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NAVIGATION IN POLARIS

Menu Bar

Drop Down Menus/lcons/Shortcut Keys
Function Keys

Linking in Polaris

Permission Blocks

Menu Bar

When you first logon to Polaris, you will know that you have been successful in
connecting to the database by the Menu Bar. In the top left corner of your desktop, it
should state the Polaris version, your logon, and your default location.

1* Polaris ILS 4.1.640 - dschaal [IHLS - Champaign] [_ O[]

File Acquisitions Serials Cataloging Patron Services Circulation  Administration  Ukiities  Window  Help
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Navigation in Polaris can be accomplished in four ways: drop down menus, icons,
shortcut keys and function keys. All four options are available for each logon.

Drop Down Menus (Shortcut Bar)

Clicking on each title in the menu bar presents a drop-down menu to access functions in
each subsystem such as Acquisitions, Serials, Cataloging or Circulation. Whether or not
you have access to all of these subsystems is based on your privilege level given by your
director.

I* Polaris ILS 4.1.640 - dschaal [IHLS - Champaign]
File Acquisitions Serials  Cataloging Patron Services | Circulation  Administration  Uklities  ‘Window  Help
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Patron Status F

Bookmobile

Reguest Manager
Holds Queus

Hold Requests
ILL Requests

Icons

Another way to access the Polaris subsystems is to click on the corresponding icons in
the tool bar. Hovering over each icon brings up a tool tip. The tool tip shows you what




function that icon accesses when clicked. Clicking on a round marble “slides open” the
subsystem’s menu to present the related icons.

I* Polaris ILS 4.1.640 - dschaal [IHLS - Champaign]

File Acquisitions Serials Cataloging Patron Services  Circulation  Administration  Ukilities  Window  Help
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Marble Tool Tip

Shortcut Keys

For users familiar with Windows shortcuts, many are built in to Polaris. Numerous
CTRL and ALT combinations can open menus and workforms in Polaris. Keyboard
shortcut cheat sheets for patron services and circulation can be found in Appendix A of
this manual.

Function Keys

Polaris also utilizes function keys. You will find these keys located at the top of your
keyboard. Most standard computer keyboards contain F1-F12. Polaris utilizes function
keys to open menus and workforms. Function Keys are also listed in Appendix A.

Linking in Polaris

One of the fastest ways to move around in Polaris is by linking from one record to
another either from a result set in the Find Tool — right-click and choose Links from the
context menu; or from a workform — go to Links in the Shortcut Bar. You can link to
other workforms or perform specific functions without additional keystrokes.

In the example below, a search was performed for the title, “The Cat and the Hat”. By
right clicking on the title, selecting Links, you can quickly link to more information about
this title such as the items attached or the hold queue.



The cat in the hat l::IIEI'I y

The cat in the hat Flace Hold....

The cat in the hat Previevw
Print

The cat in the hat
The cat in the hat
The cat in the hat
The cat in the hat
The cat in the hat

Create

Add to Record et ¢

Authar

Seuss, Dr.

Seuss, Dr.
Seuss, Dr.
Seuss, Dr.
Seuss, Dr.

3

3
Hold :

All Hold Requests
Outreach Patrons

Format

Book + Cas...
Electronic R....
Book.
Book.
Electronic R....
EBook.
Three Dime...
Electronic R....
Electronic R...
EBook.

The cat in the hat Delete
The cat in the hat comes back! Undelzte
The cat in the hat comes back e

The Cat in the hat ; Dr. Seuss on the loose

(Cat in the hat hand puppet

The cat in the hat knows a lob about that!, Tricks and treats
The cat in the hat = Le chat au chapeau @ in English and French

The cat in the hat songboak,

Dr. Seuss presents The cat in the hat songbook IF 1 ran the zoo
Dr. Seuss reading games

Dr. Seuss' The Cat in the Hat : based on the movie,

Dr. Seuss' The cat in the hat Hoober-bloob highway

Dr. Seuss' The cat in the hat : the movie!

If I ran the dog show

Kid's fish hand puppet

The cat in the hat Maybe you should Fly & jet! Maybe you should be a wet

Trem Records
Autharity Records

EBook + CD
‘Widentape

Selection List Line Ikems
Selection Lists

Purchase Order Line Items
Purchase Orders

Inwoice Line Ttems

3 Dr. Sew:
Invaices

Three Dime...
oWD

EBook.
‘Widentape
EBook.

Music CD

Serial Holdings Recards
Standing Crder Parts
Subscription Records

‘Wideotape
Eook.

Record Sets

Eook.

Three Dime..,

Electronic R...
Electronic R...

Call Nurnber

2 0 1987 513,54 Seu
1 0 1997 371.337

1 0 1985 513.54

51 0 1985 513.54

z i 1999 371.337

1 i 1957 516

1 i z001 791.53

1 i z001 372.4

3 i 1997 ESe

274 i 1986 E SEU

1 i 2003 [E]

1 i 1985

1 i 2000

1z i 010 791.45(75
1 i 2009 [E]

5 i 1997 372.4

1z i 1967 774,68 742
1 i 1999 782.7

1 i 1999 372.40285
2 i 200%

1 i 1996

13 0 2003 E McC

7 0 2012 599.77/2

1 0 2000

Control Nu

145666
244422
333338
353593
362978
383322
39504
515066
S7E487
44032

732914
74133

397820
TEO427
632900
510557
75166

503739
70667
464644
266267
GE055E
44600
FFEET

If you are in a workform such as the bibliographic record, you can go to Links in the
menu bar.

Bibliographic Record 41202 - Statistics - Polaris
File Edit Links Tools

View Help

Halds Queue
Al Hold Requests

B0 |- |-~

fox| 2,

4| 5| 2|

Qutreach Patrons

Item Records Ctrl+T

Authority Records

Contre

Ui Selection List Line Ttems

i

Record skatus: I Final ¥ Display in PAC

Selection Lists

Purchase Crder Ling Items
Furchase Orders

Invoice Line Items
Invoices

‘fear-to-date circulation:

Serial Holdings Records
Standing Order Parts
Subscription Recards

Lifetime circulation:

Previous year-to-date circulation: 1]

1427

10

‘fear-to-date in-house use:

Previous year-to-date in-house use:

Lifetime in-house use:

1]

110

Record Sets

Bibliographic Record

2

L]

Permission Blocks

You may encounter a message that says that you do not have permission to complete a
certain task. When given the option to Override, you will need someone with a higher
permission to enter their login and password in the appropriate fields and then click OK.
If no Override button is available, your library is unable to perform the task in this

subsystem.




Polaris Permission |

‘fou are not permitted o perform the Following:

Access administration: Allow

Dyerride == |

NOTE! The SHARE’s Administrative Services Team, working in conjunction
*/ with the director of each SHARE library, grants permissions to each logon.
If this is a permission that you frequently need, write down the exact
wording of the permission from the pop-up message to give to SHARE’s
Administrative Services Team.



FIND TOOL

Types of Searches

Find Tool Tabs

Searching for Bibliographic Records
Searching for Item Records

Setting User Defaults

Wildcard Characters

Search Results

Types of Searches

The Find Tool has the same format in all Polaris subsystems, but with different
options/indexes in the drop-down menus. It allows users to do everything from basic to
advanced searching. The three most common searches are: patron searches,

bibliographic record searches, and item searches. Patron searches will be discussed in the
patron manual.

2\ Patron Records - Name {Last, First Middle) Find Tool
File Edit Tools Options Help

General E‘ Bibliographic Records - Title Find Tool
File Edit Tools Options Help

ECCEN &N 1tem Records - Barcode Find Tool
File Edit Tools Options Help

Object:
Type:
L General I Settings | Seoping | Branches | Collections | Databases |
Sort by Search
- T Object: em Records | Limit by: I(None) j *5(;":;:;“
Eor: : Sto

Sort by Search by: |Barcode j value: |  Power .

ew Searcl
. Type: IExatt match {explicitly truncated) d  sq ;I

Sort by: |(Nnne) 3 I™ Count Only &I
For: | j Help |

For Help, press F1 [Stay on Select | [Dser defakt ,_ ,_ ,_ ,_ [_ y:

Bibliographic Record and Item Searches

From anywhere in Polaris, you can use the following shortcut keys to bring up the Find
Tool to search for cataloging records.

e Bibliographic Records — F12
e Item Records - CTRL+ALT+ F9

Or if you prefer, click on Cataloging, Bibliographic Records or Cataloging, Item
Records in the drop down menu.

I
I

Or if you prefer, click on the blue cataloging marble, then either : or



Find Tool Tabs

Each Find Tool window has the following tabs:

General | Settingsl Sc:r:npingl Eranc:hesl Cr:nllec:tionsl Datahasesl

General Tab
The General Tab contains the following options for searching:

Object — default object is selected but this can be changed to any object in the list.
Search By — access point or index

Type — type of search to perform

Sort By — order of the search results

For — enter your search string

Limit By — add a narrowing criterion, if available — some limits allow multiple
values to be selected.

0_‘ Bibliographic Records - Title Find Tool

File Edit Tools Options Help

General |Settings| Scopingl Branches Eollectionsl Databasesl

cearch Mad Search |
Object: IBiinngraphic Records j Lirnit by I(Nnne) j 2arch Mode
% Mormal Siop |
Search by ITitIe j Yalue: I " Power =
Hew S h
Tupe: IExact makch (implicitly bruncated) j 50l R[S0 SEEE |
Sortby: |(none) | ™ Count dnily Clear |
Far: || j Help |
Far Help, press F1 |Stay on Select | serdefate [ | | [ [ 4
Settings Tab

The Settings Tab contains options for the creation of Record Sets, which is discussed
later in this manual. You can also raise the value of the retrieval limit on this screen.
This is very useful when the search results go over that value. Example: Retrieving all
barcoded items in your library.



5_‘ Bibliographic Records - Title Find Tool

File Edit Tools Opkions Help

General Setlingslhopingl Branches | Collections Databasesl

Search |
—Record Set Options —Result St ——— ] [~ Other Options
I Zend Results to 3 New Record Set Retrieval Limit: I 1000 ¥ Use Initial Articles Table Stop |
[darme: I
Reset bo Default | Search Timeout {sec): ISU Mews Search |
QnEt: Idschaal j
LClear |
Warning Size Thresheld; I 1000
Help |

For Help, press F1 Stay on Select | serdefauk | [ [ [ [ 2

Scoping Tab

You should begin your search on the general tab, and then narrow the search further by
using the scoping tab.

The scoping tab includes operators, qualifiers and values. You add the criteria to your
search by clicking the [Add] button; make your selection; and then click [Search]. A
qualifier can be changed by highlighting the line in the Current Criteria box, changing it
on the left, and then clicking the [Update] button. To remove criteria, highlight the line
and then click [Remove].

5_‘ Bibliographic Records - Title Find Tool
File Edit Tools Opkions Help
Generall Settings  Scoping |Branches| Eollectionsl Databasesl
Search |
Mot | r | Current Criteria:
el I j Add | Primaty criteria not specified Stap |
[ = il LI EI LI EI Uprlatz MNew Search |
Value: I Remoyve |
B Clear |
Clear: |
Help |
For Help, press F1 Stay on Select | |User default l_ l_ l_ I_ l_ v

Branches and Collections Tabs

Searches can be narrowed further by opening the branches and/or collection tabs and
making additional selections. Since SHARE is such a large consortium, scoping to your
branch and/or collections may be a desirable outcome. However, this selection is not
available to be saved in the user defaults.

In both the branches and collections tabs, click the [Unselect All] to clear all checkmarks.
The SHARE lists are very long; it will take a moment to clear all checkmarks.



ﬁ bliographic Records - Title Find Tool
File Edit Tools Options Help

Generall Settingsl Scoping Branches |Collecti0ns| Databasesl

[alps] abraham Lincoln Presidential Library (Springficld)
[albp] Albion Public Library

[allp] Allerton Public Libtary Districk (Monkicello)

[aplp] Altamont Public Library

[cvpp] Anne West Lindsey District Library {Carterville)
[acee] Arcola Elementary School

[ache] &rcola High School

[arcp] Arcola Public Library Districk

FHEEEEEHB

3 Seleck Al |
Unselect all |

=

Search
Stop
Mew Search
Llear

Help

dilili]

For Help, press F1 Stay on Select

[Oserdefauk | [ [ | [

0_1 Bibliographic Records - Title Find Tool
File Edit Tools Options Help

Generall Settingsl Scopingl Eranches Collections |Databases

BE: [16mm] L6mm Film

E [ar] Accelerated Reader

@ [ard] Accelerated Reader 0

E [arOnf] Accelerated Reader 0 Mon-Fickion
% [ar1nf] Accelerated Reader 1 Non-Fickion
@ [ari0] Accelerated Reader 10

E [ar10nf] Accelerated Reader 10 Non-Fiction
% [ar11] Accelerated Reader 11

FHEEEEEHB

3 Seleck Al |
Unselect all |

=

Search
Stop
Mew Search

Llear

dilili]

Help

For Help, press F1 Stay on Select

[Oserdefauk | [ [ | [

Databases Tab

The Database Tab contains external databases that SHARE can search. Currently, other

than the PAC, we are not utilizing this tab.

tq Bibliographic Records - Title Find Tool
File Edit Tools Opkions Help

Generall Settingsl Scopingl Branches | Collections Databases

Select Al |
Unselect al |

Search
Stop
New Search
Llear

Help

diili

For Help, press F1 Stay on Select

serdefauk | [ [ | [ 2

[HEN

0



Additional Find Tool Searches
On the General Tab, there are 3 other options that you can utilize for a search:

e Power — gives the staff the ability to use CCL (Common Command Language) to
create a search.

e SQL - if permissions are given, allows staff to create, save and run SQL queries
within the Find Tool.

e Count Only — allows staff to get a quick count of records without displaying the
results list — helpful for reporting purposes.

€\ Bibliographic Records - Title Find Tool
File Edit Tools Options Help
General I Settings | Scoping | Branches | Collections | Databases |
—Search Mode ﬂl
Obiject: Bibliographic Records = | Limit by: |(None) -
|Bibliograp [~ | = = voma —
Search by: |Title | value: | " Power _,
ew Seaich
Type: IExact match (implicitly truncated) El L =l N—l
Sortby:  |(None) = [ Count Only —_lc""’
For: || j Help
For Help, press F1 [Stay on Select juserdefault [ [ [ [ [ 2

Searching for Bibliographic Records

After launching the bibliographic records search window, under the General Tab, in the
drop down Search By menu, you can search for bibliographic records by a variety of
fields. A few of the most popular would be title, author, subject, barcode and genre.

LC classification
L

MaL classification
MLC classification
FLM classification
O LT number

UDC classification

UPC number

5_‘ Bibliographic Records - Title Find Tool
File Edit Tools Options Help
General I Settingsl Scnpingl Branchesl Enllectinnsl Datahasesl
Search Mode ﬂl
Chject: Bibliographic Records * | Limik by | (rone) -
I —I I —I =+ Marmal e I
Search by: | Title LI Yalue: I = Power =
CODEN - i sal Hew Seaich I
Type: Contral number b
Dewey classification ol
Sort by First available date [ Count Only =lear I
General notes
For: Genre Help I
- Gov Doc classification
Irrvalid LCCH
— 156N
For Help, press (1550 IStay on Seleck |L|ser default >

11



For bibliographic record searches, the type of search changes depending upon the field
you have selected to search by. Some of the most common include (but there are others):

e Exact match (implicitly truncated)
e Exact match (explicitly truncated)
e Browse

e Keyword search

e Phrase search

Exact Match (implicitly truncated)
When using the exact match (implicitly truncated) type of search, your search results will

display all records beginning with the characters entered in the For box, e.g., my title
begins with.... There is no need to insert an asterisk after the term; truncation is implied.

5_‘ Bibliographic Records - Title Find Tool
File Edit Tools Options Help

General |Settings| Scopingl Branches Eollectionsl Databasesl

Object: IBiinUgraphic Records j Lirnik by I(None) j ifamh bl
* Mormal Stop |

Search by ITitIe j Value: I  Power -

Twpe: IExact match (implicitly truncated) j © sqL Ml

Sort by I(None) j I™" Count Only Dlear |

For: I chamber j Help |
Charnber music Grumbach, Daris, Book, 2 0 1979 Fic Grumbach 18451
Chambers biographical dictionary, Book, 0 0 1974 9z0/.02 BE363
Chambers's biographical dictionary, Book, 4 0 1968 920,02 A9260
Charnbers dictionary of science and technology Book, 2 0 1974 85525
The Macmillan world gazetteer and geographical di... Book, 1 0 1985 R910.3Co 87429
Chambers world gazetteer : an A-Z of geographic. .. Book, 2 0 1988 910/.3 97430
Music For wind instruments Beethoven, Lud... MusicCD 1 0 1988 7858 112422
Charbers biographical dictionary, Book, 4 0 1984 920/.02EB 117670
Chamber's biographical dictionary @ the great of all... Book, 1 0 1957 123407
4 sonatas For fluke and harpsichaord Bach, Carl Philip...  Music CD 1 0 1986 M241 140072
Space exploration Davies, 1. K. Book, 1 u] 1992 629,94 D256s 147015
Chambers/Murray Latin-Enaglish dictionary Smith, ‘Wiliam, Si... Book 1 0 1976 473021 1458255
Chamberlin Edgar family tree Van Wynckk, Fran,  Book 2 0 1990 929.2 161014
Serenade For clarinet, bass clarinet, mandolin, guit... Schoenberg, Arn... Music D 1 0 1991 781.68 167538
Chamber works by women composers Music CD 1 0 1991 CDFCOLLC.,, 171027 LI

Done [Skay on Select  [32 of 247 recard(s) retrie[Userdefault [ [ [ [ [ 4

Exact Match (explicitly truncated)

When using the exact match (explicitly truncated) type of search, your search results will
display only the records that exactly match the characters in the For box. If you enter an

12



asterisk after the search term(s), the results are the same as they would be on an implicitly
truncated search. Explicitly truncated searches are helpful for one-word title searches.

5_‘ Bibliographic Records - Title Find Tool

File Edit Tools Options Help

General |Settings| Scopingl Branches Collectionsl Databasesl

coarchode| | S|
Object: IBiinographic Records j Lirnit by I(Nnne) j Barch Hode
" Mormal Stop |
Search by: ITitIe x| value: | W e =
Mew Search
Type: IExact match (explicitly truncated) j CisqL _—l
Sortby: |(hone) i ™ Count Only il
For: I chamber j Help |
The chamber Grisharn, John, o 2R o 1994 §13.54 176941
The chamber Grisham, John, 43 i 1995 BR GRI 186058
The chamber Grisham, John, 2 i 2003 813.54 459029
The chamber Grisham, John, 7 a 1994 1022572
The chamber 4 Ju] 1995 513,54 G869,,. 1335901
The chamber Grisham, John, 1 i 2010  813/.54 1382361
Classified membership roster and buyer's guide Greater Springfi...  Serial 43 a 1979 1440221
The chamber Grisham, John, Large ... 1 1] 2005 PS3557.R535... 1605171
The chamber Grisham, John, Book. 232 0 1994  Fic @RI 1609975
The chamber Grisham, John, Monm.., 3 i 1994 813/.54 1670039
The chamber Videot,,, 14 o 1997 7O1.4372 1833756
The chamber Grisham, John, Large ... 13 i 1994  FIC GRISHAM 1863461
The chamber Grisham, John, Monm.., 2 i 1994 813/.54 2023385
Breach ovD 1 u} 2009 2207550 —
The chamber Grisham, John, Monm,.. 1 i 1994 813/.54 2365592
Dane [Stay on Select  [17 of 17 record(s) retries [User defaulk | [ [ [ [ 2
Browse

When using the browse type of search, your search results will display the specified
index headings beginning with entries that start with text in the For box (basically
alphabetical). The browse search is Unicode compliant. Diacritics or special characters
are accepted if they match the heading. Name indexes are searched in the last name, first
name format. You do not have to enter a comma when searching for a name.

The browse mode will also allow you to SEE the different formats for a particular title.

In the example below, “The Cat in the Hat” has a title count of 81. The “SEE” lines
below the main title break the 81 titles into their respective formats.

13



'_‘ Bibliographic Records - Title Find Tool

File Edit Tools Options Help

General | Settingsl Sc-:-pingl Branches C-:-IIec:tic-mI Databasesl

— - Search
Ohject: IBiinographic Records j Lirnit by I(Nnne:] j earch Mode
% Mormal Stop
Search by: ITitIe x| walue: | W B E
MNew Search
Type: |Browse =l s =

Sart by: I(Nnne) j I- Count Gnly LClear

ddii]

For: I cat in the hat j Help

Heading | Count |:|
The cat in the dryer and 222 other urban legends 1
A cat in the Family 1
Acatin the Family + 3 complete and yp-to-date guide 1
4t in the hat,
SEE: Audio Books 1
SEE: Book. 30
SEE: Book + Cassette z ]
SEE: Braille 1
SEE: DVD 7
SEE: Electronic Resources g
SEE: kit 2
SEE: Maokion Picture 1
SEE: Monmusical Sound Recarding 5]
SEE: Projected Meadium 3
SEE: Sound Recording 1
SEE: Three Dimensional Cbject {Artifact) 5
SEE: Yideotape 1z
Cat in the Hat ' S0ER birthday [Monmusical Sound Recording] 1 LI

Done |stay on Sefect | serdefauk | | [ | [ 2

Keyword Search

When using the keyword type of search, your search results will display the records that
include the exact search term or terms in any order. There is an implied ‘and’ between
each word entered as a search term. As you type, Polaris will offer autosuggestions that
you would then be able to select, if needed.

O'_‘ Bibliographic Records - Title Find Tool

File Edit Tools Options Help

General |Settings| Scopingl Branchesl Collectionsl Databasesl

Search Mode SesiEh
Object: Eibliographic Records x| Limit byt |{Mone -
I arap —I I( ) —I % Mormal Stop
Search by: ITitIe ;I Walue: I " Pawer =
Mew Search
Type: IKevword search ;I sl —

Sertby:  |iNone) | [ Count Only Clear

Foar: I cak in the| ll Help

cat in the hat knows a lot about

el §

cat in the hat's learning library

For Help, press A

|Stay on Select [User default l_ l_ I_ l_ l_

the cat in the hat's learning library
cat in the hat
cat in the rain out of season cross
cat in the hat motion picture
the cat in the hat
cat in the hat cleans up his act

] Hide Suggestions




Phrase Search

When using the phrase type of search, your search results will display the records that
include multiple words in the exact order in which they were entered. As you type,
Polaris will offer autosuggestions that you would then be able to select, if needed.

5_‘ Bibliographic Records - Title Find Tool

File Edit Tools Opkions Help

General |Settings| Scopingl Branches Eollectionsl Databasesl

cearch Mod Search
Ohject: IBiinographic Records j Lirnit bry: I(None) j Barth Hode
& Normal Giom
Search by ITitIe ﬂ Value: I  Paower -
Mew Search
Type: IPhrase search j 5oL —

Sork by I(None) | I™ Count Only e

ddii]

For: | black hau| | Help
black hounds the story of the third sheykh
black hours bible of federico da montefeltro dante

For Help, press A

Dserdefauk [ [ [ [ [ »

summons black house trevenge of lardass hogan

black house sound recording a novel

black house a novel

by his black housekeeper mariah vance, 1850-1860
black house mermaids on the golf course the

heart murders black houses science and the arts
] Hide Suggestions

In the drop down Sort By menu, you can sort bibliographic records by a variety of sort
options. A few of the most popular would be title, then author; author, then title; or
publication date; then title.

5_‘ Bibliographic Records - Title Find Tool
File Edit Tools Options Help

General I Settingsl Scoping Branchesl Collectionsl Databasesl

Search Mode ﬂl

Ohjeck: Eibliographic Records | Limit by: | (Mane) b

I —I I —I & Marmnal Stop |
Search by: ITitIe LI Value: I i~ Power =

Mew Search

Type: IExact match {implicitly truncated) LI C osqL ;I
Sart by {Mone) LI I Count Cnly Dizen |

(Maore)
Eor: Authaor =t

Author, then Publication Date

Author, then Title

Call Mumb
C:II Nﬂmb::, then Author |Stay on Select [ [Oser defaule [ [ [ [ .z

For Help, press

Call Mumber, then Publication Date
Call Mumber, then Title

Control Mumber

Most Popular

Publication Date

Publication Date, then Author
Publication Date, then Relevance

Publication Date, then Title
Relevance
Title

Title, then Author, then Type of Material
Title, then Publication Date

Title, then Type of Material

Type of Material

15



In the drop down Limit By menu, you can limit your search results by a variety of limit
options. A few of the most popular would be title, author, genre, target audience, or type
of material. After selecting one of the options in the Limit By menu, the Value box
displays options for that selection in the form of a drop down menu or a free-text field for
entry.

5_‘ Bibliographic Records - Title Find Tool
File Edit Tools Opkions Help

General |Settings| Scopingl Branches Eollectionsl Databases

cearch Mod Search
Ohject: IBiinographic Records j Lirnit by: [l e Barth Hode
i & Normal Gion
Search by ITitIe j Values:  Power -
[a] Preschool o New Search
Type: IExact match {implicitly truncated) j [b] Primary Sl —

[c] Pre-adolescent

ddii

Sork by I(None) j Eg% igzltescent I™ Court: Orly O
] Specialized
Far: I black. hou j IEEI]'I Gpee;;"azle = Help
Far Help, press F1 |stay on Sefect | serdefauk | | [ | [ 2

Searching for Item Records

After launching the item records search window, under the General Tab, in the drop
down Search By menu, you can search for item records by a variety of fields. A few of
the most popular would be barcode, ISBN, genre, title or author.

5_‘ Item Records - Barcode Find Tool = B
File Edit Tools Options Help

General I Settingsl Scopingl Blanchesl Collectionsl Databasesl

Search Mode —Iﬁearch
Ohiject: Item Records x| Limit By: |(Mone) &
I —I I —I % Mormal Sion |
Search by: IBarcode LI Walue: | ~ Power =
i e — i, New Search |
Type: B raphic control = =
Call number ol
Sort bry: Check-in location [T Count Only =8ar |
Check-out date
Eor: Circ status date Help |
Circulation skatus
— |Classification number
——————|Collection
For Help, press | Control number Skay on Select [User default l_ I_ l_ I_ l_ i

Current borrower

Home branch
ISEN
Last circulated date
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For item record searches, the type of search changes depending upon the field you have
selected to search by. Some of the most common include (but there are others):

e Exact match (implicitly truncated)
e Exact match (explicitly truncated)

Exact Match (implicitly truncated)

When using the exact match (implicitly truncated) type, your search results will display
all records beginning with the characters entered in the For box, e.g., my title begins

with.... There is no need to insert an asterisk after the term; truncation is implied.

&4 Item Records - Title Find Tool
File Edit Tools Options Help

General I Settings I Scoping I Branchesl Collections | Databasesl

Object: IItem Records ;I Lirnit by I(NDI"E:'

Search Mode

i Mormal i |
Search by: ITitIe LI Walue: I i Power
Type: IExact match {implicitly truncated) LI TS m'
Sartby:  [(Mone) k4| ™ Count Only Oleer |
For: I cak in the hat LI Help |
The cat in the hat Brees,.. Chid... Book E Fic ... In-Tra... 0002900150080  3f16/2012 F F6..
The cat in the hat Betha... Easy... Book E SEL withdr,,., 0003100157209  2j25/2Z010 F -1
The cat in the hat Betha... Easy... Book E SEU Losk 0003100457401 1jzfz012 F TE,
The cat in the hat Betha... Easy... Book E SEL In 0003101143331 Fil3fzo1z F -1
The cat in the hat aree... Child... EBook JE+SEL In 0003200416059  7j27[2012 F -1
The cat in the hat Jerse,.. Child... Book EBR.5... In 0003300432923 6f1/2012 F -1
The cat in the hat Jerse,.. Child... Book EBR.5... Losk 0003300704473 4)26/2011 F -1
The cat in the hat Jerse,.. Child... Book E SE... In 0003300711615 7f15/2012 F.. 76.
The cat in the hat Hartf,.. Child... Book E SEL In 0003400337717 1z2f12f2007 F -1
The cat in the hat Hartf,.. Child... Book E SEL In 0oo3400405229 1182012 F -1
The cat in the hat Hartf,.. Child... Book E SEL In 0003400403237 6f11/2010 F -1
The cat in the hat Missis... Juve... Book JE SEU In 0a03500703951 ziz7lz012 F -1
The cat in the hat Gran... Child... Book IF SEU In 0003600304103 Filefzo1z F 7o,
The cat in the hat Roxa... Child... Book E SEL In 0a03700563201 41712012 F -1
The cat in the hat Roxa... Child... Book E SEL In 0003700583564 305/2012 F -1 ;I
Done |Stay on Select [32 of 1000 record(sy retr [User default [ [ [ [ [ 2

Exact Match (explicitly truncated)

When using the exact match (explicitly truncated) type, your search results will display
only the records that exactly match the characters in the For box. If you enter an asterisk

after the search term(s), the results are the same as they would be on an implicitly

truncated search. Explicitly truncated searches are helpful for one-word title searches.
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Item Records - ISEN Find Tool =] E3
File Edit Tools ©Options Help

General I Settings | Scopingl Branches | Collections | D atabases |

. A Search Mode ﬂl
Object: IItem Recards LI Limit bry: I(NDHB) ;I & Normal o
Search by: |ISBN | walue: |  Power —I
Twpe: IExact rnatch {explicitly truncated) LI ©osaL MI
Sart by I(None) = ™ Count only &I
Eor: [1ao0z40130 = Help |

Skatus Earcode
Illinois library laws an... DudQu. .. 44, In 30153033656685 17171900 F... 4&4...
llinois library laws an... DuQu. .. 344, In 301863033656743 17171900 F... 4&4...
Illinois library laws an... Clifto... REF ... In 31757000065200 F... ®&57...
Hlinais library laws an... Iinois. .. ot = T n 1227001304095 11/7/2012 F... B63...
Hlinois library laws an... Case... Refe... REF ... 1... In 0005200235351 51 F... &52...
linois library laws an... Bunke... Adulk,.. 344, In 00064001 75292 1042007 F... 882...
linois library laws an... Green...  Adulk... REF ... In 0003200543495 F... &52...
Ilinois library laws an... Green...  Adulk... . REF ... n 0003200545514 F... &53...
Ilinois library laws an... <'Fall... Refe... Book REF ... In 0001601325653 F... &53...
Done |Stay on Select |10 of 10 record(s) retries User default | | | [ | 2

In the drop down Sort By menu, you can sort item records by a variety of sort options. A
few of the most popular would be title; title, then assigned branch; or assigned branch.

tem Records
= Edit Tools Options Help
General | Settingsl Scoping Branchesl Collectionsl Databasesl
Ohject: IItem Records LI Lirnit by I(None) LI S e ﬂl
’ ' i ormal S |
Search by: ITitIe LI Walue: I  Power
Type: IExact makch {explicitly truncated) LI sl MI
Sork by I(None) LI I Count Cnly Clear |
For: Assigned Branch Help |
Contral Murmber
Relevance
Title
Title Title, then Assigned Branch helf. .. | Call ... | W, | Stakus | Barcode | Lask Ackivi, .. | R.. | Ca... | -
The chamber Decat... Fickio... Book Fiction In 31202007025... 642012 F.. 24...
The chamber Decat... Eook Pape... PEBEG... In-Pro... 31202007054... 10fz1j2011 F 24...
The chamber Decakt... Fickio... Book Fiction In 312020071658... 4/21)201Z2 F 24...
Classified membersh... Lincol... Sang... Refe... 338.... In 31247003953... F 29...
Classified membersh... Lincol... Sang... Refe... 338.... In 31247003977 ... F 29...
Classified mermbersh... Lincal... Sang... Refe... 338.... In 31247004031 ... F 29...
Classified membersh... Lincol... Sang... Refe... 338.... In 312470040351, F 29...
Classified membersh... Lincol... Sang... Refe... 338.... In 31247004031.., F.. 29.. —
Classified mermbersh... Lincal... Sang. Refe... 336.... n S1247004046. .. F.. Za..
Classified mermbersh... Lincal... Sang... Refe... 336.... In 31247004293... F 30...
Classified membersh... Lincol... Sang... Refe... 3358.... In 31247004302... F 30...
Classified membersh... Lincal... Sang. Refe... 336.... In 312470043505, . . F 0.,
Classified mermbersh... Lincal... Sang... Refe... 338.... In 31247004303, .. F 30...
Classified membersh... Lincol... Sang... Refe... 338.... In 31247004433... F 30...
The chamber Lincal...  Audi.. Audi,.. A0, Losk 31247004554, .. gfz0/z001 F 11
The chamber Sacre... Fictio... Book F GRI In 37445000241...  3/21/2007 F 33, LI
Done |Stay on Select |32 of 433 record(s) retrie [User default l_ l_ I_ l_ l_ i
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In the drop down Limit By menu, you can limit your search results by a variety of limit
options. A few of the most popular would be title, author, genre, assigned branch,
collection, or target audience. After selecting one of the options, the value drop down
menu displays options for that selection or provides you with a free-text field for entry.

#N Item Records - Title Find Tool
File Edit Tools ©ptions Help

General I Settings I Scoping | Eranches | Collections | Databazes |

Search Mode ﬂl
Ohject: Item Records + | Limit by: |Target audience =
I —I I —I = Marmal Siop |
Search bey: ITltIe LI Yalues: i Power
Mew Search
Type: IExact makch {explicithy truncated) LI H sl —I
C =ik
s [d] Aadolescent C t onl Clear
Sortby:  [tMone) = [] it ™ Count Only I
] Specialized
Fori [carin the har =] Fah Zoen = [
Dr. =' T in... In F Booo
Green eggs and ha...  Decat... Juve... WHS WHS ... In SFSTI00006Z... 3302008 F 5Zz...
Green eggs and ha...  Dry P... WHS ... W¥HS YIDE... In S7SFF0O00097,.., Ff2j2005 F S6...
Cooking with the Cat Weld... Easy... Book E ... In 37582000105...  &f29/2011 F 53...
Dr. Seuss The catin... Lincal... Juve... W¥HS 3 WID... Losk 31247015459... Sf1/2008 F 82...
Dr. Seuss' The catin... Arge... Easv... Book E SEU In S1803000733... 4/1&/z007 F G&...
Dr. Seuss The catin... Wesp... Juve...  Juve... ovD ... In 3180S001220... 6f4fZ012 F.. 91...
Dr. Seuss The catin... Taylo... Juwe... DVD oD ... In 31810001306... 4i6fZ012 F.. 10...
Do nok open this cra... Taylo... Juve... Book EFIC... In 31510001357... 772011 F 10...
Cooking with the Cat Taylo... Juve... Book EFIC... In 31510001357..,  6f15/2012 F 10...
Cooking with the Cat Barcl... Easy... Book E “WOR In 316811000665, 7f1zfz2012 F 10...
Cooking with the Cat ME. P... Easy... Book E ... 2k S1515000605, .. FliFizo1z F 10...
Do nok open this cra... ME P...  Early... EBook EKR... n 1815000608, .. 6/Z5/2012 F 10...
Dr. Seuss’ The catin... Iiopo... Juve... Book JSE... In 32156003032... 6i7iZ012 F 11...
Do nok open this cra... Akbwo...  Easy... Book E SEU In SEFFO0O00ZS3...  2f15/2012 F 11...
Cooking with the Cat Abwo... Easy... Book E SEU In 3277000023, 12/z5/2011 F 11... LI
Done |Stay on Select  [32 of 304 record(s) retric [User default i

Setting User Defaults

The General tab on the Find Tool defaults to settings customized by the individual user.
Users may define custom search defaults on any General tab of each Find Tool.

To setup your search defaults, change the options in each of the drop down
NOTE! menus. Once your selections have been made for the general tab, go to

Options > Save as User Default. The settings are linked to each

username. You can make changes to the default settings at any time.

Wildcard Characters

There are two valid wildcard characters in Polaris: the asterisk (*) and the question mark
(?). Both wildcards will produce the same results. You can use a wildcard in keyword
and exact match — implicitly truncated searches. Depending where the wildcard is placed
will determine the different search results.
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Example:
Keyword search

e note = note

e note* = note, notes, notebook
e *note = footnote

e *note* = footnotes

Exact Match — implicitly truncated

e metal = metal, metals, metalsmith, metalcasting

e *metal = fullmetal
Search Results
After you have made your selections on the General, Branches and Collections tabs, click
the Search button to perform the search. The search results will display in the lower
panel.
Column Headers
The column headers can be adjusted to reveal or hide more of an individual column.
Click and drag between each header to resize the column to your needs. Column headers
also provide a quick way to sort your results list. Clicking on a column header sorts the
list from A-Z or 0-9999. Clicking again on a column header sorts the list from Z-A or
9999-0.
More Information
More information on a particular title can be easily seen, by right clicking on a title. The

right-click context menu allows a user to move quickly to other functionality or link to
related workforms.
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Item Records - Title Find Tool

File Edit Tools Options Help

General ISettingsl Scoping | Branches | Collections | Databases |

Search
Object: Iltem Records LI Lirnit by {iane ;I S(?an:h Mode —]
Open =" Mormal Sing
Search by: [Title ~|  CheckIn " Power
Type: IExact match (implicitly truncated) ;l :l::: ke 5  sqL wl
Sortby:  [(None) =1 Add to Course Reserve Record I™ Count onky C—Iea]
. pre— Add to Record Set »
For: | illinois library laws LI Add bo Route List Help
Remove from Route List
Title | Assigned Branch Adboc Bulk Change e... | Mate... | shef... | call... [v..[st=]
Tlinois library laws a... East St, Louis Community College Create » 1 Book Stacks Prof... 2. Ir
Illinois library laws a... Ewans Public Library District (¥anc Links > Refe... 344.... Ir
Mlinois library laws a... Germantown Public Library Distric Delete lE... Book [Ref... 2.. Ir
Minois library laws a... Greenville Public Library Uit It... Refe... REF ... Ir
Illinois library laws a... Greenville Public Library lt... Refe... REF ... Ir
Tlinois library laws a... Hayner Public Library District (Alt  Properties Book R 34...
Heartland Library tem - Champaign B
Illinois library laws &... Ilinois Heartland Library System - Champaign Book 344....
Mlinois library laws a... Ilinois Heartland Library System - Champaign Book 344.,..
linois library lavws Tlinois Heartland Library System - Edwardsville Gene... Book <2 5 TIPS
Illinois library laws a... OFallon Public Library Refe... Book REF ...
inois library lavs Rantoul Public Library Book r 344...
inois library laws a...  Smithton Public Library District adult...  Book [OfFfi...
Illingis library laws a... Smithton Public Library District Adule... Book [OFFi. ..
Ilinois library laws a...  Tri-Township Public Library Districk (Troy) Tech... Book 344,
;..I M f v e aa P 'H'l P e

Done |Stay on Select |50 of 58 record(s) retries Userdefault | | [ [ | 2

On the right-click context menu, the Preview command allows staff to see quick
information about a title and all connected items — staff can easily move through a list of
titles by using the arrow up and down keys.

&\ Bibliographic Records - Title Find Tool I’ IHLSTRAIN - Polaris Database (Bibliographic Record 1354270) =] B3
File Edit Tools Options Help -
Other Control No: (OColClocn539056801 ¥ Display In PAC
General ISemngsI Sn:npmgl Blam:hesl Enllecﬁnnsl Database (OCoLC)539056301
(OCoLClocn539056801
Object:  [Bibliographic Records | Limit by (OCoLO539056801
Searchby: [Title ] value: (OColClocn533056801 _
(OColLC)539056801
Type: |E><act match (implicitly truncated) ﬂ (OCoLClocn539056801
(OColLC)539056801
Sort by: |(Nnne) :J Assthac llinnin LI
For: illnais library | = i i ion (lifeti i =
i I' inois forary laws _J Total number of active holds: 0 Grand Total Circulation (lifetime): 1 Popularity: Low |—
Circ Circ In-house In-house
Title ] Author Branch Name No. of ltems  YTD Lifetime D Lifetime
I\Ifno!s IThrary laws and regu!alionf 1||!I‘|0f5. Totals: 14 0 1 0 0
Tliinois library laws & regulations, in effect January ...  Ilinois.
Tllinois library laws and rules in effect January ... Cahokia Public Library District (cahp) 1 0 0 0 0
Tlineis library laws Tlineis. Centralia Regional Library District (cenp) 1 0 0 0 0 —
liinwis library laws in effect January 1, 1992
Tllingis library laws, in effect January 2001 Danvile Publc Librry (dang) 2 0 1 0 0
Tllingis library laws and rules, in effect January 2006 Decatur Public Library (dplp) 2 0 0 0 0
Tliinois library laws : in effect January 1, 199 —— r Public Librory (daur) 1 0 0 0 0 LI
Tlinois library laws and rules, in effect January 200 == | Assigne... | Collec... | Mat... | she... [ callN... | v... [ st... [ Barcode | Last Acti... | R.[ cont... [ 2
Tincs ibrary laws aryl... Cahoki.. Refer... Book R344.. Z.. In 0008100898272 F. 9191...
Tlinis lbrary laws and regulations, in effect Janua "% T o) centrali... Book 344.7... In 30183044131.. S5{1812010 F. 4192...
Tincis library laws, in effect January 1997 Addto Record Set » laryl... Danwile... Book 344.7... In 31205003811.. 4/24j2012 F. 6989...
Create ary L., Danville,.. Book R 344.. In 31205003811... F. 6989, —
Links N l... Decatu... Profe... Ref... Prof. ... In 31202009007... F. 2399...
Delete ary ... Decatu... Profe... Ref.. Prof In 31202009007... F. 2425...
_ ary l... DuQuoi... Ref... 3447, In 30183044272...  1/1/1900 F. 4309...
Done avu | Fuane Daf 244 7 T AN 9NA4E AMTIENMN B anne ll

At the bottom of the search results window, you can quickly see how many records have
been retrieved.
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Bibliographic Records -

File Edit Tools Options Help

General I Settingsl Scoping I Blam:hesl Collections I Ddebasesl

Search I
Object: E‘ Limit by: I(Ngne) E‘ Search Mode

IBiinDgraphic Records

&+ Mormal Stop I
Search by: ITitIe =] value: |

" Power

New Search I

Type: |Exact match (implicitly truncated) =l £ I
Sort by: |(None) :] [ Countonly —

For: Icat in the hat 3 Help I

Call Number
The cat in the hat 1
The cat in the hat comes back! Seuss, Dr. Book. i} 1986 E SEU
The Cat in the hat ; Dr. Seuss on the loose Videot... 1 i} 1985
The cat in the hat songhook Seuss, Dr. Book 12 1] 1967 774,68 742
The cat in the hat Seuss, Dr. Book ... 2 i} 1987 813.54 Seu
Susi bo shi er tong ¥ing yu zi dian = The cat in the ... Seuss, Dr, Book 1 lu] 1992 495, 1 203045
The cat in the hat Electr... 1 a 1997 371.337 2449422
Dr. Seuss' The cat in the hat Hoober-bloob highweay Videok... 1 lu] 1996 2E626T
There's no place like space Rabe, Tish. Book. & 1] 1995 520 269246
The cat in the hat Seuss, Dr. Book. 1 lu] 1985 813.54 333388
Oh say can you seed? : [all about flowering plants] \Workth, Bonnie. Book. 86 lu] 2001 580 344234
The cat in the hat Seuss, Dr. Book 61 1] 1985 813.54 353593
The cat in the hat Seuss, Dr. Electr... z 1] 1999 371.337 362978
Dr. Seuss reading games Electr... 1 i} 1999 372.40285 370667
The cat in the hat Seuss, Dr. Book 1 o 1957 816 383322
Cat in the hat hand puppet Three ... 1 a 2000 397320 LI
Done |Stay on SelftL 32 of 190 record(s) retrie User default [jl_ 1.z

u

If the result set is large, only a subset of the results is initially brought back. If you want
to see all results, CTRL+SHIFT+A will retrieve all the records.

itle Find Tool

File Edit Tools Options Help

General | Seltinus] Scoping | Branches Colectionsl Databasesl

Object: IElhIingraphic Records :I Limnit by: I(Nnne) ;J
Stop
Search by: [Title > value: | —,
Mew Search I
Type: IExact match (implicitly truncated) :l

Sortby:  [(None) -] [~ Count Only Clear |
For: | cat in the hat :l Help I

Author Format Call Number
il

The cat in the hat comes back! Seuss, Dr. Book. 274 1] 1986 E SEU 44032

The Cat in the hat ; Dr. Seuss on the loose Videot... 1 a 1985 74133

The cat in the hat songbook Seuss, Dr, Book. 1z o 1967 TT4.68 742 75166

The cat in the hat Seuss, Dr. Book ... z o 1987 813.54 Seu 145666

Susi bo shi er tong Ying yu zi dian = The cat inthe ... Seuss, Dr., Book. 1 o 1992 j495.1 203045

The cat in the hat Electr,.. 1 o 1997 371,337 299422

Dr. Seuss' The cat in the hat Hoober-bloob highway Wideot... 1 o 1996 266267
There's no place like space Rabe, Tish. Book [ o 1998 520 269246

The cat in the hat Seuss, Dr. Book. 1 o 1985 813.54 333388

Oh say can you seed? : [all about Flowering plants] Worth, Bonnie. Book. 86 1] 2001 580 344234

The cat in the hat Seuss, Dr, Book 61 1] 1985 813.54 353593

The cat in the hat Seuss, Dr, Eleckr... 2 o 1999 371.337 362978

Dr. Seuss reading games Eleckr... 1 o 1999 372.40285 370667

The cat in the hat Seuss, Dr. Book 1 o 1957 816 383322

Cat in the hat hand puppet Three .., 1 a 2000 397520 ;l

Done |Stay on Sele(L 1190 of 190 record(s) retr User default l—‘rj T s

v
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There is a default limit set in the System Administration for a maximum of 1,000 records
to be retrieved in a single search. You can change this setting by clicking on the Settings
tab, edit the value in the Retrieval Limit box and click [Search]. This will make all
results available to you; to see them all use CTRL+SHIFT+A to retrieve them to your
list.

0_‘ Bibliographic Records - Title Find Tool

File Edit Tools ©Options Help

General  Settings | Scopingl Branchesl Collectionsl Databasesl

—Record Set Options
[ Send Results bo a Mew Record Set: /

Search

Result Set

Retriewal Limit: W v 3 Initial Articles Table Stop |
Idame: I \ .
Reset to Default | imeout (sec); | 30 New Search |
CHAnEr: Idschaal \\i
L L [Elean |
~
‘Warning Size Threshold: I 10aa
Help |
Title | Author | Format | Lir.. | Ho... | Publ. .. | Call Number | Contkr... | -
The cat in the hat Seuss, Dr, Book 71 1 1957 E SEU 41202
The cat in the hat comes back! Seuss, Dr, Book. 2740 1986 E SEU 44032 e
The Cat in the hat ; Dr. Seuss on the loose Videat... 1 i} 1985 7433
The cat in the hat songbook, Seuss, Dr, Book, 12 i} 1967 77468 742 75166

The Settings tab allows you to change the limit for a search result. This
NOTE! will remain in effect until you close the search window. You cannot save
this setting as part of the User Defaults.
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RECORD SETS

Creating a Record Set Directly from a Result List
Creating a Record Set by Selection

Creating a New Record Set

Deleting a Record(s) from a Record Set

Bulk Changes to Record Sets

Record Sets are subsets or virtual groupings of patron records. Records are grouped
together for specific functions within Polaris — a listing of students or for bulk change
purposes.

Creating a Record Sets Directly From a Result List

1. Before running a search using the Find Tool, click the Settings Tab.

2. Under Record Set Options, check the box to “Send Results to a New Record
Set”.

3. The Name field will become available. This is a free-text field. Name your
Record Set.

4. The Owner field is automatically filled in with your logon, but you can change
the ownership of a record set to the branch level so everyone at your library will
have access to the record set.

#X Bibliographic Records - Title Find Tool Hi=] 3

File Edit Tools Options Help

General  Settings | Scupingl Blanchesl Cullectiunsl Databasesl

Search |
—Ferord-Se St Result Set ———— [~ Other Options
¥ Send Results ko a New Record Set Retrieval Limit: | 1000 ¥ Use Initial Articles Table
MName; | ZCHS
I Reset to Default I Search Timeout (sec): |30 New Search
[ E I llinois Heartland Library System - Che

‘Warning Size Threshold: 1000

L

Help

Title I Author I Format I Lin... I Ho... I Publ... I Call Mumber I Conr... I -
The cat in the hat Seuss, Dr, Book 71 1 1957 E SEU 41202
The cat in the hat comes back! Seuss, Dr. Book 274 0 1986  ESEU 44032

SHARE staff strongly recommends that you name your record sets starting

NOTE! with your 4-letter location code. This will make it easier for you to retrieve.

When retrieving your record sets, you will only be able to see your
library’s sets.



5. Go back to the General tab and perform your search. All search results will be

sent to the record set window. The following window will appear:

Polaris

- Record set ZCHS _20130102140331 has been created (190
' records).

Do you wish ko open it now?

Yes i [u]

6. After clicking [Yes], you will see your Record Set window.

ElRecord Set 168 - Polaris =]

File Edit W%iew Tools Help

D|=d|& x| 58l& | 2|

U Name: I ZCHS_20130102140331 Owner: IIIIinois Heartland Library Systemn - Champaign (br} = .| Bibliographic
) Moke: I Mumber of records: | L
L\-h “ T x5 ER
S EFW o | =& - B
O .
QU Publi. all Murnber Control ., Status AA
e The cat in the hat Kit 3 o 4
(L The cat in the hat Seuss, Dr, Braille 1 o 1950 [E] 1076560 Final
-:: The cat in the hat Seuss, Dr, Book 46 u] 1957 816 1221258 Final
Q_ The cat in the hat Seuss, Dr., Audi,.. i [u] 2003 [E] 1231322 Final
The cat in the hat Seuss, Dr. Bool 1 a 1997 JE 1240240 Final
E h he h k I
Q The Cat in the Hat Seuss, Dr, Mon... 1 o 2003 1242269 Final
o The cat in the hat Seuss, Dy, Book g [u] 1936 PZ58.3G276... 1419744 Final
= The cat in the hat Seuss, Dr. Book 1 o 1994 PZ8.3.G276 ... 1421905 Final
o] The cat in the hat Proje... & o 1997 1451056 Final
a The cat in the hat Seuss, Dr, Book ... 2 u] 1987 813,54 Seu 145666 Final
The cat in the hat Proje... 7 [u] 1994 735 1520520 Final
@ The cat in the hat Elect... 3 u} 2001 794,85 1664966 Final
The cat in the hat Seuss, Dr, Mon... 7 o 2003 [E] 2036242 Final
The cat in the hat Seuss, Dr, Book 20z [u] 1957 JE 2100454 Final
The cat in the hat. Seuss, Dr. Mon... i n] 1976 Z1F95635 Final LI
For Help, press F1 | |190 of 190 recard(s) retrieved i

This window shows you the individual records that belong to the Record Set. It
gives you another opportunity to change the ownership and to add a note. The
Line Item Tool Bar gives you options when working in the Record Set.

EWa =& -&
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From left to right, you can Add by Searching, Add by Scanning, Remove Selected
Record from the Record Set, Open the Patron’s Registration Record, Print, View
the Properties of a Record, and Delete the Selected Record from SHARE (you
may or may not have permissions to remove a record from SHARE).

Creating a Record Set by Selection

As you create lists, you can always add a name to a list by using the right-click
functionality. Highlight a record; right-click then select Add to Record Set from the
context menu. Your choices are to create a New record set or send this title to an Existing
record set.

i‘ Bibliographic Records - Title Find Tool

File Edit Tools Options Help

General ISettingsI Scnpingl Blanchesl I:ollectionsl Databasesl

—Search Mode ﬂl
Object: Bibliographic Records ¥ | Limit by: |({Mone) -
I [ I =l " Normal Ctar |
Search by: |Title | vale: | " Power -
New Search
Type: |E>ca-:t match (implicitly truncated) ﬂ « sq 4|
Sortby:  [(None) =] I™ Count Only o |
For: | patterson ~| Help |
Title | Author | Format I Lin. .. | Ho... I Publ... I Call Number I Contr... | -
Patterson’s American education, Serial 4 1} 1955 370,973 PAT 55371
The Pattersons at Turkey Hill House. Graham, Brenda ... Book 2 0 1979 [Fic] 111204
Curious punishments of bygone days., Earle, alice Mors,.. Book 1 1] 1969 364.6/0973 229015
Homicide in the United States Brearley, H. C. (... Book 1 1] 1932 364,15/23/0973 320366
Patterson's elementary education, Serial 7 1] 1989 R 372,973, PAT 775339
Maxirmum ride saving the world and other extreme. .. Patterson, Jame... MNomm... 12 1] 2007 1262457
School's out-- Forever = 1 1296968
Patterson Heights Pr lp"“ y g8 0 2009 8136 1330474 ]
The Patterson puppies and the rainy day Pe Pac"f 2 12 1} 2009 8136 1342153
Daniel %, Game over p: :’?‘;’BW o2 0 2011 [Fic] 1409346
Patterson's American education. rn 1o 1904  370/.25/73 1437282
Patterson's schoaols classified. Add to Record Set MNew 1951 378.73 1437300
Hearts of gold . Existing 1987  PR6069.T497... 1440519
The final warning PSS 1 2008 CDYAPat 1472666
Patterson : 3 western duo pe Links Y| 4 0 2008 s13yse 1485452
Patterson notes on ancestors and descendants of ... Ru DEIEtIB 1 1} 1976 929.2 P317R 1531051 :]
. . Undelete . . s o e
Done Properties 2 of 55 record(s) retriey User default T l_ ’_ 4

If you select New you will be taken to the Record Set screen, where you can name,
change the ownership and add a note to the newly created record set. Click File, Save on

the Shortcut Bar, or ‘E or press CTRL+S to save this Record Set.
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If you select Existing, a Find Tool window will appear. Search for your Record Set by
name or owner. Double-click on the name of the Record Set to add the record to that list.

Deleting a Record(s) from a Record Set

Once the Record Set has been retrieved, you can remove one or more patrons from the set,

by highlighting their name(s), click Tools, Remove or =2 from the Line Item Tool Bar.
This only removes the highlighted name(s) from your record set not from the entire
SHARE database.

Deletion of Record Sets

If you wish to delete an entire Record Set, you must retrieve it first. Once the Record Set

is retrieved, click File, Delete on the Shortcut Bar, or m or press CTRL+D to delete
this Record Set.

Bulk Changes to Record Sets

You can make bulk changes to most fields on bibliographic, item or patron records. This
depends on your permissions. More than one field may be changed in a single bulk
change operation. You specify what changes to make to the selected fields, and the same
changes are applied to the selected fields in all the records in the Record Set.

1. Retrieve a Record Set workform.

2. Select Tools, Bulk Change or click E or CTRL+B to display the Bulk
Change dialog box.

3. Click Report/Record Set (required). Change the location of the report. Polaris
requires a report to be saved. You can pick your desktop or some other hard drive
location for the saving of the report. Click [Browse] to access your computer
drives.
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4. Click the tabs for the page that contains the field you want to change. The tabbed
pages correspond to on the bibliographic, item or patron workforms.

5. Select the check box for the field you want to change; the companion box
becomes available. Select or type the new value for the field in the companion
box.

6. Click [OK] to start the bulk change process. The Summary of Changes will
appear:

Summary of Changes Ed |

This bulk. change process will atkempt to change

5 patron recordis),

Record sek name: I cool patrons_201212151 65356

Record seb owner: I kracil

Bulk change report: I i\ UsersidschaaliDeskbopiPatronBulkiZhangeRe)
Error record set name: I

Error record set owner: I

Reqistered branch:  Ilinois Heartland Library Swstem - Champaign (br)

i o

Once made, these changes cannot be automatically undone.

co_| |

7. Click [Continue] to confirm your bulk change settings.

8. Click [OK] on the message box. The Record Set workform appears with a
confirming message that the bulk changes have been completed.
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Polaris |

4 ) Bulk. change processing completed successfully,

r

Check.
CiUsersidschaal\DeskiopiPatronBulkhangeReport_2012121518
1237 .tk For details,

9. If you need to, you can view the Bulk Change Report with a text editor or word
processor.

Creating a New Record Set

1. On the main Polaris toolbar, click New, or QI or CTRL+N, the following
window appears:

I* Polaris ILS 4.1.736 - jbauer [THLS - Carterville (ZCA)]
File Acquisitions Serials  Cataloging  Patron Services  Circulation  Ac

New
 Objects
I View: IAII Objects j lLI
Permission Group - Cancel

Purchase Order
Purge Criteria
Lick-circ Item Record

Help |
Reserve Item Template

Resource Group LI Template ==

2. Highlight Record Set, and then click [OK].

3. Choose Item in the drop down box. Click [OK].

frewrecordser gl

, RecordType:
. I - | |
i Cancel

Help |

4. Input the Name of the Patron Record Set, change Owner to your branch if you
wish to share it with others in your library.
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5. To begin adding items to this Record Set, click the Find or Find by Barcode icon
on the Line Item Bar.

Ef New Record Set 1 - Polaris [ 3] x|
File Edit View Tools Help

D 2|ds x| ! 2| @

Name: I‘ Owner: Idschaal j Record type: IItEF"
Mote: I Number of records: I0
R =)|w & = 5
Collection Call Num... | Volume | Status \l Last Acﬁvi%t& | Re... | Control N... |

o
Q
W
B
o
O
QD
o
E
E
—
]
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WORKFORMS

e Layout
e Property Sheets

Layout

Throughout Polaris you will be utilizing workforms. A workform is a window in Polaris
where you can view, enter and edit data.

The parts of a workform are:

Menu Bar — access functions of the entire workform via drop-down menus
Toolbar — access functions of the entire workform via icons

Views — different pages of the workform

Line Item Toolbar — controls functions of the workform below itself — also known
as the Coolbar.

Property Sheets

From any workform you can go to File, Properties or press F8 to retrieve the
corresponding property sheet. Property Sheets contain useful information about records
in the database. You can also retrieve Property Sheet information on an individual title,
item or patron.

Item Record Properties m

General | about | Statistics |

E[ Item Record

Control number: 6631538

Barcode: 31227001304122
Title: Llinois library laws, in effect January
Material type: Book

Assigned branch:  Illinois Heartland Library System -
Home branch: Ilinois Heartland Library System -
Shelf location:

Temp. location:

Call nurnber: 344.73 ILL

Copy number:
WYolurne number:
Circulation status: Cut
| Due datejtime: 171172013 11:59:59 PM
I Last activity date: 12/14/2012 4:09:05 PM
Workstation/User: IHLS-dschaalftracil

Close I
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APPENDIX A
Patron Services/Circulation Shortcuts and Function Keys

General

Workform Help F1

Find Tool — Patron Registration workform (online only) F7

Find Tool — Patron Registration workform (from workform) CTRL+O
Find Tool — Patron Status workform (online only) F6

Find Tool — Patron Status workform (from workform) CTRL+O
New workform CTRL+N
Close workform ALT+F4
Save record CTRL+S
Delete record CTRL+D
Cycle from one workform view to the next CTRL+TAB
Open the Tools Options dialog CTRL+T
Switch between patron registration/patron status F9
Properties F8

Print

Print current view CTRL+P
Print current list view CTRL+SHIFT+P

Record Sets

New record set CTRL+N
Find Tool — Record Set workform CTRL+O
Load all records in Find Tool results set CTRL+SHIFT+A
Add member by searching CTRL+E
Add member by scanning CTRL+K
Bulk Change CTRL+B
Save record set CTRL+S
Close workform ALT+F4
Delete record set CTRL+D
Properties F8
Check Out

Open Check Out workform F3

Find patron CTRL+R
Previous patron barcode F4

Find item CTRL+I
Find bibliographic record CTRL+B
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Create quick-circ item

Place a hold

Special loan

Reset due date

Patron Registration workform
Patron Status General view
Patron Status Items Out view
Patron Status Account view
Patron Status Claims view
Patron Status Holds view
Patron Status Reader Services view
Patron Status Association view
Patron Status Notes view
Express-register patron

RFID check-out

Smart card check-out

Check In

Open Check in workform

Find patron

Place a hold

RFID check-in

Change an item’s circ status or shelf location
Change an item’s barcode

Check In — Inventory
Load barcode file
Patron Registration — All

Check out
Place hold

Patron Status — All

Check out
Place hold

Patron Status — Items Out

Renew

Renew All
Special Renew
Make Claim

CTRL+Q
CTRL+H
ALT+S
CTRL+ALT+D
CTRL+F9
ALT+G
ALT+O
ALT+A
ALT+C
ALT+H
ALT+D
ALT+W
ALT+N
CTRL+G

F9
CTRL+ALT+S

F2
CTRL+R
CTRL+H
F9
CTRL+M
CTRL+B

CTRL+ALT+I

CTRL+F9
CTRL+H

CTRL+F9
CTRL+H

CTRL+R
CTRL+A
CTRL+E
CTRL+M
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Declare Lost

Print items out list to a receipt printer
Place a hold

View an item’s notice history

Patron Status — Account

Charge

Pay

Pay All

Waive

Waive All

Deposit

Return

Forfeit

Credit (from deposit)
Create credit

Refund credit
Transaction Summary
View an item’s notice history

Patron Status — Holds

Add to Group
Remove from Group

Patron Status — Associations
Add

Edit

Delete

Patron Status — Claims
Reset total claims

Request Manager

Close workform
Refresh

Hold Request Shortcuts
New Request

Convert to ILL
Deny Hold

CTRL+L

CTRL+ALT+P

CTRL+H
ALT+N

CTRL+C
CTRL+Y
CTRL+L
CTRL+W
CTRL+V
CTRL+I
CTRL+R
CTRL+F
CTRL+E
CTRL+B
CTRL+G
CTRL+T
ALT+N

CTRL+G
CTRL+R

CTRL+A
CTRL+E
CTRL+D

ALT+C

CTRL+F4
F5

CTRL+N
CTRL+I
CTRL+R
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Cancel
Reactivate
Delete
Properties

Hold Request Workform

New Request (new patron, new title)
New Request (new patron, same title)
New Request (same patron, new title)
Save

Properties

Refresh

Delete

Convertto ILL

Deny Hold

Cancel Hold

Reactivate

Fill Request Now

Options

Multi-request Patron View

Add patron
Remove patron
Add title
Remove title

Holds Queue Workform

Save

Refresh

New Request
Move Up
Move Down
Move Top

CTRL+L
CTRL+A
CTRL+D
F8

CTRL+N
CTRL+G
CTRL+H
CTRL+S
F8

F5
CTRL+D
CTRL+I
CTRL+R
CTRL+L
CTRL+A
CTRL+F
CTRL+T

CTRL+R
CTRL+E
CTRL+T
CTRL+M

CTRL+S
F5
CTRL+H
CTRL+U
CTRL+W
CTRL+T

35



