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Leap - Find Tool Implicit Truncation 
 
Implicit truncation was implemented in the Leap Find Tool for all appropriate search types 

that are based on a string. If the search type supports implicit truncation, Exact (*) is 

selected by default. 

 

 

One find tool.  Change what you are looking for by pull down menu. 

 

 

Leap - De-select a Row in the Find Tool 
 
When you do a search using the Find Tool, you can now un-select the first entry in the 

results list by clicking on the check box before clicking on a column to sort the list. 
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Leap - Create a New Empty Cataloging Record Set 
 
You can create a new empty item, bibliographic, or authority record set from the New menu 

in the Leap application header. 
 

To create a new empty cataloging record set: 

1. Select New | Record Set. 

 

 

The New Record Set dialog box appears. 

 

 

2. Select the record type in the Record Type drop-down list box. 

3. Click OK. 

A new record set workform opens for the type of record you selected. 
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4. Type a name in the Name box. 

5. To change the record set owner, select it in the Owner drop-down list box. 

6. (Optionally) Type a note in the Note box. 

7. Click SAVE. 

The record set is saved. 

 

Leap - Create a Cataloging Record Set from All Find Tool 
Results 

You can now export cataloging record search results from the Find Tool to create a new record 

set. 
 

To create a cataloging record set from the Find Tool: 

1. Click FIND. 

2. Click , or click to open the Options menu and select Record Set Options. 

The Record Set Options dialog box appears. 
 

3. Select the Send Results to a New Record Set check box. 

4. Type a name for the record set in the Name box. 

5. To change the record set owner, select it from the Owner drop-down list box. 
 

6. To change the default setting for the number of records that cause the large record set 

warning message to appear, type a different number in the Warning Size Threshold 

box. 
 

7. Click APPLY. 

The Record Set Options dialog box closes, and the Find Tool appears with the record set 

icon outlined in green, indicating the search results will be sent to the record set. 

 

 

8. Enter the search criteria for the cataloging records you want to add to the record set. 
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9. Click  . 

10. If the Large Record Set dialog box appears, click CREATE to continue creating the 

record set. 

The message Record set created successfully appears, and a dialog box displays the 

name of the new record set and the number of records in it. 

  

11. Click YES to open the record set. 

The record set is created and opens in the appropriate workform. The record set name 

you entered is appended with the date and time. 

 

Leap - Create a Cataloging Record Set from Selected 

Find Tool Results 

You can create a new cataloging record set by selecting cataloging records in the Find Tool 

results list and then adding them to the new record set. When you select the records in the Find 

Tool results list, the records are added to a cataloging record set of the same type. For example, if 

you select bibliographic records and select ADD TO RECORD SET | New, the records are 

added to a new bibliographic record set. 
 

To create a new cataloging record set from selected Find Tool results: 

1. Click FIND to open the Find Tool. 

2. Search for item, bibliographic, or authority records. 

3. In the Find Tool results list, select the check boxes next to the records you want to add 

to a record set. 

4. Select ADD TO RECORD SET | New. 
 

A new record set workform opens containing the records you selected in the Find Tool 

results list. 

5. Type a name for the record set in the Name box. 

6. Select the record set owner in the Owner box. 

7. (Optionally) Type a note in the Note box. 

8. Click SAVE. 

The cataloging record set is saved. 

Note: 

To send the records to the record set without displaying them in the Find Tool results 

list, select the Count Only check box. 
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Leap - Add Cataloging Records from Find Tool Results to 

an Existing Record Set 

You can search for cataloging records, select the records in the Find Tool search results, and 

add them to an existing record set. 

To add cataloging records from the Find Tool results to an existing record set: 

1. Click FIND to open the Find Tool. 

2. Search for bibliographic, item, or authority records. The 

search results are listed. 

3. Select the records you want to add to an existing record set. 

4. Select ADD TO RECORD SET | Existing. 

 

The Find Tool opens with the filter set to search for record sets matching the record type 

selected. For example, if you selected bibliographic records to add to an existing record set, 

the filter is set to limit the search results to bibliographic record sets. 

 

5. Search for the record set. 

The record sets matching the search criteria are listed in the Find Tool results. 

6. Select the record set. 

The record set workform opens with the records added to it. 

 

7. Save the record set. 
 

 

Leap - Create a Record Set from a Cataloging Record 
 

You can create a new cataloging record set from the Item Record, Bibliographic Record, or 

Authority Record workform. 

To create a new record set from a cataloging record: 
 

1. Open the Item Record, Bibliographic Record, or Authority Record workform. 

2. Select ACTIONS | Add to New Record Set. 
 

The Item Record Set, Bibliographic Record Set, or Authority Record Set workform opens. 
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The new record set contains the record you added. 

 

3. Type a name for the record set in the Name box. 

4. Select the owner from the Owner drop-down list. 

5. (Optionally) Type a note in the Note box. 

6. Click SAVE. 

 

 

Leap - Add a Cataloging Record to an Existing Cataloging 

Record Set 

You can now add a record to an existing cataloging record set from the Bibliographic Record, 

Item Record, or Authority Record workform. 

To add a cataloging record to an existing record set: 

1. Open the record in the Bibliographic Record, Item Record, or Authority Record workform. 

2. Select ACTIONS | Add to Existing Record Set. 
 

The Find Tool opens. 
 

A filter is applied that limits the search by the type of record. For example, if you select 

Add to Existing Record Set from the Bibliographic Record workform, the search is 

automatically limited to bibliographic record sets. 

3. Search for and select the record set to which you want to add the record. 

4. Click OPEN. 

 

The record set opens in the Bibliographic Record Set, Item Record Set, or Authority 

Record Set workform. The record you selected is added to the record set, and it 

appears at the top of the list. 

 

Leap - Create a Record Set of Linked Records from 

Another Record Set 

You can now automatically create record sets of linked cataloging records as follows: 

 ̧ From the Item Record Set workform, create a new bibliographic record set con- 

taining the linked bibliographic records. 
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 ̧ From the Bibliographic Record Set workform, create a new item record set con- 

taining the linked item records. 

 ̧ From the Bibliographic Record Set workform, create an authority record set 

containing the linked authority records. 

 ̧ From the Authority Record Set workform, create a new bibliographic record set 

containing the linked bibliographic records. 

To create a record set of linked cataloging records from a cataloging record set: 
 

1. Open the Bibliographic Record Set workform, the Item Record Set workform, or the 

Authority Record Set workform. 
 

2. Select ACTIONS in the workform header. 

3. Select the appropriate option: Create Bibliographic Record Set, Create Item 

Record Set, or Create Authority Record Set. 

The Record Set Setup dialog box opens for the type of record set you are creating. 
 

4. Type a name for the record set. 

5. To change the owner, select an entry from the Owner drop-down list box. 

6. Click CREATE. 

If the number of records exceeds the threshold set in Polaris Administration, the Large 

Record Set dialog box appears. 

 

7. If the Large Record Set message appears, and you want to continue, click CREATE. 

The following message Record set created successfully appears, and the cataloging 

record set containing the linked records opens in the appropriate workform. The name 

you entered for the record set is appended with the date and time the record set was 

created: 20170505153919. The Note field indicates the record set from which the record 

set of linked records was created. 

 

  

Leap - Copy Records from a Record Set to a New Record Set 

You can copy records from one cataloging record set to another new record set of the same type. 

The records remain in the record set from which they were copied, and they appear in the new 

record set. 

To copy records from one cataloging record set another: 

1. Open the Bibliographic Record Set, Item Record Set, or Authority Record Set workform. 

2. Click the check box next to the records you want to copy. 
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3. Select ACTIONS | Add to New Record Set above the list view. 
 

A new record set opens containing the copied records. 

 

4. Type a name for the new record set in the Name box. 

5. To change the record set owner, select it in the Owner box. 

6. Click SAVE. 

A message confirms that the record set was created successfully. 
 

 

Leap - Copy Records from One Record Set to Another 
 

You can copy records from one cataloging record set to another existing cataloging record set of 

the same type. 

To copy records from one cataloging record set to another existing record set: 

1. Open the record set in the Bibliographic Record Set, Item Record Set, or Authority 

Record Set workform. 

2. Click the check box next to the records you want to copy. 

3. Select ACTIONS | Add to Existing Record Set. 
 

The Find Tool opens with the filter already applied for the type of record set. 
 

4. Search for the existing record set. 

5. Select the record set in the Find Tool results list, and click OPEN. 

The record set containing the copied records opens in the appropriate record set 

workform: Bibliographic Record Set, Item Record Set, or Authority Record Set. 

 

6. Click SAVE to save the record set with the added records. 
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Leap - Add Items to a Record Set from a File 
 

You can now add items to a record set by selecting a file that contains item barcodes matching to 

items already in the database. The file must be in one of the following formats: .txt, .csv, or 

.xls/.xlsx, and the item barcodes must be in the file. If it is an Excel file, you can specify the column 

that contains the barcode. 
 

To add items to an item record set from a file of barcodes that match to items in the Polaris 

database: 

1. Open the Item Record Set workform for the record set to which you are adding the item 

records. 

2. Select the ACTIONS button above the list of items, and select Add from File from the drop-

down list. 

 

The Select File dialog box opens. The name of the error report appears in the Error Report 

Name box. 

 

 
 

3. Click SELECT FILE... to open the file explorer. 

4. Select the file with the item barcodes. 
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The Select File dialog box displays the name of the selected file. If it is an Excel file, the 

Worksheet/Column Containing Item Barcode drop-down list box appears with a list of the 

columns in the file. This list box does not appear for other file formats because the barcode 

column in the only column in the file. 

 

 

5. If it is an Excel file, select the column that contains the barcode, if it is not already selec- ted, 

in the Worksheet/Column Containing Item Barcode drop-down list box. 

6. Click ADD FROM FILE. 

The Item Record Set workform opens with the records added above any existing records. 
 

The record count is updated. 
 

If any errors occur, including duplicate entries, a message appears. You can open the error 

report for more details. 

 

 
7. Save the record set.   
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Leap - Delete a Cataloging Record Set 
 

You can now delete a cataloging record set in Leap.  

1. Open the Item Record Set, Authority Record Set or Bibliographic Record Set work- form. 

2. Select ACTIONS | Delete Record Set. 
 

A confirmation message appears. 
 

3. Click CONTINUE to continue deleting the record set. 

The record set is deleted, the workform no longer appears, and a Record set deleted  

 

Leap - Export to Excel from a Record Set 
 

You can now export a list of records in Excel 2007.xlsx format from a record set in Leap. When 

you export from a Leap record set, the columns in the Excel file include the same columns as in 

the record set with additional columns for SortTitle (in files exported from bibliographic and item 

record sets) and SortAuthor (in files exported from bibliographic records). 

To export to an Excel file from a record set in Leap: 

 

1. Open the Patron, Item, or Bibliographic Record Set workform. 

2. In the workform header, select ACTIONS | Export. 

 
 

The Export dialog box appears with the Excel File Name. 
 

 

3. (Optional) To change the Excel file name, type a new name or edit the existing 

name. 
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4. Click EXPORT. 

 

 

A message indicates the file is being created.  

Then the Excel file appears. 

 
 
 

Ad Hoc Bulk Change Item Records 

A new Ad Hoc Bulk Change option is available under Actions in the Item Record Set workform. 

Changes can now be made to a selection of rows in an item record set rather than to the 

whole record set. 

  

Note: 

If the number of rows exceeds the Excel limit, the following message appears: 

Record set is too large to export. Exceeds Excel's maximum of approximately 

1,000,000 records. 
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Leap - Item Record Bulk Change 
 

You can now bulk change item records from an item record set in Leap. When you select the new 

Bulk Change option under the ACTIONS menu on the Item Record Set workform, the Item Record 

Bulk Change workform appears. The new Item Record Bulk Change workform has five tabs 

where you select options or enter text to change the data in the item records. When you are 

changing notes or other free-text fields, you can replace the text, add the text to the beginning of 

the existing text (prepend), or add the text to the end of the existing text (append). 

 

1. Open the Item Record Set workform for the record set containing the items you want 

to change. 

2. Click ACTIONS in the workform header, and select Bulk Change. 

The Item Record Bulk Change workform opens with the Location tab displayed. 

3. (Optional) To change the name of the report that appears in the Bulk Change Report box, type a 
different name.  

4. To create a record set containing any records that could not be changed, do the following:  

ï HIGHLY RECOMMENDED 

5. Select the Name check box under Error Record Set. 

6. Type a name for the record set. 

7. Select the record set owner in the Owner box. 

8. Click on the different tabs to change different information.  

9. Click UPDATE ITEMS to initiate the bulk change process. 

Error messages appear for any specified updates that cannot be made. 

Then, the Summary of Changes dialog box displays the details regarding the 

changes that will be made to the item records in the record set. 

 

10. Click CONTINUE to start the bulk change process. 

When the bulk change process is done, the Item Record Set workform appears. 
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Leap - Search for Patron Record Sets 
 
If you have the permission Patron Record Sets: Access, you can now search for and access patron 
record sets in Leap. 
 
You can filter record set search results by Type | Patron on the main Find Tool page. 

 

 

Or, you can apply an additional search filter for Type | Patron. 

 

 

To open a patron record set, select it in the Find Tool results list, and click Open.  

 

Leap - Create a Record Set from the Patron Record 

Workform 

You can add a patron record to a newly created patron record set from the Patron Record 

workform. 

To add a patron record to a new record set from the Patron Record workform: 

1. Search for and open the patron record. The Patron Record workform appears. 
 

2. Select ACTIONS | Add to New Record Set. 
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The New Patron Record Set workform opens. The new record set contains the record you 

added. 

 

3. Type a name for the record set in the Name box. 

4. (Optional) To change the record set owner, select it in the Owner drop-down list. 

5. (Optional) Type a note in the Note box. 

6. Click SAVE. 

 

Leap - Create a Record Set of Linked Item Records from a 

Patron Record Set 

From a patron record set, you can now automatically create a record set containing the items linked 

to the patron records. 

To create a record set of linked item records from a patron record set: 
 

1. Open the Patron Record Set workform. 

2. Select ACTIONS in the workform header. 

3. Select Create Item Record Set. 

The Item Record Set Setup dialog box opens. 

4. Type a name for the record set. 

5. (Optional) To change the owner, select an entry from the Owner drop-down list box. 

6. (Optional) To limit the items added to the record set by circulation status, select the Circ 

status filter check boxes. Only linked items with the selected status or statuses will be 

added to the record set. 

7. (Optional) To limit the items added to the record set by the patron code of the linked pat- ron 

record, select the code or codes in the Patron code filter. Only items linked to patron records 

with a selected status are added. 

8. (Optional) To include deleted item records, check the Include items with a record 

status of 'deleted' check box. 

9. Click CREATE. 

If the number of records exceeds the threshold set in Polaris Administration, the Large 

Record Set dialog box appears. 

10. If the Large Record Set message appears, and you want to continue, click CREATE. 

The Record set created successfully message appears, and the Item Record Set 

workform opens. The date and time the record set was created is appended to the record 

set name, for example: 20170505153919. The Note field indicates the record set from which 

the record set of linked records was created. 
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Leap - Copy Patron Records from One Record Set to 

Another 

You can copy patron records from one record set to another existing patron record set. To 

copy records from one patron record set to another existing patron record set: 

1. Open the record set in the Patron Record Set workform. 

2. Click the check boxes next to the records you want to copy. 

3. Select ACTIONS | Add to Existing Record Set. 
 

The Find Tool opens with Record Set selected and a filter automatically applied so that only 

patron record sets are found. 

 

4. Search for the existing record set. 

5. Select the record set in the Find Tool results list, and click OPEN. 

 

The record set containing the copied records opens in the Patron Record Set workform. 
 

6. Click SAVE to save the record set with the added records. 

 

 

Leap - Add a Patron Record to an Existing Record Set from 

the Patron Record Workform 

You can now add a patron record to an existing patron record set from the Patron Record workform. 

To add a patron record to an existing record set: 

1. Open the Patron Record workform. 

2. Select ACTIONS | Add to Existing Record Set. 
 

The Find Tool opens with Record Set selected and a filter applied so that only patron record 

sets are found. 

3. Search for and select the record set to which you want to add the record. 

4. Click OPEN. 

The record set opens in the Patron Record Set workform. The record you selected is added to 

the record set, and it appears at the top of the list. 
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Leap - Modify a Patron Record Set 
 

If you have the required permissions, you can modify an existing patron record set by adding or 

removing records on the Patron Record Set workform. As records are added or removed, the 

Record Count field is updated. You can also modify the Name, Owner, and Notes fields in the 

record set workform header. 

 

Add Patron Records to a Record Set 
 

To add records to a patron record set: 

1. Search for and open the patron record set you want to modify. The 

Patron Record Set workform appears. 

2. Click FIND TOOL. 

The Find Tool opens with Patron selected as the record type. 

3. Enter the search criteria and click . 

4. In the Find Tool results list, select one or more records to add to the record set by clicking on the 

check boxes in the left column.  

5. Click OPEN. 

The selected records are added to the record set. If any of the records being added already 

belong to the record set, a message informs you that duplicates were found and displays the 

number of records that were actually added. 

 
 

Remove Records from a Patron Record Set 
 

To remove patron records from a record set: 

1. Search for and open the patron record set you want to modify. The 

Patron Record Set workform appears. 

2. Check the box in the column to the left of the barcode for each record you want to 

remove from the record set. 

3. Click ACTIONS above the table, and select Remove Selected Records. 

The records are removed from the record set, but they remain in the Polaris database. 

4. Click SAVE to save the record set. 
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Leap - Add Patron Records to a Record Set from a File 
 

You can now add patron records to a record set from a file containing patron IDs that match to 

patron records already in the Polaris database. The file must be in one of the following formats: .txt, 

.csv, or .xls/.xlsx, and the patron IDs must be in the file. If it is an Excel file, you can specify which 

column contains the patron ID. 

To add patron records from a file containing patron IDs: 

1. Open the Patron Record Set workform. 

2. Click ACTIONS above the table list, and select Add from File. 

 

The Select File dialog box opens. The name of the error report appears in the Error Report Name 

box. 

 

3. Click SELECT FILE... to browse to the file. 

4. Select the file, and click Open. 

The name of the file appears in the File Name box. If it is an Excel file, the 

Worksheet/Column Containing PolarisID drop-down list displays the columns in the Excel 

file. This list box does not appear for other file formats because the patron ID column in the 

only column in the file. 

5. If the file is in Excel format, select the column that contains the patronID from the Work- 

sheet/Column containing PolarisID drop-down list. 

6. Click ADD FROM FILE. 

The dialog box closes and the Patron Record Set workform reappears. While the 

records are being added, the Loading... message appears. 

When the records are added to the record set, the Record Count box displays the updated 

record count. 

If any records are already in the record set, a message box appears. 

 

 

7. Click SAVE. 

The record set is saved. 
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Leap - Default Opening View for Item Record Workform 

The new Polaris Administration Staff Client profile, Web App: Default view selected when 

item record opened, controls the opening view of the Item Record workform in Leap. It can be 

set at the profile at the System, Library, Branch, Workstation, or Staff level. If you do not specify 

an opening view for the Item Record workform, it opens to the Circulation view. 

 

It can be set at the opening view of the Item Record in Leap to one of the following: 

 ̧ Blocks and Notes 

 ̧ Circulation 

 ̧ Controls 

 ̧ Details 

 ̧ History 

 ̧ Notices 

 ̧ Record Sets 

 ̧ Source and Donor 

 ̧ Statistics 

Individual staff members can set their own default opening view for the Item Record workform in 

user Settings | Workform User Defaults. 

 

Specifying the Default Template for Item Creation in Leap 

You can now specify the default item template that is used for item creation in Leap. You 

can configure the default item template either via the Administration Explorer or by editing user 

default settings in Leap. 

A new Workforms: New item record setting is now available on the Workform User Details 

tab of the Settings page. 

By default, no item template is selected. To specify a default item template, select a template 

from the Item Template list. 
 

  

Note: If you select a default item template, your choice applies even if you sign 

out of Leap and sign in again. 
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Leap - Delete/Undelete an Item Record 
 

If you have the required permissions, you can now delete or undelete an item record from the Item 

Record workform in Leap. 

When you delete an item that is the last copy linked to a bibliographic record, you have the option to 

delete the linked bibliographic record. If you delete the linked bibliographic record and it is the last 

record linked to an authority record or records, you also have the option to delete the authority 

records. 
 

To delete an item record in Leap: 

1. Open the item record in the Item Record workform. 

2. Select Actions | Delete. 

If the item record does not have a status or links that prevent its deletion, the following 

messages appears, based on our consortium setting for the profile Retain deleted item 

records: 

 ̧ The item record will be marked for deletion. Do you want to continue? 

3. Click Continue to delete the item record. 

The item is marked for deletion and retained. 

Allow Delete if Holds Setting 

When you attempt to delete an item record that has an item-specific hold request linked to it, 

the Item Record Links (Unbreakable) dialog box appears, and the deletion is stopped. 

 

Leap - Due Date Appears on Items View of Bibliographic 

Record Workform 

On the Items view of the Bibliographic Record workform, the due date now appears in 

parenthesis in the Status column for items with a status of Out or Out-ILL. If the due date is for an 

hourly loan, the time due also appears. 

 

Leap - Bibliographic Record PAC Preview Updated 
 

The Brief, Full, and Availability PAC Previews were updated to reflect the new responsive PAC. 

The metadata appears according to the Title Display: Configuration profile settings for the 

organization selected in the organizations drop-down list, and using the classic default style 

sheet in responsive tablet width. 
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Leap - Delete/Undelete a Bibliographic Record 
 

If you have the required permissions, you can now delete or undelete a bibliographic record from the 

Bibliographic Record workform in Leap. 

To delete a bibliographic record in Leap: 

1. Open the bibliographic record in the Bibliographic Record workform. 

2. Select Actions | Delete. 

 ̧ The following message appears: The bibliographic record will be marked for 

deletion. Do you want to continue? 

3. Click Continue to delete the bibliographic record. 

The bibliographic record is marked for deletion and retained. 

You can will not be able to delete bibliographic records if there are holds. 
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Leap - Request Manager 
 

The Hold Request Manager workform was added to Leap. You can use the Hold Request 

Manager to manage regular hold requests and interlibrary loan requests. To access the workform, 

you must have the following permissions: Access Circulation: Allow and Access Hold Request 

Manager: Allow. 

Three new Staff Client profiles were added in Polaris Administration so that you can specify the 

default filter selected for each view of the Request Manager.  

 

Manage Hold Requests from the Request Manager 
 

You can view and manage regular hold requests from the Holds view of the Request Manager 

workform. 
 

To use the Leap Request Manager to manage hold requests: 

1. Select Utilities | Request Manager. 

 

 

The Request Manager workform | Holds view appears. 
 

2. To limit the number of hold requests that appear in the list, select a status or branch 

option or start typing in the Filter Holds box. 

3. Select one of the following options in the Status drop-down list: 

Å Active 

Å Cancelled 

Å Expired 

Å Held 

Å Inactive 

Å Not supplied 

Å Out to patron 

Å Shipped 

4. Select one of the following options in the By drop-down list: 
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Å Pickup - Limits the hold requests by the pickup branch 

Å Item - Limits the hold requests by the item's assigned branch 

Å Patron - Limits the hold requests by the patron's registered branch 

5. Type text in the Filter Holds box to limit the holds list by the text. The list responds imme- 

diately as you type. 

6. To view a hold request's properties, select the check mark next to the hold request, and 

click the Properties button. 

 

7. To perform an action on a hold request in the list, select the check box next to a hold 

request, and click one of the following buttons: 
  
 

Å Cancel 

Å Reactivate 

Å Delete 

Å Convert To ILL 

Å Properties 
 

 
 

Set the Default Status Filter for the Request Manager Views in Leap Settings 
 

Users can set the default status filter for the Holds, ILL, or INN-Reach view of the Request 

Manager by selecting a different status in the corresponding status drop-down list under 

Request manager: Default status on the Workform User Defaults view of the Settings page. This 

allows users to update their own settings without needing access to Polaris Administration. 

 

 

Leap - Link to the Holds Queue and View All Hold Requests 

from the Holds Workform 

The Hold Request workform now includes a new LINKS menu with links to the Holds Queue 

and the Constituent Holds Queue (available only for bound-with titles), and a new All Hold 

Requests view that displays all hold requests for the bibliographic record including requests 

with an Inactive, Cancelled, Expired, Unclaimed, or Out to Patron status. 

To go to the Holds Queue, select LINKS | Holds Queue. 

To see all hold requests linked to the bibliographic record, click the All Hold Requests tab. 

Note: 

The action buttons are active only when the action can be performed on the selected hold 

request. 
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Leap - Locked Hold Displayed in Hold Request Workform 

When a staff member opens a hold request in the Polaris staff client or in Leap, an object lock is 

applied so that another user cannot modify the same hold request. If another staff member opens 

the same hold request in Leap, the following message appears above the Hold Request 

workform: The record is being modified by [username]. In addition, a red key icon indicates 

the record is locked. You cannot make any modifications to a locked hold request, but you can still 

click a link to go to another record. 

 

 

Clicking on the key icon reveals the locked information. 

 

 

When the user modifying the hold request closes it, the object lock is removed. 
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Leap - Locked Hold Request Displayed in Patron Record 

When you access a locked hold request from a patron record, a message indicates the record 

is being modified by another user. You can click the LOCKED indicator with the red key icon to 

display the locked information. 

 

 

 

Leap - Alert When Hold Placed on Bound-With Title 
 

When you place a hold request on a title that is a constituent of a bound-with title, the Bound-

With Title message informs you that the constituent title is linked to the host title and that the 

request will be listed under the host title. 

 

 

When you click OK, the hold is placed, and the host title appears in the patron's holds list. 
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Leap - Holds Queue Filter 
 

You can now filter the hold requests in the Holds Queue in Leap. 
 

To filter the holds in the Holds Queue: 

1. Select Utilities | Holds Queue. 

 

 

The Find Tool opens. 

2. Search for the bibliographic record. 

The Holds Queue workform opens for that title. 

 

 

3. Start typing in the Filter holds box. 
 

 

The list immediately responds displaying the rows that have text matching the characters 

entered. 
 

Note: 

The Holds Queue cannot be modified when a filter is applied. 
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Leap - Link to Hold Request from Hold in Patron Record 
 
You can now open the Hold Request workform by clicking the Request ID link from the hold request 

details displayed in the Patron Record. 

To open the Hold Request workform from the Patron Record workform: 

1. Open the Patron Record workform. 

2. Click the Holds/Held tab to go to the Holds view. 

3. Click the hold in the list to view the hold details. 

4. Click the Request ID link. 

 

 

The Hold Request workform opens. 

5. Click CLOSE on the Hold Request workform to return to the Hold/Held view of the Pat- ron 

Record workform. 

 
 

Leap - Canceling Multiple Requests  

You can now quickly cancel multiple requests on a particular title without having to open 

each request. 

The Cancel action has been added to the Holds Queue / All Hold Requests view action bar, to 

the right of Transfer. 
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To cancel multiple hold requests placed on the same title: 

1. Open the Holds Queue workform. 

2. Click the All Hold Requests tab to view all the hold requests. 

3. Select the hold requests to cancel. 

4. Select Cancel. 
 

 

 
 

Leap - Transferring Hold Requests  

You can now transfer single or multiple hold requests from one bibliographic or item record to 

another bibliographic or item record. 

When you transfer hold requests, the updated requests maintain the original pickup branch, 

activation date, expiration date, notes, patron information, and history. 

The request history is updated with a history action row of Request transferred to a new 

bibliographic record or Request transferred to a new item record.  

Note: 

The Cancel button is active only when all the selected hold requests have a status 

of: Inactive, Active, Pending, Located, or Not Supplied. 
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To transfer multiple hold requests: open the Holds Queue workform and search for the holds 

that you want to transfer. Select All Hold Requests, select the holds, and then select Transfer. 

 

To transfer a single hold request: open the Hold Request workform and select Transfer. 

 

 

Leap - Actions Added for Hold Requests and Modified 

Patron Holds View 

The following options were added to the Actions menu on the Hold Request workform:  

Return, Deny, Ask me later. 

 

 

In addition, the Holds view of the Patron Record workform was modified. Now, when you click 

anywhere on an existing hold request entry, the Hold Request workform opens instead of an inline 

view of the hold request. The inline view still appears when you add a new hold request. 

Note: 

 ̧ You must have the permission Hold request: Modify to transfer 

hold requests. 

 ̧ You can transfer holds that have a status of Active or Inactive. 
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Leap - Holds Queue Filter 
 

You can now filter the Leap Holds Queue by selecting one of the following options from the 

Filter by Column drop-down list: 

 ̧ Patron Name 

 ̧ Patron Branch 

 ̧ Status 

 ̧ Pickup Branch 

 ̧ Volume 

 ̧ Issue 

 ̧ Request Date 

 ̧ Expiration Date 
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Leap - Fill Hold Request Notification Information 
 

When you check in an item in Leap that can satisfy a hold request, two new data elements 

appear on the Fill Hold Request dialog box when the Display patron phone when trapped 

option is selected in the Hold Options Parameter in Polaris Administration. 

 
 

 

 

Leap - Restrict Setting Items to Missing in Picklist 
 

With this release, the option to set an item to a circulation status of Missing is available only if 

you have the required permissions to change the item's circulation status, and the item's 

assigned branch is the same as the branch you selected at log-in. 



34  

 

Leap - ECommerce Implemented 
 

You can now accept credit card payments from Leap if your library has a license for Polaris credit 

card payments and a license for the payments gateway (EnvisionWare or Comprise), and the 

licensed gateway is configured in Polaris Administration. 

 

Receiving Credit Card Payments in Leap 
 

Credit card payments can be made from the following Leap workforms: 

 ̧ Patron Record | Account view - Pay charges. 

 ̧ Patron Record | Items out view - Declare lost and pay for lost item; Pay for renewal if your 

library charges for check-outs and renewals; Pay for an overdue or chargeable item at 

renewal. 

 ̧ Check Out - If your library charges for check-outs, pay at check-out. 

 ̧ Check In - Pay for a billed or lost item at check-in. 

 ̧ Check In - Pay an overdue fine for an item at check-in. 

 ̧ Item Record - Check in an overdue item and pay the fine. 

 ̧ Patron Registration - Pay registration fee, if your library charges to register new patrons. 

When you click Pay and select Credit Card from Method drop-down list box, the Credit Card 

Payment dialog box appears. The Fine amount appears, and if your library includes a processing 

fee, the amount appears in the Processing fee box. The total amount also appears. You can 

add an optional note. 

 

Then, you swipe the patron's credit card through the card reader, and click SUBMIT on the Credit 
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Card Payment dialog box. 
 

 

Payments are then applied to the patron's account, and a payment receipt is generated. If the patron only 

receives an Ereceipt, a message displays: EReceipt submitted for fine payment.  

Notes: 

If you attempt to enter an amount greater than the amount owed, the Overpayment 

Message box appears with the message: Overpayment not allowed when paying by 

credit card. 

If you attempt to pay an amount less than the minimum defined for the logged on branch, 

the Minimum payment required box appears with the message: Fines must total at least 

$x.xx for integrated credit card payments. 
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Leap - Patron Code Description in Find Tool Results 
 

The Patron Code description column was added to Find Tool search results for patron records. This 

enables staff to search for a patron and quickly determine the library resources available to that 

patron. 

 

 

Leap - Updates to Patron Record 
 

The following updates were made to the Patron Record: 
 
 

Information Icon and Properties Window Added to the Notes View 
 

You can see information regarding the note creator and creation date for notes in a patron's record 

by clicking on the information icon on the Patron Record | Notes view. 

 

 

Creation Date Column Added to the Blocks View 
 

The Creation Date now displays for library-assigned and free-text blocks on the Patron Record | 

Blocks view. 

 
 

Fills Hold Request Column Added to the Items Out View 
 

The Fills Hold column was added to the Items Out view so that staff members can see if an item 

out has a hold request that the item can fill. If the value is Yes, when a staff member attempts to 

renew the item, the Item Fills Request dialog will open. 
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Leap - Print a List of Patron's Fines and Fees 
 

You can now print a list of the patron's current fines and fees from the Patron Record | Account 

view in Leap. The list is printed in the language selected in the System workform. The list is 

similar to the Print List receipt that is currently available from the Patron Account Transaction 

Summary in the Polaris staff client. 

When you view the Patron Record on a wide monitor, the Print List button appears in the button 

bar. On an iPad or other tablet with a narrower screen, the Print List button appears under the 

More menu. To click or tap the Print List button, at least one row must be selected. 

 

 

When you select one or more rows and click Print List, the following details are printed for each 

selected row: 

 ̧ Date 

 ̧ Type 

 ̧ Reason 

 ̧ Title 

 ̧ Barcode 

 ̧ Amount 

 ̧ Note 


