
 
Bulk Changes 
 
Bulk changes are used to bulk change every item record within a record set to the same 
status, information, or location depending on what gets selected for change. For example, 
during the weeding process, item records must have their circulation status changed to 
withdrawn. Changing the status within each individual item record is time consuming, and 
so a bulk change becomes incredibly useful in this case. An entire record set of weeded 
items can be bulk changed to Withdrawn in a few simple clicks, which will be demonstrated 
in the instructions below. Of note, specific permissions within Polaris are required to do this 
task. If you run into an issue with your permissions, submit a helpdesk ticket or contact your 
consultant to receive training and the required permissions. If you prefer that your 
consultant bulk changes your items, include the Record Set ID # and Name, asking your 
consultant to bulk change the items’ status to withdrawn if the request is for weeded items.  
 
How to Do a Bulk Change in LEAP 
 

Click on the FIND button in the upper left corner of the browser. 

 
 

In the Find Tool, select Record Set from the first list of search categories. 

 



 

Type or paste in the name of the record set. 

 

Double click on the result to open the record set. 

 

Within the record set, click Actions > Bulk Change. 

 

Within the Bulk Change screen, click on Circulation in lower half of the page. 

 

 

 

 

 

 



 

 

Select Circulation Status > Withdrawn. 

 

Once the changes have been made, Click Update Items on the upper right hand corner or 
the Bulk Change page. 

 

 

 

Click Continue when the Summary of Changes window appears. A Report will download 
once the bulk change is completed, which will report on any errors, the number of items 
processed, and will give a summary of changes. 

 

 



Double check that all the items in your record set have changed to the status 
Withdrawn. Sometimes a few items are missed, and if that happens, then you simply double 
click on the item and change the circulation status to withdrawn within the item record. 
In the item record, click Details (this is the default view). 
 

 
 
Then select Circulation Status > Withdrawn. 
 

 
 

How to Do a Bulk Change in Polaris 
  
Click on cataloging and then select record set.  
 

  
 
Type in the name of the record set you just created. Double click on the correct result. 
Then select tools and click on Bulk Change.  
 

 
 
Make sure that circulation status is checked off and using the drop-down menu, select 
withdrawn. Click OK. 
 



 
  
Double check that all the items in your record set have changed to the status 
Withdrawn. Sometimes a few items are missed, and if that happens, then you simply double 
click on the item and change the circulation status within the item record itself.  
 
Save file.   
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