
Yes, Simply Report can help!

Wendy Xie

Technical Services Manager
Orland Park Public Library IL
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Can Simply Reports Help About:

1. An item’s material type does not match collection code, where is it?

2. Are there patrons that are over 85 years old and have at least one long term overdue?

3. Are there patrons that are over 85 years old and are inactive for more than 3 years?

4. Are there any patrons that are over 18 years old but the patron code is still juvenile? 

5. I wanted to know a specific collection’s YTD circulation count. 

6. Can I have a list about my collections that each item's circulation count of lifetime are 5 or less?

7. How may I know that some of the items on a specific shelf are not inventoried?

8. How many bibliographic records that have the coding of pre-publication? 

9. How many bibliographic records that the target audience is not specified? 

10. May I know how many items my department ordered, and how much money has been 
encumbered? During any period of a year? 

11. May I know how many items we ordered are received, paid, or cancelled? During any period of a 
year? 

And more…
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Item Search
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Item Search: 
An item’s material type does not match collection code, where is it?
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Item Search
An item’s material type does not match collection code, where is it?

• Result: 

• You can copy each 
barcode and update the 
codes through the client; 

• You can also save them 
to a record set; 

• Or you can download the 
excel list and handle 
these items later. 
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Patron Search
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1st Patron Search

 Are There Patrons That 
Are Over 85 Years Old 
And Have At Least One 
Long Term Overdue 
(Lost)? 

 Next: 
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1st Patron Search

 Are There 
Patrons That 
Are Over 85 
Years Old And 
Have At Least 
One Long Term 
Overdue 
(Lost)?

 Result: 
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2nd Patron Search

 Are There Patrons 
That Are Over 85 
Years Old And Are 
Inactive For More 
Than 3 Years?

 Next: 
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2nd Patron Search

 Are There Patrons 
That Are Over 85 
Years Old And Are 
Inactive For More 
Than 3 Years?

 Result: 
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3rd Patron Search

 Are there 
any 
patrons 
that are 
over 18 
years old, 
but their 
patron 
code is still 
juvenile? 

 Next: 
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3rd Patron Search

 Are there any patrons 
that are over 18 years 
old, but their patron 
code is still juvenile? 

 Result: 

If the number is not zero, it means 

these patron’s p-codes need to be 

manually changed from juvenile as 

adult. Or contact Polaris support team 

to offer a SQL work for one time setup.
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Circulation Number Search 
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1st Collection Report regarding Hotspot’s Circulation Count

 By a calendar year, I 
wonder if there are some 
specific patrons that 
checked out these 
specific items more often 
than others. 

 Next: 
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1st Collection Report regarding Hotspot’s Circulation Count

 By a calendar year, I wonder 
if there are some specific 
patrons that checked out 
these specific items more 
often than others. 

 Next: 
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1st Collection Report regarding Hotspot’s Circulation Count

 By a calendar year, I wonder 
if there are some specific 
patrons that checked out 
these specific items more 
often than others. 

 Result: 
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2nd Collection Report regarding Total Circulation Count For Outreach

• Can I have a list 
about my 
collections that each 
item's circulation 
count of lifetime are 
5 or less?

• Hint: Exclude newly 
published items. 

 Next:
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2nd Collection Report regarding Total Circulation Count For Outreach

• Can I have a list 
about my 
collections that each 
item's lifetime 
circulation count is 
5 or less?

• Hint: Exclude newly 
published items. 

 Next:
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2nd Collection Report regarding Total Circulation Count For Outreach

• Can I have a list 
about my 
collections that 
each item's lifetime 
circulation count is 
5 or less?

• Hint: Exclude newly 
published items. 

 Result: 
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2nd Collection Report regarding Total Circulation Count For Outreach

• Can I have a 
list about my 
collections 
that each 
item's lifetime 
circulation 
count is 5 or 
less?

• Hint: Exclude 
newly 
published 
items. 

 Result: 
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Inventory Search 
(SimplyReports Part) 

Steps For Inventory Search:

1. Decide a group of collection for inventory, find and save the items into one 
record set through Cataloging client; write done the date range you work with 
this set in set’s note field, if this collection needs multiple days/months;

2. Take these items off the shelf and inventory them all through the Circulation 
client;  
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Inventory Search

Tips For Inventory Search:

1. Some of the items may be on status of checkout, on hold, missing, repair, lost, in-transit, or 
wrongly shelved, etc. and they are skipped for inventory when you grab them and do 
inventory at your workplace. These items will be on your inventory list as NOT inventoried. 
You will get this list through SimplyReports and you will handle them after the group of 
collection are complete. 

2. If they are collected by collection code, At SimplyReports, you will use the same code. You 
can also collect items by material type, statistical code, shelf location code, etc. and at 
SimplyReports, use the same codes to continue the Inventory project. 
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Inventory Search : What Physical Items Are Inventoried Or Not Yet

1. Limit your categories to 

the specific collection 

code(s), 

2. Enter last inventory dates; 

3. Sort by Last Inventory 

dates.  

4. Next: 
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Inventory Search : What Physical Items Are Inventoried Or Not Yet

1. The entire collections 

with this code (Special 

needs) are found; 

2. Download the file as 

Excel format. 

3. Items on the top of file 

are sort as inventoried 

with inventory dates; 

4. Items on the bottom of 

file are not inventoried, 

without inventory date. 
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Inventory Search : What Physical Items Are Inventoried Or Not Yet

* If the collection is too large, you just 

want to find the items that are NOT 

inventoried, do these: 

1. Limit your categories to the 

specific collection code(s), 

2. Enter last inventory dates; 

3. Sort by Last Inventory date and 

check box of “Not present”.   

4. The result only shows the 

records that are NOT inventoried 

yet.

5. Save them to a record set,  track 

and complete inventory later.  
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Title Search
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1st Title Search: How many bibliographic records that have the coding 
of pre-publication? 

1. Create a 
Bibliographic 
record report 

2. Title status 
needs to be 
Final

3. Create a 
bibliographic 
record set 
with these 
titles;

4. At Staff 
client, bulk 
change 
these titles.
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1st Title Search: How many bibliographic records that have the coding 
of pre-publication? 

Note:

1. You can bulk change the 
records with received 
items only. 

2. And repeat this bulk 
change for these titles 
linked to the newly 
received items. 
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2nd Title Search: How many bibliographic records that the target 
audience is not specified? 

1. Create a Bibliographic 
record report 

2. Title status needs to be 
Final

3. Create a bibliographic 
record set with these 
titles;

4. At Staff client, bulk 
change these titles.
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2nd Title Search: How many bibliographic records that the target 
audience is not specified? 

1. The saved Bibliographic 
record sets consists of 
titles for all age groups. 
They need to be 
converted as Item record 
sets so that the item 
records can be split out 
as separate record sets 
based on codes and 
call#. 

2. Convert each item 
record set as 
Bibliographic record set 
again and bulk change 
the audience code (008, 
audience 22)
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2nd Title Search: How many bibliographic records that the target 
audience is not specified? 

 Sample: how 
the absent 
target audience 
impact the 
search results 
at PAC: 
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Orders And Payment
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Purchase Order & Status: 

 I wonder how many 
items my department 
ordered, cancelled, and 
how much money has 
been encumbered, 
during any period of a 
year. 

 Create an PO Report:
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Purchase Order & Status: 

 Save report 
parameters for later 
use. 

Before Running the saved PO 
report, do these:

 Hit Edit and change fiscal 
year; date range and save;

 Go back to homepage and 
hit “My Reports”;

 From the saved reports, 
highlight the needed PO 
report; 

 Check box of report and 
Hit “Run Reports”

 File is created and 
Download the MS Excel 
file.
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Purchase Order & Status: 

Note: 

 PO Line item$ 
≠ Item$

 You cannot 
create a record 
set for this 
report

 Excel is the 
only format for 
this PO report.
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Purchase Order & Status: 

36

Note: 

 PO Line item$ ≠ 
Item$

 You cannot create a 
record set for this 
report

 Excel is the only 
format for this PO 
report.

 Purchase order 
report in Excel 
format:

 ** Item$ is accurate 
as PO line amount 
displays multiple 
times based on 
copies and the price 
of all copies.  
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Invoices And Payment



#IUG2025

Invoices And Payment:

 I wonder how 
many items we 
ordered are 
received, paid, or 
unpaid, During 
any period of a 
year.

 Create an Invoice 
Report:
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Invoices And Payment:

 I wonder how 
many items we 
ordered are 
received, paid, or 
cancelled, During 
any period of a 
year.

 Continue to Create an 
Invoice Report:
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Invoices And Payment: 

 Save report parameters for 
later use. 

Before Running the saved 
Invoice report, do these:

 Hit Edit and change fiscal 
year; date range and save;

 Go back to homepage and 
hit “My Reports”;

 From the saved reports, 
highlight the needed 
invoice reports; 

 Check box of report and 
Hit “Run Reports”

 File is created and 
Download the MS Excel 
file.
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Invoices And Payment: 

Note: 

1. Invoice Line item$ 
≠ Item$

2. You cannot create 
a record set for 
this report

3. Excel is the only 
format for this 
Invoice report.

4. EDI order? Change 
market price as 
discount price at 
970 tag on Marc 
File. Item’s$ will 
match invoice$. 
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Invoices And Payment: 

1. Share account? 
add more columns 
including PO#, Call#, 
Shelf location, etc. to 
support the report. 

2. Invoice Line item$ ≠ 
Item$. The total paid 
price count all copies’ 
price for each line. 

3. This example 
shows the Item’s price 
as market price that 
don’t march paid 
price. The item’s price 
at 970 tag needs to be 
updated. 
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Invoices And Payment: 

 Your library has 
shared accounts? Add 
more columns 
including PO#, Call#, 
Shelf location, etc. to 
support this report. 

 Invoice Line item$ ≠ 
Item$. The total paid 
price count all the 
copies’ prices for each 
line. 

 This example shows 
the Item’s price as 
discount price at 970 
tag on Marc File and 
Item’s$ matches 
invoice$ now. 
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Tips For Creating The Successful Reports: 

 Be Familiar With Your Collections:
 Collection Code

 Material Type Code

 Shelf Location Code

 Statistical Code

 Loan Period/Fine Code/Renew Limit 

 Patron Code

 …

 Understand SQL basics

 Understand your co-worker’s needs
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What Reports SimplyReports CANNOT make?

 To save all Bibliographic 
records (print) that consist of 
007 tag in a record set; 

 To made a record set consist 
of all bibliographic records 
that their UPC or second ISBN 
or OCLC number is absent; 

 …

SQL Search May Help. Please 
Contact Polaris Support Team

45

SQL Search example: 

select br.bibliographicrecordid

from bibliographicrecords br

(nolock)

join bibliographictags bt (nolock)

on 

br.bibliographicrecordid=bt.bibli

ographicrecordid

where bt.tagnumber like '7' and 

br.primarymarctomid in (1,27)
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THANK YOU

Questions? 

Wendy Xie

wxie@orlandparklibrary.org




