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Part I. Overview

An in transit status is created when an item is discharged at one location and routed to another location:

In transit
An item is en route from one circulation location to another.

In transit discharged
A courtesy discharge has taken place and the item is on its way home.

In transit on hold
An item is en route to a hold shelf at a location selected by the requesting patron. 

The Missing in Transit Reports query the database for items that have been in transit for more than 7 days. There are 2 Missing in Transit (MIT) reports that may be run:

Routed to:

The Routed To report queries the database looking for any items that have been in transit for more than 7 days and have a target location linked to your library (routed to your library) The target location could be a shelving location or a circ happening location



Routed From:


The Routed From report produces a list of items discharged from your library’s circ happening location (routed from your library) that never reached their target location for re-shelving or for pick-up to satisfy a reader’s request.  

II. Running Reports
To get to the reports go to the Staff Front Door link under quick links to Orbis Reports and Tools..
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 After selecting Orbis Reports and Tools you will be required to enter your CAS login:
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 Select Circulation Reports
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Select Export and open with Microsoft Office Excel. 
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III. Searching
Search for item:

· Check regular, oversize, overflow areas

· Check trucks on the floors

· Check sorting areas

· If item is a hold request, check hold shelf. 

If item is found

· mark items as “FOS” [Found on shelf] on the sheet and bring books to a terminal and discharge to remove the in transit status. 

If item is NOT found

· mark the item as “NOS” [Not on shelf].

IV. Processing NOS Items
  The status of an item will remain “in transit” until the item is discharged. NOS items should be marked missing, discharged to remove in transit status and have a hold request placed for a special missing in transit pseudo-patron.
To process the NOS items, first search for item in Voyager by barcode. Please refer to the troubleshooting section beginning on page 14 if:

· the item displays any other status besides “in transit” or “in transit discharged” 
· The shelving location is not your library

· The item is not searchable (in process, UNCAT, no call number, suppressed, withdrawn).
· There is a hold request for the item.

· It is from LSF
· It is a partially processed LSF item
· It was routed from circTECH

If your location is CCL, this item with an In Transit Discharged status should be processed.
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Click on the status icon 
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Select missing by double clicking on missing or clicking on the blue arrow. 

Add note MIT note to the notes field: “Missing in transit [from] [to] on [in transit date] [initials].” 
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Discharge item without removing missing status. 
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Return to item record and place hold for pseudo patron.
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The item record should look like this:
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V. Troubleshooting

A. In Transit Hold Request Items

Items with and “in transit on hold” status need to be searched for at both the pick up location and the owning library. Follow your library’s search procedures. In addition, search for the item on your library’s hold shelf. If found, discharge. If NOS contact owning library and request that they search for the item. 
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If the item is NOS, the owning library should contact the patron and let them know that the item is missing. After cancelling the patron hold, follow the regular MIT procedures. In addition, place a hold for the requesting patron extending the expiration date to 10 years.
B. In process/No Call Number
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· Check catalog record to see if it’s suppressed. If suppressed, discharge to remove in transit status and send to cataloging to update.

· If record is not suppressed, try to trace to last location using discharge history and notes in the holdings record. If found, discharge. If NOS, follow MIT NOS procedures. Add special note: “In process item missing in transit from (routed from location) to (routed to location) on (in transit date) (initials).”

[image: image19.png]istory 2.0 =1olx]

Barcode 39002 |=niire digits>]| | Press to print history.

Yale Discharge





C. Routed from circTECH

Complete thorough search. However, most items routed from Technical Services have not reached their shelving locations. Usually, the items have not been status tracked and are still in the Acquisitions or Cataloging Department. Use discharge history and notes in the holdings record to track down the item. If found, discharge or have the department status track. Is NOS follow MIT procedures and add note: “MIT from TECH/Dept. to (library) on (date).

D. UNCAT

UNCATS are items that have not been cataloged. If correctly status tracked they are charged to a Frontlog patron.. 
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Please send UNCAT items to smlcirc@yale.edu  attention MIT. SML staff will search the Frontlog and charge out item to Frontlog pseudo patron or follow Missing in Transit procedures.

E. Researching In Process, Routed from circTECH and UNCAT items

A separate sheet from the searching sheet is generated in order to research In Process items and any items routed from circTECH:
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Look up each item in Discharge History to find the net ID of the person who discharged the book on the in transit date.
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The first book on the list was discharged by ktv3. Select Patron Menu in Voyager Circulation and search for ktv3 by selecting Institution ID.
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Go to Library website to look up the name to find out what department they work in. In About the Library menu select Departments Staff:
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F. Suppressed/CIE/Withdrawn
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If an item is suppressed and/or withdrawn, discharge item in correct location to remove in transit status. Send record of item to:


catalog.problems@yale.edu
Suppressed CIE 

If a bibliographic record is created in error and has an attached purchase 


 the record is "suppressed cie." CIE: created in error. 
 
Discharge item to remove in transit status. Send the item to rebecca.hamilton@yale.edu . The item will be re-linked or deleted as appropriate.  

G. LSF item type and/or location
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Search for book. 

FOS

· Discharge book

· Follow your library’s LSF procedures

· (sml)LSF flag/LSF shelf

· If record is partially processed send to Cataloging for update.
NOS

Email gary.burcheski@yale.edu at the LSF and cc michaeldimassa@yale.edu to determine status of item: in, out on retrieval or not accessioned.
· If item is IN:
1. If item is physically there discharge in LSF DESK or LSFR DESK. Send a record to cataloging for update if necessary. 
· If item is OUT:
If item is out on retrieval and a thorough search has been done follow MIT NOS procedures and add special LSF note: “LSF status is Out On Retrieval missing in transit from___to____on (date) (initials)

· If item has not been accessioned:

1. Follow MIT procedures. Add special LSF note, “Item never accessioned at LSF missing in transit from_____to______on (date) (initials). 
2. Change location of item from LSF to original location if possible. 

H. ILL book

I. Sent item to the Document Delivery Department: smlill@yale.edu.  The ILL staff will take care of discharging the record.

II. Found Items

If the items marked missing are found, the item will be sent to the contact person indicated in the pseudo patron. An email will be sent alerting the pseudo patron that the item is on hold.

After the email is received, cancel the hold and delete the note in the item record. Keep statistics on the found items.  
Select a library.





Click “OK”





Click “No”





Select copy





Set expiration date for 10 years. Use ellipsis to change date.





Hold is default.








Select the MIT report you would like to run. It is recommended that the Routed To report is cleared before moving on to the Routed From. 
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