Running Reports in Polaris

How to access reports and notices in Polaris

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

1Y Polaris Shortcut Bar - pplstrain [Peace Library System]
File Acquisitons Serials Cabsloging Patran Services Circulation  Administration Window Help
= =z [ e ts and Notices
D OEFERFERFAEE8 K _ Fepaieandhowes
Irporting
Exporting

Catalaging Processing

Guick-circ Ttem Recards

Lirk ta Supplier Databases
Update Currency Exchange Rates

Label Manager
Maling Label Manager

Credit Card Payments Manager
URL Detective

\eb Browser

£ start | | [ifl Polaris Shortcut Bar - ..

2. The report and notices window will pop up.
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Polaris Reports

e P E]

IHeport Categaries: IAvaiIable Reports:
Mame | Type | [ate Modified |

| .&cqumlt.lons C 1 &cquisitions Folder  12412/2002 10:35 AM
- Cataloging [ Cataloging Folder 31/07/2008 10:38 AM
U“% Circulation [C] Cireulation Folder 12/12/2008 10:36 &M
S a E“f.mm (3 Custom Folder 0G/02/2005 11:11 &M
S e [ Noices Folder 12/12/2008 10:35 &M
o CIPAC Folder 317072005 10:39 AM

-1 Public Services ) .
{23 Serials 1 Public Services Falder  31/07/2008 10:39 AM
B0 Spstem 21 Serialz Folder  31/07/2008 10:39 Ak
[ System Falder 12/12/2008 10:37 Ak

3. Double Click on Circulation folder. You will see the following reports.

Polaris Reports CE=
B ] =)
[Report Categories: [Available Reports:
1723 Polaris Name: [ Tope [ Date Modiied [
- Acquisiions [] Circulation By Items &ssigned Branch Report 23/01/2009 5:36 AM
1 Catalooing 2] Cireulation By hems Loaring Branch Report 23/01/2009 5:35 AM
42 Circulation 2] Cireulstion By ‘workstation Report 23/01/2009 536 &M
= Bustom [ Definquent Patrans Report 23/01/2009 5:36 &M
8 i 2] Expired Reserve ltems Fieport 23/01/2009 536 AM
5 Fublc Services 5] Flaatingltems By Assigned Branch Repart 23/01/20095:36 AM
20 Serials J Floating Items By Home Branch Repart 23/01/2008 536 &AM
1 System 21 Floating Items Setup Report 23/01/2009 536 Ak
"1 Holds Faider 31/07/2008 10:38 AM
i Folder 1/07/2008 10:38 Ab
[ InHouss Use Report 23/01/2009 5:36 AM
3] Item Circulation By Collection Fieport 23/01/20095:36 Ab
21 Item Circulation By Item Statistical Code Repart 23/01/20095:36 AM
j Item Circulation Statistics Repart 23/01/2008 536 &AM
21 Long Dverdue ltems Repart 23/01/2009 536 Ak
"1 Outreach Services Faider 12/12/2008 10:36 AM
[£] Overdue ltems Report 23/01/2009 536 AM
[ Overdue Patrons Report 23/01/2009 5:36 AM
[ Overdue Reserve ltems Fieport 23/01/20095:36 Ab
21 Pation Circulation Statistics Repart 23/01/20095:36 AM
j Pation Code Statistics: Repart 23/01/2008 536 &AM
21 Pation Cross Borrowing Report 23/01/2009 536 Ak
[ Pation Lost ltems By Owring Branch Report 23/01/2009 5:35 AM
[2] Reserve ltem Aecards Report 23/01/2009 536 Ak
[ Reserve Shel List Report 23/01/2009 5:35 AM
[ Reserve Statistics By Course Fieport 23/01/20095:36 Ab
3 Uncirculated ltems Repart 23/01/20095:36 AM

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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Report Setup Wizard E3 Report Setup Wizard E |

Parameters | Farameters |
Begin D ate: | EEEER 02,2009 12004M v Begin D ate: | Januay 08,2003 12008M |
End Date: | February 02,2009 11:59PM x| End Date: | January 31,2003 11:59PM x|
Branch: I eiills | Branch: <Al |

Bear Point Cornmunity Librar
ge Public Library

Beaverlodge Regional High School

Beizeker Municipal Library

Berry Creek, Community Libran

Berwyn Municipal Library

Bibliotheque de Beaumont Library

Bibliotheque de St. |sidore B

Subnit | LCancel Submit LCancel

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.

Polaris Reports !E[ E
2 54 &2

|F|ep0rt Cateqories: |Avai|able Reports:

=43 Polaris Mame | Type | Date Modified |
-~ Acquisitions [ Clairmed ltems Report 23400 /2009 5:35 &AM
= Cataloging (3] Classification Number List Report  23/01/2009 536 AM
3 Authariy (] Collection ¥alue By Orgarization Report  23/01/2009 5:36 AM
g ﬁ'ebr:waph'c 21 inTransi tems Report  23/01/2009 536 &M
- Circulation _] |Fventon Exception - Incomect Status Report  23/001/2009 536 Ak
-3 Custam _] |Fventon Exception - Mizzshehed Report  23/001/2009 536 Ak
- Motices _'| [rventary Shelflist Report  23/01/2009 5:36 AM
T PAC _'| Itern Fecords by Funding Source and Stat Code Feport  23/01/2009 5:36 AM
B0 Public Services _'| Itern Fecords That Do Mat Display In PAC Feport  23/01/2009 5:36 AM
{27 Serials _'| Item Records Without Barcodes Report  23/01/2009 5:36 AM
- System =] Item Statug Report  23/01/2009 5:36 &M
=] Lozt and Mizzing lkems Report  23/001/2009 5:36 Ak
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7. Expand Public Services - Patron Financial = Fines and Fees, Waived Fines, Fees and Fines Summary

e N B

|F| eport Categories:

IAvaiIabIe Reports:

E‘a Polariz Marmne | Tupe | Date Modiied |
L Acquisitions [] Billed Patrans Fepot  23/01/2009 5 36 AM
=+ Catsloging [ Callection Agency Detai Fepott  23/01/2008 5:36 AM
: [59] Collection Agency Summany Report  23/01/2008 5:36 &M
j Daily Cash Drawer Report  23/01,/2009 5:36 Ak
_1 Donations - Credit Card Payments Report  23/01./2009 5:36 Ak
j Fires and Fees Report  23/01,/2009 5:36 Ak
_1 Fines and Fees - Credit Card Payments Report  23/01./2009 5:36 Ak
j Fires and Fees Summary Report  23/01,/2009 5:36 Ak
F-20 Customn _'| ‘Waived Fines Report  23/01./2009 5:36 Ak
H-1 Motices
-] PAC
=] Public Services
D Outreach Services
| P ation Financial
D Patron Services
[ Serials
- System

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

S[=] E3

254 B

Type | Date Modified |
Z3/01/2008 5:36 AM
230142009 536 AM
23/01/2009 5:36 AM
23/01/2009 5:36 AM
230142009 536 AM
Z3/01/2009 5:36 AM

Polaris Reports

IHeport Cateqgories:

=143 Polaris
{:| Acquizitions

=17 Cataloging

{7 Autharity

{1 Bibliegraphic

{3 ltem

Circulation

I.&vailable Reparts:

I ame: |
j Ewpired Patrons

[ Inactive Patrans

j Patron Reqister

j Patrons Reqgistered By Zipcode

[2] Patrons Without Addresses

j Werify Patron Data

Repart
Report
Repart
Repart
Report
Report

{1 Outreach Services
-2 Custom

=7 Motices

-] PAC

= Public Services

{7 Outreach Services
{271 Patron Financial

-7 Serials
-] System

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.

a‘Statistical Summary.pdf - Adobe Reader
File Edit Wew Document Tools ‘Window Help x

= k| & [ B

Record Counts
Bibs wiltems Bibs wio ltems Authority
Global 679,753 29,548 280,285
Bibs wiltems Items Items Withdrawn Patrons Active Staff ~ Workstations
Eranch Specific 20,381 21,372 86 1,275 3 3
Circulation Statistics
Check Outs Borrowers Check In Overdue ltems Checked In Staff Overrides
2,021 254 1,478 226 0

Holds Placed Holds Satisfied Holds Cancelled

242 172 16
Records Added and Deleted
Bibliographic Authority ltems Patrons
Added by Branch 2 0 T4 43
Added by Other 6,415 1,379 0 o
Deleted by Branch 0 0 0 1
Deleted by Other 3,835 47 2 i}
Financials
New Charges Money Collected Refunds MNET Amounts Waived Credits
$250.40 $213.04 50,00 $213.04 $35.10 50.00
Total Qutstanding Fines
§3,164.43
PAC Statistics
Logins Online Registrations Holds Placed Holds Cancelled
T8 142 5

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:

ncirculated Items.pdf - Adobe Reader !E B

Edit Wiew Document Tools wWindow Help x
= *|@- |1 /1@ -fu|1nn% . e “IFind -

Call Number  Title Material Type Barcode Creation Date Last Circ Date Total Circ [+ ]
a primate’s memaoir. Interlibrary Loan  30000004708859 Wed Jun 02 2004 Wed Jun 02 2004 1
knifemaking. Interlibrary Loan  31221067032214 Fri May 21 2004 Fri May 21 2004 2
ed fowler's knife talk. Interlibrary Loan 31221067033540 Fri May 21 2004 Fri May 21 2004 2
Lightning. Book on Cassette  30102000209591 Thu Jan 31 2002 Sat Jun 01 2002 1
thank God for Dr. cass. Interlibrary Loan  35021002242233 Fri Jun 11 2004 Fri Jun 11 2004 1
The Alamosa Trail. Book 31000012120801 Tue Dec 03 2002 Thu Dec 12 2002 2
the Fury. Interlibrary Loan 31333046324748 Sat Jun 22 2002 Tue Jul 02 2002 1
50 boo-tiful halloween.  Interlibrary Loan  35021006226919 Wed Jan 29 2003 Thu Jan 30 2003 1
Encyclopedia Brown Book 30100004353225 Thu Feb 07 2008 o]
saves the day
Love among the Book 30100004418143 Thu May 08 2008 1]
walnuts
Dragonsong Book 30100004519049 Mon Sep 20 2008 1]
the art of classic Interlibrary Loan 31221069608060 Wed Jan 29 2003 Thu Jan 30 2003 1
quiltmaking.
community leadership  Video - VHS 31817007062079 Tue Feb 20 2001 Tue Feh 20 2001 1
series.
Tracker Book 30100003294990 Thu Jul 12 2007 1]
no crystal stair. Interlibrary Loan  31817007118193 Sat Jun 02 2001 Sat Jun 16 2001 2 2
Mattimeo : a tale of Book 30100003355486 Mon Sep 24 2007 1]
Redwall
Tom Clancy's splinter  Book 30100003363589 Mon Oct 28 2007 o]
cell
Skywatcher's calendar  Book -750563 Thu Mov 15 2001 1]
2002.
Jjetsons on the move. Interlibrary Loan  31817005537527 Fri Jun 02 2001 Sat Jun 16 2001 1
Lirael, daughter of the  Book 30100004424819 Thu May 08 2008 1]
Clayr
icon. Book on Cassetie  30102000132905 Wed May 05 2004 Tue May 13 2004 1 _|
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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.

Polaris Reports [_ O] x|
@ &=
|F|eport Categaries: |Available Reparts: v Adobe PDF
HTML 4.0
E o Hame | Tupe I Date Modified | MHTML
a Acqwsﬂlmns [ Acquisitions Folder  7/30/2008 £:55 PM Excel
(0 Cataloging [ Cataloging Folder  7/30/2008 B:55 PM —
g E"Ct_“'a“m [ Cireulation Folder  7/30/2008 5:55 PM
otices
[Z7] Custom Folder  10/29/2008 2:14 PM
8 Eﬁlﬁic Services [ Maotices Folder  7/30/2008 E:55 P
CaPaC Folder  7/30/2008 £:55 P
[ Public Services Folder 7/30/2008 B:55 PM
C Serials Folder  7/30/2008 E:55 PM
[Z System Folder 7/30/2008 B:55 P
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