Monthly Report Suggestions
Statistical Summary 

     Gives an overview of monthly activities.  

Includes: 
Total Bibs owned



Total Items owned



Total Items withdrawn



Total Patrons



Check Outs (includes all items checked out from your location)


Check Ins



Number of Overdue items that were checked in



Holds placed



Holds satisfied



Holds Cancelled



Bib, Authority and Items Added and Deleted



Patrons Added and Deleted



New Charges



Money Collected



Refunds



Amount Waived



Credits



Total Outstanding Fines



Pac Statistics:  Logins, online registrations, holds placed, holds cancelled

To Print:  From the Polaris toolbar, click “Utilities” and “Reports and Notices”.  Select the “System” folder and the report, “Statistical Summary”.  

If you would like more information about the total circulation number, try one of these:

Item Circulation By Collection
Takes the total checkouts from the statistical summary and displays by collection code.  Lists renewals in a separate column.
To Print:  From the Polaris toolbar, click “Utilities” and “Reports and Notices”.  Select the “Circulation” folder and the report, “Item Circulation By Collection”.  

Circulation By Items Loaning Branch
Takes the total checkouts from the statistical summary and displays by owning library and then by material type code.

To Print:  From the Polaris toolbar, click “Utilities” and “Reports and Notices”.  Select the “Circulation” folder and the report, “Circulation by Item’s Loaning Branch”.  
Item Circulation Statistics

Takes the total checkouts from the statistical summary and displays by material type code.

To Print:  From the Polaris toolbar, click “Utilities” and “Reports and Notices”.  Select the “Circulation” folder and the report, “Item Circulation Statistics”.  

Patron Circulation Statistics

Takes the total checkouts from the statistical summary and displays by patron code.

To Print:  From the Polaris toolbar, click “Utilities” and “Reports and Notices”.  Select the “Circulation” folder and the report, “Patron Circulation Statistics”.  

Other Reports you may want to try:

Circulation By Items Assigned Branch
This lists the number of items from the reporting branch that have been checked out and renewed at other branches, as well as the reporting branch.  Gives you the number of items sent and checked out at other libraries (intra-library loan).  
To Print:  From the Polaris toolbar, click “Utilities” and “Reports and Notices”.  Select the “Circulation” folder and the report, “Circulation By Items Assigned Branch”.

Patron Cross Borrowing (Reciprocals)
Reports the number of borrowers by patron code who were registered at a library other than the transacting library; includes the number of circulation transactions (check-outs and renewals) done by each patron.  NOTE:  For a total reciprocal count, only include Reciprocal patron codes from the transacting library in your total.

To Print:  From the Polaris toolbar, click “Utilities” and “Reports and Notices”.  Select the “Circulation” folder and the report, “Patron Cross Borrowing”.  

Items Added During the Month

Lists the call number, barcode, title, author, and price.
To Print:  From the Polaris toolbar, click “Utilities” and “Reports and Notices”.  Select the “Cataloging” folder, the “Item” folder, and the report, “Item Records by Funding Source and Stat Code”.   
FOR THIS MONTH ONLY:  Select April 9th as the start date to exclude migrated items.

Lost and Missing Items
Generates items with the status of lost or missing.  Lists:  call number, barcode, title, patron name, patron barcode, patron phone, and last transaction date.
To Print:  From the Polaris toolbar, click “Utilities” and “Reports and Notices”.  Select the “Cataloging” folder, the “Item” folder and the report, “Lost and Missing Items”.   

For Monthly Financial Transactions, try one of these:

Financial Transaction Summary by Fee Reason

Generates financial transactions by the fee reason (such as overdue item) listing:  transaction date, payment method, operator, patron barcode and amount.
To Print:  From the Polaris toolbar, click “Utilities” and “Reports and Notices”.  Select the “Public Services” folder, the “Patron Financial” folder and the report, “Financial Transaction Summary by Fee Reason”.   

Financial Transaction Summary by Payment Type
Generates financial transactions by the fee reason (such as overdue item) listing:  transaction date, reason, item barcode, title, operator, computer name, patron barcode, and amount.

To Print:  From the Polaris toolbar, click “Utilities” and “Reports and Notices”.  Select the “Public Services” folder, the “Patron Financial” folder and the report, “Financial Transaction Summary by Payment Type”.   

Available Report Formats

All reports can be generated in the following formats:  Adobe PDF, HTML 4.0, MHTML, Excel, CSV (Excel-comma separated values), and Word.  
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To generate the report in a format other than PDF, use either of these methods:

1.  Click the down arrow next to the print button on the Polaris Reports window (upper right-hand corner), and choose another format.  

OR

2. Right-click on the report, click “Output Type” and select the format desired before you select the report to print.  Then just double-click on the desired report and follow the setup prompts.
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Saving Reports to Your Custom Folder
When you find reports that you like and want to run again, they can be saved to your custom folder for easier access. 

1. Find the report you want to save, right-click, and select “Customize” from the menu.  A copy of the report is saved in the Custom folder for your library.

