Check Out Items
1. Select Circulation, Check Out from the Polaris Shortcut Bar, or press F3. The Check Out workform opens.

2. Scan the patron barcode in the Patron barcode box, or type the barcode and press ENTER.
3. Scan the item barcode in the Item barcode box, or type the barcode and press ENTER. The item information appears in the list of items at the bottom of the workform. Repeat this step until you have checked out all the patron’s items.
4. Verify that the Item barcode box is blank, and press ENTER. The check-out receipt is printed.

Renew an Item from the Check Out Workform
Renewing an item is similar to checking out an item (see above). When you scan the item barcode, Polaris asks if you want to renew. Click Yes and follow the rest of the directions above.
Renew an Item from the Patron Status Workform

You can also renew items from this location. This method is convenient because you can select and renew multiple items without scanning the barcodes.
1. Select Circulation, Patron Status from the Polaris Shortcut Bar or press F6. The Find Tool opens. Then do step 2 or 3.
2. Barcode method: Select Barcode in the By box, click the For box, scan the patron’s barcode, and press ENTER. Go to step 4.
3. Name method: Select Last, First Middle in the By box, type the patron’s last name in the For box, and press ENTER.

The patron’s name appears in the Find Tool results list.

4. Double-click the patron’s name. The Patron Status workform opens.
5. If the Items Out list is not already displayed, click [image: image1.emf]

 at the side of the workform.
6. If you are renewing one or multiple items, select the items in the Items Out list, and click [image: image2.emf] or press CTRL+R.

7. If you are renewing all items, click [image: image3.emf]  or press CTRL+A. 
The new due dates are displayed and a receipt is printed.
Manage Patron Blocks at Circulation
During checkout you may see a message about patron blocks that must be handled before you check out the next patron. Take one of the following actions to manage the patron blocks:
· Override the blocks - Click Yes to continue. (You must have the appropriate permissions to override blocks.) If the only block is for a held item, you can override the block even if you do not have permission.

· Stop the transaction - Click No.
· Resolve the block - Use the up and down arrow keys to select a block, and press ENTER. The appropriate workform opens where you can resolve the block. Example: If the block is Patron owes money, the Patron Status workform - Account view opens.
· Overdue or long overdue items -  Check in the items, make claims, or declare the items lost. 

· Amounts owed - Resolve the charges.
· Verify Patron blocks - Verify the patron’s account information and save the patron record. 

· Staff-generated blocks or blocking notes - Delete them if appropriate.
Register a Patron
8. Select File, New from the Polaris Shortcut Bar, click[image: image4.emf], or press CTRL+N. The New dialog box appears.
9. Select Patron Record in the Objects box, and click OK. The Addresses view of the Patron Registration workform appears.

10. Scan the patron’s barcode (from the new library card) in the Barcode box, or type the barcode and press ENTER.
11. Type the patron’s last name in the Last name box, and type the first name in the First name box.

12. Select your library in the Registered at box.

13. Select the patron’s code in the Patron code box according to library policy.




14. Set the registration period:

· Set a term (such as two years from today): Type a number in the first Expiration Term box, and select months or years in the second box.
· Set an exact date: Click the down arrow by the Expiration Date box and select the date from the calendar.
15. Click the Add button under the Addresses, Phone Numbers list area. The Add Address dialog box appears.
16. Select the type of address, such as Home or Work, in the Type box.

17. Select the country in the Country box.

18. Type the Zip code in the Postal Code box. Polaris automatically fills in the City, State/province, and County boxes, or displays a pop-up dialog box. If the pop-up box appears, double-click the correct city-state-county combination.
19. Type the street address in the Street One box. You can use the Street Two box for an additional street address line. Then click OK.
20. Set the address update period:

· Set a term (such as two years from today): Select months or years in the second Address Check Term box, and select or type a number in the first Term box.
· Set an exact date: Select the date from the calendar in the Address Check Date box.
21. Type the patron’s phone number in the Phone 1 box (include 1 + area code for long distance numbers).

22. Select the method by which the patron prefers to receive notices in the Notification option box. Select the Telephone options only if the library uses automatic telephone notification. If you select e-mail, the patron record must include an e-mail address. If you select TXT, click TXT by the phone number that will receive text messages and select a carrier for that number.
23. Select File, Save.
Take a Fine Payment 
24. Select Circulation, Patron Status from the Polaris Shortcut Bar or press F6. The Find Tool opens.
25. Select Barcode in the By box.

26. Click the For box, scan the patron’s barcode, and press ENTER. The patron’s name appears in the Find Tool results list.

27. Double-click the patron’s name. The Patron Status workform opens.

28. Click [image: image5.png]


 at the side of the workform to open the Account view.

29. Choose one of the following options:

· To pay one or multiple charges, select the charge or charges in the Account Transaction list, and click  [image: image6.emf] or press CTRL+Y.

· To pay all charges, click  [image: image7.emf] or press CTRL+L.

The Pay dialog box appears.

30. Select a payment method in the Method box.

31. Accept the patron’s payment, and click OK on the Pay dialog box. The Pay dialog box closes, and a receipt is printed.
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Quick Start at
the Circ Desk
(Polaris 4.1R2)
For more information about Polaris: 

· Select Help, Polaris Topics on the Polaris Shortcut Bar.

· Click [image: image9.emf]

on any Polaris workform to see more information about the workform.
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