Navigation & Structure

Hello and welcome to this training series on how to use Polaris System Administration, which is used to configure various parts of Polaris.  

This first session will show you how to log in, navigate PolarisSA, and explain how your Polaris system is organized. 

Polaris System Administration is accessed via a web browser. On the login screen enter your credentials for PolarisSA. Your implementation team will provide you with the URL, as well as your Username and Password. Click Sign In

This is Polaris System Administration. At the top, there is a hamburger menu for easy navigation. On the other side is a link to the Polaris Admin documentation and a link to see your PolarisSA version information. Click your username to open the menu to Log out. 

On the Home page, there are links to each of the sections that you can configure. Each of these will be further explained in subsequent corresponding sessions in this training kit.

Your Polaris system is organized into a hierarchy with 3 basic levels: System, Library, and Branch. To see each of these click Organizations.

Here you can see all the organizations in your Polaris system and their level in the hierarchy is listed in the Type column. At the top is the System level. There is only one System level record in your Polaris environment, which represents one institution, or perhaps a group of libraries that share one Polaris system.  

Your System contains one or more Libraries. Each Library contains one or more Branches. Each Branch usually represents a separate physical location or repository. 

There is a record in Polaris for each branch and each library. To see information about a system, library, or branch, click the Actions menu and select Edit. 

When changing settings, it matters which level you are working with. To see the settings at each level, in the hamburger menu, select Settings and Tables.

Settings applied on the Branch level will only apply to that branch. Settings applied at the Library level will be applied to all of that library’s branches. Changes to the System level record trickle down to affect all the libraries and branches, unless they are defined otherwise.

For more information about this structure, please watch the Settings Configuration session.

You now know how to log in, navigate Polaris System Administration, and how Polaris is structured. 

Thanks for watching!


