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LOGGING IN & OUT
Visit https://flisleap.flls.org/LeapWebApp/ and enter your unique username and password. Type the
regular password for your Polaris client and click SIGN IN or hit enter on the keyboard.

Domain\Username

Password

Next, select a branch and workstation and click Continue.

To log out, go to the top right-hand corner of the screen and click on your username. Then select
Logout. Logging out will close any workforms you may have left open.

NAVIGATION Search or New... Patron
Open Workforms Scan - Record, Bib Record, Settings &
& Tracker Barcode Find Tool Record Set, etc. Logout

New~  Utliies*  Help~ & jshonk (FLLS)~

m X NEW PATRON & PRINT
i : !

Check In Patron Access the Picklist &
Screen Registration Holds Oueue

KEYBOARD SHORTCUTS & HELP
Access the list of shortcuts by clicking on Help and then Keyboard.

Click* on Help and then Leap Topics to learn more about Polaris Leap!
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*Please note, replace “click” with “tap” for touchscreen devices.


https://www.iii.com/products/polaris/polaris-leap
https://fllsleap.flls.org/LeapWebApp/

WORKFORMS

Workforms are the various screens you will see while using Leap. In the
top right-hand corner of each workform, you will see a red CLOSE
button. The workform will remain open until you click the close button.

To see your open workforms, click on the menu symbol E You may
navigate between workforms using this Workform Tracker. Click on the
pin to pin the Workform Tracker to the side of your screen. It is highly
x" Registration 1 recommended that you PIN your workforms so you can see what
records you currently have open.

By clicking on the “Recent” tab, you can reopen a closed workform.

& Check In

To print a workform, click on the PRINT button in the top right-hand
corner at any time.

LEAP FIND TOOL

To access various types of records, click in the Scan or search field and scan a patron or item
barcode to find a specific record. You can search for patron records by typing a patron’s name,
address, phone number, email address, or other identifying information. You can search for item or
bib records by title, author, subject, keyword, and more. Auto suggestions will appear after you begin
typing. Either type in your search query and press enter on the keyboard or choose a suggestion from
the drop-down list.

Q

Next, the Leap Find Tool will open with some results that match your search. Double click on the
record you would like to open or click on the record and then on the Open button. The record will
display on your screen and you can click on different links to access other parts of the record. Click
on the red CLOSE button when you are finished.

Instead of using the Scan or search field, you can click on the FIND button to open the Find Tool.
Click in the search field and enter your search term(s), then hit enter on your keyboard or click the
search button. Your results will show up on the screen, double click on the record and then on open
to access the record. You can check the Count Only box before searching to discover the number of
records only.

Find Tool - Patron

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

Type your search terms in this field! m

! | Barcode Name Street City S.. Zip Birth Da...  Library

( C>ﬂ' Only ADD TO RECORD SET ~ CANCEL
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Choose your default Find Tool search: Bibliographic Record, Hold Request, ltem Record, or Patron.
Click on Patron to reveal your options, click the star to make your selection. Click on the Search Filter
(looks like a funnel) and then +ADD CONDITION to narrow your search by Author, Title, Assigned
Branch, etc. You will have different filter options depending on what kind of search you are
performing.
Find Tool - Patron

Yasic Search »  Name (Last, First Middle) »  Keyword (All) »

Awuthority Record E
Bibliographic Record * A E =

Hold Request

. Patron

ILL Request Name Street City S..|Zip Birth Da... | Library
Item Record 3

All results will display automatically without using Ctrl Shift A. When looking at a specific record, click
on |G RESULTS |to take you back to the search results.

BIBLIOGRAPHIC RECORDS
You can preview the bib record and look at items, MARC, statistics, and record sets. You can also
place the title on hold: click on ACTIONS and then Place Hold.

Bibliographic Record © | ‘ ACTIONS ~ LINKS ~ C REFRESH G RESULTS m

7 =

' The sleepwalker

By Bohjalian, Chris, 1960- author.

Control number: Owner:
SLEEPWALKER 992849 Finger Lakes Library System (sys) v
CHRIS
- . Record status:
BOHJALIAN
Final Display in PAC ] Do not overlay Host ILL
& Preview [ Localltems imAllltems =EMARC =EHeadings [m Statistics 1 Record Sets @ Resources 1 Outreach Pafrons

ITEM RECORDS

You will find circulation information, control information, blocks and notes, history, statistics, and
record sets. Click on the headings to access the information. Click ACTIONS and then on Check In
to check in that specific item or click on Place Hold to place a hold on the item. If you have your
library’s item open, you can also edit that item. There are record links that will connect you to other
records. For example, if you click on the Bib control number you will be taken to that item’s Bib
record. You can also click on the previous borrower’s card number to access that patron’s record.
Look for text in blue that underlines when you hover over it.

Item Record © ‘ ‘ ACTIONS ~ LINKS ~ C'REFRESH

The sleepwalker
By Bohjalian, Chris, 1960- author.

o 7 Barcode: A30001355081 ILL Non-circulating eContent Display in PAC
SLEEPWALKER Call number: F Bohjalian ¢. 2 Record status: Final Issue:
CHRIS Collection: Adult Fiction Bib control number: 992849 Issue control number:
pOMA N Shelf location: None Parent item: Price: $26.95
In Owning branch: AUBURN Assigned branch: AUBURN Circulation status: In || 6/27/2023 11:34:24 AM

[# Details > Circulation B Blocks and Notes ~ #D History [l Statistics i Record Sets ~ EANotices ~ ® Source and Donor
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PATRON REGISTRATION

Click on the NEW PATRON button to open a new patron registration workform. Selecting the options
on the left will scroll your screen down to the appropriate section. Items marked with an asterisk are
required. Simply enter the required information and click on SAVE.

Patron Registration 1

4 Prafile Profile
X Attributes
< Email Barcode * Registered At * CANCEL
# Address | LS M
% Phone/Fax Former Barcode Patron Code *
A Notifications Adult v
& Preferences
Last Name * Date of Reqgistration
@ Password
8/25/2015

al Image

If you have a Datalogic QD 2D scanner you can scan the 2D barcode on the

back of a NYS License to fill in most of the Patron Registration form.

RENEW

RESET PASSWORD After saving, you can also choose to RENEW, COPY, MERGE, or DELETE
the record. You can also RESET PASSWORD. These functions are similar to
the actions in the Polaris Client. Follow the prompts to complete these

copy functions in Polaris Leap.

MERGE RENEW will open a new window with the dates for renewal automatically

DELETE supplied. Click Continue to finish. COPY and MERGE are very similar to the
Polaris Client.

PATRON RECORDS

THE FLLS OUTREACH DEPARTMENT (JENNY) @ 1 REGISTRATION ACTIONS - c 5 m
010000
& Check Out (0) i Out (1)/ Overdue (0) Eo Account (30.00) (S Claims (D) / Lost (0) ™ Holds (11)/ Held (0) ESILL (0) / Held (0) Iore =
L Find Tool © Special Loan
[J  ACTION BARCODE TITLE MATERIAL TYPE DUE DATE ASSIGNED BRANCH

There are several actions you can perform in a patron record. First, use the Find Tool or the search

field to find the patron record you are looking for. Open the record by click on it. Once the record is

open, you can...

e Check Out items to the patron;

¢ View the items the patron already has out on the Out/Overdue tab. In this tab you can renew
items, choose a special renew, reset due date, estimate fines, claim an item, or declare an item
lost;
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e View their Account. You can waive charges, accept payment, add charges, create credits, and
view the transactions summary;

| | % Add Charge B Create Credit

Charges: $0.00 Deposits: 30.00 Credits: $0.00 Balance: $0.00 View: Account Summary v
O T1YPE DATE & BARCODE TITLE REASON ORGANIZATION NOTE BILLED AMOUNT BALANCE

$0.00

e View Claims/Lost items;
¢ View a list of the patron’s holds in the Holds/Held tab. While in this tab you can create a new
hold, cancel a hold, reactivate a hold, delete a hold, and fill a hold.

=] New Hold @ Cancel (51 Suspend/Reactivate & Fill Now # Convert To ILL
ACTIVATION HOLD
[J AUTHOR TITLE FORMAT CALL NUMBER DATE STATUS v PICKUP BRANCH QUEUE UNTIL GROUP

Hannah, Kristin, author, The women Audio Book on 8/2/2024 Active FLLS-Finger Lakes Library 2
narrator. cD System

e View Blocks or Notes;

e Click More to see further options that may not be displaying, depending on the size of your
screen.

o Click@ to view more information about the patron;

e Click REGISTRATION to view the patron registration form, make changes, and RENEW, COPY,
MERGE, or DELETE the record.

CHECK IN

Click on the CHECK IN button to check in returned items. Either scan the barcode in the field or type
the item barcode and press enter on the keyboard or the arrow key on the screen. You have the
option of typing in free days and changing the date of check in. Click CLOSE when you are finished.

You can perform a Normal, Bulk, In House, Inventory, Missing Part, or Shelf-Ready Check In. Bulk is
the recommended way to check items in. After checking in there are some options for you. Click on
ACTIONS and then choose Clear List. Or, check an item in and click ACTIONS and choose to
Manage Item Record, Replace Barcode, Manage Missing Parts, or Print List.

Check In

& Normal (0)

# In House (0) = Inventory (0) ¥ Missing Part i Shelf-Ready

B FIND TOOL FreeDays | 0 712712022

[J BARCODE DUE DATE STATUS  COMMENT FINE CHARGED TITLE MATERIAL TYPE PATRON NAME ASSIGNED BRANCH

After an item is checked in, check the box next to the barcode and then click ACTIONS - Manage
Item Record to make changes to the record. You will be able to change collection codes, shelf
location, material type, circulation status, and add notes or blocks to specific item records from this
screen. Just click on the box by the category, make a selection from the drop-down list or enter your
note, and click OK.
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CHECK OUT
Checking Out Regular (In-System) ltems

This process is slightly different in Polaris Leap as compared to the Polaris Client. To check out, you
must locate your patron first. Please Note: Blocks will pop up after the first item is scanned.

¢ In the search/scan field, type in your patron’s name/barcode or scan their library card.

e When you have located the patron’s record, Check Out should already be selected. You are

ready to check out.

e Scan or enter the item’s barcode in the field that says “Enter item barcode.” A green window will

appear at the top of the screen that says, “Checkout successful.”

¢ To finish the transaction, click on the red COMPLETE button. An alternative to clicking on the red
Complete button is to press Ctrl Shift . [period key]. This will complete the transaction and prompt
you to print a receipt. Please note: with the CNS Department to make sure your receipt printers

are set up correctly for Leap.

THE FLLS OUTREACH DEPARTMENT (JENNY) @
D1000006585
FLLS ' BLOCKS

4 REGISTRATION ACTIONS ~

- [===]

& Check Out @-ut&u‘@verdue:DZ:. g Account (50.00) @ Claims (0} / Lost (0) ™ Holds (11) / Held (0)
-

/ More *

Find Tool @ Special Loan

I «

[0 AcTiON BARCODE TITLE

[J CheckOut A20519412136 Strategic planning for public libraries = Book 8/24/2022

MATERIAL TYPE DUE DATE ASSIGNED BRANCH

FLLS-Finger Lakes Library System

Checking Out an Out-of-System Interlibrary Loan (ILL) Item

Out-of-System Interlibrary Loan items will have a different loan period than regular items. The

process below should be completed BEFORE you scan the item.

Please Note: Do not renew ILL items. If a patron would like to renew an ILL item, the member library
should contact ill@flls.org to request a renewal. If the request is approved by the lender, the ILL
department will update the due date. Please direct all ILL emails to ill@flls.org to ensure you receive

a timely response.
e Locate the patron’s record and click Check Out.
e Click on the Special Loan button in the Check Out screen.

e Locate the correct due date on the item’s yellow book band. Select the due date using the
calendar. Make sure that “apply to next item only” is selected and click OK.

& Check Out (1) i Out (2)/ Overdue (0) & Account (50.00) @ Claims (0) / Lost (0) W Holds (11) / Held (0)

More ~

&« Find Tool @ Special Loan

(<] August 2022 [ ]

Loan period: | 7 Days -
@ Apply to next item only

Su Mo Tu We Th Fr
(O Apply to all items for this patron
i .
8 9 10| 11 12
15 16 17| 18 19
22 23 24 25 26

293031

G

e Scan your item. You may now check out regular items for the patron or click on the red

COMPLETE button to finish the transaction.
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HOLD REQUESTS
Much like in the Polaris Client, there are several ways to create hold requests:

D

In a Patron’s record, click on Holds/Held and then New Hold.
& Check Out (0)  §n Out (15) / Overdue (0) S Account ($0.00) @ Claims (0)/ Lost (0) ™ Holds (15)/ Held (0) #&ILL (0)/ Held (0) £8 Reader Servid

ACTIVATION
0 AUTHOR ¥ TITLE FORMAT CALL NUMBER DATE STATUS PICKUP ERANCH
() M Christie, Agatha, Murder on the Orient Audio Books PLAYAWAY 81272024 Out FLLS-Finger Lakes
1880-1976. Express Christie Library System

The hold request workform will appear and you can search for a specific title using the Find Tool
and then click PLACE HOLD.

More +

Activation Expiration Pickup
8/22/2024 8/17/2025 FLLS-Finger Lakes Library ¢ v ©

Barcode

Title

&l FIND TOOL

In an Item or Bibliographic record, click on ACTIONS - Place Hold. A workform will not appear,
but the Find Tool window will pop up. If you already have a patron record open, Polaris Leap will
show a prompt asking you if you would like to place a hold for that person.

You may also place multiple holds at once. This function could be used for a patron who would
like multiple books by the same author or books of the same genre or subject. Go to the patron’s
account, click on the Holds section. Then, click on More = Multiple Holds.

A hold request workform will open. Click on ADD TITLES. The Find Tool will open, allowing you to
search for records and select multiple records to place on hold. Simply click in the box next to
each record. When done, click Open.

Acti\rjzicn Expiration Pickup
TI2TI2022 72212023 FLLS-Finger Lakes Library CANCEL
CALL
[  AUTHOR TITLE FORMAT ASSIGNED BRANCH NUMBER ITEM BARCODE

The titles will now appear in the workform. You can change activation/expiration dates and pickup
location. Click on PLACE HOLD to place these titles on hold.

You can also view the Holds Queue very easily in Polaris Leap. At the top right of the screen, you
will see the Utilities menu. Click on that menu and then Holds Queue. The Find Tool will pop up
and you can perform a search to view the number of holds for specific bib records. Search for a
titte by name and double click on the title when it appears in the results. Make sure to pay
attention to format.
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USING THE PICKLIST

The Request Manager in Polaris Leap will not show pending requests so it cannot be used in the
same way as in the Polaris Client, instead use the Picklist when locating items that fill requests at
other libraries. In the upper right-hand corner, click on Utilities = Picklist Processing. You will be
presented with a list of items that have been requested at other libraries. You can view Pending,

Located, Unclaimed,

and Holds to Transfer.

Picklist

Cato-Stewart B Lang Memorial Lib. [Limited Access] v C'REFRESH CLOSE

& Pending (10) @ Located (0)

@ Unclaimed (2) @ Unclaimed ILL (0) W Holds to Transfer (0)

|

Total items | 10 total

SHELF
D COLLECTION LOCATION

[] AdutDvD

[ ] AdultFiction

m Filter requests

MATERIAL PICKUP PENDING
CALL NUMBER AUTHOR TITLE TYPE BRANCH BARCODE DATE
DVD-Adventure 10,000 BC Videodisc WEED A20520526320 4/8/2021
10,000
F Cook Cook, Diane, The new wilderness :  Book TCPL A20520805902  4/9/2021

1976- author. anovel

To manage an item on the Pickilist, click in the box next to the item to select it and then click on a

specific command button.
Command Button Action

Located

Indicates that the item has been selected and is on the way to a processing
location 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. The items would then have to be checked in at a
regular Polaris workstation or in Polaris Leap.

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.

Missing The item is set to Missing because it cannot be located.

Deny The hold request is denied, and it is removed from the pending list. *You
should never use the Deny function as this request will never return to your
library.

Properties Provides you with information like the hold status, patron, pickup branch,

and more.

You can also print the Picklist, locate the items in the library, and simply check them in as you would

with the Request Man

ager in the Polaris Client. The PRINT button is located in the top right corner,

just under your username.

FINGER LAKES
B | IBRARY SYSTEM

Questions? Comments? Contact:
Computer Network Services Department
1300 Dryden Rd., Ithaca, NY 14850
(607) 273-4074 x237 or efranks@flls.org
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