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	Use this When:
	A library requests to have items be available in the Catalog & holdable but not count towards total collection size at year end.

	Objective
	· Materials in catalog & available to public.

· Able to have requests placed on these items.

· Not count towards the total collection size at year end.

· Will count towards Total Circulation at year end.

	Prerequisites:
	· Must use a Reference Storage Itype & have a unique location code.
· Libraries must have all items in either one location code, one status OR one itype specific to that group of items.


	Steps:
	

	1
	Library must decide which reference storage itypes they are going to use & select a specific HOLDABLE loan rule.  Link to available loan rules:  http://member.einetwork.net/member/ils/appg.xls

	2
	If library does not have a storage location code, a new one will need to be requested by the library director via the online form which can be found at:  http://member.einetwork.net/member/locationform.html
If library already has an existing storage location code that is being used for something else, then a unique storage location code will need to be created.

	3
	Libraries should make sure to code all items with the appropriate storage reference itypes and storage location code.  **Note** If a one to one mapping can be done, eiNetwork may be able to assist library with a rapid update of items to the matching itype and/or location code.

	4
	If eiNetwork will be assisting the library with any rapid updating of information, for verification purposes, a list of items will be provided to libraries PRIOR to eiNetwork performing any rapid updates.

	5
	Once library has verified that the items are correct, eiNetwork can rapid update items accordingly.  

	6
	Library can run a Web Management Report to pull circulation statistics for these items (see step 7 below).

	7
	Go to:  http://iiisy1.einetwork.net:4448/managerep/mainview/0/
Select Circ Activity

Enter your Initials/Password

Choose ALL ACTIVITY

Dates – would be whatever time period you want to look at

Under SORT BY – you would choose ITEM LOCATION
The report can then be downloaded and opened in Excel

	8
	Reminders for libraries:
· No other items should be added to the storage location code.

· All future items that the library plans on putting in this category MUST be coded with one of the storage reference itypes AND the storage location code.

· Items should be placed in a storage location within the library (not out on the shelves in public view) but still accessible in such a way that if a request is placed on the item, the library is able to readily retrieve the item to fill the request.


New Itypes:

(9) Book Reference Storage

(39) AV Reference Storage

(179) Teen Book Reference Storage

(79) Teen AV Reference Storage

(107) J Book Reference Storage

(137) J AV Reference Storage

