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Administering the ILS

= Don’t do it alone!
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Administering the ILS

Know your resources!
User Manual: https://documentation.iii.com/polaris/7.4/ (Help | Manual)

STLC: https://support.iii.com (Training and Learning Center | Polaris)

Supportal: https://support.iii.com (Requires Supportal Login)

Eglons # Supportal: Ticketing, Solutions and Announcements

8 View your tickets and related solutions in the

pppppp
ration

Send documentation feedback to Innovative

Customer Support knowledgebase.

wwwwwwwww Training and Learning Center

mmmmmmmmmm

<

Explore Training and Learning guides by product.

Polaris Sierra SkyRiver Virtua Vital

#1UG2023

IUGZ%


https://documentation.iii.com/polaris/7.4/
https://support.iii.com/
https://support.iii.com/

The Accidental Polaris System Administrator

Workstations

Staff members

Permissions

Parameters and Profiles
SQL jobs
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Workstations

There are no parameters to display on this page... '
i

88 Workstation - 124 - RALSTON-MB2 - Polaris _loxI . .

= Replacing workstations throughout
DEH&E- X & 7 the year

el Network Name: [RALSTONVB2 | | Browse... | [AEnabled

S | B = Run any reports that are

W@l Parent Branch: | ) Cambridge Library v Zm .

o tone) g | workstation based

P Parameters: Patron Services . .

g Het 4O @ = Make inactive or delete unused
| [ workstations

-

4

For Help, press F1 Record saved NUM
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Staff Member Records

» Review staff changes throughout the
year

= Run any reports that are staff member
based

= Make suspend or delete staff records

#1UG2023

FF2Staff Member - 82 - michelle12 - Polaris
File Edit ‘iew Tools Help

h@dae X &€ &

(S Name: michelle12
8 Email Address:
ol Organization: | L2 Ralston Library System v|
[Vl Affiiated Branch: l_@ Cambridge Library v ‘
2 Domain: ‘(,None) e ]
% Profiles: Acquisitions / Serials
@
El Profile Value
B (23 Acq fund droplist setup Setup . ..
Bl Overide acquistions blocks No
ES m0vem'de serials blocks No
m Retain material type when copying line item segment data  Yes
(=3 Route list defaults Setup . ..
[E3 Selection list line item defaults Setup . ..

Account
(@ Active
(O Suspend

TR A

For Help, press F1
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Permissions

o

= Review Permissions

File Edit View Tools Help

= Create new groupsifneeded | V-2 -H & - X %

Identification

‘SM  Group name: | Database Maintenance |
-3
(@) Description: | Catalogers who maintaing database integrity deaning records of any type, purge collection. |
=
O Permissions
Q .
W — X
2
1))
g Q Control Record Permis...  Subsystem A Organization Organization Type
E Authority templates Access Cataloging
(o Authority templates Create Cataloging
Q Authority templates Delete Cataloging
(AW | Authority templates Modify  Cataloging
Bibliographic records Access Cataloging
Bibliographic records Create Cataloging
Bibliographic records Delete/... Cataloging
Bibliographic records Modify Cataloging
Bibliographic templates Access Cataloging
Bibliographic templates Create Cataloging
Bibliographic templates Delete Cataloging
Bibliographic templates Modify Cataloging
Campaigns Access Cataloging
Campaigns Create Cataloging

Campaigns Delete Cataloging v 2 n
#I UG2023 For Help, press F1 NUM I u 23




Permission - References

= At the end of several Polaris Guides is a permission reference

= Each permission is listed, what organizational levels it may be set at and the
different permission types (Allow, Create, etc.) are listed and explained

B elp
L & D

le Back  Foward  Punt

Contents Ilgdeoc I §ean:hl Favor_ilesl

6 Setting Up Circulation Workfor »
Q Setting Up Circulation Receipt:
Q Item Record Circulation Setting
& @ Automatic Pracess for Lost, Mi
& @ Automatic Renewal Process
Q Goveming Library for Circulatio
Q Defining Loan Periods
Q Defining Fines and Fees
Q Setting Up Hold and ILL Requ
= Q Implementing INN-Reach Inte¢ |
] 0 Defining Circ and Request Lim
@ Setting Up Floating Collections|
Q Managing Notification
Q Managing Offline Circulation
Q Managing Collection Agency S|
2] Q Setting Statistical Codes for Re|
] Q Setting Up SIP Self-Check Circ|
Q Media Dispenser Circulation
@ Setting Up Borrow by Mail Circ
Q Setting Up Outreach Services =
Q Setting Up Course Reserves
@ NCIP Administration
= Q Setting Up Computype Label F|
& ({3 Patron Services Administration

You are here: Patron Senices Administration > Patron Senices Admini: ion Refe > Ci ion P
Reft

Circulation Permissions Reference

These permissions are available under Security, Circulation at the listed organizational levels on the Administration
Explorer. They control the ability to do patron services and circulation tasks.

Control Record Org Levels Description

Hint:

Open the Bookmobile
workform. This workform
is used to select and
upload offline transaction
files. User can retrieve

Permission references are included in the
oy following Guides:
e Administration

menu on the Polaris

Access bookmobile System Allow

#1UG2023

[2] Circulation and Patron Ser
- - e

Circulation Pes

Shortcut Bar. Check in

. . . .
% ,2::2: ::x:z:z Eﬂ:fe ?;::;:f circulation System Allow 2::::::: ;hr::;gu;olds P a t rO n S e rVI Ce S Ad m I n I St ra tl O n
[2] Natification Parameters Re :ql:l-eliﬂri:eu?r::,ﬁigd . ngn " . .
Sl st o Acquisitions Administration
2 Self-Eheck.F'.alyarr!elers Re gperr:‘ ;':: 'araedit Craﬁr:sm . .. .
¢ Publchcces.sA.dm|n|slrat|on ccese Cradit Card tl’:yUtilities n’]‘:gsm the Cata I Og I n g Ad m I n I Stratl O n
ad System Allow Polaris Shortcut Bar.
g Payments Manager Work with the Credit I
eved D e ‘-

Serials Administration
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Permissions - Security »

File Edit Help

D-=@-HxX & K
H i n t Administration Explorer - System [g' Security
n Administration Explorer - System -
This i =y System: PLS-TRAIN security
IS IS an eaSy Way :5 garﬁlmeters Control Record Individuals With Permission
. o2 Profiles
to check which staff [P B Remove [Assign ]
mem be s have a T oy 13 D = @ Cataloging - W Administrator Gz .
] ; . [#-{Z] Database Tables = &3 Access bibliographic bulk char Wi Asdrministrator without Workstation
-] Notification Tables E | MVLS-SALS Technical Staff Member

Ce rtal n pe rm I SS I O n EJ~-G Server (3 Access bibliographic fixed Fiel] = ﬁKreis

- iy Library (3 Access cataloging subsystem ¥§Phelps

Gl-£@ Branch [l Y ko Abule cbore -

» Using the Security view of Administration Explorer, you can list all the permissions
available at each organizational level in Polaris

* [n one step, you can add or remove multiple staff members, workstations, or groug
for a selected permission at a particular organization

= The Control Record list displays all the permissions available for that level,
organized in subsystem folders

* The Individuals with Permission list displays all the staff members, workstations,

and groups that have a selected permission ".I 20
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Reviewing Parameter & Profile Settings

There are two types of settings - ones that open a dialog box and ones that do not.

Settings that open a dialog box have this icon to the left:

Settings that do not open a dialog box have different icons depending on where they are modified.
A - modified at the system level, seen at all organizational levels
L» - modified at the library level, seen at the branch and library organizational levels
8 - modified at the branch level, seen at the branch organizational level

II - not modified/still has the default value, seen at all organizational levels
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Setting parameters and profiles

» Parameter and profile settings customize the Polaris

staff and public access applications for the specific
organizations, workstations, and staff members in

your system
= You can set parameters and profiles by any of the
following methods:
— Going to the level and entering a setting

— Giving (transmitting) a setting to multiple lower
organizations, workstations, and staff members

— Taking (inheriting) the setting from the next level
above.

#1UG2023

For Melp, press F1

) accrued fine optons Setvp ...

Eagdress verfication Setwp ...

Massocited pareon optsens Setup ...

B Chect-in: wato-charge fine from item week foem and fn Yas

) Checi-in: Listview sptions Setvp ...

4 Checkoin: Prompt fee in-teansit i neemn Set o default setting CrdeR

I Chect-mn: Recept optons Inhert hghes level values Crdol

() Chect-cut: Charge options Transmit vabees to lower bevels CodeT

) Checiout: Lutvew optans

[E) Check-cut: Optionsl patren dats Propertias e

B Checi-cut: Receipt options Cancel E1e

.CMM Feguire format selection whern umecummy vw 1w -

‘ m L]
U3 gandesberg?




Parameters

» Parameters are guidelines for the way Polaris operates

* They are set at the system, library and branch levels and are organized in the
following categories:

File Edit Help
E L] L] L] L] L]
T Acquisitions/Serials SelfCheck Unit
-mAdmln!l Epl Sy!m - .
é System: PLTS SI IfCh kUnllt I Request I Credit Card Payment I MNCIP
Acquisitions / Serials | PpatronServices |  Cataloging |  PAC | Motification .
Profiles + 4 ¢ &
Permissions Patron Se Nlces Req ueSt
Security Parameter Value |

galtaigseb'll'ables Automat.ically clos-e purc.hase orders B No . .

EE Notification Tables Batch printworkslips during ASN receiving No C t I C d t P t
[]..,G Server Bulk add to PO/SL: Mark 970 data as processed Yes a a Og I n g re I aym e n
(- Ly Library B Bulk add to PO: Add Alert to PO line item for multiple ISB... Yes 2
G- f8y BranchA mBqu add to PO: Replace invalid fields with default data Yes

::% 5::1‘1‘:::0'1 ElBulk add to SL: Replace invalid fields with default data  Yes P AC N C I P
2 57 Staff Member mCopyIast segment data to next segment Yes
. -8 gvandenberg mCreate purchase order at subscription renewal No —
@ Pation m Default payment option when paying/crediting invoices  Voucher
13 NPT TR ey 1L Bm A1) AL

Notification
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» Profiles represent library policies in the operation of Polaris, and define what is
displayed in the staff client and PAC user interfaces

* They apply to system, library, branch, workstation, and staff levels and are
organized in the following categories:

sdministratio
File Edit Help

olaris Library Training System - Polaris

D-= \Elx & P

,_
=2
g <

28 Profiles

[ Children's PAC__ | staff Clent | Hobie PAC | Community |

uisitions | Serials | patron Services |  Cata loging
+t ¥ ¢ E

Profile Walue

[F1Acq claim/cancellation defaults Setup ...

[E3Acq fund droplist setup Setup ...

Default directory C\ProgramData\Polarish5.1%
mDispIay in PAC: Brief bibliographic records created from ... Yes

Display in PAC: Warn if unchecked at POLI/INLI save

[EIEDI invol

ice defaults

Filter branches in line item segments

mReceivin

[EIRoute list defaults

[ selection
[ Titles

togo

g line items: Warn if linked hold requests
Retain material type when copying line item segment data

list line item defaults

Yes
Setup ...
No
Yes
Yes
Setup ...
Setup ...
Setup ...

#1UG2023

Acquisitions/Serials
Patron Services
Cataloging

PAC

PowerPAC

Children’s PAC
Staff Client
Mobile PAC
Community

U



Parameter and Profile references

= At the end of several Polaris Guides are references for Parameters and Profiles for each
subsystem

= Each Parameter or Profile is described, what organizational levels it may be set at and, if
applicable, the default setting

TL e 2 &
Previous  Next Back Fomward  Print
-
Contents I Index I §earch| Favg[i[esl You are here: Acquisitions Administration > Acquisitions Administration Reference > Acquisitions Parameters Reference

@ Polais Basics
@ pon Seies Acquisitions Parameters Reference
@ Community Profiles
@ Acquisitions

Q Serials

@ Adrministration

n Q Cataloging Administration
H I nt Q Integrated EContent Administration
8 Ea::m:ervice;jdmin:slrftiun Org Levels Description Default Setting
. ublic Access Administration
Parameter & Profile references are & oo

& @ Setting the Acquisitions/Serials Specifies whethe_r the
included in the fOIIOWin GuideS. & @ Filtering Branches in Line Item¢ Aleﬂcht:!ck”boxhz:ked
@ Administering Funds/Fiscal Ye, Bulk Add to PO: Add automatically ¢ k )
g : & @ Managing Selection Lists Alert to PO line item for [System, Library, Branch for purchase order line | The default is Yes; to

@ Managing Supplier Records : ’ items created from bulk |disable, set to No.

Ad m i n i Strati O n & @ Administering Purchase Orders, multple 1SBNs added bibliographic

Q Automatically Close Purchase | records with more than
. . . . =@ Seltir\gIUp EDI F!r.dering one I'SBN»
Patron Services Administration i Sl e Ko
= 8 Administering Foreign Currencii rds are marked as

- L - - - M ing Fiscal Year Roll ed whel ed t
Acquisitions Administration et kA PO caineton "

& ([ Acquisitions Administration Ref segments in a purchase |The default is Yes; to

| »

These parameters are available under Parameters, Acquisitions/Serials in System Administration.

m

. . . . [2) Acquisitions Workflow Pen M.:;;Zg ddata as System, Library, Branch order or selection list.  |disable, set to No.
( ;at a I odqain Ad mini St ratl on [2) Acquisiions Permissions R P This eliminates duplicate
2 Profiles Refere line item segments in a

isitions Parameters B purchase order, which

. . . . Iﬂ Acquisitor .
S e rl a I S Ad m | n | Stratl O n @ Seiials Administiation would prevent it from
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SQL Jobs

:;); Microsoft SOL Server Management Studio

File Edit View Project Tools Window Help
©-O|8-u-AkB| ANwaey 8RR
Y‘fl ~|I>Executel\/2'g|§

Object Explorer v X
Connect~ ¥ ¥ = 7 ¢

= W@ syr-trainapp (SQL Server 12.0.5659.1 - TRAIN A
1] Databases

11 Security

I Server Objects

[%] Job Properties - Year End Circ Count Rollover = a X

Sslecta soge T scipt ~ @ Hebp

B8

®

®

I Replication

I Always On High Availability
1 Management

I Integration Services Catalogs
23 SQL Server Agent

= W Jobs

]

o®E®

[5% 3M Novelist Select Export

[®] Acquisitions Overnight Claiming
[%5] Automated Offline

[=2] BookSense Import

[#5] Build Up Compressed Holdings !
[=2] Cash Drawer Daily Delete Rows
[¥F] Cataloging Background Tasks
[=F] Cataloging Import Job 1

[=F] Cataloging Import Job 2

[¥] Cataloging Import Job 3

[¥] Cataloging Purge Processing
[¥] Circulation Background Processi
[F2 CJ Automatic display in PAC pro
[#%] CJ Chained Job Launcher

[ CJ DBCC Nightly

[# CJ Keyword Processing

[ CJ PAC Availability

[#] Classification Index Maintenance
[#%] Clean Notification Queue

[#F] Close Purchase Orders

[#F] Community Campaigns Process
[ Copy Offline Files

] Dashboard Most Circulated

[%5] Dashboard New Titles

%] Data Validation

[*3 Database Sync Restore o

#1UG2023

& Targets

Connection
Server:
SYR-TRAINAPP
Connection:
TRAINING\Ralston
¢¥ View connection properties

| Progress
Ready

Name:

Owner:

Category:

[] Enabled
Source:

Created:
Last modified:
Last executed:

View Job History

Year End Circ Count Rollover|

I

[sa

|

[Polars Support

¥ =

This job will call the stored

procedure
Circ_YearEndCircCountRollover. This job should only be run once per|

year - and normally at the beginning of the year.

l

[5/17/2016 8:50:04 AM

[174/2021 11:03.06 AM

l

= Year End Circ Count Rollover

U

20
23



Administering the ILS

Reports
» Find tool “reports”
= System Reports

= Simply Reports
= Use to help find/fix problems
= Create for staff use
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Find Tool

Use the find tool first! —
= Filter items to find just what is needed! Search Fiter 8@
u Work With reSUItS in POIariS Assigned branch voo= v © Pottersville Public Library (PPL) v -

AND v
Circulation status vl = v © Claim Missing Parts @ Claim Neve » v =

AND v

Collection voo= v © Bestsellers (BEST) v ‘ -
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System Reports

Reports for you to use that have been made by Polaris

| — =]
B-5-al
|Report Categories: |Available Reports:
= Polaris Name [ Type [ Date Modiied |

{1 Acquisiions (] Acquisttions Folder 1/20/2023 3:10 PM
@-(1 Cataloging (] Cataloging Folder  1/20/20233:10 PM
U“g Sr‘”'a‘m" (£ Cireulation Folder  1/20/20233:11PM

S.Cl N:f_“’”‘ (1 Custom Folder  4/12/202312:51 PM
= P (] Notices Folder  1/20/20233:11FM
v 3 CaPAC Folder  1/20/20233:11PM

(-] Public Services i )

B3 Serials [Z1 Public Services Folder 1/20/2023 3:12 PM
@3 System (] Serials Folder  1/20/2023 3:12 PM
(1 System Folder  1/20/2023 3:12 PM

SQL Server Reporting Services © L 7  michelleralston

% Favorites [ Browse ~+ New v T Upload O Manage folder HH Tiles v

[I1 Polaris

Home - Polaris

FOLDERS (9)

D Acquisitions Ij Cataloging |j Circulation D Custom D Notices D PAC Ij Public Services

D Serials D System

DATA SOURCES (1)

@ Polaris
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Simply Reports

|" SimplyReports

= What reports to you have scheduled and o e

Se n t? My reports File maintenance Scheduled job:

File maintenance (Click on the file name to open the file)

- Ad-Hoc reports files v
= Are they giving you the results you want? peecsee |
() Select all
Select File name Creation date  File size
= Are there reports you need to create? 0 ebcons 12350105 s o9
() BibCounts_280006.xls 8/31/2020 830
m Yearly Sta‘“s‘“cs? ()  eibCounts_415577.xls 9/21/2020 299
() Biblists_100583.xis 11712017 3121
O BibLists_107861.xls 8/31/2020 13692
* Board/Gov. reports 0 bt
O BibLists_140401.xs 5/14/2020 12
- D I t d d h d I d / d / d_ () BibLists_142799.xls 8/31/2020 455891
elete any unneedaded scheduled/saved/a O BibLists_185230.x1s 9/22/2020 520
() eiblists_2569.xls 5/14/2020 149334
hOC reports O BibLists_297670.x1s 9/21/2020 940
) Biblists_312023.xIs 8/21/2018 232
O BibLists_326038.xls 6/21/2019 136672
() Biblists_336477.xIs 8/22/2018 588
O BibLists_378579.xs 8/21/2018 19
() Biblists_382113.xIs 8/22/2018 3365
O BibLists_416824.x1s 8/31/2020 6210
() Biblists_468249.xIs 6/21/2019 677435
O BibLists_478771.xs 8/22/2018 1622
() Biblists_50440.xIs 9/21/2020 446128
O  eibStats_242168.xls 6/21/2019 450
) ibStats_479582.xIs 6/21/2019 1449
O HoldCounts_105293.xIs 10/3/2019 3409
() HoldCounts_11373.xIs 6/21/2019 57
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= Library and surrounding area

= Supportal

= Innovative Users Group

= Intl/ National/ Regional library and user groups

#1UG2023 I LI %g



Learning

Opportunities for custom training, workshops and free content
Training: https://www.iii.com/services/training-and-certification/
Workshops: https://bookwhen.com/innovative

Free Content: Training and Learning Center (https://support.iii.com)
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https://www.iii.com/services/training-and-certification/
https://bookwhen.com/innovative
https://support.iii.com/

THANK YOU

Questions?




