Charging, Sorting, delivering of recap material
1. All recap books, including those from the shipment, have to be charged to the appropriate patron. 

a. Please log off of all voyager clients, including acq and cat before bringing up circulation to charge. 

b. You have to be logged into Voyager circulation using the shelfrecap log in. This is per Marie’s instructions. Select location should be Recap Annex. No need to fix session preferences, as they are preset.
2. While material is being charged, watch for:

a. Inserts, loose CD/DVD or other material, which may need pockets. Send these on to Preservation (or put on preservation shelf with a note as to its need).
b. Loose jackets or wax paper covers, on either hardcovers or softcovers. Jackets may or may not be taken off, if unsure please check with a supervisor. Wax paper covers in most cases should be removed, again check with a supervisor if you find this. 
c. Material with loose pages, should be put in an envelope, sent to preservation for a box, or sent out to the binder. 

d.  Material that is just a few pages or very thin,  in most cases this should be put into an envelope. 
3. While material is being charged, sort all Recap material into three piles, PA, PJ’s, and anything else. PA’s and PJ’s will go onto the PA or PJ holding shelves (Google truck) in the workroom, other locations will go onto the metal rack for either processing or to be sent on to Marie.  All DVD recap material must be sent on to Marie in HARMS/Firestone after it is charged. 

4. All recap material must have a barcode attached to the top left of the book and a call number attached before it goes to the workroom.
5. Please keep a separate count of hardcover recaps, and softcover recaps and mark it in the book by Peter’s desk. DVD and other media recaps should be added to this book as well.  
