Training'
POLARIS SYSTEM ADMIN
How to Set Up Printing in the Client

Introduction:
This article describes the configuration steps to set up label printers and configure Label Manager
in the Polaris Client.

Label Printer Settings (Admin)

On the Polaris Tool Bar select the following path:
Admin>Explorer>(level)Profiles>Staff Client>Labels: Options

Note: (level) Profiles, refers to system, library, or branch levels.

p [ [O]x]
File Edit Help
D@ HX & §

[l Aaministration Explorer - System il Profiles

Adrministrati | -

E & 5"' 'D:.J_EE ores - System [ acquisitons /Serials | PatronServices |  Cataloging |  PAC | PowerPAC |
|- Parmelers | Cridren's PAC | staffCient | Mobile PAC | Commurity |
j Profiles + o+
i Pamissions
S Securiy Profile Value -
_ Policy Tables mFim:I tool: Use initial article table Yes
LR OaT;_has_e T:“;‘ Kl Find tool: Use language scoping display ‘fes
i =
%@ S HNotfieation Tables i Generate security history Yes
5. b Libeary mLaheI Manager open using: Cataloging Options
+ﬁ1 Branch mLabeI: Automatically generate label for each item record... Yes =
82 Colection BBl Labels: Automatically generate label for each 50 and SUB... Yes |
I gé Workstation &Lahels: Cataloging label type SL4 Sheets

% ?::nn = mLabels: Cataleging print method Batch
[EJLabels: Options Setup ...
' Labels: Serial label type
mLabelsc Senial print method Batch
mLibrnQ,- documentation - staff client
EjPatron phone number format definition Setup ...
mf-’atmn phone number format validation: Phone Call No o
l(lT.._ . e . -
For Help, press F1 T8 ralston NUM

This step is to set the printing defaults; individual users will be able to change.
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Note: custom labels must be enabled in this table to make them available for Polaris users.

Custom label creation instructions are further down in this article.

Setings | Content |

Label Type Enabled Page Size Lebel#15e  Label#tFomt  Soc'®2SEE | aheigzFom

Viashbum Pocket 0., = Wicth=850-Height=1... | Widkh=290;Height=1... | Name=Microsct San... | N/A N/A

Spine Shests ) ‘Width=B50:Height=1,., | Width=150;Height=1... | Name="Adal Namow;, N/A N/A

SL4 Sheets o] Wicth=850:Height=1... | Width=80;Height=16... | Name=Aial Naow.. | Wicth=280:Height=6... | Name=Arial Narow..

SLE Sheets i Wickh=850:Heighi=1... | Width=80;Height=16... | Name=Andale Mono... | With=290:Height=1... | Name =Andsle Moro...

SLE Sheets v Wickh -850 Heighi=1... | Width=80:Height=15... | Name~Andale Mono... | Wikthe200: Height~1... | Name ~Andsle Moro...

Sertal Sheets vi Wicth+850 Height=1... | Widkh=4D0;Height=1... | Name=Andale Mono... | N/A N/A

Spine Continuous fe... v Wickh+263;Heighi=1... | Width=125Height=9_.. | Name=Ancale Mono... | N/A N/A

5L4 Cortinuous fee. . v Width=500 Height=2. . WidLh=SD.Heith=1§....Nme=Mdale Mono... Width=290Height=8... | Name=Andsle Mono... |5

SLE Continuous fee. v Wiah=575 Height=3. . | Width=30;Height=15___| Name=Andale Mono... | Width=230 Height=1... | Name=Andle Wono

SLE Continuous fee... ) Width=473Height=2. . | Width=30;Height=16... | Name=Andale Mono .. Wiith=2930:Hsight=1...  Name=Andale Mono.

Serials Continuous f, v Width=425:Height=1... | Width=350;Height=3... | Name=Andale Mono... N/A N/A

Computype 1x 151, O Wicth=850-Height=1, . | Width=100:Height=1 . | Mame=Tmes New R N/A N/A

Computype 1.15x .. 0 Wicth=850:Heighi=1... | Width=112Height=1... | Name=Times New R... | N/A N/A

Compuiyps 2patla.. =] Wickh-E50:Height=1... | Widkh=27:Height=11... | Name=Trmea New AL Wicth=287-Height=1... | Name=Times New ..

Computype 3partla... H| With+850:Height=1... | Widthe30;Height=15... | Name=Times New FL.. | Width=230:Height ... | Name«Times New R..

Computype 151 .. ] Wickh=1100:Height=... | Width=150; Height=1... | Name=Times New R_.. | N/A N/A =
e ][ ame [ r

Label Printer Settings (Users):

Each user can choose which label they want to use, and what printing method. Labels have to be

set up for Cataloging and Serials.

From the Polaris Toolbar select:
Cataloging>Options

File Acquisitions Serials (n(zlng'ng Patron Services  Circulation  Administration  Utilities  Window  Help

D ®@E " L. ISERHE 00000 0
= ftem Records Ciri+Alt=F9 L

Authority Records

Record Sets

Course Reserve Records

Reserve Item Records

Community Records

Promotions

Campaigns

Templates

Barcode Range Selection

Options
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Label Type: Spine Sheets v
[[] Open Label Manager using this default
Print Method: | Batch 03
OK Cancel
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From the Polaris Toolbar select:
Serials>Options

Lzbel Setup
File Acquisitions ST Cataloging _Patron Services Circulation Administration Utilities  Window  Help

D @ ;:::Hingsﬁmm ﬂ%mﬁ g&mﬂ@ @ @ @ @ O @ E@ Label Type: | Senal Shests v

[wi Open Label Manager using this default
Issue Records

Part Records Frint Method v
Subscription Records
Route Lists

Claims

Suppliers

Claim Alert List

Subscription List OK Cancel

Templates

Batch Print

Options

There are 3 printing methods, which depend on the type of label printer and library workflow:

Batch: The label is generated but is not printed until user opens Label Manager and prints.
On Demand: The Label Manager appears when the user requests label and the user can view
before printing.

Quick print: The label will print without opening the Label Manger.

Label Manager Access
From the Polaris Toolbar select:
Utilities>Label Manager

File Acquistions Serials Cataloging Patron Services Circulation  Administration m‘i‘d'induw Help
o J o] [FO = ; =1 Reports and Notices E@
D @OEECHEIBREEE ™ | ;
parting
Exporting
Cataloging Processing
Quick-cire ltem Records

Acquisitions Processing

Label Manager

Mailing Label Manager

Credit Card Payments Manager
URL Detective
Web Browser

Carousel Toolkit
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Once the Label Manager opens, you will see the labels that have been sent there (batch printing).
By selecting Labels at the top, you can switch to a different label type. The example below displays
spine label sheets, but this can be changed to a different label if needed.

File Edit | Label | Tools Help
BEE Mazee's Test label
‘Washburn Pocket Only -
B spine sheets

SL4 Sheets

SuoShects :;OL EDI. EDL ‘I’:DL ZOL

518 sheets # ™ #

Serial Sheets

SL4 Continuous feed rolls v ¥ y ¥ ¥

SL6 Continuous feed rolls ‘coL coL coL coL coL

SLB Continuous feed rolls #2 2 |#2 #2 #2

Serials Continuous feed rolls
e11.6 811.6 811.6 B11.6 8116
le.1 e. 1 c. 1 e.1 e. 1 .
811.6 811.6 811.6 811.6 PZ
le.1 c. 1 c. 1 c.1 7

.C6837
Cat 2009

PZ PZ PZ PZ PZ
7 7 7 7 7
.C6837 .C6837 .C6837 .C6837 .C6837
Cat 2009 Cat 2009 Cat 2009 Cat 2009 Cat 2009
FZ PZ Pz PZ
7 7 7 7
.C6837 .C6837 .C6837 .C6837
Cat 2009 Cat 2009 (Cat 2009 Cat 2009

Note: before you print, you can add, change, or delete any labels or information on those labels.
It works just like Word and it is possible to copy and paste if needed.

Custom Labels and Content

From the Label Manager, it is possible to design new labels or edit the content of current labels, as
well as set different printers for certain label types.

File  Edit

Han

Label | Tools
Label Settings and Content
Design Custom Label

Set Default Printers
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Designing Custom Label

Labe! Type: | Michele's Custom Label

Owner | Polaris Library Trainng System

Page Size: | Width=850:Height =1 100 TopMargin=20:LeftMargin=20; Te Algr| | Open |
Label Size & Content: | Width=200; Height=100;ndent=5,VerticalGap=0;HonzontalCap=!| | Open |

Label Font: | Name=Microsoft Sans Serf Size=3 Bold=False Ralc=False Stke| | Open |

Name it and change page size, label details, and fonts. *Make sure to go back to Admin settings and
check the new label so everyone will be able to use it.
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Label Setting and Content:

Settings | Content
Label Type Enabled Page Size Label#lSze  LabelmiFont  pareSE gpeimFont
Michele's Custom L. ] T T IR \icth=200 Height=1... | Name=Microsoht San... | N/A A
Nazes's Test Iabel W Width=350.Height=1... Wiath=200:Height=1...| Name=Microsoft San... |N/A [na
Washbum Pocket 0., Width=850;Height=1... With=290:Height=1... | Name=Mcrosot San... | /A /A —
Spine Shests ™ Wickh=850;Height=1 . -Wh=15U:FH¢i=I._.[Name=MalNaruw:.. NA IN.-"A
514 Snests ] Weln=850;Hogrt=1.. Widh=50 Height=16... Name=Ari Narow. . | Widin=280 Hegri=8...|Name=Aral Narow:..
SLE Sheets ) Wﬂh-sﬁﬂ:lleijtd..__\I\Mh-w:HsiﬂhlG...lNane-huﬂe Moo, wwm-&:l-leiﬂt-‘l...lhlam-ﬂndale Mons...
SLE Sheets ] Wickh=850;Height=1... Wicth=90:Height=16... | Name=Andale Mono... | Width=290:Height=1... | Name=Andale Mano... | =
Serial Shasts =] Wickh=350:Height+1... Wicthe4D0:Height «1...| NamesAndsle Mona... | N/A [wa B
Spine Continuous fe... v Wickh=263Height=1... | Width=125Height=9._. | Name =Andale Mono... | N/A A
SL4 Contiruous fee__ [ Width=500Height=2.. With=00Height=16... | Name=Andse Mono... | Widih=290:Hesght=8... | Name=Andale Moro...
SL6 Continuous fee... v Width=575Height=3... | Wicth=90;Height=15... | Name=/ndale Mono... | Width=290;Height=1... | Name=fndale Mono...
SLB Continuous fee... Width=475 Height =2 . mh:ﬁ&Hm:lS...lMﬂeM WMona.. wun:m:Hewﬂ_..]Nme:km Mano... -
Serials Continuous .. “ Widh=425Heght=1... Widh=350:Height=3,.. | Name=Andsle Mona... | N/A A
Computype 1x151.. O Wilh=850 Hogrt=1.. With=100 Height=1.. Name=Times New .. |N/A A
Computype 1.125x ... O Width=850;Height=1.,. Width=112.Height=1,., | Name=Times New R.., | N/4 /A
Conpitwe 2paib.. 0 With=850:Height=1.._| Wicth=87:Height=13...| Name=Times New R... | Wickh=287:Height=1... Neme=Times New R... |,
Swve || Gose |[ Heb

To change settings, right click on the settings to change and click open.

£ Label Corfiguration [x]
Settings | Content

Label Type Enabled Page Size fgg;l‘:msm Label #1 Font 'fg:mls'“ Label#2Font |
Michele’s Custom L. v Wicth=200Height=1._.  Name=Microsoft San_. | N/A N/A

Nazee's Test lsbel v x| /wa A

Washbum Pocket O... NA N/A

Soine Shests 7 wid WA /A

. o

5L4 Shests o Wi \Wikh=280:Height=8. .| Name=Adal Namow: .

516 Shests v Wig Heght [ o Viek=230Hogit=1 .| Name=findal Nono ..
SLB Shests ™ Wid TopMegn: [ ) Widh=290;Height=1... | Name=findale Maro... | =
S et 2 e ) ua ua

Spine Conttinuous fe... v Wid Alignment. MAA |Nm

514 Continuous fee... v Wid Width=290Height=8... | Name=Andale Mano...
SL6 Contiruous fes.. [l Wid Width=230,Height=1_.. | Name=Andale Maono...
SLB Coninuous fee. .. v Wid Width=230'] =1... |Name=Andale Mono...

- o] [ma | [ |

Serials Contruous .. ¥ Wid NA /A

Compuype 1% 151... m] Wid WA [va

Computype 1.125x ... O Wid M N/A

Computype 2pat Ia... O Wid Width=287;Height=1_.. |Na-m-Tmeu NewR... |

Seve || Qose || Hep |

The numbers listed are the inches x100 so 8.5 inches = 850
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It is possible to change font and size:

Modern No. %0

Aonoéype Cormva
MS Reference San v |

<

5L Continuous fee .

SLB Continuous fee. ..

Effects
] Strikeout
[[] Underine
Color:

& Label Corfiguration
Settings | Cortent
Label Type Enabled
Michele’s Custom L. [
Mazee's Test label
Washbum Pocket O...
Spine: Sheets [
514 Sheets
SLE Sheets ol
SLB Sheets =]
Serial Sheets 5]
Spine Continuous fe... v
SL4 Continuous fes... [
v
O
O
O

.. Wigth=350"Height=3. . | Name=Andake Mono... |N/A

Senals Contruous .. NAA
Computype 1215 1. Widh=350 Hoort=1. With=100 Height=1... Name=Times New . M/A WA
Computype 1.125x ... Widih=850;Height=1... | Width=112-Height=1... | Name=Times Mew R... |N/A NAA
Computype 2part la... Width=850;Height=1... Width=87.Height=13... | Mame=Times Mew R... | Width=287;Height=1... | Name=Times New R...

Switch to the Content Tab to choose what information goes on the labels.

Settings | Content
Contert Types: [ gaine v i
I lin x| S
Adthor Call number prefaxc
Call number classfication number
Caecton T N— e -
Colecton - Calrumber e ]
Holdgs record destnaton e T | e e e
Haldings record nen-pubic note Exm: rumber
Holdings record non-public/waming note il
Holdings record public note Middle Section:
Holdings record retention infomation
Dptions: kem assigned branch

o oaece
e e e e ]
Prvscal sescioton
Senal designation
Title:
Uik price Bottom Section:

[ e |

Gose || Heb
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Under the Tools Menu in Label Manager, it is possible to choose specific printers for different
labels:
[&F Polaris Label Manager - Spine Sheets

Fi

Label Type Printer Mame ~
Michele's Custom Labe! HF Photosman C4700 sedes fedirected 4) A4
Nazes's Test label HF Laserlet ME0M fredirected 4) W
Washbum Pocket Only HP Laseret MG04 redirected 4) v|E
Spine Sheets HP Laserlat MEM [redirected 4) W
SL4 Sheets HF Laserlet MAM fredirected 4) w
5SLE Sheets HP Photosmart C4700 series fredirected 4) w
SLE Sheets HF Laserlet ME04 fredirected 4) w
Serial Sheets HF Laserlet MG fredirected 4) W
Cmirme Cerdaeme o e Tamd emlle HE | sege Lot LARTIA e i o A ar -
Save || Cose || Heb

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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