in issue 8)
Published Semiweekly
semiweekly - vol. 1 no. 1
Monday and
Thursday Year vol. 1 0d0101 Mond; yéc.)lf;uary
(except on Day of month no ’ 1 0d0704 (omits Jan.1
Fourth of July, Month Monda 0d1225 Julv 4. Dec. 25
y uly 4, Dec. 25,
Labor Day, Day of week Jan. 2 ow0901ImO |4 4 \ion. in Sept. &
Thanksgiving, ow1199th last Thurs. in
Christmas, Nov.)
New Year’s
Day)
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Creating Serial Item Templates

If your library circulates serials or tracks their use in-house, use a serial
item template to generate serial items at check-in. You can create serial item
templates for every branch, serials collection, and serials material type so
that there is minimal processing required after the item record is created.

To create a serials item using an item template, there must be an item
template with a name that begins with Serial or Serials, and the following
fields in the Serial Holdings Record workform and the Item Template
workform must match:

* Destination on the Serial Holdings Record workform and Assigned on
the Item Template workform

* Collection on the Serial Holdings Record workform and Collection on
the Item Template workform

* Material type on the Serial Holdings Record workform and Material
type on the Item Template workform

A9 Serial Holdings Record - 145 - General - Polaris (===

File Edit View Links Tools Help
BHE-X & @

The New Yorker, ISSM/ISBN: Find

Tite:

Destination: |Community Library (€t ¥ Porder type: |5 aterial type:
z Periodical Be
@ | copyno: Bibno: 342753
]
2 =Sl )
File | Edit View Links Tools
Name must begin Template owfer: [FEE, -

with Serial

Bib control:

[[INon-cireulating  Parent:

callno.: [@]Display inPAC  Price:
Identification

Owner:  [community Library &hleskﬂ\) ) =)/ shefflacation:  [Quone) -
7
Assigned: [Communlty' Library (C‘oblesle) CCOB):EDTemp location:

:
7 n

L Ll Serial FHoldings Record

Call number Request

Scheme: |Li - Loanable outside system
Scheme: |Library of Congr ¥
Haldable
Prefix:
Loan period: Standard Limit ta:
Renewal limit: 2 : Cutter: B Patrons from this library and
branches

Stat code: S [ Patrons from this branch only

3 Vol:
ozl [ preferred borrowers
Home branch: | Community Library (Cobleskil + Copy: [F] Do ot float
The template was saved successfully. UM
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Create a serial item template

Follow these steps to create a serial item template.

1. Select File, New from the Polaris Shortcut Bar, or click 3

The New dialog box appears.

2. Select Item Template in the Objects list, and click OK.

The Item Template workform appears.

[ New ltem Template 1 - Cataloging - Polaris =] = |==
File Edit View Links Tools Help
Template
Q Hame: | Template owner: er -
ot = J
LIy
'-d Title: Bib control no.:
E Author: [~ Non-circulating Parent item:
QO Call number: Display in PAC Price:
g Owner: [ Community Library (Coblesidl) (br) +| shelflocation: [0vone) -
PO  “ssonec:  [Community Library (Cobleskil) (COB) *|  Temporary location:
e
= [ ) craison b
Circulltion parameters Call number Famis:
# : (Mone) [7]Loanable outside = Do not mil
system to patron
f:
Loan period: [ione) v  Prefic
Fine code: [ione) ) | || G [7]Holdable
Renews! imit: 5 Cutter: it to:
Suffix: [ClPickup at this branch
Stat code: [(N“"E) '] Val: [ Patrons from this library and
T . : branches
ame of piece:
Copy: [C1Patrons from this branch only
Home branch: | Community Library (Cobleskil) (c08) ~|  [7]Do nat float [CIpreferred borrowers
For Help, press F1 NUM

3. Type serial or Serials followed by a template name in the Name box.
Select the template owner in the Template Owner box.
5. Select the owner for the item records in the Owner box.

Note:

Select the same branch name in the Owner box as that in the Assigned
branch box.

Select the branch name in the Assigned box.
Select the material type in the Material type box.

Select the collection in the Collection box.

¥ ® N &

Select the following required fields to create an item record: Loan
period, Fine code, and Renewal limit.

Note:
See “Using Cataloging Templates” in the Polaris Cataloging Guide 4.1R2.

Tip: 10. Complete the information for circulating serials according to your
You can set the Circ status in the library’s policies and workflow‘

template to In if you want all your

serial items created from this

template to have a circulation

status of In.
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11. Select File, Save.

Note:

If the template does not have the required information for creating an
item record, a message appears and you cannot save the template. Fill in
the required fields labeled in bold type, and save the template again.

The template is saved. When you check in serial issues and the serial
holdings record has the same destination (assigned branch),
collection, and material type as the item template, serial items are
create automatically.

Related Information

Checking in serial issues and creating item records - See “Checking In
Serials” on page 76.
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Changing a Serial Holdings
Record’s Title

If you have saved a serial holdings record with the wrong title, you can link
it to a new bibliographic record. However, any received and retained
issues/parts and any linked serial item records will be linked to the new
bibliographic record, and they will display in the PAC with the new title.

In cases where the publisher changes the title of the serial publication, and
your library uses successive entry cataloging, it is preferable to create a new
serial holdings record and link it to the bibliographic record with the
publication’s new title. Close the publication pattern for the old serial
holdings record, which deletes any issues that have been predicted but not
received. Then, select File, New, Copy to create a new serial holdings record
with the same publication pattern as the old title, and then link to the new
bibliographic record.

If the publication pattern has not changed with the new title, you can then
generate issues from the existing pattern, and check in issues for the new
title. This method ensures that any retained issues and items from the old
serial holdings record keep the link to the old bibliographic record and
display in the PAC under the old title. Any subsequent retained issues and
items will display in the PAC under the new title.

In Polaris Administration, the title display for serials can be configured to
display the 780 (Former Title) and 785 (Later Title) fields in the PAC. When
the title display has been configured to display the former and later title,
patrons can find all the issues of a serial. See “Configuring the PowerPAC
Title Display” in the Polaris Public Access Administration Guide 4.1R2 and
“Configuring the Mobile PAC Title Display” in the Polaris Public Access
Administration Guide 4.1R2

Note:

When you select a different bibliographic record to be linked to the serial
holdings record, the compressed holdings statement in the PAC will not
reflect the change until the BuildUpCompressedHoldings SQL job has been
run.
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Link a new bibliographic record to a serial holdings
record

Follow these steps to change a serial holdings record’s title.

Important:

You should change the bibliographic record only when you have linked to
the wrong record. If there are received issues/parts and item records
linked to the serial holdings record, they will all be linked to the new title.
If the publication’s title changed, copy the serial holdings record, link the
new serial holdings record to the new bibliographic record, and close the
publication pattern for the old serial holdings record. See “Close a
publication pattern” on page 49.

Open the Serial Holdings Record workform.
Click Find to search for the new bibliographic record.

If the serial holdings record is linked to a subscription record,
purchase order line item, or invoice line item, a message appears.

Pelaris £3

“' - '\-‘ Changing the bibliographic recerd on this serial holding recerd will
W' break any links to subscription recerds, purchase orders orinveices. Do
yeu want te continue?

3. Click Yes to continue.

If there are links to received and retained issues/parts, and any item
records, a message appears.

Polaris &3

& Any issues, with or without serial items, will be linked to the new
bliographic record and they will display in the PAC with the new title.
ny serial items and item-level holds will alsa be linked to the new
bibliographic record. Do you want to continue?

Click Yes to continue.

The Find Tool appears with Bibliographic Records selected in the Object
box.

Search for the bibliographic record with the new title.

The bibliographic record or records matching your search criteria
appear in the Find Tool results list.

Select the new bibliographic record.
Polaris checks for any received issues and any linked items.
Save the serial holdings record.

The Serial Holdings Record is updated with the new title information.
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Publisher Changes a Serials Title

If the publisher changes the title of a serial publication for which the library
already has received and retained issues/parts, create a new serial
holdings record, and close the publication pattern for the old serial
holdings record. This ensures that any issues/parts received under the old
title display the old title, and new issues/parts display the new title.

* See “Copy a serial holdings record” on page 31.

* See “Close a publication pattern” on page 49.

You can set Polaris Administration profiles to display the former and later
titles in the PAC.

* See “Configuring the PowerPAC Title Display” in the Polaris Public
Access Administration Guide 4.1R2 and “Configuring the Mobile PAC
Title Display” in the Polaris Public Access Administration Guide 4.1R2.
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Managing Subscriptions

Subscription Records are optional in Polaris. You can use subscription
records if your library wants to track renewals or create purchase orders
automatically when subscriptions are renewed. You can renew and cancel
subscriptions without creating subscription records, but there will be no
automatic tracking or reporting capabilities.

A subscription record is a central location for information related to one or
more copies (serial holdings records) of a subscription, including the
renewal term, status, start date, and expiration date. A subscription record
is linked to a bibliographic record and one or more serial holdings records.
Once you have set up subscription records for all the subscriptions your
library has, you can manage (view, renew, cancel) your subscriptions from
the Subscriptions List.

If you use subscription records, you can print reports that show the types
of serials titles your library subscribes to and the cost of these subscriptions.
These reports can assist you in making decisions about renewing or
cancelling your library’s subscriptions. For more information, see “Serials
Reports” in the Polaris Basics Guide 4.1R2.

This unit covers the following topics:

* “Create a subscription record” on page 67

* “Add a serial holdings record to a subscription record” on page 69

» “Copy a subscription record” on page 70

* “View the Subscription List” on page 71

* “Renew a subscription from the subscription record” on page 72

* “Renew subscriptions from Subscription List” on page 73

* “Cancel a subscription” on page 74

* “Reopen a subscription” on page 75
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Create a subscription record

Follow these steps to create a subscription record.

1.
2.

Select File, New from the Polaris Shortcut Bar.
Select Subscription Record from the list.

A blank Subscription Record workform appears.

Click Find next to the Bib control box, and use the Find Tool to select the
bibliographic record for the subscription title.

|I New Subscription Record - 1 - General - Polaris E = '@
File Edit VYiew Links Tools Help
~ =
=Es- B
-G Identification
a Title: ISSN: Bib control:
O BERT 12/30/2008 [7] Automatic Renewal  Owner: Community Library (Cbleskil)
&
E: Supplier Subscription Period
o Supplier: Original date: 12f30/2008 B~
==
"5- Account no.: SAN: : Start date: 12/30/2008 [EN
—
LG Identifier: Term (months): 12 =
wn Membership Expiration date: |12/29/2009 E-
O
:3 Renewal Payment
) ~ s
| - —
33 ol Price: 50.00
55
i Copy Quantity
Notes: Active: Inactive: Totsh:
For Help, press F1 MNUM | _

The bibliographic information for the subscription title appears in the
Bib control, Title and ISSN boxes.

Select the library that controls this subscription in the Owner box.

Clear the Automatic Renewal check box if you do not want the
subscription to be renewed automatically.

Click Find next to the Supplier SAN box, and use the Find Tool to search
for and select the supplier for this subscription.
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10.

11.
12.
13.

14.

15.
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T2 Mew Subscription Record -1 - General - Polaris
File Edit View Links Tools Help

~
=Hs- g
Identification

Title:

Status: Open 12/30/2008

Supplier
Supplier:

Account no.: SAN:

Identifier:

Renewal

Instructions:

T
S
Q
O
2
=
2
o)
a
i
G
19)
Q
>
G
O]

I55N:

[¥] automatic Renewal  Owner:

G

Bib control:

Subscription Period

Original date: 12/30/2008

Start date: 12/30/2003

Term (months): 12 |2

Expiration date: | 12/28/200%

Payment

Method:

Community Library {Cobleskil) =

Price: £0.00

t=lle s

x:

Copy Quantity

Ret Activer 0 Inactive: 0 Total: p

For Help, press F1 NUM

The supplier name, account number, and SAN appear in the
appropriate boxes.

Type a name by which your library identifies this supplier, if
applicable.

Select the date when the subscription originally began in the Original
date box.

Select the date when the present subscription period began in the Start
date box.

Select the term for the subscription in the Term box.
The expiration date automatically appears in the Expiration date box.

Important:
The payment method, fund, and subscription price are required if you
choose to create purchase orders automatically upon renewal.

Select the payment method for the subscription in the Method box.
Select the fund that is being used for the subscription in the Fund box.
Type the price of the subscription in the Price box.

Note:
The Copy Quantity information appears when there are serial holdings
records associated with this subscription record.

If applicable, type renewal instructions and notes in the Instructions and
Notes boxes.

Add serial holdings records to the record (see “Add a serial holdings
record to a subscription record” on page 69).
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Tip:

You can also add a serial holdings
record to the subscription record
by selecting Tools, Add to
Subscription Record from the
Serial Holdings Record workform.
Then, select the subscription
record from the Find Tool.
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Add a serial holdings record to a subscription record

After you have created a subscription record, you can add serial holdings
records to the subscription record. Follow these steps to add a serial
holdings record to a subscription record.

1. Select View, Serial Holdings on the Subscription Record workform.

The Serial Holdings view appears.

TE¥ Subscription Record - 31 - Serial Haldings - Polaris =N Eom <)
File Edit View Links Tools Help
~ o 2
Dedsa-x s
-c Identification
S Tite:  Newsweek. ISSN: [1028-8604  Bib controk 342774
S st Open 12/30/2008 [7] futomatic Renewal  Owner: Community Library (Cobleskil) =
5
Holdings
= 5
(o] S X )=
=
Q Copy No.  Destination Collection Designation Status Material Type
b
=
O
15)
5
U.) Renewal History
Date User Name Identifier Copies Start Date Expiration ... Price  Supplier

For Help, press F1

MUR

2. C(lick + toadd a serial holdings record.

If only one serial holdings record is linked to the bibliographic record,
the information from that serial holdings record appears in the

Subscription Record workform. If multiple serial holdings records are
linked to the bibliographic record, the serial holdings records are listed

in a dialog box.

Serial Heldings ==
Copy Ne. Destination Collection Designation  Status Material Type
1 West Slope C...  Periodical Ba.. Pericdicel
2 West Slope C...  Periodical Ba..  Volume501s.. CumentlyRe.. Periodical
5 West Slope C.. Young Adult .. Volume50Ts.. CumentlyRe.. Periodical
34 West Slope C... Juvenile Refe..  Volume501s.. CumentlyRe.. Periodical

Cancel

3. If the Serial Holdings dialog box appears, select the serial holdings
record that you want to add to the subscription record, and click Select.

The serial holdings record appears in the Holdings list.
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Copy a subscription record

You can create a new subscription record by copying an existing
subscription record. Follow these steps to copy a subscription record.

Display the subscription record in the Subscription workform.
Select File, New from the menu on the Subscription workform.

The New Subscription Record dialog box appears.

Mew Subscription Record

" Clear Work Form 0k
" Lopy Existing Work Fom
-

Cancel

L

4. Choose one of the following options:
* Select Copy Existing Workform if you want to copy the subscription
information to the new subscription record.

* Select Clear Workform if you want to create a new record with
different subscription information.

Note:
Any serial holdings records that are linked to the original subscription
record are not linked to the new record.

5. Continue entering the subscription information. See “Create a
subscription record” on page 67.
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Tips:

Sort a column by clicking on the
column header.

Expand a column by dragging the
border of a column header.
Expand the workform by dragging

the lower right corner |:|

Tip:

When one type of filter is selected,
all the filters’ settings are used to
limit the list. If you do not want the
Supplier, Status, or Auto renew
filters to be used, select the All
option for any of these filters. If
you do not want the Expiration
Date to be used, expand the date
range to encompass all possible
expiration dates. If you do not want
the Owner to be used, select the
name of the library system (sys
appears after the system name).
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View the Subscription List

The Subscription List displays the library’s subscription records. You can
filter the list to see the subscriptions for a specific supplier, owner, status,
expiration date range, and automatic renewal flag. Follow these steps to
filter the subscription list to show specific subscriptions.

1. Select Serials, Subscription List.

The Subscription List appears.

# Subscription List - 1 - Polaris =% EoR (<=

File Edit View Tools Help

Hs- 2 @ @

Filter By

o
Al Libraries (sys) A Status: Open ~
-._‘-u)__l" Owner: Pemsienkm () (4 Auto renew:
Amsterdam Fres Library (o)
= Arrle fin) - Expiration Date
2 <l A From: 12232008 [+
"5’_ Supplier: | . VnEo IO (Cansdien Suppler) o
= 42979 To: 12/23/2008 B
b ARF HOMF VINFQ h
() [Ep—
- &
) 155N Stats | dentfer Price | Auto Renew| Supplier Account = Owner
D [ i B 07330350 Open P7s test 500 Yes AGE HOME VIDED Saratogs Spr
Garden idess Soutdoor fving, 07330340 Open P7s test2 S5.00 Yes ASE HOME VIDED Schenectady
Goif Digest's golf weskends, 15515415 Open P7s test1 S5.00 Yes ALTAMIRA PRESS Schenectady
Goif Digest's golf weskends, 15515415 Open P7s test S5.00 Yes ALTAMIRA PRESS Schenectady
Earthusteh, 87500133 Open 30,00 Yes Build 1575 Southern Adi
CCH 1040 express snsers, 19902363 Open S5.00 Yes EARTHWORDS Southern Adi
1000 yesrs of Trish prose, Open 30,00 Yes ENSLOWPUBS, 1234567890 1234! Southern Adi
Majsllat Jamiyat s-MURsndisin sV 11101253 Open 10,00 Yes ENSLOWPUBS,  12345673901234! Stilwster Fre
100 biest cruise vasations Open 342342 S5.00 Yes HARRY N, ABRAMS, Southern Adi
Farm journs. 00143008 Open S5.00 Yes KARLYLE ENVIRONM Southern Adi
The magazine antiques. Open S5.00 Yes REFERENCE SERVIC Southern Adi
For Help, press FL 1L rows NUM

2. Filter the list using the following options:

* Select one or multiple libraries in the owner box. To include all the
branches, select the system level.

* Select one or multiple suppliers in the Supplier box, or select All to
view the subscriptions for all suppliers.

¢ Select a status in the Status box, or select All to view the
subscriptions without regard to status.

* Select an option in the Auto renew box, or select All to view the
subscriptions whether they are automatically renewed or not.

* Select an expiration date range in the From and To boxes. To
include all expiration dates, expand the date range.

Related Information

* “Renew subscriptions from Subscription List” on page 73

* “Cancel a subscription” on page 74
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Tip:

You can clear the check box to
renew the subscription without
creating a purchase order.

Renew a subscription from the subscription record

The subscription renewal process can automatically create purchase orders
if your organization has set this option in Polaris Administration. Follow
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these steps to renew a subscription from the Subscription Record

workform.

Note:
If you are not using subscription records, you can simply extend the
subscription end date by typing a new date in the End date box in the
publication pattern in the Serial Holdings Record, generate more issues,
and receive them. See “Specify the publication pattern for a serial title”
on page 36. You can use an invoice with one line item to indicate the
expenditure for the renewal. See “Create an invoice without a purchase

order” in the Polaris Acquisitions Guide 4.1R2.

1. Display the subscription in the Subscription Record workform.

‘. Subscription Record - 31 - General - Polaris
File Edit View Links Tools Help

= = =R a7

B
S
O
0
3
c
2
e
a2
P
G
0
Q
&
n
L]

Identification
Titles Newsweek,
Status:  (Open 12/30/2008

Supplier
Supplier:  GALE RESEARCH COMPANY

Account . 280721 SAN: 2134373

Identifier:

Renewal

Instructions:

MNotes:

I55N;  00283-5604 Bib controk:

Automatic Renewal  Owner:

Subscription Period
Original date:
Start date:
Term (months):
Expiration date:
Payment
1 Method:
Fund:
nd Price:
Copy Quantity

Active: D

342774
Community Library {Cobleskil] ~

12/30/2008 B
12/30/2008 B~
12z | B

12/29/2009 B~

Regular Funds 2003 {RF2008 «

520,00

Inactive: 0 Total: o

For Help, press F1

MUR

2. Select Tools, Renew from the Subscription Record menu.

The Renew Subscriptions dialog box appears.

The Create POs at Subscription Renewal box is checked if the parameter

Renew Subscription

¥ Create PO's at Subscription Renewal

Order 2t [\west Slope Commurity Librar +

Create Purchase Order at subscription renewal is set to Yes in Polaris

Administration (see “Set up subscriptions” on page 126). The Order at

library is set to the default library.
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Click Continue to renew the subscription.

The subscription is renewed. If your library chooses to create purchase
orders upon renewal, a new purchase order is created with one line
item per subscription record. The line item contains a segment for each
unique combination of destination and collection from the
subscription record’s linked serial holdings records. If a purchase
order was previously linked to this subscription record, the previous
purchase order is closed.

Renew subscriptions from Subscription List

Follow these steps to renew subscriptions from the Subscription List.

1.

Select Serials, Subscription List from the Polaris Shortcut Bar.

The Subscriptions List appears.

8 Subscription List - 1 - Polaris [E=E[EcR (ST

File Edit View Tools Help

He- 2 @ R

Filter By
e d
W &l Libraries (sys) - Status:
o ol
Amsterdam (ib) L4
] Owner: Ams e L Auts 3
Amsterdam Free Library (br) uto renewr
o Aravle fit) - Expiration Date
_Q . <all> - From:  12/232008 [@~v
Si ier: =
"5" UPPIEE | 411 VIDEQ INFO. (Canadian Supplier) |
B 42979 To: 12/23/2000 @~
LG ARF HOMF VIDFQ hl
-8 Subscriptions
3 &
m ISSN Status Identifier Price | Auto Renew | Supplier Account # Owner
D M 07330340 Open PZ's test 25,00 Yes A3E HOME VIDEQ Saratoga Spr
07330340 Open PZ's test-2 £5.00 Yes ABE HOME YIDEQ Schenectady
Galf Digest's golf weekends, 15516415 | Open PZ's test-1 §5.00 Yes ALTAMIRA PRESS Schenectady
Galf Digest's golf weekends. 15516415  Open PZ's test $5.00 Yes ALTAMIRA PRESS Schenectady
Earthwatch, 87500183  Open $30.00 Yes Build 187a Southern Adi
CCH 1040 express answers, 19302363 Open §5.00 Yes EARTHWORDS Southern Adi
1000 years of Irish prose, Open $30.00 Yes ENSLOW PUBS. 12345678901234! Southern Adi
Majallat JamTyat al-Muhandisin al-Mi: 11101253 | Open £120.00 Yes EMSLOW PUBS. 1234567390 1234! Stilwater Fre
100 best cruise vacations Open 342342 §5.00 Yes HARRY N, ABRAMS, Southern Adi
Farm journal. 00148008  Open §5.00 Yes KARLYLE ENVIRONM Southern Adi
The magazine antiques. Open $5.00 Yes REFEREMCE SERVIC Southern Adi
For Help, press F1 11 rows NUM

Set the view of the Subscription List to display the subscriptions you
want to renew. See “View the Subscription List” on page 71.
Choose one of the following options:

* Torenew one or multiple subscriptions, select the subscriptions in
the list, right-click, and select Renew from the context menu.

* To renew all the subscriptions in the list, display the subscriptions
that you want to renew using the filters, and select Tools, Renew All
from the Subscription List menu.

The Renew Subscriptions dialog box appears.
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Renew Subscription

¥ Create PO's at Subscription Renewal

Order &t [\west Slope Commurity Librar +

The Create POs at Subscription Renewal box is checked if the parameter
Create Purchase Order at subscription renewal is set to Yes in Polaris
Administration (see “Set up subscriptions” on page 126). The Order at
library is set to the default library.

Note:

You can clear the check box to renew the subscriptions without creating a
purchase order.

4. Click Continue to renew the subscriptions.

The subscriptions are renewed, and the purchase orders are created, if
you selected this option.

Cancel a subscription

Follow these steps to cancel a subscription.

1. Display the subscription that you want to cancel in the Subscription
Record workform or the Subscription List workform.

Note:

For information on using filters to view subscriptions on the Subscription
List workform, see “View the Subscription List” on page 71.

2. Do one of the following actions:

* If you are canceling the subscription from the Subscription List
workform, right-click the subscription you want to cancel, and
select Cancel from the context menu.

* If you are canceling the subscription from the Subscription Record
workform, select Tools, Cancel.

The Cancel Subscription dialog box appears.

Cancel Subscription, E\E|
I~ Update linked holdings records
v
%)
I~ Update inked purchase order ine tems
PO Number POLI Number Status Rurr
3 I »
o] o
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Tip:

You can also reopen a canceled
subscription from the Find Tool
results list or from the Subscription
List. Right-click the subscription,
and select Reopen from the
context menu.

75 Managing Subscriptions

Select Update linked serial holding records, and select Completed or Not
Currently Received if you want to update the linked serial holdings
records to one of these statuses.

Select Update linked purchase order line items if there are purchase order
line items linked to this subscription, and you want their statuses
changed to Closed.

Click OK.
The Print dialog box appears.

Click oK to print the cancellation notice to send to the supplier.

When you cancel a subscription, the subscription status changes to
cancelled, and you can change any linked serial holdings records’
statuses to completed or not currently received, and any linked
purchase order line items to cancelled. If there are funds encumbered
on the linked purchase order line item, the funds are disencumbered.

Related Information

Printing cancellation notices in batch - Select Batch Print, Cancellation
Notices from the Serials menu.

Cancellation notice information - The subscription cancellation notice
text is set in the Polaris Administration Serials parameter Notification:
Subscription Cancellation Notice Text. It includes the date of the cancellation
notice; the subscription title, ISSN, and subscription identifier; the
supplier’s name, address, phone number, and account number; the
name, address, and phone number of the subscription’s owner.

Reopen a subscription

Follow these steps to reopen a cancelled subscription.

1.
2.

Open the canceled subscription in the Subscription Record workform.

Select Tools, Reopen.

The Reopen Subscription dialog box appears.

Reopen Subscription

™ Update serial holdings records

Status:
Cancel

To update the subscription holdings records, click Update serial holdings
records, and select the status in the Status box.

Click Continue to reopen the subscription.

© 2013 Polaris Library Systems



Polaris Serials Guide 4.1R2 76 Checking In Serials

Checking In Serials

When you receive serial issues or standing order parts from the supplier,
you check in the issue or part. You can check in any issue or part that has a
status of Expected, Pending Claim, or Claimed.

If you set up a publication pattern in the Serial Holdings Record for the
title, and you choose to generate issues or parts, they display in the Serial
Check In workform. You can predict more expected issues or parts under
this publication pattern from the Check In workform, and you can add
issues or parts that arrive unexpectedly. When you check in a standing
order part, you can either link to an existing bibliographic record or, if no
title exists in the database, you can manually create a new bibliographic
record.

You can check in serial issues and standing order parts from the Issue or
Standing Order Part workform, the Check In workform, the Polaris Find
Tool, and any linked list box that displays the issues or parts. Multiple
issues can be checked in at once from the Find Tool or Check In workform.

If the Generate Item Records at Check In and the Prompt for barcode at Check In
boxes are checked in the publication pattern, the barcode prompt appears,
and you can scan in a barcode. The prompt may also include a box for the
serial issue’s price, if the Enter unit price at serials check-in parameter is set to
Yes in Polaris Administration. The Generate Item Records at Check In may also
be enabled without the Prompt for barcode at Check In. If this is done, an issue’s
linked item will be automatically generated behind the scenes.

Note:

During Serials check-in, if the System Administration Permission Override
invalid item barcode message: Allow is enabled in Cataloging, an alert
appears if an invalid item (format) barcode is scanned.
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This unit covers the following topics:

o

“Check in issues/parts from the Check In workform” on page 78
“Check in from the Issue/Standing Order Part” on page 80
“Check in single or multiple issues from the Find Tool” on page 82
“Check in issues from a linked list box” on page 83

“Add a serial item from the Issue/Part workform” on page 84
“Print a label for a serial issue or part” on page 85

“Change serial label defaults” on page 86

“Add irregular serial issues/ parts at check-in” on page 87

“Add a special issue/part at check in” on page 89

“Delete single or multiple serial issues/parts” on page 90
“Combine issues” on page 91

“Uncheck in issues or standing order parts” on page 93

“Change an issue or part’s status” on page 94

“Delete a serial holdings record” on page 95
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Check in issues/parts from the Check In workform

Follow these steps to check in serial issues or standing order parts from the
Subscription or Standing Order Check In workform.

1.
2.
3.

Tip:

To expand the window, click and

drag the lower right corner.

Tip: 4.

If you want to enter notes for staff
regarding the serial title, such as
change in the publication pattern,
type in the Non-public or Non-
public/warning notes fields. Use
the scroll buttons to scroll through 5.
the notes. The notes are also
updated in the Serial Holdings
Record, but they do not display in
the PAC. These notes are read-only
if you do not have the permission
Modify Serial Holdings Record.

Note:

You can specify the default display of issues or parts in the Check In
workform using the Polaris Administration Acquisitions/Serials parameter
Display of Issues on Check In. See “Setting the Check In Display” on
page 122.

Select Serials, Check In from the Polaris Shortcut Bar.

The Find Tool appears with Check In Records selected in the Object box.
Use the Find Tool to search for the serial title.

A list of the standing orders or subscriptions appears in the results list.
Double-click the standing order or subscription check in record.

The Subscription Check In or Standing Order Check In workform
appears.

3¢ CheckIn Record - 223 - Polaris == ]
File Edit View Links Tools Help

L Ve b5 2 A1 F
C2HE <DL EREXG & @

'S Titie: SmartMoney. ISSN/ISBN: 1059-2851 Copyno: 1
o Destination: | Community Library (Cobleskill) (COE) Call number:

8 Collection: | Magazines (FER) Material type: [ periocical
6 Holdings notes

Non-public:

o -
S .
L) Non-public
Q. Jwarning: -
—

- I
] ssues
bl E—

Q
= Designation Categor... Expected  Status StatusD... Pattern Rout... *
U') VOL. CCLVII NO. 47 (Saturday Feb, 25/Sunday Feb. 26 2013) BasicBib... 2/25/2012 Expected  2/23/2012 Open
VOL. CCLVIINO. 48 (Monday Feb. 27 2012) BasicBib... 2/27/2012 Expected  2/23{2012 Open
I:‘ VOL. CCLVIING. 49 (Tuesday Feb. 25 2012) BasicBb... 2/28/2012 Expected  2/23/2012 Open
VOL. CCLVII NO. 50 (Wednesday Feb. 29 2012) BasicBib... 2/29/2012 Expected 2j23/2012  Open
VOL. CCLVII NO. 51 (Thursday Mar. 12012} BasicBib... 3/1/2012  Expected  2/23/2012 Open
VOL, CCLVII NO, 52 (Friday Mar. 2 2012) BasicBib... 3/2/2012  Expected  2/23/2012 Open
VOL. CCLVITNO, 53 (Saturday Mar. 3/Sunday Mar, 4 2012) BasicBh... 3/3/2012  Expected  2/23{2012 Open
VOL. CCLVIINO. 54 (Monday Mar. 5 2012) BasicBib... 3/5/2012  Expected  2/23{2012 Open
YOL. CCLVIING. 55 (Tuesday Mar. & 2012) BasicBb... 3/6/2012 Expected  2/23/2012 Open
VOL. CCLVII NO. 56 (Wednesday Mar. 7 2012) BasicBib... 3/7/2012 Expected 2j23/2012  Open
VOL. CCLVII NO. 57 (Thursday Mar. 8 2012) BasicBib... 3/8/2012 Expected 2/23/2012  Open
VOL, CCLVII MO, 58 (Friday Mar. 9 2012) BasicBib... 3/9/2012  Expected  2/23/2012 Open )
VOL. CCLVITNG. 59 (Saturday Mar. 10/Sunday Mar. 112013) BasicBhb... 3/10/2012 Expected  2/23{2012 Open E
VOL. CCLVIINO. 60 (Monday Mar. 12 2012) BasicBib... 3/12/2012 Expected  2/23{2012 Open -
Check in completed. 547 records NUM

Select one standing order part, or select one or more serial issues from
the list.

Note:
You cannot check in multiple standing order parts at once.

Right-click and select Check In from the context menu.

If you are checking in a standing order part, the Create Part
Bibliographic Record dialog box appears. This dialog box does not
appear when you check in a serial issue.
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Tip:

Do not use articles before title
names, such as “The” or “A”. For
The Big Apple, enter: Big Apple.
The linked MARC record
automatically assigns to the Title
information (245) the indicators 10
(one-zero).

Tip:

The Unit price field is read-only if
the Polaris Administration
Acquisitions/Serials parameter
Enter unit price at serials check-
in is set to No. The price will
appear if it was set in the
publication pattern, but it will be
read-only. The cursor will go to the
Item barcode field on the Create
Item for Issue/Part dialog box you
can scan the barcode. See “Set the
prompt for price at check-in” on
page 124.
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Create Part Bibliographic Record ==

Description

1SBM: [@]Display in PAC

Title:

Authar:

Publisher: Pub date:

Series title:  The Time-Life book of hearty home  Series no.:

6. If you checked in a standing order part, complete the Create Part
Bibliographic Record dialog box as follows:

a) Link to an existing bibliographic record by clicking FIND to search for
and select an existing record, or enter the bibliographic record
information in the fields (the minimum required is Title) to create a
new bibliographic record.

b) Click oK.

Note:
If you do not want this bibliographic record to display in the PAC, clear the
Display in PAC check box.

The bibliographic record is created and saved in the database with a
status of Final.

7. If the Create Item for Issue/Part dialog box appears, enter a unit price
(if necessary), type or scan the barcode number, and click oK.

Note:

If the Generate Item Records at Check In box has been checked in the
publication pattern, but not the Prompt for barcode at Check In, the
Create Item for Issue/Part dialog box does not display, but an item is
generated.

Create Itern for Issue/Part
Unit price: $5.00

Item barcode:

The issue or part is received, and the following status changes occur:
* The issue’s or part’s status is changed to Received.

* The status of both the serial holdings record and the linked
purchase order line item (if one exists) changes to Currently
Received.
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Tip:

Do not use articles before title
names, such as “The” or “A”. For
The Big Apple, enter: Big Apple.
The linked MARC record
automatically assigns to the Title
information (245) the indicators 10
(one-zero).
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Related Information
¢ Uncheck in - If you checked in an issue in error, you can undo the check
in. See “Uncheck in issues or standing order parts” on page 93.

* Printing serial labels - If the Polaris Administration Staff Client profile
Labels: Automatically generate labels for each SO and SUBS check-in is set to Yes,
labels are generated automatically when issues or parts are checked in.
See “Print a label for a serial issue or part” on page 85.

* Routing issues - If you are checking in a serial issue that is on a route
list, a message asks if you want to print a route slip. See “Print a route
slip” on page 111.

* Turning price prompt on or off at check in - See “Set the prompt for
price at check-in” on page 124.

Check in from the Issue/Standing Order Part

Follow these steps to check in from the Issue or Standing Order Part.

1. Use the Find Tool to search for and select the standing order part or
serial issue you want to check in.

The Standing Order Part or Issue workform appears.

2. Select Tools, Check In from the menu.

If you are checking in a serial issue, the check in is complete. However,
you can create an item record for the serial issue if you circulate issues
or track their in-house use statistics.

If you are checking in a standing order part, the Create Part
Bibliographic Record dialog box appears.

Create Part Bibliographic Record @
Description
15BN []Display in PAC
Title:
Author:
Publisher: Pub date:
Series title:  The Time-Life book of hearty home  Series no.:

3. If you checked in a standing order part, complete the Create Part
Bibliographic Record dialog box as follows:

a) Link to an existing bibliographic record by clicking Find to search for
and select an existing record, or enter the bibliographic record
information in the fields (the minimum required is Title) to create a
new bibliographic record.
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Tip:

The Unit price field is read-only if
the Polaris Administration
Acquisitions/Serials parameter
Enter unit price at serials check-
in is set to No. The price will
appear if it was set in the
publication pattern, but it will be
read-only. The cursor will go to the
Item barcode field on the Create
Item for Issue/Part dialog box you
can scan the barcode. See “Set the
prompt for price at check-in” on
page 124.
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b) Click oK.

Note:
If you do not want this bibliographic record to display in the PAC, clear the
Display in PAC check box.
The bibliographic record is created and saved in the database with a
status of Final.

4. If the Enter Barcode dialog box appears, type or scan the barcode
number, and click OK.

Note:

If the Generate Item Records at Check In box has been checked in the
publication pattern, but not the Prompt for barcode at Check In, the
Enter Barcode dialog box does not display. An item is generated at issue
check-in.

The issue or part is received, and the following status changes occur:
* The issue’s or part’s status is changed to Received.

* The status of both the serial holdings record and the linked
purchase order line item (if one exists) change to Currently
Received.

Related Information

* Printing serial labels - If the Polaris Administration Staff Client profile
Labels: Automatically generate labels for each SO and SUBS check-in is set to Yes,
labels are generated automatically when issues or parts are checked in.
See “Print a label for a serial issue or part” on page 85.

* Routing issues - If you are checking in a serial issue that is on a route
list, a message asks if you want to print a route slip. See “Print a route
slip” on page 111.

* Uncheck in - If you checked in an issue in error, you can undo the check
in. See “Uncheck in issues or standing order parts” on page 93.
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Check in single or multiple issues from the Find Tool

Checking in multiple issues from the Find Tool is useful if you are doing
centralized check in. Sorting by the issue’s designation (enumeration and
chronology) lets you quickly identify the correct issue and check in
multiple copies of the issue for various locations. Follow these steps to
check in issues from the Find Tool.

Tip: 1.
You cannot check in standing order
parts from the Find Tool.

In the Polaris Find Tool, select Issue records in the Object box, select Title
in the Search by box, select Exact match (implicitly truncated) in the Type
box, and select Designation in the Sort by box.

Press Enter or click .

The issues appear in the Find Tool results list sorted by designation.

i ——

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

[ seemn |
Object:  [1ssue Records -] Limitby: [staws - BRI
@ Normal i 8
Search by: Titie v values: [ (al) !
et [tew seaen |
et [Dacmet iy mme ) [ searen |
Newer Published m
N b [ o= |
B - Count Onl
sortby:  [Desgnaton ] Pending Claim [Elcount oniy
Received
Far: new yorker - SeE

The New Yorker.
The New Yorker.
The New Yorker.
The New Yorker.

155N Destination Capy No. Designation Category/Lin... ¢

(February 1 5= :
(February 1 Print - |
(February 13 2012) Delete ;

4
5

LGL 5 {February 20/February 27 2012) )

ROL 4 {February 20/February 27 2012) Add To Route List Lt

GRN 3 {February 20/February 27 2012) e i e

EAS 2 {February 20/February 27 2012) Remove From Route List Bl

A

m 3

Links. 3

Done

Stay on Select 778 of 1000 record(s) retrieved

Properties

Tip: 3.
If the publication has a SICI

barcode, you can scan it to locate

the issue.

4.

Select the issue or issues you want to check in, right-click, and select
Check-In from the context menu.

Note:

If the serial holdings record is set to create item records and prompt for
barcodes, a message box appears, and you can enter the barcode. If you
are checking in multiple serial issues, the check in process pauses when
a message box appears, and the issue is highlighted in the list. When
you respond to the message, the check in process continues where it
left off.

If the Enter Barcode dialog box appears, type or scan the barcode
number, and click OK.

The issue or issues are checked in.
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Tip:
To sort the issues, click a column
heading.
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Check in issues from a linked list box

Follow these steps to check in a single or multiple issues from a linked list
box that displays issues.

1. Display the linked list box with the issues listed.

Example:

You could search for a serial holdings record in the Polaris Find Tool. Then,
select the serial holdings record in the Find Tool results list, right-click,
and select Links, Issues/Parts. If there are issues linked to the serial
holdings record, they display in the linked list box.

2. Select the issue or issues you want to check in, right-click and select
Check In from the context menu.

m Serial Holdings Record - 223 Linked Issue Records EI@
File Edit Help
= S X &
Category / Linkage No.  Frequency Designation Expected Status -
Basic Bib /1 Daily VOL. CCLVIINO. 78 (Monday Apr. 2 2012) ected
Basic Bib /1 Daily VOL. CCLVIINO. 77 (Saturday Mar. 31/Sunday A r=g ected
Basic Bib /1 Daily VOL. CCLVINO. 76 (Friday Mar. 30 2012) Print » lected
Basic Bib /1 Daily VOL. CCLVIINO. 75 (Thursday Mar. 29 2012 Delete ected
Basic Bib /1 Daily VOL. CCLVIINO. 74 (Wednesday Mar. 28 2012) ected
Basic Bib /1 Daily VOL. CCLVIING. 72 (Tuesday Mar. 27 2012) Add To Route List ected
Basic Bib /1 Daily VOL. CCLVIING. 72 (Menday Mar. 26 2012) Check-In ected
Basic Bib /1 Daily VOL. CCLVINO. 71 (Saturday Mar. 24/Sunday M Remove From Route List ected
Basic Bib /1 Daily VOL. CCLVIINO. 70 (Friday Mar. 23 2012) ected
Basic Bib /1 Daily VOL. CCLVIINO. 69 (Thursday Mar. 22 2012) Links ¥ lected
Basic Bib /1 Daily VOL. CCLVIINO. 68 (Wednesday Mar. 21 2012) Properties ected
Basic Bib /1 Daily VOL. CCLVIINO. 67 (Tuesday Mar. 20 2012) ~ected o
4| m r
For Help, press FL 798 records NUM

Note:

If the serial holdings record is set to create item records and prompt for a
barcode, a message box appears, and you can enter the barcode. If you are
checking in multiple serial issues, the check in process pauses when a
message box appears, and the issue is highlighted in the list. When you
respond to the message, the check in process continues where it left off.

3. If the Enter Barcode dialog box appears, type or scan the barcode
number, and click OK.

The issues are checked in and their statuses change to Received.

Related Information

If a message tells you that the item barcode is invalid, you can continue
saving the serial item if you have the cataloging permission Override invalid
item barcode message: Allow.
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Add a serial item from the Issue/Part workform

If you did not generate item records automatically at check in, you can add
them from the Issue or Part workform.

Tip: Follow these steps to create an item record from the Issue or Part
For information on creating item  yorkform.
records at check in, see “Check in
issues/parts from the Check In 1. From the Issue or Part workform, select Tools, Create Item.
workform” on page 78.

The Create Item for Issue/Part dialog box appears.

Create Item for Issue/Part @
Title: SmartMoney.
Destination: Community Library (Cobleskill) (COE)
Designation: VOL. CCLVII NO. 47 (Saturday Feb. 25/5unday
Unit price: £0.00
Item barcode:
Type the unit price.
Type the barcode.

Click OK.

If the barcode is not recognized as a valid barcode for an item record,
a message appears and you can continue creating the item record if
you have the Cataloging permission Override invalid item barcode
message: Allow.

If the barcode is valid, the message Linked item record was generated
successfully appears in the status bar.
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Tip:
Click or press Ctrl+Alt+L to
print a single label, or click or

press Ctrl+Alt+M to print multiple
labels.
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Print a label for a serial issue or part

A serial label placed on the outside of serial material assists in shelving and
provides abbreviated information about the issue or part. You can print
labels on sheets or on a continuous feed roll. For information on setting up
serial labels, see “Setting Up Labels” on page 262. If you want to change the
default label type or print options, select Serials, Options from the Polaris
Shortcut Bar. See “Change serial label defaults” on page 86.

Follow these steps to print a label for a serial issue or standing order part.

1.

Access one of the following workforms:
* Subscription Check In

* Standing Order Check In

* Serial Issue

* Standing Order Part

Note:
The dialog box for printing labels may automatically appear when you
check in a serial issue or part.

If you are printing labels from the Subscription or Standing Order

Check In workform, select the issue or part for which you want to print
labels.

Select File, Label Request and select one of the following options:
= Single Label
® Multi-Label

If you selected Multi-Label, the Insert Multiple Label dialog box appears.

o2 Insert Multiple Labels @

Mumber of labels to insert:

Coree

If you are printing multiple labels, type the number of labels you want
to print in the Number of labels to insert box, and click OK.
Note:
If you selected Single Label, no dialog box appears, and the single label is
printed.
The message Labels requested appears in the status bar, and the labels
are printed.

Related Information

“Setting Up Labels” in the Polaris Cataloging Guide 4.1R2
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Change serial label defaults

The defaults for serial labels are set up using profiles in Polaris
Administration. However, you can change these defaults from the Serials
menu using the Serials Options dialog box. Once you have made changes
using this dialog box, the defaults are set for your login.

Follow these steps to change the serial label defaults.

1. Select Serials, Options from the Polaris Shortcut Bar.

The Serials Options dialog box appears.

a2 Serials Opticns =

Label Setup

Label Type: Seral Shests -
[] Open Label Manager using this default

Print Method:  Batch -

2. Select the type of label to use for serials labels in the Label Type box.

If you want Label Manager to open with serial labels, select Open Label
Manager using this default.

Select the method for printing serials labels in the Print Method box.

Click oK.

The serials labels defaults are updated for your user login.
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Tip:

You can wait until you check in the
part to create the bibliographic
record. The Create Part
Bibliographic Record dialog box
appears automatically when you
check in the part. See “Check in
issues/parts from the Check In
workform™ on page 78.

87 Checking In Serials

Add irregular serial issues/parts at check-in

The arrival of most serial issues or parts can be predicted using the
publication pattern in the serial holdings record. However, some serial
issues or parts cannot be predicted because their publication pattern is too
irregular or complex to accurately predict an expected arrival date. For the
irregular serials, you can manually add issue/ part records in advance of

the expected arrival of the physical piece.

Follow these steps to add a subscription issue or standing order part for an
irregular publication pattern.

1.

Display the Subscription Check In workform or the Standing Order
Check In workform for the serial to which you want to add an issue or
part.

Select Tools, Add Issue/Part.

If there is more than one publication pattern associated with this serial
title, a dialog box lists the publication patterns.

Publication Patterns E‘

Category [ Linkage Mo, Frequency Start Designation Regularity Pattern | Calendar ...
Basic Biblingraphic Unit [ 1 Manthly vol. 1 MNovember 1...  pm01,02,03,04,...
Supplementary Materisl [ 1 Annual 1999

Cancel

If the Publication Patterns dialog box appears, select the publication
pattern for the serial issue or standing order part, and click OK.

If you are adding a standing order part, and you know the
bibliographic information, select Tools, Add Bibliographic Record, and
enter the information in the Create Part Bibliographic Record dialog
box.

Click OK.
Select File, Save.

The Serial Issue or Standing Order Part workform appears.

Enter the enumeration of the new issue in the value column of the
Enumeration levels boxes in the Issue/Part workform.
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8. Enter the chronology of the new issue in the value column of the
Chronology levels boxes.

The Chronology date displays the selected chronology levels.

Note:

The read-only Chronology date in the Issue or Part workform is the
internal chronology date Polaris uses for displaying the issue or part in the
correct order in the PAC. The chronology date always displays as MM/DD/
YYYY format, whether or not all three levels of chronology are defined in
the publication pattern. The chronology date uses the year selected in the
first level of chronology if it is selected, or the current year if the year is
not selected. If the month and day are not defined, the chronology date
uses the month and day from the publication pattern's start date.

9. If needed, change the date in the Expected arrival date box.

Tip: 10. Select View, Notes to display the Notes view.

Public notes display in the PAC. For .

example: ThlS issue does not l 1- Type IlOteS m the PUinC, Non-pub|iC, or Non'puinC/Warning bOXES that
circulate. relate to this specific issue.

12. Select File, Save.

The new issue record is added to the Serial Check In issues or parts list
with a status of Expected.

13. If the record was added because the issue has arrived, check in the
issue by selecting Tools, Check-In before closing the Serial Issue
workform.
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Tip:

For special issues that follow the
publication pattern, but have a
different title than the title in the
serial holdings record, see “Predict
issues/parts with different titles”
on page 51.
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Add a special issue/part at check in

You may receive a special issue or part of a serials title that has the same
name as the serials title but is published outside of the usual publication
pattern. In this case, you can add the issue or part at check in. Follow these
steps to add a special issue or part.

2.

Note:

Serial issues display in the PAC according to the retention information in
the serial holdings record and the most-recently checked in issue, including
special issues. For example, if the serial holdings record specifies that
issues will be retained for one year, and the special issue is checked in a
year after all the other issues were checked in, only the special issue will
be displayed in the PAC. The retention information can be changed in the
linked serial holdings record. See “Displaying Serial Titles in the PAC” on
page 19.

Right-click a pattern on the Serial Holdings Record workform.

The context menu appears.

Select Add issue/part from the context menu.

The new issue or part displays in the Issue or Part workform. It
contains the captions and category from the linked pattern, a status of
Expected, and information from the Serial Holdings Record.

Type a value for each level of enumeration and chronology.

Note:

The read-only Chronology date in the Issue or Part workform is the
internal chronology date Polaris uses for displaying the issue or part in the
correct order in the PAC. The chronology date always displays as MM/DD/
YYYY format, whether or not all three levels of chronology are defined in
the publication pattern. The chronology date uses the year selected in the
first level of chronology if it is selected, or the current year if the year is
not selected. If the month and day are not defined, the chronology date
uses the month and day from the publication pattern's start date.

Type or select an expected arrival date in the Expected arrival date box.
Select File, save to save the issue.

Check in the issue, following the steps in “Checking In Serials” on
page 76.

Note:

If the second level of enumeration in the publication pattern indicates the
enumeration restarts after a certain number of issues, you will get a
warning message if the issue you are adding exceeds that number. For
example, the publication pattern is for a quarterly and the second level of
enumeration indicates the numbering restarts after 4 issues. You receive
an extra issue that you want to be issue number 5. You can save this issue,
but you will receive a warning message that says: “This issue's enumeration
contains a value greater than 4. Do you want to continue saving this issue?”
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Tip:

You can also delete serial issues or
parts automatically when a serials
item is deleted in Cataloging. If the
Polaris Administration
Acquisitions/Serials parameter
Delete linked serial issue/part
when serial item is deleted is set
to Yes, the issue or part is
automatically deleted whenever a
serial item is deleted. See “Delete
bibliographic or item records” in

the Polaris Cataloging Guide 4.1R2.
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Delete single or multiple serial issues/parts

If you have the required Serials permissions, you can delete serial issues
and standing order parts that are no longer retained by your library,
regardless of their status. When you delete a received serial issue or
standing order part that is linked to an item record, the linked item record
is automatically deleted if you also have the Acquisitions permission Allow
Create and delete item records from acquisitions and serials and the item can be
deleted. See “Setting Delete of Issue/Part with Item” on page 125 for more
information on the permissions required for managing serial issues and
parts.

Follow these steps to delete a subscription issue or standing order part,
regardless of its status. You can delete a single or multiple issues or parts
at once from the Check In workform, the Find Tool results list or from
linked list boxes that display the issues or parts. You can delete a single
issue or part from the Issue or Part workform.

1. Do one of the following actions:
* From the Issue or Standing Order Part workform, select File, Delete

click | X, or press CTRL+D.

* From the Find Tool results list, select the issues or parts, right-click
and select Delete.

* From alinked list box that displays issues or parts, select the issues
or parts, right-click and select Delete.

* From the Subscription or Standing Order Check In workform,
select the issues or parts, right-click, and select Delete.

A message asks you to confirm the deletion.

2. Click Yes to continue deleting the issues or parts.

Note:

If you are deleting multiple issues at once, the applicable messages appear

for each of the issues to be deleted. The process pauses until you respond

to the message, and the issue or part is highlighted where the process

stopped. See “Possible Messages When Deleting Issues or Parts” on page 91
The issues or parts are deleted and any linked item records are also
deleted, unless there are conditions that prevent their deletion. The
items may be marked for deletion but retained in the database if your
library retains deleted items until a purge process is run. See
“Managing Record Deletion” in the Polaris Cataloging Guide 4.1R2.
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Tip:

The two issues must be linked to
the same publication pattern to be
combined. If they are not linked to
the same publication pattern, an
error message appears, and the
issues are not combined.
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Possible Messages When Deleting Issues or Parts

When you are deleting issues or parts, the following types of messages may
appear:

Note:

Each message displays the title of the issue or part you are attempting to
delete, its destination branch abbreviation, and its designation
(enumeration and chronology).

* You cannot delete the issue because the linked item’s status or links to
other records prevent it from being deleted. To delete the issue, you
must first change the item’s status or links. See “Delete bibliographic or
item records” in the Polaris Cataloging Guide 4.1R2.

* Retention settings in the linked serial holdings record indicate the issue
is retained. You can click Yes to continue deleting the issue/part.

* No other records are linked to the bibliographic record. If there are no
other item records linked to this bibliographic record, a message asks
you to confirm that you want the Display in PAC check box to be cleared in
the bibliographic record. You can click OK to clear the Display in PAC check
box in the linked bibliographic record and continue.

e There are route list records linked to the issue. You can click OK to
continue.

Combine issues

Sometimes publishers deviate from a normal publication pattern and
produce a combined issue. You can combine issues when this deviation
from the established publication pattern happens once. If the publication
will regularly include this combined issue, you should modify the
publication pattern (see “Set up the serial publication pattern regularity”
on page 41).

Note:

Only expected issues, not parts, can be combined.

Follow these steps to combine expected issues.

1. Display the Subscription Check In workform that contains the
expected issues you want to combine.

2. Select the two expected issues you want to combine.

3. Select Tools, Combine issues from the menu, or right-click and select
Combine issues from the context menu.

The Combine Issues dialog box appears.
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Combine: [<Both> +| Designation:  Yolume 15/16 No. 12/1 (Dec. 2007/Jan.

Title of: [ |

Public:

Non-public:

MNon-publicfwarning:

Expected arrival date: 12/ 1/2007

=0 [e=

4. Select Enumeration, Chronology, or Both in the Combine box. If the
combined issue is for supplements or indexes, modify the title
information for the new combined issue.

5. Update the notes information in the Public, Non-public, Non-public/warning
fields.

6. Click oK to combine the two issues.

The original two issues are deleted, and the expected combined issue
appears on the Subscription Check In workform.

Note:

When two issues are combined, the resulting issue takes the chronology
date from the earlier issue, and the expected arrival date is calculated
based on the earlier issue's chronology date.
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Tip:
You can press CTRL and select
multiple issues or parts.
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Uncheck in issues or standing order parts

Sometimes a serial issue or standing order part is mistakenly checked in for
the wrong title. In these cases, you can reset the status of an issue or part

record from Received to Expected, thus “undoing” check-in. Undoing the
check-in for issues and parts automatically deletes any serial item records
which may have been created at check-in. Follow these steps to uncheck in

issues.

1.  Open the Subscription Check In or Standing Order Part Check In
workform for the serial title and copy that need resetting.

2. Ifthereceived issues or parts do not display in the Check In workform,
select Received in the Issue/part status box above the list.

3. Select the issue or part with a Received status in the Issues list.

Select Tools, UnCheck In, or right-click and select UnCheck-In from the
context menu.

The issue or part’s status reverts to its status before it was checked in
(Expected, Claimed, Pending Claim, Not Available, or Never
published).

Any serial item records automatically created as a result of check-in
are deleted unless there are conditions that prevent their deletion. See
“Delete bibliographic or item records” in the Polaris Cataloging Guide
4.1R2.
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Change an issue or part’s status

If you did not receive an issue as expected and the publisher informs you
that the issue or part cannot be supplied, you can change the status from
Expected to Never published or Not available. If you have the Display of
Issues on Check In Acquisitions/Serials parameter set to exclude these
statuses from display, these issues will not display in the Check In
workform, but they are retained for statistical purposes. See “Setting the

Check In Display” on page 122.
Follow these steps to change a serial issue or part’s status.
1. Select the issue or part and select Open.
The Issue or Part workform appears.
2. Select the status in the Status box.

The drop-down list of statuses appears.

m Issue Record - 1860 - General - Polaris E ol @I

File Edit View Links Tools Help

LE@e-x DY A4 B®

Title: The American journal of nursing.

> Status: | EORE  | ] 9/16/2010
pected
Collection: |eyer Published

Category: Basic Bibliographic Unit

4

Destination: | Stillwater Public Library (e | Material type: Periodical

~ [0 Jssue

Not Available
i
Designation: V. 36 no. 9 (September 2010) Title
s Enumeration Levels Chronology Levels
. 36 Year | |2010 =
no. 9 Month ~ | |September -

Chronology date:  9/1/2010

( ) Expected arrival date: 9/ 1/2010 [ ke

( ) Issue unit price: $0.00

The record was saved successfully. NUM

3. Select the status for the issue or part, and select File, Save.

The issue or part is saved with the new status you selected.
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Delete a serial holdings record

If you no longer need a serial holdings record, you can delete it, but you
must first delete all linked issues or parts. See “Delete single or multiple
serial issues/parts” on page 90. Follow these steps to delete a serial
holdings record.

1.  On the Serial Holdings workform, select File, Delete or click x .

A message asks if you want to permanently delete the record.

2. Select OK.

* If all linked parts or issues have a status of Expected, the serial

holdings record is deleted and all linked issues or parts are also
deleted.

* If there are linked issues or parts with a status of Never published
or Not available, a warning message appears, but you can delete
the serial holdings record.

The serial holdings record is deleted if no issues or parts are linked to
it.
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Claiming in Serials

An issue or part may be claimed if it does not arrive when expected, it
arrives damaged, or the wrong issue is received. To set up claiming, you
enter the claiming data in the Supplier record, and the data is copied
automatically to the Serial Holdings records linked to this supplier. You
can change the claiming data in the Serial Holdings record, and add more
claiming intervals beyond those in the Supplier record.

You can set up manual or automatic claiming, and you can specify the
claim notification method and text in Polaris Administration. See “Set up
claiming notification” on page 132.

If you select manual claiming, issues or parts go to Pending claim status
(via overnight processing), and they remain pending on the Claim Alert
List until you claim the issue or part. When you claim the issue or part from
the Claim Alert List, the issue or part’s status changes to Claimed. As each
issue or part is claimed manually, a notice is generated as an e-mail or
printable notice, depending on how you set the notice method in Polaris
Administration.

If you select automatic claiming, issues or parts change to a Claimed status
via overnight processing. The claim notices are generated automatically as
e-mail or printable notices, depending on your claiming notification
method.

When the claiming method is set to e-mail, the e-mail notices are generated
(either by automatic or manual claiming), and they are sent out by the
e-mail manager. When the claiming method is set to print, the notices are
also generated, but you must print the notices by going to Utilities, Reports
and Notices. See “Print a claim notice” on page 105.

This unit covers the following topics:

* “Entering Serials Claiming Information” on page 97

* “Claiming Issues or Parts” on page 102
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Entering Serials Claiming
Information

You enter serials claiming criteria and the claiming notice address in the
Supplier workform. The claiming criteria are copied to the Serial Holdings
Record workform for any linked serial holdings records. If needed,
additional claiming intervals can be added in the Serial Holdings Record
workform.

This unit covers the following topics:

* “Enter serials claiming information in the Supplier workform” on

page 98
* “Enter claiming criteria in the serial holdings record” on page 100
* “Claim issues/parts from the Claim Alert List” on page 102
* “Claim from the Serial Issue/Part workform” on page 104

e “Print a claim notice” on page 105
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Enter serials claiming information in the Supplier
workform

Follow these steps to enter claiming information in the Supplier workform.

Note:
For more information about supplier records, see “Setting Up Supplier
Records” in the Polaris Acquisitions Guide 4.1R2.

1.  On the Supplier Record workform, select View, Claims or click E

The Claims view appears.

W Supplier Record - 176 - Claims - Polaris El L= @
File Edit View Links Tools Help
D@HS-X &
]
Mame: GALE COMPANY Alternative name:  GALE Currency:  |USD -
san: 23473 Account: 260721 Owner: | Community Library (Cobleskl) (CO8) -
Claims and Cancellations
Sendnofices to: PO Box 1111 Maximum diaims:
Claim waiting period:
City: FARMINGTON HILLS 1 days after release fexpected arrival
County: OAKLAND 2 days after 1st daim
State/province: ML 3 days after 2nd daim
Country: = - 4 days after 3rd claim
Postal code: 48333-9187 E Gz ez
Contact: Joanna Smythe Cancel notice
Email address: Jsmythe@ggroup.com Auto cancel
Phane number: 800-111-1111 Cancel wait peried
Fax number: Claim notice
Notice method:
For Help, press F1 NUM

2. Typethe number (1-5) in the Maximum claims box to indicate the number
of claims that you want to go to the supplier.

Note:

You can send more than five claims for serials issues/parts. Enter the five
claiming intervals in the Supplier record, and add more claiming intervals
on the Serial Holdings record.

3. Inthe days after release/expected box, type the number of days you want
to elapse between when a serial issue is expected and the time when
the first claim is generated.

4. Enter the claim cycle information as follows:

a) Type a number in the 1st claim box to indicate the number of days that
must pass after the first claim is generated before the second claim is
generated.

b) Type a number in the 2nd claim box to indicate the number of days that
must pass after the second claim is generated before the third claim is
generated.
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¢) Type a number in the 3rd claim box to indicate the number of days that
must pass after the third claim is generated before the fourth claim is
generated.

d) Type a number in the 4th claim box to indicate the number of days that
must pass after the fourth claim is generated before the fifth claim is
generated.

Note:
The cancel information is not relevant for claimed serials issue because

individual issues are not cancelled. Rather, the whole subscription may be
cancelled or not renewed.

5. Select Claim notice if you want claim notices to be sent.

If you have selected the Claim notice box, select the Notice method.

Note:

If Supplier Preference is selected in the Notification method box in
Notification options in Polaris Administration, the notice method you set in
the Supplier record will be used to send a claim notice. See “Set up
claiming notification” on page 132.

7. Select File, Save to save the record.

The claiming data is filled in for any serials holdings records that are
linked to this supplier record. You can change the claiming
information in the serial holdings records, or you can add more
claiming intervals beyond the five in the supplier record. See “Enter
claiming criteria in the serial holdings record” on page 100.

Related Information

Printing Serial Claim Notices - If you have selected Print for the notice
method in the Supplier record and the notification option in Polaris
Administration is set to Supplier Preference or Print, you can print claim
notices. See “Print a claim notice” on page 105.
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Enter claiming criteria in the serial holdings record

Follow these steps to add claiming information in the Serial Holdings
Record workform.
1.  Open the Serial Holdings Record workform.

Note:
If you are creating a new serial holdings record, see “Create a serial
holdings record” on page 25.

2. Select View, Orders.

The Serial Holdings Record, Orders view appears.

A9 New Serial Holdings Recard - 1 - Orders - Polaris = =
File Edit View Links Tools Help
~
=Esa- w
'E Titie: ISSM/ISEN:
8 Destination: |Community Library (Gt v | Order type: Material type: [:
Q Callection: :} Status: :} Copy no.: 1 Bib no.:
o Purchase order Supplier
0 .
(W  Orderedat |Community Lbrary (Coblestil) (CoB)  —|  Mame:
= g .
'E SAN: 5 SAN: :
——
(o) Plan: Subscription
I Start number:
Description:
""E Start date:
i Balnot Expiration date:
Q !
w0 Line na.: Segment no.: Intent to cancel date: [ |5
Claim setup
Subscription ID: Category No.  Interval =
For Help, press F1 HUM

3. Link to the purchase order and/or subscription record, if applicable.
See “Enter order data for a serial holdings record” on page 30.

Note:
It is not necessary to have a linked purchase order or subscription record to
do serials claiming.

4. If the supplier’s name and SAN fields are not already filled in, click
Find to search for and select the supplier for the serials title.

The supplier’s name and SAN are filled in, and the claiming
information for the basic bibliographic unit appears in the lower right
corner of the workform. Up to five claiming intervals can be defined
in the Supplier record for the basic bibliographic unit. You can define
more claiming intervals for the basic bibliographic unit or enter
claiming data for the serial title’s index or supplement on the Serial
Holdings Record workform.

5. Under Claim Setup, type the vendor’s identification number for the
subscription in the Subscription ID box. This number is printed on the
claim notice.
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A9 serial Holdings Record - 3 - Orders - Polaris
File Edit View Links Help

=Hs-x E7

Tools

Newsweek.

Community Library (Gt | Order type: |Subscription
Magazines (PER) > | Status: Currently Received v

Supplier

Collection:

Purchase order

Ordered at: [Community Library (Cobleskil) (COB) Mame:

SAN: SAN:

Plan: Subscription
Start number:
Description:
Start date:

POna.:

Expiration date:

Line no.:

B
(]
g
@
'y
0
=)

£

RS
Qo
i

5
2
@
n

Segment na. : Intent to cancel date:

ISSN/ISBN:

Copy no.:

]

GALE RESEARCH COMPANY

213-4373

(E=3 Bel )

0028-9604

1 Bibno: 342774

Claim setup

Subscription ID: Category

Basic Bibliographic Unit
Basic Bibliographic Unit

No.

1
2

Interval
10
pul

Add

Remove

For Help, press F1

6. Click Add if you want to add more claims to the claiming data in the

supplier record.

The Add Claim Interval dialog box appears.

Add Claim Interval

Basic Bibliographic Uit v

Category:

7. Select the type of publication in the Category box, type the number of
days between the last claim and the next claim in the Interval box, and

click oK.

When a serial issue is not received by the number of days in the Days
after released/expected arrival box in the Supplier record, the claiming
cycle begins. When the claiming cycle has passed without receipt of
the issue or part, the serial issue appears on the Claim Alert List unless

you have chosen automatic claiming.

If your library has chosen automatic claiming, notices are generated
and they are e-mailed automatically (if you have selected e-mail as
your notice method), or you can print them in a batch.

Tip:

All e-mail notices are sent automatically according to the schedule for the
SQL Server job Notice Processing. This includes overdue, billing, fine, hold
request, reminder, routing, and claim notices.

Related Information

* “Set up claiming notification” on page 132

e “Print a claim notice” on page 105
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Claiming Issues or Parts

Tip:

Use the Organizations and Status
boxes to filter the Claim Alert List.
To see more claims, drag the lower
right-hand corner of the Claim
Alert List window. Expand the
columns by dragging the borders of
the column headings.

Tip:
Click [=| on the menu bar to claim
all items, or click this icon in the

list bar to claim selected line
items.

If your library does not claim serial issues and parts automatically, you can
generate claims from the Claim Alert List or from the Issue or Part
workform. When you make a claim manually, the notice is generated and
you can print it or e-mail it.

Note:
For more information on setting serials claiming to manual or automatic,
see “Set up claiming notification” on page 132.

Claim issues/parts from the Claim Alert List

Follow these steps to claim serial issues/parts that appear on the Claim
Alert List.

1. Select Serials, Claim Alert List from the Polaris Shortcut Bar.
The Claim Alert List appears.

Note:

The Claim Alert List shows serial issues or parts that are eligible to be
claimed. If you select Claim Alert List from the Acquisitions menu, you will
see the purchase order line items that are eligible to be claimed. You can
also see the purchase order line items information if you change the record
type.

1% Claim Alert List - Claim Alert List E@
File Edit View Tools Help

s- B EO @

Filters
B
RN oronizatons: (<l ~ | Record type: |Issues ~| status: [Pending Caim -
-
t Claimable Ttems
Q e &
< Alert Date CydefMax  Last Claimed Title ISBI/ISEN Designation Destination I
E 12f23/2008 0Oof1 100 best cruise vac... Yol 24Ma, 1 {Jan, ... Stillwater Freeli...
e 12/11/2008  00of2 McCall's quilting, pa... vol. 15Mo. & (Dece...  Mohawk valley Li... |
___W‘I_ 12/11/2008 0of2 McCall's quilting, pa... Wol. 15No. & {Dece... Mont PleasantB... |
Q 12/6/2008  0of2 McCall's quilting, pa... Issue: (Nov. 2008) Mohawk Valley Li...
/ of2 McCall's quilting, pa... wol. 15Mo. & (Dece... Stilwater FresLi...
D oof1 The Reader's adviser {Mov. 2008) Stillvater Free Li...
daf2 MccCal's quilting, pa... Issue: (Oct, 2008) Mohawk valley Li...
0of1 100 best cruise vac. .. wol. 23Mo. 11 (Nov...  Stilwater Free Li...
0of2 McCall's quilting, pa... vol. 15Mo. 5 {Octo...  Mont Pleasant B...
Oof2 McCall's quilting, pa... Yol. 15Ma. 5 {Octo...  Stilwater FreeLi...
oof2 McCall's quilting, pa... Issue: (Aug. 2008)
oof2 McCall's quilting, pa... Yol. 15Mo. 4 (Augu... y Li...
daf2 McCall's quilting, pa... Wol, 15Ma, 4 {Augu... MontPleasantB...
0of2 MeCall's quilting, pa... Wol. 15 Mo, 4 (Augu... Stilwater FreeLi...
1of 5 722008 Time out Washingt... {Monday July 28 2008) Southern Adiron...
0of5 Time out Washingt... {Tuesday July 29 20...  Southern Adiron...
0of 5 Time out Washingt... {Sunday July 27 2008)  Southern Adiron...
0ofs Time out Washingt... (Saturday July 26 20... Southern Adiron...
dof5 Time out Washingt... (Friday July 25 2008)  Southern Adiron... .
For Help, press Fi 76 record(s) UM

2. Right-click the issue or part for which you want a claim to be sent to

the supplier, and select Claim from the context menu.
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Note:
You can also claim all the issues/parts that appear on the Claim Alert List
by selecting Tools, Claim from the menu bar on the Claim Alert List.

Claiming in Serials

The issue or part record is updated, and the claim history appears in
the bottom of the Issue or Part workform. You can double-click the
issue or part in the Claim Alert List to go to the Issue or Part workform.

TH Izsue Record - 276 - Claims - Polaris
File Edit View Links Tools Help

Deda-x DY 3

Title: 100 best cruise vacations

Category:

Destination:

Supplier

Status:

Collection:

Name: ENSLOW PUES.

Cydeno.:  1loft Alert date:

Response:

Mote:

12/23/2008

B

1S5N:

Claimed 12302008 Copy no.:

Magazines (PER)

SAM: 126868686 234.  Accountno.:

PO: NR12345678012  Subscription ID:

E=E|EeR )

1

Material type: | Periodical

123456789012345678901

-

Reason:

x| [IReminder

Claim History

Status Date/Time  User
12/30/2008 11:... peer

Cycle

Action

Claimed (Initial)

For Help, press F1

If you selected Print as your notice method, the notice is generated, but
you need to print it. See “Print a claim notice” on page 105.

If you selected e-mail as your notice method, the claim notice will be
e-mailed automatically according to the schedule for the SQL Server
job, Notice Processing. All e-mail notices (overdue, billing, fine, hold
request, reminder, routing, and claim) are handled by this job.

Related Information

Selecting claiming notification methods - See “Set up claiming
notification” on page 132.
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Claim from the Serial Issue/Part workform

If you did not select Automatic claiming, you can manually generate claims
from the issue or part record. You can search for issues or parts by title and
limit by the status of Pending Claim to find specific issues. Follow these
steps to claim from the Serial Issue or Part workform.

Open the Serial Issue or Serial Part workform for the issue or part that

is eligible to be claimed.

% Issue Record - 1593 - General - Polaris
File Edit View Links Tools Help

Nedas-x DY KAOEE

Title: McCall's quilting, patchwork and applique encydopedia

Category:

Destination: | Stillw r Free Library (ST

Designation: Vol 15Me. 5 (October 2008)

Enumeration Levels
Vol. 15

Ho. 5

Status:

® @

Claimed

Collection: [ Magazines (PER)

Title of:

Chronology Levels

Year

Month

For Help, press F1

=lle (]
JESI
12/30/2008 Copy no.: 7
Material type: | Periodica
2008 -
)
Expected arrival date:  3/21/2003 B
Issue unit price: s0.00
MU

Select Tools, Claim or click m? .

A message asks if you are sure you want to claim the issue or part.

Click OK.

The claim data is recorded in the Claims view of the Issue or Part
workform under Claim History. A claim notice is generated and sent to
the supplier via e-mail, if you have set up the notice method as E-mail.
If your claim notice method is set to Print, you can print the notice.

Related Information

* Selecting claiming notification methods - See “Set up claiming
notification” on page 132.

* Printing a claim notice - See “Print a claim notice” on page 105.
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Claim notice options are set in
Polaris Administration. See “Set up
claiming notification” on page 132.
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Print a claim notice

Follow these steps to print a claim notice.

1.

Select Utilities, Reports and Notices.

The Polaris Reports dialog box appears.

Select Notices, Serials, Serial Claim Notice.

The Parameters dialog box appears.

Select the organization for which you want to print notices and the
date range (Start date and End date) to indicate the notices you want to
print.

Note:

If you do automatic claiming and print claim notices, all the automatically-

generated claim notices will be printed for the date range you specified.
The Print Preview dialog box appears with the claim notices
displayed.

Select File, Print to print the notice.
You can fax or mail the claim notices to the serials supplier.

Note:

The Subscription ID is printed on the claim notice if you entered it on the
Orders view of the Serial Holdings record. This ID is the vendor number for
the subscription.

Serial Claim Notice

County Cooperative Library Serices
111 5t
Hils | OR 87124

Ebsco Information Services

3 Waters Park Dr. Suite 211
SAN MATEDQ CA 94403-

Library Account Number: ZZ/EBSCO

In accardance with our recards. we ars claiming the following issus(s). Please supply as soon as possiole or
respond to the contact listed below.

Contact Person:  Ms. Martha Cunningham
Department:  Library Services

Email sddress:  mounringham@sentraliib.com
Phone number  315-008-0083

ISEN/ISSN Title ‘Subecription 1D lesus Clalmed Clalm | Reaaon for Cialm Note
Cycle Ho. Claim
Newswesk [agazine] 3t 12131345454 ol 1 Izsue 11 (3t v
WSL. Fabruary 2006)
Total 1
Newsweak [Magazne) - at 12131345454 Vol 1 IssuUe 12 (5in W
WL February 2006]
Total: 1
Newsweek [magazine] - al 12131345454 Vol 1 Issue 14 (51h Wi
WSL. Fabruary 2006)
Total 1
Newsweek [magazing] - &t 12131345454 el 1 kssue 25 (153 WK
WSL. May 2006)
Total: 1
Newsweek [magazine] - al 12131345454 Vol 1 Issue 26 (202 Wk
WSL. May 2006)
Total: 1

Related Information

Polaris Reports - See “Using Polaris Standard Reports” in the Polaris Basics
Guide 4.1R2.
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Routing Serial Issues

When you check in a serial issue, you can print a route slip to attach to the
issue if you want to route it to several people. In order for a route slip to
print, the serial holdings record, or individual issue must be associated
with a route list.

The default printer attached to the workstation where you are doing serials
check in determines the type of route slip that is printed. If the default
printer is a receipt printer, a standard type of route slip is printed on a 3.5
inch receipt slip. If the default printer is not a receipt printer, the route slip
prints on an 8.5 x 11 sheet.

Note:
If you print route slips on a receipt printer, you cannot customize the text
that appears on the slip.

Your Polaris Administrator can set up route lists defaults, and you set up
the route lists in Serials using the Route List workform:

* Route list defaults profile - Your Polaris Administrator can set up
the Route List defaults profile to specify the defaults such as the
text to appear on route slips, the issue details (title, designation,
collection, etc.) and the print method (batch or automatic). See “Set
up serials route list defaults” on page 128.

* Route List workform - Use this workform to specify the names of
the people to whom the issue will be routed and link the serial
titles (serial holdings records) or specific issues that you want
routed. For information on setting up route lists, see “Creating
Route Lists” on page 107.

Note:

If you want a notice sent to people on the route list that the issue is being
routed to them, you can set up routing notices in Polaris Administration.
See “Set up routing notices” on page 130.

This unit covers the following topics:

* “Creating Route Lists” on page 107
e “Printing Route Slips” on page 111
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Creating Route Lists

A route list includes the serials to be distributed, the people to whom the
serials are distributed, and the time period for which the serials are to be
routed. You can add specific issues to a route list, or you can add a serial
holdings record to a route list so that each issue of the serials title is routed
as it is checked in.

Your Polaris administrator can set up default values for your library’s route
slips. See “Set up serials route list defaults” on page 128. The values can be
changed when you change individual route lists, but the default settings
remain unless they are changed in Polaris Administration.

See the following topics:

e “Create a route list” on page 107
¢ “Add members to a route list” on page 109
* “Add a serial holdings record or an issue to a route list” on page 109

* “Copy a route list” on page 110

Create a route list

Follow these steps to create a route list.

1. Select File, New from the Polaris Shortcut Bar.
The New dialog box appears.

2. Select Route List, and click OK.

The Route List workform appears.

[ New Route List - General - Polaris =] & =
File Edit View Links Help
o o
=EHs- ®
List
o
n Name: Owner: | Community Library (Cobleskill) (br)
T
-~
© Pisces
+a -2
3
(] Type Title Status Designatian Destinatian Callection
&
Members
=
Route To Branch lote

For Help, press F1 HUM

3. Type a name for the route list in the Name box.

4. Select the library or branch in the owner box.
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Tip:

When you add a serial holdings
record to the route list, all issues
can be routed. When you add a
specific issue, the one issue can be
routed.

108 Routing Serial Issues

5. Select View, Route Slip from the menu.

The Route Slip view appears.

[3= New Route List - Route Slip - Polaris [ = =)
File Edit View Links Help
o .
=EHa- &
List
R
N neme | owner:  [Community Library (Cobleskil) (br) =
—
~1
Raute Sl
2
= Route Period: 1 Days - Home Location: |Community Library (Cobleskil) (COB)
]
[v'd Flease return by:
Return
Instructions:
Head
Footer:
For Help, press F1 HUM

If you print route slips on a receipt printer, only the Return by date
(calculated from the Route Period), the title and designation of the issue,
and the list of names appear the route slip. If you print route slips on 8.5 x
11 sheets of paper, the route list name, owner, return by date, home
location, return instructions, and header and footer are printed.

Indicate the time period for which you want the piece routed by
typing a number and selecting Days or Weeks in the Route Period boxes.

The Return by date on the route slip is calculated using this route
period.

Example:

If you enter 5 days and the issue is checked in on March 1, 2012, the
route slip will print with Return by: 3/6/2012. (The date may display
differently depending on your regional settings.)

Add the people to whom you are routing the serials (see “Add
members to a route list” on page 109).

Add the serial holdings records for the titles you want to route, or add

a specific issue (see “Add a serial holdings record or an issue to a route
list” on page 109).

If you do not use a receipt printer to print route slips, you can enter

additional information to print on the 8.5 x 11 route slip:

* Select the library where you want the issue returned in the Home
location box.

* Type instructions in the Return Instructions box.

* Type text to appear in the header and footer of the route slip in the
Header and Footer boxes.

Related Information

“Print a route slip” on page 111
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Tip:

You can type the patron’s name
(last name, first name) in the
Route to box and use the
accelerator keys SHIFT+ALT+F
keys to quickly initiate the search
for the patron.

Tip:

You can search for an issue using
the Find Tool, and add it to a route
list by right-clicking and selecting
Add To Route List. You can remove
an issue from a route list by
selecting Remove From Route
List.

109 Routing Serial Issues

Add members to a route list

Follow these steps to add the people to whom the piece will be routed.

1. Display the route list in the Route List workform.

2. Click “* in the Members frame.

The New Route List member dialog box appears.

New Route List Member E‘E‘
Route to: | Iﬂl

Branch: |

Hotes:

oK Cancsl

3. Click Find to search for and select the patron to whom you want to
route the issue.

Note:
To route to someone who is not a registered patron, type the person’s
name in the Route to box.

Type any notes you want to include regarding the member.
5. Click ok.

The member is added to the route list.

Related Information

* Remove a member - Select a member in the route list, right-click, and
select Remove or click = .

* Change a member note - If a note appears next to the member’s name,
you can change it by double-clicking on it and editing it.

* Change the member order - Select a member in the route list, right-click

and select Move Up or Move Down, or click the up or down arrow 4+ +.

Add a serial holdings record or an issue to a route list

Follow these steps to add a serial holdings record or an issue to a route list
from the Route List workform.

Note:

You can add an issue to a route list when you check it in. Then, you can
either print the individual route slip or print route slips in a batch. (See
“Print a route slip” on page 111.)

1. Display the route list in the Route List workform.

2. Click * in the Pieces frame.

The Find Tool appears.
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Tip:

You can also add a serial holdings
record to a route list by selecting
Tools, Add to Route List on the
Serial Holdings Record workform.

110 Routing Serial Issues
3. Use the Find Tool to search for the serial holdings record or specific
issue you want to add to the route list.

Note:
If you select a serial holdings record, all issues for this title can be routed.
If you select an issue, only the specific issue can be routed.

4. Double-click the serial holdings record or issue, or right-click and
choose select to add it to the route list.

Copy a route list

Follow these steps to create a route list by copying an existing route list. The
members are copied and remain in the same order, but the serial holdings
records or issues are not copied to the new route list.

Display the route list in the Route List workform.
2. Select File, New from the menu.

The New Route List dialog box appears.

3. Select Copy Existing Workform, and click OK.

The Route List workform appears with the same member names and
information, but without any issues.

4. Type aname for the new route list over the existing name.

The new route list must have a different name or owner.

5. Add issues to the route list. See “Add a serial holdings record or an
issue to a route list” on page 109.

6. Change the member list, if necessary, as well as other information on
the Route List workform.

7. Select File, Save.

The new route list is saved with the following copied data:

= Route List Name

e Owner

e Header

= Footer

e Home Location

e Return Instructions
= Route Period
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Printing Route Slips

Tip:

You can also select the issue from
the Find Tool results list, right-click
and select Check in. The issue is
checked in and the route slip is
printed.

You can print route slips to attach to issues that are routed to staff members
or other individuals. Route slips are printed on a receipt printer if a receipt
printer is the default printer for the workstation. If a regular printer is set
as the default printer, the route slips are printed on 8.5 by 11 inch paper.

Note:
To print route slips, the issue or part must be associated with a route list.
See “Add a serial holdings record or an issue to a route list” on page 109.

See the following topics:

* “Print a route slip” on page 111

e “Return a routed issue” on page 113

Print a route slip

Follow these steps to print a route slip.

Note:

If the issue/part does not have a route list associated with it, you can
select Tools, Add to route list on the Issue, Part, or Check In workform.
Or, right-click on the issue/part in the Find Tool results list and select Add
to route list. The Find Tool appears with Route List selected. Search for
and select the route list that you want to associate with the issue/part.

1. Display the Check In workform for the issue you want to route.

2. Select the issue to check in, double-click it or select Tools, Check in.

The issue is checked in and the route slip is printed if the print method
in the Polaris Administration profile Route list defaults is set to Automatic.
If the print method is set to Batch, the route slip is sent to a batch file
that you can print by selecting Serials, Batch Print, Route Slip.

Note:

The example below shows a route slip printed on a receipt printer. Only
the title of the issue, the list of people to whom the issue is routed, and
the return by date is printed. If you do not use a receipt printer, more
information may appear on the route slip depending on what is set in the
Route List workform. See “Create a route list” on page 107.

Route Slip

Againstthe grain: linking publishers, vendors
and librarians
v, 20 # 4 (September 2012)

Return by: 11/7/2012
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Related Information

* Route list setup - Route lists define the names on the route slip, the titles
to be routed, the time period for which the issues are routed, and other
information. For information on setting up route lists, see “Creating
Route Lists” on page 107.

* Route list defaults - Your system administrator can set up defaults for
all the route lists for your organization. See “Set up serials route list
defaults” on page 128.

* Item records linked to routed issues - If a routed issue is linked to an
item record, the item’s circulation status is Routed. If you try to check out
a routed item, you will receive an error message. Check the item in to
change its circulation status from Routed to In, and then check it out. Or,
go to the Notes view on the linked Issue record and change the issue’s
status to Returned or blank. The item record’s circulation status will be
changed to In.
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Return a routed issue

When a routed issue is returned and there is no linked item record to check
in, you must change the issue’s status manually from the Issue Record
workform or from the Route List workform. If there is an item record
linked to the routed issue, you can check in the item record and the status
of the linked issue will change to Returned. Follow these steps to change an

issue’s status from Routed to Returned.

1.

Open the Issue Record workform for the issue you want to change,

Routing Serial Issues

and select View, Notes or click E to go to the Notes view.

Select the route list, and double-click the Route Status to display the

options.

T Issue Record - 17660 - Notes - Polaris
File Ecit View Links Tools Help

Deda-~x DY

Ol Tite: Library journal at WCCLS.

(:JJ-) Category: Status:

’_u-)' Destination: | Libr ces + | Collection:
Notes

El Public:

Non-public:

Non-public/warning:

Route Lists

01/25/2008

I55M: 03630277

Copyno.: 4

Material type: | 15 Periodica

Name Owner

Professional Development

West Slope Community Library ..

Returned

For Help, press FL

NUM

Note:

Should you wish to set the status to blank, select blank under the Route

Status.

Select Returned to change the issue’s status from Routed to Returned.
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Serials Shortcut Keys

This appendix contains charts with the shortcuts you can use with Polaris
serials workflows. The cards are designed to be photocopied, trimmed, and
put into transparent sleeves that can be attached 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

Note:

For best results, print from the pdf file for the guide instead of from the
Help file.

* “General” on page 115

e “Print” on page 115

* “Serial Holdings Record” on page 115
e “Route List Workform” on page 115

e “Subscription Record” on page 115

¢ “Check In” on page 115

* “Issue Record” on page 115
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General Route List Workform
Workform Help F1 Open a piece CTRL+E
Open record CTRL+O Print a route slip CTRL+R
New dialog box CTRL+N Print a list of pieces CTRL+SHIFT+P
Close workform ALT+F4 Add a new member CTRL+A
Delete CTRL+D Move member up CTRL+U
Save record CTRL+S Move member down CTRL+D
Properties F8 Open a member CTRL+M
Refresh F5
Previous tag CTRL+up arrow Subscription Record
) Print a list CTRL+SHIFT+P
Print Add a serial holding ~ CTRL+A
Print current view CTRL+P Remove a serial holding  CTRL+
Print current list view Delete a serial holding  CTRL+D
CTRL+SHIFT+P Serial holdings property ~ ALT+8

) ) Renew a subscription CTRL+R
Serial Holdings Record

Create new pattern CTRL+SHIFT+N Check In

Delete a pattern  CTRL+SHIFT+D Print a single label CTRL+ALT+L
Open a pattern  CTRL+SHIFT+O Print multiple labelsCTRL+ALT+M
Pattern options  CTRL+SHIFT+M

Print pattern list CTRL+SHIFT+P Issue Record

Close a pattern  CTRL+SHIFT+C Print a single label CTRL+ALT+L

Print multiple labelsCTRL+ALT+M
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Serials Administration

Polaris Administration settings control how Polaris data is categorized,
used, and stored, and what functions are available to staff and patrons. You
can make most administration settings by two methods: through the
Administration Explorer, and through the appropriate workform for a
specific record. For detailed information about using the Administration
Explorer, finding and opening administration records, and general
methods for setting permissions, parameters, profiles and tables, see the
Polaris Administration Guide.

Note:

Topics in Polaris Administration guides and online Help use the
Administration Explorer method, unless you must specifically open the
record workform.

This unit explains how to configure your Polaris system to process serials
in the way that is most efficient for your organization. Serials processing in
Polaris includes all tasks relating to subscription maintenance, predicting
issues, receiving, and routing pieces.

To enable your staff to perform certain serials tasks, you need to set up the
required permissions (security) to access, create, modify, or delete records.
Then, you set up the appropriate defaults and settings to streamline and
standardize your serials processing.

This unit covers the following topics:

* “Serials Permissions” on page 117

* “Setting the Check In Display” on page 122

* “Setting Up the Check In Prompt” on page 124

* “Setting Delete of Issue/Part with Item” on page 125
* “Setting Up Subscriptions” on page 126

* “Setting Up Routing” on page 128

* “Setting Up Serials Claiming” on page 132
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Serials Permissions

Serials permissions define who can create, access, and work with serials
records and functions. Each organization can grant the appropriate
permissions that enable staff members to work with serials records and
control serial processing.

See the following topics:

* “Set serials security” on page 117

* “Serials Workflow Permissions” on page 118

Set serials security

Follow these steps to review and set Serials permissions.

6.

Note:

Certain System Administration permissions are required to assign
permissions. See “Setting Administration Permissions” in the Polaris
Administration Guide 4.1R2.

In the Administration Explorer tree view, select the Security folder for
the organization for which you want to set permissions.

The Security view is displayed in the details pane.
Double-click the Serials folder in the Control Record list.
The permissions appear under the object folders.

Select the permission.

The permission groups, staff members, and workstations with that
permission appear in the right pane of the Explorer.

Click Assign, and select Permission Group, Workstation or Staff Member.

The Find Tool appears.

Use the Find Tool to search for and select the staff member, permission
group, or workstation to which you want to grant the selected
permission.

The staff member, workstation, or permission group appears in the list
of those that have the selected permission.

Select File, save to save any changes.

Related Information

* General information about setting Polaris permissions

* “Granting Permissions” in the Polaris Administration Guide 4.1R2
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Serials Workflow Permissions

Serials Administration

The following table lists serials tasks, the Polaris permissions required to
do the tasks, the administrative levels at which they can be set, and the
subsystems where the permissions are located. Some permissions required

for Serials processing are also used in other subsystems. For example, the
Acquisitions permission Create a bib record from acquisitions and serials: Allow is
used in both subsystems. See “Set serials security” on page 117.

Tip:

Not all permissions are specific to
Serials. There are other
permissions which apply to Serials,
but are not configured within
Serials, such as the Cataloging
permission Override invalid item
barcode message: Allow and the
Acquisitions permission Create a
bib record from acquisitions and
serials: Allow.

Note:

To modify Polaris Administration profiles and parameters, you must have

the following permissions:

Access administration: Allow
Modify parameters: Allow

Modify profiles: Allow

For more information, see “Administration Workflow Permissions™ in the

Polaris Administration Guide 4.1R2.

Workflow

Required Permissions

Administration Explorer
Security Location

Manage Serial Holdings

Maintain serial holdings records

Access serials: Allow

System - Serials

(including publication patterns)

Serial holdings records: Create System, Branch - Serials

Serial holdings records: Modify System, Branch - Serials
Serial holdings records: Access System, Branch - Serials

Serial holdings records: Delete System, Branch - Serials

Control whether Polaris automatically
creates issues or part records

Access serials: Allow

Serial holdings records: Access

Serial holdings records: Modify

System - Serials
System, Branch - Serials

System, Branch - Serials

Manage Subscriptions

Add a subscription

Access serials: Allow

Subscription records: Access

Subscription records: Create

Funds: Access

System - Serials

System, Library, Branch -
Serials

System, Library, Branch -
Serials

System, Library, Branch -
Acquisitions

Maintain subscription records

Access serials: Allow

Subscription records: Access

Subscription records: Modify

Funds: Access

System - Serials

System, Library, Branch -
Serials

System, Library, Branch -
Serials

System, Library, Branch -
Acquisitions
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Workflow

Required Permissions

Administration Explorer
Security Location

Renew or cancel a subscription

Access serials: Allow

Subscription records: Cancel and Renew

System - Serials

System, Library, Branch -
Serials

Delete subscription records

Access serials: Allow

Subscription records: Access

Subscription records: Delete

System - Serials

System, Library, Branch -
Serials

System, Library, Branch -
Serials

Set subscription cancellation text and
print parameters

Access serials: Allow

Access reports and notices: Allow

System - Serials

System - System
Administration

Manage Serial Issues/Parts

Create, access, modify, and delete
issues or parts

Access serials: Allow

Serial Issues/Standing Order Parts: Create
Serial Issues/Standing Order Parts: Access
Serial Issues/Standing Order Parts: Modify
Serial Issues/Standing Order Parts: Delete

Serial holdings records: Access

System - Serials
Branch - Serials
Branch - Serials
Branch - Serials
Branch - Serials

Branch - Serials

Checking in serial issues/parts

Access serials: Allow
Serial Issues/Standing Order Parts: Access
Serial Issues/Standing Order Parts: Delete

Serial Issues/Standing Order Parts: Check-in
Serial Issues/Standing Order Parts:

UnCheck-in
Serial holdings records: Access
Serial Issues/Standing Order Parts: Modify

Create a bib record from acquisitions and
serials: Allow (optional)

Create and delete item records from

acquisitions and serials: Allow (if creating item

records)

Default shelving scheme for new item and
holdings records: Allow

System - Serials
Branch - Serials
Branch - Serials

Branch - Serials

Branch - Serials
Branch - Serials
System, Branch

System - Acquisitions

System - Acquisitions

System - Cataloging

Delete serial items linked to issues or
parts

Access serials: Allow

Serial Issues/Standing Order Parts: Create
Serial Issues/Standing Order Parts: Access
Serial Issues/Standing Order Parts: Modify
Serial Issues/Standing Order Parts: Delete
Item records: Delete/Undelete

Create and delete item records from
acquisitions and serials: Allow

System - Serials

System, Branch - Serials
System, Branch - Serials
System, Branch - Serials
System, Branch - Serials
System, Branch - Serials

System, Branch -
Acquisitions
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Workflow

Required Permissions

Administration Explorer
Security Location

Maintain Route Lists

Create a route list

Access serials: Allow

Route lists: Create

Serial holdings records: Access

Route lists: Access

System - Serials

System, Library, Branch -
Serials

System, Branch - Serials

System, Library, Branch -
Serials

Modify a route list

Access serials: Allow

Route lists: Access

Route lists: Modify

Route lists: Modify route status

System - Serials

System, Library, Branch -
Serials

System, Library, Branch -
Serials

System, Library, Branch -
Serials

Delete a route list

Access serials: Allow

Route lists: Access

Route lists: Delete

System - Serials

System, Library, Branch -
Serials

System, Library, Branch -
Serials

Set up route list defaults

Access serials: Allow

Access administration: Allow

Modify profiles: Allow

System - Serials

System - System
Administration

System - System
Administration

Claim Serials Issues/Parts

Enter and change serials claiming
information in supplier records

Access serials: Allow

Suppliers: Create

Suppliers: Access

Suppliers: Modify

Suppliers: Modify postal address fields

System - Serials
Branch - Serials
Branch - Serials
Branch - Serials

Branch - Serials

Generate serials claims

Access serials: Allow

Claim alert list: Access

Serial issues/standing order parts: Claim

System - Serials

System - Acquisitions

System, Branch - Serials
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Access serials: Allow System - Serials

Set up claim notices in Polaris

s . Access administration: Allow System - System
Administration

Administration

Modify parameters: Allow System - System
Administration
Access reports and notices: Allow System - System
Administration
Suppliers: Access Branch - Serials
Suppliers: Modify Branch - Serials
Generate claim notices Access serials: Allow System - Serials
Access reports and notices: Allow System - System

Administration

Claim alert list: Access System - Acquisitions
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Setting the Check In Display

You can set the display of issues or parts in the Check In workform so that
only issues or parts with a specific status or statuses are displayed when the
workform is opened. To see all the issues that have not been received, you
can define which statuses are included in the Not Received category.

See the following topic:

* “Specify the display of issues on the Check In workform” on page 122

Specify the display of issues on the Check In
workform

Follow these steps to specify how issues are displayed in the Check In
workform.

1. Inthe Administration Explorer tree view, expand the organization’s
folder.

2. Select Parameters and select the Acquisitions/Serials tab.

& Parameters
[ selfcheckunit | Request | Credit Card Payment
Acquisitions /Serials | Patron Services Cataloging | PAC Natification
Parameter Value
mBatch print workslips during ASN receiving No
Bulk add to PO/SL: Mark 970 data as processed No
&Bulk add to PO: Add Alert to PO line item for multiple ISB... Ves
igBulk add to PO: Replace invalid fields with default data Ves
&Bulk add to SL: Replace invalid fields with default data Ves
mCopylast segment data to next segment Ves
mCreate purchase order at subscription renewal No
&Dafault payment option when paying/crediting invoices  Voucher
mDalata linked issue/part when serial item is deleted Ves
[E1Display of issues on check-in Setup...
Entar unit price at serials check-in Yes
&Ganerata purchase order number No
Le.:t used purchase order number
mNot\ﬁcatmn: Print subscription cancellation notice On Demand
mNot\ﬁcatmn: Subscription cancellation notice text The Subscription identified in thi
18} Other charge description Other charges
PO line item workslips: Print on-order item data Yes
181 Prefix for systern generated purchase order number Ccoe
mPl.lr-_'he:e order number increment 1
&Purche:e order starting number 1
&Subscnptlon renewal fund - deposit account A41.03 Replicate A DAL
&Subscnptlon renewal fund - non-deposit account 1V2 Header

3. Select Display of issues on Check In.

The Display of Issues on Check In dialog box appears.

4. Select the status of issues that you want to display in the Check In
workform in the Issue status box.

Note:
If you select <Not Received>, you can define which statuses are included
in the Not Received category. See step 5.
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5. Ifyou selected Not Received, define which statuses you want to include
by selecting one or more check boxes: Claimed, Expected, Never published,
Not available, Pending Claim.

6. Click save to save your changes.

* If you selected All, the Check In workform displays issues/parts
with all statuses.

* If you selected Not received, the Check In workform displays the
issues/ parts with the statuses you defined as Not Received.

* If you selected any other status, the Check In workform displays
only the issues/parts with that specific status.
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Setting Up the Check In Prompt

The serials parameter Enter unit price at serials check-in controls whether a
prompt for the price appears when you check in a serials issue. The default
setting is Yes.

See the following topic:

* “Set the prompt for price at check-in” on page 124

Set the prompt for price at check-in

Follow these steps to specify whether you want a price prompt to appear
along with the barcode prompt when you check in serial issues.

Tip: 1.
The Enter unit price at serials

check in parameter applies only

when the serial holdings record has 2.
the settings Generate item

records at check-in and Prompt

for barcode enabled.

In the Administration Explorer tree view, expand the organization’s
folder.

Select Parameters and select the Acquisitions/Serials tab.

45 Parameters
[ seffcheckUnit | Regquest | Credit Card Payment__|
Acquisitions / Serials | Patron Services Cataloging | PAC Notification |
Parameter Value
E&llBatch print workslips during ASN receiving No
18 Bulk add to PO/SL: Mark 970 data as processed No

EPurchase order number increment

&b Purchase order starting number

&k Subscription renewal fund - deposit account

&% Subscription renewal fund - non-deposit account

i Bulk add to PO: Add Alert to PO line item for multiple1SB... Yes

iL#Bulk add to PO: Replace invalid fields with default data ~ Ves

i Bulk add to SL: Replace invalid fields with default data Yes

B8l Copy last segment data to next segment Ves

il Create purchase order at subscription renewal No

oy Default payment option when paying/crediting invoices  Voucher

Rl Delete linked issue/part when serial item is deleted Ves
[EDisplay of issues on check-in Setup...

(X Enter unit price at serials check-in Yes

&% Generate purchase order number No

{81 | ast used purchase order number

i Notification: Print subscription cancellation notice On Demand
Bl Notification: Subscription cancellation notice text The Subscription identified in thi
18 Other charge description Other charges
(ELPO line item workslips: Print on-order item data Yes

1) Prefix for system generated purchase order number COoB

1

1

A41.03 Replicate A DAL
1V2 Header

Double-click Enter unit price at serials check-in.

Set the parameter to Yes or No.

* If the parameter is set to Yes, when the issues are checked in, the
cursor is in the Price field and both fields are enabled.

* If the parameter is set to No, when the issues are checked in, the
cursor is in the barcode field and the price field is read-only.

Select File, Save.
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Setting Delete of Issue/Part with

Item

You can specify whether issues/parts should be deleted automatically
when the linked item record is deleted. The Acquisitions/Serials
parameter, Delete linked issue/part when serial item is deleted must be set to Yes
for the linked serial record to be deleted automatically.

See the following topic:

* “Set automatic deletion of linked issues/parts when items are deleted”
on page 125

Set automatic deletion of linked issues/parts when
items are deleted

Follow these steps to specify whether you want linked serial issues/parts
to be deleted when item records are deleted.

1. Inthe Administration Explorer tree view, expand the organization’s
folder.

2. Select Parameters and select the Acquisitions/Serials tab.

i Parameters
[ selfCheckUnit | Request | Credit Card Payment |
Acquisitions / Serials | Patron Services Cataloging | PAC Notification |
Parameter Value
E&lBatch print workslips during ASN receiving No

12 Bulk add to PO/SL: Mark 970 data as processed Ne
&Eulk add to PO: Add Alert to PO line item for multiple ISB... Ves
iL# Bulk add to PO: Replace invalid fields with default data Yes

b Bulk add to SL: Replace invalid fields with default data Ves

B8l Copy last segment data to next segment Yes

&l Create purchase order at subscription renewal No

b Default payment option when paying/crediting invoices  Voucher

ERlDelete linked issue/part when serial item is deleted Ves

[E]Display of issues on check-in Setup ...

(X Enter unit price at serials check-in Yes

&% Generate purchase order number No

E) Last used purchase order number

i Notification: Print subscription cancellation notice On Demand

Bl Notification: Subscription cancellation natice text The Subscription identified in thi
18 Other charge description Other charges

(ELPO line item workslips: Print on-order item data Yes

1) Prefix for system generated purchase order number COoB

EPurchase order number increment 1

&b Purchase order starting number 1

b Subscription renewal fund - deposit account A41.03 Replicate A DAL
&% Subscription renewal fund - non-deposit account 1 V2 Header

3. Double-click Delete linked issue/part when serial item is deleted.

4. Select Yes to delete all linked issues/parts when linked item records
are deleted in Cataloging, or select No to retain the issues/parts when
the linked item records have been deleted.

5. Select File, Save.
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Setting Up Subscriptions

You do not need to set up subscription records to use Polaris Serials.
However, if you create a Subscription Record for each serial title your
library has, you can manage your subscriptions (view, renew, cancel) from
the Subscriptions List. You also have the option to create purchase orders
automatically when a subscription is renewed.

See the following topic:
* “Set up subscriptions” on page 126

Set up subscriptions

Follow these steps to set up subscriptions.

1. Inthe Administration Explorer tree view, expand the organization’s
folder.

2. Select Parameters and select the Acquisitions/Serials tab.

& Parameters
[ selfcheckunit | Request | Credit Card Payment
Acquisitions /Serials | Patron Services Cataloging | PAC Notification
Parameter Value
mBatch print workslips during ASN receiving No
Bulk add to PO/SL: Mark 970 data as processed No
&Bulk add to PO: Add Alert to PO line item for multiple ISB... Ves
igBulk add to PO: Replace invalid fields with default data Ves
&Bulk add to SL: Replace invalid fields with default data Ves
mCopylast segment data to next segment Ves
mCreate purchase order at subscription renewal No
&Dafault payment option when paying/crediting invoices  Voucher
mDalata linked issue/part when serial item is deleted Ves
[E1Display of issues on check-in Setup...
Entar unit price at serials check-in Yes
&Ganerata purchase order number No
Le.:t used purchase order number
mNot\ﬁcatmn: Print subscription cancellation notice On Demand
mNot\ﬁcatmn: Subscription cancellation notice text The Subscription identified in thi
18} Other charge description Other charges
PO line item workslips: Print on-order item data Yes
181 Prefix for systern generated purchase order number Ccoe
mPl.lr-_'he:e order number increment 1
&Purche:e order starting number 1
&Subscnptlon renewal fund - deposit account A41.03 Replicate A DAL
&Subscnptlon renewal fund - non-deposit account 1V2 Header

3. Double-click Create purchase order at subscription renewal, and select one
of the following options:
* Choose Yes to create purchase orders automatically when
subscriptions are renewed.
* Choose No if you do not want purchase orders created
automatically when subscriptions are renewed.

4. If you selected Yes in the Create purchase order at subscription renewal
parameter, specify default funds for the automatic purchase orders:
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* Double-click the Subscription renewal fund - deposit account parameter,
and select a default fund to use when Depository agreement is
selected in the Payment Method box on the Subscription Record
workform, and no fund is selected.

¢ Double-click Subscription renewal fund - non-deposit account, and select
a default fund to use when Purchase or Free is selected in the
Payment Method box on the Subscription record workform, and no
fund is selected.

5. Double-click Notification: Print subscription cancellation notice, and select
Automatic or Batch to specify if cancellation notices are to be printed
automatically or in a batch.

6. Double-click Notification: Subscription cancellation notice text, and type the
text to appear on subscription cancellation notices. This text will
appear on all subscription cancellation notices.

7. Select File, Save.
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Setting Up Routing

You can use Polaris Administration settings to define the defaults that
display on route slips; specify whether route slips are printed in batch or
individually; specify a receipt or a regular printer for route slips; and
(optionally) set up routing notices to notify members of a route list when
issues are routed to them.

To print route slips on a receipt printer, the receipt printer must be the
default printer for the workstation where staff members do serials check in.
If another type of printer is the workstation’s default printer, route slips
will be printed on regular 8.5 x 11 inch paper.

Note:

The information printed on route slips is defined in the Route List
workform, but only the Return by date, the title and designation of the
issue, and the list of names appear on the route slip if you use a receipt
printer. If you print route slips on 8.5 x 11 sheets of paper, the route list
name, owner, return by date, home location, return instructions, and
header and footer are printed. See “Creating Route Lists” on page 107.

See the following topics:
“Set up serials route list defaults” on page 128

“Set up routing notices” on page 130

Set up serials route list defaults

Use the Route list defaults profile to define the default information that
displays in the Route List workform for the organization, workstation, or
staff member, and to specify how route slips are printed. Follow these steps
to set up serial route list defaults.

1. Inthe Administration Explorer tree view, expand the folder for the
organization, workstation, or staff member.

2. Select Profiles and click the Acquisitions/Serials tab.
Double-click Route list defaults.

The Route List Defaults Dialog box appears.
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Reute List Defaults 3

Route

Perod: | 3 |days v] Homelacaton: =)

Printing: () Batch (@) Automatic

Please return by:
Return

Instructions:

Header
Header:

Footer
Footer:

Call Number Type

e Copy Number Title
Fremusncy === add ===> Status

Dislay | peeyy

) Designation
Options: | ke rtems

Destination
Collection

o ] [ cancel | [ reb

Specify the default routing duration by typing a number and selecting
weeks or days in the Route Period boxes.

Note:
The routing duration is used to calculate the Return by date that appears
on route slips.

In the Home Location box, select the organization where the piece should
be returned.

Select one of the following print options:

* Select Batch if the route slip should be printed with all other route
slips needed during a serial check-in session.

* Select Automatic to print the route slip as each piece is checked in.

Type the instructions for returning the routed piece in the Return
Instructions box.

Type the text for the header in the Header box. This is the information
that appears at the top of the route slip.

Type the text for the footer in the Footer box.

. Specify the columns that display in the Route List workform by

selecting the data elements in the Piece Display Options box on the left
and clicking Add to move them to the box on the right.

Click oK to set the route list defaults and close the Route List dialog
box.

Select File, Save.
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Tip:

A routing notice is not a route slip,
which is a printed list of the people
to whom the issue is routed. A
route slip is attached to the issues
being routed. For more information
about route slips, see “Routing
Serial Issues” on page 106. Routing

notices can be e-mailed or printed.
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Set up routing notices

When you route an issue, you can notify the members of the route list that
the issue has been routed to them. You can specify whether the notice will
be sent in an e-mail or printed.

Follow these steps to set up routing notices.

1.

In the Administration Explorer tree view, expand the organization’s
folder.

Select Parameters and click the Notification tab.
Double-click Notification options.

The Notification Options dialog box - General tabbed page appears.

Select the Serial tab.

Metification opticns @

| General I Qverdue &Bi\ll Hold Request&cance\lanonl Fine | Reminder ‘ Serial

Serial claim

Naotification method: | sypplier preference =

Contact name:

[ automatic daiming

Department name:
Phone number:

Email address:

Return address: (QA-Polaris4 4.0 Test System {sys) -

Indude Claim Reason
Indude Claim MNote

Routing

Motification method:
Save ] [ Cancel ] [ Apply I I Help

Select Routing.
Select a method in the Notification method box.

Note:
Phone and TXT message notification methods are not available for
routing.

If you selected E-mail or Patron Preference in the Notification Method box,
set up the notice in the E-mail notice area:
* Type the subject of the e-mail in the Subject box.

* Type the text of the e-mail notice in the Text box. There is no
default or item-specific information for routing notices.
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8. Ifyou selected Print or Patron Preference in the Notification Method box, set
up the notice in the Printed notice area:

* Type the heading of the notice in the Header box. This is the
information that appears in the top portion of the notice.

* Type the text of the notice in the Text box. There is no default or
item-specific information for routing notices.

9. C(lick save.

Related Information

Routing serial issues - See “Routing Serial Issues” on page 106.
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Setting Up Serials Claiming

An issue or part may be claimed if it does not arrive when expected, it
arrives damaged, or it is the wrong issue. To work with serials claiming,
staff members require permissions for serials records, including supplier
records. They also require permissions to claim serial issues and parts, and
manage notices. See “Serials Workflow Permissions” on page 118.

See the following topics:

* “Set up claiming notification” on page 132

Set up claiming notification

Follow these steps to specify how claim notices will be sent for serials
issues or parts that are not received as expected.

Note:

If your serials claiming is centralized, set up notification at the system
level. If your serials claiming is decentralized, set up notification at the
library or branch level.

In the Administration Explorer tree view, expand the organization’s
folder.

Select Parameters and click the Notification tab.
Double-click Notification options.

The Notification options - General tabbed page appears.

Select the Serial tab.

Note:
To generate claim notices for a supplier, the Claim Notice box must be
checked in the Supplier record.

Select the Serial claim check box.

Select the method by which you want to generate and send claim
notices in the Notification method box.

Note:

If you want the claim notice method set in supplier records to control how
notifications are sent, make sure you select all the possible notification
methods on the General tab, and then set the Notification method to
Supplier Preference on the Serial tab.

Select Automatic claiming to have a claim notice sent out automatically
when an issue or part is eligible to be claimed.

In the following fields, type the contact information for the library staff
member who handles serials claims:

= Contact name

= Department name

* Phone number

 Email address
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9. In the Return address box, select the library whose return address
should be used on the serial claim notices.

10. To include the claim reason on serial claim notices, select Include Claim
Reason. The claim reason comes from the Reason box in the Claims view
of the Issue record.

11. To include a claim note, select Include Claim Note. The claim note comes
from the text in the Note box in the Issue record.

Note:
If the Subscription ID has been entered in the Serial Holdings Record -
Orders view, it appears on the claim notice.

12. Click save to save the notice settings you entered.

Related Information

* Claiming serials issues or parts - See “Claiming in Serials” on page 96.

* General information about notices - See “Setting Up Notices” in the
Polaris Patron Services Administration Guide 4.1R2.

* Printing claim notices - See “Print a claim notice” on page 105.
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Serials Permissions, Parameters, and
Profiles

These are the permissions, parameters, and profiles that you set to
administer and maintain the Serials subsystem in Polaris Administration.

Note:

Not all permissions, parameters, and profiles are specific to Serials. There
are other permissions which apply to Serials, but are not configured within
Serials, such as Override invalid item barcode message: Allow and the
Acquisitions permission Create a bib record from acquisitions and serials:
Allow.

Serials Permissions

These permissions are available under Security, Serials at the listed
organizational levels on the Administration Explorer.

Note:

To do a serials task, both the staff member and the workstation must have
the permissions.

For more information on setting permissions for specific Serials workflows,
see “Serials Workflow Permissions” on page 118.

Access serials Work with serials records in Polaris.
(System)
e Allow

Route lists Route serials and other material.
(System, Library, Branch)
e Access
e (Create
* Modify
e Delete
* Modify route status

Serial holdings records Work with serial holdings records including publication patterns and
(Branch) - pattern templates.

* Access
* Create
* Modity
* Delete
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Serial Issues/Standing Order Work with serial issues and standing order parts.
Parts
(Branch) * Access

¢ Create

* Modify

* Claim

* Delete

* Check-in

¢ UnCheck-in

Subscription records Maintain subscriptions.
(System, Library, Branch)
* Access

e (Create
Modify
e Delete

¢ Cancel and Renew

Suppliers Work with supplier records that belong to the branch.
(Branch)
* Access
* Create
* Modify
* Delete
* Modify postal address fields
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Serials Parameters

Create purchase order at
subscription renewal
(System, Library, Branch)

Display of Issues on Check In
(System, Library, Branch)

Delete linked issue/part when
serial item is deleted
(System, Library, Branch)

Enter unit price at serials
check-in

Notification: Print
subscription cancellation
notice

(System, Library, Branch)

Notification: Subscription
cancellation notice text
(System, Library, Branch)

Subscription renewal fund -
deposit account
(System, Library, Branch)

Subscription renewal fund -
non-deposit account
(System, Library, Branch)

The following parameters are available when you select Parameters,
Acquisitions/Serials in the System Administration Explorer at the listed
organizational levels. For more information, see “Serials Administration”
on page 116.

Specifies whether a purchase order should be created when a subscription
is approved for renewal. The default is No; to enable, set to Yes.

Specifies the status of issues that appear when the Check In workform is
first opened. It can be set to All which displays all issues regardless of their
status, or to Not received. You can define which statuses are included in the
category Not received using the check boxes.

Specifies if issues/parts are automatically deleted when you delete the
linked serial item record. The default is Yes; to disable, set to No.

Specifies whether the Unit price box appears in the prompt for barcode
dialog box when serial issues or parts are checked in. When it is set to Yes
(default), and the serial holdings record has the settings Generate item
records at check-in and Prompt for barcode turned on, the dialog box also
includes the unit price. The default is Yes; to disable, set to No.

Specifies when a subscription cancellation notice is printed. The default is
Automatic, cancellation notices are printed as individual subscriptions are
canceled. If set to Batch, the Cancellation Notices report must be generated
to print notices for canceled subscriptions.

Specifies the wording of the subscription cancellation notice for the
organization. The default text is The Subscription identified in this notice is being
canceled.

Specifies the budget account to use for the subscription renewal line item
on a purchase order if a fund is not specified for the subscription. This fund
is used if the payment method for the subscription is a depository
agreement.

Specifies the budget account to use for the subscription renewal line item
on a purchase order if a fund is not specified for the subscription. This fund
is used if the payment method is something other than a depository
agreement.
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Serials Profiles

The following profiles are available when you select Profiles, Acquisitions/
Serials at the listed organizational levels. For more information, see “Serials
Administration” on page 116.

Route List defaults Sets the default values used when creating new route lists. See “Setting Up

(System, Library, Branch, Routing” on page 128.
Workstation, Staff)

Override Serials blocks Specifies whether the selected staff member can override blocks in Serials
(Staff) - functions. Staff members with this profile set to Yes must also have
permissions to the restricted functions. The default is No; to enable, set to
Yes.
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Numerics

780 Former Title

changing serial title, 63
785 Later Title

changing serial title, 63

A

arrival pattern
specifying in publication pattern, 37

B

back issues
displaying notes in PAC, 22
barcodes (serials)
adding prompt for in publication pattern, 37
checking in using SICI, 82
entering on serials check in, 79
invalid barcode, 83
SICI defined, 4
bibliographic records (serials)
creating serial holdings records from, 25
creating when checking in parts, 79
linking from serial holdings records, 25
bibliographic units
enumeration levels, 40
publication pattern, 36

C

calendar change
defined, 43
specifying in a publication pattern, 43
calendar unit
setting in publication pattern, 42
call number
serial holdings records, 26
canceling subscriptions
overview, 66
procedure, 74
cancellation notices
printing, 74
setting up for serials subscriptions, 126
specifying notice text, 75

Index

captions
displaying enumeration in reverse order, 39
suppressing for enumeration, 39
category
publication pattern, 36
Check In workform (serials)
holdings notes, 78
non-public notes, 78
check in, serials
specifying issue statuses to display, 122
checking in (serials)
from issue or part workform, 80
generating item records, 79
multiple issues from linked list box, 83
multiple issues from the Find Tool, 82
overriding invalid barcode message, 83
overview, 76
setting a prompt for item barcode, 37
setting a prompt for item price, 37
undoing, 93
chronology
display in Polaris, 12
modifying publication pattern, 47
number of levels, 38
setting up in publication pattern, 38
chronology date
serial issues or parts, 89
Claim Alert List (serials)
expanding and filtering, 102
claim notices (serials)
printing, 105
subscription ID, 105
claiming (serials)
entering the subscription ID, 100
from Claim Alert List, 102
from issue or part, 104
overview, 96
claiming notices, serials
permissions, 121
claiming, serials
permissions, 120
setting up notices, 132
closing
serials publication pattern, 49
collapsed
view of serial items in the PAC, 19
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collections

serial holdings record, 26
combining issues

as part of publication pattern, 42

as they are checked in, 91
completeness code

serial holdings record, 27
compressed holdings

serials display in the PAC, 19
continuity

enumeration, 40
copy number

serial holdings record, 26
copying

route lists, 110

serial holdings records, 31

subscription records, 70
customer support

contacting, 2

D

deleting issues or parts
messages, 91
designation
display of serial issues, 12
sorting by when searching for serials, 11
viewing in the Find Tool, 11
destination library
serial holdings record, 26
display in PAC
retained issues, 20
serial issues unlinked to items, 27
setting in the serial holdings record, 20
display serials in PAC
publications not currently received, 22

E

electronic access
serial holdings record, 28
end date in publication patterns
changing, 46

Index

enumeration
adding an issue without restarting, 89
continuity, 40
display in Polaris, 12
displaying in reverse order, 39
free text, 39
modifying a publication pattern’s, 47
no captions, 39
number of levels, 38
setting up in publication pattern, 38
specifying the units in each level, 40
start value, 39

enumeration and chronology
See Also designation

expected issues
changing to never published or not available, 94

F

Find Tool
searching for serial issues, parts, items, 11
searching for serials by SICI barcode, 82
tips for viewing designation for serial issues and
items, 11
free text enumeration
adding special issues, 51
start value, 39
frequency
modifying publication pattern, 47
serial publication, 39

G

generate items on check-in
setting in serial holdings record, 37

H

hold requests

allowing for serial issues, 24

allowing for serial items, 24

allowing for volumes in multi-volume sets, 24
holdings display in PAC

See serial holdings, compressed display
holdings notes

Check In workform, 78

index
publication category, 36
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issue records

deleting automatically when linked items delet-

ed, 125
issues
adding at check in, 87
adding from serial holdings record, 89
adding outside of publication pattern, 89
adding special, 51
adding to a route list, 109
adding to route list from Find Tool, 109
allowing hold requests for, 24
changing status from routed to returned, 113
changing the status of, 94
checking in from Check In workform, 78
checking in from issue or part, 80
checking in multiple from linked list box, 83
checking in multiple from the Find Tool, 82
deleting serial, 90
designation display, 12
displaying notes for ceased publications, 22
displaying retained in the PAC, 20
entering a unit price at check in, 79
predicting more, 50
records described, 7
routing, described, 106
status list, 7
tips on predicting quarterly, 44
undoing check in, 93
unlinked to item records, 27
using free text enumeration, 51
issues or parts
messages when deleting, 91
item templates (serials)
creating, 61
overview, 60
items (serial)
allowing hold requests, 24
overriding invalid barcode message, 83
items (serials)
availability display in the PAC, 19
creating from an issue or part, 84
deleting automatically with issues, 90

K

keyboard shortcuts
serials reference, 114

L

labels
selecting type for serials, 86
serials labels defaults, staff member, 86

Index

latest or previous
retention display in the PAC, 27

M

material type
serial holdings record, 26
members (route list)
adding, 109
changing the order of, 109
membership
serial holdings record, 28
multi-volume sets
allowing holds for first available volume, 24

N

never published
changing an issue’s status to, 94
non-public note
entering in serial holdings record, 38
serial holdings record, 28
not available
changing an issue’s status to, 94
not received
changing an issue’s status to, 94
notes (serials)
entering for a serial publication pattern tem-
plate, 55
entering in serial holdings record, 28

entering public notes in serial holdings record,
29

public and textual holdings in PAC, 20
notices

printing serial claim, 105

setting up serials claim, 132
notices, serials

setting up routing, 130
number of issues or parts to predict

setting in publication pattern, 37

o

omitting issues

as part of publication patterns, 42
order information

entering for a serial holdings record, 30
order type

serial holdings record, 26
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P

PAC display (serials)
displaying public notes, 20
issues unlinked to items, 27
overview, 19
viewing items collapsed or expanded, 19
parameters
serials reference list, 136
parts
adding from serial holdings record, 89
changing the status of, 94
predicting more, 50
paying for subscriptions
overview, 17
permissions
serials, reference list, 134
preceding entry
viewing in the PAC, 63
predicting issues
See publication patterns
prediction
using free text enumeration, 51
prepayment
subscriptions, 17
previous or latest
retention display in the PAC, 27
price
entering for a serial issue at check in, 79

prompting for entry at serials check in, 124

prompting for in publication patterns, 37
profiles

serials reference list, 137
public notes

displaying for serials in PAC, 29

entering in serials holdings record, 38
publication code

setting in publication pattern, 42
publication pattern options

modifying, 46
publication pattern templates

copying, 57

creating, 53

entering notes, 55

filtering the list, 54

selecting in a serial holdings record, 38

141

publication patterns

Index

adding prompt for unit price at check in, 37

closing, 49

entering the start date, 37
exceptions, 42

frequency, 39

modifying, 46, 47

modifying enumeration, 47

predicting issues using, 36

prompting for barcode at check in, 37
prompting for price at issue check in, 37
reopen closed, 49

setting a publication code, 42

setting regularity, 41

setting the calendar unit, 42

setting up enumeration, 38

specifying a calendar change, 43

tips on predicting quarterly issues, 44

weekly serial with combined issues, example, 42

purchase order line item
linking to serial holdings record, 30

Q

quarterly issues
tips on predicting, 44

R

receiving (serials)
See checking in
regularity
modifying publication pattern, 47
setting in publication pattern, 41
renewing subscriptions
creating an invoice, 72
from subscription list, 73
from the subscription record, 72
overview, 66
without automatic purchase orders, 72
without using subscription records, 72
reopening
closed publication pattern, 49
subscription, 75
retaining serial issues

multiple holdings for same title and branch, 38

overview of display in PAC, 20

specifying period in serial holdings record, 27

retrospective holdings
displaying in the PAC, 20
entering in serial holdings record, 38
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route lists
adding issue from Find Tool, 109
adding members to, 109

adding serial holdings records or issues to, 109

changing member notes, 109

changing the order of the members list, 109

copying, 110
creating, 107
defining time period, 108
deleting members from, 109
overview, 106
permissions, 120
route slips
information on receipt slip, 108
printing, 111
routed issues
changing status to returned or blank, 112
checking out a linked item record, 112
returning, 113
routed status
item linked to routed issue, 112
routing
setting up notices, 130
routing serial issues
described, 106

S

seasonal issues
prediction of quarterly publications, 44
Serial Claim Notice
printing, 105
serial claim notices
subscription ID, 105
serial copy
destination library, 26
See serial holdings record
serial holdings

displaying in PAC for same title and branch, 38

displaying in the PAC, 19

displaying notes in the PAC, 20
serial holdings record

shelving scheme default, 27

Index

serial holdings records

adding issues or parts to, 89

adding to route lists, 109

adding to subscription records, 69

call number, 26

category, 36

changing titles, overview, 63

changing titles, procedure, 64

closing a publication pattern, 49
collection, 26

completeness code, 27

copy number, 26

copying, 31

creating, 25

creating from bibliographic records, 25
deleting, 95

destination library, 26

electronic access, 28

entering a non-public note, 38
entering notes, 28

entering order data, 30

entering public notes, 29, 38

entering publication start date, 37
entering textual holdings, 38

generate items on check-in setting, 37
linking to bibliographic records, 25
linking to new bibliographic records, 64
linking to purchase order line item, 30
linking to subscription records, 31
material type, 26

membership, 28

multiple runs, 36

non-public note, 28

order type, 26

organization, 28

overview, 5, 25

permissions, 118

predicting more issues/parts, 50
publication arrival pattern, 37
selecting a publication pattern template, 38
setting number of issues or parts to predict, 37
setting the publication frequency, 39
setting up publication patterns, 36
shelving scheme, 27

status, 26

type of supplement or index, 37

serial issues

deleting automatically when linked items delet-
ed, 125
see issues

serial issues and parts

permissions, 119
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serial item templates
creating, 61
serial items
permissions, 119
serial records
overview, 5
serials
adding an issue or part, 89
adding issues or parts at check in, 87
checking in by SICI barcode, 82
checking in overview, 76
overview, 4
prompting for price at check in, 124
setting up claiming notices, 132
setting up publication patterns, 36
setup, 17
specifying publication exceptions, 42
serials check in
entering the unit price, 79
undoing, 93
serials claiming
from Claim Alert List, 102
from issue or part, 104
overview, 96
setting up, overview, 132
serials display in the PAC
item record availability, 19
serials label type
selecting, 86
serials labels
changing defaults, 86
serials parameters
reference list, 136
serials permissions
reference list, 134
serials profiles
reference list, 137
serials shortcut keys
reference, 114
serials subscriptions
creating automatic renewal orders, 126
permissions, 118
specifying renewal funds, 126
Serials subsystem
starting in Polaris, 14
serials title change
publisher changed title, 65
shelving scheme
serial holdings record, 27
shortcut keys
serials reference, 114

143

SICI
barcode, finding records by, 15
check-in by barcode, 82
defined, 4

SISAC
defined, 4

special issues
adding, 51

standing order
defined, 4

standing order parts

standi

adding at check in, 87
checking in, 80
checking in (serials), 78

Index

creating bibliographic records when checking

in, 79
ng orders
entering order information, 30
processing overview, 10

start date in publication patterns

changing, 46

start value

status

enumeration, 39

changing issue or part, 94
issue records, 7
serial holdings record, 26

subscription 1D

claiming data in serial holdings record, 100
printing on serial claim notices, 105

subscription list

expanding and sorting, 71
renewing a subscription from, 73
viewing, 71

viewing subscriptions, 71

subscription records

adding serial holdings records to, 69
copying, 70

creating, 67

linking serial holdings record to, 31
overview, 6

purpose of, 66
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subscriptions
canceling, 74
checking in issues, 78
defined, 4
paying, 17
processing, 8
renewing from the subscription list, 73
renewing without using subscription records, 72
reopening, 75
reporting, 66
viewing on subscription list, 71
subscriptions for serials
setting up, 126
setting up cancellation notices, 126
succeeding entry
viewing in the PAC, 63
supplement
publication category, 36
supplement or index type
specifying in serial holdings record, 37

T

templates (serials)

creating publication pattern, 53

creating serial item, 61

entering notes for publication pattern, 55
textual holdings (retrospective)

displaying in PAC, 20, 38

entering in serial holdings record, 38
title changes

changing the bib linked to a serial holdings re-

cord, 64
from publisher, 63
viewing in the PAC, 63

U

unchecking in
serial issues, 93
undoing
serials check in, 93
unit price
adding prompt for in publication pattern, 37
serials check in, 79, 81

\4

volumes
allowing holds on, 24

144

X/

weekly serial with combined issues
example, 42

Index
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