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POLARIS LEAP PATRON REGISTRATION 

How to Create a Patron Records in Leap 
  

 

Patron Registration  
This guide provides step-by-step instruction on patron records creation.  
 
To register a new patron begin by clicking the New Patron button. 
 

 
 
Note: It is possible to suppress specific fields and views of a patron registration record using 
System Administration settings 
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The patron registration form is organized in sections.  
The Profile section holds: 
 

• Barcode—current and former 
• Registered branch 
• Patron code 
• Name – title, suffix and name on identification  
• Dates—registration, expiration and birth date 
• Statistical class 
• Gender 
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The Attributes section holds: 
 

• Attributes are called User Defined Fields (UDF) in the client. 
• If your library also uses Custom Data Fields, these fields and UDF’s are combined in the 

attributes area. 
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The Email and Address section holds: 
 

• Click the Address button in the Addresses section to add an address. 
• Click the button again if additional addresses are needed. 
• Addresses may be edited or deleted. 
• The address check date is also set here. 
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Phone/Fax & Notification section: 
 

• Enter up to three phone numbers and a fax number 
•  

 
 

• Check “Additional TXT message” to send a text in addition to the selected notification option 
• Select desired phone and carrier for text messaging 
• eReceipt Options are also set here 
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Preference & Password 
 

• Check desired preferences 
• Enter the password and retype it to confirm 

 
 

 
 

 
 

  



 

 
  Page 7 of 8 
 

 
 

 
The Image section adds an image or photograph to the patron registration. 
 

 
 

• Click Update Image to capture an image or browse to a picture 
• Click the green Save button to finish saving the image 

 
 

 
 

• When the new patron is complete, click the green Save button 
• Staff will be prompted if needed information is missing 

 

 
 
Miscellaneous Info. 
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After a patron has been saved, a Misc. info section appears that hold registration date, circulation 
counts, merging information, etc. 
 

 
 
 
 
 
This publication is supplied for the exclusive use of customers of Innovative Interfaces with the 
understanding that it shall not be shown or distributed to anyone outside of the customer's 
organization without the prior written permission of Innovative Interfaces. This publication may be 
copied only if the copies are for the exclusive use of staff members of libraries that have purchased 
the Innovative system. 
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