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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?
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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.
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Polaris Inventory Manager (PIM)

Are your shelves in good order?
Are items consistently catalogued?
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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-2-3
Step 1l LOAD

From the File Meny Choose LOAD As shown below, you choose & 2 dzNJ 6 NI} Y OK oiir G KS (2 LD
available shelf locations and collections will populate.

ld Load Call # Range =13

\ \E“ elp
Branch: |Millet Public Library v | Record Set: v|
\ , \
Shelf Locations Collections
Available Load Available Load
s Audio Visual s Young Adult
— Audiobook Cassette = Young Adult Fiction
= Audiobook Compact Disc =

Beginning Readers

¢ Cassettes - Adult French

Cassettes - Adult

- Christian Fiction
" Compact Disc "
3 3 sl &
\ Exclude the selected shelf location(s)
S \
Starting Call # [+ | Ending Call # | |
'
Include prefix in call number
[] Shelf locations or collections are interiled. Load
4EAOA AOA o xAUO O1 , thodseoAeA OA A£OT I 011 AOEOS

1. By Record SetX You may use this feature for items that may not necessarily follow regular
Call#F 2 NX I GaXx aoly GKSY Ayid2 I NBO2NR aSi YR Ay
to polish off your inventory if there are random items left over once the collections have been
completed.

2. & {KStF /2fftSOGA2Yy X , 2 deddDdifibcatiors Boexadfe2i®yduS (2 SE
have a travel section somewhere in your library not interfiled with yournon-¥ A O A 2y X &2dz 02
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.
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the most part to ensure you are not eliminating items with faulty Call #s.

9 You may select more than one collection or shelf location at a time by highlighting it and
moving them all to the LOAD field.

9 Itisimportant to ensure collection codes are correct. For example: When | 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.

(|

Notes:

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

You may select Closefrom the File Menu Now you are back to the PIM Main Window (below).

' Polaris Inventory Manager [= |01[[X]
File  Help
Loaded:  10/8/2008 7:24:28 AM

Branch: Millet Public Library

Record Set:
Shelf Location|s):

Collection(z) Young Adult
Young Adult Fiction

Call # Range ==

Prefix is included in call number.
H Mot In: 10

Hihat fuffill 16
holds :

Total items: 535
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Step 2 SCAN

Choose Scanfrom the File Menu This is where you will see the list of titles that you just loaded This is
called the Process Items Windolinventory List You can start scanning items right now or you can
OdzaG2YATS tLaX

Polaris Inventory Manager Process Items

File Help
Barcode || | Previous Screen l [ MNext Screen l
~
Daone Missheln Weed Status EL;IIZIIS Title Barcode Call i—
IZIIZII:I_- 3935014955053
Lost No the fire of friendship. 30100002738141 YA
I:l |:| |:| Missing Mo MYSTERY STORIES FOR GIRLS. 39335000623004  |YA
O Fl O | Mo The bridesmaid 39335017207143 | YA AB
[l J [0 | Mo Firegirl 39335020752718 | YA AB
O Fl O | Mo Swept away 3833501102894 | YA ABt
[l [ [0 | Mo Into the dark 3933502075351 | YA ABF
O Fl O | Mo The plague dogs 3933501102794 | YA AD.
[l Il [0 |out Mo Mames will never hurt me 33335016991700 | YA ADi
O Fl O | Mo The Cockatrice boys 39335013295246 | YA AIK
[l Il [0 |m;m Mo Night fall. 33335011259666 | YA AIK
O Fl O | Mo The beggar queen 39335010130258 | YA ALE
[l Il [0 | Mo Westmark 33335010180037 | YA ALE
O Fl O |in Mo City of the beasts 39335018757554 | YA ALL
[l ] [0 |m; Mo Clay 35335020753500 | YA AL
|l F O |m Mo Before we were free 39335018757414 | YA AL\
[l ] [0 |m; Mo Fever 1793 33335013294173 | YA AN
|l F O |out Yes Speak 39335010462245 | YA AN
[l ] [0 |m; Mo Wizard's tale 33335010844350 | YA AN
[F [F O | Mo Brooke 39335045569527 | YA AN
[l ] [0 |m; Mo Butterfly 33335003607467 | YA AN
[F [F O | Mo Crystal 39335045577306 | YA ANl W
< >

Now from the File Menuyou 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 Alertsto activate (by selecting the check box)

Ld Polaris Inventory Manager - Preferences

Alerts
Appearance
Collections
Columns
Shelf Locations Misshelved
Statuses
Out of Range

Fulfills a Hold

[+ Status Not In

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.

'd Polaris Inventory Manager - Preferences

Hlerts Appearance

Collections Row Height: (default 18 picels)
Columns

Sheff Locations Fort Size: (default 8 pt)
Statuses

Skipped tem Sensitivity: (default 4 rows)

Column Widths (pixels)

Reset Widths

?

Misshelved 50

Weed 50

Author 50

Status 66

Fulfills Hold 50

Title 325 3
Barcode 105

Call Number 107

YTD Girc Count |50

Life Time Circ... |50

D os Dhs, 144 o~

Note the Skipped Iten Sensitivitk L ¥ &2dz I NB 3JI2Ay3 G2 aoly AdGSYya
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 Collectionsn the left hand column and
choose which ones are actually displayed in the Process Items Inventory List

'd Polaris Inventory Manager - Preferences

Alerts Collections

NpEArEnce
Not Displayed Displayed
Columns
Sheff Locations i=h Young Adutt
Statuses
=
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highlighting the selection and using the arrows below to move between Displayedand Not-Displayed

You can use the up and down arrowselow to change the order of the columns as they appear from left
to right in the Process Items Inventory LigTop of the list = far left when displayed)

'd Polaris Inventory Manager - Preferences

Alerts Columns
Appearance
Collections Not Displayed Displayed
Sheff Locations Authar Weed
Statuses Last Circ Year = Status E]
Pub Date Title
Shelf Location Fulfills Hold
Collection 4= |Barcode E]
Call Number
YTD Circ Court
Life: Time Circ Court
Last Circ Date
Creation Date

First Available Date

The Weed column must be displayed.

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

If you specified multiple Shelf Locationso LOADyou can choose which of those loaded are actually
displayed in the Inventory Lig, then change your selections when needed as you take inventory.

'd Polaris Inventory Manager - Preferences

Alers Shelf Locations

Appearance

Collections Not Displayed Displayed

= No Sheff Location

tuses Graphic Movels
" Young Adutt Fiction
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you may wish to suppress On-Order Items from the list.

'd Polaris Inventory Manager - Preferences

Alers
Appearance
Callections

Statuses
Not Displayed

Displayed

Columns
Shelf Locations

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

you set.

Being Held
Bindery

Claim Newver Had
Claim Retumed
In

In Processing
In Transit

Lost

Mending
Missing
MNon-circulating
On-Order

Out

Out-l
Retumed-ILL
Routed
Shelving Cart
Transfered
Unavailable
Withdrawn

ai

Ld Polaris Inventory Manager Process Items

2dz Oy OK22as$s

LB

File Help
Barcode | | [ Previous Screen_] [ Nest Screen |
.
Done Missheln Weed Status Title E:IEHS Barcode Call ii—
. B | E | B n Eghispelsaweck# 17 No _|39335014955053
1 1 [1 |rost the fire of friendship. Mo 30100002788141 | YA
O O O |Missing MYSTERY STORIES FOR GIRLS, Mo 39335000623004  [vA
| il O | The bridesmaid Mo 39335017207143 | YA ABE
O O O |m Firegirl Mo 39335020752718 | YA ABE
1 1 1 | Swept away Mo 333350110283946 | YA ABt
| | O | Into the dark Mo 33335020753513 | YA ABF
1 1 1 Trn Thac sl zrmac Anraco Me 20336N1 1N 7049 VA AR

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

Polaris Inventory Manager (PIM)
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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 Donebox is checked for that item.

The following messages may appear:

9 Item not found inthe current call number range Select OKon 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.

T LGSYQ&a & (NcEodefampledthe ifeth inay 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.

9 The gatus of this item is [status; You chose to filter certain statuses from display (when you
set your preferences) Select OKon the message box and set the item aside for appropriate
processing later.

91 Item fills a hold request; Select OKon the message box and set the items aside. Check them
into the Polaris Staff Client later to transfer the item for ILL.

1 Iltem is misshelved; 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 Xin the upper right hand corner of the Process Items/indow.

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

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



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

=A =4 =4 =

Weeding sub-report

The report is placed in the following location based on your operating system:
1 Windows XP:
c:\Documents and Settings\All Users\Application Data\Polaris\Polaris Inventory
Manager\YYYYMMDD Time
1 Windows Vista:
c:\Program Data\Polaris\Polaris Inventory Manager\YYYYMMDD Time

*You can also choose to create Polaris record sets of items:that
1 were expected but not processed
(named: PIM_branch abbreviation_date_time)
1 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 completestction of inventory:
1. Establish a network connection for the laptop used for the inventory.
td Polaris Inventory Manager [= |[01/X]

Configure
Load
Scan
Update
Reports
Exit

§:28 AM

N
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2. Onthe 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.

ld Polaris Inventory Manager - Updating  [2 |0 [X]

Inventony Statistics Report
Include Misshelved Subreport

Include Out of Range Subreport

Include kems Mot In Subreport

Include Expected tems Not Processed Subreport
Include Weeding Subreport

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 YESo 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, Reporbn the main PIM window.

5. Click OK
The Update window closes and the PIM main window opens.

6. Select File, Exitto 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, Scano position the list at the next item to be processed.

*In the Polaris Staff Client, the inventory date is displayed in the Last Inventory Datéield of the
Item record.

Update the inventory date of the Oubf-Range Items

P wnNPR

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

Select Circulation, Check In

Select View, Update Inventory Date

Press CTRL+ALT+I

(An explorer window will open.)

Browse to and select the OutofRange.txffile.

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 Noticesn the Polaris Shortcut bar. The
following reports are available under Cataloging, Item:

1

Inventory Exception Incorrect Statug 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 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 Lisg 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.

CONGRATULATIONSWelcome to Polaris Inventory Manager EASY A3-2-3
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