Polaris LEAP Cataloging
Copy Cataloging — Adding Item Records to Existing Bibs

1. After logging into Leap, search for a bibliographic record. The best search to yield a
match to your item is an ISBN search. Double-click on the record to view the full bib.

Find Tool - Bibliographic Record ®

Bibliographic Record » Basic Search » |ISBN » | Exact (*) »

9781984826046 x TH E| =
Title Author Format Lin... | Hol... | Publi... | Call Number Control...
The essential keto slow cooker cookbook - 65 low-_ . Book 2 0 2019 641.5/6383 118043
2. With the bibliographic record on the screen, it’s important to look at the MARC tab

to evaluate the record.

[Bibliographic Record @ | m ACTIONS- | LINKS-  CREFRESH  [RIRESULTS

ey The essential keto slow cooker cookbook : 65 low-carb, high-fat, no-

oW -~/ fuss ketogenic recipes
Control number: Owner:
l 118043 l [ ODIN Search (sys) v

Record status:

Display in PAC Host ILL

@ Preview i ltems | EMARC | «f Headings [ Statistics ) Record Sets @ Resources ) Outreach Patrons

LDR > cam a22 Ti 4580
aal 118843
3. In the MARC tab, verify that the record matches the item you have in hand. Check for

obvious matching fields — such as author, title, publisher, ISBN - but also look at the

physical description field (for example to ensure you are viewing a physical book
record and not an e-book record).



& Preview  In ltems | BEMARC | *E£ Headings [ Statistics i) Record Sets @ Resources Y Outreach Patrons

LDR > cam a22 Ti 4508
881 118043
@as 20231625100325.9
+ 208 > 19010452619 nyua 801 @ eng d +
+ @ o0 +39781984826046%q(paperback) + -
4+ ¥ 0o $319848268424q(paperback) + -
4+ ¥ Oexs +3(0CoLC) 1080866487 + -
4+ ¥ @ e $2118043 -
4+ ¥ 0w +aNjBuBT$bengterdatcPNX$dOCLCO+dOCLCQ dBKLFdFMGdOCLCF$dOCLCO3NDS + -
4+ ¥+ 0o aNDsA + =
+ ¥ Beose 1 4 +aRM237.73%b.E75 2019 + -
4+ 3% B2 o 4 ta641.5/63831223 + =
% Q25 o 2 taThe essential keto slow cooker cookbook :$b65 low-carb, high-fat, no-fuss ketogenic recipes ficthe editors of Rodale Books. + -
+ 4 O 250 faFirst edition. + =
4+ 0264 1 talew York :tbRodale,?c[2619] + -
4, Once you are sure the record matches your material, add your item to the record.

Go to the Items tab and click the NEW ITEM button.

Bibliographic Record @ m ACTIONS- | LINKS-  (’REFRESH  [IRESULTS

The essential keto slow cooker cookbook : 65 low-carb, high-fat, no-fuss

ketogenic recipes

Control number: Owner:
[ 118043 ] [ ODIN Search (sys) v
Record status:

& Praview | idltems | @MARC  +f Headings [ Statistics i Record Sets @8 Resources 1 Qutreach Patrons

ASSIGNED MATERIAL SHELF CALL LAST RECORD CONTROL
O BRANCH COLLECTION TYPE LOCATION NUMBER STATUS BARCODE ACTIVITY STATUS NUMBER




Alternatively, click the Actions menu and select Create Item.

po‘aris Scan or search

‘ a B

& CHECK IN XL NEW PATRON

New ~ Utilities ~

Help> 1 ODINMASON (NAP)~

& PRINT

Bibliographic Record @

ketogenic recipes

Control number:

Owner:

SAVE I ACTIONS - LINKS -

The essential keto slow cooker cookbook : 65 low-carb, high-fat, no-| * Place Hold

th Copy
@ Delete

I 118043

I l ODIN Search (sys)

{4 Duplicate Check

Record status:

M Compare

) Add to New Record Set

C REFRESH

B

i Add to Existing Record Set

IRESULTS CLOSE

@ Preview inltems DEMARC +f Headings [l Statistics i Record Sets &8 Resources

2 Outreach Patrons

A New Item Record form will be displayed.

M New Item Record CREATEITEM | CANCEL
The essential keto slow cooker cookbook : 65 low-carb, high-fat, no-fuss ketogenic recipes
Barcode Item Template
l l l (None) v
Call Number Scheme * Suffix
. Use template values instead of these (if
l Dewsy Dacimal vl .
available)
Prefix Volume Price Renewal Limit
| | | | | R |
Classification Copy Circulation Status *
l l l l In-Process v l
Cutter
l l Display in PAC Holdable ) Non-circulating
Assigned Branch * Material Type * Statistical Code
l - Select a branch - vl l - Select a material type — vl l — Select a stat code - vl
Collection Loan Period * Owning Branch *
l -- Select a collection - Vl l - Select a loan period — vl l — Select an owning branch -- vl
Shelf Location Fine Code *
l - Select a shelf location - VI l - Select a fine code — VI




6. First, select a template from the drop-down menu. This will pre-fill many of the
fields in the item record.

Item Template

I NAPHS FIC (Napoleon School Library) ”I

MTM Main (Trinity Community Resource Center)
MTM Reference (Trinity Community Resource Center)
NAPHS FIC (Napoleon School Library)

NBP ACC E (North Border - Pembina School and City Library)

NBP ACC HS (FIC) (North Border - Pembina School and City Library)

= r LY I

7. The great thing about templates is that they prevent mistakes. Using a template
makes sure certain fields are filled in correctly every time.

8. Below you can see the few fields you need to fill in when using an item template.

Barcode, Classification, Cutter, and Price.

HO

Barcode

Item Template

l NAPHS NONFI (Napoleon School Library) ~

Call Number Scheme *

Suffix

I Dewey Decimal

v] I I Use template values instead of these (if available)

Prefix

Volume Price Renewal Limit

I

) | | I| [

Classification

Copy Circulation Status *

I

|| | [oroem

Cutter

I

] Display in PAC Holdable [ Non-circulating

record is saved they are filled in from the item template.

10. Next fill in the call number. Here are some examples of call numbers showing
different parts:

Example Fiction
Prefix: F
Class: KING

Example Nonfiction

Even though fields such as prefix and renewal limit, appear blank at first, once the




11.

12.

13.

Prefix:
Class:
Cutter:

NF
813.54
KIN

Example Fiction with a Suffix

Prefix:
Class:
Suffix:

EFIC
SAN
KIT

Each library has its own rules about prefixes, suffixes, and cutters. However, ODIN
libraries need to place the cutter in the classification field when cataloging fiction,

like the first example above.
Another important thing to know is that you should avoid putting information in the
Volume field unless it is volume information for a multi-part set or a serial. Adding
information to this field will force item-level holds which are only appropriate for

multi-part sets and serials.
Below the call number fields, the price, and the barcode are now filled in. Click
CREATE ITEM to save the record.

M| New Item Record

Barcode

Item Template

CREATE ITEM CANCEL

The essential keto slow cooker cookbook : 65 low-carb, high-fat, no-fuss ketogenic recipes

[ 33111000111222333444

l [ CPL ND FIC (Carrington City Library}

l

Call Number Scheme * Suffix
[ Dewey Decimal . l I Use template values instead of these (if available)
Prefix Volume Price Renewal Limit
l I [ 15.00 ] [ 0 l
Classification Copy Circulation Status *
641.5 l I [ In-Process VI

Cutter

[ ESS

l Display in PAC

Holdable

[ Non-circulating




