SECTION 6.0

Item Record Input Standards
* indicates a “Required” field

To create an item record from the Bib record:
Go to <Tools>, <Create item record> and you will get the following screen

To create an item record without opening a bib record first:
From the toolbar click <New>, Item Record and then pick the template you want to use. That will

take you to the following screen

Mew Item Record Options E I
r—Itenn information rItem barcode(s) ————————
Title: I Taken by storm. Find | I |
Author: IHl:nagJ Tami, Bib control: |49IJD46
- Call number
Scheme: IDewey Decimal ﬂ ™| Wse template values instead of these (if available)
Prefix: I
Price: I
Class: | Fiction
Cukber: I Circ status: IIn-F‘ru:u:ess j
Suffise: | Renewal limit: I 0 3:
vol: I v Display in PAC ¥ Loanable outside system
Copy: I [ Mon-circulating v Holdable
[~ Use system assigned barcodes

i~ Distribution
Ttern bokal: I 1 Barcode kaotal: ID
|tems| Branch | Callection | Shelf anati0n| Material Tupe | Loan Period | Fine Code | Stat Code | Owrer | Template |ﬂ
1 [MNane]

QK I Cancel Help

Some information will automatically be filled out for you depending on which method you used to create
the item record. *These fields are automatically filled in if using an item template from either the main
toolbar or from the template column dropdown list.

Item information: Click find and use the “Find Tool” to locate the bib record you would like
to attach the item to. This information is automatically filled out if using a
Bib record to create an item.
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Item Barcode(s): Scan the item barcode into the box. You may scan multiple barcodes if

Call Number:

creating multiple items for the Bib record.

Enter the call number if not automatically filled out. The Dewey Call #
goes under Class, the cutter # under Cutter and any volume information
goes under Vol.

The Cataloging Committee (6/2/2010) agreed to accept the following recommendations for call
number information in the Polaris item record:

Item Record Call Number Fields:

Scheme:

Prefix:

Class:

Cutter:

Suffix:
Vol:

Copy:

Dewey Decimal [default].

Enter information that you want to display before your call number; e.g., a
unique shelving location like “LATEST AND BEST” or “Battle of the Books”.

Enter the local Dewey call number only.

Enter the Cutter Sanborn Four-Figure table cutter (up to 3 numbers) or letters
that identify the item. A cutter can be an author’s last name. There may be more
than one cutter in some situations; e.g. a Cutter Sanborn cutter for a biography
plus the author’s last name.

Enter information that you want to display after your call number; e.g., pbk.

Enter the local volume information (abbreviated caption with number/letter;
year, etc.). The Volume information must be entered in a standard way so
library users can place holds on multi-volume items. See the appendices on
“Holdings Information” and “Punctuation Used in Holdings” for local practices.

Enter the copy number or other copy-specific information. Some jurisdictions
use this field for other purposes; e.g., block numbers or overflow data that does
not fit in another field. This field does not display in the OPAC.

See the following examples of call number information in item records:
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Item Record 775997 - Cataloging - Polaris M= E3

File Edit ‘Wiew Links Tools Help
D|=|de - x |2 B9 2| [ SH.L = @)

Barcode: |B2UE301036?225 Record status: IFinaI [~ rlitern [ Mom-circulating v Display in PAC
Title: ICardcaptor Sakura Find | Bib control: |45I391

Author: I CLAMP (Mangaka group). Parent: I Item control: I 775997
Zallmo.: | WA PBE w03 Price: I Issue contral: I

T
O
o
QU
8 of
5
=
]

Identification

Owner: ISan Luis Obispo Libraty (br) LI Shelf location: I(NDI‘IE:' j

Aszzigned: ISan Luis Obispo Library (02 LI Temp location: I

Callection: | Teen Fiction {TEENFIC) | crestatus:  [on shef | |ata1j2010 2:48:52 P
—Circulation parameters —Call number ——————— ~Request

Scheme: IW [ Loanable outside system
Prefix: |‘M— ¥ Holdahle

Fine code: IJuveniIe Trade Phk Class: I Lirnit: to:

Renewal limit: |3 = Cukter: I ™ Pickup at this branch

r Patrans From this library and

Material type: |luvenile Trade bk

Loan penod: |3 weeks

Lel Lef Lo

Stat code: ihane) x| || Suffi=: PEK branches

Mame of piece: I Wal: w03 [ Patrons From this branch only
Copy: I [ Preferred borrowers

Issue: |

For Help, press F1 [ [ MM
Item Record 1363302 - Cataloging - Polaris M= ET

File Edit Wiew Links Tools Help
D|=Es - x = B9 2 &[5 =] e2|

Barcode: |B2138001983691 Record status: IFinaI I~ 1iitern I mon-circulating W Display in PAC
Tikle: I Seashore plants of northern California Find | Bib control: I 73343

Aukhor: IDawsonJ Elmer Y¥ale, 1915-1966, Parent: I Ttem conkrol: I 1363302
Call no.: I California 581,926 DAWSOM Price; I $0.00 Issue control: I

[ Item Record

Identification

Owner: IPaso Robles City Library br) LI Shelf locakion: ICaIiFornia LI

Aszsigned: IPaso Robles City Library (PRL) LI Temp location: I

Callection: IF\duIt Maon-Fiction (ANFIC) x| circstatus: |0n Shelf x| |s10j2009 10:02:03 AmM
—Circulation parameters —Call number ———————— [ Reguest

Scheme: Im [+ Loanable outside system

Prefix: W [V Haldable

Fine code: I.C\dult Mon-Fickion Class: I 561.926 Limnit to:

Renewal limit: m Cukker: W ™ Pickup at this branch

Skat code: I(None) Sufix: I— r Efatlr'u?:ﬂizmm Hhis brary and
Mame of piece: I Wol: I [~ Patrans From this branch only
Copy! I— [~ Preferred borrowets

M aterial type: I.ndult Mon-Fickion

Loan period: |3 weeks

Lef Led Lo

L

Issie: |

For Help, press F1 LI
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*Price:

*Circ Status:

*Renewal limit:

*Check boxes:

Distribution:

If price of the item is higher than the standard replacement price this field
needs to be filled in.

Automatically set to In-Process, but you may change it using the
dropdown menu if necessary.

Enter the amount of times an item may be renewed.

Display in PAC — if you want the record to show up in the OPAC
Non-circulating — if the item is library use only

Loanable outside system — if the item can be lent to non-Black Gold
libraries

Holdable - if patrons and staff can place holds on the item.

Select a template from the dropdown menu where it says (None). This
will automatically fill in all of the columns for you. Be aware that these
templates are created by the main cataloger for your library. If thereis a
template that you need, please contact them, not the Cataloging Unit, to

get a new item template.

Once you are finished with the window, click <OK>. That will take you to the following screen.

Item Record 1391587 - Polaris [_ [ =]
Fil= Cdit View Links Tools |lzlp
D|=|e - == B9 B = S5 = @
. Barcode: | | Recordstatus: [Fnal [ fllfem [ Monecrculaing ¥ Display in PAC
ol Titl=: | Taken by storm. Find | Bib control: W
8 Author: | Hoag, Tami. Parent: I— Iterm contral; IW
& Call 1o, I PriLe; I‘.HDT Tesie Lunilrul; I—
Identification
E Nwnar  [Blanchard Community Library {br) 7| shelflocation:  |¢Mone) x|
D Azzigned- IBIanchard —ormunity Library {SPY LI Temn lnrakinn: I
ol et J &t bn-Firtinn (aMFTCY x| drestatus: [in-Process x| |sra0/2009 6:06:45 P
El —Circulation parameters —Callnumber ——————————— ~Reguest
Material type: | adult Hon-Fiction >||| Scheme: m IV Loanable outside system
Loan petiod: |3 werks x| || Prefiz: [ | | ¥ Holdable
4 Fine code: J &t ten-Firtinn x| || Class: I || Lmitte:
& Renewal limit: Iﬁ Cukker: I I Pickup ak this branch
Stat code: |(N0ne) | Suftiee: I— r E?atrn?:;izmm this brary and
Marme ot piece: | wal: I— [~ Patrons trom this branch only
opy! I— [ Preterred borrowers
Issue:
The record was saved successfully, |sm Adulk NonFic [ ,_ W ,_

Most information should be filled out for you based on the input previous window.
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Owner/Assigned/Home branches: The item record Owner/Assigned/Home branches should be the same
unless a jurisdiction has floating collections, in which case the Assigned branches will be different
(Cataloging Committee minutes, June 6, 2012).

If an item is nonfiction you will have to choose the stat code that corresponds to the item call number.
Double check that all other information is correct and click Save. Once an item is saved an item control
number will be show up in the upper right corner under the Bib control number.

If there are any questions on a field or button for this screen you may click the yellow question mark
button to see a Polaris Help window that contains a complete description of each button and field.

To insert funding information click on the . to access the following window. You may enter the
funding source, Donor name and or corporate name. All of this information is searchable under item
records.

MNew Item Record 13 - Source and Acquisition - Polaris [_ [ x]
File Edit VYiew Links Tools Help

NIRRT EEC S TREE

.b Barcode: || Record status: I [T flitern [ Mon-circulaking W Display in PAC
B Title: ITaken by starm. Find | Bib control: |49|:||:|45
1] Author: IHl:nagJ Tami, Parent: I Item control: I
& Call mo.: IFictinn Price: |$U,UU Issue control: I
r Identification

E Owner: IBIanchard Carnrnunity Library (br) ﬂ Shelf location: I(Nnne) j
QL Assigned: IBIanchard Cornmunity Library (5P ﬂ Temp location: I
gt
by Collection: I(None) ﬂ Circ status: IIn-Process j I
& r Acguisition/Donor

PO I Price: |$EI.IZIIZ| PO release date: I

Inv: I First available date: I

@]

Funding source: I

Donor First name: I riddle: I Lask name: I

Corporate name: I

— Impart
Date: I Bib record: I Source: I

r— Skatistics

¥TD circulation: I Previous YTD circulation: I Lifekime circulation: I Inwentory date:
W10 In-house use; I Previous ¥TD In-house use: I Lifetime In-house use: I I

For Help, press F1 | | [ [muom

To access item specific notes click on the . button. This will give you the following window.
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MNew Item Record 13 - Notes and Motices - Polaris [_ [ x]

" File Edit ‘iew Links Tools Help
1 —y A =I T =
O=Ee x| D)8 2 = KA = 2
.b Barcode: || Record status: I [T flitern [ Mon-circulaking W Display in PAC
B Title: ITaken by starm. Find | Bib control: |49|:||:|45
1] Author: IHl:nagJ Tami, Parent: I Item control: I
& Call mo.: IFictinn Price: |$U,UU Issue control: I
r~ Identification
E Owner: IBIanchard Carnrnunity Library (br) ﬂ Shelf location: I(Nnne) j
QL Assigned: IBIanchard Cornmunity Library (5P ﬂ Temp location: I
)
by Collection: I(None) ﬂ Circ status: IIn-Process j I
P | TMotice Dates —Mates
Reminder: I Public note: =]
1st overdue: I LI
Ed| 2nd overdue: I Mon-public noke: ;I
El 3rd overdue: I LI
Gl I Phyysical condition: ;I
—_—
Hald: | =l
rBlocks
Library assigned: I(NDHB) j
Free kext: I
System: I
For Help, press F1 l_ ML
NOTES:
Public note: Any information typed here will show up on the OPAC.
Non-public note: This is item information for library staff only. You may enter contents or other
in-house information here.
Physical condition: This can be used to record noted stains and occurrence of mending issues.
BLOCKS:
Library assigned: Do not use at this time as blocks interfere with self-checkout machines.
Free text: You may enter contents information here if you want it to display in a pop-up

window at check in or check out.

The ATS Operations Committee approved the use of Free text Block notes in Polaris at their July 7, 2010
meeting. Staff and patrons can still check out the item, including those who use the various self-check
machines.
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Example of item with Free text note:

Item Record 1491686 - Notes and Motices - Polaris [_ [T =]

File Edit Yiew Links Tools Help
O|=(e|s - x[= =% = e

DY B Fr &

..G Barcode: I 32113007634747 Record status: I Final [T litern I Mon-circulating M Display in PAC
LO'- Title: IUnited States of Tara, The first season Find | Bib control: |5285?1
(&5 Author: I Parent: I Itermn control: I 1491686
& Call no.: | TELEYISICM SHOWS Price: I $40,00 Issue contral: I
r~ Identification
E Owner: ISanta Maria Library {br) j Shelf location: ID\I'D j
L Assigned: ISanta Maria Library (MM) ~| Templocation: |
e
Wl | Collection:  [Popular Library (POPCOLL) x| crestatus:  [onHoldsheF x| [9lzfenin 1zi12:08 P
P [ Motice Dates ~Mates
Rerminder: I Public note: =]
-
1st overdue: I —I
DD 7347 =
E]] 2nd overdue: I Nor-public note: _I
3 | 3rd overdue: I LI
Bill: I
! Physical condition: ;I
Hold: | 9/3/2010 9:52 &AM =l
r Blocks
Library assigned: I(NUHB) j
Free kexk:
Syskem: I
For Help, press F1 MM
Example of pop up window:
Item Blocks |

Item is blocked

I Inited States of Tara. The first season

Item block |
Z [rvd st

Do wou wank bo continue with this operation?

Mo Item Record

System: System generated only.
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The button will show you the item’s history as shown below.

Item Record 1184253 - Circulation History - Polaris

File Edit Wiew Links Tools Help

DE e [ <% DY 2 mFHr| &

REE

Barcode: | 2113006299559

Record status: IFinaI = ILL item

[ Mon-circulating W Display in PAC

B Title: I Taken by starm Find | Bib control: I 432425

(4] Author: I Hoag, Tami, Parent: I Item control: I 1184253

& Call no, : | FICLT Price: I $20.00 Issue contral: I

r Identification

E Owner: ISanta Maria Library (hr) j Shelf location: ILarge Prink ﬂ

QL Azszigned: ISanta Maria Library (MM} j Temp location: I

]

el | Collection:  [Fapular Library (POPCOLL) | crestaws:  Jon sher | | sizziz009 10:36:52 A

&
Home branch: ISanta Maria Library (MM) j " Do not floak

— Hiskary
Dake | Assigned Branch | Status | Ackion | Location | User"WKS | -
Q2212009 10:36:52 ... Santa Maria Library — Qut ->In Tterm was checked in Santa... Self Ch...
/42009 105725 AM  Santa Maria Library  In-> Qut Item was checked out Sankta ...  mmeirc,.,
81312009 11:47:42 ... Santa Maria Library — Qut->In Tterm was checked in Santa... Self Ch...
/24/2009 11:21:48 ... 3Santa Maria Library  In-> Qut Item was checked out Sankta ... mmcrc,,
8/20/2009 2:45:12 PM  Santa Maria Library — Qut -> In Tterm was checked in Santa... Self Ch...
3/10/2009 2:41:44 P Santa Maria Library  In-> Qut Item was checked out Sankta ...  mmeirc,.,
712312009 12:25:10 ... Santa Maria Library  In-Transit -= In Automatic skakus cha...  Sanka ... mmciec,,
FI21/2009 12:34:43 ... 39anta Maria Library  Out - In-Transit To Santa Maria Librar...  Oreott ... mocircZ, .
FHEMPAND 43 10 DM Samkz Mariz | ikeaes Tro= Tk Trarn ze ~haclad -k Sambka <alF mh LI
Faor Help, press F1 [ [ UM
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