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POLARIS ITEMS & LINKING  
 
The Differences between Linking & Cataloging 
 
We do not catalog in BELS- we link! Cataloging is the creation of bibliographic MARC records. Linking is the 
adding of new materials to the system by attaching them to bibliographic MARC records. One or a thousand 
identical items might be linked to a bibliographic (bib) record, but each of those items are represented by an 
individual item record, which lists all sorts of specific information about that particular item, such as call 
number, condition, shelf location, and special attributes. A hierarchical structure would look like this: 
  Biographical MARC Records 
   Item Records 
 
Item Types vs. Item Collections vs. Shelf Locations  
 
The degree of consistency and accuracy in which you classify your items is directly correlated to the 
helpfulness and accuracy of your collection development and statistical reports. When linking an item there are 
three main decisions to make in regards to how it is classified in your collection: 
 

1.) Item Type- There are approximately 25 different item types, ranging from hardcovers and paperbacks 
to software and graphic novels. The item type is telling you and your patrons what  the item physically 
is. If for some reason it does not fall under any of these options in the drop-down menu, use the 
“Realia” category. 

 
2.) Item Collection- There are approximately 15 different item collections. There is an adult, juvenile, and 

young adult collection for each of fiction, non-fiction, media, and periodical, as well as a professional 
development and a local history collection. The item collection is telling you and your patrons where  the 
item physically is. Is it in the adult non-fiction, young adult fiction, or professional development section 
of the library? 

 
3.) Shelf Location- In the event there is a special section of your library devoted to a certain kind of item, 

such as newly acquired or holiday-themed books, you will want to assign a “Shelf Location” to the item 
which you are linking. You will not need to designate a “Shelf Location” for 90% or more of the items 
you link since 90% or more of items are usually not placed into a special sub-collection. 

 
BELS Call Number Nomenclature 
 
All BELS call numbers are based off the Dewey Decimal System. In 
Polaris (PLS), there are six call number fields available for use. 
 

1.) The “Prefix:” field is to designate specific parts of the collection, 
such as “REF”, “YA”, “HOLIDAY”, “OVZ”, or “LP”. 

 
2.) The “Class:” field gives the Dewey number or designates the item 

as fiction with “FIC” or a biography with “BIOG”. 
 

3.) The “Cutter:” field specifies the author. The last name of the 
author should be spelled out entirely (in capital letters) for fiction 
titles and just the first three letters (in capital letters) of the last 
name of the author if it is a non-fiction title. If there are no authors 
or editors, use the title of the item in place of the author’s last 
name. 

 
4.) The “Suffix:”, “Vol:”, and “Copy:” fields should be ignored and left 

blank, unless otherwise directed by the BELS Office. 
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When call numbers use letters, they should all  be capitalized. All abbreviations in your collection should be 
completely consistent or else shelf lists will not run correctly. The official adopted abbreviations by BELS are as 
follows: 
 
BIOG   Biography 
J   Juvenile 
ED.   Edition 
FIC   Fiction 
GRAPHIC  Graphic Novel 
LP   Large Print 
MYS   Mystery 
OVZ   Oversized 
PT.   Part 
PD   Professional Development 
SCIFI   Science Fiction 
SUPP   Supplement 
V.   Volume 
YA   Young Adult 
 
Multiple years spanning same century  1956-98 or 2000-09 
Multiple years spanning difference centuries  1989-2002 or 1878-1920 
 
 
 
 
 
 
 
 
Linking a New Item 
 
Like with creating new patrons, we begin by clicking on the “File” drop-down menu and 
then selecting “New”. 
 
 
 

 
 
 
 
 
Scroll down to “Item  Record” and select it. Then click “OK”. Please note that 
the items within the scrollable box are in alphabetical order. 
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The “New Item Record Options” workform opens: 
 

 
 
Before we do anything else, we must first find the bibliographic record with which we are associating our new 
item. Click the “Find” button to begin: 
 

 
 
For the purposes of this demonstration, we are going to look for the 2008 edition of The Girl with the Dragon 
Tattoo. If searching a title which has many editions (Oliver Twist, Of Mice and Men, etc.), it would probably be 
wise to search by ISBN and not by title or author. 
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We searched with the terms “girl with the dragon tat,” and PLS retrieved 10 results. The first MARC record 
happens to be the one we want. Double click on the desired bib record to select it. If you are unsure which to 
choose and would like to view the MARC record first, right-click on the record to which you are curious, and 
then select “Open” (not “Select”). 

 
Welcome back to the “New Item Record Options” workform. You will notice how PLS has acknowledged our 
bib record selection at the top of the workform. 

 
After selecting a bibliographic (bib) record, you may notice an odd call number. This call number is simply 
associated with the bib record, and it should be changed in accordance with BELS and local policies. This 
particular example should have a “Class:” call number of “FIC” and a “Cutter:” call number of “LARSSON.” 
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After clicking in the small box below “Item barcode(s)” in the upper-right corner, scan the item barcode that has 
been allocated to the item you are linking. The number will then be pushed into the larger box below it. 
 
When finished, click on “(None)” under the “Template” column in the lower-right corner, and select one of the 
templates from the list. Each BELS library has a template for Fiction, Non-Fiction, Media, PD (Professional 
Development), and Periodicals. 

 
Please note that it is possible to edit templates, create new ones, or ignore them entirely. More information on 
templates can be found later in this manual. 
 
Upon selecting any template, the system will automatically set your “Branch”, “Collection”, “Loan Period”, “Fine 
Code”, and “Owner”. We have elected to choose the “Fiction” template for this example: 
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All that is left to do in this workform is to select 
a material type. In order to change the “Material 
Type”, click on the box just below where it says 
“Material Type”, and a list of options will appear 
(see near right). Choose the appropriate type of 
material from the list. 
 
You can also change any of the individual 
fields via their drop-down menus if you do not 
agree with what the template has completed for 
you. For example, if you are linking a reference 
book, the “Loan Period” would probably need 
to be set to “Non Circulating”. If you are 
routinely changing certain columns, please 
contact the BELS Office. 
 
The fine amount for each lost item is connected 
to the material type you choose during the 
linking process. The “Price:” field should be left blank if you 
would like to adhere to these amounts. You reserve the right 
to change the price for any reason you see fit. The list of the 
aforementioned prices is to the far right. 
 
When finished, click the “OK” button at the bottom of the 
workform. 
 
We now see the “Item Record” workform of the new item for the first time: 

 
Give everything one last glance to ensure your work is correct. Once finished, go “File” to “Save” (or click the 
save icon) in order to save the item. Now exit the workform. Congratulations- you have created an item in PLS! 
However, there is still one last step.  
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And now for the final step: check the item in. Only check the item in when it is ready to be put onto the shelf. If 
you forget this step, no sweat! When the item eventually comes up for check out, a message will pop up during 
check out telling you the item is “In process”. Simply acknowledge the popup, check the item in, and then 
check the item out to the patron. For a more detailed explanation of how to check an item in, refer to the 
“Checking In” section of this manual. Remember: “Bulk Mode” is the officially sponsored method for checking 
in any item for any reason. 
 
Why this extra step? For four main reasons: 
 

1) Barcode Validation: if the barcode number was entered incorrectly, the system will give you an “item 
not found” error when checking it in. 

 
2) If the wrong branch was selected during the linking process, a “Route-To” message will pop up. 

 
3) When linking items, they have a default circulation status of “In-process.” By checking in items, you are 

setting them from “In-process” to “Available.” Items which are listed as “In-process” cannot be checked 
out. 

 
4) The second you click the “Save” icon to create the item record, that item will appear in searches 

performed in the Public Access Catalog (PAC). The “In-process” circulation status lets patrons know 
that the book is owned by the library but is not yet on the shelf and ready to be checked out. Ordinarily, 
most linking occurs in batches. Therefore, it is fair to assume that the second most items are linked, 
they are not ready to circulate. 

 
If the barcode or branch associated with the item is incorrect, it will be necessary to edit the item manually so 
that the item is 100% accurate. 
 
 
Getting the Most Out of Linking Templates 
 
The BELS Office has created five linking templates for each BELS library: Fiction, Non-Fiction, Media, PD 
(Professional Development), and Periodicals. These templates were created using the standard circulation 
policies of each library. When circulation policies change, so should the templates. If you notice 
inconsistencies between local policies and linking templates, please contact the BELS Office as soon as 
possible. 
 
Likewise, if there is a template which you would like created for your school, please contact the BELS Office. 
Additional linking templates which may be of use include templates for reference items, computers, or a foreign 
language collection. 
 
 
Linking Multi-Volume Sets 
 
It is unnecessary to include each and every volume of a set of circulating or non-circulating encyclopedias/ 
dictionaries/ other print anthologies in the catalog. Any set over three  volumes should only have the first 
volume linked into PLS. The BELS procedure outlined herewith also allows you to create a record with which to 
circulate your multi-volume sets, if you so choose. Furthermore, this method significantly reduces the amount 
of items listed in the PAC’s holdings table. 
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Linking the first volume of a multi-volume set is identical to linking single volumes, except when it comes to the 
call number. Follow all of the normal linking steps (including finding the correct bib record), as outlined earlier 
in this manual, but before saving the item record, look within the “Call number” sections.  

 
Make sure the “Class:” and “Cutter:” fields are appropriately filled out. In the “Vol:” field, type a capital “V,” then 
a period, then a space, then the number “1,” then a “-” and then the number of the final volume. For the 
purposes of this demonstration, we used “6.” If this is a reference book, make sure the “Material type:” is set to 
“Reference”, the “Loan period:” is set to “Non Circulating”, and the call number “Prefix:” is “REF”. 
 
But what do we do with the rest of the volumes? All subsequent volumes should be linked to an uncataloged 
record, which will hide them in the PAC while still allowing you to circulate them, if you so choose. 
 
To do this create an item record as you normally would, but when you are selecting the bib record to attach 
your item to, search for your PLS username. For example: 

 
Double click on the circulating encyclopedias record and continue the linking process as usual. Before saving 
the item, be sure to include the volume number in the appropriate call number field. If you were linking the 
second volume of a multi-volume set, the “Vol:” field would read “V. 2”. If you cannot find a circulating 
encyclopedias record for your school, please contact the BELS Help Desk. 
 
Please note that it is recommended you link all your multi-volume sets in this fashion; even the non-circulating 
sets. Why? If and when you do decide to eventually allow a multi-volume set to circulate, you will not need to 
pull everything off your shelves and link volumes 2-99 (or however many volumes there are). 
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When it is time to assign a call number, the “Class:” field should be the title 
of the series all in capital letters and the “Cutter:” field should be a dash (“-”) 
followed by a space, followed by the author in all capital letters if it is a 
multi-volume work by one or two authors, or the year of the series. 
 
For example, if you were linking volumes 2-4 of a 4-volume work about the 
Civil War written by John Brown, the “Cutter:” field would read “ – BROWN”. 
If you were linking volumes 2-28 of the 2010 World Book encyclopedia, the 
“Cutter:” field would read “2010”. Please see the example to the right. 
 
 
 
Linking Periodicals 
 
When linking periodicals, there are also a few wrinkles to the process. In order to link periodicals, create an 
item record as you normally would, but when you are selecting the bib record to attach your item to, search for 
your PLS username. For example: 

 
Periodicals bib records are split into “A-E”, “F-M”, “N-R”, and “S-Z” for each year. If you cannot find a 
periodicals record for your library, contact the BELS Office- it may need to be created. 
 
 
 
 
When it is time to assign a call number, the “Class:” field should be the title 
of the periodical all in capital letters and the “Cutter:” field should be a dash 
(“-”) followed by a space, followed by the first three letters of the month of 
the periodical, followed by the four-digit year of the periodical. 
 
If it is a multi-month or seasonal publication, include both months with a 
slash mark (“/”) in between them without spaces, or write out the entire 
name of the season in capital letters. Please see the example to the right. 
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Using “Uncataloged” Bibliographic Records 
 
Uncataloged records give us a versatile way of linking items into the system which might otherwise be 
excluded. All items attached to an uncataloged record do not appear in PAC searches, but can be checked 
out, thus counting toward circulation statistics. This manual earlier described how these sorts of records can be 
used to link multi-volume sets and periodicals, but there are a plethora of manners in which to take advantage 
of uncataloged records, including inventorying equipment and computers, temporarily adding new items to the 
system while the actual MARC record is being cataloged, and keeping obsolete media formats (VHS, 
filmstrips, etc.). 
 
Linking to an uncataloged record is the same as linking to any other record. When searching for a bib record to 
attach to, simply search for your Polaris username. Please see an example below: 

 
 
 
 
When it is time to assign a call number for items with a title (books, 
movies, etc.), the “Class:” field should be the title all in capital letters and 
the “Cutter:” field should be dash (“-”), followed by a space, followed by 
the last name of the author all in capital letters. If you are linking some 
type of hardware (laptops, tablets, etc.), contact the BELS Office to 
discuss the best method for assigning call numbers. An uncataloged 
copy of Old Man and the Sea would look like the example to the right. 
 
 
Each library should have the following uncataloged records at their 
disposal: 

� xxxxSDxxx Uncataloged Fiction 
� xxxxSDxxx Uncataloged Hardware 
� xxxxSDxxx Uncataloged Media 
� xxxxSDxxx Uncataloged Non-Fiction 
� xxxxSDxxx Uncataloged Reference 

If this is not the case or you have interest in creating another uncataloged record, please contact the BELS 
Office to have one created for you.  
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Linking Multiple Item Copies Simultaneously 
 
What if we have three copies of the same exact item which need to be linked? Can we do that simultaneously? 
Not quite, but there is a slightly quicker way than linking them individually. First, bring up the “New Item Record 
Options” workform. Then type “3” into the box underneath the “Items” column toward the bottom-left (there is a 
“1” there by default). Next scan all item barcodes into the “Item barcode(s)” field toward the upper-right. For 
this example, we are going to be linking three copies of The Girl with the Dragon Tattoo. Then select your 
template (for this example, we are using the “Fiction” template). Finally, click “OK” at the bottom. 

 
 
Polaris will think for a little bit, and then spit a results list back to you instead of an item record: 

 
It is now up to you to double click on each item, and make changes in the item record which then pops up. As 
with linking an individual item, there are several things to do: 

� Change the call number for each item 
� Double check each record’s accuracy 
� Make any unique changes to certain items 
� Save 
� Exit item record workform 
� Check-in newly linked books  

Note: Since there are three copies of The 
Girl with the Dragon Tattoo, all these steps 
must be completed three times. Is this 
faster than linking them all individually? 
Yes, but probably not by much. 
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Editing an Item 
 
 
To edit a pre-existing item, one must find it, open it, edit it, and then save it. To begin, 
use the “Cataloging” drop-down menu and click on “Item Records.” 
 
 
 
The search box will then pop up: 

 
 
We can limit our search to just one library. This makes searching by title, author, and ISBN much easier. Note 
that if searching by barcode, this is an unnecessary step as each item barcode is unique in BELS and the 
entire state of New Jersey. The first step is to click on the “Branches” tab toward the top, and then the 
“Unselect All” button toward the right: 

 
 
Now select whichever libraries to which you would like to limit your search. 
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Go back to the “General” tab by clicking on it, and then type in your search terms. Now click the “Search” 
button. 
 

 
 
Note that you can search in many different fields, such as ISBN, due date, shelf location, and many more. 
Regardless of how you limit or design your search, you will obtain a list of results. In this example, we 
searched by barcode, meaning only one result will be retrieved. 
 

 
 
It is now time to double click on the item; in this case, “K is for killer.” 
 
The item record itself now appears. Edit whatever needs editing, and then click the save icon at the top. If 
changes are made and you exit before clicking save, the system will prompt you to save just like in Microsoft 
Word and many other software programs. 
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The “Item Record” workform has many fields and properties.  

 
 
The icons to the left-hand side of the workform (see left) display the different available views of the 
workform. 
 
Please note that if all of the fields are grayed out, you do not have access to editing the item record in 
which you are viewing, most likely because the item is not owned by your library. 
 
By default, you will begin in “Cataloging” view. 
 

The upper part of the workform does not change no matter which view you are utilizing: 

 
A few notes about this section of the item record: 
 

� The “Barcode:” and “Price:” fields can be freely edited at any time. 
� You may check or uncheck the “Non-circulating” or “Display in PAC” boxes. 
� If you would like to change the bib record in which this item record is attach, click on the “Find” button 

and begin searching for the correct MARC record. 
� Ignore the “Record status:”, “Parent item:”, “Item control no.:”, and “Issue control” fields. 
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Further down the item record, you will see more detailed information courtesy of “Cataloging” view: 

 
 
A few notes about “Cataloging” view: 

� Field names which are bolded are required fields. 
� Essentially all of these fields can be freely edited at any time. 
� You may check or uncheck the “Loanable outside system” or “Holdable” boxes, though it is not 

recommended. 
� Ignore the “Stat code:”and “Name of piece:” fields, and the boxes listed under “Limit to:” in the bottom-

right. 
 
To be taken to “Circulation” view, click on the corresponding icon:  

 
 
A few notes about “Circulation” view: 

� The “Due date:”, “Check-out date:”, “Renewals taken:”, “Last renew date”, and “Original due date:” 
fields only apply to the current check out. If the item is not checked out, these fields will be blank. 

� If a name is populating the “Current borrower:”, “Held for patron:”, or “Last borrower:” fields, you will be 
taken to that patron’s “Patron Status” workform if you click on it. 

� Information to the right pertains to the current status of the item if it is presently in-transit. 
� All of these fields are informational only, and cannot be purposely or accidentally edited via a keyboard. 
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To be taken to “Source and Acquisition” view, click on the corresponding icon:  

 
 
A few notes about “Source and Acquisition” view: 

� Most of this information is completely useless since BELS does not purchase items through the PLS 
acquisitions utility (and never will). 

� The information listed under the “Statistics” pane displays helpful circulation statistics. 
� All of the grayed out fields are informational only, and cannot be purposely or accidentally edited via a 

keyboard. 
 
To be taken to “Notes and Notices” view, click on the corresponding icon: 

 
 
A few notes about “Notes and Notices” view: 

� The various “Notice Dates” document the dates which the corresponding overdue, bill, or hold notice 
was generated for the current borrower or patron for which the item is being held. 

� All of the notes listed in this view are similar to the patron notes which are created in the “Patron Status” 
workform. 

� You may freely edit the three different “Notes” fields or the “Free text:” field. 
� If you would like to record that the item is damaged, click on the drop-down menu next to “Library 

assigned:” and select the best description. 
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To be taken to “History” view, click on the corresponding icon: 

 

 
A note about “History” view: 

� This view does nothing but list the history of the particular item’s non-circulation changes, including item 
record modifications and any record set movement. 

 
 
Deleting Items from the Collection 
 
 
In order to delete an individual item, bring up the item record as if you were editing the 
item. To begin, use the “Cataloging” drop-down menu and click on “Item Records.” 
 
 
 
 
The search box will then pop up: 

 
 
Scan the item’s barcode and only one search result will be retrieved: 

 
 
It is now time to double click on the item; in this case, “K is for killer.” 
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The item record itself now appears. Click on the Delete icon (see right) at the top of the workform to 
delete the item from the system. Click “Yes” when the system prompts you to double check if you 
would like to delete the item. If you accidentally clicked the Delete icon, click “No”: 

 
 
If deleting an item which is the only item currently linked to a bibliographic record, the system will then ask a 
second question: 

 
Click “Retain” and the item will be deleted, but the bibliographic record will be retained in the system for future 
use. It is impossible to select “Delete” or “Suppress from PAC”. 
 
If you did not mean to delete an item, it is possible to “undo” the deletion if your search results are still open. If 
they are, simply double click on the item record in question in order to bring the item record back up: 
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Next, click on the Undelete icon (see right), which is located where the Delete icon usually is. You 
will know if the item was successfully undeleted if the below message appears: 

 
 
 
Deleted item statistics are included in monthly statistical summaries. Reports listing the titles of each deleted 
item are emailed each month to each BELS email address. 
  


