Issues with checking In return
books (to be performed by the
Shared Collections Supervisor

only)

When SCF staff checks in books, sometimes they will encounter items that will show patron's name
or something else after scanning the item barcode.

Go to the owning IZ to check on the item record. All items must have the status of "ltem in place"
and process type needs to be clear.

Problem #1 - permanent/temporary location

If you see "ltem not in place", check the permanent and temporary location to see what it says.

Example...the permanent location is Georgetown, not WRLC so the book will need to be sent back
to Georgetown. Leave the process type alone.

Data science for business : [what you need to know about data mining and data-analytic thinking] / Foster Provost and Tom Fawcett.

Book By Provost, Foster, (Sebastopol, Calif. : O'Reilly, 2013.) Call Number: QAY5.9.0343 P76 2013 Status: tem not in place
Barcode: 39020028152687 Call Number Type: Library of Congress classification Requests: 1
Library: School of Continuing Studies Library Due back: -

Creation Date: 03/17/2014 8:00:00 PM, EDT Item Policy: Books

Modification Date: 07/10,/2024 9:03:52 AM, EDT Material Type: Book

Process type: Transit MMS ID: 991017688719704111

To Library: Lavinger Library - Office Delivery ltem ID: 23304382160004111

Expected Arrival Time: 07/09/2024 Holdings ID: 22304382190004111

On Hold Expiration Date: -

Due Date: -

Needed By: -

Uniil: -

Permanent Location: Georgetown Downtown Library (SCS)

If permanent and/or temporary location is WRLC and if there is a tray location:

e If says "item not in place", return it* then double check to make sure the process type is
clear of transit then check it in
e If it says "item in place", go ahead and check it in

*The circulation desk MUST be WRLC SCF Storage


https://alma-documentation-bookstack.azurewebsites.net/uploads/images/gallery/2024-07/1jtimage.png

Problem #2 - no tray location in SCF 1Z

In the owning 1Z, make sure the permanent/temporary location is WRLC and that there is no tray
location. Also, check to make sure that the status says, "ltem in place".

Go to SCF 1Z and pull up the item record. Double check to make sure that there is no tray location.
If there is no tray location then add the message of, "At WRLC waiting to be processed" to internal
note 1. Sort the book and add it to the unfilled tray in SCF 3 that are waiting to be processed. Be

sure to put the book in appropriate school. For example, GM book, put in GM tray.

Problem #3 - saw patron's name or something else when returning it in SCF I1Z

In the owning 1Z, check and see what the permanent/temporary location and status show.
If it says Item in place, go ahead and check SCF 1Z to see if there is a tray location or not.

e If there is a tray location, add, "SCF Hold Shelf" to internal note 3 and make sure status
says, "ltem in place" as well. Add a slip with the tray location on it then put in the book.

e If there is NO tray location, add the message of, "At WRLC waiting to be processed" to
internal note 1. Sort the book and add it to the unfilled tray waiting to be processed in
SCF 3. Be sure to put the book in appropriate school. For example, GM book, put in GM
tray. Also, make sure the status says, "ltem in place".
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