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ltem Maintenance

Cataloging Best Practices

Attaching Your Item Record to a Pre-Existing Quick Bib

After receiving a new book, check Polaris to see if a Bib record already exists. Go to Cataloging =
Bibliographic Records or F12 to bring up the Find Tool. Search by Title. The record displayed is
obviously a Quick Bib, identified by the |||| symbol in the Publication date column.
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If a Quick Bib already exists you should attach your item record to it, as long as the 020 or 024
matches. Under publication date, |||| will be present. This indicates that this is a Quick Bib another
library has created. Double click on the line item to bring up the bibliographic record. You may add an
item record to the Quick Bib (or permanent Bibliographic Record) by following steps 12-16 below.

Creating a Quick Bib
This is assuming you have completed a search for the correct bib record and were unable to find one.
1. Go to File = New or click on the New button.
2. Select “Bibliographic Record.”
3. Select “Existing Template” and select your library Quick Bib template depending on the format:
Book, audio book, sound recording, or video. Ex. Quick Bib CAN (book). Then, click OK.
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4. When the Quick Bib window displays, fill in the 020 field with the ISBN number. If no ISBN
number is listed, type “none” in the field. DON’T scan in the item barcode here. Itis NOT
searchable in OCLC and should NOT be listed anywhere in the Bib record.

5. Fill in the 024 field with the UPC code, this field is required if no 020 is found. If no UPC code
is listed, type “none” in the field. Do NOT create a Quick Bib with “none” in both the 020 and

024 field, see DO’s & DON'T’s on page 4.

6. Itis preferable to include BOTH the ISBN and the UPC code in the bib record. See page 4-7

for Quick Bib Dos and DON'Ts.

7. Fill in the 100 field with the Author’'s Name: Last Name, First Name.
8. Fill in the 245 field with the Title information. Do NOT include any initial articles that may be in

the title, such as A, An, or The.
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9. Do NOT delete the indicators in any field.
10.Click on the Save button || or go to File =& Save.

11.The Check Headings Assistant will alert you to BIB headings with no exact authority

matches. Click on Continue Saving.

12.0pen the Tools menu and select “Create Item Records.”
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13.The New Item Record Options work form will display.

Item information Item barcode(s)
Title: My magical life
Author:  Potter, Harry Bib control: 891730
Call number
scheme: [Dewey Decimal - Use template values instead of these (if available)
Prefix:
Price:
Class:
Suffix: Renewal limit: 0 =
Vol: . . X
Display in PAC Loanable outside system
Copy: [ Non-drculating Holdable
[]Use system assigned barcodes
Distribution
Item total: 1 Barcode total: 0 ™ x
Items | Branch Collection Shelf Location | Material Type | Loan Period | Fine Code | Stat Code | Owner g/ Template
1 (MNone)
[ Ok ] [ Cancel ] [ Help ]

14.Select the correct template by clicking on (None) and choosing from the drop down list. The
item record will display.

File Edit View Links Tools Help
NN
2HS- dhn E%
-b Barcode: | Record status: il EContent [ Non-dirculating Display in PAC
a Title: Corrupted Bib control number: 3301239
8 Author: Scottoline, Lisa Parent item: Item control number:
Q_’_ Call number: £ Price: Issue control number:
E Oowner: [WaberlooJWaberloo Library (br) v] Shelf location: [{Ncne} -
Q
E Assigned: [WaberlooWaberloo Library (WAT) '] Temporary location:
Collection: [Adu\t Fiction (AF) '] Circulation status:
Circulation parameters Call number Request
Material type: [Book ,] Scheme: |Shelved Separately - Loanable outside system [ Do not mail to patron
Prefix: F Holdable
Loan period: [Book ']
Limit to:
Class:
Fine code: [Buuk v] [Cpickup at
Cutter:
Renewal limit: 2 =
Suffix: || Patrons from this library and branches
Stat code: Ficti
iction e Volume: [ Patrons from this branch only
Name of piece: Copy: [| Preferred borrowers
Issue:
For Help, press F1 WATAF (Adult Fiction) NUM
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15.The Prefix will already be filled in. Be sure to scan in the item barcode and then enter the

Price, Class, Cutter, and Stat Code. Decide whether this item will be for Preferred Borrowers
or not. Include donor information on the Source and Acquisition page. Include notes and
blocks (ex. “Please check for 9 disks” for an audiobook) on the Notes and Notices page. If

you are feeling unsure, pick a similar item from the shelf and view its item record.
16.Go to File & Save or click on the Save icon.[H]

Quick Bib DOs & DON’Ts

ISBN 1-4000-6007-9

m

NV

781400

I I I “ 52495
I VIR

A Quick Bib requires an ISBN (MARC tag 020) and/or a UPC/EAN code (MARC tag 024). If no
ISBN AND no UPC/EAN code available on the item, DON’T CREATE a Quick bib. If by
chance, only an ISBN or a UPC/EAN code is available, please enter “none” in one or the other
remaining tag. For example:

o 020 (ISBN) 1400060079

o 024 (UPC/EAN) 781400060078

o 020 (ISBN) none
o 024 (UPC/EAN) 781400060078

o 020 (ISBN) 1400060079
o 024 (UPC/EAN) none

DON’'T CREATE A QUICK BIB WITH:
o 020 (ISBN) none
o 024 (UPC/EAN) none

DON’T use the Quick bib unless you have the ISBN and/or the UPC code available to put into
the record. If these two numbers are not available, send in the card, form, or photocopy for
FLLS to create a Polaris item record — when the card, form, or photocopy is returned to you,
update the item record.

The ISBN can be either 10 or 13 digits in length. The 13 digit IBSNs begin with 978 or 979 (for
example, 9780553803426) — NEVER enter the segmented numbers with hyphens. For
example:

o YES: 020 (ISBN) 1400060079

o NO: 020 (ISBN) 1-4000-6007-9

The UPC/EAN code may vary in length, usually 11-13 digits — DON’T enter spaces or
hyphens. For example:

o YES: 024 (UPC/EAN) 781400060078

o NO: 024 (UPC/EAN) 7 8140006007 8
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e When entering the UPC/EAN code, be sure to include ALL the numbers in the string. For
example:
o YES: 024 (UPC/EAN) 781400060078
o NO: 024 (UPC/EAN) 8140006007(missing the leading and trailing numbers)

e Be very careful transcribing the ISBN and/or UPC code. If there is an error, it makes it very
difficult for FLLS catalogers to replace the Quick bib with a permanent bib record. Scanning the
ISBNUPC eliminates errors. If your scanner doesn’t scan ISBN’s/UPC’s, contact Rex and he
will help configure your scanner.

e Paw Prints bindings and Turtleback Books bindings have their own ISBNs merely because of
the binding. When creating QuickBibs, add both the special binding ISBN (located on the back
cover) as well as the ISBN found within the book (located on the verso).

e DON'’T scan the Item barcode into the ISBN tag of the Quick Bib. Barcodes are not searchable
in OCLC and therefore are irrelevant in a Quick Bib.

e If there is another number other than an ISBN and/or a UPC/EAN code, DON’T enter the
number. For example:

o 020 (ISBN) 1400060079
o 024 (UPC/EAN) 781400060078
o Extra number 52500 (NOY)

e Never enter the initial articles a, an, or the into the Quick bib title — this causes the title to be
displayed in a browse search under the initial article instead of the first significant word.

e DO enter the author last name first. Enter in only one author name. If there is only an editor,
enter the name. If there is no author or editor, enter “none”. Video recordings do not require an
author to be entered.

e Use only the Quick bib template that matches the format (book, audio book, music, or video) of
the item you want to add. There are no Quick bib templates available for multimedia and
electronic resources — if there is a demand for them, they will be created.

e Two new quick bib templates were recently created for games, one for game on a cartridge
and the other for a game on a disc.

e Be sure to use the correct format. For example, do not use the AUDIO BOOK format for music
— use MUSIC RECORDING.

e Filling out the 028 field (publisher number) is required for Music CDs, Audiobook CDs, and
DVDs. For audiobook CDs, the publisher number is often found near the ISBN and/or UPC
code and occasionally on the disc surface. Transcribe the number exactly as seen on the item,
including letters, numbers, spaces and hyphens. An example is “RHCD 538" for a Random
House audiobook. For music CDs, the publisher number is often found on the spine of the
case and on the disc surface as well. An example is “UAE 34732” for a music CD published by
United Audio Entertainment. Again, if a publisher number cannot be found, please add “none”
to the field. An example for the DVD would be the “N6929” on the spine of the case and on the

actual disc.
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Vinci—clues visibls for all ta see and yet ingeniously disguised by the painter.
The stakes are raised when Langdon uncovers a startling link: The late curator was involved in
the Priory of Slon—an actual secrel society whose members Included Sir Isaac Newlon, Botticelll,
Vietor Hugo, and Da Vinci, among others. Langdon suspects they are on the hunt for a breathtaking
historical secral, ane that has proven through (he centuries o be as enlightening as It s dangerces
In a frantic race through Paris, and beyond, Langdon and Neveu find themssives matching wits with
3 A o facaloss powerbroker whe appears 1o anticipate their every move. Unless they can decipher the
. Ray Charles - . Jimmy Rushing - labyrinthine puzzle, the Priory's secrel—and an explosive anclent truth—will be lost forever.
Rockin' Chair Blues She's Mine She's Yours Breaking the mold of traditional sespense movels, The Da Vieei Code is simultaneously
. John Lee Hooker - . Ray Charles - Alone In The City ! lightning-paced, Intelligeat, and intricately layored with remarkable research and detall. From me
Boogie Chillun . Sonny Terry - Ham and Eggs ! opeaing lo the unpredictable and stunning conclusion, bestselling auther Dan Brown proves himsell
. Bo Diddley - Doctor Jeckyll * . Lightnin' Hopkins - H a master storyleller.

. Lowell Fulson - New Car Blues !
Everyday | Have The Blues . Leadbelly - tl & DAN BROWN is the bestselling author of Djgital Fortress,

. Roosevelt Sykes - Good Morning Blues
Ot OnA L:Xm .. Memphis Slirr?- oo Bouna Angels & Demons, and Deception Point. He lives in New England

. Howlin’ Wolf - . Jimmy Whiterspoon - -
Sittin' On Top Of The World * Kansas City * N | PAUL MICHAEL has appeared In namerous theater and television productions |¢
. Cow Cow Davenport - . Charles Brown - Trouble Blues both England and Canada. His American television credits include appearances on
Atlanta Rag | N Alias and VIP. Ho has basn nominated twice for an Audie award and has recorded
- Over filty audiobooks.

BN 0.7393 & RHCD 538
The Da Vinci Code is also available " r
abridged on cassette and compact dise, unabridged |ll "Im | “‘
on cassette, in @ Random House Large Print  [SRBEIFEE
edition, and in print from Doubleday. iy

Printed sa¢ manstacters, - <~ ' ¢

ONABRIDEED ON 13 COMPACT DISCS

°

Music CD Audiobook CD

DVD

e The Quick bib is not an integrated function of Polaris. The Quick bib was developed by using a
variety of another Polaris system functions (e.g., creating templates and editing bib records) to
produce a temporary bib record to allow you to circulate items that are not currently in the
database. The Quick Bib has been tested, but there may be some hidden problems. DO notify
FLLS of any issues you come across.

e |If you get lost or don’t know what’s going on when creating a Quick bib, simply close out the
function and respond to the prompt “You have made changes to this record. Do you want to
save the changes?” by clicking on the No button.

e DON'’T try to enter other bibliographic information into the Quick bib. We cannot keep you from
doing so, but be warned that if you really don’t know what you’re doing, you will most likely run
into trouble forcing you to quit.

e DO add your item to a Quick bib created by another library — just make sure the ISBN and
UPC numbers in the bib match your item in hand. You cannot edit another library’s Quick bib,
but you can add your item record to it.

e Libraries that add item records to an existing Quick bib no longer have to send in a card, form,
or photocopy — just make sure that the title, ISBN, and/or UPC of the item you add matches
the Quick bib.

JKC 8/24/2017



e As you file your Quick bib you will be prompted to accept the author entered — just click on
Continue Saving. You should not see any more prompts to continue, and you will see the
“‘Record status” of “Final”. If you do receive another prompt after the initial one, please exit
from the record you are creating, and start over. If you continue to have a problem, call Jenny
or Deb. Note that for videos, no author is required — only the title, ISBN and/or UPC code.

e DON'’T let any staff create Quick bibs unless they are both permissioned on Polaris and have
received training from you.

e If any changes have to be made to the Quick bib procedure as a result of feedback, FLLS will
notify you via the FALCONS list. Please make a point of reading your email, and just as
important, let your staff know about any changes.

e A request from our catalogers for the actual material does NOT indicate you are doing
something wrong. It simply means that the information provided in the Quick Bib is not
sufficient to make an accurate match in OCLC. Having the material in hand gives the
catalogers more places to look for the necessary information to search on OCLC for an exact
match.

Item Records
e Please use the item templates when adding item records to Quick bibs.

e You can create new item templates as needed. Polaris Toolbar = File = New = Item
Template = set your desired parameters = Save.

¢ Remember to include a Stat Code.

e All bold fields of the item record are required and you cannot save without making a selection,
but double check to make sure that you covered all the appropriate fields!

¢ New items do not automatically change after a certain period of time, you must bulk change
the following parameters after your items are no longer considered “New”: Collection Code,
Material type, Loan period, Fine code, Renewals, and Preferred borrowers. So, itis a
good idea to enter all new items into a record set each month.

e Follow established county guidelines and agreements when determining loan periods and
request parameters.

e A note about restrictions: The Preferred borrowers hold restriction allows items to be placed on
Hold and move between the libraries within that Preferred Borrowers Group. The following 2
restrictions “Patrons from this library and branch only” & “Patrons from this branch only” allow
you to restrict that item so only patrons registered at your library can place a hold on that item.
They can however request to pick it up at one of the other libraries in the system.
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Processing Best Practices
The physical processing of the items in your library is also very important. Below are some best
practices to remember when processing new items added to your collection.
e Itis recommended that barcodes are placed on the front cover of your items. This will help
facilitate self-checkout — which might not be a concern now but could be in the future.
e Not sure on where to place barcodes or place special library markings? Imitate what you find
on books already in your collection.
e Many vendors will process your items for you. This includes covers and labels. Pockets are
unnecessary.

Creating a Spine Label
It is a good idea to clear the Label Manager before creating labels. Go to Utilities =» Label Manager.
Select File = Clear to clear the label and then File = Save.

& Polaris Label Manager - SL6 Sheets

File | Edit Label Tools Help

t Open

Save |
Save As.,., h F King
Clear e ing King, Stephen, 1947-
%—J The dead zone
Print

Now you will be able to start creating labels. If you are adding numerous records at a time, you can
print all of those labels at the same time.
1. After adding your item record and saving it, left click on the label icon in the Item Record. See
the arrow on the image on pg. 8.
2. Notice that “label requested” is displayed at the bottom of the work form. This sends the label
request to the Label Manager.

[ 1tem Record 548255 - Cataloging - Polaris EJ_li-]

File Edit View Links Tools Help ‘

DeHE- XD LEBY.L EP

.D Barcode: |420510638094 Record status: ~ Final 1LL item |Non-circulating  [+] Display in PAC
S Title: The dead zone Find 1 Bib control no.: 2597800
8 Author: King, Stephen, 1947- Parent item: Ttem control no.: 548255
m Call number:  FKing Price: $12.00 Issue control:
E Owner: {Dryden - Southworth Library (br) v | Shelf location: [(None) v
4y Assigned: [Dryden - Southworth Library (DRY) v | Temporary location:
b~
F‘ Collection: {Adult Fiction (AF) v | Circulation status:  |In w | 12/16/2009 1:35:50 PM
=

3. Open up Label Manager, located on the Polaris Shortcut Bar under the Utilities menu.
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m Window Help

Reports and Notices

Importing L
Exporting
Cataloging Processing 4 L

Quick-circ Item Records

Link to Supplier Databases
Update Currency Exchange Rates

Label Manager <

4. When you open up Label Manager, your label will be displayed there. If you need to delete a
label or insert a blank one, right click on the label displayed, then left click on the appropriate

command.
F King
King, Copy ]
The d¢ P
aste
Delete
Insert Before =
Insert After <=
Font

5. You might need to inset blank labels if you are using a previously used sheet of labels with

some missing from the sheet.

You may need to delete a label if there is one displayed and you do not want to print it.

You can edit the label directly by typing and making any changes to the label displayed.

Changes to the label do not update the Item Record.

8. When you are happy with the way it looks and are ready to print, simply click on the printer
icon located above. A Printer dialog box will display. Make sure you have the right printer
selected and click on OK.

@ Polaris Label Manager - SL6 Sheets
File* Edit Label Tools Help
S

No

If you have more questions about Label Manager settings, or you would like to purchase a label
printer, contact Rex: rhelwig@flls.org or 607-273-4074 x240.
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ltem Record Sets

1. Go to File = New or click the New button.
[T

Objects
View: ’Nl Objects v] 0

Purchase Order -
Purge Criteria
uick-drc Item Record

Cancel

= Hel
Resource Group | P

Route List b
Selet_tion. List ) -

Template ==

2. Select Record Set and click on OK.
3. Select Item and click OK.

Record Type: [T]
[1tem ~|

Bibliographic

R
Patron

4. Enter a Name to identify this record set and any Notes you wish to enter. Follow the standard
naming convention established by FLLS, ex. CORT Description. Improperly named record sets
can and will be deleted without advance notification.

B I [=1 E3
File Edit View Tools Help
N@Ha- X WE 5]
E Hame: | Owner: [jdark v] Record type:  Item
U-) Mate: Mumber of records: 0
B
Q QWY =& 555
)
g Title Assigne... Colec... Materi... Shelf.., CalM... Vol... Status Barcode Last Activity ...  R... Contral...
—~
5. You may now add items to this record set by Scanning their barcodes, g
6. Or Searching for them using the Find Tool.
7. To add an Item Record using the Find Tool, once you have searched for the item you may

simply right click on the highlighted item in the list and left click on Select.
Select

Open

Properties

8. Once you have added all the item records to the record set, save the set by clicking on the
Save icon. E
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BE
Bulk Change =

Bulk change allows you change the parameters of groups of items at the same time, rather than
changing each record individually. First, create the record set. You may now bulk change the items by
clicking on the Bulk Change icon (see above). The Item Record Bulk Change window will pop up.
There are six tabs including Location, Circulation, Call Number, Notes/Blocks, Misc., and
Report/Record Set.

e Location tab: Click in the box next to Assigned branch and choose your library name only if
you need to alter any of the features below it: assigned collection, shelf location, home branch,
or temporary location. NEVER use owner instead of Assigned Branch!

Location |Circulah'or1 I Call Number | Notes Blocks | Misc I Report/Record Setl

>Bﬁwner:

[7] assigned collection:

e Circulation tab: Click in each box to activate the drop down menu next to each parameter.
Select the correct setting.

Location | Circulation |Call Mumber I Notes Blocks I Misc I Report/Record 5et|

[ circulation status:
[ Material type:

[ Loan period:

[ Fine code:

[ statistical code:
[ Renewal limit:

[ Holdable:
Limit To
Pickup at:

Patrons from this library and branches:
Patrons from this branch only:
Preferred borrowers:

[T Mon dirculating: [7] bo not float:
[] Loanable outside system: 7] Do not mail to patron:
[ Ok ] ’ Cancel ] ’ Help

e Call Number tab: Would allow you to bulk change call numbers.
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Location | Ciraulation | Call Number | potes/Blocks | Misc | Report/Record Set |

Shelving scheme: | - |

Call number prefix:

Classification number:

Cutter number:

Call number suffix:

Volume number: | |

Copy number: | |

Use call number fields from bib record

[ oc J[ conce |[ teb |

e Notes/Blocks tab: Allows you to add notes to a batch of records.

| Location I Circulation | Call Number | NotesBlocks |Mjsc I Report/Record Setl

Public note: | |
Replace Prepend Append

Mon-public note: | |
Replace Prepend Append

Physical condition: | |
Replace Prepend Append

Library assigned block: | - |

Free text block: | |
Replace Prepend Append

[ ok || camcal || Heb

e Misc. tab: Allows you to bulk add a price to all records.
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| Location I Circulation I Call Number I MotesBlocks | Misc |Report,|fRecord Set|

[ Bib control no.: Find
Title:

Author:

Item barcode(s)*

[ Display in PAC:
|:| Parent item:
[] Mame of piece:

] Funding source:

[ Price:

[7]use system assigned barcodes

Barcode total: 0

*only for records that don't already
have barcodes

[ oK ][ Cancel ” Help

13

e The Report/Record Set tab is set up to produce a report of any errors encountered during the

bulk change. A default file name is entered for you and the file can be found in the folder

entitled Polaris Reports/Bulk Change Reports on your desktop. You may need to choose a
file by selecting Browse if an error is displayed.

JKC 8/24/2017

| Location I Circulation | Call Mumber I Notes/Blocks I Misc | Report/Record Set

Bulk Change Report

Save to file:

C:\Polaris Reports\temBulkChangeReport_20150721145432. tx{

Error Record Set

|:| MName:

Owner:

[ OK ][ Cancel H Help




You can also create a record set prior to conducting a search and the results from that search will

Once all your parameters are set up, select OK.

Click on Continue.

Record set name:
Record set owner: jolark
Bulk change report:

Error record set name:

Error record set owner:
Assigned branch: FLLS - Finger Lakes Library System (FLLS) -

Public note: 'On Display’'
Free text black: 'On Display'

This bulk change process will attempt to change
1 item record(s).

FLLS Professional Development

C:\Polaris Reports\ItemBulkChangeReport_2015

Once made, these changes cannot be automatically undone.

A message will display telling you that the bulk processing is completed. Click on OK and

check the error report if needed.
Creating Record Sets from a Search Results Window

14

automatically populate the record set. For example, you could retrieve all items owned by your library
that have a status of Lost so you can delete them.

Here are the steps you would take to add them to a record set

e Bring up the Item Find Tool, Cataloging = Item Records or (Ctrl)+(Alt)+(F9)
e Select Barcode in the By box.
e Type in the wildcard or * in the For box.
e Select Circulation Status in the Limit By box and then select Lost by Patron in the Values
box.
XN - O[]

File Edit Tools Options Help

General |Seﬁings I Scoping | Branches | Collections | Databasesl

Object: [Item Records

y Search Mod
v] Limit by: [Cirmlation status '] seen TR

(@ Mormal

Search by: [Earcode

v] Values: |In - () Power

Out

Type: [Exact match (explicitly truncated)

@ sqL

| |

- ] Out-Il
Held

Sort by: [{None}

] Tranzferred
-

Count Onl
In-Transit D 4

For:

Lost By Patron

- Claim Returned Sk

i

Search
Stop
New Search

Clear

Help

For Help, press F1

Stay on Select

Select the Branches tab and limit to your branch.
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e Select the Settings tab and check the box for “Send Results to a New Record Set.”

e Enter a name for this Record Set. Remember to follow FLLS naming conventions. Ex. WAV
Lost by Patrons.

e Increase the Retrieval Limit if you suspect your results may be more than the default 1000
records retrieved.

e Select the Search button.

A box will display informing you that a record set has been created and the number of records in that
record set. Notice a time stamp has been added to the end of the name. You can elect to open the
record set immediately and start working on it or select No and search for it later.

Polaris

Record set NEYA Lost Ikems_20120821095944 has been created (128 records).

Do you wish to open it now?

Yes No

To search for this record set:
e Goto Cataloging = Record Sets.
e Type in the name of the Record Set and the Record Set window displays.

Now you can delete all item records in the set. Note: Make sure that you want to delete the items
from Polaris NOT just the record set.
e Retrieve all the records using your (Ctrl)+(Shift)+(A) command.
e Go to Edit = Select All.
e Right click on the records and select Delete.
e A warning message will pop up asking you to confirm the action and will notify you of possible
broken links.

Web Reporting Basics

e You can log into the web reporting portal to view canned reports available in Polaris remotely
from your Internet browser. It is recommended that you use the Internet Explorer browser.

e Visit the web reporting website: http://catalog.flls.org/reports. Login with the info for a specific
Polaris client and be sure to include the FLLS domain. Ex., at Phillips Free Library, they would
use homcirc@flls.org or flls\homcirc as the username.

e Click on Polaris folder to expand the folders available. Click on each subsequent folder title to
expand your selections.

Home | My Subscriptions | Help
| SQL Server Reporting Services
-5 Home |2

[15]

I__j Folder Settings LU Details Wiew

<. Polaris
51l
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Sending a Record Set to Excel Using Web Reporting
1. Login to Web Reporting.

2. Locate your specific report. Use the report located here: Custom =» Cataloging = Iltem =

AA-Item List from Record Set.
3. Enter the desired parameters and click on View Report.

Home

SQL Server Reporting Services

o .
—a Polaris

[+ Folder Settings

—_|-1 Acquisitions —jl. Cataloging —jl. Circulation
—_I.] Custom —jl. Notices —jl. PAC

__'1 Public Services —jl. Serials —jl. System
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4. Click on the floppy disk icon and choose Excel. The spreadsheet will download. You can click
on it to open, edit it as needed, and save it to a new location.

Home = Polaris = Custom = Cataloging = Item = AA-Ttem List from a RecordSet Home | My Subscriptions | Help
Item Record Set Number 73206 View Report

3
R} { |1 of 1 | el Find | Next “!l.,' v U

AA-Item List from XML file with report data
CSV (comma delimited)
Item Record Set comma celimite

Collection ‘J_ e Call Number Status

AF-Adult Fiction Ll erehive) F DiSdlafani In

AF-Adult Fiction N W Walker In

AF-Adult Fiction F Woodson In

AFN-Adult Fiction New rord F Watson Claim Returne

AF-Adult Fiction Book F Paris Out

AF-Adult Fiction Book F Silva In

AF-Adult Fiction Book F Mclnerney In

AF-Adult Fiction Book F Harvey In

AFN-Adult Fiction New Book - New Ivl Patterson Out -
a4 »
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Questions? Comments? Contact:

Jenny Shonk, Continuing Education and Outreach Librarian
Finger Lakes Library System
1300 Dryden Rd., Ithaca, NY 14850
(607) 319-5613 or jshonk@flls.org

__ FINGER LAKES
S0 [ [BRARY SYSTEM

References: Jan Aguirre, FLLS.
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