
                The Polaris Staff Client Find Tool 

     

This guide will show the Polaris Staff Client Find Tool –and its general function. 

 

Today we’ll be searching for bibliographic records.  The bibliographic find tool consists of the 

same tabs as the find tools that you use for searching item records, authority records, and 

record sets. 

For searching patron records and serials holdings records, only the first two tabs are included. 

 

The bibliographic record find tool consists of six tabs (general, settings, scoping, branches, 

collections, and databases) 

 

 

As you see above, the general tab consists of many functions: 

• It includes the object that you are searching for (bibliographic, items, authority 

records, templates, and etc.) 

• Different search by options – like title author, and other options 

• Types of searches – browse, keyword, exact match 

• Results sorted by different criteria 

• Search mode – either normal, power, or SQL 



• Limiting searches by different criteria 

• You can also do a search, but it only give you a count of retrievable records. 

 

Click on the header that corresponds to the type of work you are going to do.  If you want to 

find bibliographic records, you need to open the cataloging menu header; if you want to locate 

patron records, you need to open the patron services menu header.  In our case, click on 

cataloging. 

 

 

 

Click on “Bibliographic records” or F12.  The find tool is all set ready to search for bibliographic 

records. 

 

 

 

Pull down menus allow you to select the different aspects of your search using the Find Tool.   



As you can see, there are many different criteria you can search by including author, barcode, 

title, and etc.  You will know which type of search you are using because the highlighted bar 

above tells you.  In our example, it says “Bibliographic records – Author find tool”.  If you 

change your search criteria to a subject search, then the highlighted bar will say “Bibliographic 

records – Subject find tool” 

 

 

There are different types of searches.  The two most confusing with Polaris are: 

Exact match (implicitly truncated) -Displays all the records beginning with the letters or numbers 

in the “For” box.  

Exact match (explicitly truncated) - Displays only the records that exactly match the letters or 

numbers in the “For” box.  Use this type of search for searching titles like – “the Help” 



 

 

There are also lots of different criteria that can be selected to sort by: 

 

 

 



Here’s an example of how you can limit your search using one of the many criteria.  Remember 

if you want to use more than one type of limiter in your search, it’s easiest to select limits in the 

Scoping tab 

 

 

Or you can use the limiting function to just search, for example, all the publications published 

during a certain year: 

 

 

 



Settings tab: 

 

Notice that the retrieval limit is only 1000.  You can change it, so that more results will be 

retrieved. 

You can also send all of your search results directly to a record set 

 

Scoping tab: 

 

 

You can do more in-depth searches using Boolean limiters – “and”, “not,” and “or.” These 

limiters will assist you in building your search 



 

 

Branches tab: 

 

 

It allows you to select all branches or just you own library.  To select just one branch, unselect 

all, and then click on the desired branch 

 

 

 

 

 

 



Collections tab: 

 

It allows you to select a specific collection, if needed.  Once again, to select just one collection, 

unselect all, and then click on the desired collection. 

 

Database tab: 

 

It allows a cataloger or other user to choose which remote database they wish to search using 

Z39.50.  Our local catalog, “PAC”, is already checked. 

 

 

   

 

 


