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     When submitting requests for bibliographic records, staff can upload scans/images of the title page and the 

verso into the form. This helps the catalogers ensure that the most accurate record is created/selected and 

uploaded when adding new books to your library’s collection. The form accepts a wide variety of file types for 

these scans/images but only allows one file per request. Because of this, it is best practice to use a PDF file or 

a Word document.  

     Using the “scan to document” feature on your library’s scanner, scan the title page (or cover if there is no 

title page) and the verso (copyright page) into one pdf document. Try to keep the book as flat as possible, 

without damaging the spine; this will create a more readable scan.  

     TIP: When creating the document, name it something related to the book, such as the author’s name or part 

of the title, for easy identification.  

     Once the title/verso page of the book has been scanned, it’s time to upload it to the form!  

1. Copy and paste the file from your local desktop to the Polaris desktop. Right click to copy and paste or 

use the CTRL+C (copy) and CTRL+P (paste) to paste the document.  

2. Next, click on “Browse” next to the Upload button and find the file on the computer.  

3. After finding the file, click “Open” and then the “Upload” button. The text will turn blue when it has 

been successfully uploaded.  

4. Continue filling out the form as normal and submit the request. 

The key to this new process is to make sure that the scans are readable for the catalogers. This enables them to 

easily and quickly find or create the record you need so you can start circulating new collection items. 

In the case of not having access to a scanner, a smartphone app can be used. Most scanning apps will 

automatically create PDF files for you and allow you to transfer them to your computer. 

 

 

 

Below are some sample photos of the dos and don’ts along with some screenshots for the upload process.  

  



 





 


