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Upgrade to Leap 7.0

With this upgrade, you can now:
 Create/Edit/Copy bibliographic records
 Import records into Leap
 Perform bibliographic bulk changes
 Create and view issues and parts



Creating a Bibliographic Record in Leap
1. Select New > Bibliographic Record

2. If you will be using a template, select your desired 
template and press OK. If you are not using a template, press 
OK. 



Creating a Bibliographic Record in Leap -
Cont.

3. A New Bibliographic Record workform will appear. If you do not want the 
record to appear in the PAC, uncheck “Display in PAC.” 

4. Add MARC tags or edit MARC tag data.
5. Press “SAVE” to save the new record, or “CLOSE” to discard the record 
without saving. 



Editing a Bibliographic Record in Leap

1.Find the bibliographic record you want to 

edit and open it.

2.Select MARC.

3.Add MARC tags or edit MARC tag data.

4.Select SAVE to save your changes, or 

CLOSE to discard your changes. 



Editing a Bibliographic Record in Leap, cont.

Bib Control #: 3409535
Title: The Ladies’ Man & Some Kind of 
Wonderful
ISBN: 978-0373010363



Editing a Bibliographic Record in Leap, cont.
1. Select 
MARC.

2. Select 
tag you 
want to 
edit, by 
clicking in 
the box 
next to tag 
number. 

3. Select Edit 
Tag, Insert, 
Delete Tag, 
Move Tag Up, 
or Move Tag 
Down. 



Editing a Bibliographic Record in Leap, cont.

If we were going to 
edit this tag, this is 
the dialogue box that 
we would use to 
make any necessary 
changes. 

For our record, we are 
going to select “DELETE 
TAG,” since we do not 
retain Fast Headings in 
our records.  



Editing a Bibliographic Record in Leap, cont.

Once “DELETE TAG” is pressed, the tag is removed. If you want to save your 
changes, select “SAVE” at the top of the record. If you do not want to save your 
changes press “CLOSE”



Copying a Bibliographic Record
1. Find the bibliographic record you want to edit and open it.

2. Selection ACTIONS > COPY.

3. Add MARC tags or edit MARC tag data.

4. Select SAVE to save your changes, or CLOSE to discard 

your changes. 



Copying a Bibliographic Record, cont.

1. Select 
“ACTIONS.”

2. Select 
“Copy.”

3. A New 
Bibliographic 
Record 
workform will 
appear.

4. Make any 
edits or 
changes that 
are 
necessary, 
and then 
save the new 
record. 



Add MARC Tags and Editing MARC Tag Data

You can modify tag data by doing any of the 
following:
• Edit the Leader or an existing control field.
• Edit an existing data field tag.
• Add a new control field.
• Add a new data field tag.
• Reorder tags.
• Delete a tag. 



Add MARC Tags and Editing MARC Tag Data, 
cont. 

You can edit the existing the Leader, existing control field, or data field 
by selecting the box next to the tag number, and then pressing edit. 
Make any changes necessary, and then press OK. 



Add MARC Tags and Editing MARC Tag Data, 
cont. 

You can add 
certain control 
fields (006, 007, 
and 008) to the 
bibliographic 
record. 

Edit MARC data 
by selecting a 
value from a list 
box or entering 
text in a box. 
Select OK. 



Add MARC Tags and Editing MARC Tag Data, 
cont. 

To add a new data field, select “Data 
Field.”

Enter a three-digit tag 
number in the Tag box.

Select a value (if 
required) for Indicator 
One and Two. 

Enter text in the Data 
box to add subfield 
data.

Press OK.



Cataloging Keyboard Shortcuts in Leap



Importing MARC Records in Leap
1. Select Utilities 
> MARC Import 

2. Click on “1 – IHLS 
MARC Import – USE 
THIS ONE PLEASE”



Importing MARC Records in Leap, cont. 

3. Press “SELECT FILE” 
to choose your records file 
previously downloaded 
from OCLC. 

4. Once your import file is 
attached, press 
CONTINUE.

Then press IMPORT to 
start the import process. 



Accessing the MARC Import View
1. Select Utilities > Cataloging Processing.
2. Select MARC Import.
3. You can then sort and filter the results if you are looking for a specific 
record set by using the “Filter” box or by clicking on the column headings.



Leap Bibliographic Bulk Change
 Leap now includes the ability to change the non-MARC, 

Leader, and MARC-tag information on several 
bibliographic records at once. 

 You can also now edit the 006 and 007 MARC tags. 

 For specific instructions on this process see pages 34-
39 of the handout linked below: 
What's New in Polaris and Leap. 7.0

https://documentation.iii.com/polaris/WhatsNew/PolarisLeapWhatsNew_7.0.pdf


Creating and Viewing Issues and Parts in 
Leap

For Serials Module users: 

 You can now view details and properties for any 
subscription issue or part record in Leap. 

 You can now create a single issue or part record without 
having to predict the next set in the publication pattern.     

 For specific instructions on this process see pages 40-46 of the 
handout linked below: 
What's New in Polaris and Leap. 7.0

https://documentation.iii.com/polaris/WhatsNew/PolarisLeapWhatsNew_7.0.pdf
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