
The Polaris Staff Client: 
Bibliographic Records 

 

 
 

This guide in an introduction to navigating the bibliographic record  
workform in the Polaris staff client. 

 
 

To access a bibliographic record, open the Bibliographic Record Find Tool (located 
under the Cataloging menu - - Bibliographic Records). 

 
 

Using the Find Tool, set your search parameters and enter your search term(s) in the 
space labelled For. Select Search to launch your search. 

 



Double-click on an entry in the results list to open that bibliographic record.  

 
 
At the top of the Bibliographic Record workform is a toolbar, which includes icons to 
perform such actions as cutting, pasting, saving the record, checking headings, placing 
holds, and more. These actions are duplicated in the drop-down menu. The Links 
drop-down menu includes quick access to helpful related workforms, including a list of 
items that fall under this bib and the holds queue.  

 
 
The bibliographic record workform header contains information such as the bib control 
number, the number of items linked to this bib record, and if the bib record displays in 
the PAC. Cooperative Computer Services should be set as the owner for all bib records 
in the system 

.  
 



Use the menu on the left-hand side of the record to navigate through the different parts 
of a bibliographic record. These include the MARC view, PAC preview, statistics, 
resource entity page, and the bound-with view. 

 
 
The first part, the MARC editor view, displays the record in MARC format. If you have 
bib record editing permissions, this is where you can modify the MARC record; 
double-click on the relevant line in the Data column to start editing. Remember to save 
any changes. There is also an “undo” option under Edit - - Undo.  

 



 
Clicking on some tags (such as the 008) may open a pop-up screen that provides 
details of included subfields. 

 
 
Next is the PAC view. This view displays the record as it would appear in the 
PowerPAC, including the cover art and Type of Material (or TOM) format icon. This view 
is helpful for previewing how any changes will be displayed to patrons This view is 
available for all items, including those that are shadowed in the PAC. 

 



The third view is the Statistics view. This page includes only relevant statistics for the 
bibliographic record. Lifetime Circulation is the circulation total for all items associated 
with this bibliographic record, including deleted items.  

 
 
 
The next two views will not be relevant for all bibs. First, the Resource Entity view 
displays information for integrated e-content, including vendor information and the link 
to the vendor’s repository.  

 
 

Example of Resource Entity View



Second, the Bound With view is used to display relevant information if this record is 
part of a “bound-with” group. “Bound-with” groups are items such as pamphlets that are 
physically bound together but fall under individual item and bib records. It will likely be 
rare that this view is needed. 

 
 
Before exiting the bibliographic record workform, make sure to save any changes (if 
applicable). Use the File drop-down menu to exit or select X to close the window.  

 
 
 
 
 

Example of Bound With view


