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INTRODUCTION: 

What YOU Need to Know About PIM (Polaris Inventory Manager) 

 

What will you need? 

¶ All required equipment will be provided to your library by YRL. 

¶ You should receive a laptop equipped with PIM and a wireless barcode scanner. 

¶ You can do the inventory visually (by checking boxes rather than scanning) but this is not 
recommended. 

¶ You will need a network connection to update the inventory data into Polaris but not while you 
take the inventory. 

 

What will PIM do? 

¶ tLa ǿƛƭƭ ƛŘŜƴǘƛŦȅ ƛǘŜƳǎ ǘƘŀǘ ŀǊŜ ƳƛǎǎƘŜƭǾŜŘΣ ƘŀǾŜ ŀ ǎǘŀǘǳǎ ƻǘƘŜǊ ǘƘŀƴ άLbέΣ ƻǊ satisfy hold 
requests. 

¶ You can also mark items for weeding. 

¶ You CAN stop or resume your session at any time.  You can close and re-open PIM without losing 
data. 

¶ When you are finished a section, PIM updates to the Polaris database when prompted. (This is 
when you need the network connection) 

¶ A PDF report is automatically generated along with an optional .txt file (you might want a .txt file 
if you want to upload the data into excel at a later date). 

¶ You set the parameters for the reports and PIM in general to ensure you are only getting 
information that matters to YOU. 

¶ PIM can create record sets in Polaris if you choose. 

¶ Additional standard/custom reports can be run in the Polaris staff client after. 

¶ PIM also has a cart feature. 

 

.ŜŦƻǊŜ ¸ƻǳ .ŜƎƛƴΧ 

¶ Are your shelves in good order? 

¶ Are items consistently catalogued?   

¶ ¸ƻǳ ǎƘƻǳƭŘ ŜƴǎǳǊŜ ǘƘŀǘ ŎƻƭƭŜŎǘƛƻƴ ŎƻŘŜǎ ŀƴŘ ǎƘŜƭŦ ƭƻŎŀǘƛƻƴǎ ŀǊŜ ŎƻƴǎƛǎǘŜƴǘΧ ŦƻǊ ŜȄŀƳǇƭŜΤ W ŀƴŘ 
WǳǾ Ƴŀȅ ƘŀǾŜ ōŜŜƴ ǳǎŜŘ ƛƴǘŜǊŎƘŀƴƎŜŀōƭȅ ƻǾŜǊ ǘƘŜ ȅŜŀǊǎΧ ȅƻǳ Ƴŀȅ ǿŀƴǘ ǘƻ ŎǊŜŀǘŜ tƻƭŀǊƛǎ ǊŜŎƻǊŘ 
sets and do some bulk changes to make one collection.  A good place to start would be to run a 
report of current collection codes and compare with the sections in your library.  NLLS can help 
you with this if needed. 
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EASY AS 1-2-3 

Step 1  LOAD 

From the File Menu, Choose LOAD.  As shown below, you choose ȅƻǳǊ ōǊŀƴŎƘ ŀǘ ǘƘŜ ǘƻǇΧ ǘƘŜƴ your 

available shelf locations and collections will populate. 

 

 

4ÈÅÒÅ ÁÒÅ σ ×ÁÙÓ ÔÏ ,/!$ ÄÁÔÁ ÆÒÏÍ 0ÏÌÁÒÉÓȣ choose one. 

1. By Record SetΧ  You may use this feature for items that may not necessarily follow regular  

Call # ŦƻǊƳŀǘǎΧ ǎŎŀƴ ǘƘŜƳ ƛƴǘƻ ŀ ǊŜŎƻǊŘ ǎŜǘ ŀƴŘ ƛƴǾŜƴǘƻǊȅ ǘƘŜƳ ǘƘŀǘ ǿŀȅΦ  Lǘ ƛǎ ŀƭǎƻ ŀ ƎƻƻŘ ǿŀȅ 

to polish off your inventory if there are random items left over once the collections have been 

completed. 

2. .ȅ {ƘŜƭŦ /ƻƭƭŜŎǘƛƻƴΧ ¸ƻǳ Ŏŀƴ ŀƭǎƻ ŎƘƻƻǎŜ ǘƻ ŜȄŎƭǳŘŜ ǎŜƭŜŎǘed shelf locations For example:  If you 

have a travel section somewhere in your library not interfiled with your non-ŦƛŎǘƛƻƴΧ ȅƻǳ ŎƻǳƭŘ 

inventory the NF excluding the Travel shelf location.  Record Sets and Bulk changes are a good 

way to set shelf locations.  Ask NLLS for assistance if required. 

3. .ȅ /ƻƭƭŜŎǘƛƻƴΧ ¸ƻǳ Ŏŀƴ ŎƘƻƻǎŜ ŦǊƻƳ ŀ ƭƛǎǘ ƻŦ ŎƻƭƭŜŎǘƛƻƴǎ ǘƘŀǘ ŀǊŜ ǎǇŜŎƛŦƛŎ ǘƻ ȅƻǳǊ ƭƛōǊŀǊȅΦ 
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Notes:  

¶ ¸ƻǳ a¦{¢ ŜƴǘŜǊ ǾŀƭǳŜǎ ƛƴ ǘƘŜ /ŀƭƭ І ŦƛŜƭŘǎΧ L ǊŜŎƻƳƳŜƴŘ ǳǎƛƴƎ ŀƴ ŀǎǘŜǊƛǎƪϝ ŀǎ ŀ ǿƛƭŘŎŀǊŘ ŦƻǊ 

the most part to ensure you are not eliminating items with faulty Call #s. 

¶ You may select more than one collection or shelf location at a time by highlighting it and 

moving them all to the LOAD field. 

¶ It is important to ensure collection codes are correct.  For example:  When I started at my 

library, we had 67 collection codes, now we have 30.  This can be corrected by using the 

Polaris Record Sets and Bulk change features. 

Click LOAD on the bottom right hand corner to gather the data from Polaris.  

You may select Close from the File Menu.  Now you are back to the PIM Main Window (below). 
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Step 2  SCAN 

Choose Scan from the File Menu.  This is where you will see the list of titles that you just loaded.  This is 

called the Process Items Window/Inventory List.  You can start scanning items right now or you can 

ŎǳǎǘƻƳƛȊŜ tLaΧ 

 

Now from the File Menu you can choose Preferences.  This is where you can set the parameters to 

ensure you are getting the information that you require. 

You can choose which Alerts to activate (by selecting the check box) 

On the left hand column; there are other options 

(Appearance, Collections, Columns, Shelf Locations, and Statuses)  
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The Appearance Options (by selection on the left) may be adjusted if necessary.   

 

Note the Skipped Item SensitivityΧ LŦ ȅƻǳ ŀǊŜ ƎƻƛƴƎ ǘƻ ǎŎŀƴ ƛǘŜƳǎ ǘƘŀǘ ȅƻǳ ƪƴƻǿ ŀǊŜ ƻǳǘ ƻŦ ƻǊŘŜǊΤ ȅƻǳ 

may wish to up the number in this field.  Maximum is 20.  This is a good idea if you shelve by author, but 

not necessarily by title or if there are display items within your shelves. 

 

 

If you specified multiple collections to load, you can select Collections in the left hand column and 

choose which ones are actually displayed in the Process Items Inventory List. 
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Columns Ŏŀƴ ōŜ ǎŜƭŜŎǘŜŘ ƻƴ ǘƘŜ ƭŜŦǘ ƘŀƴŘ ǎƛŘŜΧ ȅƻǳ Ŏŀƴ ŎƘƻƻǎŜ ǿƘŀǘ ƛƴŦƻǊƳŀǘƛƻƴ ŘƛǎǇƭŀȅǎ ōȅ 

highlighting the selection and using the arrows below to move between Displayed and Not-Displayed. 

You can use the up and down arrows below to change the order of the columns as they appear from left 

to right in the Process Items Inventory List. (Top of the list = far left when displayed) 

 

Note:  The Weed column is always displayed but you can change its location. 

 

If you specified multiple Shelf Locations to LOAD, you can choose which of those loaded are actually 

displayed in the Inventory List, then change your selections when needed as you take inventory. 

 

 

 

 

 



 

  Polaris Inventory Manager (PIM)                                                Copyright © Northern Lights Library System 2010  

 

9 

¢ƘŜ ƭŀǎǘ tǊŜŦŜǊŜƴŎŜ ƛǎ {ǘŀǘǳǎŜǎΧ ¸ƻǳ Ŏŀƴ ŎƘƻƻǎŜ ǘƻ ǎǳǇǇǊŜǎǎ ŎŜǊǘŀƛƴ ǎǘŀǘǳǎŜǎ ŦǊƻƳ ǘƘŜ ƭƛǎǘΧ ŦƻǊ ŜȄŀƳǇƭŜΤ 

you may wish to suppress On-Order Items from the list. 

 

Select OK.  The Process Items Window will now open with the inventory list according to the preferences 

you set. 

 

 

 

Now ς Scan your items in Call No. order (or check them off using the check boxes ς not recommended). 
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Notes: 

If a barcode does not scan properly, you can key in a barcode.  Then select Process.  The list jumps to the 

position of the keyed item and the Done box is checked for that item. 

 

The following messages may appear: 

¶ Item not found in the current call number range ς Select OK on the message box and set the 

item aside.  When you update the Polaris database, a .txt file that lists the out-of-range 

barcodes is automatically created.  You can view and update these items in the Polaris Staff 

Client later. 

¶ LǘŜƳΩǎ ǎǘŀǘǳǎ ƛǎ ƴƻǘ IN ς For example: the item may be checked out or marked LOST.  Select OK 

on the message box and set the item aside.  These items should be checked in using circulations 

functions in the Polaris Staff Client later. 

¶ The status of this item is [status] ς You chose to filter certain statuses from display (when you 

set your preferences) Select OK on the message box and set the item aside for appropriate 

processing later. 

¶ Item fills a hold request ς Select OK on the message box and set the items aside.  Check them 

into the Polaris Staff Client later to transfer the item for ILL. 

¶ Item is misshelved ς Select OK on the message box and set aside for proper shelving.  

Remember* If the item is NOT misshelved, make sure to clear the misshelved check box for that 

item. 

 

 

If you want to mark items for weeding, select the appropriate check box for that item.  These 

items can be listed on a report when you upload your inventory data into the Polaris database, 

and you can create a record set of the items at that time. 

 

 

Select File, Close, or select X in the upper right hand corner of the Process Items window. 

 

 

The main window appears.  You can resume the inventory at any time.  When you have finished 

the set of items, you are ready for Step 3 
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Step 3  UPDATE THE DATABASE 

 
When you update the Polaris database with your inventory data, the inventory date for the relevant 

items is updated and an Inventory Statistics report is automatically generated as a .pdf file.  The report 

contains information such as the update date and time, the date and time the item information was 

loaded, branch and call number range or record set, and totals.   

 

You can select any or all of the following sub-reports to include in the Inventory Statistics report: 

¶ Misshelved sub-report 

¶ Out-of-range sub-report 

¶ Items Not In sub-report  

¶ Expected Items Not Processed sub-report 

¶ Weeding sub-report 

The report is placed in the following location based on your operating system: 

¶ Windows XP:  

c:\Documents and Settings\All Users\Application Data\Polaris\Polaris Inventory 

Manager\YYYYMMDD Time 

¶ Windows Vista:  

c:\Program Data\Polaris\Polaris Inventory Manager\YYYYMMDD Time 

 

*You can also choose to create Polaris record sets of items that: 

¶ were expected but not processed  

(named: PIM_branch abbreviation_date_time)   

¶ marked for weeding  

(named: PIM_WEEDING_branch abbreviation_date_time). 

 

The record set owner is the branch specified when the item data was loaded, and the default record 

set note is the call number range of the inventoried items. 

 

To UPLOAD the completed section of inventory: 

1. Establish a network connection for the laptop used for the inventory. 

2. On the main window of PIM, Select File, Update.            
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3. Select (check) or deselect the sub-reports to include in the Inventory Statistics report.  

 
 

4. Click Update.    

 

Messages are displayed as the OutofRange.txt file and Inventory Statistics report are generated. 

 

If an OutofRange.txt file is being created, you will be prompted to choose a location for a copy 

of the file.  The default location is always: 

Windows XP:  C:\Documents and settings\All Users\Application Data\Polaris\Polaris Inventory 

Manager\YYYYMMDD Time 

Windows Vista:  C:\ProgramData\Polaris\Polaris Inventory Manager\YYYYMMDD Time 

 

This default copy is deleted if you load a new call number range without updating the database. 

*You may see an option to create a record set in Polaris.  Click YES to create the record 

set.   

*The maximum number of expected but not processed items that can be shown on the 

Inventory Statistics report is 5000.  

If you marked items for weeding, you will be prompted to create an optional Polaris record set. 

Finally, a message indicates that the update was successful and the Inventory Statistics report 

opens as a .pdf file. 

*If you have previously updated the database, you can now view the other reports.  

Select File, Report on the main PIM window. 

5. Click OK 

The Update window closes and the PIM main window opens. 

 

6. Select File, Exit to quit PIM. 
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*If you still have loaded items not completely inventoried, the next time you open the PIM main 

window, Select File, Scan to position the list at the next item to be processed.   

 

*In the Polaris Staff Client, the inventory date is displayed in the Last Inventory Date field of the 

Item record. 

 

Update the inventory date of the Out-of-Range Items 

 

1. Log into the Polaris Staff Client on the laptop that you used to complete the inventory. 

2. Select Circulation, Check In  

3. Select View, Update Inventory Date 

4. Press CTRL+ALT+I 

(An explorer window will open.) 

5. Browse to and select the OutofRange.txt file. 

The locations again are: 

Windows XP:  C:\Documents and settings\All Users\Application Data\Polaris\Polaris Inventory 

Manager\YYYYMMDD Time 

Windows Vista:  C:\ProgramData\Polaris\Polaris Inventory Manager\YYYYMMDD Time 

 

The items are listed on the work form. 

For each item, the Comments column lists whether the inventory date was updated successfully 

and any other pertinent information. 

 

Inventory Reports in the Staff Client 

 

After the database has been updated, you can run standard inventory reports from the Polaris Staff 

Client. 

 

*To access the standard reports, select Utilities, Reports and Notices on the Polaris Shortcut bar.  The 

following reports are available under Cataloging, Item: 

¶ Inventory Exception Incorrect Status ς List items that had a status other than IN during 

inventory.  You specify a call number range and a cut-off date.  Set the cut-off date to the day 

before the inventory date.  You can filter the report by organization. 

¶ Inventory Exception Misshelved ς Lists items with a status of IN that should have been in the 

inventory sequence but were not.  You specify a call number range and a cut-off date.  Set the 

cut-off date to the date you started the inventory.  You can filter the report by organization. 

¶ Inventory Shelf List ς Lists inventoried items in a specific call number and date range.  You can 

filter the report by organization. 

*In order to run these reports you must have the date and call number range from your inventory. 

 

CONGRATULATIONS! Welcome to Polaris Inventory Manager EASY AS 1-2-3 


