
Create a Record Set 

Leap  
Log into Leap and click New > Record Set. 

Select Item as the Record Type: 

Name the record set and record the name: 

***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.***



Scan Physical Items Bar or use the Find Tool to search for items to add to the record set: 

Search for item records using barcodes, author names, titles, or subject matter. Select the items and 
click Open: 

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: 



Then be careful to select Remove Selected Records (not Delete Selected Records): 

Polaris Client 

In the Polaris Client, click File > New 

Select Record Set from the menu and then click ok 

Choose Item from Record Type 



 

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

 

Title the Record Set (ex: 2021 Weeding)  



 

You can add items to the Record Set by:  

 Searching with the magnifying glass:

 
 Search by barcode/title/author/etc:  

o You can limit by owner, shelf location, collection, author, etc. 



 

 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: 

• Click the little barcode icon with the plus sign:

 
o Start scanning in the items. 



 

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

 

 

 


	Leap
	Polaris Client

