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The CLC 

17 member libraries 
57 physical buildings 
137 branches 
 
ΧΦпΦр C¢9 
 



In this presentation 

How the CLC uses branches 

Building a toolbox for creating new 
branches 

In-5ŜǇǘƘ ƭƻƻƪ ŀǘ /[/Ωǎ ōǊŀƴŎƘ ǎŜǘǳǇ ǎǘŜǇǎ 
 



What is a branch in Polaris? 

A service point for staff or patrons that is unique 
from the statistics, physical location, permissions or 
settings from all others at the library 
 



The Library/Branch Hierarchy 

 
 
Library: The parent 
Å Overarching rules that apply to all children 

Branch: The children 
Å Belong to one library, but they define their own 

circ rules, notice wording, etc. 
 

 



Consortium Circulation Rules 

CLC uses the checkout branch to determine 
circulation rules 
 
{ƻƳŜ ƻŦ ƻǳǊ ōǊŀƴŎƘŜǎ ǿƻǳƭŘƴΩǘ ōŜ ǇƻǎǎƛōƭŜ 
without it (ex: pickup lockers ς extended 
loan period) 

 
 



How does the CLC use branches? 

A separate pickup location 
Å5ƻƴΩǘ ƻǿƴ ƛǘŜƳǎ 
ÅPatrons can choose the  pickup location 
ÅOR can be only visible to staff 
 
 



How does the CLC use branches? 

A separate pickup location 
Å24-Hour pickup lockers 
ÅDrive-Up Windows 
ÅSchools 

 
 



How does the CLC use branches? 

A service that owns items 

Å Collections curated by library staff 
Å Not permanently owned 
Å Browsing only 
Å Checkouts happen 
 



How does the CLC use branches? 

A service that owns items 

School Delivery 
Library Kiosks 
Mobile Book Displays 
Vending Machines 
 



How does the CLC use branches? 

A place to send items 
Repair/withdraw 
Overflow Floating 
 



How does the CLC use branches? 

A way to keep separate statistics for 
transactions, reporting 

Ready to Read 
Library Tablets 
 



How does the CLC use branches? 

A way to control Permissions 
Limiting modification to certain bib records 
(Overdrive) ς /[/Ωǎ ōǊŀƴŎƘ 
 

A way to test in Production 
!ǎǎƛƎƴ ŦŀƪŜ ƛǘŜƳǎΣ ǇŀǘǊƻƴǎΣ ŘƻŜǎƴΩǘ ŀŦŦŜŎǘ ǎǘŀǘǎ ϧ 
reports (notices) ς /[/Ωǎ ōǊŀƴŎƘ 
 
 
 
 



Adding Workstations vs. Branches 

ÅWorkstations can give you separate statistics for 
transactions 
Å Good for separating Leap vs. Client 
ÅRequires an additional Polaris license 
ÅFew canned reports break down by workstation 
 



Adding the branches 

ÅEvolved from muddling through a few times a year 
ÅTo muddling through on a monthly basis 
ÅApologizing for the same issues every time 
ÅEmbarrassing! 
ÅTo creating an organized workflow 
ÅMinimal issues, faster, can handle several at one 

time 
 



The Bad Old Days 
ÅJust added stuff to a word 

document as it came up 
ÅThe bigger the font, the 
ƳƻǊŜ ƛƳǇƻǊǘŀƴǘΧΚ 

ÅMissing steps for requesting 
branch from III 

ÅMissing steps for suppressing 
branch before go-live 

ÅBranch setup form incomplete 



When you set up over two dozen 
ōǊŀƴŎƘŜǎ ƛƴ ŀ ȅŜŀǊΧ 

¸ƻǳ ŘƻƴΩǘ ǿŀƴǘ ǘƻ ǊŜƛƴǾŜƴǘ ǘƘŜ 
wheel. 
 
How to minimize the pain? 





When you set up over two dozen 
ōǊŀƴŎƘŜǎ ƛƴ ŀ ȅŜŀǊΧ 

How to minimize the pain 
BESIDES babies and cats? 



Assemble a Toolbox 

Å III sets up branch 
Å Branch Worksheet for 

Requester to complete 
Å Custom Reports for quick 

custom setting updates 
Å Give yourself enough time 
Å A comprehensive checklist 
 
 
 



Ask III to set up the branch for you 

¢ƘŜ ōŜǎǘ Ϸрлл ȅƻǳΩƭƭ ŜǾŜǊ ǎǇŜƴŘ 
¢ƘŜȅΩǾŜ Ǝƻǘ ǘƘŜ ǎŎǊƛǇǘǎ 
They set up permissions 
Quick turnaround 

BUT There will still be work to do 

 



Ask III to set up the branch for you 

Two Options: 
Å Customer Support can copy a branch with 

existing settings (some customization OK) 
Å Data Services can set up a branch with an 

entirely new profile 



1. Provide a form for the requester 

All the info III needs to set up 
the branch ς Minimizes back-
and-forth that costs time 
 
Good starting point for 
information gathering and 
other setup conversations 
 



1. Provide a form for the requester 

ÅGo-Live date 
ÅBranch name and abbreviation 
ÅStaff members 
ÅContact Information 
ÅUse generic email & job title 



1. Provide a form for the requester 

Whether the branch will: 
Åown items 
Åbe a pickup location 
Åfill holds 
Åfloat items 
Åreceive/lend  for Inn-Reach 
ÅHave custom notice wording 
 



1. Provide a form for the requester 

What settings can be copied from an existing branch: 
Å  Dates Closed 
Å  Permissions 
Å  Collection codes 
Å  Shelf Locations 
Å  Hours of operation 
Å  Circulation Settings 

 
 
 
 



2. Custom Reports for Unique Circ Settings 
 

Any deviations 
from the copied 
branch 
 
SQL script to add 
changes quickly 



3. Set a reasonable schedule 

At least 3 weeks 

Get quote from III and create PO 
Get form from requester 
Announce and notify impacted staff 
Time to quality check the settings 
 
 



4. Create a comprehensive checklist 

 Useable for all types of branches ς check off 

ǿƘŀǘ ȅƻǳ ŘƛŘΣ !b5 ǿƘŀǘ ȅƻǳ ŘƛŘƴΩǘ ƴŜŜŘ ǘƻ Řƻ 

Accessible by other staff ς sharing is caring 

Break it down by the timeline of setup 

Continually update ς ǘƘŜǊŜΩǎ ŀƭǿŀȅǎ 
something new 

 
 



/[/Ωǎ /ƘŜŎƪƭƛǎǘ 

Includes all steps 
Å From ticket creation to go-live 
Is a Constant Work in Progress 

Uses Discourse 
Å  All staff can access and edit 
Å  Has actual checkboxes 
Å  Can assign tasks to staff 
Å  Include docs and links 
 



Google Docs - another good option 

ÅShare with anyone via a link 
ÅSaves edits in real-time 
ÅCan see revision history 
Å If you can live without an actual check box 
ÅUse Google Sheets ς Can filter by column 

(add an x for done) 
 



/[/Ωǎ /ƘŜŎƪƭƛǎǘ 



Part 1 ς Preliminary Steps 

Request a quote  

Gather details of branch (requester fills 
out form) 

Open a ticket with III 

Notify impacted staff/vendors 



Part 1 ς Preliminary Steps 

Open a ticket with III: 

Signed quote 

Filled-out Setup Form 

3M SIP Port # (if branch is using) 

Updated Inn-Reach Profiling document 

Specific creation date (3rd party vendors involved) 
 



Part 1 ς Preliminary Steps 

Notify impacted staff/vendors: 

Å IT department ς new 3M SIP port, updates to website 
Å Transportation ς new pickup location, update routes 
Å Finance ς Create PO, budget, pay 
Å Inn-Reach ς ticket to III to add branch 
Å 3rd party vendors (Bibliocommons, etc.) 
 



Part 2 ς Setup after branch created 

ÅAdd/update workstations 
Åaŀƴǳŀƭƭȅ ŎƘŀƴƎŜ ǎŜǘǘƛƴƎǎ ǘƘŀǘ ŎƻǳƭŘƴΩǘ ōŜ 

copied 
ÅAdd Overdrive resource group for new branch 
ÅUpdate notice wording 
 
  



Part 2 ς Setup after branch created 

ÅSuppress as a pickup location until go-live date 
ÅSuppress from branch switching until go-live 

date 
ÅTurn off RTF processing until go-live date 
ÅAdd items and item templates  
 
  



Part 3 ς Testing 

ÅAreas of Polaris that have been issues when 
adding a branch in the past 

ÅYou can ask III to fix these as part of the 
branch creating cost 

 
 



Part 3 ς Testing 

Simply reports ς make sure new branch appears 
ƛƴ ŦƛƭǘŜǊǎΦ /ƻƴǘŀŎǘ LLL ƛŦ ƛǘΩǎ ƳƛǎǎƛƴƎΦ 
 
 



Part 3 ς Testing 

Review the branch in SA 
Compare copied settings from template 
branch 



How I do it 



Part 3 ς Testing 

ÅMake sure SIP service responding to new ports 
 
 
 
 
 



Part 3 ς Testing ς SA Settings 
 
 
 
 
 

aŀƪŜ ǎǳǊŜ ƛǘΩǎ ƴƻǘ ōƭŀƴƪ 



Part 3 ς Testing ς SA Settings 
 
 
 
 
 

aŀƪŜ ǎǳǊŜ ƛǘΩǎ 
not blank 



Part 3 ς Testing ς SA Settings 
 
 
 
 
 



Part 3 ς Testing ς SA Settings 

Add to Outreach Included Branches table for all 
libraries (Policy Tables Ą Outreach Included 
Branches) 
 
 
 
 



Part 3 ς Testing ς SA Settings 

ÅVerify RTF Table for branch is populated (If 
branch will allow holds pickup) 
Å (policy tables Ą Holds Routing Sequence 

Primary & Secondary) 
Å±ŜǊƛŦȅ .ǊŀƴŎƘ ŀǇǇŜŀǊǎ ƛƴ ƻǘƘŜǊ ƭƛōǊŀǊƛŜǎΩ w¢C 

tables (if branch will allow items to fill holds) 
 
 
 



Part 3 ς Testing - Permissions 
 

Å Make sure branch is 
added to permission 
groups 
ÅWherever other 

branches for that 
library are located 

 


