Princeton University Library
Circulation Services Division

Firestone Reserves

Processing “Items with In-Transit Status” list

BACKGROUND
The “In-Transit status” list is printed periodically and list items that were discharged in a location other than the owning location.  Because the items were not discharged at the owning location, the status appears as “In-Transit” to the library patron, thereby giving the impression that the item is not on the shelf where it should be.  The status should accurately reflect the availability of the item in question.  Item should therefore be discharged in the owning location (i.e. reserve books need to be discharged with the reserve login).

PROCESSING THE LIST

The list, an Excel spreadsheet is sorted by call number.

· Check the shelf by call number to see if the item is on the shelf in its designated place.

· Be sure to check that the barcode in the book matches the barcode on the list if multiple copies of the book exist. 

· If the item is found, do one of the following

· Place a “found” note next to the item on the list and continue searching for the nest item.  Working a page at a time, discharge the items by keying the barcode for the items found, OR

· Pull the item from the shelf and take to the discharge area in the library to discharge it.  Items may be re-shelved after they are discharged.

· If the item is NOT found, search the circulation history page (http://libweb5/voyagerapps/CircHistory.htm) by barcode to see where the item was last discharged.  

· Contact the library at which the item was discharged to have them initiate a search in their stacks for the item.  If item is found in that library and returned, it should be discharged before being re-shelved. 
· If item is not found at other library, discharge the item, and set the status to missing .
Direct questions about the procedure to:

Trevor Dawes

Firestone Reserves

tdawes@Princeton.edu
609.258.3231
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