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Figure 1:  Item Record
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Figure 1a:  Item Record–Fixed length fields

	Field Name
	ITEM RECORD:  Fixed Length Field Description

	COPY #
	The system defaults to copy one.

	ICODE1
	Has not yet been defined in the system.

	ICODE2
	This code is used to suppress items from displaying in the OPAC.  A hyphen <-> is the default and does not suppress the item.  A <b> suppresses the record in the OPAC , and the <w> marks the item withdrawn and suppresses the record in the OPAC.

	I TYPE
	A code that identifies the type of item. Used to define groups of items that may circulate differently.

	IN LOC
	Records the statistics group number of the terminal where the item was checked in. System generated.

	LOUTDATE
	The last check-out date for the item. System generated.   Example: 08-07-98 9:58

	PRICE
	Price of the item.   Example: $12.50

	OUT DATE
	The date the item was checked out. System generated.   Example: 04-11-2006 11:44AM

	OUT LOC
	Records the statistics group number of the terminal where the item was checked out. System generated.   Example: 651

	DUE DATE
	The date the item is due. System generated.   Example: 10-03-2006

	PATRON #
	The record number of the patron who has the item checked out (displayed without the last digit, the check digit). Zero if the item is not checked out. System generated.

	LPATRON
	The record number of the last patron to check out the item (displayed without the last digit, the check digit).



Figure 1a:  Item Record –Fixed Length Fields - continued

	Field Name
	ITEM RECORD:  Fixed Length Field Description

	LCHKIN
	The date and time the item was last checked in.   Example: 05-31-2006 04:06PM

	INV DATE
	Not in use.

	# RENEWALS
	The number of times the item has been renewed by the patron who currently has the item checked out. System generated.

	# OVERDUE
	The level of the last overdue letter sent to the patron who has the item checked out (e.g., 1 = first overdue, 2 = second overdue 3= Bill, 0 = Courtesy Notice.) System generated.

	ODUE DATE
	The date of the last overdue letter sent to the patron. System generated.  Example: 10-02-2004   If there is a date in the ODUE DATE field with a zero in the # OVERDUE field a courtesy/reminder notice has been generated.  Only patrons with email accounts in their patron record will receive courtesy/reminder notices.

	INTL USE
	Number of times the item has been used inside the library. Generated by the system when library staff scan the barcodes of items used inside the library. See Count In-Library Use for more information.

	COPY USE
	Number of times the item has been used for photocopying. Generated by the system when library staff scan the barcodes of items used for photocopying. See Count In-Library Use for more information.

	IUSE3
	Computer Usage internal use field. Value is generated by the system when staff scan barcodes of designated items. See Count In-Library Use for more information.

	RECAL DATE
	Not in use.

	TOT CHKOUT
	Total number of times the item has been checked out.  Incremented by the system each time the item is checked out.  System generated.

	TOT RENEW
	Total number of times the item has been renewed. Incremented by the system each time the item is checked out.  System generated.

	LOCATION
	Code defining the location of the item by library site and collection within that library site.

	LOANRULE
	The loan rule under which the item is currently checked out. Zero if not checked out. System generated.

	STATUS
	The status of the item. Standard codes and definitions:

	
	(-) AVAILABLE; (m) MISSING; (n)  BILLED; (z)  CLMS RETD; (t)  IN TRANSIT; (s)  ***** (not in use); (o) NONCIRCULATING; (q) BINDERY; ($) LOST AND PAID; (!) ON HOLDSHELF; (d) DAMAGED;  (w) WITHDRAWN; (r) REPAIR; (i) IN PROCESSING; (%) ILL RETURNED;  (^) RENOVATION; (?) STORAGE; (u) STAFF USE; (v) ONLINE; (f) LONG OVERDUE; (p) DISPLAY

	IMESSAGE
	Internal staff message.  A hyphen <-> is the default.

	OPACMSG
	Item message that displays in the OPAC.  This is used to distinguish non-request items that point to non-holdable loan rules. Example: NO REQUESTS

	YTDCIRC
	Number of times the item has been checked out during the current calendar year. System generated.

	LYRCIRC
	Number of times the item was checked out during the previous calendar year. System generated.

	AGENCY
	Identifies the agency that owns the item.
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	Code
	Field Name
	ITEM RECORD:  Variable Length Field Description

	c
	CALL #
	The item's call number. 

	v
	VOLUME
	The item's volume number. Used for titles that have more than one volume.

	b
	BARCODE
	The item's barcode.

	m
	MESSAGE
	A free text message field. An Item record can contain a number of MESSAGE fields, but only the first one displays in Item record displays in circulation functions.

	x
	INT NOTE
	Free text note field. An Item record can contain a number of NOTE fields. 

	j
	INITIALS
	Initials of the library and staff person who created the item record.

	g
	Missing Date
	This field contains the month and year when the item was marked missing.
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Figure 1b:  Item Record–Variable length fields
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Figure 2:  Patron Record
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Figure 3: ITEM STATUS Codes Table
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Figure 4: ICODE2 Codes Table
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	Figure 5: Public (OPACs) View, Traditional Catalog	Figure 5a: Public (OPACs) View, Catalog Explorer
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There are 21 different item codes available in the Millennium system.  Most of these codes are set using the Circulation Module from the III Millennium system.  A few of these codes, ***** (s), and ILL RETURNED (%) are not used.  These many different item status codes are used to help manage the material which is in the collection.  When a patron views a record in the Traditional Catalog or the Catalog Explorer some of these statues will be visible to them:  Available, In Transit, Non-Circulating for example.  Other codes help library personnel manage their collections.  Details about each code follow:  When to use them, what the system does with them, what reports might help manage them, and more.
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NOTE:  Many of the item statuses are system generated by performing certain circulation functions.  Statuses that are system generated should not be manually changed.  These statuses include:  IN-TRANSIT and ON HOLDSHELF.
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	Does item Circ?
	Is item available for Hold Requests?
	Public (OPAC) Display
	Definition
	When updated by system

	yes
	yes
	AVAILABLE:  displays in the OPAC when the item is not checked out.
	or 
CHECKED OUT: displays in the OPAC when an item is circulating.
	or 
RECENTLY RETURNED: displays in the OPAC for several hours after an item is checked-in.  The default setting is six hours, but can be adjusted by library.
	An AVAILABLE status is used for items that are available to be checked out or requested.
	The system automatically updates the status code to AVAILABLE during check in at the owning library location.



	Related Information and Procedures for AVAILABLE

	Basic Procedures:
Within the Item Record the AVAILABLE item status is retained even when the item is checked out. However, in the Millennium Circulation module when viewing the Item Record the due date will be displayed in the STATUS field (Example: DUE 09-08-2009).  The public display in the catalog will indicate Checked out.

When an item is checked out you can check different areas of the Millennium Circulation Module to see the status:
1. In the patron record:   A due date will display in the Checked-Out Items Tab
2. In the Search/Holds mode:   In the Summary Tab listing 
3. In the item record: The AVAILABLE status will display in the Record Tab

If an item is returned to ANY library in the system and it is damaged or missing parts DO NOT check it in.  If you have checked it in then realized it was damaged you will need to reattach the item to the patron’s record by checking the item back out to the patron.

Counts:  What are updated and when?
TOT CHKOUT, # Renewal, and YTDCIRC are updated at the time of the circ transaction.   eiNetwork updates the Last Year Circ (LYRCIRC) at the end of the year.   At that time, YTDCIRC is moved to LYRCIRC, and YTDCIRC is reset.

Process at self-checkout:
Magnetic media items (VHS and cassette tapes) are restricted from self checkouts.     This is because the media can be damaged by the desensitization process for antitheft devices.
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	Does item Circ?
	Is item available for Hold Requests?
	Public (OPAC) Display
	Definition
	When updated by system

	no
	no
	Checked Out
	A BILLED status is a system supplied status that is generated when a checked-out item is 42 days overdue. 

A bill is generated and the system changes the item from OVERDUE to a BILLED status. 

The ODUE DATE in the item record shows the date that the item was billed. 
	If an item is overdue for the time specified in the applicable loan rule the system generates a replacement bill for the item.

To manually set an item status to BILLED, use Mark Lost Items from the Patron Record in Millennium Circulation checked out items mode.   Mark Lost Items immediately updates the item status to Billed and adds an INTERNAL NOTE (INT NOTE) to the item record with the date, billed amount, and patron number.

Example:
INT NOTE	Thu Sep 17 2009: Bill $17.95, lost by .p10006138



	Related Information and Procedures for BILLED 

	If a BILLED item is found:
If the item is found, it should be checked-in using the Circulation module.  A system message will display "Print Notice of Amount Bill Reduced By?"  Choose "Yes" to print a statement of the bill reduction.  Choose “no” to skip printing.  Once the item is checked in, the BILLED status will be changed to AVAILABLE, and the patron will be charged the overdue amount.

Process at self-checkout:
If a patron tries to check out an item that is not in AVAILABLE status, the self check will refer the patron to the circulation desk.

Counts:  What are updated and when?
Circulation counts for Tot Checkout, Tot Renewals, YTDCIRC, and Last Year circ are counted the same for all item statuses

BILLED Item Cleanup & CRList Hints and ICODE2 usage:
· Libraries can run a report of BILLED items for use in checking shelves and reordering items.
· Libraries can use this report to help determine what further action they choose to take against a delinquent patron. 
· Libraries should change the status of an item from BILLED to LONG OVERDUE if the item has been submitted to a collection agency or magistrate. 
· If a library determines that the item is not going to be returned and they prefer not to have the item remain in the catalog for 4 years they can choose to withdraw an item that has a status of BILLED.
· When a BILLED item is deleted from the catalog the link between that item and the patron is broken.




Billed:  n - continued

	Related Information and Procedures for BILLED continued

	Deletion process:
eiNetwork runs a quarterly item status deletion.  At that time, BILLED items with a due date older than 4 years are deleted.  If you do not want these items deleted, you can change the status to LONG OVERDUE any time prior to the 4 year date.

Items with a status of BILLED and a due date older than 4 years are deleted on a quarterly basis.
· The count of the number of items deleted are posted on the member Web page, and included with the month’s withdrawn item reports.
· Items with a status of BILLED will be deleted from the catalog on a quarterly basis when the due date of the item is older than 4 years and the item is still attached to a patron record.
· Libraries with BILLED items that have been submitted for collection or to a magistrate should change the item status to LONG OVERDUE.  Items with a status of LONG OVERDUE are not deleted from the catalog.
· If the BILLED item is the last item on the bibliographic record the bibliographic record is deleted at the same time as the item record.
· Items with a status of BILLED are not suppressed from displaying in the OPAC.
· You can suppress these items by changing ICODE2 in the item record.
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	Does item Circ?
	Is item available for Hold Requests?
	Public (OPAC) Display
	Definition
	When updated by system
	Related Information and Procedures

	yes
	no
	BINDERY
	A BINDERY status is used to designate items that have been sent out to be bound.
	A BINDERY status is used by library staff to manually mark items that are being sent to be bound.  This status must be manually added and removed.

This code is for serials / magazines/ periodicals which are being bound together.  

This code is best set in the serials module within the binding mode.
	When items are returned from the binding process: 
· From the Millennium Circulation module, using the Check-In process scan in the item and change the status to AVAILABLE.  (Or the appropriate Item Status for your library.)
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	Does item Circ?
	Is item available for Hold Requests?
	Public (OPAC) Display
	Definition
	When updated by system

	yes
	no
	Checked Out.

Note:  As part of a quarterly eiNetwork process the ICODE2 will be updated to b – suppressed.  The item’s public display will then be suppressed.
	A CLAIMS RETURNED status is used when a checked-out item is declared returned but not removed from a patron’s record.

Note:  Do not mark another library's item as CLAIMS RETURNED without first getting permission from the owning library.
	From the Millennium Circulation module, mark an item as CLAIMS RETURNED through the Checked-Out Items tab on the patron’s record.

An internal note is added to the item record by the system.

Example:
INT NOTE: Mon Oct 03 2005: Claimed returned on Mon Oct 03 2005 by .p1234567



	Related Information and Procedures for CLAIMS RETURNED

	Basic Procedures:
An items should be marked as CLAIMS RETURNED from the Millennium Circulation module, in the patron record via the Checked Out Items tab.  The process will start with the system prompting for a date when the item was claimed to have been returned:  Select a date or choose blank date.  Then there will be 3 options to choose from  (See Figure 6 on the next page for example of choices.):
· Check in the items (with no fines) and change status to MISSING
· This choice will release the item record from the patron’s record. And an internal note will be added to the patron’s record.
Example:
NOTE	Mon Mar 22 2010: Claimed returned .i7979987 on Unknown Date
· The system will prompt to cancel any outstanding item holds.
· No bill will be generated.
OR
· Check in the items (with no fines) and change status to CLAIMS RETRND
· This choice will release the item record from the patron’s record.  A system message will be added to the patron’s record:
Example:
NOTE	Mon Jan 23 2006: Claimed returned .i1234567 on Fri Jan 06 2006
· No bill will be generated.
OR
· Leave items checked out (send overdue notices) and change status to CLAIMS RTRND.
· A bill will be generated.
· The system will eventually updated the status to BILLED during the overdue cycle.  Once an item's status changes to 'n' (BILLED) staff may waive or adjust the charge, or collect the amount due.  
· At this point, manually changing the item status to 'z' (CLAIMS RETURNED) will not remove the charge from the patron record.

A library should not mark another library's item as Claims Returned without first getting permission from the owning library.  HOWEVER, If you obtain permission from another library to make their item Claims Returned add an internal note to the item record stating who gave the OK and when.  Include your library initials and your own initials.


Claims Returned:  z – continued
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Figure 6:  CLAIMS RETURN PROCESS:  Change Item Status when item is returned.

	Related Information and Procedures for CLAIMS RETURNED - continued

	Process at self-checkout:
If an item is CLAIMS RETURNED status, the self check user is directed to the circ desk.

Counts:  What are updated and when?
Circulation counts for Tot Checkout, Tot Renewals, YTDCIRC, and Last Year circ are counted the same for all item statuses

If a CLAIMS RETURNED item is found:
Via the Millennium Circulation module, scan in the item via Check-In process.  The system will prompt that the item is marked MISSING or CLAIMS RTRND.  Click on yes to change the item record status to AVAILABLE.  This process will also remove the internal message that the system set on the patron’s record.

Impact on Patron Record:
An item that is claimed returned will increment the claims returned counter in the patron record and add a note with the item number and the date the item was claimed returned.    If the item is checked back in, the claims returned note is removed, but the claims returned counter is not decremented.

CLAIMS RETURNED Item Cleanup, CRList Hints and ICODE2 usage:
Using the Create List process a Claims Returned Report can be created and then used to correct the item status before items are deleted from the catalog.  

When creating the Claims Returned Report consider these options:
· Include the Internal Note (see variable fields for an Item Record) from the Item Record.  This field will contain the date the items was marked CLAIMS RETURNED and the patron number. 
· Libraries can use this report to check their shelves for items marked CLAIMS RETURNED.  
· If an item with a status of CLAIMS RETURNED is found the library should change the status of the item to available and delete the Internal Note.
· Items with a status of CLAIMS RETURNED are suppressed on a quarterly basis so an item that is found may need to be unsuppressed by changing the ICODE2 from the code CLMS RET SUPP (z) to the default hyphen. 
· Libraries can choose to withdraw an item that has a status of CLAIMS RETURNED if they determine that the item is not going to be found and they prefer not to wait for the quarterly deletion. 

Using the Create List process a Claims Returned Report can be created and can be used to correct the item status before items are deleted from the catalog.  



Claims Returned:  z – continued

	Related Information and Procedures for CLAIMS RETURNED - continued

	
Deletion process:
Items with a status of CLAIMS RETURNED are deleted from the union catalog on a quarterly basis when the item is not linked to a patron and when the last check-in date and the create date of the item is older than 1 year. 

· Items with a status of CLAIMS RETURNED are deleted or suppressed on a quarterly basis, in the first week of February, May, August, and November. 
· The count of the number of items deleted are included with the month’s withdrawn item reports.
· Items with a status of CLAIMS RETURNED are deleted from the catalog on a quarterly basis when the item is not linked to a patron and when the last check-in date and the create date of the item is older than 1 year. 
· If the CLAIMS RETURNED item is the last item on the bibliographic record the bibliographic record is deleted at the same time as the item record. 
· Items with a status of CLAIMS RETURNED with a create date or last check-in date more recent than a year are suppressed from displaying in the OPAC. 




[bookmark: _Toc244682395][bookmark: _Toc258928626]Damaged:  d

	Does item Circ?
	Is item available for Hold Requests?
	Public (OPAC) Display
	Definition
	When updated by system
	Related Information and Procedures

	yes
	no
	DAMAGED
	A DAMAGED status is used by library staff to manually mark items that are damaged and not connected to a patron.

For example:  It is discovered that a puzzle piece is missing, or a CD case arrived via delivery and was missing the disk, etc.
	Set manually in Circulation or Cataloging modules of Millennium.
	CRList Hints:
Libraries can use Create List to make a report of damaged items.  Use this for checking shelves and reordering items.

Some libraries may consider damaged items to be “problem” items and have them collected aside waiting for parts to come together.

NOTE:  If an item is returned missing parts LEAVE IT ON THE PATRON’S RECORD!  (If you check-in the item and then realize that the item is not complete – put the item back on the patron’s record by checking it out again to the patron.)
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	Does item Circ?
	Is item available for Hold Requests?
	Public (OPAC) Display
	Definition
	When updated by system
	Related Information and Procedures

	yes
	no
	DISPLAY
	The DISPLAY status is meant to help patrons and staff locate items that are not in their normal location but are currently shelved in a display somewhere else in the library.
	Set manually in Circulation or Cataloging modules of Millennium.

The DISPLAY status will remain until it is cleared at checkout.
	DISPLAY status is not meant for new (I-Types:6, 14, 40, 60, 80, 86, 106, 114, 140, 160, 176, 184  ) or Best Seller (I-Types: 78 ) items in order to prevent requests being placed on those items.

When the item is checked out, staff should always choose ‘Yes’ to clear the status.  If the status is not cleared on checkout the DISPLAY status will inaccurately display in the OPAC (public view of the catalog) even if the item is checked out.

Once the item is returned the status will become AVAILABLE and the item should go back to the normal shelving location.  

Items should stay on display for no more than one month.  At the end of the time period items with a status of DISPLAY should be checked-in to clear the status.

For more information and using status, see the Display status document.
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Not used in the system.  If you see and item with this code report it to the Help Desk.



[bookmark: _Toc244682398][bookmark: _Toc258928629]In Processing:  i

	Does item Circ?
	Is item available for Hold Requests?
	Public (OPAC) Display
	Definition
	When updated by system
	Related Information and Procedures

	yes
	no
	IN PROCESSING
	An IN PROCESSING status is used for items that are being added to the system.  

Note:  This status is used temporarily until the item has been fully processed by library staff and is ready to circulate.
	Set manually in Circulation or Cataloging modules of Millennium.
	To change the status to AVAILABLE, the item should be checked-in using the Millennium Circulation module, Check-In process.  A system message will display "Item status is IN PROCESSING. Clear it?”  Yes or No.  Choose "Yes" and the In Processing status will change to Available.  

While the item is IN PROCESSING status it will not be available for holds.

From time-to-time an item has a status of IN PROCESSING and does get trapped / or picked for a hold   A staff person has attached the request to a specific item.  Remove the hold from the item level and move it to the BiB level.
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	Does item Circ?
	Is item available for Hold Requests?
	Public (OPAC) Display
	Definition
	When updated by system
	Related Information and Procedures

	yes
	no
	IN TRANSIT (will also show number of holds if applicable)
	An IN TRANSIT status is a system generated status.

IN TRANSIT is applied when an item is checked-in and is:
1. Going to another location to fill a request
Or
2. Returning to the owning library.
	When an item is checked in at a location other than the owning location the system will set the status to IN TRANSIT.

When a hold on an item has expired and the item is not picked up, the item is set in transit.  This happens as part of the “Clear hold shelf” process.

When the item is checked in and placed IN TRANSIT the system will create a message and add it to the item record.
Example:
MESSAGE: Thu Mar 02 2006 03:22PM: IN TRANSIT from spcirc to yq
	If the IN TRANSIT message is deleted, the status will still remain in transit until it is updated.

CRList Hints:
There are 2 IN TRANSIT item reports that you can generate to help look for items that may be on your shelves.  You particularly want to look for items that were sent by your library, but may have been shelved instead, or that were on their way back to your library as the owning library and were not checked in properly when they arrived.
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	Does item Circ?
	Is item available for Hold Requests?
	Public (OPAC) Display
	Definition
	When updated by system
	Related Information and Procedures

	yes
	no
	CHECKED OUT
	A LONG OVERDUE status is used for BILLED items that libraries have submitted to a collection agency or to a magistrate.  

This status is used to track these items.  
	Set manually in Circulation or Cataloging modules of Millennium.

Clear by checking in and answering “Yes” to the prompt.
	Items with a status of LONG OVERDUE will not be deleted from the database.

Change a BILLED status to LONG OVERDUE to keep the item from being deleted.




	Related Information and Procedures for LONG OVERDUE

	Basic Procedures:
It is each library's responsibility to edit their own item records:
· To prevent the record from being deleted: change the item record status to LONG OVERDUE from BILLED.  
· if the item is paid for change the status from LONG OVERDUE to LOST AND PAID if the item has not been returned

If a LONG OVERDUE item is found:
If the item is found, it should be checked-in via the Millennium Circulation module. A system message will display "Print Notice of Amount Bill Reduced By?"
· Choose "Yes" and the LONG OVERDUE status will be changed to AVAILABLE a statement of overdue charges for the item will be printed 
· Choose “NO” the status will be updated to AVAILABLE and no statement will be printed.

Process at self-checkout:
Self check users that attempt to check out a long overdue item will be directed to the circ desk.

Counts:  What are updated and when?
Circulation counts for Tot Checkout, Tot Renewals, YTDCIRC, and Last Year circ are counted the same for all item statuses

LONG OVERDUE Item Cleanup, CRList Hints and ICODE2 usage:
If a decision is made to remove the item from the catalog:
· Change the status to WITHDRAWN and set the ICODE2 to W.  This will clear the LONG OVERDUE status and set the item to be deleted.

Deletion process:
(See BILLED status for deletion cycle / process.)
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	Does item Circ?
	Is item available for Hold Requests?
	Public (OPAC) Display
	Definition
	When updated by system

	yes
	no
	LOST AND PAID;

As part of a quarterly eiNetwork process the ICODE2 will be set to LOST&PAID SUPP ($) which will then prohibit the record from being display in the OPAC system.
	A LOST AND PAID status is a system supplied status that is generated when a checked-out item is paid for.
	An item can be marked as LOST AND PAID from Millennium Circulation Module. From the Patron Record select the Checked Out Items Tab. From there use the Lost Items function.  When the Mark Lost Items function is used to set an item as lost a BILLED status displays in the Millennium Item Summary and the catalog (OPAC).

When a patron pays for a billed item, the person collecting the fee updates the status field of the record from BILLED to LOST AND PAID.

When any item becomes BILLED using the Mark Lost Items function.  An internal note field is added to the item record by the system.
Example:
INT NOTE: Mon Mar 06 2006: Bill $14.95, lost by .p1234567

When a LOST AND PAID status is manually entered to a record an internal note field is added to the item record by the system.
Example:
INT NOTE: Mon Mar 06 2006: Paid $14.95 and lost by p1234567




[image: ]	[image: ]
Figure 7: For LOST AND PAID process: Partial example of the Reimbursement Form for Other Libraries' Items





Lost and Paid:  $ - continued

	Related Information and Procedures for LOST AND PAID

	Basic Procedures:
Use the Reimbursement Form for Other Libraries' Items (For Lost items, Billed items, and Manual Charges) to complete the LOST AND PAID process.

Marking item lost:
· Mark item “Lost” from the patron’s “Checked-out” tab.  Click “Add Bill”.  
· This takes the item out of “checked-out items” on the patron record and puts it into “fines”. Doing this changes the status in the item record to “billed” and shows a status of “lost” under “fines” in the patron record.

Collecting money for lost, billed, and manual charges:
· From the “Fines” tab – select the correct charge. Select the “Collect Money” button. Enter amount. This changes the status in the item record to “lost and paid”.  Print the receipt for the patron.
· Go to “Fines Paid” button – select the correct fine and “view fine” – print this. This contains the following information: Patron’s Name, title or description, charge location, date paid, amount paid, etc. 
· ----- OR ----- select “view item” and “print”. This will print on regular printer and will include the bibliographic record as well as the item record that shows “lost & paid” status and internal notes showing patron’s “p” number and amount paid.
· Put this payment form, print-out of Fine Information, patron’s information, and cash or check in an envelope. Send to the Owning library for lost/billed material and the Submitting library for the collection agency fee. (The library that should receive the payment will be listed under the Charge Location in the Fine Printout.)
· If your accounting office or bookkeeper is issuing the check to the Owning library or Submitting library, please include this form with the check and the Fines Paid information for each individual charge.

Item Replacement:  If a replacement is obtained and the item can be attached to the same record then only a new barcode is needed.  Update the barcode in the item record to reflect the new barcode.  Remove the Lost & Paid information.  Choosing to remove the Lost & Paid information is acceptable since the information is still be on the patron’s record.  Note:  You can also leave an INT NOTE stating that the item has been replace.  Change the status to AVAILABLE

Information about LOST AND PAID items that have been deleted from the catalog can be found in the Fine Paid History of the patron record via the Millennium Circulation module up to one year from the item being marked LOST AND PAID. 

System note:  The Due Date is stored in a fixed field in the item record.  This is field 65 when selected in a Create List query.







Lost and Paid:  $ - continued

	Related Information and Procedures for LOST AND PAID continued

	If a LOST AND PAID item is found:
· Libraries may choose to offer a refund to a patron who pays for an item but subsequently finds and returns the item to the library.  Only the owning library can make this decision.
· If an item with a status of LOST AND PAID is going to be returned to the collection the library should change the status of the item to AVAILABLE and delete the Internal Note from the patron record, if needed.
· Items with a status of LOST AND PAID are suppressed on a quarterly basis so an item that is returned to the collection may need to be unsuppressed by changing the ICODE2 from the code LOST&PAID SUPP to the default hyphen. 

Process at self-checkout:
Self check users that attempt to check out a LOST AND PAID item will be directed to the circ desk.


Counts:  What are updated and when?
· The count of the number of items deleted are posted on the member Web page, and included with the month’s withdrawn item reports.

LOST AND PAID Item Cleanup, CRList Hints and ICODE2 usage:
Use Create List to generate a LOST AND PAID Status Report
· Include the Internal Note, which contains the date the items was marked LOST AND PAID, the amount paid, and the patron number. This report is sorted by library site and location code.
· Libraries can use this report to make note of items that they may want to replace in their collection.
ICODE2 usage:  Items with a status of LOST AND PAID more recent than the last 6 months are suppressed from displaying in the OPAC.

Deletion process:
The eiNetwork runs a quarterly item status deletion process in the first week of February, May, August, and November.  
· LOST AND PAID items with a last check in date (LCHKIN) and a created date (CREATED) older than 6 months and a due date older than 2 months are deleted.
· If the LOST AND PAID item is the last item on the bibliographic record the bibliographic record is deleted at the same time as the item record.
· Remaining Items with a status of LOST AND PAID are suppressed.





[bookmark: _Toc244682402][bookmark: _Toc258928633]Missing:  m

	Does item Circ?
	Is item available for Hold Requests?
	Public (OPAC) Display
	Definition
	When updated by system

	yes
	no
	MISSING
	A MISSING status is used when the item cannot be located and is considered missing.
	The staff person updates this code when an item is determined to be MISSING or cannot be found.  (Make several attempts to locate the item before using this code.)

When an item is marked MISSING outstanding holds for the item need to be addressed:  
1. Move the hold to another item (use the Transfer Holds button from the Item Record.)
OR
2. If no other item is available to move the hold to, cancel the hold and select the option to have a notice printed to notify the patron that the requested item is not available.  

Note:  The staff person marking the item as MISSING needs to fix any holds, the system will NOT do this.

An item can be marked MISSING when it is CLAIMS RETURNED.  This is a owning library’s decision.



	Related Information and Procedures for MISSING 

	Basic Procedures:
Staff typically marks an item as missing if it appears on a paging list and is not found, or as part of an inventory process.

The Millennium Circulation module does not automatically record the date an item is marked MISSING.  eiNetwork runs a process to add the missing date (g MISSING DATE) to the record.  This process assumes any items with a MISSING status and no missing date have been marked missing during the current month, and assigns the month and year to the MISSING DATE field.

There is no need to edit the date, but you may wish to remove the date if the item is found and the status updated to AVAILABLE.  If you do not do this manually the monthly process also removes the missing date for any items that are no longer a MISSING status.

Counts:  What are updated and when?
· The count of the number of items deleted are posted on the member Web page, and included with the month’s withdrawn item reports.

If a MISSING item is found:
If the item is found and the status is updated to AVAILABLE there is no need to edit the missing date, but you may wish to remove the date yourself.  If you do not do this manually a monthly process also removes the missing date for any items that are no longer have a MISSING status.







Missing:  m - continued

	Related Information and Procedures for MISSING continued

	At self-checkout:
Self check users that attempt to check out a missing item will be directed to the circ desk.

MISSING Item Cleanup, CRList Hints and ICODE2 usage:
Use Create List to generate a Missing Report
· Libraries can use this report to check their shelves for items marked MISSING.  The library should change the status of the item to available if the item is found.
· Libraries can choose to withdraw an item that has a status of MISSING if they determine that the item is not going to be found and they prefer not to wait for the quarterly deletion
· This report can also help determine what items need to be re-ordered.
· ICODE2 usage:  Items with a status of MISSING are not suppressed from displaying in the OPAC.

Deletion process:
eiNetwork runs a quarterly item status deletion process in the first week of February, May, August, and November
· MISSING items with a missing date (g MISSING DATE) and a last check in date (LCHKIN) older than a year and due date older than 2 months are deleted.
· If the MISSING item is the last item on the bibliographic record the bibliographic record is deleted at the same time as the item record.  
· All other Items with a status of MISSING are suppressed.






[bookmark: _Toc244682403][bookmark: _Toc258928634]Non-circulating:  o

	Does item Circ?
	Is item available for Hold Requests?
	Public (OPAC) Display
	Definition
	When updated by system
	Related Information and Procedures

	no
	no
	NONCIRCULATING
	A NON-CIRCULATING status is used for Reference items that do not circulate.
	Set manually in Circulation or Cataloging modules of Millennium.
	If an item with a NON-CIRCULATING status is checked-out the system displays the following message and requires an override to continue with the check-out:  "Item is for Library Use Only, Override?" Yes or No.

If the item is checked it does count toward the libraries circulation numbers.





[bookmark: _Toc244682404][bookmark: _Toc258928635]On Holdshelf:  !

	Does item Circ?
	Is item available for Hold Requests?
	Public (OPAC) Display
	Definition
	When updated by system
	Related Information and Procedures

	yes
	yes
	ON HOLDSHELF
	An ON HOLDSHELF status is a system supplied status that is generated when an item is checked-in at the location where the request is to be picked up by the patron.  
	When an item that is IN TRANSIT for a hold is checked in at the hold pick-up location.

The circulation status bar at the bottom of the Millennium Circulation screen will display the record item number and the dates associated with the hold.
Example:  
i5836092x Not checked out and ON HOLDSHELF since 03-02-2006 12:14PM until 03-09-2006
	Holdshelf should be cleared on a regular basis.  See Running Clear Holdshelf for more information.

Refer to the appropriate sections in the Circulation manual for topics related to: Trapped holds, Cancelling holds, Moving holds, Holds – requested wrong location.

All holds are for 7 days.  When the Clear Holdshelf process is run any items past 7 days on the shelf will have their status changed to in-transit and should be removed and sent on to their next hold location or back to the owning library.






[bookmark: _Toc244682405][bookmark: _Toc258928636]Online:  v

	Does item Circ?
	Is item available for Hold Requests?
	Public (OPAC) Display
	Definition
	When updated by system
	Related Information and Procedures

	no
	yes
	ONLINE
	An ONLINE status is used by staff to mark item records that are for virtual materials.  
Example: 
Online Government Documents.

	Set manually in Circulation or Cataloging modules of Millennium.
	If the item is your library’s and the status needs to be corrected, do so.  Otherwise, contact the owning library or the help desk.  




[bookmark: _Toc244682406][bookmark: _Toc258928637]Online Reference:  y

	Does item Circ?
	Is item available for Hold Requests?
	Public (OPAC) Display
	Definition
	When updated by system
	Related Information and Procedures

	no
	no
	ONLINE REFERENCE
	An ONLINE Reference status is used by staff to mark item records that are for reference  virtual materials.  
Example: 
Online Reference Government Documents.

	Set manually in Circulation or Cataloging modules of Millennium.
	
If the item is your library’s and the status needs to be corrected, do so.  Otherwise, contact the owning library or the help desk.  





Renovation:  ^

	Does item Circ?
	Is item available for Hold Requests?
	Public (OPAC) Display
	Definition
	When updated by system
	Related Information and Procedures

	yes
	no
	If the suppressed status is not set in ICODE2 then RENOVATION will display in the OPAC.
	A RENOVATION status is used by libraries that are closing temporarily and their items will not be available for circulation or requests.

A RENOVATION status may also be used when items are being converted.   For example:  DVDs are handled one way and need to be changed to another method, during the change over they may need to be restricted from public use during the process.

This status can be added by the eiNetwork using an update function.
	RENOVATION is set manually in Circulation or Cataloging modules of Millennium.  This status is cleared by checking in and answering “Yes” to the prompt.
	eiNetwork typically will suppress items for a library closing and un-suppress items for a library reopening.

If the RENOVATION status is set manually by a library then set the ICODE2 to ^ for Renovation Suppressed.  Clear the suppression status when the item is removed from RENOVATION status.




[bookmark: _Toc244682407][bookmark: _Toc258928638]Repair:  r

	Does item Circ?
	Is item available for Hold Requests?
	Public (OPAC) Display
	Definition
	When updated by system
	Related Information and Procedures

	yes
	no
	REPAIR
	A REPAIR status is used by library staff to manually mark items that are in need of repair, in some way, and should not trap for holds / requests.
	Set manually in Circulation or Cataloging modules of Millennium.  
	This status must be manually added and removed.  

The status can be cleared by checking in the item and answering “Yes” to the prompt.





[bookmark: _Toc244682408][bookmark: _Toc258928639]

Staff Use:  u

	Does item Circ?
	Is item available for Hold Requests?
	Public (OPAC) Display
	Definition
	When updated by system
	Related Information and Procedures

	yes
	yes
	STAFF USE
	A STAFF USE status is used by library staff to manually mark items that are being used by staff for an extended period of time.
	Set manually in Circulation or Cataloging modules of Millennium.  
	This status must be manually added and removed.  Libraries should be consistent with the use of the status within their library, to avoid confusion. 

Can be clear by checking in and answering “Yes” to the prompt.

An extended period would be longer than what a normal loan rule would allow:  7 days or 3 weeks plus renewals.  Many libraries use this status for staff reference material.

Items with the status of STAFF USE do not count in circulation totals because they are not checked out.






[bookmark: _Toc244682409][bookmark: _Toc258928640]Storage:  ?

	Does item Circ?
	Is item available for Hold Requests?
	Public (OPAC) Display
	Definition
	When updated by system
	Related Information and Procedures

	yes
	yes
	STORAGE
	A STORAGE status is used by libraries that move items from public shelves to a storage area that is not accessible by patrons. 
	Set manually in Circulation or Cataloging modules of Millennium.  
	This status must be manually added and removed.  Can be clear by checking in and answering “Yes” to the prompt.





[bookmark: _Toc244682410][bookmark: _Toc258928641]Withdrawn:  w

	Does item Circ?
	Is item available for Hold Requests?
	Public (OPAC) Display
	Definition
	When updated by system
	Related Information and Procedures

	yes
	no
	WITHDRAWN or Suppressed if ICODE2 is also W
	A WITHDRAWN status is used by staff to manually mark items that are being removed from their collection and need to be deleted from the database.

NOTE:  The item ICODE2 status must also be changed to Withdrawn to qualify for deletion from the database.
	Set manually in Circulation or Cataloging modules of Millennium.
	On a monthly basis eiNetwork deletes withdrawn items that also have an ICODE2 of W.

Item counts and a list of now deleted items are posted on the eiNetwork member page. (http://www.einetwork.net/memberlib.html)

Libraries can use these reports to determine whether a deleted item should be reordered or if new items in a subject area should be ordered.





[bookmark: _Toc244682390][bookmark: _Toc258928642]*****:  s

Not used in the system.  If you see an item with this code, report it to the Help Desk.




[bookmark: _Toc258928643][bookmark: _Toc244682411]Part 3:  Status Update by Check in Location


	
	Not on Hold
	Not on Hold
	Hold
	Hold

	
	Checked in at Owning Location

	Not Checked in at Owning Location

	Checked in at Hold Pickup Location
	Checked in at Other Location – On Hold

	Status updated to
	AVAILABLE

If the status is other than available, a popup appears:  Item Status is <status>.  Clear it?   Status is set to Available if the user selects Yes.
	IN TRANSIT
	ON HOLDSHELF
	IN TRANSIT

	Message
	No message
	Item belongs at location [location].  Print transit slip? (Yes/No).
	Put on Holdshelf at [pickup location]  [patron email] [patron phone number].  Pickup notice will be printed.   Print slip to place in book (Y/N)?.
	Item has hold to be picked up at [pickup location].  Print transit slip? (Y/N)



[bookmark: _Toc258928644]Part 4:  Deletion Criteria at a Glance


	Deletions
	Deletion process runs
	Criteria for deletion

	Billed:  n
	Quarterly
	1. Due date older than 4 years 

	Claims Returned:  z
	Quarterly
	1. Item is not linked to a patron and 
2. Last check in date (LCHKIN) older than 1 year. and 
3. Created date (CREATED) older than 1 year.

	Lost and Paid:  $
	Quarterly
	1. Last check in date (LCHKIN) older than 6 months and 
2. Created date (CREATED) older than 6 months and 
3. Due date older than 2 months

	Missing:  m
	Quarterly
	1. Missing date (g MISSING DATE) older than a year and
2. Last check in date (LCHKIN) older than a year and 
3. Due date older than 2 months 

	Withdrawn:  w
	Monthly
	1. WITHDRAWN items status and
2.  ICODE2 of W.




[bookmark: _Toc258928645]Part 5:  Change Request Process.

In order to keep this as a useful a document as possible, we are including a change process.  If and when you identify any thing in this documentation which may need further investigation, more detail, removal, and / or basic correction please contact the Help Desk with the page number and problem description and who to reach for follow-up purposes.  The Help Desk will relay the information to the people who maintain this document.
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