***You can create a both a bibliographic record set following these instructions (using Bibliographic
rather than Item when creating the record set), which is required for creating a book carousel on the
library website. ***

Create a Record Set

Leap
Log into Leap and click New > Record Set.
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Select Item as the Record Type:
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Name the record set and record the name:
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Scan Physical Items Bar or use the Find Tool to search for items to add to the record set:
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Scan or enter barcode « FIND TOOL
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Search for item records using barcodes, author names, titles, or subject matter. Select the items and
click Open:

Find Tool - Item Record

ltem Record » Basic Search »  All keyword fields »  Keyword (All) »

turtles E

Title Assian. Colle  Mater  shelf _ CalN_ V_ Status  Barcode LastActivit R Con
Hurry up, Frankiin ~ Worsl... Easy.. Book.. Childr.. EBOU In 31407000006247 2023-01-11  Fi.. 140..
HUFWUD.I’FEHKIII"I O I:mI BOOK [914]11v] s = o = o L] STAUUUUUUBSUSL - SUTS-TT-14 FL..Tdu..
Hurry up, Frankiin Carbo... Pictur.. Book  Pictur.. BOU In 30400014051581 2018-0223  Fi.. 247..
Hurry up, Frankiin Edmo.. Easy.. Book EFB.. In 30800001946720 2019-07-10  Fi.. 401..
Hurry up, Frankiin Grand... Pictur.. Book  Pictur.. EBOU In 30237000126360 2022-10-14  Fi.. 505.
Hurry up, Frankiin Troch... Pictur.. Book  Childr... EBOU In 30400002059224 2019-09-13  Fi.. 550.
Hurry up, Frankiin Rainb.. Easy.. Book  Early.. EBOU In 30130000061035 2010-02-11  Fi.. 628..
Hurry up, Frankin ~ Alder... Paper... Book EPB ... In 39335012641077 2018-11-13  Fi.. 703..
Hurry up. Frankiin Canm.. Pictur.. Book  Pictur.. EBOU In 30400002072450 2023-02-14  Fi.. 739..
Hurry up, Frankiin ~ Vegre... Pictur.. Book.. Childr.. EBOU out 30827000119305 2023-0223  Fi.. 916..
Hurry up, Frankiin Manni.. Easy.. Book Easy. EBOU In 30125000006923 2022-03-15  Fi. 104..
Ready 8,286 result(s)

[ Count Only CANCEL

Once added, the item record title will appear in your record set. To remove items from your record set,
select one or more and click Actions:



Sean or enter barcode | ¢4 FIND TOOL

ACTIONS - Filter Records
LAST
ASSIGNED ACTIVITY CONTROL
TITLE BRANCH COLLECTION MATERIAL TYPE SHELF LOCATION  CALL NO. VoL. STATUS BARCODE DATE RECORD STATUS  NUMBER
Hurry up, Frankiin Worsley and District ~ Easy Reader (E) Book - Paperback  Children's Area EBOU In 31407000006247  2023-01-11  Final 140006
Library Society
Then be careful to select Remove Selected Records (not Delete Selected Records):
ACTIONS ~ Filter Records
# Ad Hoc Bulk Change
v i Add from File
™ Add to New Record Set
i Add to Existing Record Set
-11
== Remove Selected Records
W Delete Selected Records ) retriev
Polaris Client
In the Polaris Client, click File > New
[P} Polaris ILS 6.7.7121 - AEPNLKreddecliff [Northern Lights Library System] = .

File Acquisitions Serials Cataloging Patron Services Circulation  Administration  Utilities  Window  Help
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Select Record Set from the menu and then click ok
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Record Type:

Authority
Bibli

Change Owner to your library as it may be set to you as a user

File Edit View Tools Help

N@HES X® W 4 )

Name: | | Owner: |AEPNLKreddediff V| Record type: | Item

Marwayne Public Library (br)
Mayerthorpe Ir.-5r. High School Library (br)
Mayerthorpe Public Library {br)
McLennan Municipal Library (br)

N X McPherson Municipal Library (br)
Assigne...  Collec...  Materi... Shelf.. d Menno-Simons Community Library (br)
Menno-Simons Community School (br)
Metro Kalyn Community Library (br)
Mihtatakaw Sipiy School (Driftpile) (br)
Millarville Community Library (br)
Millet Public Library (br)

Morinville Public Library (br)

Morrin Municipal Library (br)

Mundare Municipal Public Library (br)
Myrnam Community Library (br)
Mampa Municipal Library (br)

Nampa Public School (br)

Meerlandia Public Library (br)
Meerlandia School Library (br)

Mew Sarepta Public Library {br)
Mewbrook Public Library (br)

Miton Librar

larigold (ib) ~
Mote: | Marigold Library System (br)

| Item Record Set

Morthern Lights Library System (br)
Morwood School Library {br)

Motre Dame Elementary School Library (br)
COkotoks Public Library (br)

Onoway Elementary School Library (br)
For Help, press F1 0 of 0 record(s) retrieved

w

Title the Record Set (ex: 2021 Weeding)



El New Record Set 1 - Polaris = [ = -

File Edit View Tools Help
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s Gy .
Q
[1D] Title Assigne... Collec... Materi... Shelf... CallN... Vol... Status Barcode Last Activity ...  R... Control...
L
L
L=
3]
For Help, press F1 0 of 0 record(s) retrieved

You can add items to the Record Set by:

= Searching with the magnifying glass:
E New Record Set 1 - Polaris =o'

File Edit View Tools Help
Name: | 2021 Weeding | Owner: |Northern Lights Library System (br) v| Record type: | Item
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For Help, press F1 0 of 0 record(s) retrieved

= Search by barcode/title/author/etc:
o You can limit by owner, shelf location, collection, author, etc.



a) Item Records - Barcode Find Tool
File Edit Tools Options Help
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= Shift or Ctrl will let you individually select items from the list the propagates
from your search.

Or Add items by physically scanning them into the record set:

e C(lick the little barcode icon with the plus sign:
New Record Set 1 - Polaris = | O =

File Edit View Tools Help
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Name: |1921WEEd‘ng | Owner: |Nurﬂ1&rn Lights Library System (br) v| Record type: | Item
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For Help, press F1 0 of 0 record(s) retrieved

o Start scanning in the items.




Scan Barcode -

Barcode; | | |

Once you are finished, click on the save icon, which will generate a number in the top title, i.e. Record
Set #

= Record Set 288113 - Polaris - | O =N
File Edit View Tools Help
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Morthern Lights Library System {br) hd | Record type: m
Mote: | Mumber of records: IZI Record status:

@g L) -

|T|t|e Assigne... Collec... Materi... Shelf... CallM... Vveol... Status Barcode Last Activity ...  R... Control...|

Name: | 2021 Weeding | owner:

ecord Set

Record this ID # and the Record Set Name, so that either you or NLLS HQ can search for that record set.

To search for a record set, click Cataloging > Record Sets:
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