
Running Reports in Polaris 
______________________________________________________________________________________________ 

 

Peace Library System Polaris Training Manual                                                                   February 8, 2009 

 

How to access reports and notices in Polaris 

 

1.  In the Polaris Shortcut Bar, click on Utilities, and then click on Reports and Notices  

 

 
 

 

2. The report and notices window will pop up.  
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3.  Double Click on Circulation folder.  You will see the following reports. 

 

 
 

4. Your report setup wizard will pop up when you double-click on a report. You will have to select your library, and for 

some reports a date or a time frame, or other parameters.  When you click on “Begin Date” and “End Date” calendar will 

pop up and you can use back or forward arrows to select the month and date. 
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5.  Click on Submit to run the report. 

 

6.  Following the steps try to run and view  the following reports:  

 

Expand Cataloging → Item →   Lost-Missing Items   

Claimed Items 

Collection Value by Organization – Gives the total value of your holdings. 
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7.  Expand Public Services  → Patron Financial → Fines and Fees, Waived Fines, Fees and Fines Summary 

 

 
 

8.  Expand → Patron Services → Patron Register, Patron Registered by Zipcode, Expired Patrons etc. 

 

 
 

9.  Expand System – Statistical Summary.  This is a very nice summary.  For this you define the beginning and ending dates 

and select your branch. 
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10.   Put a checkmark in the summary box in the left hand bottom corner. Click on submit.  The output is a concise report.  

See below. 

 

 
 

11.  Expand Notices  →Overdues → Number of notices to choose from. 

 

       Please note, select specific pages and view only one page.                                                                 

 

12.  NEW:  Holds Requests to Fill  - Run from Custom Folder  

 

        Double click on the Custom folder.  Select Holds_Requests_To_Fill.   

        This gives you a report with columns and includes shelf location.  So that it is easy to pick the books.  

 

Weeding:  

 

Uncirculated Items reports can be used to help with weeding  books that are not circulating.  Set the before date to 

number of  years (depending on your library’s weeding policy). 
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Enter a maximum circulated lifetime (e.g. If you select 5, items that have circulated 6 or fewer times will show up in the 

report), select your library, select specific page and view only 1 page.  

You will see a report as follows: 
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Note:   All your reports are in PDF format, but you can select to generate them in other formats, such as excel.  

Click on the drop down by the printer icon and you will see the options. 

 

 


