
Checking your data with Simply Reports 
It can be helpful to check your data. Through the years, library standards have changed, our libraries have 

gone through migrations, and sometimes mistakes slip in. This session is to help find data you might want to 

change to make your data better. 

These are simple examples of the kinds of reports you can do with Simply Reports. Hopefully the examples 

will provoke ideas for reports that will be useful for your library. 

Count reports 

Count reports give an overview of different data categories. 

Item count reports 

First, try one column, Item assigned collection name in the Columns selected for output box. Under the filters 

select your branch and record status Final. 

 



 

This will give you an overview of your library’s collections. If there are any collections that are empty, you may 

want to have them removed from your library.  

Next, add Item circ status to the Columns selected for output, and add Item assigned collection name to the 

Columns selected for sort. 

  

The search results for this shows a column for circulation status (ItemStatusDescr) with a count for each. 



 

Next, remove Item circ status, and add Item Material Type. 

 

Material Type is important because it determines loan limits. So, material type can be an important one to 

keep an eye on. 



 

Patron count reports 

On the patron tab select the Patron count reports subtab. For this example, we will add patron block to the 

Columns selected for output. Under the filters select your branch. 

 



 

This gives an overview of the patron blocks for the library. 

Count reports have output columns that create sums. The next report uses one of these columns. 

For the report select Patron city and select Sum Patron lost item count. Sort by Patron city. 

 

 



The next report example, select Patron postal code and Sum patron ytd circ count. 

 

 

Outstanding balance count report 

Select the Patron Account tab and select the Patron account count reports subtab. This looks a little different 

than the other tabs because it has options that you can select in combination with a sum column. 

For this example, select Patron name and Sum balance for the columns selected for output. Leave the 

Outstanding charges selected as well. Select your branch as the transacting branch. 



 

 

The result of this report gives us columns for patron name, balance, number of transactions, and number of 

patrons. 

A library may want to filter this by a relative transaction date for patrons with outstanding balances over 60 

days old:  

 

 



Checking records with list reports 

One way of checking data with list reports is to add lots of columns to the report with lots of data, then use 

filters and sorting to find anomalies in the data. 

Patron list report 

Select the Patrons tab and the patron list reports subtab. 

Columns 

• Patron ID 

• Patron statistical class 

• Patron code 

• Patron full name 

• Patron birth date 

• Patron street address 

• Patron city 

• Patron state 

• Patron postal code 

• Patron exclude from bills 

• Patron exclude from holds 

• Patron exclude from overdues 

• Patron expiration date 

• Patron block 

• Patron blocking note 

Filter 

• Branch 

Here’s the report: 

 



Click the icon to download the report to your computer. For this presentation I’m going to use Google sheets 

instead of Excel since not all libraries have access to Microsoft Office applications. 

Log in to your Google drive. If you don’t have one, you can create an account with your email account. 

You can import files into your Google Drive, by clicking on the New button, or dragging  a file into the drive. 

Double click the file to open it. When you try to edit the file, you will get a pop-up message that says, “This file 

needs to be saved as .xlsx, click Ok. Now you can make edits to the file. 

 

Use filters and sorting to find errors in data.  

Create a new sheet by selecting the File menu, and selecting New, and spreadsheet. Paste the patron IDs for 

records you want to bulk change into the new sheet. 

  



In Polaris Leap, click on the New menu and select Record Set. Choose the Record Type: Patron. Give the 

record set a name, click the More  menu, select Add from File, and import the spreadsheet. Click Add from 

File. 

 

After the patron records appear in the set, save the set. 

Click the Actions menu and select Bulk Change. Select the patron registered branch and select the Patron 

Code Community. Click Update Patrons. 

 

You can monitor the progress of a bulk change and view a report from the Background Processing page. Click 

on the Utilities menu then select Background processing. Select the Patron Bulk Change tab. 

 



Click on the record set name to open the report. Error details, if any, will appear at the bottom of the report. 

 

Item List Report 

Columns for report 

• Item assigned collection name 

• Item barcode 

• Item call number prefix 

• Item classification number 

• Item cutter number 

• Item call number suffix 

• Item volume number 

• Item shelving scheme 

• Item fine code 

• Item loan period code 

• Item material type 

• Item price 

• MARC title 

Column selected for sort: Item assigned collection name 

Filters for report 

Item general filters: 

• Branch 

• Record status: Final 

• Filter by collection if your report is too big 



Import the report into Google sheets. 

 

Use the filtering and sorting functions to find any problems with the data. 

Create a new sheet and download it to your computer.  

 

Use the downloaded sheet to create an item record set and do a bulk change to update the data. See the 

steps in the Patron List section. 

Simply Reports 

When you create a report that you find useful, you can save it and rerun it again in the future. On the report 

page, check the box “Save report parameters for later use” and give the report a descriptive name. Click Save 

report parameters. 



 

To run this report again, click on the My Reports tab in Simply Reports. In the list, select the type of report 

that is saved. A list of reports for that type will appear. 

 

From here you can check the box next to the report and click Run reports and the report will run, and you can 

download it to your computer. You can also click the Edit button to change the criteria of the report and then 

save it and run it. 

On the Fly Reports 

Columns 

• Item barcode 

• MARC bibliographic record ID 

• Item assigned collection name 

• Item call number 



• MARC title 

• Item checkout date 

• Item due date 

• Item circ status 

• Item system block 

Filters 

• Branch 

• Item block, note, and funding filters : System block: Item was created on the fly (OTF) 

ODIN has a page to help with On the Fly items: Managing Items Created “On the Fly” 

 

 

 

 

 

 

 

 

 

 

https://www.odin.nodak.edu/training/circulation-holds-ill/managing-items-created-fly

