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Polaris Leap Overview

The Polaris Leap web application is used to perform the most common library functions, such as registering
new patrons, checking out materials, or placing items on hold. Leap is optimized for a desktop computer, but
it can be used on a tablet device that can access a modern Web browser, such as an iPad® or Surface™
tablet. Leap is not designed for mobile phones.

Currently Leap’s function is not to replace the Polaris ILS, but to complement it. Because Leap uses the
existing database and business objects, changes made in Leap appear in the Polaris ILS Staff Client and
vice versa.

Leap access is controlled using permissions in Polaris Administration. Once staff members have access to
Leap, the circulation functions they can perform in Leap depend on the permissions that control the
corresponding functions in the Polaris ILS Staff Client. See "Leap Access and Staff User Permissions
Checking in Leap" on page 6.

Your library can also control access to Leap from workstations within the library using a check box on the
Workstation workform in Polaris Administration.

With Leap running on a mobile device, librarians can interact with their patrons without the limits and barriers
inherent in a purely desktop system. Instead of patrons standing in line to check out or pay a fine, librarians
can get out from behind the desk and serve patrons wherever they are in the library or out in the community.
As a Polaris ILS customer, all you need is Leap and an internet connection to extend library services in
unique ways.

See also:

« "Requirements" on page 2

« "Browserand Ipad® Issues" on page 4

« "Leap Access and Staff User Permissions Checking in Leap" on page 6
« "Signing in to Polaris Leap" on page 9

o "Leap User Interface" on page 11
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Requirements

Polaris Leap runs on desktops, notebooks, and tablets with the requirements listed below. Leap is not
designed to operate on cell phones.

Operating Systems / Web Browsers

o The web browser must support HTML 5.

o Windows 7/8/8.1 (includes Surface tablets)

« Microsoft Internet Explorer 10/11

« Google Chrome v36+

« OS X (recommend Mavericks 10.9 / Mountain Lion 10.8)
o Safari 7+

« Google Chrome v36+

o i0OS v7+ (iPad 3rd gen+, not phones)

o Safari 6+

o Chrome v36+

Polaris ILS Version
Polaris Integrated Library System version 5.0 SP1.

Important:
Recently-implemented circulation functionality in Polaris may not be available for this version
of Leap.

Camera

The camera is available to take patron photographs for the following:

o Windows 7/8/8.1 (desktop and Surface Pro only)
« Google Chrome v36+
« OSX
o IOSvVT7+
o Safari 6+
Note:

When using Chrome, you must select the Allow button in the address bar to permit Leap to
use the camera.
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@4 https://young-w8.polarislibrary.com/ wants to use your camera. - Learn m

You can select the camera icon in the address bar to view additional options, such as selecting the camera.

This page is accessing your camera.

® Continue allowing young-w.polarislibrary,com to access your camera

Always block camera access

Camera: Microsoft LifeCam VX-3000 (045e:00f3) -

Manage media settings... Done

While in Chrome, go to chrome://settings/contentExceptions#media-stream to manage media settings.
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Browser and Ipad® Issues

You may encounter the following browser and iPad display issues when using Leap.

Patron Password Validation in Internet Explorer 11

When you access a patron record in Internet Explorer 11 (IE11) that has a patron password entered, the
second password field (password validation) is blank. When you attempt to save the record, an alert
displays: The patron record was not saved. The passwords do not match.

To prevent this from happening when using Leap in Internet Explorer 11, disable the Autocomplete feature for
Usernames and Passwords. This setting is under Tools, Internet Options, Content tab, AutoComplete
options, Settings. On the AutoComplete Settings dialog box, clear the User name and passwords on forms
check box so that this option is disabled.

AutoComplete Settings H

AutoComplete lists possible matches from entries you've
typed ar visited before.

Use AutoComplete for
Address bar
Browsing history
Favorites
[[Feeds
Use Windows Search for better results
Suggesting URLs /
[_|Forms
|_|User names and passwords on forms

| Ask me before saving passwords

Manage Passwords

Delete AutoComplete history. ..

G

For more information on this issue, which Microsoft has identified as a known bug in IE 11, see:

http://connect.microsoft.com/IE/feedback/details/811458/ie-11-second-password-input-not-showing-as-
being-populated-for-ssl-page-with-autocomplete-for-passwords-enabled

iPad® Display
Leap is designed to be displayed in landscape (horizontal) view on an iPad.

When you tap inside a field that requires text, the touch keyboard appears. If the keyboard covers part of the
Leap page, swipe up or down in the area above the keyboard to see more of the page while keeping the key-
board open.
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@ Password Barcode * Registered At *

@image | == -
Former Barcode Patron Code *
Last Name * Date of Registration
| } | 6/4/2015 ]
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Leap Access and Staff User Permissions Checking in Leap

The Access Leap: Allow permission must be granted to all staff members who will be using Leap. The
Access Leap remotely: Allow is used to control access to Leap outside of the library system's network.
These permissions are not granted by default.

If your library wants to limit who can access Leap remotely, two Leap web applications must be set up,
which can be on the same server or different servers. One will be used for staff accessing Leap through the
library's network with restrictions based on the library's internal IP address. The second Leap web applic-
ation will be set up to accept all connections, but access will be granted only if the staff member has the per-
mission Access Leap remotely: Allow.

Two URIs are required if your library wants to restrict remote access, for example:
https://mylib.org/leapwebapp
https://mylib.org/leapwebappexternal

Note:
If your library plans to restrict access to Leap depending on the staff member's location,
contact your Polaris support representative.

File Edit Help

mi\dministmtion Explorer - System é Security
n Administration Explarer - System

B--é System: GA-Quantum Seaurity
Parameters Control Record Individuals With Permission
Profiles
Permissions D’N Remove  Assign -
&) Securty
#%] Policy Tables & Acquisitions
-- Database Tables & Catsloging
) Notification Tables & Circulation
H-(j Server @ Public Access Catalog
t- ifs Library & serials
@) Branch System Administration
@ Collection & Find Toal
@ Workstation &' Polaris Fusion
- B8 Staff Member Leap
Q Patron = 3 Access Leap
E Allow
[= (21 Access Leap remotely
ﬁ Allow
Py,
< >
£ >

You can also control Leap access from workstations in the library network. See: "Enable Leap Access for a
Workstation" on page 8.

User permissions are checked according to settings in Polaris Administration. For example, if a user has the
permission to register patrons in the Polaris staff client, she will be able to register patrons in Leap. In
addition, the following Cataloging permissions are required to work with item and bibliographic records in
Leap:

-6-

Innovative Interfaces, Inc. 2015



Polaris Leap 1.0 SP1

« Toaccess an ltem Record in Leap, the following permissions are required: Access cataloging sub-
system: Allow and Item record: Access

« Toaccess aBibliographic Record in Leap, the following permissions are required: Access cata-
loging subsystem: Allow and Bibliographic Record: Access

In general, when users perform a task in Leap, permissions are checked in the same way as they are for the
equivalent task in the Polaris ILS. However, for the following tasks, permissions checking is different in
Leap:

« Modify patron accounts - Inthe Polaris ILS, if a staff member does not have permission to modify
patron accounts, no override is available. In Leap, authorized users can override the permission block
if a staff member does not have permission to modify patron accounts.

« Access the patron workform - In Leap, the patron workform contains both registration and status
information, so the user must have at least Patron status: Access or Patron Registration: Access per-
missions to access the patron workform.

« Find Tool patron search - When a staff member scans a patron’s barcode or searches for a patron
record, and the staff member does not have permission to access that patron’s record, a message
indicates that the barcode was found, but that the record cannot be opened because the staff member
does not have the required permissions. The patron record can be opened for checkouts only.

« Override permission blocks - When a staff member has insufficient permissions to do atask in
Leap, an Override box lists all the permissions the staff member lacks. A staff member with the Over-
ride permission can enter their credentials to override the permissions checking and allow the user to
continue with the task. The override will continue in effect for the user’s logged in session unless the
override is cleared.

Permission Override

You are not permitted to perform the following:
= Ovemide patron assigned blocks: Allow

Override Domain\Username:

Password:

Domain: iii.com

OVERRIDE CANCEL

o Clear Overrides - If you have overridden blocks, but you do not want to keep them in the cache for
the logged in session, select your user ID in the upper right corner of the Leap title bar, and select
Clear Overrides.

kristen link (LD-KTL)

leap Scan or search for patrons or items | Q

X NEW PATRON
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Enable Leap Access for a Workstation

You can enable Leap access from a library workstation by checking the Leap check box on the Workstation
workform in Polaris Administration. The check box appears on the Workstation workform when the parent
branch or system is licensed for Leap. If the check box is unchecked, users will not be able to log into Leap
from the in-network workstation.

Note:
If the user is outside of the library's network, the workstation does not appear in the

Workstation drop-down list box at logon.

& Workstation - 1097 - Peer - Polaris - O
File Edit View Tools Help

heHSE- E?

ey Network Name: Peer-Wa Browse... — Enabled
.g Display Name: Peer Leap
fU Parent Branch: Community Library W

Lo} X

w Domain: (Mone) W

a Parameters: Patron Services

= =

Parameter  Value

There are no parameters to display on this page..
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Signing in to Polaris Leap

When you sign in to Leap the first time, you enter your domain, user name, and password. Another dialog
box opens where you select your branch and workstation. After signing in the first time, you only need to
enter your domain, username and password; your branch and workstation are selected automatically.

Important:
Your username cannot contain spaces.

To signin to Polaris Leap:
1. Select the Leap icon or shortcut.

The sign in page opens.

olaris
@ I:\’eap

2. Enter your domain and user name in the Domain\Username box.
3. Enteryour password in the Password box.
4. Select SIGN IN.

Another page opens where you select your branch and workstation.

olaris
I|)eap

Community Library
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Select your branch in the Branch drop-down list box.
Select your workstation in the Workstation drop-down list box.
Select CONTINUE.

The Circulation page opens.

leap Q1

The cursoris in the quick search box.
Do one of the following:
o Select CHECK IN to go to the Check In page and scan item barcodes to check the
items in.
« Scan a patron barcode in the quick search box.
« Scan anitem barcode in the quick search box.

« Start entering search criteria to see automatic suggestions for patron and bibliographic
records

o Select Find to use the Find Tool.
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Leap User Interface

This section describes the general user interface elements that are available throughout the Leap
application.

Leap Header

The Leap header is displayed when you log into Leap.

Utiiles >  Help¥  Keyboard  laura.peer (COB)

The Leap header contains the following elements:

| Element | Desoripton

Select the slide-out button to access a menu. When you click-
/tap this button in the Leap header, the Workforms menu
opens.

[

Enter search criteria to find patrons or titles (bibliographic
Q records). When you enter the search criteria, a list of patron
and bibliographic record suggestions is displayed.

Opens the Find Tool to search for patron, bibliographic, and
item records.

T Select Utilities to access the Picklist Processing page.
ilities ~

Opens a menu with the options:
Help =

‘I
=
[=]

« Leap Topics - Select this option to open the Leap
online Help.

« Keyboard - Select this option to see the list of key-
board shortcuts.

« About - Select this option to see details about the
Leap application.

Select your username to access user settings or to log out of
username (COB) ™ Leap.

Seftings

E o
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Workforms Tracker

To open the Workforms tracker, select the slide-out button.

=

The Workforms tracker displays the open workforms. You can pin the Workforms tracker by selecting the
pushpin icon, filter the list by typing in the Filter Workforms box, or close all the workforms by selecting
CLOSE ALL.

. Laura Izquierda

1 know this much is
true [sound recording]

Such is the way of the
world.

Sarah R Acosta

\

CLOSE ALL

Help Menu

Select Help in the Leap header to access the Leap online Help, keyboard shortcuts, and information about
Leap.

Leap Topics

Keyboard

About

« Select Leap Topics to access online Help. If the contents and index tabs are not visible, select the
slide-out button in Help to see the tabs.To return to the topic view, click/tap the slide-out button.
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« Select Keyboard to see a list of keyboard shortcuts. The Actions shortcuts are used to create a new
patron, check in an item, or position the cursor in the filter box on the current view. The Patron Views
shortcuts go to a certain view in the patron's record.

Keyboard Shortcuts

Actions Patron Views

New Pstron y  CheckOut 1

Check In I tems 2

Filter f  Account 3
Claims/Lost 4
Holds 5
Hotes 8
Histary 7
Associstions H
Hotices 9
Registration

CLOSE

» Select About to see details about the Leap application and the logged-in user.

About Leap
Polaris Leap Web Application v5.0.335.0
@ 2015 Innovative Interfaces Inc.
Application Settings:
~
uriRoot:  hitps:VQA-COuantum polarislibrary. com/Polaris ApplicstionServices/
urlERMSRoot:  hitps:"OA-Cusntum. polarisibrany. com’
version: vl
language: eng
organizationld: 2
workstationld: 1
localeName: en-US
User Identity: b
CLOSE

User Options

When you select your username in the Leap header, the following options are available: Settings and Logout

uzername (COB)~

Settings

E o
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Select Settings to open the Settings page. The Settings page has two views: Print Options and Special

Loan.

Use the Print Options page to set the printing options for each workform. For information on using the Print

Polaris Leap 1.0 SP1

Options view, see "Receipt Printing from Leap" on page 20

Setngs Loe o |
& Print Options @ Special Loan
Checkin Check aut Palron status
Fine recaipt Check out receipt B Check out recaipt
[ aniy if na eReceipt Fine receipt 1 Fine recaipt
[ in-transit slip [ only if no eReceipt [ enly if no eReceipt
Halds only [ in-transit sip [ in-transit siip
® Hold slip Holds cnly Holds only
O Hold call siip ) Hold slip (®) Hold slip
) Hold pickup siip O Hald call ship © Hold call slip
® Hald pickup slip ) Hold pickup slip
ILL requests Hold requests Item record
O in-transit slip [ in-transit sip [ Fine recaipt
O Print ILL Slip ® Hold slip [ enly if no eRecsipt
() Print ILL Pickup Slip O Hold call slip [l in-transt ship
©) Hald pickup slip -/ Holds only
@ Hold slip
O Hoid call slip
O Hold pickup slip

Use the Special Loan page to set a special loan period that remains in effect while you are logged in. To set a
special loan period to apply to all check-outs, select the Apply to all check-outs check box, and select a
date in the calendar or type a number in the Loan period box, and select Days, Hours, or Minutes in the

drop-down list box. For more information, see "Set a special due date/loan period during check out" on page
154.

Settings

B Print Options @ Special Loan

Apply to sll check-outs 07HT72015

Loan period: | 58 Days

o July 2015 o

Select Logout to close Leap.

Options Menus

Options menus provide selections for additional functions, such as the column and filter options for the Find
Tool.
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Find Tool - Item Record

Title Assi.. | Coll... Mat..

Shel...

Call.

ltem Record ®  Basic Search ¥ All keyword fiekds ¥ Keyword (Al ¥

V...| Status | Barcode

Last |

>
>

Column Seffings

Search Filter

Navigation Menus

You can move through a patron record in Leap by selecting an option in the left navigation menu.

& Profile
. Preferences [ e |
2 Affributes
RENEW
2 Email Exclude from Nofices and Reminders Language
# Address English v
O Overdue =
. Phone/Fax COoPY
O Hoid I Maintain Reading History
A notfications O Biling [ Do Not Delete Record
| 8 Preferences | Almast Overdue/Auto-Renew [ E-mail Nofices in Plzin Text DELETE
A, Password Patron Record Expiration [ Exclude from Collection Agency
Elimage Inactive Patron
@ Misc. Info

View bars provide links to views and display information such as the number of items checked out to the
patron in the current session; the total number of items out and overdue items; the patron’s financial balance;
the number of items claimed or lost; and the number of holds. To go to a view, select one of the links. For
example, when you select a patron record, you can select Items to go to the list of items the patron has
checked out. The selected bar option is blue.

& Check Out (D) Iil Out (2) / Overdue (2} B9 Account (30.00) @ Claims (0)/ Lost (0) M Holds (4) More =

Button Toolbars

Button toolbars are displayed at the top of lists, such as the list of items out, and contain buttons for
performing actions items in the list.

@ Special Renew 9 Reset Due Date E Estimate Fines (2 Make A Claim

TYPE

Filter tems

oo~ |

& Print List i

DUEON ¥ BARCODE AUTHOR BRANCH

Required Fields

Fields marked with an asterisk are required.
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Check Boxes

Some check boxes are used to apply an option, such as maintaining a reading list for a patron.

Polaris Leap 1.0 SP1

() Exclude from Overdue
Notice

() Exclude from Hold Notice
(O Exclude from Billing

(D E-mail notices in plain text

Preferences
() Exclude from Collection Language
Agency English

Maintain Reading List

(O Do Not Delete Record

Other check boxes are used to select a line or lines in a list view and then apply the same function to the

selected lines.

#% Reset Due Date

© Special Renew

DUEON v BARCODE TITLE

Ly oimizon4 0001000025102

A 1001802014 0000410138414

One hundred years of solitude

The 'Year of living dengerously [DVD]

& Estimate Fines & Make A Claim More ~

RENEWALS

AUTHOR LEFT CALL NO.

Garcia 1of5

Mérguez, ..

Fict Gar

DWD Fict Yea

Filter ltems

BRANCH

Cangjoharie Library

Schenectady Branch -
Ce

For example, select the check box next to a charge, and select the Pay button to pay the charge. When you
select the line item, the command button becomes brighter, which indicates the function is available.

Command Buttons

Buttons, such as CHECK IN, are used to perform an action.

Plus Buttons

Buttons labeled with a plus sign, such as ADDRESS, expand the area on the page so you can enter

information.

© ADDRESS
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Address Type City
Home COBLESKILL
Postal Code Tip+d: State
12043 MY
Sireet Address County
SCHOHARIE
Street Address Line 2 Country
usa
i DELETE

Drop-Down List Boxes

Select an entry in a drop-down list box.

Date Fields

When you click or tap inside a date field, a calendar control appears. To locate and select a date, do the
following:

g Dec 2013

Su Mo Tu We Th Fr Sa
- 2 3 4 5 6 7
8 9 10 11{-12|-13{ 14
15 16| 17 18 19 20 21
22| 23| 24 25 26 27 28

29| 30| 31

« Select the date in the current month.
« Select the left arrow to go to the previous month.
« Select the right arrow to go to the next month.

» Select the month at the top of the calendar to open the month list, and select the month.

2013 g

Su Mo Tu We Th Fr Sa

15, 16 17 18 19 20 21
22| 23 24 25 26 27 28

29| 30| 31
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« Select the year at the top of the calendar to open the year list, and select the year.

1998
1999 A
2000
2001
2002
2003
2004
2005
2006
2007
2008
2009
2010
2011
2012
© | ec v/ | ©
2014
2015
2016
2017

Su Mo Tu W

i[2(-a 5018 7
2019

8 9 10 14
2020

15| 16 17 2021 21
2022

22 23 24 2023 28

2024
2% 30 31 2025
2026
2027

Message Boxes

Green message boxes appear when an action was successful, and red message boxes appear when there
is a problem with an action or a blocking condition prevents the action from occurring. In most cases,
messages in Leap appear according to the same conditions under which messages appear in the Polaris
ILS.

T Rornon e TomwnT WowoLn | DRis SIRIUS | DhmmOnT | WOLOL | omiie | Gnoor

O Daley, UL 110/d request(s) have been created. munity 1
Robert. the true stol ary

Summary Bars

A summary bar displays at the top of list views, such as the Charges view and the Claims view.

((charges: soco Deposits: $0.00 Credits: 50.00 Balance: 50.00 View: Account Summary ~

O tvee pate BARCODE TITLE REASON ORGANIZATION NOTE Collection Agency

Transaction Summary

List Views

Inlist views, such as a list of the items the patron has checked out, the line items are displayed in rows with
sortable column headers. To sort the line items, select a column header. To perform actions on a line item,
select the check box. If you select the check box in the header, the check boxes are selected for all lines.
When multiple lines are selected, the buttons are activated for the actions that are possible for all the
selected lines.
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& Check Out (0) ¥\ Out (2) / Overdue (1) 5 Account (30.00) @ Claims (0)/Lost (0) ™ Holds (4) More *
© Special Renew fResetDueDate g Estimate Fines @ Make A Claim More » ] Filter ltems
RENEWALS
TYPE DUEON ¥ EARCODE TITLE AUTHOR LEFT CALL NO. BRANCH
e A 10MB/2014 | 0000410138414 The Year of lving dangerously [DVD] oofo DVDFictes | Schenestady Eranch
Video -Ce..
[ 7reaEors 0001000035103 One hundred years of soliiude Garcia 0of5 Fict Gar Cansjoharie Library
T Mérquez,

Some list views, such as the Holds list view, have filters which will filter the list as you type. The filter
works on any data column. For example, if you start typing a number and a call number begins with that
number, the list will show only those line items with call numbers that match the filter entry.

[ |
CALL ACTIVATIO| PICKUP
AUTHOR TITLE FORMAT | NUMBER STATUS | BRANCH QUEUE | HOLD UNTIL GROUP

&
Kolter, Jane | Forgetmenot:a Book 746.46 Kol | Tuesday, Pending | Community 1 Tuesday,
Bentley. gallery of friendship November 26, Library December 31,
and album quilts. 2013 2013
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Receipt Printing from Leap

Printing receipts from Leap depends on the options set for your library organization in Polaris Administration,
the workform settings in the Polaris ILS and in Leap, and the receipt printer configuration.When the receipt
printer has been configured, and the workform print options are set to print a receipt for an action, the Printer
Options or Print dialog box opens automatically when the user performs the action.

Printer Options

Printer Select Printer

1 Copy [~ +]

= Print [~ |
General | Options
Select Printer
) ~
| o/ o/
Adnhe PNF Fax Wicraso f SendTn ¥
< >
Status: Ready [IPrinttofie | Preferences
Location: Syracuse, New York
Comment Product Developmert Find Priter.
Page Range
@Al Mumber of copies: |1
Selection Cument Page
) Pages 1 | Collate
213 [ 123
Enter either a single page number or a single 1 1
page range. For example, 5-12
Prirtt Cancel Apply
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Polaris ILS Workform Print Options

Receipts and slips are printed from Leap according to the settings in Polaris Administration and the workform
print options, which can be set in the Polaris staff client or in Leap. For information on setting workform print
options in the Polaris ILS staff client, see the Polaris online Help.

« The Check-In workform Print Options are used when the request is filled from the Check In view.

« The Patron Status workform Print Options are used when the request is filled from the Items Out
view.

« The Hold Request workform Print Options are used when the request is filled from the Hold view or
the Holds List view.

See also:

"Set user print options in Leap" on page 22
"Receipt Printer Configuration" on page 23
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Set user print options in Leap
To set the print options in Leap:

1. Select your user ID in the upper right corner of the page.
2. Select Settings.

The Settings page opens with the Print Options view displayed.

% Scan or search for patrons or items Q

laura peer (COB)

& NEW PATRON

—_—

Logout

Settings

& Print Options

© Special Loan

Check in
Fine receipt
[ only if no eReceipt
[ In-transit slip
Holds only
@ Hold slip
O Hold call slip
O Hold pickup slip

ILL requests
[ In-transit slip
O PrintILL Slip
O Print ILL Pickup Slip

Check out
[¥ Check out receipt
[ Fine receipt
[ only if no eReceipt
[ In-transit slip
Holds only
O Hold slip
O Hold call slip
@ Hold pickup slip

Hold requests
[ In-transit slip
® Hold slip
O Held call slip
© Hold pickup slip

Patron status
[ Check out receipt
[ Fine receipt
[ only if no eReceipt
[ In-transit slip
Holds only
@ Hold slip
© Hold call slip
© Hold pickup slip

ltem record
[ Fine receipt
[ only if no eReceipt
[ In-transit slip
Holds only
@ Hold slip
© Hold call slip
© Hold pickup slip

3. Select the receipts and/or slips that you want to be printed.

Important:

The receipt printers must be configured to print receipts and slips from Leap. See "Receipt
Printer Configuration" on page 23.

-22 -

Innovative Interfaces, Inc. 2015



Polaris Leap 1.0 SP1

Receipt Printer Configuration

Before you can print receipts from Polaris Leap, the receipt printer must be configured correctly. To set up
receipt printing, configure the receipt printer, verify that the page size is available, create a custom paper
size if the page size is not available, and set up the page in the browser. The table below shows the receipt
printers that were tested with Leap using the operating systems, drivers, and browsers indicated.

Receipt Printer Windows 7 Windows 8.1 Mac OS
Xv10
Driver: Star TSP600 Cut- Star 3.0
Star TSP600 ter (TSP643) fl?):l;\/nearc
Chrome, IE10, IE11
Chrome,
Safari
EPSON TM-T88IV
Epson TM-T88IV ReceiptE4
Chrome, IE10, IE11 Chrome, IE11
Star TSP700 Star TSP700 (TSP743)
Chrome, IE11
See also:

« "Configure a receipt printer for IE10 or IE 11 on Windows 7 or 8.1" on page 24

« "Create a custom receipt size for printing from IE on Windows 7 or 8.1" on page 27
« "Set up the receipt page in IE10 or IE11 " on page 26

« "Configure a receipt printer for Chrome on Windows 7 or 8.1" on page 28

« "Create areceipt size for printing from Chrome on Windows 7 or 8.1" on page 32

« "Set up the receipt page in Chrome on Windows 7 or 8.1" on page 31

« "Configure a receipt printer for Chrome and Safari on Mac OS X" on page 33

« "Create areceipt size for printing from Safari/Chrome on Mac OS X" on page 34
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Configure a receipt printer for IE10 or IE 11 on Windows 7 or 8.1
To configure the receipt printer for IE10, IE11 on Windows 7 and 8.1:

In the Control Panel, open the Devices and Printers window.
2. Right-click on the printer and select Printer Properties.

The Properties window opens.

3. Select the Device Settings tab.
4. The Device Settings tabbed page is displayed.
5. Select Form To Tray Assignment, and select FRICTION: 72mm x 200 mm.

| General | Sharing I Ports I Advanced ICoIor Management I Secuﬁ’ry| Device Settings |_

E; Star TSPE00 Cutter (TSPE43) Device Settings
55| Form To Tray Assignment

72mm x 200mm -
= Installable Options
- Print Mode: Raster

- Paper Type: Receipt
- Page Cut Type: No Cut

— Document Cut Type: Partial Cut
- Print Quality: Normal

- Cash Drawerl - Pulse Width: 200 milliseconds
- Cash Drawer1: Do Not Open

- Cash Drawer 2: Do Mot Open
- Document Top Logo: No Logo Printed
-~ Page Top Logo: No Logo Printed

- Page Bottom Logo: No Logo Printed
- Document Bottern Logo: Mo Logo Printed

0K || Cancel Apply

Click OK.
On the Devices and Printers window, right-click the printer, and select Printing Preferences.
Click Advanced.

The Advanced Options window is displayed.
9. Select Paper/Output, and select Paper Size: 72mm x 200mm.
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Layout ‘ Paper/Quality I Print Option

Qrientation:

Portrait -

!ﬂ Cutter (TSP643) Advanced Options pg

== Star TSPG00 Cutter (TSPE43) Advanced Document Settings
Paper/Qutput

o EREEREN 72mm x200mm v ]

Topy Count: L Copy

- Graphic

= @ Image Color Management

B]ﬁ Document Options
Advanced Printing Features: Enabled
Pages per Sheet Layout: Right then Down

Color Printing Mode: Monochrome
Halftoning: Auto Select

E Apply

0K ] l Cancel

Click OK.

Check the Printer Properties window to see that the correct paper size is listed under Paper
available.

' Star TSPGOO C
General |Sharir|g | Ports IMvancad |Cu|or Management |Secunty | Device Settings
=
e Star TSPE00 Cutter (TSPE43)
Location:
Comment:
Model: Star TSPB00 Cutter (TSPB43)
Features
Color: Yes Paper available:
Double-sided: No 72mm x Receipt -
Staple: No
Speed: Unknown
Mazximum resolution: 203 dpi -
[ Preferences... ” Print Test Page ]

Note:

If the printer driver does not list the expected page size, create a custom form page and select
that form page instead. (This was necessary for the Epson printer on Windows 8.1.) See
"Create a custom receipt size for printing from |E on Windows 7 or 8.1" on page 27.
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Set up the receipt page in IE10 or IE11
To set up the page in Internet Explorer 10 or IE11:
1. Inthe browser window, select File, Page Setup.
The Page Setup dialog box opens.

2. Make sure these options are set correctly:
o Page Size - 72mm x 200mm
o Margins - 0.1 (for all)
« Enable Shrink-to-fit - This box should not be checked.
« Headers and Footers - Empty

Page Setup

Paper Options Margins (inches)
Page Size Let |01
72mm x 200mm v Right [0

(®) Portrait (O Landscape 01

["]Print Background Colors and Images

[ Enable Shrink-to-Fit

Headers and Footers
Header: Footer

Empty- v | Empty- v

-Empty- v |-Empty- v
-Empty- Font
(g o one Fortsye sie

| Regular ‘ oK |
@Adobe FanHeiti Std ~
@Adobe Fangsong Std
@Adobe Gothic Std

9 Cancel

gE
g5
&

@Adabe Heiti Std Bold alic 1
Gharges: $000 || oo Kaiti Stel )
O T1YPE D/ |@Adche Ming Std v
Color. Sample
Il Giack W
3. Select OK.
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Create a custom receipt size for printing from IE on Windows 7 or 8.1
To create a custom paper size for IE:
1. Open the Devices and Printers window, right-click the printer, and select Printing Preferences.
The Printing Preferences window opens.
2. Click the Layout tab.
The Layout tabbed page is displayed.
3. Inthe Paper Size box, select User Defined Paper Size

The User Defined Paper Size dialog box opens.

= EPSON TM-T88IV Receipt Printing Preferences

Frinter Settings _ Barcode | 20 Code I Fort | Uity |  Version |
| Main Layout | Watermark | Document Settings I Halftone Settings !

E’aper Size ‘ User Defined Paper Size v | ]

Paper Size

User Defined Paper Size Delete Paper Size

72 1 Receipt

Paper Size Mame 1?2 « 200 Receipt | | Save Paper Size

Paper Width 722 Elwm (722 - 2100

Paper Length ‘Tun.'n_ 2l m (254 - 32780 ]

Carcel

4. Define the paper size and select Save Paper Size.
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Configure a receipt printer for Chrome on Windows 7 or 8.1
To configure the receipt printer for Chrome on Windows 7 and 8.1:

In the Control Panel, open the Devices and Printers window.
2. Right-click on the printer and select Printer Properties.

The Properties window opens.
3. Select the Device Settings tab.
The Device Settings tabbed page is displayed.
4. Select Form To Tray Assignment, and selectFRICTION:72mm x Receipt.

| General | Sharing I Ports I Advanced I Color Managemenit | Securi’r)'| Device Settings L

Star TSPB00 Cutter (TSPE43) Device Settings
E“.L. Form To Tray Assignment
T2mm x 200mm -
-Jf= Installable Options
------------- Print Mode: Raster
Paper Type: Receipt
------------- Page Cut Type: No Cut
------------- Document Cut Type: Partial Cut
Print Quality: Mormal
Cash Drawer 1 - Pulse Width: 200 milliseconds
------------- Cash Drawer 1: Do Not Open
------------- Cash Drawer 2: Do Not Open
Document Top Logo: No Lego Printed
Page Top Logo: Mo Logo Printed

------------- Page Bottom Loge: Mo Logo Printed
------------- Document Bottom Lego: Mo Loge Printed

ok || Cancdl Apply

5. Click OK.
On the Devices and Printers window, right-click the printer, and select Printing Preferences.
Select Advanced.

The Advanced Options window is displayed.

8. Select Paper/Output, and select Paper Size: 72mm x 200mm.
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Layout | Faper/Quality I Frint Option |

Orientation:

Portrait -

!ﬂ Cutter (TSP643) Advanced Options P3

= Star TSP600 Cutter (T5PE43) Advanced Document Settings
# Paper/Output

GEEEEEEY 72mm x 200mm v ]

Copy Count LLopy

@ Graphic

=] @ Image Color Management

=] EE Document Options

Advanced Printing Features: Enabled
Pages per Sheet Layout: Right then Down
Color Printing Mode: Menochreme
Halftoning: Auto Select

Advanced...
el Apply

oK ] ’ Cancel

9. Select OK.

10. Check the Printer Properties window to see that the correct paper size is listed under Paper
available.

Star TSP600 C

General |Sharir|g I Ports I Advanced I Color Management | Security | Device Settings

- Star TSP600 Cutter (TSP643)

Location:

Comment:

Model: Star TSPG00 Cutter (TSPE43)
Features

Color: Yes

Paper available:

Double-sided: Ne
Staple: No

T2mm x Receipt -

Speed: Unknown

Maximum resclution: 203 dpi

[ Preferences... ] [ Print Test Page ]

[ ok ][ cancel Apply
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Note:

If the printer driver does not list the expected page size, create a custom form page and select
that form page instead. See"Create a receipt size for printing from Chrome on Windows 7 or
8.1" on page 32 (This was necessary for the Epson printer on Windows 8.1.)
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Set up the receipt page in Chrome on Windows 7 or 8.1

To set up the page in Chrome:
1. Inthe browser window, select File, Page Setup.
The Page Setup dialog box opens.

2. Make sure these options are set correctly:
o Page Size - 72mm x 200mm
« Margins - 0.1 (for all)
« Enable Shrink-to-fit - This box should not be checked.
« Headers and Footers - Empty

Page Setup

Paper Options Margins (inches)

Page Size: Let  [o1

72mm x 200mm v Right [0

(®) Portrait () Landscape

[] Print Background Colors and Images

[ ]Enable Shrink-to-Fit

Headers and Footers

Header: Footer

Empty- v| [Empty- v

Empty- v| |[Empty- v

-Empty- Font

Change font » Font Fontstyle Size
l Regular | oK ‘
@Adobe FanHeiti Std | EETE D 8 —
@Adobe Fangsong Std ltalic 9 ance
@hdobe Gothic Std B e »
. @Adobe Heiti Std 12
Charges: $0.00 @hdobe Kaiti Std n
O TYPE Dl | |@Adobe Ming Std v
Color Sample
[ v
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Create a receipt size for printing from Chrome on Windows 7 or 8.1
To create a custom paper size:
1. Open the Devices and Printers window, right-click the printer, and select Printing Preferences.
The Printing Preferences window opens.
2. Click the Layout tab.
The Layout tabbed page is displayed.
3. Inthe Paper Size box, select User Defined Paper Size.

The User Defined Paper Size dialog box opens.

e EPSON TM-T88IV Receipt Printing Preferences
Printer Settings | Bacode | 2DCode | Font | Utity | Vesion
| Main Layout | Watermark I Document Settings I Halftone Settings !
gaper Size | User Defined Paper Size W | ]

Paper Size

efined Paper Size Delete Paper Size

Faper Size Mame !?2 » 200 Receipt | | Save Paper Size

Paper width 722 'él_J‘mm [ 722 - 2100]

Paper Length [200 2] mm {254 - 32780 )

| Ok || Cancel |

4. Define the paper size and select Save Paper Size.
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Configure a receipt printer for Chrome and Safari on Mac OS X
To configure the receipt printer for Chrome and Safari on Mac OS X:

Open the Printer and Device dialog box.
Select the correct paper size for the printer.
3. If the printer driver does not list the paper size for the printer, create a custom paper size.

See "Create a receipt size for printing from Safari/Chrome on Mac OS X" on page 34.
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Create a receipt size for printing from Safari/Chrome on Mac OS X
To create a custom page size for printing receipts from Chrome or Safari on Mac OS X:

1. Press the Command and P keys or select File |Page Setup, or File | Print to open the Page Setup
dialog box.

El=

2. Open the drop-down list in the Paper Size box, and select Manage Custom Sizes.

Page Setup

Settings: | Page Attributes )
Format for: | Any Printer |+]
Paper Size v US Letter l

US Legal

A4
Orientationf ~ AS
ROC 16K

Scalg IBS
BS

#10 Envelope
DL Envelope

@ Choukei 3 Envelope
Tabloid

(— 13

Tabloid Extra

Super B/A3

Manage Custom Sizes... |

The Custom Page Sizes dialog box opens.

800 Custom Page Sizes
Untitled Page Size: 850in|  11.00in
Width Height
Printer Margins:
" User defined E’
0.25 in
0.25 in 1) 0.25 in
e 0.56 in Right
Bottom
+ | | puplicate
|
@ (Canel) 06

3. Select the plus sign button in the bottom left corner of the dialog box.

Double-click the default name Untitled, and type a new more descriptive name, such as No Margins,
and click OK.

5. Press

P
and ! I to go to the Page Setup dialog box.
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6. Click in the Paper Size box to open the drop-down list.

7. Select the custom paper size name, for example No Margins.

Settings:

Format for:

Paper Size

Orientation

Scale

Page Setup

( Page Attributes

)_l'l

( Any Printer

"H

v US Letter
US Legal
A4
AS
ROC 16K
1B5
BS
#10 Envelope
DL Envelope
Choukei 3 Envelope
Tabloid
A3
Tabloid Extra
Super BfA3

P

—_

No Margins
8.50 in x 11.00 in

NTDp 0.00 in Bottom 0.00 in

\ Left 0.00 in Right 0.00 in

8. Select OK.
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Search for Records in Leap

You can search for records in Leap in the following ways, depending on the type of record:

« Scan an item or patron barcode to locate a specific item or patron record.

Scan or enter item barco «

« Start typing in a search box, and automatic suggestions for patron and bibliographic records are dis-
played, if matches are found.

frederi X ‘ Q ]

40 frede
49 fredericks rd, notown, ny, 00000

72 fredericks road, boca raton, fl, 33432

lake geo elem, fredericksbrg, va, 22401

glens falls hospital, fredericksbrg, va, 22401
54 charlton rd, fredericksbrg, va, 22401

14 frederick st, winter haven, fl, 33880
frederick w killeen, esq, alexandria, va, 22310

ricks road, notown, ny, 00000

frederic, 1810-1849

ric, 1810-1849

douglass, frederick, 1818-1895

forsyth, frederick, 1938

delderfield, r.f ronald frederick 1912-1972
remington, frederic, 1861-1909

delius, frederick, 1862-1934

benson, e.f edward frederic 1867-1940

Note:
Automatic suggestions are updated nightly. If you make a change to a patron’s record, the
changes will not be reflected in the automatic suggestions until the next day.

« Usethe Find Tool, which is available by selecting FIND on the first page when you log in and in vari-
ous pages throughout the application. See "The Leap Find Tool" on page 37.
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The Leap Find Tool

The Leap Find Tool has many of the same search features as the Find Tool in the Polaris ILS staff client.
However, for Leap 1.0 SP1, records listed in search results cannot be placed in record sets, bulk changed,
deleted, or otherwise modified. You can create new patron records in Leap, but item and bibliographic
records are created in the Polaris staff client and display in Leap.

Polaris Find Tool permissions, such as those for setting up and saving SQL searches, are checked in the
Leap application.

These are some of the differences between the Find Tool in the Polaris ILS and in Leap:
« Remote Database Searches - Currently, you cannot search external Z39.50 targets from the Polaris

Find Tool.

« Search Results List - In Leap, there are no right-click menu options. You cannot link to other records
from the Leap Find Tool or use the Preview feature to see circulation statistics for linked items from a
bibliographic record listed in the Find Tool results list

Find Tool System Administration

Find Tool permissions are applied to the Leap Find Tool and the Polaris ILS staff client Find Tool. Other
Administration settings that apply to the Polaris ILS staff client Find Tool do not apply to Leap:

« Find tool/record set-to record set creation: Record set size warning threshold.

« Find Tool: Default number of records to return in a result set.

« Find Tool: Filter search results by permission.

« Find Tool: Use initial article table.

« Find Tool: Use language scoping display
The Polaris ILS performance issues that may be encountered with large search results sets do not apply to

Leap. In Leap, the results are returned in a virtual result set with 10,000 as the set maximum. The results are
filtered by permission by default without regarding the Administration setting.

Initial articles are not stripped out when exact match searches are done, and Leap does not use the initial
article table. Currently, searches cannot be limited by language, and the language scoping display is not
used. In addition, Leap has its own automatic suggestions and does not use the Cataloging parameter Auto
suggest.

See also:

« "Do abasic search for a patron, item, or bibliographic record" on page 39
« "Search for records and get a count" on page 41

« "Doapowersearch" on page 41

« "Save a power search" on page 42

« "Browse search for bibliographic records" on page 43
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"Set up and save an SQL search" on page 44

"Rename a saved search" on page 45

"Delete a saved search" on page 45

"Apply a filter to a Find Tool search" on page 46

"Specify columns for search results" on page 47

"Save a set of Find Tool search options as your user default" on page 49
"Sort Find Tool search results list" on page 51
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Do a basic search for a patron, item, or bibliographic record

Note:
You can set up user defaults for the Find Tool. See: "Save a set of Find Tool search options as
your user default” on page 49.

To search for patron, item, or bibliographic records:

1. Open the Find Tool.
2. Select the record type if it is not already selected.

Find Tool - Patron

Patron v | Basic Search Name (Last, First Middle) »  Keyword (All) »

Bibliographic Record

Item Record m =

Barcode Name Sireet City S.|Zip |BithD... | Library

Ready

3. Select Basic Search.

4. Select the search by access point or qualifier.

Find Tool - ltem Record

Keyword
All keyword fields

A —

Assigned branch E] =

Author

Barcode I V.| Status | Barcode Last Activ.. | R._| Co.

Item Record »  Basic Search » { All keyword fields »

Title Assig
Bibliographic control
Call number
Check-in location
Check-out date

Circ status date J

5. Select the relation option. The options depend on the selected search by access point or qualifier.

Forexample, if All keyword fields is selected as the access point, the selections are Keyword
(All), Keyword (Any), and Phrase. If Assigned Branch is selected for an item search, the only
option is Exact.

6. Enter or select the search term by doing one of the following:

Note:
If you enter an asterisk in the search box and search keyword fields, a message may indicate
a search limit was reached. Use a different search term or type.

Execution stopped because a resource limit was reached
No results were refumed.
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« Ifalistis displayed, select the appropriate check boxes. When multiple check boxes are selected, an
ORis implied between the selections. In the example below, the search will return items that have a
material type of Audio Books (abk) or Audio Ebook (aeb).

Find Tool - ltem Record

tem Record »  Basic Search »|_Type of material »] Exact »

© Audio Books (abk) /@ Audio Ebook (aeb)

> B
I

5] Type of material
[ Abstract (abs),
[] Archival/MiMd Materials (rmix)
] Audio Books (abk)
) Audio Ebook (aeb)
[ Blu-ray Disc (brd)
[] Book (bks)

[ Book + Cassette (bcs)
[] Book + CD (bee)

Ready

‘CANCEL

« Ifthe search access point does not have an associated list, type the search term. For
example, if you search by Author, type the author's name.

7. Select the search button to start the search.

The search results list is displayed.

Find Tool - Item Record

Item Record »  Basic Search »  Type of material »  Exact »

© Audio Books (abk) | @ Audio Ebook (aeb) m =

Title Assig... Coll.. Mat.. Shel.. Call... Status Barcode Last Activ...

Fresh aire [comp._.  Sarat. . 0000201935 2007-12-0_. ~

Fresh aire [comp__.  Rich. Audi_. Music cD In 0001500141 2008-11-1

North country Chr... Sarat.. Chil.. Music Stor.. CDJ.. In 0000201730...  2007-12-2...

North country Chr_.  Red. Audi...  Music HOL.. In 0000503633

North country Chr__ Bumt... Audi._. Music CD.. In 0000700589 2007-12-3.

The chocolate wa. Bumt_.. Chil. Audi JRC.. In 0000700942 2007-09-1

The chocolatewa... Roun... Chil.. Audi. RCJ... In 0001400214...  2006-08-2...

The chocolatewa... Ches... Chil.. Audi. JRC... In 0002900096...  2006-08-0...

The chocolatewa... Pem..  Audi_.  Audi RCJ.. In 0003200190 2007-06-0. hd
Ready 10,000 Result(s)

8. Select the record in the list, and select OPEN.
The record opens.

9. If you want to return to the Find Tool results, select RESULTS.

-40-

Innovative Interfaces, Inc. 2015



Polaris Leap 1.0 SP1

itemn Record
= Fresh aire [compact audio disc] /
By Mannheim Steamrolier (Musical group)
Barcode: 0000201935541 Material type: Music L
Call number: CD EA DAVI FA D55 Shelf location: None eContent
Collection: Adult Music Issue: Non-circulating
Temp location: Price: $15.00 ¥ Display in PAC

Search for records and get a count

To see a count of records in the Find Tool without returning search results:

Open the Find Tool.
Type or select the search criteria, including any filters.
3. Select the Count Only check box, and select the search button.

The count is returned in the bottom right corner of the page.

Note:
If a filter was applied, the results display both the filtered results and the basic search results.

Find Tool - Item Record

Item Record »  Basic Search »  Circulation status »  Exact »

[ O Lost ] Q

Title Assig... Coll... Mat.. Shel... Call.. Status  Barcode Last Activ...

Ready { Fitered to 599 of 62,501 resuit(s) |

l [+ Count Only S CANCEL

Do a power search
To do a power search:

Note:
For details about setting up power searches and a list of search access points, see the Polaris
ILS online Help.
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Open the Find Tool.
Select the type of record to find (if it is not already selected).
Select Power Search.

Moo b=

Enter the power search in the search box. For a list of search access points, see the Polaris ILS
online Help.

5. Select the search button to start the search or press Enter/Go.

The search results are listed.

Find Tool - Bibliographic Record

Bibliographic Record » Power Search »  (unsaved) »

SU=Bosnia AND PD>2000 AND GENRE=fiction m =
Title Author Format Li.. H.. Pub.. CallNumber  Contr._.

] The book of Q : a novel Rabb, Jonathan. Book 13 0 2001 Fict Rab 452029 A
Nowhere man : the Pronek fantasies Hemon, Aleksa... Book T 0 2002  Fict Hem 492588
Homecoming : a novel Radojéic, Nata... Book 2 0 2002 Fict Rad 496956
The small boat of great somrows : a novel Fesperman, Da... Book T 0 2003  Fict Fes Mys... 516014
Under the sun Dorros, Arthur. Book 2 0 2004  Fict Dor YA 548309
Pretty birds : a novel Simon, Scoft. Book 8 0 2005  Fict Sim 559164
Drop zone / [large print] Salazar, Michael. Large... 1 0 2001 LT Fict Sal 583683
Pretty birds [compact audio disc] Simon, Scoft. Nonm... 5 0 2005 CD Fict Sim 619521

v
The blood price Evans, Jon, 19... Book 6 0 2005  Fict Eva 630652
Ready 14 Result(s)

6. Select arecord and select OPEN.

Save a power search

Note:
No additional permissions are required to save a power search. Each user sees only their own
saved power searches.

To save a power search:

1. Enter the search terms for the power search. See "Do a power search" on page 41.
2. Select the save button.
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A dialog box opens where you enter the name of the saved search.

Find Tool - Bibliographic Record

Bibliographic Record » Power Search »  (unsaved) »

SU=Bosnia AND PD>2000 AND GENRE=fiction m =
Title e Enter name of new saved search. —

] The book of Q : a novel Ra | - ‘ 452029 ~
Nowhere man : the Pronek fantasies He 492588
Homecoming : a novel Ra m 496956
The small boat of great sorrows : a novel Fe: .. 516014

3. Type the name of the saved search, and select SAVE.
The power search is saved, and it is available in the drop-down list.
Find Tool - Bibliographic Record

Bibliographic Record » Power Search » (unsaved) '

—_ . [Recent fiction about Bosnia & E =

Browse search for bibliographic records

When searching for bibliographic records in the Leap Find Tool, you can select Browse as the search type.
For more information on Browse searching, see the Polaris staff client online Help.

To browse search in the Leap Find Tool:

1. Open the Find Tool.
2. Select Bibliographic Record.
3. Select Browse.

Find Tool - Bibliographic Record

Bibliographic Record » | Browse | Title »

Basic Search

=
Power Search
Heading 5QL Search Count

4. Select the search icon.

The search results list displays the headings and counts.
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Find Tool - Bibliographic Record

Bibliographic Record » Browse » Title »

king E =

Heading Count
Kinfolks - falling off the family tree ; the search for my Melungeon ancestors 1
:
SEE: Book 4
SEE: DVD 2
SEE: Music CD 1
King & King 1
King & King & family 1
King & Raven 1
The King & the Quaker - a study of William Penn and James Il 1 v

Ready

5. Select a heading, and select OPEN.

The results list displays the titles associated with the selected heading.

Find Tool - Bibliographic Record

Title Author Format  Li. |Pub_. | Call Number

W The king Barthelme, Do Book 2 1990  Fict Bar
The king Barthelme, Do Book 1 1990  Fict
The king Feintuch, David.  Book 1 2002  Fict Fei Sci-ii
King [DVD] DvD 2 2005 DVDKING
King [compact audio disc] T.1.1980- Music... 3 2006 Kbdk
The king [DVD] DVD 1 2006 KING
The king Barthelme, Do Book 0 2006 FICTIONBa. ..

Ready 7 result(s)

Set up and save an SQL search
SQL searches saved in Leap are available to authorized users in Leap and in the Polaris ILS.
To set up and save an SQL search:

Open the Find Tool.
Select the type of record to find (if it is not already selected).
Select SQL Search.

Enter the search query in the search box.

o~ 0N~

If the query has multiple lines, select the button to expand the box, and type the rest of the query.
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Find Tool - ltem Record

NEN MELUIU P JWL DEdiLl P (UlSdveu) P

slock) where cir.ltemStatusiD = 7 — Lost and itemstatusdate between getdate()-7 and getdate() f,,[:m =

select itemrecordid from circitemrecords cir (nolock)
where cir.ItemStatusID = 7 -- Lost
and itemstatusdate between getdate()-7 and getdate()|

Tip:
You can save an SQL search as your user default.

6. If you have the permission to save SQL searches, and you want this search query to be saved, select
the Save button.

The SQL search is saved and available in the drop-down list.

Rename a saved search
To rename a saved search:
1. Select the saved search, and select the pencil icon.
A dialog box opens.

Type another name for the saved search in the name box.
3. Select RENAME.

Find Tool - Bibliographic Record

Bibliographic Record »  Power Search » Recent fiction about Bosnia =

(unsaved)

SU=Bosnia AND PD>2000 AND GENJI Ty, i

Title Rename existing saved search.

| Recent fiction about Bosnia x |

The saved search is listed with the new name.

Delete a saved search
To delete a saved search:
1. Select the saved search in the list, and select the trashcan icon.

A message asks if you are sure you want to delete this saved search.
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2. Select DELETE.

Find Tool - Bibliographic Record

Bibliographic Record » Power Search » Recent fiction about Bosnia +

{unsaved)
SU=Bosnia AND PD>2000 AND GEN sy i s

Title Are you sure you want to delete this saved
search?

The saved power search is deleted from the list.

Apply afilter to a Find Tool search
To apply a filter to limit search results:

Note:
You can apply filters and save them in your user defaults. See "Save a set of Find Tool search
options as your user default" on page 49.

1. Set up the search criteria. See "Do a basic search for a patron, item, or bibliographic record" on page
39.

2. Select thefiltericon.

Find Tool - ltem Record

1GOOI » DSIC SEAICI > TS P RSYWOIL (A1) »

g =

3. Or, select the slide-out button and select Search Filter.

>

Column Settings

Search Filter >

The Filter page opens.
4. Select ADD CONDITION.

4+ ADD CONDITION

5. Select the access point.
6. Select the qualifier.
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Find Tool - Item Record

Search Filter

Circulation status == = ‘
[] Bindery A
[] Claim Missing Parts
[] Claim Never Had
[] Claim Returned
[] Held

[] In-Process

7. Add more conditions, as necessary.
Select APPLY.

The Search Filter view closes.

9. Select the search button.

The search starts.

Specify columns for search results
To specify the columns to display in search results:

1. Open the Find Tool.
2. Go to the options menu.
3. Select Column Settings.

Find Tool - Iltem Record
Item Record »  Basic Search b All keyword fiskis ¥ Keyword (Al ¥

Column Settings ™ ¥
Title Assi.. |Coll. Mat. |Shel.. Gall. V. |Status |Barcode Last || gaaren Fiter >

4. The Column Settings dialog box opens.
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Find Tool - Bibliographic Record

@ Column Settings
) Author Folded
] Format Name
[y] Linked ltems Pinned False
[¥] Holds Visible True
] Publication Date Width 2186

] Call Number
] Control Number

MOVE UP MOVE DOWN

Display Position
The order of the column in the display.

CANCEL

When you select a column heading, you can view the column settings: Display Position, Folded,
Name, Pinned, Visible, and Width. Column settings that display in black type can be modified; those
that display in gray type cannot be modified.

Note:

When you select a column setting, the definition is displayed in the shaded box.

The column settings are as follows:

Display Position: The order in which the columns display from left to right, with 1
being the first column on the left. To change the display position, select the MOVE UP
or MOVE DOWN button.

Folded: Indicates whether a column will be “folded” to a secondary line. When set to
True, the column is folded; False is not folded.

Pinned: Indicates whether a column will move when scrolling the results list hori-
zontally. When set to True, the column is pinned; False is not pinned.

Visible: Indicates whether a column will be visible. When set to True, the columnis vis-
ible; False is not visible.

Width: The width of the column in characters. The minimum setting is 2, and the max-
imum setting is 255.

5. Select the check boxes for the columns to display in the Find Tool search results.
6. Select the MOVE UP or MOVE DOWN button to change the position of the column from left to right.
7. Select OPEN when you have finished defining the columns for search results.
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Save a set of Find Tool search options as your user default

You set up a search and save it so that these Find Tool search options are selected when you open the Find
Tool in Leap.

To save a set of Find Tool search options as your user default:

« Database (record type) - Patron, Item, or Bibliographic
« Mode - Basic, Power, SQL

o Qualifier - Name, Title, Author etc.

o Columns in search results display

« Order of the columns in search results display.

To save a set of search criteria and search results columns:

1. Open the Find Tool.
2. Select the record type: Bibliographic Record, Item Record, Patron.

Find Tool - Bibliographic Record

Bibliographic Record v | Basic Search »  Title »  Keyword (All) »

Bibliographic Record

=
3. Select the search mode: Basic Search, Power Search, SQL Search.

Find Tool - Bibliographic Record

Bibliographic Record » | Basic Search v | Title » Keyword (All) »

Basic Search

@ =
4. Select the search qualifier (access point or search by) option: Title, Author, Type of material etc.

Find Tool - Bibliographic Record

Bibliographic Record »  Basic Search » f Title v Keyword (All) » A
SOA number

~ —
STRN B =
Subject
Title Target audience lems Publication D... | Call Number
Title
Type of material

UDC classification

UPC number
“\/endor account ;

5. Select the search relation - Exact, Keyword (All), Keyword (Any), Phrase etc.
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Find Tool - Bibliographic Record

Bibliographic Record »  Basic Search »  Title »f; Keyword (All)

Keyword (All) m =

Keyward (Any)
Title Phrase inked ltems Publication D.... | Call Number

6. Toinclude specific columns for search results in your user default, set up the columns. See "Specify
columns for search results" on page 47.

7. Select the staricon.

A dialog box opens.

Find Tool - Bibliographic Record
Bibliographic Record b Basic Search » Title »  Keyword (All) »

/DEE

@ Save the current search and column settings

Title A as the user's default.

O Revert to system default search and column

settings

[ show pending changes

8. Select Save the current search and column settings as the user's defaulit.

Note:

To see the changes that will be made when you save the current search and column settings,
select Show pending changes.

Show pending changes

Qualifier Name
Current value:Type of material
Saved value: Title

Relational Operator
Current valug'==
Saved value: ALL

Author Column - Width
Current value:2.82
Saved value: 8.74

9. Select SAVE.

The dialog box closes and the staricon is displayed in yellow, indicating your user defaults are saved.

Note:

To return to the system defaults, select the star icon again and select Revert to system
default search and column settings.
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Sort Find Tool search results list

To sort search results in the Leap Find Tool, select a column heading. For example, select the Status
column heading in item search results to sort the list by the circulation status.

Find Tool - Iltem Record
Item Record » Basic Search »  Title »  Keyword (All) »
harry potter Y m =
Title Assig Coll . |Mat._.  Shel . | Call _ Barcode Last Activ.
Harry Potter Year. . Test. Adul Book In BulkCreate0 ~
Harry Potter Year. . Test. Adul Book In BulkCreate0
Harry Potter Year. . Test. Adul Book In BulkCreate0
Harry Potter Year. . Test. Adul Book In BulkCreate0
Harry Potter Year... Test.. Adul... Book In BulkCreate0..
Harry Potter Year... Test... Adul... Book In BulkCreate0..
Harry Potter Year. . Test. Adul Book In BulkCreate0
Harry Potter Year. . Test. Adul Book In BulkCreate0
v
Ready 2,222 Resuli(s)
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Patron, Item, and Bibliographic Records in Leap

When you first log into Leap, the cursor is in a search box where you can enter (scan or type) a patron
barcode to open a patron record or an item barcode to open an item record. If you enter search terms, the
automatic suggestions may include patron and bibliographic records.

You can also open the Find Tool and use various options to search for records. See "The Leap Find Tool" on
page 37..

When you find the record, select it, and select OPEN, the record is displayed. Only patron records can be
created and modified in Leap 1.0 SP; item and bibliographic records are read-only. When you close a record,
the previous record or view is displayed. Multiple records can be open at the same time, and you can move
among records using the workform tracker view.

Throughout the Leap application, you can link from one record to another. For example, from a bibliographic
record, you can link to the item records associated with that title.

See also:

« "Patron Record" on page 52

« "ltem Record" on page 54

« "Bibliographic Record" on page 57
« "Linking to Records" on page 61

Patron Record

In Leap, patron information includes data elements from the Patron Registration and the Patron Status
workforms in the Polaris ILS. When you search for and select an existing patron, the first view includes a
summary of the patron’s library account: the number of items out; the account balance; the number of lost
and/or claimed items; and notes. The cursor is in the Check out an item box, where you can scan an item
barcode. You can go to the Registration view to register a new patron or to view or edit an existing patron's
information.

Patron Record - Registration View

When you select NEW PATRON to register a new patron or REGISTRATION to see an existing patron’s
information, the patron registration view opens. For information on using this view, see "Patron Record -
Registration " on page 65.
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ANAR KAMAT © 4 REGISTRATION C*REFRESH
1001900146413
COMMUNITY LIBRARY fi BLOCKS O noTES

& Check Out (0) i\ Out (2)/ Overdue (2) B9 Account (50.00)  © Claims (0)/ Lost (D) M Holds (4) More =

(2P Profile
1 Aftributes ni-
4 Email Barcode * Registered At * RENEW
& Address | 1001900146413 x | | ‘Community Library |
*. PhonefFax Former Barcode Patron Code * copY
& Notifications | | | Regular |
£ Preferences o DELETE
Last Name * Date of Registration
@ Password | ot | | p— |
(&l Image
0 Misc. Info First Name * Expiration Date *
| Anar | | 1162019 |
Middle Name Birth Date
| | | 4271987 |
Title Suffix Stafistical Class
| (None) | | | | (None) |
Gender *
O male ® Female O niA

Patron Record - Library Account view

The patron's account view displays information regarding the patron's library account. For information on
using this view, see "Patron Record - Library Account " on page 82.

ANAR KAMAT © 1 REGISTRATION C* REFRESH
1001900146413
COMMUNITY LIBRARY @ BLOCKS  [INOTES

& Check Out (D) i\ Out (2)/ Overdue (2) b Account ($0.00) & Claims (0) / Lost (0) ™ Holds (4) More *

Scan or enter item barco | « | Find Tool © Special Loan \:l

[0 earcope CALL NUMEER TITLE DUE DATE ACTION SHELF LOCATION ASSIGNED ERANCH MATERIAL TYPE

To quickly see the patron’s address, phone number, e-mail, and registration expiration date, select the
information button.

o
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ANAR KAMAT O |

001900146413

Ct PATROM INFO
o Check ou
PATROM CODE- REGULAR
HOME ADDRESS:

2304 BARCELONA ROAD
Scan or en SYRACUSE, NY 13210

PHONE NUMBER: 315-634-1234
Ll BARCU  myan ADDRESS:
EXPIRATION DATE. 11/6/2019

NOTIFICATION OPTION: MAILING ADDRESS

Item Record

The settings that apply to item records in the staff client (such as the loan period, item home branch, and
hold limited to) are also applied to item records displayed in Leap.If a book jacket image is associated with
the item record, the image is displayed in the Item view in Leap.

The top part of the page displays the item’s header information, and the bottom part of the page changes
depending on the selected view: Circulation, Controls, Blocks and Notes, or History.

Note:

If you use the Find Tool to access a record in Leap, a RESULTS button is displayed in the
record header. Select RESULTS to return to the Find Tool results. This button does not
display if you opened the record from a quick search or from a list view.
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Item Record - Circulation view

Item Record & CHECK IN C REFRESH

Euphoria : a novel

By King, Liy, authar.
Barcode: 1228195488 Material type: Book ILL
Call number: Shelf location: None eContent
Caollection: Adult Fiction Issus: Mon-circulsting
Temp locsation: Price: $18.50 Wi Display in PAC
Assigned branch: Community Library ‘Circulation status: Out || 57872015 Bib controd number: 1291282
12:20:26 FM
[L’) Circulaﬁan] Z=Confrols  FBlocks and Notes 9 History
Due date- 5162015 11:60:60 PM Current borrower. 122011054007 Check-out date- 5/8/2015 12:20:26 FM
Renewsals taken: 0 Loaning branch: Community Library Crriginal due date: 5152015 11:58:58 PM
Renewals Emit: 0 Held for:
Renswal date Held at:
Last location Last use In-fransit Transferred
Check-in at: Community Library Baorrower: 12291854007 From:
Ch-in date: 582015 12:18:34 PFM Loaning branch: Community Library Sent:
Wistnfuser: Peenllaura.peer Circ date: 5682015 12:20:26 PM Ta:

Received

Item Record - Controls view

item Record oo | e

Euphoria : a novel
By King, Lily, authar.

Barcode: 1229155488 Msterial type: Book ILL

Call number: Shelf locaticn: None eContent

Caollection: Adult Fiction |ssus: Mon-circulating

Temp location: Price: $18.50 Wi Display in PAG

Assigned branch: Community Library Circulstion status: Out || 5/8/2015 Bib control number: 1291283
12:20:26 PM

(} Girculation w B Blocks and Notes 9 History

Loan period: Standard » Holdable Huodd limited to:
Fine code: Book » Loansble outside systam Fatrons from this library and branches
Statisfical code Do it float Patrons from this branch only
Home branch: Community Library Freferred bomowers
Pickup at Community Library
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ltem Record

Euphoria : a novel
By King, Liy, suthor.
Barcode: 1223195488
Call number:
Collection: Adult Fiction

Temp location:

Assigned branch: Community Library

%) PLACE HOLD & CHECK IN

IMsterisl fype: Book
Shelf location: None
Izsue:

Frice: $18.50

Circulation status: In || 5/8/2015
12:18:20 PM

L

eContent

Mon-circulating
o Display in PAC

Bib control number: 1251283

) Circulation == Controls !;’I Blocks and Notﬁ'é 9 History

Library Assigned |
Block:

Free Text Block: |

System Block: |

Public: Mote:

Non-Public MNote:

Physical Condition:

Specisl lem Check-
In:
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Item History view

Item Record & CHECK IN C'REFRESH

Euphoria : a novel
By King, Lily, authar.

Barcode: 1229195488 Material type: Book ILL

Call number: Shelf location: None eContent

Collection: Adult Fiction |ssue: Mon-circulating

Temp location: Prics: $12.50 & Display in PAC

Assigned branch: Community Library Circulation status: Out || 57872015 Bib control number: 1231233
12:20:26 PM

() Circulation == Controls  [A Blocks and Notes l:"B Histﬂ

DATE ASSIGNED BRANCH STATUS ACTION LOCATION USERWKS PATRONID
5122015 6:04:28 AM  Community Library DOut Reminder notice: Email Community Library  PolansExec/QA-QUANTUM 370421
5812015 12:20:27 PM  Community Library In == Cut Checked out Community Library  laurs_peenPeer-WW2 aTo4e1

Bibliographic Record

The top part of the bibliographic record displays the header information that identifies the bibliographic
record, and the bottom of the page displays a different view depending on the selection in the toolbar. When
the Bibliographic Record page opens, Preview is selected. This is a preview of the Brief display in the PAC.
You can select Full or Availability to change the PAC view.

Bibliographic Record - Preview

Blbllographlc Record  PAC C REFRESH FIRESULTS
Half of a yellow sun : a novel
a E By Adichie, Chimamands Ngozi, 1977-

g
¢ i T
i i Contral number: 665743 | Display in PAC ILL
¢ HALF o n
, i Owner: QA-Guantum 5.0 (sys) Do not overlay Hast
YELLOW .|
'—ﬁ S U i Record status: Final
l‘.ﬁff‘t"ﬂ . ereeeet]
[ & Preview ] W tems [EMARC (Ul Stafistics @ Resources
SR Ful Avsilshilty English Community Library
Half of a yellow sun : a novel | | -I

by Adichie, Chimamanda Mgozi, 1977-

Fublisher, Date: MewYork - Alfred A Knopf, 2008,

Description: 435 p. ; 24 am.
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Bibliographic Record - Items View

The items view displays information about the item records linked to the bibliographic record. Select an item
in the list to go to the item record.

Bibliographic Record I PAC C'REFRESH GIRESULTS

Half of a yellow sun : a novel

| By Adichie, Chimamanda Ngozi, 1977~

Control numnber: 665743 » Display in PAC ILL
Dwner: QA-Guantum 5.0 (sys) Do not overlay Host

Record status: Final

@ Preview [m |temsf] EIMARC [ Siafistics @ Resources

Filter ltems
ASSIGNED MATERIAL SHELF CALL LAST RECORD CONTROL
ERANCH COLLECTION TYPE LOCATION NUMEER VOLUME STATUS BARCODE ACTIVITY STATUS NUMEER
Clifton Park- Book Fict Adi In 0000602827308 1211272007 Final 2450332
Halfmoon Public
Library
Greenwich Free Book Fict Adi In 0004100155658 1222007 Final 2815385
Library
Johnsburg Library, Book Fict Adi In 0002500200107  11/15/2007 Final 2405378
Town of
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Bibliographic MARC view
The MARC view displays the MARC tags and fields. The MARC view cannot be modified in Leap.

Bibliographic Record & PAC C REFRESH GIRESULTS
Half of a yellow sun : a novel
g E By Adichie, Chimamands Ngozi, 1977-

f | Control number: 665742 | Display in PAC ILL
" HALF x|

Cwnier: QA-Guantum 5.0 (sys) Do not overay Host

Record status: Final

LB [|llinam s22]|]| = 4500

001 @E5T43

005 20130417135020.0

a0 0606152008 nyw 000 1 eng u

020 321400044162 ; $0524.95

082 00 $a823/.82 §222

082 SaFict Shadi

085 gaFict $hadi

100 1 ZaAdichie, Chimamanda Mgozi, $d1977-
245 10 FaHalf of a yellow sun - $ha novel / $cChimamanda Ngozi Adichie.
260 ZaMew York : SbAlfred A. Knopf, $c2008.
EL 32435 p. ; 3c24 cm.

03as $a397587

035 $a(OColC)E2ETE418

Bibliographic Record - Statistics view

Bibliographic Record & PAC C REFRESH GIRESULTS

Half of a yellow sun : a novel

By Adichie, Chimamands Ngozi, 1977-
Control number: 865743 | Display in PAC ILL
Cwner: QA-Guantum 5.0 (sys) Do not overlay Host

Record status: Final

B MARC 'Es-laﬁsﬁc_{l & Resources

Mumiber of items: 8 ‘Vear-to-date circulation: 0 ‘ear-to-date in-house use: 0
Mumber of holds: 0 Previous yesar-to-date circulstion: 1 Previous year-to-date in-house use: 0
First aveilable date: 10/14/2007 Lifetime circulation: 13 Lifetime in-house use: 0

Bibliographic Resources view

The Resources view displays resource entity information only if the bibliographic record is for integrated
eContent.
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Bibliographic Record

C' REFRESH

% PLACE HOLD o PAC GIRESULTS CLOSE

Half of a Yellow Sun [electronic resource]
By Adichie, Chimamands Ngozi
Control number: 1276195 +| Display in PAC I

Onwwner: QA-Quantum 5.0 (sys) Do nat overay Host

Record status: Final

& Preview i Hems MMARC (&l Stafistics [‘ Resourcesé]

Account Name:
Active:

Resource Group
Imparted MARC Data:

Ohject Identifier:

OverDrive - Clark County

CwerDrive - Clark County

es

CwerDrive - Clark County (Burnt Hills)

8568 40 £3Chkck for more informationtubtip:/iapi.overdrive comivl fcollectionsiv1L2ZBGRAAAHWOAAA 1z/products/e 361 c3cf-fE25-45da-Befb-
fadbdeadci24E0680

E281C3CF-FE25-45DA-0EFB-FADBAEE4C324

URL: hitp=ifapi.overdrive.comiv/collectionsiv1 L2ZBGOAAAHWOAAS 1 ziproducts/e 36163 cf-fE25-45ds-Defb-F4dbdeadca2e
Link Text Click for more information
Gower Image URL hitp=ifimages. contentresenve. comiimageType-200001 11-14E361C3CF-FE25-450DA-BEFB-F40B4EE4C32 4} img 200 jpg

Fublic Mote:
Men-Public Note:

Creator:  PolarisExec

Creafion Date: 4772015 10:47:08 AM

Minifiar

Go to the Title in the PAC

From the bibliographic record, you can select PAC to go to the title in Polaris PowerPAC.

£ PAC

« ContentDM (EPLS)

L]

LIBRARY INFOY  SEARCHY | COMMUNITY ¥ MYACCOUNTY HEPY

Keyword search for: |bﬂ5743 * ” ol |
Search by: |Any Field vl Using: | Locsl Folaris PAC DB v
Related searches e Limit by [All terms - All Libraries | Select Databases
- More Search Options [ course resarve items only
« Adichie, Chimamanda Mgozi,
1977- eaticid Page: [1]
* Other Searches
= Any Field Search
« Title Search 1 c a SUn - A novel
| eyl | | Aty
« Author Search | N | by Adichie, Chimamanda Ngozi, 1977-
- Subject Search | HALF ws |
« General Motes Search FELL“W |
+ Publisher Search . SUN Publisher, Dafe: MNew York : Alfred A Knopf, 2006.
+ Genre Search | Ko | Description: 435 p. ; 24 am.
+ Series Search see reviews/add a
 Other Databases review; 108 reviews LIJ]
+ Local Folaris PAC DB (dedekek) 2006
+ AP Journzls Online —~ &
(museglobal AF) Cocax Add 1o My List
= Amazon (Books)

To return to the bibliographic record displayed in Leap, close the browser tab that displays PowerPAC.
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Linking to Records

You can open records from links in other records, from message boxes, and from list views:

Bibliographic Record Links

« Link to anitem record from the Items list view by selecting an item in the list.

Bibliographic Record G PAC C'REFRESH GIRESULTS

Half of a yellow sun : a novel

By Adichie, Ghimamania Ngozi, 1977~

HALF RN Control number. 685743 | Displey in PAC I
YELLOW | o ovommamssisn oo s
S UN | Record sttus: Final

© Preview Whltems EMARC (@ Sfafisics 4 Resources

Filter Items
ASSIGNED MATERIAL  SHELF CALL LAST RECORD CONTROL
RANCH COLLECTION TYFE LOCATION NUMBER VOLUME STATUS BARCODE ACTMVITY STATUS NUMEER
Clifton Park- Book Fict Adi In 0000602827398 1211212007  Final 2480332
Hsifmoon Public
Library

Item Record Links

« Link to the current or previous borrower by selecting the barcode link.

ltem Record & CHECK IN ' REFRESH

Half of a yellow sun - a novel

W By Adichie, Ghimsmands Ngozi, 1577-

1

N

B !‘ Barcode: 0000602827396 Material type: Book: L
- HALF o n |

YEI.I.I]W Call number: Fict Adi Shelf location: None eContent

4 SU N;r Callection: None Issue: Non-circulting

Temp location: Frice: §24.95 | Display in PAC

Assigned branch: Clifton Park Circulstion ststus: In || 12/12/2007 9:28:29 Bib conirol number: GE5743

Am
£ Circulation; == Controls B3 Blocks and Notes 49 History
Due date Current borrower- Check-out dste:
Renewals taken: 0 Loaning branch: Original due date
Renewals limit 2 Held for
Renewal date: Held st
Last location mTiee In-transit/Transfermed
a Cifton Park EBomower: 1000201257888 From: Bumt Hills
& 1201202007 8:26:20 AM Samng Branc GG Pa Sent: 121072007 10:15:58 AM
Viksin/user: CPH-Mary/mocannel Circ date: 1172572007 1:46:57 PM To: Ciifton Park

Received: 12/1202007 8:28:20 AM

« Forheld items, link to the patron for whom the item is being held.
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Item Record

C'REFRESH GIRESULTS

) PLACE HOLD & CHECK IN CLOSE

And then there were none [DVD]

Barcode: 0000203505508
Call number: DVD ANDT
Collection: None

Temp location

Assigned branch: Kellie's Branch

Material type: Video-
Shelf location: None:
Issue:

Price: $30.00

Circulation status: Held || 10/29/2014 12:22:18

[T
eContent
Non-circulating
/I Display in PAC

Bib control number: 612563

O Circulaion 2= Controls ¥ Blocks and Notes

 History

Due date
Renewals taken: 0
Renewals limit: 1
Renewal date:
Lastlocation
Checkein at Kellie's Branch

Chein date: 10/20/2014 12:22:07 PM
v user: Kellie Connerfkellie.conner

Current borrower.

Loaning branch:

Held for: conner2

Held at: Kellie's Branch (KMC)

Last use
Borrower: 1000201371100
Loaning branch: Saratoga-5.0
Circ date: 12/18/2007 4:34:37 PM

Check-out date:

Original due date:

In-transit/Transferred
From: Kellie's Branch
Sent: 42014 1:54:47 PM
To: Saratoga-5.0
Received

« Link to the bibliographic record by selecting the Bib control number link.

Item Record

Call number: Fict Adi
Collection: None.

Temp location:

Assigned branch: Clifton Park

Half of a yellow sun : a novel

By Adichie, Ghimamanda Ngazi, 1977~

HALF Ay !\ Barcode: 0000802827396

Materisl type: Book
Shelf location: None
lssue:

Price: §24.96

Girculstion status: In

C'REFRESH

) PLACE HOLD & CHECK IN

L
eContent

Non-circulsting

¥ Display in PAC

Bib control number; 665743

| 121272007 9:28:29

1LOSE

Hold Request Links

Link to Bibliographic Record by selecting Bib control number .

Community Lioray s20ts ananots
‘Garcia Marquez, Gabriel, 1927-2014 0140119906 (Penguin pbk )
=
. S
-
72 o Sarstogs Springs Publc Liary
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Iltem and Patron Block Message Box Links

« Link to the item record from the Item is blocked message box.

Item is blocked
Do you want to continue with this operation?

Now you see her [sound recording]

2 Cassettes

ITEM RECORD m CANCEL

« Link to the patron record from the Patron is blocked message box.

Patron is blocked

Do you want to continue with this operation?

Associated patron blocks /

Eﬁ)zulins, Genie R Library Assigned Block 1 ]

Duplicate Patron Registration Message Box Link

« Link to the existing Patron Record when you register a new patron and a possible duplicate patron is
detected.

Duplicate Patron Records

The following patrons exist in the database already and may be a duplicate of Laura Izquierda

(132123121321)
NAME STREET cry POSTAL CODE  BIRTHDATE  BRANCH
Ezquielda‘ Laura 101 E. Main Street  SYRACUSE 13210 12/1/1955 ‘Community L\brary]
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Patron Record - Registration

When you first signin to Leap, the Circulation page opens.

Utilifies ~

X NEW PATRON & CHECK IN

From this page, you can access an existing patron record by scanning the patron’s barcode or by searching
for the patron. Or, you can register a new patron by selecting NEW PATRON.

Note:

Leap and the Polaris staff client share the same patron registration settings and required fields
as defined in Patron Services Administration parameters and profiles for the patron's
registered branch.

See also:

« "Do a quick search for an existing patron" on page 66

« "Use the Find Tool to search for a patron" on page 68

« "View, edit, or renew an existing patron’s registration" on page 70
« "Register a new patron" on page 72

« "Copy an existing patron record" on page 77

« "Delete a patron record" on page 80
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Do a quick search for an existing patron

You can do a quick search by scanning a patron barcode or entering search criteria in the search box. For
additional search options, select Find Tool. See "Use the Find Tool to search for a patron" on page 68.

To do a quick search for an existing patron’s record:

1. Signinto Polaris Leap.

The Circulation page opens with the cursor in the search box.

& CHECK IN

X NEW PATRON

2. Open the patron's record by one of these methods:

« Scan the patron’s barcode on the patron's library card.

e

« Start entering search criteria in the box. As you type, automatic suggestions are displayed that may
include both patron and bibliographic records. If only one patron record matches the entry, it opens
immediately. You can select a patron from the list of automatic suggestions or press Enter or tap Go.

ramachandran X ‘ Q -

(Patron Suggestions]

in, ricarda p 1984

d iCNa
ricardo p re
teresaarar
ricardo ran
teresar
melissa ra

an on paradigm shifts matt ridley on tapping
dran on the question of self who you

If you press Enter or tap Go, and the search criteria matches keywords in both patron and
bibliographic records, a total count is displayed for each type of record. Select Patron Keywords to

open the Find Tool. Select a patron in the Find Tool results list.
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Scan or search for patrons or items Q

Please choose one of the following to narrow your
search for "ramachandran”

Bibliographic Keywords (5)

Patron Keywords (3)

The patron’s record opens to the patron's library account view. Select REGISTRATION to go to the

existing patron's registration view. See "View, edit, or renew an existing patron’s registration" on page
70.

Note:
If the patron record requires updates, a message appears.

The pairon registration has expired. Please update.
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Use the Find Tool to search for a patron
To search for a patron using the Find Tool:
1. Signinto Polaris Leap.
The Circulation page opens.

2. Select FIND.

Scan or search for patrons or items

The Find Tool opens with Patron selected as the record type.
3. Enterthe search criteria.

As you type, automatic suggestions are displayed.

Find Tool - Patron

Patron » Basic Search » Name (Last, First Middle) » Keyword (All) »

Azig| B|

azizad, julie b 1971
azizova, frank m 1986
aziz, edward w 1954
azizi, ericb 1973

aziz, nasir 1989

i, kimm 1966

3 david ¢ 1947
azizad, marion 1929

Ready 1 Result(s)

4. Open the patron record:

« Ifthe patron s listed in the automatic suggestions list, select the patron in the list, and select
OPEN.

« Select the search button to go to the Find Tool search results list, select the patron in the list,
and select OPEN.

The patron's record opens.
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Find Tool - Patron

Patron » Basic Search » Name (Last, First Middle) »  Keyword (All) »

aziz, nasir 1989 m‘ =

Barcode Name Street City S... Zip | BirthD... | Library
¥ 1229195408668 Aziz, Nasir 856 Oak Drive SYRACUSE NY 13.. 2M4M19.. Commu...

Ready 1 Result(s)

For more information, see "The Leap Find Tool" on page 37.
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View, edit, or renew an existing patron’s registration

To view or edit an existing patron’s registration information or renew the patron’s registration:

1. Scan apatron’s barcode or search for the patron.

The patron’s name, picture (if available), registered branch, and account information are displayed at

the top of the page.

ALEXANDRIA LEE REMEY ©
122919540926
" COMMUNITY LIBRARY

o BLOCKS =] NOTES

4 REGISTRATION

C REFRESH CLOSE

& Check Out (0) @ Out (3)/ Overdue {2) B2 Account ($0.00) & Claims (1) / Lost (0) ™ Holds (4) More ¥
| | o | Find Tool © Special Loan :
[0 sarcobe CALL NUMBER TITLE DUE DATE ACTION SHELF LOCATION ASSIGNED BRANCH MATERIAL TYPE

2. Select REGISTRATION.

The page displays the patron’s registration information.

ALEXANDRIA LEE REMEY @ A REGISTRATION (' REFRESH CLOSE
122919540926
" COMMUNITY LIBRARY f# BLOCKS =] NOTES
& Check Out (0) W\ Out (3)/ Overdue (2) 5 Account (50.00)  © Claims (1)/ Lost (0) M Holds (4) More =
Profil
e L BTN
L Atiributes
= Email Barcode * Registered At * RENEW
o | [122919540926 x | | Community Library |
. Phone/Fax Former Barcode Patron Code * CopY
A Notifications | | | Regular |
O Preferences
Last Mame * Date of Registrafion 4313
SR | Remey | | 111272013 |
Image
First Name * iration Date *
@ Misc. Info Expi
| Alexandria | | 111272016 |
Middle Name Birth Date
| Lee | | 416/19585 |
Title Suffix Statistical Class
| {None) | | | | (None) |
Gender *
O Male ® Female O NA
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3. Togo to different sections of the patron record, select an item from the left navigation menu.

A Profile

2 Affributes
4 Email

# Address

. Phone/Fax
A Moiifications
££ Preferences
@ Password
[ Image

@ Misc. Info

4. To edit the patron’s registration information, type the text or select options, and select SAVE. See
"Register a new patron" on page 72 for information on the registration fields.

5. Torenew the patron’s registration, select RENEW to open the Renew Registration box.

Renew Registration

Alexandria Lee Remey's registration expired on 5/15/2015. Would you like to renew the registration?

Expiration Date

S5M52018

Address Check Date

5152016

Expiration Term

3 [v]

Years

Address Check Tam

1

Years

CONTINUE CANCEL

6. To specify the renewal expiration and address check date, you can enter a length of time or an exact

date:

« Entera number and select Years or Months.

« Select Exact Date, and select a date from the calendar.
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Register a new patron
To register a new patron:

1. Select NEW PATRON.

4 NEW PATRON

The Patron Registration page opens with the Profile view selected.

Tips:

Required fields are marked with an asterisk.

You can use the vertical scroll bar to scroll through the sections of the Patron Registration
page.

Or, to quickly go to a section of page, select an option in the left navigation bar.

Patron Registration 1
|
2 Affributes
4 Email Barcode * Registered At * CANCEL
& Address ‘ | Community Library
% Phone/Fax Former Barcode Patron Gode *
A Notifications Regular
% Preferences
Last Name * Date of Registrafion
@, Password T
[l Image
First Name * Expiration Date *
572018
Middie Name Birth Date
Title Suffix Statistical Class
(None) (Mone)
Gender *
O Male O Female @ A

2. Select Profile in the navigation bar, and enter the patron's information:
a. Scan the patron's barcode in the Barcode box, or type the barcode.

Note:
If the patron was registered previously and had a library card with a barcode, enter the
old barcode number in the Former barcode box.

b. Type the patron’s last name (at least one character) in the Last name box.

Tip:
Do not use spaces when typing compound last names. For example, type MacDonald
(instead of Mac Donald).
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Type the first name in the First Name box

Type the middle name in the Middle Name box.

Select the patron’s title in the Title box.

Type the patron’s suffix (such as Sr., Jr., Il, or Ph.D.) in the Suffix box.
Select the patron’s registration branch in the Registered At box.

T Qe -~ 0 a2 0

Select the patron’s code in the Patron Code box.

i. Click/tap in the Expiration Date box to open a calendar, and select the date that the patron’s
registration will expire.

j. Click/tap in the Birth Date box to open a calendar, and select the patron’s birth date.
k. Select a statistical class for the patron.

|. Select Male, Female, or N/A under Gender.

3. Select Attributes in the navigation bar to go to the Attributes section, and enter additional information
in the user-defined and custom data fields that your library has set up. For more information on user-
defined and patron custom data fields, see the Polaris staff-client online Help.

& Profile
- Attributes

- Attributes
E4 Email ID Number Privileges / Restrictions
# Address
. Phone/Fax

Voter Registration Collection Use Only
A Nofifications (None) &
2 Preferences

Mot Currently In Use Parent/Guardian
@ Password

This field is required if the patron is a juveni

[Eal Image

Parent/Guardian birth date

[ Restricted patron

License number

[ Mew PCDF

4. Select Email in the navigation bar to go to the Email view, and enter the patron's email address and
alternate email address (if applicable).

4. Profile

Email
2. Atiributes

B4 Email Email Address Alt Email Address

# Address

. Phone/Fax

5. Select Address in the navigation bar to go to the Addresses section, and select the ADDRESS but-
ton to add the patron’s address.
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A Profile
) Addresses
X+ Aftributes
EAEmail Address Check Date
‘: © ADDRESS
# Address SM272016
% Phone/Fax
Term
A Nofifications 7 e
25 Preferences
a

The Address section expands.

Address Type City
Home COBLESKILL
Postal Code Zip+4; Siate
12043 WY
Street Address County
SCHOHARIE
Street Address Line 2 Country
usa
i DELETE

6. Enterthe following information in the expanded Address section:

a. Select an address type in the Address Type box.

b. Enterthe postal code in the Postal Code box. The City, State, and County boxes are filled in
based on the postal code you entered. If these boxes are not automatically filled, you can type
the city, state, and county.

c. Type the patron’s street address in the Street Address and, if necessary, the Street Address
Line 2 boxes.

d. Click/tapinthe Address Check Date box, and select a date when the patron’s address
should be checked. Or, under Term select a number and select Years or Months. The
address check date changes when you select a term.

Address Check Date: T

09/08/2016 X [

(]

11

18

25

Sep 2016 o

Mo Tu We Th Fr Sa

3 2 3
5 6 7“ 910
12| 13 14 15| 16 17
19| 20 21| 22 23| 24

26| 27 28 29 30
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7. Select Phone/Fax in the navigation bar and enter the patron's phone number(s) and fax number (if
applicable).

4 Profie Phone/Fax
2 Attributes

= Email Phone 1 Phone 2

35
# Address

. Phone/Fax Phone 3 Fax

& Nofifications

o Preferences

8. Select Notification Settings to go to the Notification Settings section.

A Profile
4 Aleiaies Notification Settings
E4 Email Motices Address eReceipt Option
# Address {None) (None)
. Phone/Fax
& Notifications Motificafion Opfion
o Preferances T O Additional TXT Motice
%, Password
& Image Text Messaging Phone Wireless Carrier
{MNone) (Nons)

9. Inthe Notification Settings section, select from the following options:

a. Select the address type to which notices will be sent. The addresses must be entered in the
Addresses section to appear in this list. For example, if you specified a home address, it is lis-
ted as Home.

b. Select the electronic receipt option in the eReceipt Option box.
Select the notification option to use in the Notification Option box.
If an additional text message notice will be sent to the patron, select the following options:
« Select the Additional TXT Notice box

« Select the phone (1, 2, or 3) to which text messages will be sent in the Text Messaging
Phone box.

« Select the wireless carrier in the Wireless Carrier box.
10. Select Preferences to go to the Preferences section.
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4 Profile
Preferences
2 Attributes
E4 Email Exclude from Nofices and Reminders Language
# Address English o
[ overdue ¢
. Phone/Fax
O Held [ Maintain Reading History
A Notifications 0 Biing [ Do Not Delete Record
4 Preferences [ Aimost Overdue/Auto-Renew [ E-mail Motices in Plain Text
@, Password [ Patron Record Expiration [ Exclude from Collection Agency
Glimage [ Inactive Patron

In the Preferences section, select the check boxes that indicate the patron's preferences:

a. Under Exclude from Notices and Reminders, select the notice and reminder types that the pat-
ron does not want to receive.

b. If the patron speaks a language other than English, select it in the Language box.
c. Select the other applicable preference check boxes.
In the Password section, enter the patron’s password and re-enter it to confirm it in the Password

(Confirm) box.
If the passwords do not match, the Password (Confirm) box has a red border.

To save a patron’s picture in the record, go to the Patron Image section, and do the following steps:

Note:
To take a new patron photograph from a workstation, a webcam must be installed. If you are
running Leap on an iPad, you can use the iPad camera.

a. Select UPDATE IMAGE.
b. Click/tap SELECT IMAGE and select one of the following options:
« TAKE PHOTO - The camera opens. Take the patron’s photo and select

Use Photo to use the image as it was captured. You can select Retake to
take a new photograph.

« CHOOSE EXISTING - Browse and select the existing patron photo. On
aniPad, you can select the picture from the Camera Roll.

¢{ Photos  Camera Roll

IS,

The picture is displayed in the Update Image view.

Update Image
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d. Select CLOSE to close the Update Image box and return to the patron’s record.

14. Select SAVE to save the new patron record.

If no similar patron records are found, the new patron record is saved.

If potential duplicate patron records are found in the database, a Record Not Saved dialog box opens
listing the potential duplicates.

Note:

You can update the photo by replacing it, or if you want to delete the photo, select it and select
DELETE.

Copy an existing patron record

You can copy a patron's registration information when registering a new patron who has similar information,
such as a family member.

To copy a patron's registration:

1. Open the patron record that you want to copy, and select REGISTRATION to go to the Registration

page.

2. Select COPY.

2 Check Out (0)

MS. LAURA IZQUIERDA @ Z

COMMUNITY LIBRARY @ BLOCKS

i Out (3)/ Overdue (3) & Account (§107.94)  © Claims (1)/Lost (1) 1 Holds (4)

More >

Prefe s ]

Barcode * Registered At*

2291554 x Communiy Livrary ~

copy

DELETE

The patron record is copied and the Patron Registration page displays with the name Patron Regis-
tration 1. Many field values are copied to the new patron record.

3. Enterthe patron's name, barcode, and other information.

Select SAVE to save the new patron record.

Field values and settings copied to the new patron record.

Profile view

Last name
First name
Middle name
Title

Suffix
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« Registered Branch
» Patron Code

« Expiration Date

o BirthDate

« Gender
Patron Registration 1
& Profile Profile
2+ Attributes
o Barcode * Registered At
& Address ‘ ‘ | Community Library ‘
. Phone/Fax Former Barcode Patron Code *
A Notifications ‘ ‘ | Retrea ‘
98 Preferences
Last Name * Date of Registration
@ password
‘ Izquierda ‘ | 3/27/2015 ‘
& Image
First Name * Expiration Date =
| Laa ‘ | 102018 ‘
Middle Name Birth Date
‘ ‘ | 12111955 ‘
Title Suffix Statistical Class
‘ (None) ‘ ‘ ‘ | Cobleskill-Town ‘
Gender*
O Male ® Female O NA

Attributes view

All field values are copied if defined: five user-defined fields (UDFs) and the patron custom data fields
(PCDFs) the library uses.

Attributes
1D Number Privileges / Restrictions
‘Voter Registration Library Use Only
| Yes ‘ ‘ (None) ‘
Not Currently In Use Parent/Guardian

Parent/Guardian birth date

| ‘ [ Restricted patron

License number

| 122145454 ‘ [ New PCDF

Email view

« Email Address
o Alt Email Address
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Email

Email Address

Alt Email Address

lizuierda@gmail.com

Addresses view

o All addresses

o Address Check Date

‘ 8/26/2016

Addresses
Address Type City
| Home | | SYRACUSE |
Postal Code Zip+4: State
| 13210 ‘ | | | NY |
Street Address County
| 101 E. Main Street | | OMNONDAGA |
Street Address Line 2 Country
| | [us ™
W DELETE
© ADDRESS
Address Check Date Tem

|. 1 | | Years |

Phone/fax view
« Phone 1,2,3

o« Fax
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Phone/Fax

Phone 1 Phone 2

315-512-5535

Phone 3 Fax

Notification Settings view

All field values and settings are copied.

Notification Settings

Notices Address eReceipt Option

Home (None)

Notification Option

TXT Messaging [ Aqditional TXT Notice

Text Messaging Phone Wireless Carrier

Phone 1 Verizon

Preferences view

All field values and settings are copied.

Preferences

Exclude frem Notices and Reminders Language

O overdue S
O Hola B Maintain Reading History

O Biling [J Do Not Delete Record

[ Aimost OverdueiAuto-Renew [ E-mail Notices in Plain Text

[ Patron Record Expiration O Exclude from Collection Agency

[ Inactive Patron

Delete a patron record

When a user attempts to delete a patron record in Leap, the same permissions and blocking conditions are
checked as with the Polaris ILS. For information about the blocking conditions that prevent deletion of patron
records, and the permissions required to delete patron records, see the Polaris ILS online Help.

To delete a patron record from Leap:

1. Open the patron record.
2. Select DELETE.

A confirmation message appears.
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Delete patron record

The patron record will be permanently deleted. Do you want to
continue?

3. Select CONTINUE to delete the patron record.

If there are any conditions that prevent the patron record from being deleted, a message (or
messages) is displayed.
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Patron Record - Library Account

When you access an existing patron’s record in Leap, the summary bar displays the number of items out and
overdue; the account balance; the number of claimed and lost items; and the number of holds. To view
details, or to enter or modify data, select the appropriate option in the summary bar. From the More menu,
you can access the patron’s notes, reading history, associations, notices, interlibrary loans (ILLs), and

messages.

To check out an item to the patron, scan the barcode. You can also search for an item and check it out. See

"Checking Out and Renewing Items" on page 151.

s ANAR KAMAT © 4 REGISTRATION C* REFRESH
= 1001900146413
COMMUNITY LIBRARY @ BELOCKS [ noTES
& Check Out (0) W\ Out (2)/ Overdue (2)  Eo Account (30.00)  © Claims () / Lost (0) M Holds (4) More =
Scan or enter item barco « Find Tool @ Special Loan
[0 BARCODE  CALLNUMBER  TITLE DUEDATE  ACTION  SHELF LOCATION ASSIGNED BRANCH MATERIAL TYPE
See also:

o "ltems Out List" on page 83

« "Patron's Financial Account " on page 91
« "Claimed and Lost Items" on page 99

« "Hold Requests " on page 103

« "Patron Blocks" on page 124

« "Patron Notes" on page 127

« "Notices" on page 133

« "Patron Messages" on page 136

« "Reading History" on page 130

« "View a patron's interlibrary loan (ILL) requests" on page 132
« "Patron Associations" on page 139
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Iltems Out List

The patron’s items out list is displayed when you select the Out/Overdue button. The button indicates the
number of items out to the patron (in blue) and the number of overdue items (in red). The Due On column
displays the due date with an exclamation point if the item is overdue. From patron’s items out view, you can
reset the due date, renew, make a claim, estimate fines for overdue items, or check in items. You can also
select More to go to the History, Associations, Notices, ILL, and Messages pages.

You can select an item or items in the patron's items out list and select a button from the task toolbar to do
the following: renew an item; set a special renew period; reset the due date; estimate fines; make a claim;
declare the item lost; view the item's notification history; check in the item; or print a list of the selected
items.

ANAR KAMAT © 4 REGISTRATION C*REFRESH CLOSE
15 001900146413
COMMUNITY LIBRARY A BLOGKS [ noTES
& Check Out (0) [m Out (2) / Overdue [1}rE§-A|:count (50.00) (@ Claims (0)/ Lost (0) M Holds (4) More *
[#l Estimate Fines More - Filter ltems
RENEWALS
O Tvre DUEON ¥ BARCODE TITLE AUTHOR LEFT CALL NO. ERANCH
O s M 1082014 0000410138414 The Year of Fving dangerously [DVD] 0of0 DVD Fict Yea Schenectady Branch
Video -Ce..
O [N ] Ti232015 0001000035103 ‘One hundred years of solitude Garcia 0ofs Fict Gar Canajoharie Library
Book Mérquez,
See also:

« "Renew items from the items out list" on page 156

« "Reset the due date from the items out list" on page 85

« "Set a special renew date or loan period from the items out list" on page 86
« "Estimate fines from the items out list" on page 87

« "Claim an item from the items out list" on page 88

« "Declare anitem lost from the items out view" on page 89

« "View the item record from the items out list" on page 90
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Renew items from the items out list
To renew one or multiple items from the items out list:

1. Open the patron’s items out list.
2. Select the item oritems in the list and select RENEW.

A | ANAR KAMAT © 1 REGISTRATION CREFRESH  [ERODILIS
s 1001900 146413
COMMUNITY LIBRARY @ BLOCKS [ noTeES
& Check Out (0) W\ Out (2) / Overdue (1) s Account ($0.00) @ Claims (0)/ Lost (0) ™ Holds (4) More =
©@ Special Renew % Reset Due Date [l Esfimate Fines © Make A Claim # Declare Lost More -~ Fitter ltems
RENEWALS
O Tree DUE ON ¥ BARCODE TITLE AUTHOR LEFT CALL NO. BRANCH
O e A 10M6/2014 | 0000410130414 The Year of living dangerously [DVD] Oofd DVD Fict Yea  Schenectady Branch
Videa -Ce..
] [y} 7I2312016 0001000035103 One hundred yesrs of solitude Garoia Oof§ Fict Gar Cangjoharie Library
Book Mérquez, ..

The item is renewed if there are no conditions preventing its renewal, and the new due date is dis-
played in the DUE ON column.

A message appears if the renewal exceeds the limit.

If the item is overdue, the Overdue Fine dialog box opens. From this dialog box, you can pay, waive,
charge account, or cancel. See "Patron's Financial Account " on page 91.

If your library prints receipts for renewals, the print dialog box opens. See "Receipt Printing from
Leap" on page 20.
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Reset the due date from the items out list
To set a different due date from the items out list:

1. Open the patron's record and go to the items view.
2. Select anitem or items in the list of items out, and select the Reset Due Date button.

ALEXANDRIA LEE REMEY © LREGISTRATION || CREFRESH
22919540926
" COMMUNITYLIBRARY  § BLOCKS  [sINOTES

& Check Out (1) @ Out (4) / Overdue (1) BB Account (§4.60) & Claims (1)/ Lost (0) ™ Holds (5) More =

Scan or enter tem barco | & Find Tool ¥ Reset Due Date © Special Loan

CALL DUE SHELF MATERIAL

[0 earcope NUMBER TITLE DATE ACTION LOCATION ASSIGNED BRANCH TYPE

E 0000400568797 574.5 Ago Thieves, deceivers, and killers : tales of chemistry = 7/31/2015  Check Schenectady Branch - Bock

in nature Out Central

A calendar control is displayed.
3. Select the new due date from the calendar.

The new due date is displayed in the DUE ON column.
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Set a special renew date or loan period from the items out list

To set a special renew date or renewal loan period:

Open the patron's record.
Select the items view.

Select anitem in the list, and select the special renew button.

The area below the button bar expands.

4 REGISTRATION C'REFRESH COMPLETE

@ BLOCKS DnoTeES

& Check Out (1) W Out (2) / Overdue (0) & Account (§0.00) © Claims (0)/ Lost (0) M Holds (4) More =
m © Special Renew [ Reset Due Date [l Esfimate Fines @ Make A Claim # Declare Lost More ~ Filter ltems
o June 2015 L] Loan period:

Su Mo Tu We Th Fr Sa Ar =T

Apply to sl items for this patron
2 3 4 5 L3
s 10|11 1213
16| 17) 18 19| 20
23| 24 25 26 27
30

SPECIAL RENEW CANCEL

4. Do one of these steps to set the special renewal:

5.

« Select a specific due date from the calendar.

» Specify the duration of the loan in the Loan period boxes by typing a number and selecting
Days, Hours, or Minutes from the drop-down list box.

(Optional) If you want the loan period to apply to other items for this patron, select Apply to next
item only or Apply to all items for this patron.
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Estimate fines from the items out list
To estimate fines for items in the items out view:

Open the patron’s record.
Select Items to go to the items out view.
3. Select the item oritems in the items out list, and select the estimate fines button.

&

The estimated fines are displayed.

Estimated Fines

Estimated Fines of $0.70 based on return date of 8/27/2014 SELECT DATE

ITEM
TITLE AUTHOR STATUS DUE DATE FINE
The Australian outback Moffitt, lan Qut 872612014 $0.10
The theatre of Tennessee Williams Williams, Tennessee, Qut 8/26/2014 50.10
1911-1983
Zen art for meditation Holmes, Stewart Out 826/2014 $0.10
Walker.
The question of Bruno Hemon, Aleksandar, Qut 8/26/2014 50.10
1964-
White teeth : a novel Smith, Zadie Qut 8/26/2014 $0.10
Remembrance of things past Proust, Marcel, 1871- Qut 8/26/2014 $0.10
1922
Panic in a suitcase : a novel Akhtiorskaya, Yelena. Qut 872612014 $0.10
Estimated Fine Total $0.70

CLOSE

4. Tochange the due date, click/tap SELECT DATE, and select a different date from the calendar.
5. Select CLOSE to close the dialog box and return to the items out list.

Note:
If your library has opted to include lost/and or claimed items in the estimated fines calculation,
you can also estimate fines from the Claims/Lost view.
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Claim an item from the items out list

When an item is listed as checked out to the patron, but the patron claims she never checked out the item or
has already returned it, you can assign a claim status to the item.

To assign a claimed status to an item in the patron’s item list:

1. Open the patron's record and select the items out button.

W Out (1) / Overdue (1

The patron's items out list view opens.

2. Select the check box in the column to the left of the item that you want to claim, and select the Make
a Claim button.

The area below the button expands.

@ Special Renew [ Reset Due Date [l Estimate Fines ©Make AClaim | # Declare Lost More + Filter ltems
Choose a claim status: Claim Returned CANCEL
REMEWALS
TYPE DUEON ¥ BARCODE TITLE AUTHOR LEFT CALLND. BRANCH
(0] 4TI2015 12281954001 Pluto : Mew Horizons for a lost horizon - Dofd Saratoga Springs
Book astronomy. astrology. mythology Fublic...

3. Select the claim status, and select CLAIM.

The item is claimed.
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Declare an item lost from the items out view
To select an item from the list of items out and declare the item lost:

1. Open the patron's record and select the items out button.

fw-ommrmerdue [1f

The patron's items out list view opens.

2. Select the check box in the column to the left of the item that you want to declare lost, and select the
Declare Lost button.

& Check Out (0) B\ Out (1)/ Overdue (1) o Account (50.00) (D Claims (2) / Lost (0) M Holds (2) More =
© Special Renew [ Reset Due Date [l Estimate Fines @ Make A Claim # Declare Lost More ~ Filter ltems
RENEWALS
TYPE DUEON ¥ BARCODE TITLE AUTHOR LEFT CALL NO. BRANCH
b i1 472015 12261854001 Pluto : New Horizons for = lost horizan - 0o Saratoga Springs
" Book astronamy, astrology, mythalogy Public..

The Declare lost item dialog box opens.

Declare lost item

Hern Barcode: 122591554001 Title: Pluto : New Horizons for a lost horizon - astronomy,
astrology, mythology

Due Date: 4712015
Eilled Date: Billed

Patron Mame: Acosta, Sarah R
Patron Barcode: 1001900144202

Replacement Processing: Oreardue:
Charge: $25.00 $0.00 $0.00
Paid: 50.00 §0.00 $0.00
Waived: $0.00 $0.00 $0.00
Amount due: $25.00 $0.00 $0.00
Amount: 525.00 50.00 50.00
ctions: Leave as is[v | Leave as is[v ]
Fayment method: Cash Total Fine: §25.00

Bl o

3. Select Pay, Waive, or Charge in the Actions box.
4. Select the method of payment in the Payment method box.

Note:
Integrated credit card payments are not available in this version of Leap.

5. Select OK.
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View the item record from the items out list

To view the item details from the items out list:

1. Open the patron’s items out list. See "ltems Out List" on page 83.

ALEXANDRIA LEE REMEY @ A REGISTRATION C REFRESH CLOSE
122 26
COMMUNITY LIBRARY Al BLOCKS [=] NOTES
& Check Out (0)  #\ Out (3)/ Overdue (2) b Account (50.00) @ Claims (1) / Lost (0) M Holds (4) More ¥
& Renew @ Special Renew £ Reset Due Date [ Estimate Fines More - Filer ltems
RENEWALS
TYPE DUEON v BARCODE TITLE AUTHOR LEFT CALL NO. BRANCH
- 3U3I1I2015 122010545555 Fruitvale Ststion [vidacracording] 0of0 Sarstoga Springs
Video Public....

] EA 4TI2015 0000101520286 Breath, eyes, memory [large print] Danticat, Dof2 LT Fict Dan Lake Pleasant

""" Baok Edwidge, .. Pubiic Li...

O L|]| 8172015 0000200041036 Far from the sea Hunter, Evan, 1of3 Fict Hun ESarstoga Springs

Book 1828... Public....
2. Select anitemin the list.
. , . .
The item record’s details are displayed.
Item Record #] PLACE HOLD & CHECK IN C'REFRESH CLOSE
Breath, eyes, memory [large print]
By Dantical, Edwidge, 1363-
Barcode: 0000101520286 Material type: Book (18
Call number: LT Fict Dan Shelf locstion: None eContent

Callection: Large Type

Temp location:

Assigned branch: Lake Pleasant

Issue:
Price: §25.00

Circulation status: Out || 8/26/2014 2:25:03
PM

Han-circulating
W] Display in PAC

Bib control number: 561428

(Circulation 3= Controls [ Blocks and Notes 9 History

Due date: 4/7/2015 11:60:00 PM

Renewals taken: 3

Renewals imit: 2 Held for.
Renewsl date: 3232015 3:30:01 PM Held st
Last location Lastuse

Borrower:
Loaning branch: Community Library
(Circ date: 3232015 3:30:01 PM

Current borrower: 122010540026

Laaning branch: Community Library

Check-out date: 8/26/2014 2:25:03 PM

Original due date: 9/8/2014 11:58:50 PM

In-transit Transferred
Fram:
Sent
To:

3. Select CLOSE to close the item record details box.
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Patron's Financial Account

The patron's financial account view is displayed when you select Account in the summary bar. The columns
in the Account view display the type of charge, credit, or deposit; the date; the item barcode and title (if
applicable); the reason for the charge, credit or deposit; the organization that made the financial transaction;
notes (if entered); and the amount. When you select a specific line in the Account view, the applicable task
buttons are active. For example, when you select a credit, the refund credit button is active.

HAROLD T SMYTHE o A REGISTRATION (' REFRESH GFIRESULTS
2291954022100
IMUNITY LIBRARY & BLOCKS
ot Check Out (0) % Out (0)/ Overdue (0)  E5 Account ((34.50)) @ Claims (1)/ Lost (0) ™ Holds (0) More =
% Add Charge &= Create Credit More ~ Filter Charges
Charges: $0.50 Deposits: $0.00 Credits: $5.00 Balance: ($4.50) View: Account Summary *
O tvee DATE BARCODE TITLE REASON DORGANIZATION NOTE AMOUNT BALANCE
[0 cCredit 10302014 Community Library ($5.00) (35.00)
[] Charge B&/27/2014 0000400580710 The thestre of Tennesses Williams COwerdue Item Cormnunity Library $0.10 50.10
[0 Charge B&8/27/2014 oo 08 Zen art for itation Overdue Item Community Library $0.10 $0.10
[] Charge B&/27/2014 0000400188828 White teeth : a novel Overdue ltem Cormnunity Library $0.10 50.10
[ Charge &/27:2014 0000800056733  Remembrance of things past Overdue Item Community Library $0.10 $0.10
[] Charge B&/27/2014 0000201647757 The Australian outback Overdue ltem Cormnunity Library $0.10 50.10
(34.50)
See also:

"Add a charge to a patron's account" on page 94
« "Pay patron charges" on page 92
« "Waive charges" on page 93
« "Add a credit to a patron’s account" on page 95
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Pay patron charges

To select charges and pay them:

© N o o

Open the patron's record.
Select Account in the summary toolbar.

Select the check box next to the charge or charges you want to pay.

1229105402668

COMMUNITY LIBRARY A BLOCKS [inoTES

ﬁ NASIR AZIZ © L REGISTRATION

(' REFRESH CLOSE

& Check Out (0)  #N Out (0)/ Overdue (0) B9 Account ($3.10)  © Claims (0)/ Lost (0) ™ Holds (0)

More *

m ¥ Waive Charge W Add Charge B Create Credit More Fitter Charges
Charges: $3.10 Deposits: $0.00 Credits: $0.00 Balance: 53.10 View: Account Summary ¥
M TvPE  DATE BARCODE TITLE REASON ORGANIZATION NOTE AMOUNT BALANCE
{4 Chage 1/30/2015 0001000107004  Manchild in the promised land Overdue ltem | Community Library $3.10 5310
$3.10
Select PAY.
The area below the button expands.
LYV W Waive Charge % Add Charge £ Create Credit More « Filter Charges
Balance:  §3.10
Amount: 53.10 x
Method: Cash

Moke:
£ o

If the amount paid is different from that displayed in the Amount box, type the amount.

Select a payment method in the Method box.
(Optional) Type a note in the Note box.
Select PAY.

The charges are paid, and the patron’s account is updated.
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Waive charges
To waive a charge or charges, and distribute waived amounts:
1. Open the patron's record and select Account to go to the account view.

The Account view displays the account summary at the top of the list with totals for Charges, Depos-
its, Credits, and the total balance on the account.

2. Select the check box next to the charge (or charges) you want to waive.

- NASIR AZIZ © 4 REGISTRATION (* REFRESH CLOSE
§ | 1220195408668
COMMUNITY LIBRARY A BLOCKS [ noTES
& Check Out (0) M Out (0) / Overdue (0) 5 Account (53.10) (S Claims (0)/Lost () ¥ Holds (0) More ¥
%% Waive Charge % Add Charge = Create Credit More = Filter Charges
Charges: $3.10 Deposits: $0.00 Credits: $0.00 Balance: 33.10 View: Account Summary ~
E TYPE DATE BARCODE TITLE REASON ORGANIZATION NOTE AMOUNT BALANCE
E Charge 1/30/2015 0001800107884  Manchild in the promised land Overdue ltem Community Library 3310 53.10
53.10

3. Select the Waive Charge button.

The area below the toolbar buttons expands.

m % Waive Charge | W AddCharge | S5 Create Credit More + Fiter Charges

Balance: $16.00

Amount to wave: $16.00 [] Distributed waive

Mote:
T e

(Optional) Enter a note regarding the waived amount.
Select WAIVE to waive the amount displayed, or:

« Enter an amount less than the total amount of the charge, enter it in the Amount to waive
box, and select WAIVE.

« If you selected multiple charges and want the waived amount to be distributed among the
selected charges, select Distributed waive, enter an amount in the Amount to waive box,
and select WAIVE.

A message indicates the charge was waived successfully.
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Add a charge to a patron's account

To add a charge to a patron's account:

1.

Open the patron's record and select Account to go to the account view.

The Account view displays the account summary at the top of the list with totals for Charges,
Deposits, Credits, and the total balance on the account.

Select Add Charge.

The area below the button toolbar expands.

.| HAROLD T SMYTHE [i] 1 REGISTRATION C REFRESH
&' | 12201954022100
COMMUNITY LIBRARY 8 BLOCKS
.Check Out (0) B Out (0)/ Overdue (0) B Account (54.50)) € Claims (1)/Lost (D) W Holds (0) Wore
W Add Charge B Create Credit More ~ Fitter Charges
Fee Reason: Select one
tem Bareodz Sean or enter ifem barcor FIND TOOL
Hotes.
o

Type the amount of the charge in the Amount box.

4. Select the reason for the charge in the Fee Reason box.

If the charge is related to an item, scan or type the barcode in the box. Or, if the item is not in hand,
select FIND TOOL to open the Find Tool, and search for the item.

6. To enter notes regarding this charge, type them in the Notes box.
7. Select ADD CHARGE at the bottom of the dialog box to add the charge or select CANCEL if you

decide not to add the charge.

The charge is added to the patron’s account.
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Add a credit to a patron’s account
To add a credit to a patron’s account:
1. Open the patron's record and select Account to go to the account view.

The Account view displays the account summary at the top of the list with totals for Charges, Depos-
its, Credits, and the total balance on the account.

2. Select the Create Credit button to add a credit.

The area below the button toolbar expands.

HAROLD T SMYTHE @ 1 REGISTRATION C'REFRESH
12291954022100
COMMUNITY LIBRARY @ BLOCKS
&.Check Out (0) i\ Out (0)/ Overdue (0) B Account ((34.50) @ Claims (1)/Lost(0) W Holds (0) More
% Add Charge | | S Create Credit More + Filler Charges
Gredit to add | s0.00 - |
Method: Cash
Note:
El o

3. Enterthe amount in the Credit to add box.
Select the payment method in the Method box.

Note:
Integrated credit card payments are not available in this Leap version.

5. To enter an optional note, type it in the Note box.
6. Select ADD to add the credit amount to the patron’s account.
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View a patron’s collection summary
To view a patron’s collection summary:
1. Open the patron's record, and select Account.

The Account view displays the account summary at the top of the list with totals for Charges, Depos-
its, Credits, and the total balance on the account.

2. Select View | Collection Agency.

& Check Qut (0) W Qut (6)/ Overdue (6) B3 Account (5199.83)  ©Claims (0)/ Lost (0) ™ Holds (0) WMore ~

W Add Charge S Create Credit More « Fitter Charges

Charges: 512083 Deposits: 30.00 Credits: 30.00 Balance: $180.53 View: Account Summary *
O Twe  pate BARCODE TmLE REASON ORGANIZATION NOTE &Y Coliection Agency
[ Charge | SmZot4 Callection Agency Stilwater Public Library For Stillwater Public gy Transaction Summary

Library

The Collection Agency view is displayed.

Fifler Colletions

View: Collection Agency ~

ORGANIZATION STATUS ¥ AMOUNT DUE BALANCE COLLECTION DATE

Stillwster Public Library Submission §100.83 510083 502014 7:02:03 AM

See also: "Remove a patron account from collections" on page 97.
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Remove a patron account from collections
To remove a patron account from collections:

1. Gotothe Collection Agency view in the patron record. See "View a patron’s collection summary " on
page 96

2. Select the line for the amount in collection.
Select Remove.

A message informs you that the patron’s account will be removed from collections.

Remove from collection

Patron will no langer be reported in the collection reports and yaur collection sgency will have to be informed that this pstron is cut of
caiection. Do you wish 1o continue?

CONTINUE CANCEL

4. Select CONTINUE to remove the account from collections.
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View a patron’s transaction summary
To view the patron’s account transaction summary:

1. Open the patron record.
2. Select Account.

The Account view displays the account summary at the top of the list with totals for Charges, Depos-
its, Credits, and the total balance on the account.

3. Select View |Transaction Summary.

MR. GEORGE P ANDERSON © LRECISTRATION | C REFRESH ﬁ
. 1000600712177

COMMUNITY LIBRARY B BLOCKS [E NOTES
& Check Out (0) i\ Out (10) / Overdue (10) E Account (($19.46)) © Claims (0) / Lost (D) = Holds (0) More *
L =] Filter Charges
Charges: $280.54 Deposits: 50.00 Credits: $300.00 Balance: ($19.46) View: Account Summary ~ M
O T1YPE DATE & BARCODE TITLE REASON ORGANIZATION NOTE Collection Agency
[ Credit 10/31/2014 Community J

The Transaction Summary view opens.

Filter Transactions
View: Transaction Summary ¥
[ DATE a TYPE REASON TITLE BARCODE AMOUNT NOTE
[J 8/16/2013 8:50:16 Waive Check Out Charge The Emperor's new clothes [DVD] 0000602255028 $5.00
AM
[J 8/16/2013 8:50:16 Charge Check Out Charge The Emperor's new clothes [DVD] 0000602255028 $5.00
AM
[J 8/16/2013 8:50:13 Waive Overdue ltem The Emperor's new clothes [DVD] 0000602255028 $5.00 Billed and checked in
AM
[J 8/16/2013 8:50:13 Waive Replacement Cost The Emperor's new clothes [DVD] 0000602255028 $29.99 Billed and checked in
AM
[ 8/8/2013 3:14:56 Waive Overdue ltem Your executor duties 0000601071962 §5.00 Billed and checked in
PM

The patron’s transaction history is displayed.

Note:
You can select an item in the list to display the item details view.
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Claimed and Lost Items

If the patron has claimed items or declared items lost, the items are listed in the patron's record when you
select Claims/Lost. The first number indicates the number of claimed items and the second number indic-
ates the number of items that were declared lost.

From the Claims/Lost view, you can: reset the patron's total claim count; estimate fines (if your library has
opted to include claimed items in estimated fines); and view the notification history for a claim.

HAROLD T SMYTHE o 4 REGISTRATION C'REFRESH 5]
1229195402100
COMMUNITY LIBRARY ~ 'BLOCKS B NOTES

& Check Out (4) i Items (3)(0) 5 Account ($0.50) © claims/Lost {1/0) ™ Holds (3) More =

“YRESET CLAIM COUNT i Filter Claims

Total Claims: 1 Current Claims: 1 Lost: 0
[J BARCODE TITLE CLAIM DATE DESCRIPTION DUE DATE
[ 0000400560710 The theatre of Tennessee Williams 9172014 Claim Never 8/26/2014
Had/Accruing
See also:

» "View estimated fines for claimed and lost items" on page 100
"View notices for claimed or lost items" on page 101
"Reset the claim count" on page 102
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View estimated fines for claimed and lost items

To view the items that were claimed or declared lost for a patron:
1. Open the patron's record.

2. Select Claims/Lost in the patron record's summary bar.

The items that were claimed or declared lost for the patron are listed.

. | HAROLD T SMYTHE @
e

A REGISTRATION C'REFRESH CLOSE
3 12291954022100
COMMUNITY LIBRARY 8 BLOCKS

2. Check Out(0) i\ Out (0) / Overdue (0) & Account ($4.50))  © Claims (1) / Lost (0) M Holds (0)

More ¥
") Reset Claim Count B Estimate Fines Filter Glaims
Total Claims: 1 Current Claims: 1 Lost: 0
O BARCODE TITLE CLAIM DATE DESCRIPTION DUE DATE
O 0000400560710  The theatre of Tennessee Williams 9/17/2014 Claim Never 8/26/2014

Had/Accruing

3. Select the item or items for which you want to estimate fines.
4. Select the estimate fines button.

The Estimate Fines dialog box opens.

Estimated Fines

Estimated Fines of $5.00 based on return date of 6/10/2015 SELECT DATE

Jun_ | 2015 U] ©
ITEM
TITLE el STATUS  DUE DATE FINE

The theatre of Tennessee Williams ee, Claim 9/9/2014 $5.00
10 11| 12 13 Never

14 15| 16| 17] 18] 19/ 20 Had
Estimated Fine Total: 2

22 23 24 25 26 27

2 29 30

@

CLOSE

5. Tosee fines based on a different return date click/tap the SELECT DATE button and select another
date. The estimated fine amount changes.

6. Select CLOSE to close the dialog box.
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View notices for claimed or lost items
To view the notification history for a claimed or lost item:

1. Open the patron's record.
2. Select Claims/Lost to open the list of claimed or lost items.
3. Select the check box next to the item, and select the notification history button.

12291954022100
COMMUNITY LIBRARY # BLOCKS

HAROLD T SMYTHE © 4 REGISTRATION (C*REFRESH

& Check Out (0) % Out (0)/ Overdue (0) B Account ({34.50))  © Claims (1) / Lost (0) ™ Holds (1)

More =

"} Reset Claim Count [zl Estimate Fines E4 Motification History # Declare Lost

Total Claims: 1 Current Claims: 1 Lost: 0
¥ earcope TITLE CLAIM DATE DESCRIFTION
E 0000400560710 The thestre of Tennessee Williams T2014 Claim Never Had/Accruing

Filter Claims

DUE DATE

812672014

The notification history for the claimed or lost item is displayed.

Notification History

Title: The theatre of Tennessee Williams
Material Type: Book

NOTICE METHOD DATE FROM AMOUNT STATUS
1st Overdue Email 8/29/2014 COB Email Completed
ITEM RECORD CLOSE

4. To see the claimed or lost item record, select ITEM RECORD.

The item record is displayed.
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Reset the claim count

Resetting a patron's claim count to zero prevents the patron from being blocked for exceeding the total claim
limit when claims have actually been resolved.

To reset the count of claimed items for a patron:

1. Open the patron's record.
2. Gotothe Claims/Lost view. See "Claimed and Lost Items" on page 99.

3. Select RESET CLAIM COUNT.

A confirmation dialog box opens.

Reset Claim Count

Are you sure you want to reset claim count for this patron?
Overall Claim Count = 1

4. Select YES to reset the patron's claimed items count.

The patron's total claim count is reset to zero.
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Hold Requests

You can start from the patron record and place holds by finding the title. Or, you can start from an item or
bibliographic record, and place holds by finding the patron.

When you open a patron record in Leap, you can click on the Holds button to see a list of the patron’s current
holds. From the list view, you can select a single hold to open it in another view where you can edit it, view
the hold history, cancel the hold, delete the hold, or deny the hold request. The active buttons and their
associated actions are active if action can be performed on all the selected holds.

= ALEXANDRIA LEE REMEY @ 4 REGISTRATION C REFRESH CLOSE
= 122919540926
= ; O A OV
COMMUNITY LIBRARY @ BLOCKS =) NOTES
& Check Out (0) 8% Out (3) / Overdue (1) B9 Account ($4.60) & Claims (1) / Lost (0) ™ Holds (5) More =
] New Hold More - Filter Holds
CALL ACTIVATION HOLD
O AuTHOR ¥ TITLE FORMAT NUMEER DATE STATUS PICKUF BERANCH QUEUE UNTIL GROUP
O Hoburn : an anthology Book 817.08 6M22015 Pending ‘Community Library 1
of African-American Haok
hurmor
O Fruitvale Station Blu-ray 1172014 Ot to ‘Community Library
[videorecording] Disc patron
[0 Akhtiorskaya, Panic in & suifcase @ a Book F aM4i2014 Unclaimed (Community Library z22014
Yelena. nowel
[ Garcia Mérquez,  Love in the time of Book Fict Gar 42015 Shipped Duzne Branch - 2
Gabriel, 1927- chaolera ‘Schenectsdy
2014 ‘County Public
Library
See also:

« "Place a single hold request for a patron" on page 105

« "Place a hold request from the bibliographic record" on page 107
« "Place a hold request from the item record" on page 109
« "Place multiple holds for the same patron" on page 111
« "Fill a hold now" on page 113

o "Modify a hold " on page 114

« "Reactivate a hold" on page 116

« "Cancel ahold" on page 117

« "Group multiple holds" on page 119

« "Deny ahold " on page 118

« "Mark a hold request with Ask Me Later" on page 164

« "Delete ahold" on page 121

« "View a hold’s details and history " on page 122
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Messages or blocks when placing holds

As you create holds in Leap, messages and blocks may appear due to the status of the item or the patron.
For example, there may be a library-assigned block on the patron’s account. If a message or block appears
in Leap, you can select CONTINUE or CANCEL.

Patron is blocked

Do you want to continue with this operation?

Library Assigned Block 1

These messages and blocks appear in Leap according to the same criteria as they appear in the Polaris staff
client. For more information on the types of messages and blocks that may appear when creating hold
requests in Leap, see the topic Hold Request Messages and Blocks in the Polaris ILS online Help.
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Place a single hold request for a patron

When you search for a title to place a hold for a patron, the Find Tool opens with Bibliographic record
selected. If your library allows item-specific holds, you can also place holds on specific items.

To place a hold from a patron record:

1. Open the patron’s record.
2. Select Holds.

The patron’s holds are displayed.

ALEXANDRIA LEE REMEY @ L REGISTRATION (C'REFRESH CLOSE
122919540926
" COMMUNITY LIBRARY & BLOCKS =i NOTES
& Check Out (0) 0\ Out (3)/ Overdue (1) 55 Account (34.60) @ Claims (1)/ Lost (D) ™ Holds (5) More
* New Hold More ~ Filter Holds
CALL ACTIVATION HOLD
O AuTHOR ¥ TITLE FORMAT NUMEER DATE STATUS PICKUP BRANCH QUEUE UNTIL GROUP
Hobum : an anthology Book 817.08 6122015 Pending ‘Community Library 1
of African-American Hok
humor
O Fruitvale Station Blu-ray 1172014 Out to ‘Community Library
[wideorecording] Disc patron
[ Akhtiorskaya, PFanic in a suitcase © a Book F 8M14/2014 Unclaimed = Community Library Z22014
Yelena. novel
[0 Garcia Marquez, = Love in the time of Book Fict Gar 42015 Shipped Duane Branch - 2
Gabriel, 1827- cholera Schenectady
2014 County Public
Library
3. Select NEW HOLD.
The area below the button expands.
More - Filter Holds
Activation Expiration Pickup
061212015 62712015 Community Library CANCEL
Title
Search for a fitle o FIND TOOL
Author Edition Pages
Series. Call NO Issue
Publisher LCCN Serial Copy
ISBNASSN Format Tracking Number
Barcode Date
Scan a barcode
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4. Click/ tap inside the Title box and start typing the title. Then, press Enter or select the return button to
see the results in the Find Tool. Or, select the Find Tool button to open the Find Tool and search for
the bibliographic record.

Find Tool - Bibliographic Record

Bibliographic Record »  Basic Search » Title »  Keyword (All) »

When we were E =
Title Author Format | Li.. H... |Pub... CallNumber | Confr...
When we were young : an album of stars. Fortunato, Pat. Book 1 0 1979 920 For 5800 o
When we were very young Milne, A. A (Al... Book 14 0 1924 J 821 Mil 13400
Note:

When you search for a title, the Find Tool opens with Bibliographic Record selected. If the
patron wants a hold placed on a specific item, and your library allows item-specific holds, you
can select Item Record in the Find Tool and select an item record on which to place the hold.

5. Select the title to place a hold.

6. To change the duration of the hold request, select the Activation and Expiration boxes to open the
calendar control and select new da. Select PLACE HOLD.

If there are no blocking conditions, a message indicates the hold request was created, and the
pending hold request appears at the top of the patron's holds list.
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Place a hold request from the bibliographic record

To place a hold request on a single title from the bibliographic record:
1. Open the bibliographic record.
2. Select PLACE HOLD.

Bibliographic Record & PAC C REFRESH [IRESULTS

The swan gondola
By Schaffert, Timothy.

Control number: 390175 | Display in PAC (18

Dwmer: QA-Guantum 5.0 (sys) Do not overlay Host

Record status: Final

@ Preview  iltems [IMARC @l Statisfics & Resources

Full  Avsilakility English Community Library
The swan gondola LI_J
by Schaffert, Timothy.

2014

Fublisher, Date: MewYaork : Riverhead Books, 3 member of Penguin Group (USA) 2014,
Web Site: (§ - Cover image

Description: 458 pages ; 24 cm

If patron records are open, the Select a patron box opens, and you can select the patron if he or
she is placing the hold.

Select a patron

PATROM
() Anar Kamat

O Ms. Lewrs |zquisrda

n FIND TOOL ... CANCEL

If the patron record is not open, select FIND TOOL... and search for the patron.

When you select the patron, the patron’s record opens to the Holds view with the title selected.
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ANAR KAMAT © 1 REGISTRATION C'REFRESH
1001900146413
COMMUNITY LIBRARY @ BLOCKS [inoTES

ot Check Out (0) 8\ Owt (2)/ Overdue (0) 58 Account (50.00) ) Claims (0) / Lost (0) M Holds (4) More +

[ *newraa | tiore - Fitter Hods

Activation irati Pickup

| 061372015 | | 6282015 | | Community Library | PLACE HOLD CANCEL
Title
| The swan gondola | e FIND TOOL
Author Edition Pages
=== || | |
Series Call NO Issue
Publisher LCCN Serial Copy
| || 2013000317 | | |
ISBNASSN Format Tracking Number
| 9751594486098 (hik.) - | ‘ Book | | |
Barcode Date
| Scan a barcode | ‘ 2014 |

3. Review the information and select PLACE HOLD. For more details, see "Place a single hold request
for a patron" on page 105
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Place a hold request from the item record

To place a hold request from the item record:

1. Open the item record. and

Item Record

Euphoria : a novel
By King, Lily, author.
Barcode: 1229129665
Call number:
Collection: Adult Fiction

Temp location:

Assigned bramch: Community Library

= PLACE HOLD & CHECK IN

Material type: Book
Shelf location: None
Issue:

Price: $18.50

Circulation status: In || 5872015
12:14:47 PM

C REFRESH [HRESULTS CLOSE
ILL
eContent
Mon-circulating

W Display in PAC

Bib controd number: 1291283

(Circulation == Confrols [ Blocks and Notes

) History

Due date

Renewsls taken: 0

Renewsls mit: 0

Renewsl date

Last location

Check-in at:

Che-in date:

Wistniuser:

Current borrower

Loaning branch:

Held for:

Held at

Last use
Borrower:

Loaning branch:

Circ date:

Check-out date:

Original due date

In-iransitTransferred
From:
Sent:

o:

Received

2. Select PLACE HOLD.

If patron records are open, the Select a patron box opens, and you can select the patron and
select OK. Or, if you are placing the hold for another patron select FIND TOOL and search for the

patron.

Select a patron

PATRON
' Anar Kamat

O Ms. Laurs lzquierds

n FIND TOOL ...

CANCEL

If no patron records are open, the Find Tool opens. Search for and select the patron record.

The patron record opens to the Holds view with the new hold details displayed.
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ANAR KAMAT @

L REGISTRATION CLOSE
1001900146413
COMMUNITY LIBRARY o BLOCKS
& Check Out (0)  @dlems (2)0)  EvAccount (30.00) O ClaimsiLost (0/0) ™ Holds (2) More ¥

Activation Expiration Pickup

Filter Holds

| 0872512014 | | /412014 | | Community Library | PLACE HOLD CANCEL
Title
| Drown | o ‘ FIND TOOL
Author Edition Pages
| Diaz, Junot, 1965- | |
Series Call NO Issue
Publisher LCCN Serial Copy
| Riverhead Books, | | 96018362 |
ISBNASSN Format Tracking Number
| 1573220418 (hc) | | Book | |
Barcode Date
| 0000410237659 | | 1996

3. Select PLACE HOLD to place the hold on the item.
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Place multiple holds for the same patron

To place multiple holds at once for the same patron:

Open the patron’s record.
Select HOLDS.

The patron’s holds list is displayed.

Select More to display a menu of additional options.

o ANAR KAMAT © 4 REGISTRATION C'REFRESH ﬁ
o 1001800146413
OMMUNITY LIBRARY @ BLOCKS  [JNOTES
&, Check Out (0) i Out (2)/ Overdue () 55 Account (50.00) (3 Claims (0)/Lost(0) ¥ Holds (5) Mord
CALL ACTIVATION HOLD
O AuTHOR TITLE FORMAT NUMBER DATE & STATUS UEUE  UNTIL GROUP
O M kg, Ly, Eupharia : & novel Book 81142015 Pending
authar. ¥ Muliipie: Hoids
[] Thurber, James, Many moons Book 302 Thu 4/28/2015 Shipped Hamilton Hill Branch - 1
1894-1661. Schenectady County Public
L

The area below the button bar expands.

4. Select ADD TITLES to open the Find Tool.

More ~ Filter Hoids
Activation Expiration Pickup
06M14/2015 6292015 ‘Community Library CANCEL
[0 AuTHOR TITLE FORMAT ASSIGNED BRANCH CALL NUMBER ITEM BARCODE
* Notes

5. Search for the titles that the patron wants to request.

The search results are displayed.

6. Select the check boxes next to the titles to hold for the patron.
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Find Tool - Bibliographic Record

Bibficgraphic Record »  Basic Search »  Author ®  Keyword (AN) #

gladwell, malcolm, 1963 A =
Title Author Format |Li.. |H Fub... | CallNumber | Contr...
The tipping point : how Efle things can make...  Gladwell, Malc.._. 2
The tipping peint : [sound recording] how iitt...  Gladwell, Male...  Monm... 2 o 2000 RC 302 Gla 481005

Blink : the pawear of thinking without thinking Gladwell, Male... 1] 2005 1534 Gla

2005 RC153.4Gla 553995
2005 CD1534Gla 615127

Blink : [zound recording] the power of thinkin_.. Gladwell, Male... MNonm... 3
Blink : [compact audio disc] the power of thin_..  Gladwell, Malc... MNonm... 10

2002 302 Gla 632800

o
0
D The tipping peint : [compact audio disc (abrid... Gladwel, Male... MNonm... 3 o 2005 CD 302 Gla 631096
The tipping point - how tfle things can make_..  Gladwell, Male... Book ] 4
]

Blink : the pawer of thinking without thinking Gladwell, Male... Book -] 2007 1534 Gla 718856

¥ What the dog saw and other adventure stories  Gladwell, Male...  Book

Ready 11 resulis)

O count anly m CANCEL

7. Select OPEN.

The titles are displayed in a list, but the holds are not placed until you select PLACE HOLD.

Aetation Expiraton Piokup.

06142015 202015 ‘Community Library ~ CANCEL
@ aumor me ForuAT ~ASSIGNED BRANCH cALL NUMBER EM BARCODE

@ Book

@ ook

@ ook

8. Toadd more titles on which to place hold requests, select ADD TITLES, and search for and select
the additional titles.

9. When all requested titles are displayed in the list, select the check boxes next to the titles, or select
the check box in the column header to select all titles.

10. If you want to enter notes regarding this hold request, select Notes to expand the area and type the
notes.

11. Select PLACE HOLD.

The hold requests are placed on all the selected titles.
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Fill a hold now
To fill a hold now:

Open the patron’s record.

0 SP1

2. Select Holds.
The patron’s holds list is displayed.
3. Select the title in the holds list.
4. Select More, and select Fill Now.
ANAR KAMAT © 1 REGISTRATION C*REFRESH CLOSE
1001900146413 -
COMMUNITY LIBRARY f BLOCKS OinoTES
& Check Out (0) % Out (2) / Overdue (0) B9 Account (30.00) & Claims (0)/ Lost () ™ Holds (8) More =
& Fill Now
Scanlenter tem barcode to fill now:
CANCEL
[P Multiple Holds n
CALL ACTIVATION HOLD
[0 AUTHOR ¥ TITLE FORMAT NUMBER DATE STATUS PICKUP BRANCH QUEUE UNTIL GROUP
\ O Gladwell Vhat the dog saw and other Book 81472015 Active Community Library 1
Malcolm, 1963 adventure stories
@ B kang, Lity. Eupharis : a navel Book /1412015 Pending Community Library 1
The area below the button bar expands.
& Check Out (0) i\ Out (2)/ Overdue (0) B9 Account (30.00) @ Claims (D)/ Lost{0) ™ Holds (8) More *
©) Deny © Ask Me Later @ Cancel More ~ Filter Holds
Scan/enter item barcode to fill now: E n CANCEL
5. Scan the item barcode, and select OK.

The hold request is filled, and the pending hold request's status is updated to Held in the patron’s

holds list.
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Modify a hold
To modify a patron’s hold request:

Open the patron’s record.
2. Select Holds.

The patron’s holds list is displayed.
3. Select aholdinthe list to openiit.
The hold details are displayed.

A | ANAR KAMAT © 2 REGISTRATION C REFRESH m
= 1001900146413
COMMUNITY LIBRARY A BLOCKS DnNoTES
&,Check Out (0) % Out (2)/ Overdue (0)  Eb Account ($0.00)  © Claims (0) / Lost (0) M Holds () More =
@ Cancel More ~ Filter Holds
Request ID Bib Control Number Activation
841328 913136 611412015 m CLOSE
Pickup Expiration
Community Library B/29/2015
Status Request Date Origin
Active 6H42015 61472015 Library
This item only Borrow By Mail Tracking Number
Title Barcode Format
What the dog saw and other adventure stories Book
Author ISEN/ISSN Pages
Gladwell, Malcolm, 1963- 9TE0316075845
Series Edition Issue
Publisher Call NO Serial Copy
Little, Brown and Company,
Date LCCN Volume
2009 2009024010
Constituent Title/Author
* Notes

4. Modify the hold as follows:

« Tochange the date range for which the hold is active, click/tap inside the Activation
box and select the beginning date from the calendar. Then click/tap inside the Expir-
ation box and select the ending date from the calendar.

« To change the branch where the patron will pick up the item, select a branch in the
Pickupdrop-down list box.

« Tochange the notes that display with the hold request, select the arrow next to Notes
to expand the Notes area, and enter or edit the notes.
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« Tochange the date range for which the hold is active, click/tap inside the Activation
box and select the beginning date from the calendar. Then click/tap inside the Expir-
ation box and select the ending date from the calendar.

« To change the branch where the patron will pick up the item, select a branch in the
Pickupdrop-down list box.

« Tochange the notes that display with the hold request, select the arrow next to Notes
to expand the Notes area, and enter or edit the notes.

~ Notes

Staff Display Notes

Non-public Notes

PAC Display Notes

5. When you are finished editing the hold request, select SAVE.

The hold request is modified.
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Reactivate a hold

You can reactivate Canceled, Expired, and Not-supplied hold requests to permit items to fill them. When you
reactivate a hold request, the request becomes active with a new expiration date.

To reactivate a hold:

Open the patron’s record.
2. Select Holds.

The patron’s holds list is displayed.
3. Select the check box next to the canceled, expired, or not-supplied hold request to be reactivated.

4. Select Reactivate to reactivate the hold.

s ANAR KAMAT © 1 REGISTRATION C*REFRESH
& | 1001900146413
COMMUNITY LIBRARY @ BLOCKS  [INOTES
&Check Out(0) I Out (2)/ Overdue (0) 5 Account (50.00) @ Claims (0)/Lost (0) 1 Holds (8) More *
) New Hold & Reactivate @ Delete More = Filter Holds
cALL ACTIVATION HOLD
O AUTHOR ¥ TmLE FORMAT NUMBER  DATE STATUS  PICKUP BRANCH QUEUE  UNTIL GROUP
15 | Gladwell, Malcolm, | Blink : fhe power of thinking without Book 1412015 Cancelled | Commnity Library
7 1ge3- thinking

The hold request is reactivated.
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Cancel a hold
To cancel a hold:

Open the patron’s record.
2. Select Holds.

The patron’s hold list is displayed.

3. Select the check box next to the hold you want to cancel, and select Cancel.

The hold is canceled, and the status is updated in the holds list.
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A | ANAR KAMAT @ L REGISTRATION || (C*REFRESH CLOSE
= 1001900146413
COMMUNITY LIERARY B BLOCKS O nOTES
.Check Out (0) i Out (2)/ Overdue (0) b Account (50.00) (@ Claims (0) /Lost(0) W Holds (5) More »
) Mew Hold £ Deny @ Ask Me Later More - Filter Holds
cALL ACTIVATION HOLD
AUTHOR v TITLE FORMAT NUMEER DATE STATUS PICKUP BRANCH QUEUE  UNTIL GROUP
Glachueil Malolm,  What the dog saw and other sdvenfure  Book 81142015 Acive  Community Librery 1
1063- stories
O M Kng. Liy. suthor. | Euphoris : a novel Book Br142015 Pending | Commurity Librery 1
Gladwell, Msloolm, | The fipping poink : how fittle things can Boak 302 Gl 842015 Pending | Community Library 3
" 1pE3- make s big difference




Polaris Leap 1.0 SP1

Deny a hold
To deny a hold:

1. Open the patron’s record.
2. Select Holds.

The patron’s hold list is displayed.

3. Select the check box next to the pending hold request that you want to deny.
4. Select DENY to deny the hold.

£} DENY

The area below the button bar expands.

) New Hold €3 Deny @ Ask Me Later @ Cancel More ~ Filter Holds
Danying an item for & hold raquast will pravant the pending item from ever satisfying the hold raquest. Do you want to continus?
Deny reason: Mot available
[0 Deny all avsilable items =t this branch
DENY HOLD CANCEL

5. Select the reason for denying the hold in the Deny reason box.

(Optional) If you want to deny holds for all items at this branch, select Deny all available items at
this branch.

7. Select DENY HOLD.
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Group multiple holds

You can group several titles if any one of the titles will satisfy a hold request. When one of grouped requests
is filled, the other requests in the group are deleted. The group is counted as a single request against the
patron’s total request limit.

To group multiple holds:

1. Open the patron’s record.
2. Select Holds.

The patron’s hold list is displayed.

3. Select the holds to group.
Select More | Add to Group.

MR GEORGE P ANDERSON © 1 REGISTRATION (C REFRESH

1001 12177

COMMUNITY LIBRARY @ BLOCKS OinoTES
& Check Out (0) % Out (8)/ Overdue (6) B0 Account (338.55)  © Claims (0)/ Lost (0) ™ Holds (3) More *
] New Hold Filter Holds
CALL ACTIV) HOLD
¥ AuTHORY  TITLE FORMAT  NUMBER bl ¥ Add To Group QUEUE  UNTIL GROUP
] Herbert, Don.  Mr. Wiizard's supermarket science Book JE072H 5/15/2i] 1
[ Multiple Holds
] Renner, AIG.  Experimentsl fun with the yo-yo and other science Book B/152015 Active  Community 1
projects Library

& Shalit, Science magic fricks. Book J793.5 Sha 5182015 Pending ~ Community 1

Mathan Library

The holds are grouped, and the letter A displays in the Group column.

More - Filter Holds
CALL ACTIVATION PICKUP HOLD
O AuTHOR v TIMLE FORMAT NUMEBER DATE STATUS BRANCH QUEUE UNTIL GROUP
[] Herbert, Don. Mr. Wizerd's supermarket sciance Book JB07T2H 8152015 Pending Community 1 A
Likwrary
[0 Renner, AIG. Experimental fun with the yo-yo and other sciencs Book 6152015 Active Community 1 A
projects Library
O Shalit, Science magic fricks. Book J 783.8 Sha 6152015 Pending = Community 1 A
Msthan. Library
Note:
To remove titles from the grouped holds, select the check box next to the title and select arrow
button.

When you scan the item that fills the hold request for any of the titles in the group, the hold is placed
on the selected title, and the other titles in the group are no longer listed.
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Set a hold request to Ask me later

From a patron's hold requests list, you can set a hold request to "Ask me later" if you cannot locate the item
immediately. When this option is selected, the item moves to the next step in Request to Fill (RTF) pro-
cessing, but it remains eligible to fill the request.

To set a hold request to Ask me later:

Open the patron’s record.
2. Select HOLDS.

The patron's holds list is displayed.

3. Select the check box next to the hold request, and select Ask Me Later.

HAROLD T SMYTHE @ L REGISTRATION | (REFRESH
1229195402210
COMMUNITY LIBRARY @ BLOCKS

ot Check Qut (0) % Out (0)/ Overdue (0) B Account ((84.50))  © Claims (1) /Lost (0) ™ Holds (1) More *
1 New Hold ) Deny @ Ask Me Later @ Cancel More ~ Filier Holds
AUTHOR Y TITLE FORMAT CALLNUMBER ACTIVATION DATE STATUS PICKUP BRANCH QUEUE HOLDUNTIL GROUP
i Star wars, episode | : [videorecording] the phantom menace | Videatape  VC Fict Sta 152015 Pending = Community Library = 1

If the hold request cannot be set to Ask me later, a message box opens.

If the hold request can be set to Ask me later, it moves to the next step in the RTF process, but
remains eligible to fill the hold request so that your branch has another chance to fill the hold request.
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Delete a hold
To delete a hold:

Open the patron’s record.
2. Select Holds.

The patron’s hold list is displayed.

3. Select the check box next to the hold you want to delete, and select Delete.

Note:
The Delete button is active only when the hold can be deleted.

ré‘ SARAH R ACOSTA @ 1 REGISTRATION
&P 001000
COMMUNITY LIBRARY A BLOCKS O noTes

C REFRESH CLOSE

&,Check Out(0) M Out (1)/ Overdue (1) 9 Account (50.00)  © Claims (2)/Lost (0) 1 Holds (2)

More ¥

CALL ACTIVATION PICKUP
O autHor v TTLE FORMAT NUMBER DATE STATUS EBRANCH
Pluto - New Horizons for a lost horizon  astroncnny, astrology, Book 242015 Outto Community
o mythology pstron Library

Fitier Holds

HOLD
QUEUE  UNTIL

GROUP

The hold is deleted and removed from the patron’s holds list.
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View a hold’s details and history
To view a hold request’s details and history:

1. Open the patron’s record.
2. Select Holds.

The patron’s hold list is displayed.

ALEXANDRIA LEE REMEY & A REGISTRATION (' REFRESH CLOSE
122919540926
" COMMUNITY LIBRARY 6 BLOCKS [=] NOTES
& Check Out (0) i\ Out (3)/ Overdue (1) 58 Account (34.60)  © Claims (1) /Lost (D) M Holds (5) More =
) New Hold More ~ Filter Holds
CALL ACTIVATION HOLD
[0 AuTHOR ¥ TITLE FORMAT NUMBER DATE STATUS PICKUP BRANCH QUEUE UNTIL GROUP
Hodum : an anthology Book 87.08 8122015 Pending Community Library 1
of African-American Hok
hurnor
O Fruitvale Station Blu-ray 1172014 Out to ‘Community Library
[videorecording] Disc patron
[] Akhtiorskays, Panic in a suitcase : a Book F 8142014 Unclasimed = Community Library 32212014
Yelena. novel
[ Garcia Mérquez, = Love in the fime of Book Fict Gar 482015 Shipped Duane Branch - 2
Gabriel, 1927- cholera Schenectady
2014 County Public
Library
3. Select ahold in the list to open it.
. y : .
The held title’s details are displayed.
3 Deny @ Ask Me Later @ Cancel More ~ Filter Holds
Request I0 Bib Control Number Activation
841324 644573 6122015 m CLose
Pickup Expiration
Community Library 62712015
Status Request Date Origin
Pending 6/12/2012 6272013 Library

This item only

Title

Author

Hokum : an anthology of African-American humor

Borrow By Mail

ISBNASSN

9781582344348

Tracking Number

Format

Book

Pages

4. To view notes, go to the bottom of the hold details view, and select the arrow next to Notes to expand

the area.

5. Toview the request history, select the arrow next to Request History to expand the area.
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Below the notes is the Request Satisfied By list of items that can fulfill the hold request.

~ Notes.

Staff Display Notes

Non-public Notes

PAC Display Notes

Patron Notes

Request Satisfied By

BIB CONTROL # ITEM BARCODE STATUS BRANCH NOT SUPPLIED REASON
644573 0000202774658 In Searstoga Springs Public Library
644573 0000412100371 In Sehensctady Branch - Central

~ Request History
DATE STATUS BARCODE BRANCH USER ACTION

6142015 Pending 0000203774058 Serstoga Springs Public Library PolsrisExec Primary RTF processing placed request on pick list -
primary RTF routing cycle completed

61302015 Pending 0000413100371 Schenectady Branch - Central PolsrisExec Primary RTF processing placed request an pick list
6122015 Pending 0000203774658 Serstoga Springs Public Library faurs peer Primary RTF processing placed request on pick list
6122015 Active faurs.peer Request activated during request crestion
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Patron Blocks

The BLOCKS iconis ared closed lock if the patron has blocks that prevent circulations or a green open
lock if the patron has no blocks.

122919540

NASIR AZIZ © L REGISTRATION C*REFRESH

a BLOCKS [OnoTES

& Check Out (0) BN Out (0) / Overdue (0)  E» Account (53.10) @ Claims (0) / Lost (0) M Holds (0) o Blocks ¥

@ Add Elock Filter Blocks

[ BLOCK DESCRIPTION

Pstron owes money. Amount due: $3.10

Pstron has unresd messages

See also:

« "Add a patron block" on page 125
"Delete patron blocks" on page 126
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Add a patron block
To add a patron block:

1. Open the patron record.
2. Select BLOCKS.

The list of blocks (if any) is displayed.

y| NASIR AZIZ [i ] L REGISTRATION C*REFRESH
¥ | 1220195008668
COMMUNITY LIBRARY @ BLGEKY  Dinores
&.Check Out (0) W\ Out (0)/ Overdue (0) 5 Account (53.10) () Claims (0) / Lost (0) M Holds (0) o Blocks *

[0 BLOCK DESCRIFTION

Fatron owes money. Amount due: 33.10

Pstron hes unresd messsges.

3. Select Add Block.

The area under the button displays the hold options.

&,Check Out (0)  WhOut (0)/ Overdue (0) B9 Account (53.10)  © Claims (0)/Lost (0) M Hoids (0) o Blocks ~

Filter Blocks

Library Assigned | Free Text m CANCEL

‘ Select a block description ‘

4. Add alibrary-assigned or free text block as follows:

« Toadd alibrary assigned block, select Library Assigned and select the block description from the
list box.

« Toadd afree text block, select Free Text, and type the free text block in the box provided.

5. Select ADD.
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Delete patron blocks
To delete a patron block:

1. Open the patron record.
2. Select BLOCKS.

The blocks list is displayed.

& Check Qut(0)  EVOut (0)/ Overdue (0) b Account (($4.50)) (@ Claims (1)/Lost (0) [ Holds (0) o Blocks ~

er ltems
8 ADD BLOCK o Filter Ite

[0 BLOCK DESCRIPTION
Free text block

[] Library Assigned Block 1+

3. Select one or more blocks in the list, and select the delete (trashcan) button.

The selected patron blocks are deleted.
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Patron Notes

The patron Notes view displays existing non blocking notes and blocking notes. You can add notes, edit
existing notes, and delete notes from this view. To see patron notes, select Notes.

ALEXANDRIA LEE REMEY @ 2 REGISTRATION C REFRESH CLOSE
122919540926 -

o]
COMMUNITY LIBRARY @ BLOCKS [F NOTES

& Check Out (0) BN Out (2)/ Overdue (D) & Account ($0.00) @ Claims (1) / Lost (0) ™ Holds (10) [=] Notes =
NON BLOCKING NOTES & BLOCKING NOTES 1
This is a non-blocking note. This is a blocking note.

UPDATE NOTES

See also:

o "Add a patron note" on page 128
« "Delete a patron note" on page 129
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Add a patron note
To add a patron note:

1. Open the patron’s record.
2. Select NOTES.

The Notes view opens.

Polaris Leap 1.0 SP1

™ | ALEXANDRIA LEE REMEY @
PR 122019510026

COMMUNITY LIBRARY & BLOCKS

[EINOTES

4 REGISTRATION

C REFRESH CLOSE

& Check Out (0)  iiix Out (2) / Overdue (0)

& Account ($0.00) @ Claims (1) /Lost (0) ™ Holds (10)

[=) Notes =

NON BLOCKING NOTES &

This is a non-blocking note

BLOCKING NOTES @

This is a blocking note.

UPDATE NOTES

3. Type notes inthe NON BLOCKING NOTES or BLOCKING NOTES box.

4. Select UPDATE NOTES.

The notes are updated.
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Delete a patron note
To delete a patron note:

Open the patron's record.
2. Select More | Notes.

The Notes view opens.

3. Select the note you want to delete, and select the delete (trashcan) button above the note.

& Check Out (0) v Out (0)/ Overdue (0) &9 Account (($4.50)) @ Claims (1)/ Lost (0) ™ Holds (0) [=] Notes =

NON BLOCKING NOTES BLOCKING NOTES @

One-time waive - fines for DVDs (10/15/14)

The note is deleted.
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Reading History

You can view a patron's reading history if the library maintains reading histories for its patrons and the
Maintain Reading List option is selected in the patron's registration preferences.

To view a patron's reading history, open the patron's record and select More | Reading History.

ALEXANDRIA LEE REMEY @
N 122919540926
" COMMUNITY LIBRARY

B BLOCKS

[z NOTES

4 REGISTRATION

C' REFRESH CLOSE

& Check Out (0)

i\ Out (2) / Overdue (0)

& Account (30.00) (@ Claims (1)/Lost (0) ™ Holds (11)

49 Reading History *

W REMOVE

Filte

o Blocks
[=) Notes
9 Reading History

I Associalions

] FORMAT CHECKOUT DATE a TITLE AUTHOR LIBRARY 4 Notices
L

O e 11/7/2014 1:50:50 PM Fruitvale Station [videorecording] Communi

Blu-ray Disc #® Messages
O v 9/23/2014 2:24:12 PM Alien quadrilogy [DVD] Community Library

DVD
O {ﬂ} 9/16/2014 12:28:29 PM Lives in the balance [compact audio disc] Browne, Jackson. Community Library
Musical Sound
Recording
See also:

"Remove an item from a patron's reading history" on page 131
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Remove an item from a patron's reading history
Toremove an item or items from the patron's reading history:

Open the patron's record.
2. Select More | Reading History.

The patron's reading history is displayed.

3. Select anitem oritems in the list, and select REMOVE.

M | ALEXANDRIA LEE REMEY @ £ REGISTRATION
POy 122919540926
COMMUNITY LIBRARY @ BLOCKS  RINOTES

C REFRESH CLOSE

& Check Out (0)  §is Out (2) / Overdue (0)  § Account ($0.00) @ Claims (1)/ Lost (0) M Holds (11)

9 Reading History =

& REMOVE

[ rORmMAT CHECKOUT DATE & TITLE AUTHOR
11/7/2014 1:50:50 PM Fruitvale Station [videorecording]
Blu-ray Disc
Wt e 9/23/2014 2:24:12 PM Alien quadrilogy [DVD]
- DVD

Filter History

LIBRARY

Community Library

Community Library

The selected items are removed from the patron's reading history.
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View a patron's interlibrary loan (ILL) requests

You cannot place interlibrary loan requests from Leap, but you can view a patron's ILL loan requests on the
ILL view of the patron's library account.

To view a patron’s interlibrary loans, open the patron’s record and select More | ILL.

The patron's interlibrary loans are listed.

& Check Out (0) i Out (1) / Overdue (0) & Account ($2.00) © Claims (0) / Lost (0) |™ Holds (3) L~
Filter ILLs
AUTHOR TITLE FORMAT ACTIVATION DATE STATUS ITEM  PICKUP BRANCH
Knauth, Percy, 1914-1995 The North Woods Book Inactive Schenectady Branch - Central
Dickinson, Peter, 1927- The Ropemaker Book Inactive Schenectady Branch - Central
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Notices

The Notices view of the patron record displays the patron’s notification history with the following information
for each notice: title, type of notice, date, method, and amount. You can filter the notices, view the
notification history, and view the associated item record.

ALEXANDRIA LEE REMEY @ cl
e A REGISTRATION (C'REFRESH

COMMUNITY LIBRARY A BLOCKS = NOTES

& Check Out () iNOut (3)/ Overdue (1) 9 Account (34.60) © Claims (1)/Lost(0) ™ Holds (5) r, E4 Notices}
9 Reading History
A, Associations
B4 Nofices
L
TITLE TYPE DATE & METHOD
W Messages
Far from the sea Almost 814/2015 Email o Blocks
overdualAuto-renaw
reminder [z Notes
Breath, eyes, memory [large print] 1st Overdue 41062015 Email
Fruitvale Station [videorecording] 1t Overdue 432015 Email
Zaishi chigsi hoken teppai mondai - chigai hdken ni kansuru kenkyd 1st Overdue 2212014 Email
See also:

« "View an item’s notification history" on page 134
« "Open the item record associated with a notice" on page 135
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View an item’s notification history

To view the notice history for a specific item in the patron's N

1.
2. Select More | Notices to open the notices view.

Open the patron’s record.

The Notices view is displayed.

otices list:

m | ALEXANDRIA LEE REMEY © 1 REGISTRATION C*REFRESH
A 122919540026
© COMMUNITY LIBRARY @ BLOCKS  [=INOTES
& Check Qut (0) i Out (3)/ Overdue (1) B9 Account (34.60) @ Claims (1) /Lost (0) ™ Holds (5) r =] No‘t\[}eq
3 Reading History
A Associations
A Notices
L
TITLE TYPE DATE & METHOD
W Messages
Far from the sea Almost 81412015 Emsil & Blocks
overdue/Auta-renew
reminder =1 Notes:
Bresth, eyes, memory [large prind] 1st Overdue 41012015 Emsil
Fruitvale Station [videorecarding] 13t Overdus 432015 Emsil
Zsishi chigai haken teppsi mondsi - chigai héken ni kensuru kenkyd 1st Overdue 222014 Emsil

Select a notice in the list to see the notification history
item's details.

. You can also select Item Record to view the

Notification History

Title: Breath, eyes, memory [large print]
Material Type: Book

NOTICE METHOD DATE FROM AMOUNT STATUS
Almost overdue/Auto-renew reminder Email 9612014 COB Email Completed
1st Overdue Email 9/1212014 COB Email Completed

ITEM RECORD CLOSE
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Open the item record associated with a notice
To open the item record associated with a patron notice:

1. Open the patron’s record.
2. Select More | Notices.

The patron’s notification history is displayed.

ALEXANDRIA LEE REMEY @ 3
- 075 4 REGISTRATION (C'REFRESH

Y LIERARY B BLOCKS = NOTES

&, Check Out (0)  #MOut (3)/ Overdue (1) 9 Account ($4.60) (@ Claims (1)/Lost(0) ™ Holds (5) r, ENonceq
9 Reading History
I, Associations
E Notices
Ll
TITLE TYPE DATE & METHOD
W Miessages
Farfrom the sea Aimast 61412015 Email of* Blocks
overdus/Auto-rensw
reminder =) Hotes
Bresth, eyes, memory [large prin] 1st Overdue 4/10/2015 Emsil
Fruitusle Ststion [videoracording] st Overdua 42015 Email
Zsishi chigsi hoken teppai mondsi - chigai hdken ni kansuru kenkyd 1st Overdue 21212014 Email

3. Select anotice in the list.

The Notification History for the item is displayed.

Notification History

Title: Breath, eyes, memory [large print]
Material Type: Book

NOTICE METHOD DATE FROM  AMOUNT STATUS

Almost overdue/Auto-renew reminder Email 91612014 coB Email Completed

1st Overdue Email 91122014 coB Email Completed
ITEM RECORD cLOSE

4. Select ITEM RECORD.

The Item record opens.

-135-

Innovative Interfaces, Inc. 2015



Polaris Leap 1.0 SP1

Patron Messages

If you have the required permissions set up in Polaris Administration, you can view, post, modify, and delete
patron messages in Leap. Patrons can read their messages from the PAC patron account. An alert appears
during check-out if a patron has unread messages, but unread messages do not block the patron from

checking out items.

To view a patron's messages, select More | Messages.

122919

ASIR AZIZ © L REGISTRATION C*REFRESH

MU Y LIBRARY fi BLOCKS OinoTES

& Check Out(0) ¥ Out (0)/ Overdue (0) B9 Account ($3.10)  (© Claims (0)/ Lost (0) ™ Holds (0) W essages *

% Reading History

18, Associations
mILL

[0 messacEs pATRONHAS "W Messages
o Blocks

[] | Please stop by the circulation desk to pick up your class materisls. ~ Mo 2 Nokes

You can select Properties to see the user, workstation, date created, and date modified (if the message
was updated).

See also:

« "Add a patron message " on page 137
« "Delete a patron message" on page 138
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Add a patron message
To add a patron message:

1. Open the patron’s record.
2. Select More to open the menu.
3. Select Messages to open the message list.

NASIR AZIZ & 1 REGISTRATION ' REFRESH cLoSE
1229195408668
COMMUNITY LIBRARY @ Blocks  [InoTes
&,Check Out () W% Out (0) / Overdue (0) &5 Account (33.10)  © Claims (0) / Lost (0) ¥ Holds (0) B essages ~
9 Reading History
. I Associations
| monces
I
O messaces PATRON HAs ~WWMessages
& Blocks
[ | Flease stop by the siroulation desk to pick up your ciass materiais. No Eiriotes

4. Select NEW MESSAGE.

The area below the button expands.

53 NEW MESSAGE W Li] Filter Messages
LIBRARY ASSIGNED FREE TEXT m CANCEL

Select a message description

5. Select LIBRARY ASSIGNED and select a library-assigned message from the drop-down list, or
select FREE TEXTand type the message text.

6. Select ADD to add the message.

The message is added to the list.
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Delete a patron message
To add a patron message:

Open the patron’s record.
Select More to open the menu.
3. Select Messages.

The patron's messages are displayed.

NASIR AZIZ ©
1220195408668

COMMUNITY LIBRARY & BLOCKS D noTES

L REGISTRATION CREFRESH

& Check Out (0)  #% Out {0) / Overdue (0)  ES Account ($3.10) @ Claims (0)/ Lost (0) ™ Holds (0}

W Messages *

[0 mEssSAGES

[0 Plesse stop by the circulstion desk to pick Up your cisss matensls. ~

PATRON HAS

Mo

9 Reading History
A, Associations

£ Motices

L

W Messages

o Blocks

[=) Notes

4. Select the message you want to delete, and select Delete.

The patron message is deleted.
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Patron Associations

You can create associations between two or more patron records so that when one record is open, all
associated patron records are conveniently accessible. For example, you might associate all members of a
family, so when checking out items to parents, you can quickly renew items or pay fines for their children.
Depending on your library's default settings in Polaris Administration, patrons may be blocked when their
associated patrons are blocked, and/or they may be allowed to check out items for their associated patrons.

To find patron records that have associations, you can limit patron searches in the Find Tool using the

qualifier Has patron associations.

Find Tool - Patron

Patron ®  Basic Search ¥ MName (Last, First Middle)
| Fax
Former barcode ~

Free text block

—

Barcode Has patron associations: ]

I0 Number

Language

Last activity date
Library-assigned block

License number W

ip | BithD...

Library

To see the associated patrons, select More | Associations.

4 " SARAHR ACOSTA © 4 REGISTRATION (C*REFRESH CLOSE
[ 1001900144202
COMMUNITY LIBRARY f BLOCKS O noTES
& Check Out (0) B\ Out (1)/ Overdue (1) & Account (50.00) & Claims (2)/ Lost (0) ™ Holds (2)
9 Reading History
Scan or enter item barco | & Find Tool © Special Loar = Notices
Ll
W Messages
O earcope CALL NUMEER TITLE DUE DATE ACTION SHELF LOCATION ASSIGNED BRANCH N P Blocks
|=] Motes

If the patron has any associations, the Associations view displays a list. From this view,you can: add a new
associated patron; go to the associated patron's record; edit a patron association; or delete an association.
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ré}‘ SARAHR ACOSTA © 4 REGISTRATION C* REFRESH
[ 1001000144202
COMMUNITY LIBRARY A BLOCKS [ noTES

& Check Out (0) W% Out (1)/ Overdue (1) &5 Account (50.00) & Claims (2) / Lost (0) ™ Holds (2) It Associations ¥

X New Associafion Fitter Associafions

[0 PATRON EARCODE PATRON NAME BRANCH NOTE BLOCK ME ALLOW ME

[ 1001800122877 Rebeksh E Falotico Community Library Yes

[ 1004300052252 Elena C Acosta Amsterdam Fres Library Yes

[0 1001800123288 Genie R Ozolins Community Library fes Wes

[0 1001800162725 Brandon S Surento Community Library Wes

When you select a patron in the list, the active buttons correspond to actions that are possible for the selec-
ted patron. To select all the associated patrons, select the check box in the header line. The active buttons
correspond to actions that are possible for all the selected patrons.

X New Associafion (& Edit [ Delete o’ Unblock 2 Disallow Filter Associations
[0 PATRON EARCODE PATRON NAME BRANCH NOTE BLOCK ME ALLOW ME
[0 1001800122377 Rebeksh E Falotico Community Library Yes
[ 1004300052358 Elena C Acosta Amsterdam Free Library Yes
E 1001800123289 Genie R Ozolins Communmity Library fes Wes
See also:

« "Add a new associated patron" on page 141

« "Edit a patron association" on page 142

« "Delete a patron association" on page 143

o "Check out an item for an associated patron" on page 158

-140-

Innovative Interfaces, Inc. 2015



Polaris Leap 1.0 SP1

Add a new associated patron

To add a new associated patron to a patron’s record:

1.
2.
3.

Open the patron record.
Select More | Associations.
Select NEW ASSOCIATION.

The area below the button expands.

& Edit T Delete o' Unblock 2, Disallow Filter Associations

Associated Patron(s) MNote

[ Block me if these patron records are blocked. CANCEL

[ Allow me to pick up holds for these patrons.

Scan the patron’s barcode, or select FIND TOOL to search for and select the patron.
The patron’s barcode and name are displayed in the expanded area.

To add an optional note, type a note in the NOTE box.
If applicable, select additional patrons to associate with the displayed patron record.

7. Toblock the patron if the associated patron(s) is blocked, select Block me if these patron records

are blocked.

To allow the patron to pick up held items for the new associated patron, select Allow me to pick up
holds for these patrons.

Select ADD to add the associated patron(s).

The new associated patron(s) is displayed in the associations list.
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Edit a patron association
To edit a patron association:

1. Open the patron record.
2. Select More | Associations in the summary bar.

The Associations view is displayed.

r‘ SARAHR ACOSTA © 4 REGISTRATION C*REFRESH
aP o 02
C TY LIBRARY @ BLOCKS  [INOTES

& Check Out (0) WA Out (1)/ Overdue (1) B Account (50.00) (@ Claims (2)/Lost (0) M Holds (2) 1t Associations

X New Association Filter Associations

[0 PATRON EARCODE PATRON NAME BRANCH NOTE BLOCK ME ALLOW ME

[OJ 1001000122877 Rebeksh E Falotico Community Library Yes

[1 1004300052888 Blena C Acosta Amsterdam Free Library Yes

D 1001800123289 Genie R Ozolins Community Library Yes Yes

[1 1001800162725 Brandon S Surento GCommunity Library Yes

3. Select the check box next to the associated patron you want to modify, and select EDIT.

"‘ SARAH R ACOSTA © 1 REGISTRATION (C REFRESH
[P 1001900144202

COMMUNITY LIBRARY fi BLOCKS OnoTES
&:Check Out () @ Out (1)/ Overdue (1) B Account (50.00) @ Claims (2)/Lost (0) ™ Hoids (2) 11 Associations ~

X New Association & Edit ii Delete B8 Block & Disallow Fitter Associafions

[0 PATRON EARCODE PATRON NAME BRANCH NOTE BLOCK ME ALLOW ME
[ 1001800122877 Rebeksh E Falotico Community Libeary Yes
1004300052268 Elena C Acoste Amsterdam Free Library Yes

The area below the button displays the settings for the associated patron.

i Delete @ Block 2, Allow Filter Associations

Associated Patron Note

1004300052852 : Elena C Acasta

[ Block me i this patran record is blocked. m CANCEL

[ Allow me to pick up halds for these pstrons.

4. Select SAVE.

The patron association is modified.
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Delete a patron association
To edit a patron association:

Open the patron record.
2. Select More | Associations in the summary bar.

The Associations view is displayed.

3. Select the check box next to the associated patron you want to delete and select Delete.

4 " SARAHRACOSTA @ 4 REGISTRATION C*REFRESH CLOSE
i S y) 1001900144202
COMMUNITY LIBRARY B BLOCKS [OnoTES
& Check Out (0)  #\ Out (1)/ Overdue (1) 9 Account ($0.00) @ Claims (2)/Lost (0) ¥ Holds (1) 14, Associations ¥
X New Association [# Edit W Delete @ Block 2 Disallow Filter Associations

O 1 PATRON BARCODE PATRON NAME EBRANCH NOTE BLOCK ME ALLOW ME

O 1004300052835 Elena C Acosta Amsterdam Free Library Yes

E 1001000122877 Rebeksh E Falotico ‘Community Library Yes

A message box opens.

4. Select CONTINUE to delete the patron association. This does not delete the patron record, only the
association between the records.
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Checking In Items and Managing Fines

When you first log into Polaris Leap, you can select the CHECK IN button to open the Check In page where
you scan items to check them in. Other processing, such as the application of free days and floating
collections, is the same as for items checked in using the Polaris ILS. You can also check in an item from
the Item Record.

Messages may appear for items that are overdue and have a fine; items for which holds have been placed; or
items that have other blocks. If you have the appropriate permissions, you can resolve fines and fees from
the Check In page.

Scan or search | Hilifies = Help = laura.peer {COB) ~

Check In CLOSE

\:l « FIND TOOL Frae Days: o 5152015 CLEAR LIST

BARCODE DUEDATE STATUS COMMENT TITLE MATERIAL TYPE SHELF LOCATION CALLNUMBER PATRON NAME ASSIGNED BRANCH

X NEW PATRON & CHECK IN

Note:
Bulk check-in is not available in this version of Leap.

See also:

o "Check initems" on page 145

« "Check in from the Item Record" on page 145

« "Manage fines during check in" on page 147

« "Resolve billed items during check in" on page 149
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Check in items

Tocheck initems:

1.

2.

Loginto Leap, and select CHECK IN.

The Check In page opens with the cursor in the barcode box.

LHilities. = Help ™ laura.peer (COB) ™

Check In CLOSE

\:l L FIND TOOL Free Days: 0 122015 CLEAR LIST

BARCODE DUEDATE STATUS COMMENT TITLE MATERIAL TYPE SHELF LOCATION CALLNUMBER PATRON NAME ASSIGNED BRANCH

(Optional) To change the number of free days, type the number in the Free Days box. The date
changes accordingly.

Scan the item barcodes.
Note:

You can also select FIND TOOL and use the Find Tool to search for an item to check in. See
"Check in from the Item Record" on page 145.

Check in from the Item Record

To check in an item directly from the Item Record:

1.

Open the item in the Item Record page, and select the CHECK-IN button.
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ftem Record Crames | aresar

Euphoria : a novel

By King, Lily, author.
Barcode: 1229136488 Material type: Book ILL
Call number: Shelf location: None eContant
Caollzction: Adult Fiction Issus: Mon-circulsting
Temp location: Price: $18.50 ! Display in PAC
Assigned branch: Community Library Circulstion status: Out || 57872015 Bib controed number: 1231282
12:20:26 PM

(O Circulaion  Z=Confrols B3 Blocks and Notes 9 History

Due date 5152015 11:50:59 PM Current borrower. 12281854007 Check-out date: 582015 12:20:26 PM
Renewsals taken: 0 Loaning branch: Community Library Ciriginal due date: 5M5/2015 11:58:59 PM
Renewals imit: 0 Held for:
Renawsal date Held at
Last location Last use In-fransitTransfarred

Check-in at: Community Library Borrower: 12291854007 From:

Ch-in date: 582015 12:18:34 PM Loaning branch: Community Library Sent:

Wisin/user: Peerlaura peer Circ date: 5/8/2015 12:20:28 PM Tao:

Received

A message box is displayed.

Check in item

This item will be checked in.

2. Select CONTINUE to continue checking in the item.

Note:
Checking in items in Leap uses the same processing, block checking, and permissions
checking as in the Polaris staff client.
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Manage fines during check in
To check in multiple items and manage fines:
1. Loginto Leap, and select CHECK IN.

The Check In page opens with the cursor in the barcode box.

Litilifies = Help = laura peer (COB) ™

Check In CLOSE

\:| L FIND TOOL Free Days: 0 5152015 CLEAR LIST

BARCODE DUEDATE STATUS COMMENT TITLE MATERIAL TYPE SHELF LOCATION CALLNUMBER PATRON NAME ASSIGNED BRANCH

2. Scaneach item's barcode.

If the patron has been billed, the Resolve billed item dialog box opens. See "Resolve billed items
during check in" on page 149.

If the item is overdue, the Overdue Fine dialog box opens. You can resolve the overdue fines
immediately or select CONTINUE to continue checking in items.

If you select CONTINUE on the Overdue Fine dialog box, the box closes and you can continue to
check in items. Fines will be totaled for each patron, and you can resolve the charges after checking
in all the items.

3. Toview and resolve the fines, select RESOLVE CHARGES.

The patrons for whom the checked-in items included fines are listed at the bottom of the Check In
page with totals for new fines and old fines.
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Gheck n
Scan or enter item barco | 44 FIND TOOL Free Days: o BM52015 RESOLVE CHARGES CLEAR LIST
DUE MATERIAL  SHELF CALL PATRON
BARCODE DATE STATUS COMMENT TITLE TYPE LOCATION NUMBER NAME ASSIGNED BRANCH
0000101432037 5132015 Out-> In-Transit To Lske Pleasant Public Under the Tuscan sun : [sound Audiobook RCoisks  Mr Mark M Lake Plessant Public
Library, Town of recording] at home in Haly May Swols Libeary. Town of
30ETO00000Z319  4/5/2015  Oul-> In-Transit  To Mary Cay's Branch The art of calligraphy: = practicsl Baok 7450 A Mrs. Connie Schenectady Branch -
quide. GCalson Gentral
0004400187200 52872015 Out-> In-Transit To Frothingham Free Library  Water for elephants [large print] Back LTFictthru  MissRachssl A Frathinghsm Free Library
(Fonds) Gasl (Fonds)
0001000035103 7232015 Out-> In-Transit To Cansjoharie Library One hundred yesrs of solitude Back Fict Gar Anar Kamat Cansjoharie Library
3384100100000751 In-Transit = In- To Southern Adirondack The Vistnamese guisg Baok 050.704D Southern Adirondack
Transit Library System Libesry System
0000100388505 In-Transit = In-  Ta Schenectady Branch - Stars Back 45238 Galway Public Library
Transit Cenral
Hide
PATRON NAME BARCODE NEW FINES OLD FINES A
[ Mr MarkM Swots 1000201342622 5330 $0.00
[] Mrs Gonnie Colson 1000401530218 $5.00 51290
[] MissRachsel A Gasl 1000402454782 5204 $6.80 v
¥ Pay New B Waive MNew % Charge New 4 Manage All Fines Hide
PATRON NAME BARCODE NEW FINES OLD FINES A
W] Mr. MaricM Suts 1000201342622 3330 50,00
[] Mrs. Connie Colson 1000401538316 35.00 $12.90
[] MissRachasl A Gasl 1000402454762 5204 5860 v

5. Select the appropriate action button. If you select Manage all Fines, you can go to the patron's
account and manage all the patron's charges. See also: "Patron's Financial Account " on page 91.
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Resolve billed items during check in

When you check in an item returned by a patron who has billed fines and/or fees, you can resolve the billed
item.

Toresolve a billed item during check in:
1. Loginto Leap, and select CHECK IN.

The Check In page opens with the cursor in the barcode box.

Scan or search Utilifies*  Help™  lsura.peer

Check In CLOSE

\:l « FIND TOOL Free Days: 0 51572015 CLEAR LIST

BARCODE DUEDATE STATUS COMMENT TITLE MATERIAL TYPE SHELF LOCATION CALL NUMBER PATRON NAME ASSIGNED BRANCH

2. Scantheitem barcode, or search for and select the item.

If the patron has been billed for amounts owed to the library, the Resolve billed item dialog box opens.

Resolve billed item
ltern Barcode: 0000602255028 Title: The Emperor’s new clothes [DVD]
Due Date: 8/23/2013 Billed Date: 910/2013 + Billed
Patron Name: Mr. George P Anderson Patron Barcode: 1000600712177

Replacement: Processing Overdue:
Charge: $29.99 $0.00 $5.00
Paid: $29.99 $0.00 $0.00
Waived: $0.00 $0.00 $0.00
Amount due: $0.00 $0.00 $5.00
Amount:

$29.99 $0.00 $5.00

Actions: Leave as ‘5
Payment Cash = Total Fine: $34.99
method:

Under each column, a drop-down list box contains options for performing actions applicable to the
charge type.
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3. Toresolve a charge during check in, select one of the following options in the Action box:
« Waive
o Leave as is
« Pay
o Charge
4. Select CONTINUE to check in the item and perform the selected action on the charges.
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Checking Out and Renewing ltems

When you open an existing patron’s record, Check Out is the active option in the toolbar and the cursor is in
the box where you can scan a barcode to check out an item. You can also select FIND TOOL and search for
the item to check out.

A REGISTRATION C'REFRESH CLOSE
68

LIBRARY f BLOCKS [ noTES

&Check Out(0) % Out (0)/ Overdue (0) 59 Account ($3.10) (O Claims (0) /Lost (0) M Holds {0) More *

I:l + Find Toaol @ Special Loan

After items are checked out, they are listed in the Items view. You can renew items from this list.

If your library has enabled charging for checkouts and/or renewals in Polaris Administration, you can manage
these charges in Leap by paying, waiving, or charging the amount.

The permissions required to manage charges in Leap and the Polaris ILS are the same. For example, to man-
age fines in Leap, the Fines: Pay fines at circ and Fines: Waive fines at circ permissions are required.

If configured in Polaris Administration, a prompt appears in Leap when a charge has been enabled for the
item's assigned branch and that charge applies to: the action (check out or renewal); the item's material
type; and the patron code. The charges for check-out and renewals are set for the item's assigned branch
using the Check-out: Charge Options dialog box in Polaris Administration.

Note:
For more information on Polaris permissions and parameters, see the Polaris online Help.

If a patron is allowed to check out items held for an associated patron, you can scan the item's barcode and
check it out to the primary patron.

See also:

« "Messages and blocks during check outs and renewals" on page 151
o "Check out items" on page 153

« "Set a special due date/loan period during check out" on page 154

« "Reset the due date/loan period " on page 155

« "Renew items from the items out list" on page 156

« "Manage charge for check-outs/renewals" on page 156

o "Check out an item for an associated patron" on page 158

Messages and blocks during check outs and renewals

As you check out items in Leap, messages or blocks may appear due to the status of the item or the patron.
For example, the item may be in-transit, or the patron may owe fines.
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Patron is blocked
Do you want to continue with this operation?
Patron owes money. Amount due: $10.00

Patron has exceeded maximum fees permitted. Amount due: $10.00

Patron has unread messages

If a message or block appears in Leap, you can selec tCONTINUE (if you have the appropriate permissions)
or CANCEL.

These messages and blocks appear in Leap according to the same criteria that they appear in the Polaris
staff client. For more information on the types of messages and blocks that may appear when checking out
items in Leap, see the topic Check-Out Blocks and Messages in Polaris ILS Help.

Delete this text and replace it with your own content.
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Check out items
To check out items to a patron:

Tip:
If you have the required permissions, you can set a special due date or loan period that
remains in effect for the entire session for which you are signed into Leap.

1. Open the patron’s record.

The Check Out view is selected , and the cursor is in the Scan or enter item barcode box.

Scan or enter item barco +

Scan the item in the barcode box, or select FIND TOOL and search for the item to check out. See .
3. If you get the message that the item is from another branch, select CONTINUE.

A Checkout successful message is displayed (when there are no blocking conditions), the item is lis-
ted as checked out, and the Check Out count indicates the number of items the patron has checked

out.
NASIR AZIZ © L REGISTRATION C REFRESH COMPLETE
| 1229195408668
COMMUNITY LIBRARY o’ BLOCKS [EINOTES
& Check Out (1) v Items (2)(0) £ Account ($0.00) @ Claims/Lost (0/0) ™ Holds (0) More *
Scan or enter item barco « FIND TOOL © SPECIAL...
O BARCODE CALL NUMBER TITLE DUE DATE ACTION SHELF LOCATION  ASSIGNED BRANCH MATERIAL TYPE
[|:| 0001500176742  809.3 Son liness as metaphor. ~ 11/11/2014  Check Out Community Library Book ]
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Set a special due date/loan period during check out

To set a special due date or specify a special loan period when checking out items:

Note:

You can also select Settings under your username to specify a special loan period for all items
checked out during your logged-in session. See Leap User Interface.

Open the patron’s record.
The Check Out view is displayed.
1. Select SPECIAL LOAN.

The area below the button expands.

NASIR AZIZ © 1 REGISTRATION (CREFRESH
1229195408668
COMMN B

LIBRARY f BLOCKS O noTes

.Check Out (0) BN Out (0} / Overdue (0) B9 Account (53.10) @ Claims (0)/ Lost (0) ™ Holds (0) More =

Scan or enter item barco « Find Tool O Special Loan

o June 2015 [+] Lean period: v

Su Me Tu We Th Fr Sa ® Apply to next item only

O Apply to all items for this patron
2 3 4 5 13

5| 10| 11| 12| 12
16 17 18 15 20
23 24 25 26 27
30

2. Set the special due date using one of these methods:
« Select a date using the calendar control.

« Typeanumberinthe Loan period box, and select Days, Hours, or Minutes in the drop-down
list box.

3. Touse this special loan period for the next item checked out to this patron, select Apply to next item
only.

4. Touse this special loan period for all items you check out to this patron during this session, select
Apply to all items for this patron.

5. Select OK.
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Reset the due date/loan period

To reset a the due date for an item:

1. Open the patron’s record, and select the items out view.

2. Select the item, and select Reset Due Date.

4 REGISTRATION ' REFRESH COMPLETE

i BLOCKS [=] NOTES
© Claims (1) Lost (0) ™ Holds (5) More *

ALEXANDRIA LEE REMEY ©

0926

12291954

" COMMUNITY LIBRARY

i Qut (4)/ Overdue (1) B9 Account ($4.60)

& Check Out (1)

Scan or enter ilem barco | Find Tool 4 Reset Due Date © Special Loan
CALL DUE SHELF MATERIAL

|:| BARCODE NUMBER TITLE DATE ACTION LOCATION ASSIGNED BRANCH TYPE
E 0000409588787  574.5 Ago Thieves, deceivers, and killers : tales of chemistry = 7/31/2015 Check ‘Schenectady Branch - Book
h in nature Cut Cantral

The calendar opens.

3. Select a new due date.
The due date is changed.
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Renew items from the items out list
To renew one or multiple items from the items out list:

1. Open the patron’s items out list.
2. Select the item oritems in the list and select RENEW.

ANAR KAMAT © 1 REGISTRATION C*REFRESH
1001900146413

COMMUNITY LIBRARY B BLOCKS [ mnoTES

& Check Out (0) @\ Out (2)/ Overdue (1) B Account (50.00) @ Claims (0) /Lost (0) ™ Holds (4) More

©@ Special Renew % Reset Due Date [l Esfimate Fines © Make A Claim # Declare Lost More -~ Fitter ltems
RENEWALS
O 1vre DUEON ¥ BARCODE TITLE AUTHOR LEFT CALL NO. ERANCH
O e A 101168/2014 0000410130414 The ear of lving dangerously [OVD] 0ofd DVD Fict Yea Schenectady Branch
Video -Ce..
E (] TI2212015 0001000035102 ‘One hundred years of solitude Garoia 0ofs Fict Gar Cangjoharie Library
" Book Warquez, ...

The item is renewed if there are no conditions preventing its renewal, and the new due date is dis-
played in the DUE ON column.

A message appears if the renewal exceeds the limit.

If the item is overdue, the Overdue Fine dialog box opens. From this dialog box, you can pay, waive,
charge account, or cancel. See "Patron's Financial Account " on page 91.

If your library prints receipts for renewals, the print dialog box opens. See "Receipt Printing from
Leap" on page 20.

Manage charge for check-outs/renewals
To manage charges for check-outs and renewals in Leap:

1. Check-out or renew an item for which a charge has been assigned for check-out/renewal in Polaris
Administration.

The Patron Check-out Charge or Patron Renewal Charge dialog box opens where you can manage
the charge.
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Patron Check-out Charge
There i1s a charge to check out this item.

ltem barcode: 123456789
Title:  The tiger's wife : a novel
Patron barcode:  A12291954
Name:  Ms. Laura lzquierda

Charge $1.00

PAY... WAIVE CHARGE ACCOUNT CANCEL

If you want to change the amount that is paid, waived, or charged, modify the amount in the Charge
box.
Select one of the following buttons:

« PAY -The area below the charge expands.

Patron Check-out Charge
There is a charge fo check out this item.

Balance: $1.00

Amount: $1.00
Method:

Cash

Note:

PAY CANCEL

« Ifthe amount paid is different than the amount charged, you can enter it in the Amount
box.

« Select the payment method in the Method box.

o Select PAY. The amount is paid, and the item is checked out.

« WAIVE - The charge is waived and the item is checked out.
« CHARGE ACCOUNT - the charge is added to the patron's account, and the item is checked out.
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Check out an item for an associated patron

If the primary patron is allowed to pick up held items for an associated patron, the primary patron can pick up
and check out held items for the associated patron.

To check out items to a primary patron when the items are on hold for an associated patron:

Note:

The primary patron must be allowed to pick up held items for the associated patron.
Open the primary patron's record.

Select CHECK OUT.

Scan the held item's barcode.

The item is checked out to the primary patron and the history view is updated for the item and the hold
request.

Inthe ACTION column of the item record's history view, the text,Checked out by associated pat-
ron, is displayed.

{) Circulation 3= Controls B Blocks and Notes ~ #d Hmmi

DATE ASSIGNED BRANCH STATUS ACTION /OCATION
21712015 12:04:49 PM  Schenectady Branch - Central  In-> Out | Checked out by associated patron | Community Library

11/25/2013 3:44:29 PM  Schenectady Branch - Central  In Schenectady Branch - Central ~ Phelps/Phelps-Wa

USERWKS PATRONID
laura peer/Peer-W8 = 208972

Created via Circulation

In the ACTION column of the request history, Request satisfied by associated patron, is dis-
played.

~ Request History

DATE STATUS BARCODE BRANCH USER ACTION

/

laura peer [ Request satisfied by associated patron ]

211712015 Qut to patron  test112513 Schenectady Branch - Central

Check out Quick Circ items

Quick Circ items can be checked out and checked in from Leap by scanning the barcode. Check out receipts

are also printed for Quick Circ items.

When you scan a Quick Circ item barcode to check it out to a patron, a dialog box opens where you can
enter the number of items. For more information on circulating ephemeral or Quick Circ items, see Polaris

staff client Help.

Quick—circ

A quick-circ item barcode has been detected. Please specify the number of items you are checking
out

CONTINUE CANCEL
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Using the Holds Picklist

With the picklist, you can take a tablet into the library stacks and indicate whether items on the pending hold
request list have been located. The picklist page is similar to the Request to Fill (RTF) list in the staff client.

To open the Holds Picklist, select the Utilities|Picklist processing.

Picklist Processing

When you open the Picklist, the Pending requests are listed.

Each request is displayed in a row with information about the request in the following columns, from left to
right: Collection, Shelf Location, Call Number,Author, Title, Format, and Item Barcode. If the hold request is
for a serial, the call number includes the volume and copy, and the title includes the serial title and
designation.

To perform an action on hold requests in the picklist, select one or more hold requests by selecting the check
box to the left of each hold request you want to change. To select all the requests, select the check box in
the column header.

Picklist

Pending  Located Branch: | Stilwater Public Library ﬂ

® LOCATED © ASK ME LATER &, MISSING C'REFRESH G DENY Filter requests

Total items | 3 total

I:‘ COLLECTION SHELF LOCATION CALL NUMBER AUTHOR TITLE FORMAT ITEM BARCODE
Adult Nonfiction 636.753 Mar Martin, Peter, A dog called Perth : the true Book 0003300176983
1940- story of a beagle
D Children’s Fiction JE Fict Ric Richter, Alice ‘You can't put braces on Book 0003300134271
Numeroff. spaces
l:‘ Young Adult YA Fict Row 2 Rowling. J. K. Harry Pofter and the sorcerer's  Book 0003300139619
Fiction stone
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Then, select a command button to change the pending hold request.

Command
Button

» LOCATED

Indicates that the item has been selected and is on the way to a processing loc-
ation where it will become held for the patron or go in-transit. The pending
request moves to the Located list, which you can view by selecting Located at
the top of the page.

@ ASK ME LATER

The hold request is removed from the pending list, and it moves to the next step
in the Request to Fill (RTF) process.

S, MISSING

The item is set to Missing.

L) DENY

The hold request is denied, and it is removed from the pending list.
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See also:

« "Sort and filter the picklist" on page 163
« "View hold details from the picklist" on page 167

« "Indicate an item was located" on page 165
« "Deny hold requests in the picklist" on page 168

« "Return alocated item to the Pending list " on page 166
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Sort and filter the picklist
To sort and filter the picklist:

In the Branch drop-down list box, select the branch or branches with the pending hold requests you want to
see.

To facilitate processing multiple items located in the same area of the library, you can sort the list by any of
its columns. Or, you can start typing in the Filter requests box to filter the list to see only the requests with
the filter text. Then, you can go to the area of the library that contains these items.

Example:
Start typing a call number. If you type 63, the titles beginning with this call number are listed.

Picklist

Pending  Located Branch: | Saratoga Springs Public Library

I: @ ASK ME LATER S, MISSING C' REFRESH m [63 ]

Filtered items | 2 of 10 totsl

l:‘ COLLECTION SHELF LOCATION fi AUTHOR TITLE FORMAT ITEM BARCODE
l:‘ Adult Monfiction Eckhardt. Linda The dog ate it | cooking for Book 0000203925383
West, 1038- yourself and your four-
legged friends
D Children's J 63521 Wat Watts, Barrie. Paotsato Book 0000202084529
Monfiction
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Mark a hold request with Ask Me Later

Use the Ask Me Later option when you cannot immediately locate the item, but you do not want to deny the
request.

To mark a hold request with Ask Me Later:

1. Select the check box next to the hold request(s) you want to mark as Ask Me Later.
2. Select Ask Me Later.

The request is removed from the Pending list and moves to the next step in the RTF process, which
allows the request to go to the next branch as soon as possible. This leaves the item eligible to fill the
request. If no other branch in the RTF fills the request, the request will be routed back to you, giving
you a second chance to find the item. If no other items can fill the request, you will see a message
alerting you that your library has the only item. In this case, the request remains Pending at your
branch until some other action is taken (the request is denied, canceled, or set to inactive).
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Indicate an item was located
To mark items as located in the picklist:
1. Open the picklist.
Your login branch is the default branch displayed in the Branch box.

2. Toselect a different branch, select a branch in the Branch list box.

3. Tofilter the hold requests by a category, such as collection, that corresponds with the location of
items in the library, start typing the filter term in the Filter requests box.

Locate the items on the shelves that match the hold requests in the list.
Select the check box next to each found item in the picklist.

Select Located.

Picklist

Pending  Located Branch: | Stillwater Public Library ﬂ

® LOCATED © ASK ME LATER S, MISSING C REFRESH L3 DENY Filter requests

Total items | 3 total

l:‘ COLLECTION SHELF LOCATION CALL NUMBER AUTHOR TITLE FORMAT ITEM BARCODE
Adult Nonfiction 636.753 Mar Martin, Peter, A dog called Perth : the true Book 0003300176983
1940- story of a beagle
l:‘ Children’s Fiction JE Fict Ric Richter, Alice ‘You can't put braces on Book 0003300134271
Numeroff. spaces
l:‘ Young Adult YA Fict Row 2 Rowling, J. K Harry Potter and the sorcerers  Book 0003300139619
Fiction stone

The following occurs for each hold request marked as Located:

« The hold request status changes to Located

o Theitem status remains In

« The request moves from the Pending list to the Located list.
After marking the requested items in the picklist as Located, you can take the located items to the
pickup location where they can be scanned at a Polaris workstation where they become “held.” All

other holds processing and notices function according to established methods in the Polaris staff cli-
ent.
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Return a located item to the Pending list

To return a hold request to the Pending list when it was marked as "located" in error:

1. Select Located at the top of the picklist page to see the list of located items.

Picklist

Pending Located?

Branch: | Stillwater Public Library

Total items | 1 total

[l

l:‘ Adult Monfiction

COLLECTION SHELF LOCATION CALL NUMBER

636.753 Mar

Filter requests

AUTHOR TITLE FORMAT ITEM BARCODE
Martin, Peter, A dog called Perth : the Book 0003300176983
1940- true story of a beagle

2. Select the item that was located in error.
3. Select RETURN.

The hold request returns to the Pending list, and the hold status reverts to Pending.

Note:

Your library can set the length of time that requests can remain in the Located status before

they revert to Pending.
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View hold details from the picklist

To see more details for a hold request, select anywhere in a hold request row to open the details view.

The dog ate it - cooking for yourself and your four-legged friends
L
Hold
Request ID: 540501
Status Dete: 3112015
Expiration Date: M08
Actrvation Date: 192015
Pickup Branch: kellie's Branch
Patron Branch: Kellie's Branch
ltem Branch: Saratoga Springs Public Library -
CLOSE
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Deny hold requests in the picklist

If an item is not found or it is found but it is damaged or otherwise unavailable to fill the hold request, you can

deny the request from the picklist.
To deny one or multiple hold requests from the picklist:

Note:

If you are denying multiple hold requests, but for different reasons, deny each hold request

separately.

1. Select the check box next to the hold request or requests you want to deny.

Fiction

stone

Picklist CLOSE
Pending  Located Branch: | Stillwater Public Library
® LOCATED © ASK ME LATER &, MISSING C' REFRESH ) DENY Filter requests
Total items | 3 total
|:| COLLECTION SHELF LOCATION CALL NUMBER AUTHOR TITLE FORMAT ITEM BARCODE
Adult Nonfiction 636.753 Mar Martin, Peter, A dog called Perth : the true Book 0003300176983
1940- story of a beagle
l:‘ Children’s Fiction JE Fict Ric Richter, Alice You can't put braces on Book 0003300134271
Numeroff. spaces
|:| Young Adult YA Fict Row 2 Rowling, J. K. Harry Potter and the sorcerer's  Book 0003300139619

2. Select DENY.

A dialog box opens.

Deny ltem for Hold Request

Denying an item for a hold request will prevent the pending item from ever
satisfying the hold request. Do you want to continue?

Reason:

T | |

OK CANCEL

3. Select the reason the hold request was denied from the Reason drop-down list box.

The hold request or requests are canceled.
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