
Policy  Data Testing Instructions 
 

Introduction 
 

Policy data testing - testing loan limits, loan periods, fine rates, etc. - will be the most 
involved portion of data testing. In addition to staff becoming more familiar with local policy, 
policy data testing will also help acquaint staff with Polaris functionality as they perform the 
exercises. These instructions are meant to guide staff through testing Polaris policies. 
However, proceed with testing in whatever manner works best for your library. Here are 
some options to consider: 
 

● Identifying items to test check out and hold limits 
○ Collect items from the shelves 
○ Use carts of items that are waiting to be re-shelved 
○ Use the Find Tool in Leap to identify items. Copy and paste the barcode when 

needed to perform an action. 
 

● Identifying patrons that use a certain patron code 
○ Use the Find Tool in Leap to identify patrons (see below for instructions) 
○ Create a test patron record. Change the patron code as needed to test the 

policies (see below for instructions) 
○ Staff use their own records and change their patron code as needed to test 

the policies (see below for instructions) 
 

● Identifying items by material type 
○ Use the Find Tool in Leap to identify items (see below for instructions) 
○ Create an On-the-Fly item when checking out to a patron, setting the policies 

you want to test. This OTF item can continue to be edited and checked out to 
patron records as needed for testing (see below for instructions) 

 
● Identifying items by loan period or fine rate 

○ Locate items from your collection that currently use comparable policies in 
Symphony. Check the “Controls” tab in the item record to verify Polaris 
policies. 

○ Create an On-the-Fly item when checking out to a patron, setting the policies 
you want to test. This OTF item can continue to be edited and checked out to 
patron records as needed for testing (see below for instructions) 

 
 
 
 
 

 



Exercises 
Part 1: Material Limits 
 

1. Open the Material Limits tab on your library’s customized policy spreadsheet.  
 

2. For each grouping, locate 1 patron from the grouping of patron codes. 

 
 

3. Locate enough items from the group of material type IDs to just exceed the number 
of max items. 

 
4. Check the items out to the patron. 

a. Is the patron restricted from checking the item out (if policy)? You may 
receive a message stating the item is non-circulating or the patron is 
restricted from borrowing the material type. 

b. Is the patron able to exceed the Max Items limit? 
 

5. Using the same grouping of patron code(s) and material type(s), place holds for the 
patron. Place enough holds to exceed the Max Request Items limit (if the limit is 0, try 
placing 1 hold). 

a. Is the patron capped at the appropriate amount of holds? 
 

 
 
Notes:  

● During testing, these limits are overridable. Once database permissions are assigned, 
staff will either have the ability to override and complete the transaction or will need 
a supervisor to enter an override.  

 
 

 



● For material types without limits, Polaris assigned the value of 999. You do not have 
to check out or place enough holds to meet that amount; however, check out or 
place holds on enough items to feel comfortable that the patron will not be 
restricted.  

 
 
Part 2: Loan Intervals 
 

1. Open the Loan Intervals tab on your library’s customized policy spreadsheet. 
 

2. For each grouping, select 1 patron and 1 item with the applicable loan period code 
ID.  

 
 

3. Check the item out.  
a. Does the item check out for the appropriate number of days or hours? 

 
 
Part 3: Fine Rates 
 

1. Open the Fine Rates tab on your library’s customized policy spreadsheet.  
 

2. For each grouping, select 1 patron and 1 item that have the appropriate codes.  

 



 
 

3. Check the item out to the patron. You do not have to complete the transaction. If you 
do, it will close the patron’s record and you will need to look their record up again.  

 
4. Click on the “Out/Overdue” tab. Select “Estimate Fines.” (If this option is greyed out, 

click “Refresh” and then “Estimate Fines.”) 
 

5. Use the Estimate Fines calendar tool to select dates in the future past the item’s due 
date.  

a. Select the day after the item is due. Is the correct daily/hourly fee applied? 
b. If your library includes grace periods, select a date past the number of grace 

period units. Is the grace period applied?  
c. If so, are the correct number of days being applied? 
d. Select a date far into the future (tip: change the year to 2018 instead of 

selecting a month and date). Is the fine capped at the correct Maximum Fine 
amount? 

 
 
 
 
Leap  Instructions 
 
Using the Find Tool to locate patrons by Patron Code: 
 

1. Open the Find Tool in Leap. 
2. Change the record type to “Patron” if not already set. 
3. Select “Basic Search” if not already set. 
4. Select “Patron Code” from the list of fields to search. 
5. A drop-down menu will now appear in the search box. Select the appropriate patron 

code.  
6. Click the magnifying glass icon to perform the search. 

 

 



 
 
 
 
 
 
Creating a test patron record: 
 

1. Select “New Patron” in Leap. 
2. Fill out the profile. Required fields are marked with an *. 

a. TIP: The barcode does not have to match your library’s current barcode 
convention. You can use any combination of letters and numbers to create a 
test barcode. One suggestion is to use something that will easily be 
remembered and identified in case you want to return to this record at a later 
date - for example: your library code, initials, and a number (ex/ CCSMFL1) 

3. Select the patron code you want to test. 
4. Save the record 

 
Editing a patron record: 
 

1. Open the patron’s record in Leap. 
2. Select “Registration.” 
3. Select the Patron Code to be tested, located under the “Profile” section of the record. 

a. TIP: policy is dictated by the Patron Code. Other elements, such as patron 
statistical class, attributes, or preferences do not affect loan limits, loan 
periods, fines, etc. 

4. Save the record.  
 
Using the Find Tool to locate items by Material Type: 
 

1. Open the Find Tool in Leap. 
2. Change the record type to “Item Record” if not already set. 

a. TIP: if accessing the Find Tool from the Checkout tab in the patron’s record, it 
will only search item records. 

3. Select “Basic Search” if not already set. 
4. Select “Material Type” from the list of fields to search. 
5. A drop-down menu will now appear in the search box. Select the appropriate 

Material Type. 

 



6. Add filters as desired (for example, Assigned Branch) by selecting the filter icon next 
to the search bar. 

7. Click the magnifying glass icon to perform the search. 
 

 
 
Creating an On-the-Fly record: 
 

1. Open a patron’s record in Leap. 
2. In the Checkout tab, key in a made-up barcode. 

a. TIP:  The barcode does not have to match your library’s current barcode 
convention. You can use any combination of letters and numbers to create a 
test barcode. One suggestion is to use something that will easily be 
remembered and identified in case you want to return to this record at a later 
date - for example, your library code, initials, and a number (ex/ CCSMFL123 
or MFLTEST9) 

3. A message will pop up asking if you would like to create a record on-the-fly. Select 
“Continue.” 

4. Enter a title (this is the only required field in the record). 
5. Select the element to be tested from the Material Type, Loan Period, or Fine Code 

options. 
a. TIP: Material Types, Loan Periods, and Fine Codes dictate policy independent 

from each other. For example, when testing the fine code for “Bag,” only the 
Fine Code for bag needs to be selected in the item’s record; the Material Type 
and Loan Period selected will not affect the amount of fines charged. 

6. Click “Continue.” A pop-up will appear stating this item requires full cataloging. Click 
“OK.” 

7. The item is now checked out to the patron. 
 
Editing an item record: 
(Use these instructions to edit an existing item record or an On-the-Fly item record) 
 

1. Open the item record in Leap by scanning or keying in the item barcode in the quick 
search bar. 

2. Select the “Controls” tab. 
3. Use the drop-down menus to change the elements to be tested.  
4. Select “Save.” 
5. The item can now be checked out to a patron and the new policies will apply. 

 


