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In Polaris, an item record is linked to a bibliographic record to describe an individual copy of a work
owned by a library. Each copy must have a separate item record.

General Cataloging Steps

Search the Polaris database first for a matching record
If a record is found, use match points to determine if the record matches your item (see the
SHARE searching and matching manual for instructions on matching)
If the record is a match, attach your item
If a match is not found in the database, a record will need to be brought in
For cataloging libraries, search OCLC
« If amatch is found in OCLC, upgrade or edit as needed and export record into the
database
» If no match is found in OCLC, the item will require original cataloging
» Create an original record in OCLC and export into the database
or
» Send to IHLS cataloging center at your hub for original cataloging
For barcoding libraries, hold item and search again later, or send to the SHARE cataloging
center at your hub

Creating Iltem Records

Once a bibliographic record is identified, you can create item records in these ways:

A single item record may be created, or multiple item records attached to one bibliographic record may

Create a new item record from a blank workform without using a template
Create a new item record using a template

be created at the same time using either of these methods. This is useful if you are creating item
records for individual volumes of a set, or if your library receives multiple copies of a single title.

Creating a New Item Record Manually (without using a template)

1.

Using the bibliographic find tool [F12], find the correct bibliographic record.

Open the Item Record workform by selecting Tools>Create Item Records, or click ﬂ The
New Item Record workform appears. The Iltem information section contains the title, author,
and control number from the bibliographic record.



New Item Record Options [ %]

r~Item information r~Item barcode(s)

Title:
Author: ISteinbed(, John, 1902-1968. Bib control: I 1233998

r_____

I Of mice and men

Call number

Scheme: Dewey Decmal - ™| Use template values instead of these (i available)
Prefix: I

Class: I— Price: I

Cutter: I_ Circ status: IIn Process i l

Suffix: I Renewal limit: I 0 3:

Vol

Copy: I ™ MNon-circulating ¥ Holdable

I |+ Display in PAC ¥ Loanable outside system

[~ Use system assigned barcodes

r Distribution

Item total: I 1 Barcode total: I 0
Items| Branch | Collection | SheIfLomﬁon| Material Type | Loan Period | Fine Code | Stat Code | Owner |Template |ﬂ

1 (MNone)
=

3. On the left side of the workform, fill ih Call nUmber ihformation:

a.

Scheme — Defaults to the classification scheme set up in your library’s profile. Most will
be Dewey Decimal, but in some cases will default to Library of Congress (LC) or Other
(for libraries that use a local classification scheme).

Prefix — The start of a call number. REF, R, J, FIC are examples. This helps define the
type of material or location. Not every call number will have a prefix. Library defined.
Class — Dewey classification number, such as 364.1532. LC classification will begin
with letters. If your library does not use a Dewey classification number for some material
(often the case with fiction), this field will be blank.

Cutter — A combination of letters and/or numbers to arrange the items for location on the
shelf. This is often the first three letters of the title or author’s last name, but this is
determined by the individual library.

Suffix — Other identifying information that determines location or type of material.
Library defined. This field may be used to show series numbering, if you want to provide
this information to your patrons. Displays at the end of the call number.

Volume — Use only to differentiate volumes in item records attached to a set record for a
multi-volume set. Leave this field blank in item records that are attached to bibliographic
records for an individual volume of a set. When used, consistent formatting in this field
by all libraries is important for the holds process to work efficiently. Please see the
SHARE cataloging standards for correct formatting.

NOTE: Do not use this field to show series numbering. Use the Suffix field or Public
Note field for this, if desired.

Copy — Use if desired to differentiate between multiple copies of a title. Does not
display.

4. Add a Price if desired. Type in the amount only—the system will supply the $.

5. Circulation Status defaults to In Process. The status of In Process allows holds to be placed at
the title level while the item is being prepared for circulation. The status will change to In when
the item is checked in as the final step in creating the item record.



6. Select the number of renewals allowed in the Renewal limit box.

7. Check or uncheck the following boxes as desired: Display in PAC, Non-Circulating,
Loanable outside system, and/or Holdable. “Loanable outside system” refers to interlibrary

loan of

items to libraries other than those in SHARE through the Polaris ILL module.

8. At the top right of the screen, scan or type the item’s barcode in the Item barcode(s) box. If
you are creating more than one item record for the same bibliographic record, you can scan all
the barcodes in at this time.

9. Enter the item’s location and identifying information as follows:

PO TR

Click in the Items box to change the number of item records being created if needed.
Select the branch owner in the Branch box.

Select the collection to which the item will be assigned in the Collection box.

Select the location for the item in the Shelf Location box, if desired.

In general, Material Type, Loan Period, and Fine Code should all be the same, but it's
not mandatory. The Loan Period and Fine Code may be entered as needed to
generate the desired checkout time and fines for the item.

Select the Stat Code for this item, if desired. This field is optional, but may be useful for
reports.

Select the Owner of this item at the correct level. For libraries with one branch,
recommend choosing the branch (br) level. For libraries with multiple branches,
recommend choosing the library (lib) level.

10. Click [OK] to continue.

New Item Record Options = |
— Item information rItembarcode(s) ——————
Title: I Of mice and men Find | I
: - - ; . abe121
Author: I Steinbeck, John, 1902-1968. Bib control: I 12358998 ahe120
r~Call number
Scheme: IDewey Dedmal LI ™| Use template values instead of these (f available)
Prefix: I
Price: | E15.00
Class: I 813.83
Cutter: I =TE Circ status: IIn -Frocess - I
Suffise I Renewal limit: I 0 3:
vol: I [V Display in PAC [¥ Loanable outside system
Copy: I [~ Mon-drculating ¥ Holdable
[ Use system assianed barcodes
r{Distribution
Item total: I 2 Barcode total: I 2
Ihems| Branch | Collection | Shelf Lo h’on| Material Type | Loan Period | Fine Code | Stht Code | Owner |Tem|:ilahe |ﬂ
2 Ilinois Heartla Accelerated R Main Book Book Book one) IHLS - Carter {Mone)
=l

0K I Cancel Help




If you have created more than one item record, you will see a list of the records. Double-click on each
item record as needed to open and check or add information.

I’ Bibliographic Record 1238998 : Bulk Created Item Records
File Edit Help

8| X| & %

=

Final 9 37
Final 9605188

Of mice and men Ilingis He...  Accelera... Book Main 813.88.., InPr... abeldl

If you have created a single item record, you will be taken to the Item Record workform.

New Ttem Record 1 - Cataloging - Polaris

[_[C1x]

Fie Edit View Liks Tools Help
pb ? A1 E
h@HE (XX D8 =] Ee| B3l 2 8
o Barcode: 000101993772 Record status: " ™ Eback ™ MNon-crculating [¥ Display inPAC
a Title: [The mother tongue : English & how it got that way Find Bib control number: [ 1095758
8 Author: [ Brysen, Bil. Parent tem: Item control number:
Q: Call number: |ng,9 BRY Price: $25.00 Issue control number:
E Owner: [Binois Heartiand Library System - Edwardsville (or) | shelflocation: [tione) =l
Q
t Assigned: Ilinais Heartland Library System - Edwardsville (zecs) =] Temporary location: |
& Collection:  [General Collection gencol) =] ciradationstatus:  [in-process =T
- Circulation parameter, ~Call number Request
Material type: l—_lﬁuuk = Scheme: |Dewey Decimal - [V Loanable outside system
Prefix: [¥ Holdable
Loan period: Book -
Limit to:
Class: 420.9
Fine code: Back - I™ pickup at
Cutter:  [BRY [ =
Renewal limit: [2 =]
Suffic: I~ Patrons from this fibrary and branches
Stat code: ~
coce (None) Volume: I~ Patrons from this branch only
Name of piece: | Copy: | ™ Preferred borrowers
Issue: |
For Help, press F1 [IHLS Edwardsville Book [ [nom |

11. Make any desired changes, and then click File> Save on the Shortcut Bar, or ‘E or press
CTRL+S to save the item record. When the record has been saved, an item record control
number will appear in the Item control number field and the Record status field will indicate
Final. Also, icons for various functions will be available on the record’s tool bar.

12. The final step to make an item ready to circulate is to check it in. This changes the Circulation
status from In-Process to In and allows the item to fill holds. The item may be checked in

through the circulation module, or from the item record by clicking the Check In icon: El—
Iltem Record Views

In the individual Item Record, there are 6 different views: Cataloging, Circulation, Source and
Acquisition, Notes and Notices, Circulation History, and Reserves.



The default view when creating or opening an item record is the Cataloging view.

The fields that you have pre-entered appear already filled out. You can edit any of these and/or make
additional changes. The Holdable option can be further limited by:

e Pickup at this branch — this limits the item to filling hold requests only where the item’s
assigned branch is the pick-up library.

e Patron from this library and branches — this limits the item to filling hold requests from
patrons registered at the item’s assigned branch and other branches associated with the same
parent library.

o Optionally, may set a number of days that item will fill holds from patrons of this library
and branches only. Default is 30 days. After the set number of days, the item will also fill
holds from patrons of other libraries.

e Patrons from this branch only — this limits the item to filling hold requests only from patrons
registered at the item’s assigned branch.

o Preferred borrowers — this limits the item to filling hold requests only where the patron’s pick-
up library is on the Preferred borrowers list in the Holds options dialog box in Polaris
Administration. This functionality is not being used at this time.

[E] Item Record 9153062 - Cataloging - Polaris — o -
File Edit View Links Tools Help
ID= T 1 '
heHS ] X B cia EY
Barcode: Record status: L EContent [ ] Nen-circulating [v] Display in PAC
Title: ‘ Cataloging correctly for kids : an introduction to the tools ‘ ‘ Find ‘ Bib control number: 488555
Author: ‘ ‘ Parent item: l:l Ttem control number: 9153062
Call number: ‘ 025.32 CAT ‘ Price: $250.00 Issue control no.: l:l
Owner: ‘Ilhnuls Heartland Library Sys-Edwardsville (ZED) (br) vl Shelf location: |(Nune] v‘
Assigned: ‘Il\innis Heartland Library Sys-Edwardsville (ZED) (zeds) Vl Temporary location: |Admm|strat\un ‘
“ w\le:t\un‘ ‘Genera\ Collection (gencoll) vl Circulation status: |In vl | |
Circulation parameters Call number Request
Material type: |Book-Softcover ]  Scheme: |Deviey Decmal v [JLoanable outside system
Loan period: ‘Ennk vl
Limit to:
Fine code: [sook v] [Cpickup at

Renewal fimit: | 2 2

Suffix: l:l Patrons from this library and branches
[w] |30 2| days past first available
Stat code: ‘(Nnne) vl I: V
Patrons from this branch only
Name of piece: ‘ | Copy: l:l Preferred borrowers

Issue: ‘

For Help, press F1 NUM




Circulation View

The circulation view allows you to see information such as a current due date, current borrower, check
out date, renewal history, in-transit information, etc.

em Record 96051582

irculation - Polaris

File Edit View Links Tools Help
D@dse X DY p Ele| KL & @
1 - Barcode: Igollllnl Record skatus: | Final i I Ebock [T mMon-circulating W Display in PAC
o Title: IOF mice and men Bib control no.: I 1233995
Authar: ISteinbeckJ John, 1902-1968, Parent item: Item control no, |9605182
]
G Call number: I 513.53 Price: $15.95 Issue control: I
Owner: Shelf location: IAduIt Stacks j
3
Assigned: IIlllnols Heartland Library System - Champaign (zchs) j Temporary location: I
=5 Collection: IFictmn (fickion} j Circulation status: IIn-Process j I 3[3/2013 6:47:30 PM
~ In-transit/Transferred
Due date: I Current borrower: | From:
Checkoout date: l— Loaring branch:
Sent;

! Renewals baken: ID Limit: Il

m Last renew date: I
| Criginal due date: I

Held For patran:

| Toi

Held at:

Received:

Last lacation

! Check-in at:
Date:
ks fUser:

Lask use
Last borrower:

:I

Loaning branch:

Last circulated: I

| For Help, press F1




Source and Acquisitions View

The source and acquisitions view displays information regarding acquisitions, such as purchase order
and/or invoice information. Even if your library is not using the Polaris Acquisitions module, you can
add donor information if you feel that this would be helpful data to gather.

Item Record 9605182 - Source and Acquisition - Polaris M= E
File Edit Yew Links Tools Help
1 : ?| &1 F
D2HE XX DY & Ele| RS £ @)
-.c Barcode: I Yailliri Record skatus: I Final I~ L I~ Ebook [~ Mon-crculating ¥ Display in PAC
8 Title: IOF mice and men Bib control no.: I 1238993
8 Author: IStembeck, John, 1902-1968, Parent itermn: I Itern contral no. ! I%USISZ
m Call number: | 813,83 Price: I $15,95 Issue contral: I
E Owner: III\inois Heartland Library Systerm - Champaign (br) j Shelf lacation: IAduIt Stacks j
QD
:‘: Assigned: III\inois Heartland Library System - Champaign {zchs) j Temporary location: I
& Collection:  [Fiction {fiction) 7| cireulation statusi  inProcess | [ataiz013 6:47:39 P
- Acquisition/Donar
>Purchase arder: I Price: |$15.95 PO release date: I
UmfarEs: I First available date: I
Funding source: I LSTA Grank Fund - Back to Books
Donar first narme: I Middle: I Last name: I
Donar arganization: | Tlinois State Library
Imnpork
’7 Date: I Bib control no.: Source: I
takiskic:
‘Year-to-date circulation: I 1} ‘Year-to-date in-house use: I 1] Inventary date: I
Previous year-to-date circulation: I 1] Previous year-to-date in-house use: I 1] ‘endor account: I
Lifetime circulation: I 1} Lifetime in-house use: ID Resource group: I
The record was saved successfully. [ [

Notes and Notices View

The notes and notices view displays information about notices and allows you to enter notes on a
particular item. The following notes are available:

¢ Public — notes that will display in the PAC. This field may be used to record series numbering, if
desired

e Non-public — notes intended for library staff only
Physical condition — describes the physical condition of the item. Example: Torn cover

At the bottom of the screen, you can add blocks to an item that will display when an item is checked in
or out:

e Library Assigned — available choices include Check Contents, See Note, Damaged, Send to
Cataloging, Check for Disk, Check for Cassette, Check for Book, Check for Map
e Free-text — allows you to type in any note. Example: Check for 10 CDs.

You can use Library Assigned and Free-text blocks together if desired.



New Item Record 1 - Notes and Notices - Polaris

File Edit View Links Tools Help

P 3

[|=HS -

xX® DY

e
L)

IS
L]

Hle| K3

E?|

Record status: I I~ ™ |Ebool

Barcode: I goillini
Title: I OF mice and men
Author: I Steinbeck, John, 1902-1968.

Call number: | 813.83

Parent item:
Price: $15.95 Issue control no.:

[ Mon-circulating

Item control no.:

[V Display in PAC

Find I Bib control no.: 1238998

Owner: |III|no|s Heartland Library System - Champaign (br)

;I Shelf location: |(N0ne)

I

Assigned: II"II‘IDIS Heartland Library System - Champaign (zchs) ZI Temporary location: I |

Collection: IGeneral Collection {gencoll)

2
O
Q
7
N4
S
~
3

Notice Dates

Reminder: I—
1st overdue: l—
2nd overdue: l—
3rd overdue: l—

MNotes

Public:

MNon-public:

x| dirculstion status:  [1n-Process

=l

This will display in the PAC!

This is just For the library staff!

(03 KU 13

| I 01 |5

Bill: Torn cover
Physical condition:
Hold:
Blocks
Library assigned: Icheck Contents El
Contains 10 CDs -
Free text: :II
System: I
For Help, press Fi IHLS Champaign Book



Circulation History View

The circulation history view displays information about what has happened to this item, including the
date and time, and the login that performed the action.

IS[E B3

Item Record 9605182 - Circulation History - Polaris
File Edit Wew Links Tools Help

h@HsS X2 DY 0 Ee RS & @
5 EEN

-..t3 Barcode! Igoillini Record status: IFinaI = i [~ Ebook I Mon-circulating W Display in PAC

a Title: I OF mice and men Bib control no.: I 1235995

8 Author: ISteinbeck, John, 1902-1968. Parent item: I Item control no.: |9605182

m Call nurnber : |313,33 Price: I §15.95 Issue control: I

E Oowner: IIIIinois Heartland Library System - Champaign (b j Shelf location: I.ﬂdult Stacks j

U

m Assigned: IIIIinois Heartland Library System - Champaign (zchs) j Temporary location: I

& Collection: IFiction {Fiction) x| Circulation status: IIn | | 3r3(2013 7:09:55 Pt
Home branch: IIIIinois Heartland Library System - Champaign (zchs) j [ Do not Floak

i~ Hiskory
Date | Assigned Branch | Status | Action | Location | User kS |
3/3/2013 7:09:55 PM Illinois Heartland Libr...  Out - In Checked in Ilinois He...  dschaalfT...
3/312013 7:09:35 PM Ilinois Heartland Libr...  In-> Out Checked out Ilinois He...  dschaalfT...
3/312013 7:09:10 PM Ilinois Heartland Libr...  In-Process -= In Automatic stakus change From Chack In Ilinois He...  dschaalfT...
3/3/2013 7:08:29 PM Ilincis Heartland Libr...  In-Process Modified via Cataloging Ilingis He...  dschaal/T...
332013 7:05:43 PM Ilincis Heartland Libr...  In-Process Modified via Cataloging Ilingis He...  dschaalfl...
332013 7:02:28 PM Ilingis Heartland Libr...  In-Process Modified via Cataloging 1lingis He...  dschaalfl...
3/3/2013 70121 PM Ilinois Heartland Libr...  In-Process Modified via Cataloging Illinois He..,  dschaal(L...
3312013 6:47:39 PM Ilinois Heartland Libr...  In-Process Created via Cataloging Ilinois He...  dschaalfT...
For Help, press F1

Reserves View

The reserves view displays information about course reserves, which is not discussed in this manual.

11



Creating It

em Records from a Template

Item record templates contain pre-defined information that will automatically populate selected fields in
the item record. Follow these steps to create an item record from a template:

1. Using the bibliographic search tool [F12], find the correct bibliographic record.

2. Open the Item Record workform by selecting Tools>Create Iltem Records, or click ﬂ
The New Item Record workform appears. The Item information section contains the title,
author, and control number information from the bibliographic record.

3. Click in the white box below the Template column header to bring up a list of your library’s
templates.

r— Item information rItembarcode(s) ——————————————
Title: IOFmice and men i LI0C I
Author: ISteinbeck, John, 1902-1968, Bib contral: I 1233995
r Call number

Fhreo IDE'NE}-' Dedmal j ™ Use btemplate values instead of these (if avaisble)

Prefix: I

Class: I Price: I

Cutter: I Circ status: Im

Suffix: I Renewal limit: ID 3:

Vol: I IV Display in PAC ¥ Loanable outside system

Capy: I [~ Mon-drculating ¥ Haldable

[~ Use system assigned barcodes
r Distribution
Item total: |1 Barcode total: IO
Itemsl Branch | Collection | SheIchah’cnl Material Type | Loan Period | Fine Code | Stat Code | Owner Template =

1 (Mene)

[

4. Select a template from the list. Fields on the bottom fill in based on the template selected.
Scan in the barcode and enter information in other boxes as needed—some may fill in from
the template. Note: There may not be a template for every material type and/or level (i.e.,
paperback or hardback, adult or juvenile, etc.). In that case, select any template other than a
template named On the Fly, or with a name that starts with Serial. You can make any
changes in the item record as needed.

5. Click [OK]. The Item Record view will appear. Double-check your entry. Make any desired

changes, and then click File>Save on the Shortcut Bar, or ‘E or press CTRL+S to save
this item. Check the item in through the circulation module or the Check In icon to begin
circulating and filling holds.

12



Searching for Item Records

To find an item record that has already been created, there are three ways to bring up the Item Record
Find Tool:

e Select the item record icon in the cataloging module on the tool bar

I’ Polaris IL5 4.1R2.1139 - eelliott [Tllinois Heartland Library System - Edwardsville]

Fie Acqusitions Serials Catslogng PatronSgnyjces Circulation Administration Utiities Window Help

D @@ e@EHERR ®® e ow

e Choose Cataloging>Item records from the menu bar

P Polaris ILS 4.1R2.1139 - eclliott [1llinois Heartland Library System - Edwardsville]

Fle Acquisitions Serials | Cataloging Patron Services Circulation  Administration  Utlities  Window  Help

O - OIOCICE

Autharity Records

o Press CTRL+ALT+F9 on the keyboard

The Item Record Find Tool defaults to searching by Barcode (your login may be different if you have
changed your user defaults). Scan or type in the barcode to bring up the item record. You may also
search by any of the other indexes available in the Search by: dropdown menu.

4N Ttem Records - Barcode Find Tool

[ (O[]
File Edit Tools Options Help
General |Semngs | Scoping | Branches | Collections | Databases |
Search
. o Search Mode 4|
Object: Item Records = | Limit by: |(None) <
| =] e | A [l |
Search by: IBarcnde j Value: | " Power
New Search
Type:  [Exact match (expicitly truncated) 7| Csa —I
Sort by: IAsswgned Branch j I” Count only 4“93[
For: | ooo0101853772 =l Help
_ Assigned Branch | Collection Material ,|r Call Mu.. ‘... | Status Barcode

From an open bibliographic record, you can bring up a list of all attached item records by clicking the

Linked Item Records icon g From the list, highlight and double-click the desired item record to
open it.

Editing Item Records

Edit from an open record
1. Retrieve an individual item records by one of the search methods above.

2. Open the item record and make changes as desired. Save your changes.

Ad hoc bulk change

This is a way of editing one or more item records without having to open the record(s). The same
change will be made to all selected records. Follow these steps:

1. Search for the desired item record.

2. Inthe Find Tool results list, or from a list of linked records in a bibliographic record, highlight one
or more records to be edited. Right-click and select Ad hoc Bulk Change.

13



The Iltem Record Bulk Change box will appear:

item Record Bulk Change - Number of records: 2

Location IClrcuIa(mn | call Number | Notes/Blocks | Misc | Report/Record Set |

™ owner: | =]

[~ Assigned branch: | =l

I™ Assigned colection: | =l

™ Shelflocation: [ |

I™ Home branch: | =
|

[~ Temporary location:

ok | concd | b |

3. Select one of the following tabs to edit fields

a. Location - Use this tab to change the item record(s)’ location information.
e Check the Owner, Assigned branch, Assigned collection, Shelf location, and/or

Home branch box, and select a corresponding value from the list.

b. Circulation - Use this tab to change the item record(s)’ circulation information.

Check the Circulation status, Material type, Loan period code, Fine code,
Statistical code, and/or Renewal limit box and select a corresponding value from
the list.

To allow or disallow holds on the items, check the box to the left of Holdable. Select
the check box on the right to allow holds on the items, or leave the check box blank to
prevent holds on the items.

To change hold limits, check the box to the left of Holdable and select the check box
on the right to allow holds. Select one of the hold limit settings, and select the check
box to the right of the setting to limit the holds, or leave the right check box empty to
deselect the limit.

Example:

To change the Non circulating setting, check the box to the left of Non circulating,
and either select the check box to the right or leave it blank. If you select the right
check box, the items will be set to Non-circulating. If you leave the right check box
blank, the items will have the Non circulating check box unchecked, allowing them to
circulate.

c. Call Number - Use this tab to change or assign call numbers to the item record(s).

d. Notes/Blocks - Use this tab to change the item record(s)’ notes and blocks.

To change the notes information, select Public note, Non-public note, and/or
Physical condition, and type the text in the box to the right of the note you selected.
Then, select Replace to replace any existing notes, Prepend to add the text to the

14



beginning of any existing notes, or Append to add the text to the end of existing
notes.

To change a library-assigned block, check the box to the left of Library assigned,
and select a value from the list box to the right.

To change a free-text block, check the box to the left of Free text block, and type the
text you want to add or change. Then, select Replace to replace the existing text,
Prepend to add the text to the beginning of any existing free-text blocks, or Append
to add the text to the end of any existing free-text blocks.

e. Misc - Use this tab to change miscellaneous information on the item records, or to
assign barcodes to items that do not have a barcode.

To change the Display in PAC setting, check the box to the left of Display in PAC,
and select the check box to the right, or leave it blank. If you select the check box, the
item record(s) will have the Display in PAC setting checked, which means they will
display in the PAC. If you leave the check box blank, the item record(s) will have the
Display in PAC setting unchecked, and the items will not display in the PAC.

To change the funding source, select Funding source, and type a value. If you leave
the text field blank, the Funding source field will be blank.

To change the price of the items, select Price and type the price. If you leave the text
field blank, the Price field will be blank in the record(s). Type in the amount only—the
system will supply the $.

4. Click Report/Record Set tab to specify the bulk change report path and/or error record set.
a. If you want to change the default report name, type the location and file name, or click
Browse to locate the file. The report also shows errors for items that could not be bulk
changed either due to their status or lack of permissions.

b. To create a record set of the items for which the changes could not be made, select the
box under Error Record Set, type a hame for the record set in the Name box and select
an owner in the Owner box.

c. Note: An error record set is not required. However, specifying an error record set makes
it easier to locate the item records that have errors. If no errors are found, no error
record set is created.

5. Click [OK] or press [Enter] to start the bulk change process.

The Summary of Changes message box displays the following details:

The number of item records to be changed

The name and owner of the record set that contains the item records being changed,
or a phrase indicating that this is an ad hoc bulk change

The error record set name and owner, if the error record set is requested, or a
phrase indicating no record set was selected

The path and file name specified for the bulk change report

A summary of all the fields to be changed and their new values
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Tip: To return to the Item Record Bulk Change dialog box to change any of your settings, click
Cancel.

6. Click [Continue]. The bulk change process applies the changes to the item records. A message
informs you when the bulk change process is finished and indicates if there were any errors.

7. Click [OK] to close the message box. After the bulk change process, you may be able to see the
changed field if it is one of the fields that displays in a results list, or you may have to open the
item record to see the change.

Transferring ltem Records

It is very easy to move an item record from one bibliographic record to another (for example, if the
record was mistakenly attached to a bibliographic record that does not match your item). Follow these
instructions:

1.In the item record, delete the bibliographic record control number in the Bib control number
field and replace it with the control number of the bibliographic record you will be using.

2.Save the record.
Deleting Item Records

There are 4 ways to delete item records in Polaris:

1. If you are in the Item Record workform, click File>Delete, or m or CTRL-D.

2. Ifyou are in a find tool [F12] search results list, right-click the record and select Delete from the
submenu.

3. From a search results list, you can highlight multiple records for deletion. The Multiple Object
Deletion dialog box appears; click [Yes] to continue with the deletion. If you made a mistake,
click [No] to cancel the deletion process.

4. You can also delete items using the Record Set function. See the separate record sets handout
for instructions.

5. You may see a warning like this. Uncheck the breakable links box. Click [Yes] to continue.

Multiple Object Deletion
Are you sure you want to delete 3 selected Item record(s)?
Warm me abiout:

I¥ breakable links
¥ unbreakable links and ather skopping conditions

Yes | Mo I Help
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6. If any item record you are deleting is the last item attached to a bibliographic record, the
bibliographic record will automatically be added to a record set and you will get a message like
the one below. Click [Delete] to continue. No further action is required--the bibliographic records
will be purged from the database by SHARE staff.

Last copy options E

Record Set weeded0001 (Ilinois Heartland Library Swstem - Champaign) has been created.
The Following record options are available:

Bibliographic Record 1343996 - DONMA'S TEST IIIII (DWD - WideScreen)
Bibliographic Record 1347611 - DONMNA's TEST Book
Bibliographic Record 1413347 - DOMNMA'S MOYIE

Delete I Suppress fram PAC Retain Cpen Record Set Help

Undeleting Item Records

Deleting item records is a two-step process. The first step is done by the library, following the
instructions above. This puts the item record in a Record status of Deleted. In this status, the item
record cannot be edited, it will not fill holds, and it does not display in the PAC. However, the item
record is still in the database.

The second step is called purging and is done by SHARE staff on the last day of the month. Purging
permanently removes the record from the database.

While an item record is in Deleted status, but before it has been purged, it is possible to “undelete” the
record (for example, if it was deleted by mistake, or a lost item is returned)

To undelete an item record:

e If you are in the item record, click File>Undelete, or @ or CTRL-U.

e If you are in a find tool [F12] search results list, right-click the record and select Undelete from
the submenu.

A message box tells you the Record status has been changed to Final, and if there were links to other
records, they need to be reestablished. The item record will now once again fill holds, it will display in
the PAC, and it may be edited.

Item Record Templates

Item record templates contain pre-defined information that will automatically populate selected fields in
the item record. Libraries may create as many item record templates as desired.
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Searching for Existing Templates

1. Using the [F12] Find Tool, change Object to Item Templates. You may also click Cataloging
on the menu bar, then select Templates>Item.

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

Gieneral | Settingsl Scnpingl Branches Collectinnsl Databasesl

cearch Mod Search |
Ohject: Bibliographic Records j Lirnit: bry: I(None) j earch Maode
- * Mormal
Authority Recards Stop
Search B! | Authority Templates Value: | " Power
Bibliographic Records Mew S b |
Tvpe: Bitliographic Templates 50l By SIS
Course Reserve Records
Sortby: | Course Reserve Templates [~ Count Only Elear |
- |Iern Pecards
. i Hel
[ Record Sets _4|3|
Reserve Ikem Fecords
Reserve Ikem Templates
Far Help, press F1 |Stay on Select | [Userdefaute [ [ [ [ [ 2

2. The Item Templates Find Tool defaults to searching by Name (your login may be different if you
have changed your user defaults). In the For: box, enter the name of the template you're
looking for, or enter a wildcard character (either an asterisk (*) or a question mark (?)). This will
find all of your library’s templates.

3. Highlight the desired template and double-click to open it.

4. From here, you can either edit the existing template (don’t forget to save your changes) or copy
the template to create a new one.
Note: do not edit or change the name of your library’s On the Fly template, or the template will
not work correctly in the circulation module. Also, template names for item records created
through the serials module must begin with the word Serial.

Creating a New Template

1. From inside an existing template, Click File>New, or gl or CTRL+N to create a new
template. The Copy the existing workform radio button should be checked. Click [OK].

Item Template Z - Cataloging - Polaris =]
File Edit Wew Lnks Tools Help

B N e ——

Template N
e ooy 7 Y 5 | g = oo &) =]
Title: I Z " Clear work Form u Bib Nontrol na. : I
Authar: ' Capy Existing Work Form Cancel ing Parer itern: I
Call number: \ Help nC Frice; I
y A
Owner: [Tlinois Ngartland Libr: Mane) / |

Assigned: IIIIinUis HearWry System - Cartervile (2CAS) ﬂ Temparary location: |
Callection:  [hone) \ | circulation 5 = -

[ Circulation parameters i Call number [ Request

2
B
Q.
5
-
5
e
£I
4

Material type: IEuuk LI Scheme: IDEWEY Decimal hd - Loanable
outside system

Loan period: IEnnk ;I Prefix: I

Fine code: IEuuk ﬂ Class: I I Holdable

Renewal limit: |2 3: Gz I Lirnit tai:
Suffix: I— = Pickup at this branch

. I— Patrons From this library: and
vol: r branches
Capy: I = Patrons From this branch only: 18

I~ | Freferred borrowers

L]

Stak code: I(Nune)

Mame of piece: I

Home branch: II"InDIS Heartland Library System - Car:l [~ Do nat Float

For Help, press F1 |




2. Rename the template.

3. Make any desired changes, and then click File>Save on the Shortcut Bar, or ‘E or press
CTRL+S to save this template.

4. The template will now be available for use in the template dropdown menu on the New Item
Record workform.

Deleting a template

There are 2 ways to delete item record templates:

e If you are in the template workform, click File>Delete, or m or CTRL-D.

e Ifyou are in a find tool [F12] search results list, right-click the template(s), and select Delete
from the submenu.

Note: There is no “undelete” option for templates. Deleting a template removes it permanently from the
database.

RECORD SETS

Record Sets are groups of records that meet specified search criteria. Records may be grouped
together for functions such as creating lists, editing, deleting, making bulk changes, etc. You may
create record sets of bibliographic, item, or patron records. The examples below are of item record
sets.

There are several options for creating record sets:

Creating a New Record Set

D

1. Click the New icon on the Polaris toolbar _I 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
View: IAll Objects j oK I
Permission Group -
Purchase Crder
Purge Criteria
uick-circ Item Record

Cancel

di

Help

Reserve Item Template
Resource Group LI Template == |

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

3. Choose Item in the Record Type dropdown menu. Click [OK].

19



New Record Set E
Record Type: o I
[
Cancel

Authority &I
Bibliogr aphic

Help |
Patran

4. Give the record set a name. The Owner defaults to your login. Use the dropdown menu to
change the owner to your branch if you wish to share it with others in your library. Use the Note
field for additional description, if desired.

ElNew Record Set 5 - Polaris H=]
File Edit WView Tools Help
= £ 3
D @E|s x| 1) 5] @)
]
DU Name;: || Owner: Idschaal j Record type: IIth
m Moke: I Murnber of records: IU
IS
S RN =5 55
O
Q Title | Assigne... | Collec. .. | IMakeri, .. | Shelf... I Call ... | Wal... | Status | Barcode | Lask Activity ... | R... | Contral... |
Q7
2
by
=
For Help, press F1 | |D of 0 record{s) retrieved v

To begin adding items to this Record Set, click the Add by Searching K or Add by Scanning W
icon on the Line Item Tool Bar (also known as the “cool bar”).

Add by Searching brings up an Item Record Find Tool. Search as usual. In the results list, highlight

the desired record(s), right-click, and choose Select. This adds the records to your record set. Save the
record set.
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& Item Records - Barcode Find Tool Hi=] E3
File Edit Tools Options Help

General ISeﬂings | Scoping I Branches | Caollections | Databases |

Search Mode ﬂl

Object:  |Item Records || Limit by: | (None; hé
I = I(N i =] ' Normal Siop |
Search by: IBar:odE | value: | i T
Mew Search |
Type: IExact match (explicitly truncated) j © sq
Sort by: I(NU”E) j ™ Count only Clear |

Far: | 312027 =l Help

ctio 3 000
.. B icti In 3 0000...
. Book Fiction In 31202000000... 342012

The Heatherton heri... F

Under the eye of th... Decat... ... Book Fiction In 31202000000... &f14/2007 F.. 87..

A white bird flying Decat... ... Book Fiction In 31202000001...  5/15/2012 F.. &7. LI
Done |Close on Select (32 of 10000 recon | l_ l_ l_ l_ ’_ v

Add by Scanning brings up the following box:

I Scan Barcode
ﬁ Barcode: I |
i

Close | Help |

Scan the desired barcodes to add them to the record set, then save.

Creating a Record Set Directly From a Result List

1.

2.

In the Find Tool, click the Settings tab.
Under Record Set Options, check the box to “Send Results to a New Record Set”.
The Name field will become available. This is a free-text field. Name your Record Set.

The Owner defaults to your login. Use the dropdown menu to change the owner to your branch
if you wish to share it with others in your library.
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'_‘_ Bibliographic Records - Title Find Tool

File Edit Tools Options Help

General Settings I Scupingl Branches | Collections Dalabasesl

'~ e -
TS et LT TS

[ Send Results to a New Record Set

Marme: I ZCHS

‘Warning Size Threshold: 1000

Result Set

Retrieval Limit: | 1000
Reset to Default I

Search |

 Other Options
V' Use Initial Articles Table

or |

Search Timeout (sec): |30 New Search |

_Cex |
Help |

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

set. The following window will appear:

Polaris

‘o. Record set ZCHS_20130102140331 has been created (120

! records).

Do you wish to open it now?

fes

6. Click [Yes] to go to your record set.

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

Bl Record Set 168 - Polaris =] B3
File Edit WYiew Tools Help
& =| &'| EY
O =H & x| 88E| @ 1«
Mame: |ZCH5_201301E|2140331 Owner: IIIIinDisHEartIandLihrarySystem-Champaign(hr" Eibliographic

Mote; I

-

MNumber of recards: | 19

( RW == s-w

B Bibliographic Record Set

Author

Format

Pubili all Murnber

For Help, press F1

The cat in the hat 3 1999 1047112 Final
The cat in the hat Seuss, Dr, Braille 1 193U [E] 1076560 Final
The cat in the hat Seuss, Dr, Book 46 1957 816 1221258 Final
The cat in the hat Seuss, Dr, Audi., i 2003 [E]1 1231322 Final
The cat in the hat Seuss, Dr, Book 1 1997 JE 1240240 Final
The Cat in the Hat Seuss, Dr, Mon... 1 2003 1242269 Final
The cat in the hat Seuss, Dr, Book 5 1986 PZ8.3 G276... 1419744 Final
The cat in the hat Seuss, D, Eook i 1994 PZE.53.6276 ... 1471908 Final
The cat in the hat Proje. 4 1997 1451056 Final
The cat in the hat Seuss, Dr, Book . 2 1957 813,54 Seu 145666 Final
The cat in the hat Proje. 7 1994 735 1520520 Final
The cat in the hat Elect. 3 z001 7948 1664966 Final
The cat in the hat Seuss, Dr, Mon... 7 2003 [E] 2036242 Final
The cat in the hat Seuss, Dr, Book 202 1957 JE 2100484 Final
The cat in the hat. Seuss, D, Mon, i 1976 2179563 Final LI
|190 of 190 recordis) retrieved &
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You will see the individual records in the Record Set. You may edit the Name, Owner, and
Note fields if desired. You may add additional records using the Add by Searching or Add by
Scanning icons as above.

Creating a Record Set by Selection
From a results list in the Find Tool, highlight the desired record(s), right-click, then select Add to

Record Set from the context menu. Your choices are to create a New record set or send records to an
Existing record set.

#X Bibliographic Records - Title Find Tool

File Edit Tools Options Help

General ISeﬂmgsl SDuplngl Blam:hesl Eollecﬁunsl Databases|

| Search Mode S
Object: Bibliographic Records ~ | Limit by: |(None) -
| =l & Normal -
Search by: [Title v| value: | " Power

New Search
Type: IExact match {implicitly truncated) ot C sqL —I

Sort by: |(Nune) j [~ Count Only Clear
Far: [ patterson =] Help

Title | Author | Format | Linss | Ha... I Publ... I Call Number I Contr...
Patterson's American education. Serial 4 0 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 0 1969 364.6/0973 229015
Homicide in the United States Brearley, H. C. (... Book 1 0 1932 364.15/23/0973 320366
Patterson's elementary education, Serial 7 0 1989 R 372,973, PAT 775339
Maximum ride saving the world and other extreme... Patterson, Jame... Nomm... 12 0 2007 1262457
School's out-- forever 1 0 2006 [Fic] 1296968
Patterson Heights pr Open 8§ 0 2009 8136 1330474
The Patterson puppies and the rainy day Pz Place Hold... 1 [1] 2009 813.6 1342153
Dariel X. Game over r 2 0 2011 [Fic] 1409346
Patterson's American education. G Pl o s smjess 1437282
Patterson's schools classified. d Set Mew 1951 378.73 1437300
Hearts of gold Existing 1987  PR6069.T497... 1440519
The final warning Pol " 2008 CDVAPat 1472666
Patterson : a western duo p. ks Y| 4 0 z008 s13is4 1485452
Patterson notes on ancestors and descendants of .. Ry ?Elgte‘ 1 0 1976 929.2P317R 1531051 LI
Done Froperties B of 55 record(s) retries [User defaukt | | [ [ [ 4

If you select New you will be taken to the Record Set screen. Complete the Name, Owner, and Note
fields as desired. Save the record set.

If you select Existing, a Find Tool window will appear. Search for your record set, highlight and
double-click in the results list to add the record(s) to that record set, then save.

Line Item Tool Bar

The Line Item Tool Bar gives you options when working in the Record Set.

EWa =&

From left to right, you can Add by Searching, Add by Scanning, Remove Selected Record from
Record Set, Open a selected record, Print a selected record, view the Properties of a selected
record, or Delete the Selected Record from the SHARE database (you may or may not have
permissions to remove a record from SHARE).
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Deleting a Record(s) from a Record Set

Once the record set has been retrieved, you can remove one or more records from the set by

highlighting the record(s) and clicking Tools>Remove on the menu bar, or == on the Line Item Tool
Bar. This only removes the highlighted record(s) from your record set; it does not delete the record(s)
from the SHARE database.

Deletion of Record Sets

Retrieve the Record Set, then click File>Delete on the menu bar, or m or press CTRL+D to delete
the Record Set. This does not delete records from the database.

Bulk Changes to Record Sets

You can make bulk changes to most fields in bibliographic, item or patron records (depending 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. Find a Record Set using F12, select Records Sets in the object drop down menu. Search by
your naming scheme or using a wildcard symbol. Double-click on the Record Set to open it.

BE
2. Select Tools>Bulk Change, or click J or press CTRL+B to display the Bulk Change dialog
box. You will see this screen:

Item Record Bulk Change - Number of records: 2 x

Location |c.rmlauun| Call Number | Notes/Blocks | Misc | Report/Record Set |

I Owner: | =l
[~ Assigned branch: | =1
I™ Assigned collection: | =l
[~ shelflocation: [ |
I™ Home branch: | =
[~ Temporary location: |
[ ok | ol | e

3. Select one of the following tabs to edit fields
f. Location - Use this tab to change the item record(s)’ location information.

e Check the Owner, Assigned branch, Assigned collection, Shelf location, and/or
Home branch box, and select a corresponding value from the list.
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Circulation - Use this tab to change the item record(s)’ circulation information.

Check the Circulation status, Material type, Loan period code, Fine code,
Statistical code, and/or Renewal limit box and select a corresponding value from
the list.

To allow or disallow holds on the items, check the box to the left of Holdable. Then,
select the check box on the right to allow holds on the items, or leave the check box
blank to prevent holds on the items.

To change hold limits, check the box to the left of Holdable and select the check box
on the right to allow holds. Select one of the hold limit settings, and select the check

box to the right of the setting to limit the holds, or leave the right check box empty to

deselect the limit.

Example:

To change the Non circulating setting, check the box to the left of Non circulating,
and either select the check box to the right or leave it blank. If you select the right
check box, the items will be set to Non-circulating. If you leave the right check box
blank, the items will have the Non circulating check box unchecked, allowing them to
circulate.

Call Number - Use this tab to change or assign call numbers to the item record(s).

Notes/Blocks - Use this tab to change the item record(s) notes and blocks.

To change the notes information, select Public note, Non-public note, and/or
Physical condition, and type the text in the box to the right of the note you selected.
Then, select Replace to replace any existing notes, Prepend to add the text to the
beginning of any existing notes, or Append to add the text to the end of existing
notes.

To change a library-assigned block, check the box to the left of Library assigned,
and select a value from the list box to the right.

To change a free-text block, check the box to the left of Free text block, and type the
text you want to add or change. Then, select Replace to replace the existing text,
Prepend to add the text to the beginning of any existing free-text blocks, or Append
to add the text to the end of any existing free-text blocks.

Misc - Use this tab to change miscellaneous information on the item records, or to
assign barcodes to items that do not have a barcode.

To change the Display in PAC setting, check the box to the left of Display in PAC,
and select the check box to the right, or leave it blank. If you select the check box, the
item record(s) will have the Display in PAC setting checked, which means they will
display in the PAC. If you leave the check box blank, the item record(s) will have the
Display in PAC setting unchecked, and the items will not display in the PAC.

To change the funding source, select Funding source, and type a value. If you leave
the text field blank, the Funding source field will be blank.

To change the price of the items, select Price and type the price. If you leave the text
field blank, the Price field will be blank in the record(s). Type in the amount only—the
system will supply the $.

25



4. Click Report/Record Set tab to specify the bulk change report path and/or error record set.
d. If you want to change the default report name, type the location and file name, or click
Browse to locate the file. The report also shows errors for items that could not be bulk
changed either due to their status or lack of permissions.

e. To create a record set of the items for which the changes could not be made, select the
box under Error Record Set, type a name for the record set in the Name box and select
an owner in the Owner box.

Note: An error record set is not required. However, specifying an error record set makes
it easier to locate the item records that have errors. If no errors are found, no error
record set is created.

5. Click [OK] or press [Enter] to start the bulk change process.
The Summary of Changes message box displays the following details:

e The number of item records to be changed

e The name and owner of the record set that contains the item records being changed,
or a phrase indicating that this is an ad hoc bulk change

o The error record set name and owner, if the error record set is requested, or a
phrase indicating no record set was selected

¢ The path and file name specified for the bulk change report
A summary of all the fields to be changed and their new values

Tip: To return to the Item Record Bulk Change dialog box to change any of your settings, click
Cancel.

6. Click [Continue]. The bulk change process applies the changes to the item records. A message
informs you when the bulk change process is finished and indicates if there were any errors.

7. Click [OK] to close the message box. After the bulk change process, you may be able to see the
changed field if it is one of the fields that displays in a results list, or you may have to open the
item record to see the change.
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