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Check Out & Check In

Check Out

To perform a check out first locate the patron’s record. This can be done by scanning their
library card or typing their patron information into the quick search bar.

1. The CHECKOUT tab is the default tab in the patron’s record. The cursor is automatically
placed in the correct field for checkout. You can immediately scan the item and proceed
with checkout.
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2. You can use the FIND TOOL to search for an item record if it not physically available at
your library.

Check In

To perform a check in select the CHECK-IN button located under the QUICK SEARCH bar.

1. Select the check-in mode you want to use. NORMAL mode prompts for hold, in-transit,
and fees while BULK mode only prompts for holds and in-transits.
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2. If you do not need to change your check-in mode the cursor is automatically placed in
the correct field for check-in. You can immediately scan the item and proceed with
check-in. Pop-ups will appear if an action is required.

3. Polaris automatically provides 2 free days after an item’s due date (where the patron will
not be charged for late fees).



