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Leap Basics Lab – 1                                          Logging in and Records 
 

1 - Logging In 

1.1 Navigate to training Leap (https://ccs-training.polarislibrary.com/leapwebapp)  

1.2  Enter your Polaris username.  

1.3 Enter your Polaris password.  

1.4 Click SIGN IN.  

1.5 If part of a multi-branch library or if your library has a drive-up window, select the Branch that 

reflects your physical location.  

1.6 Select a workstation. 

1.7 Click CONTINUE. 

1.8 Read the alert and click CONTINUE.   

 

2 - Adjust Workform Tracker Settings 

2.1 Click on your username in the upper-right corner of Leap.  

2.2 Select SETTINGS. 

2.3 Click on the WORKFORM USER DEFAULTS tab. 

2.4 For Workfrom Tracker: Recent Records – Patron, adjust the number of recent records to display to 3 

or more.  

2.5 Repeat the process for Bibliographic Records.  

2.6 Repeat the process for Item Records.  

2.7 Click SAVE. 

 

3 - Locate a Patron Record 

3.1 Using the Quick Search bar, key in the following barcode: CCSTESTPATRON 

3.2 Which library branch does this user belong to? ___________________________________________ 

3.3 Click on the “i” properties view.  

3.4 What Patron Code is assigned to this user? ______________________________________________ 

3.5 When does their library card expire? ___________________________________________________ 

3.6 Does the user have any items checked out?   Yes/No 

3.7 If yes, how many items does the user have checked out? ___________________________________ 

3.8 Click CLOSE to close out the patron record.  

3.9 Open the workfrom tracker.  

3.10 Click on the RECENT records tab.  

3.11 Click on the CCS Test User record to re-open it.  

3.12 Does the user have any notes attached to their record?  Yes/No 

3.13 If yes, what is the note text? _________________________________________________________ 

3.14 Click CLOSE to close the patron record. 
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4 - Locate a Bibliographic Record 

4.1 Click FIND to open the Find Tool. 

4.2 Change the record type to BIBLIOGRAPHIC RECORD. 

4.3 Search for Harry Potter and the Order of the Phoenix.  

4.4 Un-check the first result on the list.  

4.5 Sort the list by number of linked items so the bib records with the highest amount of linked items 

display at the top of the list.  

4.6 Click the first result on the list that has the title, Harry Potter and the Order of the Phoenix.  

4.7 What is the Control Number for this bibliographic record? __________________________________ 

4.8 Look at the tab for Preview – Full View. What is the year of publication? _______________________ 

4.9 Navigate to the Items tab. Use Filter to limit to items with a Circulation Status of Available. 

4.10 What is the call number of one of the available items? ____________________________________ 

*Remain on this view for Section 5 exercises.* 

 

5 - Looking at an Item Record 

5.1 Click on one of the items listed in the bib record for Harry Potter and the Order of the Phoenix. 

5.2 Click on the “i” icon to open the properties view. What is the Item Record ID number? ___________ 

5.3 What is the Shelf Location of this item? _________________________________________________ 

5.4 What Collection is assigned to this item? ________________________________________________ 

5.5 Look at either the History or Circulation Tab. What was the last check in date? __________________ 

5.6 Look at the Controls Tab. Is the item holdable? Yes/No 

5.7 If yes, is it holdable by all or limited to local patrons only? __________________________________ 

5.8 Navigate to the Statistics Tab. How many Year-to-Date Circulations does this item have? _________ 

5.9 Click on the Bib Control Number link to navigate back to the Bibliographic Record.  

5.10 From the Bib Record, click on the RETURN button to go back to the bib search results.  

5.11 Cancel out of the search.  

 

6 - Using the Workform Tracker 

6.1 Open the Workform Tracker.  

6.2 Click the PIN icon to hold the workform tracker open.  

6.3 Click on the Recent Tab.  

6.4 Click on the bib record for Harry Potter and the Order of the Phoenix.  

6.5 Click on the patron record for CCS Test Patron.  

6.6 Under the Workform Tracker Current Tab,  select the item record.  

6.7 Click CLOSE ALL to close all open workforms.  
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