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YOUR JOURNEY TO SIMPLER COLLECTION MANAGEMENT

Connect your ILS to Edelweiss+Analytics
Edelweiss+ will need to integrate with your ILS. On the following pages
are step-by-step instructions for a one-time setup that will keep
Edelweiss+ connected to your ILS to ensure you're always looking at the
most current information about your collection.

$

2

Verify that we understand your codes

ILSs use codes to identify everything from branches, to item statuses, to

transaction types. After your ILS is connected with Edelweiss+Analytics,

we'll verify with you that we are interpreting your codes correctly and
I .

make any adjustments necessary.
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Reviewing and fine-tuning

Because of the unique complexity of each library, we may need to work
with you to make some adjustments in the first few weeks. Don't worry!
Our experts are on standby and ready to assist.

EDELWEISS + ANALYTICS




DATA CLEAN-UP

Before you begin loading your complete item and circulation data into your shiny new
(and blank) Edelweiss+Analytics system, we suggest spending a little time cleaning up
your data. Below are a few specific suggestions:

» If you haven't done an inventory lately, now would be a great time to do so.
Eliminating titles from your catalog that you don’t have any more, as well as finding
titles that are on the shelf but not in the catalog, will make your analytics more
accurate and efficient.

* Clean up your authority control, which is an area that can get muddled over time.
Errors in your data will only translate to errors in analyzing it. If you need help with
this, contact your ILS provider for instructions.

» Decide ahead of time which collections to upload into Edelweiss+Analytics. There
may be a few that would not benefit from analytics at this time, such as in-house
collections, e.g. iPads or e-readers.

Depending on the extent of clean-up you do beforehand, when you receive your first
State of the Collection report, you may realize that the ILS data isn't perfect and it's
impacting what you see. That's good news, because this represents very low hanging
fruit to tackle prior to the next quarterly report! Above the Treeline will provide
subscribing libraries with actionable reports to aid in simple data cleanup that can be
done. Let us know if you have any questions!

Support @ Above the Treeline

We look forward to working with you and your team!

We're here as you need us to walk through the onboarding process, discuss any unique
issues or concerns for your library, and answer any questions.

If you have questions at any time, we're never more than an email or phone call away!

You can reach us on the Edelweiss+ Help site, email support@abovethetreeline.com, or call
1-(734) 996-2730.




POLARIS ONBOARDING STEPS

The following are detailed steps for connecting your Polaris ILS to Edelweiss+Analytics.

We'll establish the connection by quickly creating five reports and scheduling them to run
and link to the Edelweiss+ servers automatically.

If you have any questions or trouble with the step-by-step instructions below, remember
you can contact us at support@abovethethreeline.com anytime for assistance.

Here we go! The five reports we'll be creating and scheduling are:
1. Item File

2. Circulation File

3. Holds File

4. Orders File

5. Bibliographic Records File


mailto:support@abovethethreeline.com

POLARIS ONBOARDING STEPS

Item File

Login to SimplyReports, and select an Item List Report:

SimplyReports

Patrons [ Patron Account [ Holds Bibs | Authorities [ Serials Invoices [ Orders | My Re
Item list reports Item count reports Item statistical reports Item history reports

Report output columns Columns selected for output Columns selected for sort
BibliographicRecordID -
Due Date

Is the item holdable ’
Item assigned branch abbreviation

Item assigned branch name 4 - || -
Item assigned collection abbreviation - -
Itern assigned collection name -

¢ Include header rows

Text file Delimiter type Comma & Quotes ¥
¥ Excel file
Export Express:
MARC file Holdings type | No holdings ¥ | Character encoding | MARC-8 v
MARC file - custom Profile | COLLECTIONHQ - DO NOT EDIT v
Other formats Format | Dublin core (XML) v

Submit Help

Select the following columns for output:

U Item record ID

Q Item barcode

O MARC bibliographic record ID

U MARC sort ISBN

O MARC sort UPC

Q Item assigned collection abbreviation
Q Item statistical code

U Item material type

Q Item assigned branch abbreviation

Q Item call number

Q Item shelf location

Q Item owning organization abbreviation
Q Item creation date

. Report output columns Columns selected for output
D |tem circ status TTENT IOrary assigned biock N = —
Item lifetime in house use count em circ status a
D |tem CheCkOUt date Item loan period code p |||Item checkout d:’:lte al|)
Q Item last check in date Item lost date Item last check in date
Item material type P !tem due date >
QO Item due date Item modification date :Iem ?f;dt'CIrC count t v
. Item modifier name em lifetime circ coun -
Q Item YTD circ count . Pl M

Q Item lifetime circ count



POLARIS ONBOARDING STEPS

Click “Submit” to run the report one time.

When the report loads, check “Save report parameters for later use” to save the report
parameters. Make sure to name your report “Iltem_Full”

| Download report output

¥ Save report parameters for later use

Report name |Item_FuII |

Report description |Data pull of all item records| | E save report parameters

[) Create item record set from report results

Preview limited to 1000 rows. There were 10000 results, to download the full report use the checkbox (above).

ItemRecordID ItemBarcode AssociatedBibRecordID SortISBN SortUPC CollectionAbbr ItemStatCodeDescr ItemBranchAbk
715111 38576200372352 1 9780930370404 Monfiction SCPL

1624874 1 9780930370404 Juv Fiction MAB

1624875 457898jgt 1 9780930370404 JPL

1625467 30832000190702 1 9780930370404 DVD E2

319482 32398001846294 35 Juv Juvenile Nonfiction CPCC-HARP2
201582 32398003984606 37 BEST Monfiction 51O

Click “"Save report parameters” to save a copy of this report in SimplyReports:

Your report: ‘Ttem_Full’ has been saved.

[ Download report output

¥ Save report parameters for later use

Report name |Item_FuII |

Report description |Data pull of all item records | E save report parameters

[] Create item record set from report results



POLARIS ONBOARDING STEPS

Go back into SimplyReports, and locate your saved report under My Reports > Saved
Reports > Item list reports:

@pehrls S|mpIyRepor‘ts

Patrons | Patron Account [ Holds | Items [ Bibs | Authorities | Serials | Funds [ Invoices | Orders | My Reports
My reports File maintenance Scheduled jobs

Saved reports

Select one or more report types
TTErTT COUNT reparts

Item list reports

Item MARC Export

I:el:n SlalIST.ICE\I reporrl.s ‘ ~

Select Report name Report description Creation date Last run date Creator Report type  Actions

@ Ttem_Full Data pull of all item records 02/04/2016  02/04/2016 Quell  Item list reports

Schedule reports || Run reports H Publish report H Advanced publish |

*These limits apply only when a user clicks the 'Run reports’ button. These limitations do not apply to scheduled reports.

Select the “Item_Full” report, and click “Publish Report.” Select the “Branch to publish to” and
click "Publish” to send the report file to Reporting Services:

Basic Publishing

Report name Item_Full

Report description  |Data pull of all item records
Report orientation @ |andscape ' Portrait
Branch to publish to |Bedford Falls Public Library - SO v

Publish to ® personal folder Branch folder



POLARIS ONBOARDING STEPS

Navigate to Reporting Services on your server. Locate your “Iltem_Full” report under Custom >
[Branch Name] > [Polaris User Name]. Hover over the report until the black arrow appears.
Click the black arrow to expand the report options and select “Subscribe”

SQL Server Reporting Services

- Quell
[ Mew Foiger | .Q, Mew Data Source | E‘ Report Builder | [ FolderSettings | 4p Upload File
% Item_Full -
Move
%  Delete

Subscribe...
@, Create Linked Report.
View Report History
& Security
Manage

Download..

&
ﬁ Editin Report Builder

Update the delivery option for the report output (Windows File Share for FTP transmission).
Set the file name to “lItem_Full@Timestamp” so the final file name will read
“ltem_Full_YYYY_MM_DD_HHMNSS." Update the path with the file location you would like the
report files sent to (\\[ServerName]\c$\treeline\temp). Set the render format to “CSV (comma
delimited).”

E% SQL Server Reporting Services
¥ Subscription: ltem_Full

Report Delivery Options
Spaciy options for repart dalivary.

Delivered by: Windows File Share ¥

File Name: [tam_Full@Timestamp |

¥ 144 a file =xtension when the file is created
Path: | |

Render Format:

| €5V (comma delimited) ¥ |

Cradentials used .
10 scosss the fie U= MM leamantha. quell
share:

Password: I ........

Ovanwrte options:
) Gverwrite an existing file with & newerversion

) Do not overwite the file if & previous version sxists
®) Increment file names as newer versions are added
Subscription Processing Options
Specify aptions for subscription processing.

Run the subseriation

® \\hen the scheduled report run is jata | Select Schedule
A1 8:00 AM every Mon of every week, starting 2/10/2018
On & shared Select @ shared schedule ¥

oK | [ cancel




POLARIS ONBOARDING STEPS

Use the "Select Schedule” button to modify the report run time and frequency. Fill out the
schedule so your full item extract is run weekly (we recommend setting the start time to

02:00 AM).

Use this schedule to determine how often this report is delivered.

Schedule details

Choose whether to run the report on an hourly, daily, weekly, monthly, or one time basis.

All timmes are expressed in (GMT -05:00) Eastern Standard Time.

2 Hour Daily Schedule
® pay ® .
= On the following days:
o Week O sun ® pon U rue Dowed D he O e O sat
"~ Month -
- " Every weekday
"~ Once

@ Repeat after this number of days: I:l

Start and end dates
Specify the date to start and optionally end this schedule.

Begin running this schedule on: |2.|'1D.|’2016 |

[ &

I:' Stop this schedule on: | |

| oK | | cancel |

When the report is run, the csv file will appear under the path you specified.



POLARIS ONBOARDING STEPS

Circulation File
Login to SimplyReports and select an Item List Report.

Select the following columns for output:

Q Itemrecord ID
Q Item barcode
O MARC bibliographic record ID
O Item checkout date or, ideally, the more comprehensive last checkout/renewal date
Q Item check out branch abbreviation
Q Item due date
Q Item last check in date
Report output columns Columns selected for output
Item copy number - Item record ID -
Item creation date |:| p |||Item barcode - | p
Item creator name MARC bibliographic record 1D
Item cutter number 4 Item checkout date )
Item donor corporate name ltem check out branch abbreviation v
Item donor email Item due date b
Item donar first name h

When all the output columns have been selected, scroll down to the item relative date filters
(between two dates). Expand the filter options and select the “Last check out renewal date
between..."

Set the time period to match the frequency the update will run. For example, if you will send
weekly updates, enter 7 days. Monthly updates, enter 1 month.

— Item relative date filters (between two dates)

| PO release date between | |[Days v |ago and the report run date

| Creation date between || Days v |ago and the report run date

~| Due date between || Days v | ago and the report run date

| First available date between || Days | ago and the report run date

| Item record history transaction date between * [Days v |ago and the report run date

| In-transit received date between |[Days v |ago and the report run date

") In-transit sent date between [Days v |ago and the report run date

I Last check in date between || Days ¥ | ago and the report run date

|
|
|
|
| Imported date between | || Days ¥ | ago and the report run date
|
|
|
|

&

Last check out or renewal date between 1 || Months ¥ | ago and the report run date
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POLARIS ONBOARDING STEPS

Click “Submit” to run the report one time.

When the report loads, check “Save report parameters for later use” to save the report
parameters. Make sure to name your report according to the frequency it will be run. For
example: "Circ_Weekly” or “"Circ_Monthly”

Click "Save report parameters” to save a copy of this report in SimplyReports.

Go back into SimplyReports and locate your saved report under My Reports > Saved
Reports > Item list reports.

Select the appropriate “Circ_" report and click “Publish” to send the report file to Reporting
Services.

Navigate to Reporting Services on your server. Locate your “Circ_[]" report under Custom >
[Branch Name] > [Polaris User Name]. Hover over the report until the black arrow appears.
Click the black arrow to expand the report options and select “Subscribe.”

Update the delivery option for the report output (Windows File Share for FTP transmission,
Email for Email transmission). Set the file name to “Circ_[J@Timestamp” so the final file
name will read “Circ_[]_YYYY_MM_DD_HHMNSS.” Update the path with the file location you
would like the report files sent to (\\[ServerName]\c$\treeline\temp). And set the render
format to “"CSV (comma delimited).”

Use the “Select Schedule” button to modify the report run time and frequency. Fill out the
schedule so your circulation extract is run daily (we recommend setting the start time to
02:00 AM).

When the report is run, the csv file will appear under the path you specified.
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POLARIS ONBOARDING STEPS

Holds File

Login to SimplyReports and select a Holds Count Report. Select the following columns for
output:

* MARC bibliographic record ID
* Hold pickup branch abbreviation

Report output columns Columns selected for output

Hold pac display note * MARC bibliographic record ID -

Hold patron note p || Hold pickup branch abbreviation a

Hold pickup branch name

Hold staff display note

Hold status 4 hd

Hold till date -

Hold trackina info M
Scroll down to the “Hold general filters” and select “"Hold ¥ Hold status gC”"e” B
Status.” Set the status to “Held" so the report will only Ej;if:d&
contain titles currently being held for a patron. Held -

Click “Submit” to run the report one time.

When the report loads, check “Save report parameters for later use” to save the report
parameters. Make sure to name your report “Holds".

Click “Save report parameters” to save a copy of this report in SimplyReports.

Go back into SimplyReports and locate your saved report under My Reports > Saved
Reports > Hold count reports. Select the appropriate “Holds” report and click “Publish” to
send the report file to Reporting Services.

Navigate to Reporting Services on your server. Locate your “"Holds" report under Custom >
[Branch Name] > [Polaris User Name]. Hover over the report until the black arrow appears.
Click the black arrow to expand the report options and select “Subscribe.”

Update the delivery option for the report output (Windows File Share for FTP transmission,
Email for Email transmission). Set the file name to "Holds@Timestamp” so the final file
name will read “"Holds_YYYY_MM_DD_HHMNSS.” Update the path with the file location you
would like the report files sent to (\\[ServerName]\c$\treeline\temp). And set the render
format to “"CSV (comma delimited).”

Use the "Select Schedule” button to modify the report run time and frequency. Fill out the
schedule so your holds extract is run daily (we recommend setting the start time to 02:00
AM).
When the report is run, the csv file will appear under the path you specified.
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POLARIS ONBOARDING STEPS

Orders File
Login to SimplyReports and select a Purchase Order List Report.

Select the following columns for output:

* MARC bibliographic record ID

* Purchase order line gty ordered

* Item assigned branch abbreviation
Select the fiscal year you would like to report on.

Report cutput columns Columns selected for cutput
ltem assigned branch name - MARC bibliographic record ID R
ltem assigned collection abbreviation D » || Purchase order line gty ordered alp

ltem assigned collection name
Item barcode

Item call number 1 — kel
Item call number prefix

Item call number suffix ~

Item assigned branch abbreviation

[« Include header rows

[ ] Text file Delimiter type | Comma & Quotes ¥ |

|# Excel file
Fiscal year status (select one): ® gpen ' ' Closed ' Encumbrances closed
Fiscal Year: ' Sams FY (BFPL) v

Scroll down to the “Purchase order line item filters” and select “Line item status.” Set the
status to “On Order” to restrict the results to only on order titles.

|# Line item status Exceptional Condition
Mever Published

Mot Yet Published
On Order
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POLARIS ONBOARDING STEPS

Click “Submit” to run the report one time.

When the report loads, check “Save report parameters for later use” to save the report
parameters. Make sure to name your report “Orders”.

Click “Save report parameters” to save a copy of this report in SimplyReports.

Go back into SimplyReports and locate your saved report under My Reports > Saved
Reports > Purchase order list reports.

Select the appropriate “Orders” report and click “Publish” to send the report file to
Reporting Services.

Navigate to Reporting Services on your server. Locate your “Orders” report under Custom >
[Branch Name] > [Polaris User Name]. Hover over the report until the black arrow appears.
Click the black arrow to expand the report options and select “Subscribe.”

Update the delivery option for the report output (Windows File Share for FTP transmission,
Email for Email transmission). Set the file name to "Orders@Timestamp” so the final file
name will read “Orders_YYYY_MM_DD_HHMNSS." Update the path with the file location you
would like the report files sent to (\\[ServerName]\c$\treeline\temp). And set the render format
to "CSV (comma delimited).”

Use the “Select Schedule” button to modify the report run time and frequency. Fill out the
schedule so your orders extract is run daily (we recommend setting the start time to 02:00
AM).

When the report is run, the csv file will appear under the path you specified.
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POLARIS ONBOARDING STEPS

Bibliographic Record File

Login to SimplyReports and select a Bib List Report. Select the following columns for

output:
* MARC bibliographic record id
° MARC Sort |SBN P\I\;.-,:c;r(t:o:lctg:urj_columns. Columns selected for output
« MARC sort UPC MARC literary form 5 Migg Eﬂ":gr;ﬁhm record 1D =
. MARC OCLlC n‘umber MARC sort UPC
* MARC type of material MARC publiction dte two o [94R8 woe o mate
1 - title -
* MARC title MARC Blton yon” .| [1MaRC aurer -

* MARC author
* MARC publication date one
* MARC sort publisher number

Click "Submit” to run the report one time.

When the report loads, check “Save report parameters for later use” to save the report
parameters. Make sure to name your report “Biblio_Full”.

Click “Save report parameters” to save a copy of this report in SimplyReports.

Go back into SimplyReports and locate your saved report under My Reports > Saved
Reports > Bib list reports.

Select the “Biblio_Full” report and click “Publish” to send the report file to Reporting
Services.

Navigate to Reporting Services on your server. Locate your “Biblio_Full” report under
Custom > [Branch Name] > [Polaris User Name]. Hover over the report until the black arrow
appears. Click the black arrow to expand the report options and select “Subscribe.”

Update the delivery option for the report output (Windows File Share for FTP transmission,
Email for Email transmission). Set the file name to “Biblio_Full@Timestamp” so the final file
name will read “Biblio_Full_YYYY_MM_DD_HHMNSS." Update the path with the file location
you would like the report files sent to (\\[ServerName]\c$\treeline\temp). And set the render
format to “CSV (comma delimited).”

Use the “Select Schedule” button to modify the report run time and frequency. Fill out the
schedule so your bibliographic data extract is run weekly (we recommend setting the start
time to 02:00 AM).

When the report is run, the csv file will appear under the path you specified.
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