
 
 

From Simply Reports to Bulk Changes:

Reports and Correcting Errors in the Catalog

Rachel Fischer



Objectives

Review the basic functions of Simply Reports, record sets, and bulk 
changes.

Learn how to apply that knowledge to create more complex reports 
for technical services and execute bulk changes of records.



Agenda

• Introduction 
• Review of Simply Reports Functions
• Examples of Reports:

• Reports for gathering statistics
• Reports to Identify and Correct 

Errors
• Serials reports

• Introduction
• Search for Record Sets
• Ways to create record sets
• Item record bulk changes 
• Bibliographic record bulk changes 

PART 1: PART 2:



How to Access Handouts

IUG 2025 Pre-Conference Folder

https://drive.google.com/drive/folders/1GQ946B5b3LCpv5DUFt4LRcpVWW6AIoRl?usp=sharing


How can cataloging staff benefit from 
Simply Reports?

• Simply Reports is a web-based report module that allows users to 
create custom reports based on the data in the Polaris database.

• EXAMPLES:
• Statistics on the creation of bibliographic and item records. 
• Collection statistics. 
• Identify mistakes in bibliographic and item records that need correcting, such as the wrong 

material type, the wrong bibliographic primary type of material, missing prices, or missing 
statistical codes. 

• Create record sets. 
• Weeding reports for serials or other items.



Types of Reports for Bibs, Items, & 
Serials

Count ReportsList Reports



List Reports

▪ Lists each record 
individually

▪ One record per row
▪ Purpose: Identify 

specific records, 
create a list to pull 
items from shelves, 
and create a record 
set. 



Count Reports

• Can display the total 
sum of counts and 
monetary values for a 
category or 
combination of 
categories.

• Purpose: Tabulate 
statistics and identify 
errors when 
comparing data 
across different 
categories. 



Cataloging 
Statistics



What reports can I run to gather 
statistics?

• How many new items were added for each collection and material 
type combination during a given time-period?

• How many records did I (or my staff) create or modify during a given 
time-period?



EXAMPLE 1 – Item Count Report

How many new items were added last 
month for each collection and material 

type combination?



Report Configuration



Report Configuration



EXAMPLE 1 – Item Count Report

How many new items were added last 
month for each collection and material 

type combination?



Report Configuration



Filtering for Items

Elements to filter by:
• Collection
• Statistical class code
• Shelf location
• Material type
• Call number range



Example 2 – Bib Count Report

How many bibliographic records did I 
create (or modify) last week?



Should you choose the creator name or 
the modifier name?

• Who is the creator?
• The staff that loaded the on-order record 

or final record without overlaying an 
existing on-order record.

• The staff that created the record in Polaris 
from scratch.

• Who is the modifier?
• The staff that overlaid the final record 

over the on-order record or existing final 
record. 

• The staff that edited (or deduplicated) an 
existing record.

• Note: Only the most recent modifier can be queried. If 
someone modifies a record after you, your name will be 
replaced by theirs.



Identifying 
Cataloging 
Errors



Which reports can be used to identify 
cataloging errors?

Report type: List Reports
• List reports can be used to identify missing data, or if boxes 

are checked or unchecked.
• Filters to use: 

• Checking “Not present”
• Bib checkbox filters
• Item checkbox filters



Which reports can be used to identify 
cataloging errors?



Example 3 – Item List Report

Which item records are missing a price?



Which reports can be used to identify 
cataloging errors?

Report type: Item Count Reports then Item List Reports
• Bibliographic Record TOM vs. Item Material Type
• Item loan period code vs. Item fine code
• Item assigned collection name vs. Item statistical code
• Item assigned collection name vs. Item shelf location
• Item statistical code vs. Item classification number
• Item statistical code vs. Item call number prefix
• Item assigned collection name vs. Item call number prefix
• Item shelf location vs. Item call number prefix
• Misspelled prefixes



Which reports can be used to identify 
cataloging errors?



Examples 4 & 5 – Item Count and List 
Reports

• Are there any bibliographic or item records with 
the wrong item material type or bibliographic 
primary type of material? 

• Which records need to be corrected?



What is the difference between these 
material types?

Bibliographic Primary Type of Material Item Material Type



Serials 
Reports



Which reports are useful for serials?

• Serials reports query the serial holdings records. 
• For the item records that aren’t linked to serial holdings records yet, 

you can use item reports. 
• Useful serials reports include: 

• Creating a union list of all magazines.
• A count list of the number of magazines in each collection. 
• A weeding list of magazines to be withdrawn.
• Identifying magazines with low circulation counts.



Example 6 – Serials list & Item list 
report

Which magazines can be withdrawn?



Example 7 – Item Count & Serials Count 
Report

Which magazines have the lowest 
circulation?



Record Sets 
and Bulk 
Changes



Ways to Create Record Sets

1. Using the “New” drop-down menu in Leap.
2. Converting an item record set to a bibliographic record set and vice 

versa.
3. Using the Find Tool in Leap.
4. From a bibliographic record or item record.
5. From Simply Reports.



 
 

#IUG2025

THANK YOU
Questions?


	Slide 1: From Simply Reports to Bulk Changes:
	Slide 2: Objectives
	Slide 3: Agenda
	Slide 4: How to Access Handouts
	Slide 5: How can cataloging staff benefit from Simply Reports?
	Slide 6: Types of Reports for Bibs, Items, & Serials
	Slide 7: List Reports
	Slide 8: Count Reports
	Slide 9: Cataloging Statistics
	Slide 10: What reports can I run to gather statistics?
	Slide 11: EXAMPLE 1 – Item Count Report
	Slide 12: Report Configuration
	Slide 13: Report Configuration
	Slide 14: EXAMPLE 1 – Item Count Report
	Slide 15: Report Configuration
	Slide 16: Filtering for Items
	Slide 17: Example 2 – Bib Count Report
	Slide 18: Should you choose the creator name or the modifier name?
	Slide 19: Identifying Cataloging Errors
	Slide 20: Which reports can be used to identify cataloging errors?
	Slide 21: Which reports can be used to identify cataloging errors?
	Slide 22: Example 3 – Item List Report
	Slide 23: Which reports can be used to identify cataloging errors?
	Slide 24: Which reports can be used to identify cataloging errors?
	Slide 25: Examples 4 & 5 – Item Count and List Reports
	Slide 26: What is the difference between these material types?
	Slide 27: Serials Reports
	Slide 28: Which reports are useful for serials?
	Slide 29: Example 6 – Serials list & Item list report
	Slide 30: Example 7 – Item Count & Serials Count Report
	Slide 31: Record Sets and Bulk Changes
	Slide 32: Ways to Create Record Sets
	Slide 33

