Training’

POLARIS SYSTEM ADMIN
How to Add a Staff Member - Polaris Client

Introduction:
This article explains how to add a new staff member in the Polaris Client

Adding a New Staff Member:

From the Polaris Toolbar select:
File>New

m Polaris ILS 6.5.4104 - gail. maitland [Graham Campus Library] - X

File Acquisitions Serials Cataloging Patron Services Circulation  Administration  Utilities  Window  Help
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Log Off Ctrl+L
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Click on Staff Member, then OK:
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Complete all bolded information in the workstation form:
e If the organization is not branch level, you must choose an affiliated branch.
e The name must match the name in Active Directory.
e Email is not required, unless the staff member will receive Ask Us or Self Registration
information.

E [_ [o[x]

File Edit View Tools Help

h2HE- X & %

Pl Name: | ] Account
)

Q Email Address: | l Active
E Organization: el Suspend
(VM Affiiated Branch:

E Domain: (None) v

% Profiles: Acquisitions / Serials
w0 H v e 3 CF
4 Profile Value
B [E3 Acq fund droplist setup Setup . ..

Ovenide acquisitions blocks No

B Ovenide serials blocks No

mRetain material type when copying line item segment data  Yes
[E3Route list defaults Setup . ..
(=3 Selection list line item defaults Setup . ..

<

For Help, press F1
Click Save, there will be a warning that the staff member has no permissions. After saving, assign
the staff member to the correct permission groups, or grant them the permissions needed.
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Searching for a Staff Member:
From the Polaris toolbar select:
Administration>Staff Member

File Acquisitions Serials Cataloging Patron Services CirculationUtiIities Windc

vzl po] [PO] [E5 = Explorer >
D @EHCHE AR
i System
Server
Library
Branch
Staff Member
Workstation
Collection

Patron

Permission Group

Resource Group

The Find tool will open and you can search for the staff member.

File Edit Tools Options Help

General  Settings

Object: Staff Members (Sys Admin) ~ | Limitby: | (None) W Searchiiode
(® Normal
Search by: | Staff member name v | Value: O Power
Type: Exact match (implicitly truncated) v Osa
Sortby: | (None) v [Jcount Only
For: I | \/I
For Help, press F1 Stay on Select

Search
Stop
New Search
Clear

Help

Note: An asterisk (*) will bring up all staff members.
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File Edit Tools

Options

Help

General  Seftings

: S Search Mode i
Object:  |Staff Members (Sys Admin) | Limit by: | (None)
i (® Normal T

Search by: |Staff member name v | Value: O Power i
Type:  |Exactmatch (mplicty tuncated) v Osa e
Sortby: | (None) v [Jcount Only Clear
For: | * V| Help

User Organlzatlon Type of Organization

T T — —

F2polarisExec Polaris Library Training System < System)

H2OPAC Default Washburn Public Library <Branch>

H2ann.lorish Ballroom Library <Branch>

?Egvandenberg Vandenberg Library <Library>

ggchelberg Clearfield Public Library <Branch>

?gtamasweet Cabrillo Point Public Library <Branch>

?ggbut‘ton Cecoa Avenue Library <Branch>

?gPinsley Lauren County Free Library <Library>

5gdpharr Clearfield Public Library <Branch>

?gmerrill Washburn Public Library <Branch>

F2patron Registration Email Washburn Public Library <Branch>

?gAsk Us Email Washburn Public Library <Branch>

QESObrino Washburn Public Library <Branch> )

Done

Double click to open and edit the staff member.

Stay on Select

28 of 72 record(s) retrieved

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.
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