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POLARIS CATALOGING 

Retaining Deleted Bib and Item Records 
  

 

Should deleted Bib and Item records be retained? 
This article discusses the benefits of retaining deleted records and gives examples to help the 
library make an informed choice. 
 
What are the major reasons to retain deleted records? 

• The main reason to retain deleted records is for statistics. Even though the records have a 
status of deleted, stats can still be gathered on information such as Material Type, 
Collection, etc. 

• Retaining deleted records also allows the ability to “undelete” in a mistake is made. 
 
What to remember about deleted record status? 

• Records with a deleted status are not ‘real’ records in the sense that they are not fully 
indexed in the database and can only be found by control number, but this state still 
allows statistics to be gathered. 

 
What about SQL Transaction tables? 

• Many statistics are gathered in the transaction tables and these stats never go away. If the 
site has a savvy SQL person, that person can still gather many stats after the bibs and 
items have been deleted and gone through the final purge and are completely gone from 
the database. 

  
Simplified Workflow: 

Libraries mark items with the circulation status  
Withdrawn over a period of time 

The withdrawn items are put into an item record set 
and a mass delete is done which changes the record 

status to Deleted 
Statistics can be gathered with the canned reports or 

Simply Reports 
A final purge (or double delete) is done to completely 

remove the records from the database 
All statistics are gone with the caveat of what is 

always retained in the transaction tables 
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An Example of what the canned report looks like when records have been permanently deleted. 
• Item Circulation by Collection – the stats stay after permanent deletion because the 

underlying query in the report Is running against the transaction database. 
 

 
 
 
An Example of report on deleted item records in Simply Reports 

• In the client, a record set of deleted status items was created. 
• The following is a result of a query run against the item record set. This type of listing is 

completely gone after the final purge/deletion has taken place. 
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An Example of report on deleted bib records in Simply Reports 

• Only certain tags/fields can be queried, it is not possible to get all the information from a 
bib record with a deleted status. 

• For example, the OCLC number cannot be queried, so it is important to run holdings reports 
before the records have been deleted, even if retaining. 
 

 
 
 
Q & A Section 

• Question: If retain deleted records is set to Yes will the records be visible during searches? 
Answer: If you choose to retain deleted records, the deleted records (bibliographic and 
item) will not be retrieved in any PAC searches. 
 
The deleted records can be found in the staff client. However, records will only be 
searchable in the client by control number. The deleted records cannot be found by other 
search fields (title, author, barcode, call number, etc.).  Deleted item records are still 
visible/returned when linking from the bibliographic record in the staff client. 
 

• Question: What happens to item, bibliographic, and authority records when they are 
deleted? 
Answer: This all depends on these three settings under Cataloging Profiles: Retain deleted 
authority records, Retain deleted bibliographic records, and Retain deleted item records. 
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Setting any of these options to “No” will cause any records of that type to be permanently 
deleted from the database once you click “Delete”. Once deleted, these records are 
removed instantly from the system and cannot be retrieved. 

o However, should your library have any of these options set to “Yes”, when you click 
delete, the record is retained and updated to a “Deleted” status. This option 
enables the user to review any records marked for deletion prior to purging them 
from the system to ensure that they should in fact be deleted. If they decide that 
the record needs to be kept, they can select to “Undelete” and place the record 
back into a “Final” status. 

o Once the user has decided the records should in fact be deleted, they have a 
number of options to remove them from the system. The first option is to open 
each record individually and click “Delete” for a second time. A second option 
would be to place the records set to be deleted into a record set, select all of the 
records, and click delete. The last option would be to purge the records by a 
defined set of criteria.  

o The user can purge cataloging records by navigating to Utilities --> Cataloging 
Processing --> Purge Cataloging Records. This will open the “Purge Criteria List” 
which lists existing purge records that list the criteria used to decide which records 
are to be permanently removed. From here the user can either select an existing 
purge record or create a new one (Please see the “Purge Cataloging Records” 
Polaris help file for more detail). Once the record has been defined and scheduled, 
the purge will take place on the scheduled date and purge any record with a status 
of “Deleted” as defined in the purge record. 

 
For information on this topic: 
Please refer to the following Polaris help files: 

• Delete authority records 
• Delete bibliographic or item records 
• Purge cataloging records ( can even link to the setting up purge I did ) 
• Purge Record Work-form 
• Restore (undelete) a deleted cataloging record 
• Retain deleted records. 
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