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PART Il. Item Record Withdrawal Procedures
A. ProcessMFHD updatesin the Voyager Cataloging Module.
1. Referto YaleUniversity Library - Cataloging Documentation

Policies and Proceduresfor the Physical Withdrawal of Library Materials
http://www.library.yal e.edu/catal oging/Orbis2M anual /withdrawOrb2ver3.htm

2. Any questions, including requests for access to the Cataloging Module, should be directed to the
supervisor overseeing withdrawal activitiesin your unit.

B. Processitem circulation and status updatesin the Voyager Circulation Module.
*These instructions are for holdings with item records attached only. For holdings that do not have item
records, skip all steps below and refer to Appendix A: Procedures for Holdings Without Item Records.

1. Search for itemin Circulation Module by barcode number or call number.

2. Once the Item Record has opened — review the changes that were processed in the Cataloging
Module:
a. Verify that thereisno Temp Loc or Temp Item Type.
*|f athereisareserve temporary item type, refer to Part C.
b. Confirm that the Holdings tab displays the “withdrawn” location.

3. Click the Status Icon and set the Item Status to Withdrawn.
NOTE: If other statuses are on the item, refer to Part F - Item Status Processing Steps.

Part F indicates which statuses can be removed and whether additional steps are needed.
Once Part F steps are complete, RETURN HERE and continue with steps bel ow.

4. Next, click I1tem Note Icon and enter the Withdrawal Note.
a. Useof item notesis optional, determined by each unit.
b. Seetable (next page) for recommended Item Note formats. Selection of note is determined
according to the withdrawal circumstances.
c. Add the withdrawal note at the end of any existing notes; except for in the case of old or
irrelevant notes (e.g. NOTIS Reserve information). Such old notes may be deleted.
d. If you are uncertain whether to delete or keep an old note, retain the note and consult with a

supervisor.
Withdrawal Reason: Use thisWithdrawal Note:
?:Jdp;r:;d ed editions have arrived or been Later ed. in [library name], withdrawn mm/yy

Item is being withdrawn per selector
decision.

Item is being discarded due to poor
condition.

No longer needed, withdrawn mm/yy

Poor cond, discarded, withdrawn mm/yy
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:atce(T dgits been damaged by circumstance or Damaged, discarded, withdrawn mm/yy
Item has been vandalized or mutilated. Mutilated, discarded, withdrawn mm/yy
Item has been missing 2+ years. Missing 2+ years, withdrawn mm/yy

C. Search and removeitemsattached to Course Reservelists.
*Removing items from Course Reserve lists is optional and may be skipped.
Consult with supervisor to determine whether this step should be completed or omitted.

NOTE — When completing the steps below, be careful to notice if the item is on reserve for the current
term. If theitem is attached to a current reserve list, read ahead to number 5 below to determine
whether or not the item should be removed from the list. Refer any questions to the supervisor.

1. Click the Reserve icon to open the Reserve search window.
2. Click the button next to “Item Barcode” and scan or enter the barcode.

3. If awindow pops up indicating that the Item Barcode is Not Found, then the item is not attached
to any reserve lists. No further steps are necessary.

4. If theitemisattached to areserve list, one of two things will happen:
a. Thelist will open. This meansthat the item is attached to ONE list only.
i. Findtheitem on thelist and click it to highlight it in blue.
ii. Right-click while the item is highlighted and select “Remove”.
iii. The item will be removed from the list.

b. Or, alist index box will display. This meansthat the item was attached to multiple lists
i.  Theitem must to be removed from each of thelistsin the reserve list index.
ii. Click thefirst list in the index.
iii. Find the item on the list and click it to highlight it in blue.
iv. Right-click while the item is highlighted and select “Remove”.
v. Theitemwill be removed from the list.
vi. Then, right-click near the reserve list header and select Search->Display List Index
vii. Select the next list in the menu and repeat stepsi-v for each list.

5. If theitemison areservelist for the current term:

a. Searchin Orbisto verify that a new edition of that title has arrived and the old oneis being
deliberately removed and withdrawn. Only in that case should the item be removed from a
current list.

b. When in doubt, do not remove the item from the list. Consult with a supervisor to confirm.
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D. Multi-volume setsand serials.

1. Referto Yale University Library - Cataloging Documentation for procedures to process
multipart and continuing resource (serial) withdrawals.

Policies and Proceduresfor the Physical Withdrawal of Library Materials (Dr aft)
http://www.library.yale.edu/cataloging/Or bis2M anual/withdrawOr b2ver 3.htm

2. If the holdings being withdrawn have item records: process MFHD steps and then log on to the
Circulation module and proceed with the steps outlined in this document. These steps must be
done for each item being withdrawn.

3. If the holdings being withdrawn do not have item records, process MFHD steps and then refer to
Appendix A: Procedures for Holdings Without Item Records.

4. If the holdings being withdrawn have item records for some volumes but not all of the volumes:
process MFHD steps and then refer to Appendix A: Proceduresfor Holdings Without Item
Records. Then, log on to the Circulation module and proceed with the steps outlined in this
document for any of the items with item records. Thereis no need to create item records without
barcodes for any volumes that do not already have item records.

E. Final Steps: Discharge, Marking and Disposal
1. If theitemisin hand, discharge theitem and go to step 2. If you are working from alist of
barcodes, simply type in the barcode to discharge it, and crossit off thelist. No further processing
is needed.

2. Items being withdrawn require physical marking and disposal. There are strict guidelines for how
these steps must be done. Instructions for marking and disposal are available online at:

http://www.library.yal e.edu/catal ogi ng/withdrawmarking/marking.pdf

NOTE: The marking procedures are password protected.
Consult with your supervisor for username/password. For security reasons, do not use on a public
workstation and always close browser after accessing this document.
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F.
The Withdrawn status should be set manually at the time of withdrawal processing.

Item Status Processing Steps

For all other statuses, use the table below to determine the proper course of action.

I[tem Status Remove
At Bindery Remove status.
Call Slip Request Further steps are required. See part G, below.
Cataloging Review Remove status.
Charged Further steps are required. See part G, below.

Circulation Review

Remove status.

This status should not be manually removed. Consult Claims Returned
Procedures for further instructions. (See CSG Documents webpage:

Claims Returned http://www.library.yale.edu/csg/docs.html). If you have questions or need further
assistance, email Christopher.Killheffer@yale.edu.

Damaged Remove status.

. This status cannot be manually removed. Disregard status and proceed with

Discharged withdrawal processing.

Hold Request Further steps are required. See part G, below.

In Process Remove status.
This status should not be manually removed. Consult Missing In Transit

In Transit Procedures for further instructions. (See CSG Documents webpage:

Discharged http://www.library.yale.edu/csg/docs.html). If you have questions or need further

assistance, email Christopher.Killheffer@yale.edu.

In Transit On Hold

This status should not be manually removed. Consult Missing In Transit
Procedures for further instructions. (See CSG Documents webpage:
http://www.library.yale.edu/csg/docs.html). If you have questions or need further
assistance, email Christopher.Killheffer@yale.edu.

This status should not be manually removed. Consult Claims Returned

Lost — Procedures for further instructions. (See CSG Documents webpage:
Library Applied http://www.library.yale.edu/csg/docs.html). If you have questions or need further
assistance, email Christopher.Killheffer@yale.edu.
Lost — This status should not be manually removed. Click the patron icon to determine
tem Apolied whether the item is charged to areader or to a pseudo-patron. Then, consult part
System Appli H (following this table).
Missing Remove status.
This status cannot be manually removed. Disregard status and proceed with
Not Charged withdrawal processing.
On Hold Further steps are required. See part G, below.
Overdue Further steps are required. See part G, below.
Recall Request Further steps are required. See part G, below.
Renewed Further steps are required. See part G, below.
. If the withdrawn status is already on theitem, retain it. This status should always
Withdrawn

be set as part of withdrawal processing.
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G. Patron Status Workflows:
Patron status wor kflows fall into two categories: 1) Requested itemsand 2) Checked out items.

|tem Statuses of Reguested items ltem Statuses of Checked Out items
Call Slip Request Charged

Hold Request L ost-System Applied

Recall Request Overdue

On Hoald

1. If theitem being withdrawn has a Requested Item Status, click the Request Maintenance icon to
determine who is requesting the item.

2. If theitem being withdrawn has a Checked Out Item Status, click the Patron icon to determine
who the item is checked out to.

3. Based on theinformation learned from steps 1 and 2, determine whether the item is being
requested by, or charged to, a reader or a pseudo-patron.

4. If itisan actual reader, determine whether it the item is requested, currently charged out, or
charged out and overdue or billed.

a. If therequest or patron chargeis current, place HOLD using a withdrawal pseudo-patron and
set the hold expiration date to ten years in the future. When the item is returned, the withdrawal
hold or recall will be activated and the item will be physically discarded at that time.

b. If the patron chargeis NOT current —that is, if the item is overdue or billed, see instructions
under Part H below.

5. If it isapseudo-patron, determine whether the pseudo-patron is alibrary team/department, or
whether it is a missing/billed books pseudo-patron.

a. If the pseudo-patron is alibrary team/department patron, RECALL using the withdrawal
pseudo-patron and set the expiration date to ten years in the future. When the item is returned,
the hold or recall will be activated and the item will be physically discarded at that time.

b. If the pseudo-patron is a missing/billed books patron, seeinstructions in Part H, below.

H. Missing/BFR Items, L ost-System Applied
Confirm whether theitemis charged to a
Reader [actual patron]
Missing or Billing pseudo-patron [departmental patron beginning with the letters MIS or BIL]
Regular pseudo-patron [non-billing departmental pseudo-patron, generally all other pseudo-patrons)

1. For items charged to readers:
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a. Click the Patron Icon to search for the patron by name and write down the patron name and
Patron 1D (this number isin the bluetitle bar of the window, in the upper left corner).

*NOTE: Patron ID is not the same thing as Patron Barcode. The Patron ID isarandom Orbis
number assigned to the patron account, while the patron barcode is the patron’s confidential
library barcode number (often Social Security Number). If you do not know the Patron 1D, you
must search for the patron by name to find out the Patron 1D number.

b. If possible, confirm whether the item has been reordered and replaced. Click the Item Note
icon to see if there is a note indicating that the item has been replaced. Example: BFR 11/03,
reord 1/04, repl 3/04.

c. If thereisanoteindicating that the item has been replaced, make a note in the patron record.
(Note: If the note indicates that the item has been reordered, but not replaced, do not make the NO
REFUND note. It isonly needed if the item has been replaced.)
i. Click the Patron Icon to search for the patron using the patron name.
ii. Once the patron information window opens, click the Patron Note icon to seeif thereisa
note stating “NO REFUND” for the barcode number you are withdrawing. If it isnot there,
create a note.
Example: NO REFUND for barcode 000111222, BFR 9/99, reord 1/00 repl 3/00

Stepsfor Creatinga NO REFUND note:

1. Click the Patron Note Icon to open the patron note window.
2. Click New, and select General note from drop down list.
3. Click Save and then click Close.

iii. Next, return to the item record and remove the L ost-System Applied status.
iv. Lastly, discharge theitem (by either typing in the barcode or scanning the barcode).

d. If theitemischarged to areader and does not have areorder/replaced note, it has not been
replaced.

i. Intheltem record, click the Status button and make a note of the date that the L ost-System
Applied status was applied (see example — this status was applied 9/27/1999).

ﬁ |39IJD2EI'I FITOT6E copy 1

Date &pplied

Last-Spstem Applied
242002

Status List A

Cataloging Feview
Circulation Review LI
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ii. Then, click the Item Note to add a BFR Note (example: BFR, 9/99, Patron ID 26531). Be
sure to include the Lost-System Applied date (month/year) and the Patron ID*.

*Remember: Patron ID is not the same thing as Patron Barcode.

iii. Click Save and then click Close.
iv. Return to the item record and remove the Lost-System Applied status.
v. Lastly, discharge the item (by either typing in the barcode or scanning the barcode).

2. For items charged to billing pseudo-patrons (see example below):

Charged To

|UL-DEC Lost/Billed Books - CCL 1393 J
Patron B arcode: IBILDDDDD?B

Address: (oo -
c/od. Parker + M. Bean
CamMPUS

99593- 999
Addrezs Type:  Permanent

Frow=yp Patron: |

Charge Date: |3.-"9.-"'I 994 E

Due Date: [Indefinite

|

Recalled: |

Renewal Date Fenewsal Due Date

a. Check the Item note to determine if the item has been replaced or not and note the Charge
Date. Then, refer to Appendix B for further instructions.

3. For non-billing (i.e. general) pseudo-patrons:
a. If the pseudo-patron is a missing books patron (beginning with letters MIS, see below), or a
Geac pseudo-patron, simply remove the L ost-System Applied status and discharge the item.

b. If the pseudo-patron is alibrary team/department patron (anything not beginning with letters
BIL, MIS, VIS or PRX, see below), RECALL using the withdrawal pseudo-patron and set the
expiration date to ten yearsin the future. When the item is returned, the hold or recall will be
activated and the item will be physically discarded at that time.
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Appendix
A. Proceduresfor Holdings Without 1tem Recor ds

Withdrawals may be processed for holdings that lack item records. Creation of an item record without a
barcode is only needed if a hold will be placed on the withdrawn item to prompt further action on thetitle
or holding (due to the implementation of a unit-specific processing routine).

Note: It is not necessary to create an item record without a barcode to simply withdraw an item.

* |f the items you are withdrawing either have an itemrecord, or if you created one due to unit-specific
workflows, please refer to the beginning of this document for procedures.

* |f the items you are withdrawing have bibliographic and holdings records only, see procedures below:
1. Referto Yale University Library - Cataloging Documentation

Policies and Proceduresfor the Physical Withdrawal of Library Materials
http://www.library.yale.edu/catal oging/Orbis2M anual /withdrawOrb2ver3.htm

2. Process the holdings (MFHD) updates as detailed under Updating Or bis.
When writing the staff note (+x), modify the note to include the reason for withdrawal .

Examples:

Standard MFHD note

852 |0 | 0 | tbwithdrawn tk Suppressed +th B4249.L.384 +i A7713 1971 (LC) +x ccl:
withdrawn 09/04, accserv/sm

Modified MFHD note
852 | 0 |0 | tbwithdrawn ik Suppressed th B4249.L.384 +i A7713 1971 (LC) #x ccl:
no longer needed, withdrawn 09/04, accserv/sm

Note that the modified note includes the reason for withdrawal: no longer needed, withdrawn

B. Searchingin the Notis Circulation Archive

1. Tolook up an old (pre-2002) charge, search the item barcode in the Notis Circulation
Archive. Goto: https.//deleon.library.yale.edu:8443/YUL_TOOLKIT/

A Security Alert window will display. Click “Yes’ to proceed.
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Security Alert

Information you exchange with thiz site cannot be viewed or
changed by athers. However, there iz a problem with the: site's
security certificate.

The security certificate wasz izsued by a company pou have
niot chosen to trust. Yiew the certificate to determing whether
you want to trust the certifying authority.

o The security certificate date iz valid.

o The security certificate has a valid name matching the name
of the page you are tiying to view.

Do you want to proceed?

Mo | Wiew Certificate I

Next, the login window will display. Enter your Net ID and password to access the site.

a Yale Central Authentication Service - Microsoft Internet Explorer
Eile Edit Wiew Favorites Tools  Help |
SBak - = - (@D 72| @oearch GaFavoites veds (B S =0 - (=] | D Folders

Links {&]Yale BusSrv (& |IviesPlus 4 ]Orbis Rerd Del, Suppr,&Re-Use  &]0rb2 Lacs for SML catlgrs (@ MTF Site 48] Acqiveb =

Address [ hitps: secure.its. yale.edufcasiserviet lagin?service=https: fdelean.library . yale. edu: 8443 /YUL_TOOLKIT]

Yale University
Central Authentication Service
Login required

¥ou have requested access to a site that
reguires Yale authentication

NetiD: [
—

Password:

™ warn me befare lagging me in to ather

sites:

VERIFYS

T
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£} Yale Library Toolkit Authentication - Microsoft Internet Explorer (=] 3]

Eile Edit Yiew Favorites Tools Help ﬁ

back - = - (@ [ A Qoearch GaFavoites veds (B G =0 ] | DFolders

Links @Yaleﬁussrv @IwesPlus @Orbis Rerd Del, Suppr,& Re-Lse ejomz Lacs For SML catlgrs @MTFSite @Acheb &

Address |@ https:ifdelean library yale, sduia443YUL_TOOLKIT/?ticket=5T-223016:30-5pIY xWLMCS31L 3909204 =] pa
=l

You are autharized for:

Currency Rates

Colleciion Analysis Repori

Lihrary File Upload & Review System

Has List

Circulation Staff are also authorized for

Circulation Staff are also authorized for

NOTIS Ci o Axchive |y > MNOTIS Circulation Avchive
Circulation Reports

Circulation oris

Aquisitions staff may use:

NOTIS Acquisition Archive

Fromlog Urpaid Inoice Repost Click: NOTIS Circulation Archive

Selected staff have access to:

Fund Administration Tool
Fund enent Tool

Fiscal Year Funds Fxcel Spread Sheet

&) Done [ |5 | meernet

sl

When the following window displays, enter the barcode number of the item (see example).

4} NOTIS_CIRC_ARCHIYE Search Page - Microsoft Internet Explorer =13l
File Edit iew Favorites Tools Help | §i
R Back v o= - @ ol | @Search [3e] Faworites @Media a | =S = | L5 Folders
Links Ej‘rale BusSry @IviesPlus @Orbis Recrd Del, Suppr,® Re-Use @Orbz Locs For SML catlars @MTF Site @ncheb e
Address I@ https://deleon.library . vale, eduiS443/NotisArchiveCircisro fCirc ArchiveMain, jsp j @Go

Yale University NOTIS Circulation Archive

Choose Search

Charge ID: |9-1 0 digit barcode |

COR
Patron: |Lastname , [Firstnarme name |
COR

Ttem: IE-HdigitS barcode |
HELF |

|&] Dore l_ l_ E |4 Internet

N | R
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a. Archive shows patron billing record.
b. Make note of the patron name (grayed out in the example).

a Patron Fine Detail List / NOTIS Archive (ckkZ2) - Microsoft Internet Explorer provided by Yale University Library |- 1"

File Edit Wew Favorites Tools Help ﬁ

GBack * = - @ ﬁ ‘ @SEarch [ Favarites @Med\a g ‘ %v é g g

Address |:1§| https:Udelenn.hhrary‘yale.edu:844EJVLIL_TOOLKITJ‘nntisarchiveiF\nEDeta\IL\st‘]sp?nperat\nn=se\ectMPatrnnID=4221E&cNOTISkEy:AnLSSS‘tMCCN:l&cItemNum=1MSRN:j @GD | Links *®

a

Fine detail for patron: [Patron name displayshere].  Jtem: AAL8834-1-1-

Service UnibCC Location CCL PF LPAYYZE

Description:  Eiver of wealth, river of sotrow : the central Zai (Harmes, Fobert W) 39002000513556
Fine Balance: §35.00

Orig,. Charge Amount: $20.00

Due Date: 1994-03-31

Transaction details

Create Date D/C Amount Trans type H/R/V/D/O OD type Check In Date & time
1994-05-11 D $20.00 IC
1994-05-11 D $75.00 IC

Then, return to Voyager Circulation.

i. Look up the patron by namein Voyager Circulation module.
ii. 1f no matching patron is found, simply discharge the item.
iii. If amatching patron isfound, click the Patron Note button.

If the item has been replaced -
i. Create aNO REFUND note (see page 7 for instructions).
ii. Click Save and then click Close.
iii. Return to the item record and remove the Lost-System Applied status.
iv. Discharge the item (by either typing in the barcode or scanning the barcode).

If the item has not been replaced —

i. Make note of the Patron ID from the VVoyager patron record.

ii. Intheltem record, click the Status button and make a note of the date that the L ost-System
Applied status was applied.

iii. Then, click the Item Note to add a BFR Note (example: BFR 9/99, Patron 3781). Be sure
to include the Lost-System Applied date (month/year) and the Patron ID*.

iv. Click Save and then click Close.

v. Return to the item record and remove the L ost-System Applied status.

vi. Discharge the item (by either typing in the barcode or scanning the barcode).

*IMPORTANT: Patron ID isnot the same thing as Patron Barcode. Please be sure you
know the difference have entered the correct number. If you have any questions, please ask.
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