Settings Configuration

Hello! As an administrator, you need to use Polaris System Administration to change the settings for your System, Library, or Branch. 

In this session, you’ll learn about how the hierarchy structure in Polaris affects Settings and how to modify different types of settings.  

To start, think about what setting you want to change, and at what level you want to make the change: System, Library, or Branch. For our first example, say you want to change the hours of operation for a Branch. 

Click Settings and Tables. By default, this lists all the Settings that can be configured in polarisSA at the System level. You need to change the hours for a branch, so you’ll click Branch. 

This lists all the Branches in your Polaris system. Locate and click the name of the branch you want to configure. This opens a list of all the settings that can be configured for your selected branch. The icon next to the Value notes where the value is being inherited from. For example, the globe indicates that the setting is configured at the System level, the Polaris icon means it’s configured by default, and the building icon means that the setting was configured at the Branch level.

Let’s find the Hours of operation setting. You can use the Module drop-down and select Patron Services to narrow your results, or use the Search box and start typing the name of the setting.

Here is the setting: Hours of operation. In the Value column, click Configure… to open the Hours of operation window. At the top of the pop-up window, you can see that this branch did not inherit its hours from a higher level, as noted by the branch icon and the branch name. Make your changes, then click Save and Close.

In this example, the Hours of operation have been changed at the branch level, meaning that these changes will only affect this branch. 

If the Hours of operation setting were changed on the Library level, it would affect all the branches of that library, but not the branches of the other libraries. 

Remember, settings can be applied at multiple levels, and higher level settings will apply to everything beneath it, unless overridden at a lower level. When the settings are consistent, it is convenient to set the value at the highest level to avoid a lot of repetition. However, for more granular control, you can set values differently at a lower level.

For even more granular control, settings can also be applied to a specific staff member or workstation. 

To see the Settings for a staff member or workstation, open the hamburger menu, and for this example, select Staff Members. Staff Member settings apply to that user login. Workstation level settings apply to the machine the user is working on, which may be shared by a few different users. 

Locate the staff member you want to configure, and click the Action menu and select Edit. Below their information, click the Settings tab.

These settings look just like the System, Library, and Branch settings you just configured. As you can see, the Value varies based on the type of setting it is configuring. Sometimes it is a Yes or No toggle, a drop-down menu, a value field, or a Configure link to open a window for more detailed options.

Let’s look at two more examples, one complex setting and one simple setting. 

For the complex example, you’ll configure the blocking settings for patron circulation. Start by opening the hamburger menu, and select Settings and Tables. 

Stay on the System level and select the Patron Services Module. Locate Patron initiated circulation: Patron blocks. When you click Configure…, a window with more detailed settings opens. 

Here you can modify the settings that determine when to prevent patrons from performing circulation transactions such as holds or renewals in the public catalog. For example, click the checkbox for Money owed and then change the amount to $10. This will block a patron from performing circulation transactions if they owe more than $10.

When you’re done making changes, click Save and Close.

For the simple setting, let’s change how long Polaris retains the item history displayed within the item record. Still on the System level, change the selected module to Cataloging. Then locate the setting: Item record history time threshold. 

In this case, let's set it to 700 and 30 days, so that the item record history is stored for 2 years instead of 1. Then click Save at the top of the page.

Note that some settings can only be changed on the System, Library, or Branch level, and so they will not appear in the other levels. 

You now know how to modify settings on the desired level in Polaris System Administrator and can explore the available settings for yourself or learn more in the Online Help.

Thanks for watching!

