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The latest tips and information from JA Staff 

 
Leap 
Leap is the web-based Staff Application for Polaris. It provides a modern, web-
based interface that allows for everyday library functions without launching the 
traditional Polaris Staff Client. 
 
How to access it Leap can be accessed in your library via a web browser on any library 
device including laptops and tablets.  

•        Open your browser and go to leap.sals.edu. 
•        Login with your email address and password.  

•        Click “Continue”. (Select your location if you work at multiple Libraries) 
  

http://leap.sals.edu/


Quick Search Designed for streamline circulation. When logged in you will be presented with 

a search bar. Here you can enter: 
•        Patron name 

•        Patron barcode 

•        Item barcode  

•        Title 

•        Author 

•        Keyword 

  
Find Tool Used to narrow your search to specific filters 

•        Click on the “Find” button next to the Quick Search box. 

•        Here you can click on the different options to filter your search, and expand 
search criteria. 

•        With the new Polaris upgrade you can have multiple find tools. They can be 
accessed via the “Hamburger”  button. 
  

Hamburger Button 

•        Located in the top left corner . 

•        Here you can see your Workforms. This can be used for multitasking between 
different open items in Leap. 

•        It can also be pinned by selecting the “Pin”  button. 

  
Receipt Printer Settings 

•        Click on your Username in top right corner of the screen. 

•        “Settings”  

•        Under “Print Options”  you can configure your receipts. 

•        In addition to your receipt options your Star printer also needs to be 
configured to work properly with Leap. 

•        Refer to the document on JAProject for full Receipt Printer configuration. Or 
contact computer support for more assistance.  
  



Workform User Default 

•        Click on your Username in top right had corner of the screen. 

•         “Settings”  

•        Under “Workform User Defaults” you can configure your default options. 
  

Pick List The Request Manager in Leap is called “Pick List” it is located under “Utilities”> “Pick 
List Processing”. 
It Displays pending requests for items owned by your branch and enables Staff to: 

• Mark items as located 
• Mark items missing 
• Deny requests 
• Process transfer and unclaimed holds 

  

Useful Links  
Leap 
Leap External (Special request needed for access outside your Library) 
Leap Trainer 
JAProject Leap Receipt Printer Setup 
Polaris Core Training 
  
  
If you have any questions or would like more information about any of these 
options. Please contact computersupport@sals.edu 
 

http://leap.sals.edu/
http://leapexternal.sals.edu/
https://mvlssals-training.polarislibrary.com/leapwebapp
mailto:computersupport@sals.edu

