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Polaris Reports
How to Generate Reports
 

Polaris provides many standard and customizable reports to help you track all aspects of library activities. The default output format for a report is a PDF file, or you can choose HTML 4.0, MHTML, Excel, or Comma Separated Values (CSV). (Depending on the data in the report, the additional formats such as Excel and HTML may not produce the results you expect.) 

· To generate, print, or customize reports, the staff must have the Access reports and notices​ permission
· Adobe® Reader® needs to be installed on any workstation that runs reports, notices and many staff client printing tasks​
· Consideration should be given to appropriate times to run reports in order to avoid slowing down the system​

Toolbar Menu

Reports are found under the Utilities menu
Access to Reports and Notices is an all or nothing permission with acceptation of restricting to Library or Branch level
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When the Polaris Reports window opens the left pane shows the report categories and the right pane lists available subfolders and individual reports by subsystem​
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Steps for Generating a Report

· Select the subsystem folder for the required report​
· Double click the report name to open the Report Wizard​
· Select organizations, dates and any other needed parameters ​
· Set sort if available​
· Click Submit to produce the Report Preview Window
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Save, Print or E-mail

By default, the report will be displayed in PDF format with options to save, print (all pages or just selected ones) or e-mail the report​

There are sticky notes and highlighter tools available in this format​

The report will stay in the cache for approximately 30 minutes, causing a repeat generation to possibly produce the same results even when other data is available
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Output Options

· PDF is the default output option but there are other formats available​
· PDF – some printers, without an appropriate driver may not be able to print these documents successfully
· HTML – useful for large reports as it is faster than PDF
· MHTML – Mime HTML with ability to include links
· Excel – Excel should be loaded on the PC or server to view the report immediately
· There will be a choice to save to another location if Excel is not available
· CSV – Comma Separated Values – a simple plain text format
· Word – Word must be loaded on the PC or server to view the report immediately. There will be a choice to save to another location if Word is not available
· To change the output format either use the down arrow by the Report Output icon or right click on the report and select from the Output Type submenu​
· If you have difficulty generating a report, click the Refresh Reports icon to the left of the Report Output icon​
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Custom Folder

· To copy a report to the Custom folder, select the toolbar report, right click and select Customize from the context menu​
· The copied toolbar report may be customized using the Reporting Services website​
· Customized reports will not be overwritten during upgrades​
· SimplyReports also allows reports to be saved to this location by “publishing” the desired report and further customization may take place from the Reporting Services website​
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Help – Using Polaris Standard Reports​

The Using Polaris Standard Reports section of the Polaris Basic Topics guide includes step-by-step instructions for generating, sending and customizing toolbar reports
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This publication is supplied for the exclusive use of customers of Innovative Interfaces with the understanding that it shall not be shown or distributed to anyone outside of the customer's organization without the prior written permission of Innovative Interfaces. This publication may be copied only if the copies are for the exclusive use of staff members of libraries that have purchased the Innovative system.

© 2022, Innovative Interfaces, Inc.


		Page 6 of 6

[image: ]

image1.png
File Acquisiions Serials (Cataloging _Patron Services _Circulation _ Administration | Uiities

indow

h @

BeEEE

Reports and Notices
Importing

Exporting

Cataloging Processing
Quickecirc tem Records
Acquisitions Processing

Label Manager

Mailing Label Manager

Credit Card Payments Manager
URL Detective

Web Browser

Carousel Toolkit





image2.png
Neme. [ Type [ Date Modfied
Balroom Lbray Foder 5222020 237PM
| Cambridge Library Folder 4/23/2020 234 PM
 Certra Loy Foder 312018 1:12PM
 Coco Avene Liary Foder /472020 332PM
Est by Foder  4/16/2018153PM
QL Traning Oct 2017 Foder  10/12/20172:44PM
Washbum Pubic Lbrary Foder 27772017 156 PM

|23 Washington Park Library Folder 12172017 11:42 AM

[31Gro by Collection Matrx RS Repot 4722017 1:17PM

{23 Cocoa Avenue Library | (21 G by Pairon Code RS Repot  4/2/20179:51 AM

{2 East Library

{20 SQL Training Oct 2017,
{22 Washbum Public Librar|
{2 Washington Park Librar
{22 Notices

2 PAC

{2 Public Services.

0 Serials

22 System





image3.png
Stat Date:

[T 04. 2020 12:00:00 AM -
End Date:

[September 04,2020 115353 PM 2
Organization:

Balroom Lbrary (CBL)
Bayview Puble Lbrary (BPL)

Big Rock Publc Library (BRPL)

(Cabrilo Point Public Libray (CPPL)

(Cambdge Libary (CACL)

Certral Lirary (MLCL)

(Gearfeld Publc Library CLPL)

(Cocoa Avenue Library (CAL)

(Conservatory Lbrary (CCL)

(Creamery Buiding Library (MCBL)

Depenw Public Lbrary (DPPL) 9





image4.png
W] ook | b =
PGB0k 90 '+ »000 = -RBAT[OZ
Bibliographic Records That Do Not Display In PAC
BoD e Aror Fomat__ Recoasuus _#Offems
w® Frma o Swanson Wayne, 1957 Boox Fiar T
s Apertectsuanger Stee, Dot Boot Fiel 2
10 The penic and oner mmiable  Durel, Gorad, 1926-1965.  Book Fral 2
sones
s Aprvate o - a novl Seon, Cynhia Propper Book Fos '
Y The patchvorkpatem ook Houek,Carter. Beox Fosl i
10899 The doctor game  a novel Oign, Howard A 1936 Baok Fral 3
°

14137 Docor, lawyer. Wikcox, Colin, Book Final




image5.png
T oot tdtnd

sancs
5172006851 A




image6.png
| Date Modified
5/17/2016 851 A
8/15/2016 236 PM
11/8/2017 332 PM
8/17/2020 10:39 AM
8/17/2020 10:39 AM
8/17/2020 10:39 AM
8/17/2020 10:39 AM
8/17/2020 10:39 AM

i

1 INN-Reach

[ Crreulation by Collection Materal Type Analysis
[ Crruiation By kems Assigned Branch

[ Crreulation By kems Loaning Branch

8/17/2020 10:39 AM
8/17/2020 10:39 AM
8/17/2020 10:39 AM
8/17/2020 10:39 AM
8/17/2020 10:39 AM
8/17/2020 10:39 AM
8/17/2020 10:39 AM
8/17/2020 10:39 AM
8/17/2020 10:39 AM
8/17/2020 1039 AM

Preview Originals
Output Type >

Save Only
Save As..

Customize

[ hem Cruation By em
2 em Crcuiation Statisics

EEETEERR R RN R R




image7.png
Corterts | Index | Search | Favortes |

2] Vislcome o the Palars St Clent Onine Help
e Q|
“Getting Stated n Polars
@ Finding Polaris Records.
@ Craiing and Deleting Records
5289 Ceeating.and Lising Becori Sei
5 () Using Polars Standord Reports
2] Generste a report
[2) Exmai, save,or it a report from Adobe R}
2] Customize a repott
[2] Customize an rtemal report
[2) Acauistions Reports

[2] invetory Repots
[2] Outbound Telephony Reports and Troubled
2] Oureach Senvces Reparts
[2] PAC Repars
[2] b Servios Repors
2] Sers Repore
(2] System Reports
[2] it and Worsation Repots
=





image8.jpeg
Training’





image9.png
Wl innovative

Part of Clarivate




