Configure Outreach Tables

Hello, Outreach Services, let your library provide physical materials to patrons who may not be able to come to the library.

In this session, you will learn how to enable Outreach Services for a patron in Polaris, and manage the Tables for Routes, Stops, and delivery options in Polaris System Administration.

Please note, in addition to this session, you will also need to watch the Configure Outreach Settings session, for information on which Settings and how to define them, to complete the Outreach Services setup.

To manage the Outreach Services Tables, you will need the following permissions:
· Access Administration: Allow
· Access Tables: Allow
· Modify outreach services tables: Allow

From the Outreach Services Manager, you can see the routes, modes, and stops that were configured in System Administration.   

Outreach Services can automate title delivery for each patron by building selection lists based on their patron profiles, reading preferences, and delivery mode or date, etc. 

You can update patron Outreach Service preferences by clicking their name. This opens the Reader Services page, where you can edit their Delivery Options and edit their reading preferences. 
Selection Lists for individual patrons can be made directly within a patron record by clicking Selection List. Click Save if you made any changes; otherwise, click Close.

Next, you need to add a patron to a route. Search for and locate their record in Polaris. In the Reader Services tab, check the box to enable Outreach Services from their patron record and fill out their information, including Mode, Route, and Stop. You can also add the frequency of item delivery. 

If you made any changes, click Save, then click Close to close the patron record.

Now let’s look at how to configure what is displayed in Polaris in Polaris System Administration. In PolarisSA click Settings and Tables. For this example, you’ll be configuring Outreach Services at the system level, meaning that it will apply to all libraries and branches within your Polaris system.

Then click the Tables tab. Scroll down to the Outreach tables or use the Search box.

These tables allow you to configure the Modes, Routes, and Stops, which determine where and how materials will be delivered to outreach patrons. 

The first table is Delivery Mode, which is how materials will get to their destinations, such as by Mail, Staff, Bookmobile, etc. The table shows all delivery modes available for the system, libraries, and branches. Click Save if you made any changes. Click Tables in the breadcrumb path to return to the list of tables.

Next is the Delivery Route table, which is where the route is defined. To see the stops on a route, check the box next to its ID, then click the More Options kebab menu and select Delivery Route Stops. Here you can edit and reorganize the route stops. Click Outreach: Delivery Routes in the breadcrumb path to return to the list of routes. With the route still selected, click the pencil button if you need to edit the Route Name and/or Description. Click OK to apply your changes.

Now you need to add a route for your bookmobile. Click the + insert button. An Insert route window will open. In the Organization Name menu, you can select where the route will originate from; you’ll select Red Rock Public Library for this example. Next, give your route a Name and Description. When you’re done, click OK. Your route has now been added, but you need to add some stops. 

First, click Save to save your route, then check the box next to its ID. In the More Options kebab, select Delivery Route Stops. Check the box next to its ID, then the More Options kebab, and select Delivery Route Stops. 

You can edit an existing stop by checking the box next to the stop ID, then clicking the pencil button. Modify the stop Name and Description as needed. Then click OK. 

To add a new stop click the + Insert button. Give the stop a Name and Description if you’d like. Then click OK. Click the Insert icon again to add any additional Stops.

Once you’ve entered all your stops for the route, you can use the arrows above the list to rearrange the stops' order. Check the Stop you want to move and click the arrows to move it up or down in the list. Click Save to apply your changes, then click the Tables breadcrumb to return to the list of Outreach tables.

The next two tables are for tracking Disability or Equipment. The Equipment table lists all of the equipment such as tape, CD, or DVD players that are available to be lent to Outreach patrons. The first column shows the ID, followed by the Organization that has the equipment, and a Description of the item. You can add items by clicking the Insert icon as you did before. Click Tables to return to the list of tables.

The Excluded Circ Statuses table determines whether items can be picked for Outreach selection lists based on their circulation status. You can edit a row by checking it and clicking the Edit icon. Click OK, and then Save, if you make any changes. Click the Tables breadcrumb to return to the list of Outreach tables.

Included Branches is primarily for larger library systems. You can set which branches you want to include items from when creating a selection list for your outreach patrons. As with the previous table, check a row and click the Edit button to make any changes. Toggle Included to No if you do not want the selected branch to be included for Outreach Services. Click OK, and then Save, if you make any changes. Then click the Tables breadcrumb to return to the list of Outreach tables.

Lastly, the Pick List Header table determines the selection list headers and how you want them to display. You can configure the order using the arrows at the top. Headers can be arranged to display differently at the system, library, and branch levels.

Back in Polaris, you can see your new route on the Outreach Services Manager page, and patrons can now be added to this route and assigned to stops.

You now know how to enable Outreach Services for patrons and manage the Tables for Routes, Stops, and Delivery options.

Please watch the Configure Outreach Settings session to learn how to finish configuring Outreach Services in Polaris.

Thanks for watching!

