Polaris CLIENT Cataloging 
Adding an Item Template


Basic Information for adding item record templates in the Polaris Cataloging Client.

1. [bookmark: _GoBack]After logging into the client, the new icon, go to File | New or Ctrl + N

             [image: ]      


2. In the New dialog box, select Item Template and click OK.

                         [image: ]

3. An empty item record displays. Enter the name of the template, It is recommending to use a naming convention where the name begins with your library’s 3 letter code such as SFD Archives.
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4. Enter values you wish to be consistently applied when creating item records that fit the description for this template. For example, perhaps I wish to apply this template to every item I create that goes into the collection Archives. Those items have the same material type, same loan period, and same fine code. I can enter values into all of those fields, and then when I apply the template when creating new items, those values will automatically be entered into the record. 
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Fields that can be utilized in the template:
· Noncirculating check box
· Display in PAC check box
· Price
· Owner
· Assigned
· Collection
· Shelf location
· Material type
· Loan period
· Fine code
· Renewal limit
· Stat Code
· Call Number Scheme
· Loanable outside system
· Holdable
· Limited holds

5. Once values have been added, click the save icon, select File | Save or Ctrl + S to save the template.
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6. When creating items either in the Client or in Leap, you are able to apply the template to populate information.

Client:

[image: ]

Leap:
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7. To modify or delete a template, first search for the template in the client. In an item search, change the object to Item Templates, or select Cataloging | Templates | Item.
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Once you find your template, double-click on it.
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The template displays, and you are able to edit and re-save it.  Alternatively, the template can be deleted by selecting the delete icon, going to File | Delete or Ctrl + D.

[image: ]

image6.png
Ttem information Ttem barcode(s)
Title: | Sweet violet Find
Author: | Palmer, Catherine, 1956- Bib control: | 158490
Call number
Scheme: | Dewey Decimal w Use template values instead of these (if available)
Prefix:
- Price:
Cutter: Grestatus: | In-Process v
Suffic: Renewal limit: [0 |5
Vol:
Display in PAC Loanable outside system
Copy: [Inon-circulating Holdable
[Juse system assigned barcodes
Distribution
Temtotol: 1 sarcode totl: [0 X
Ttems | Branch Collection | Shelf Location| Material Type | Loan Period | Fine Code | Stat Code | Owner | Template

1 (tone)




image7.png
& CHECK IN X NEW PATRON

SPRINT

M| New Item Record

Cool careers without college for math and science wizards
By Burnett, Betty, 1940-

Barcode Item Template

| ‘ ‘ (None)





image8.png
File Edit

Tools Options Help

General Setings Scoping Branches Collections Databases

Ttem Templates. Limit by: | (None)
Name Value:

Exact match (mplicity truncated)

(None)

Search Mode
(@ Normal
OPower

Osat

] count only

Search

Stop.

New Search

Clear





image9.png
File Edit Tools Options Help

General Setings Scoping Branches Collections Databases
— Search
Object: | Ttem Templates | Limit by: [(None) o s
(@ Normal —
Search by: |Name Value: @ i
Type: | Exact match (implicitly truncated) Osa b S
Sortby:  (None) ] count only Clear
cors = Help.
Name Assigne... Collection Material .. Status  Owner Date Created ~ Last Modifi..  ~
on order DIP... Dickinso... Juvenile Nonficti.. Book In-Pro... Dickinson Area  12/14/2019
CRLJUV FICT... Lakota C... Juvenile Fiction (.. Book In-Pro... Lakota City 12/16/2019  12/17/2019
ILL Item North D... Book In-Pro... North Dakota St.. 12/16/2019
CRL Easy Fict... Lakota C... Easy (EASY) Book In-Pro... Lakota City 12/16/2019  12/17/2019
CRL Juv Non .. Lakota C.. Juvenile Nonficti.. Book In-Pro.. Lakota City. 12/16/2019  12/17/2019





image10.png
% ltem Template 107 - Cataloging - Polaris

File Edit View Links Tools Help

b@Hs&s-X ?

Owner: | Lakota City Library (br)

Template
[0 name: [eRL JUV FICTION Template owner: Lakota City (1ib)
9

T . Find
g‘ Author: [Inon-circulating
Fog o rumber: [2uv Ficion

Bib control number:
Parent item:

Price:





image1.png
Polaris ILS 6.3.2292 - ODINALLBEE [Sanford Health Library]

NN
IS

D @OERCHEFBIM





image2.png
New

Objects
View: |All Objects v oK

Fund ~
Hold Request

Invoice

Item Record

B2
Library.

Patron Record v

Ccancel

Template >>





image3.png
= New Item Template 1 - Cataloging - Polaris

File Edit View Links Tools Help

=HS-

Template
[Of rame:
O

T e
g‘ Author:

0.) Call number:

Owner

‘SFD Archives

Template owner

ODINALLBEE

Find

Bib control number:

[Inon-circulating Parent item:

Ganford Health Library (br)

Display inPAC  Price:

| Shelf location: None)





image4.png
New Item Template 1 - Cataloging - Polaris

=HS-

For Help, press F1

Template
Q Nai SFD Archives (ODINALLBEE ~
o
T . Find | Bib control number:
)‘ Author: [Inon-circulating Parent item:
g o romver: Display inPAC  Price:
Owner: | Sanford Health Library (br) ‘Shelf location: (None) v
% Assigned: | Sanford Health Library (SFD) Temporary location:
halll  collection: 2
~ ion: | (None) Girculation status: | In-Process v
Girculation parameters Call number Request
. Scheme: | (None) v
Material type: | (None) (None) Loanable outside system
Loan period: | (None) (ei= s
Class:
Fine code: (None) Limit to:
J— Cutter:
Renewa limit: Z L
— Suffic:
Stat code: (None)
Volume:
[]Patrons from this library and branches
Name of piece: @p
[]Patrons from this branch only
Home branch: ‘Sanford Health Library (SFD) []0o not float [Preferred borrowers.

NUM




image5.png
Item Template 115 - Cataloging - Polaris

DeHS X & 1

Template
[0 name: SFD Archives

S

oy ...




