Staff Members and Workstations

Hello, in order for staff to log in and use Polaris and workstations to authenticate within your network, they must be added in Polaris System Administration. In this session, you will learn about Polaris staff Members and workstations and how to create them.
In PolarisSA, two types of records allow staff and computers to access and use Polaris. First are Staff Member records, which store profile and permission settings for each staff member. These records allow staff to perform the tasks they need based on the permissions that have been assigned to them. Next are Workstation records, which store information such as permissions, printing defaults, and barcode recognition defaults for the staff and public computers that are directly networked to Polaris. 
Let’s start by creating a new staff member. From the PolarisSA Home page, click Staff Members. 
Please note that when creating Staff Members in Polaris, they must be added in Active Directory first.
This opens the list of all Staff Members in your Polaris system. Click ‘+ New Staff Member’ to open the form to create your new staff member. The bolded fields are required. The Name must match the username of the staff member in Active Directory. If you don’t know this information, please contact your institution’s IT Administrator. 
Next, select the Organization that this staff member will be associated with. This does not need to be the only location they will be at, just the primary location. Then select their Affiliated Branch, if applicable. Next, you’ll add them to the necessary permission groups. For more information about permissions in Polaris, please see the Permissions and Permission Groups session. When you’re done, click Save, and then Close to close the staff member’s account. The staff member has now been created. Workstations are added very similarly to Staff Members. Open the hamburger menu and select Workstations.
The Workstations page lists all the computers in your Polaris network. To add a new computer, click ‘+ New Workstation’. This opens the form to create a new workstation on your network. Workstations are automatically enabled. You can uncheck this if you want to disable a workstation. It is recommended that you disable workstations instead of deleting them. The bolded fields are required. The Network Name is the computer name, and the Display Name can be whatever name you would like to be displayed in the Workstation list. Select the Organization. 
If the workstation you are adding is a laptop that may go to other locations, it is recommended that you select the branch that it will most frequently be at. Workstations are automatically part of the Administrator Permission Group. However, anyone who logs into it will be limited by their assigned Staff Member permissions.
Please note that a workstation can only be displayed at one location in Polaris. When you’re done, click Save. You now know what Staff Members and Workstations are in Polaris and how to create them. Thanks for watching!
