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Appendix M – Item Status Definitions


Millennium Item Status Definitions

NOTE: Many of the item statuses are system generated by performing certain circulation functions. Statuses that are system generated should not be manually changed.
 -    AVAILABLE

An Available status is used for items that are available to be checked out or requested.  
NOTE: The Available item status is retained even when the item is checked out.  When an item is checked out, a due date will display in the Checked-Out Items Tab in the patron record and in the Summary Tab in the Search/Holds mode, and the "Available" status will display in the Record Tab of the item record.  


Web OPAC displays:

An Available status displays in the Web OPAC when the item is not checked out.

A Checked Out status displays in the Web OPAC when an item is circulating.

A Recently Returned status displays in the Web OPAC for a several hours after an item is checked-in.  The default setting is six hours, but can be adjusted by library.
NOTE: See the Web OPAC help screens for a list of item status with definitions that display in the OPAC.
o    NONCIRCULATING

A Non-Circulating status is used for Reference items that do not circulate.  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.
i    IN PROCESSING

An In Processing status is used for items that are being added to the system.  This status is used temporarily until the item has been fully processed by library staff and is ready to circulate.  NOTE: To change the status to Available, the item should be checked-in in the Millennium Circulation module.  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.

t    IN TRANSIT

An In Transit status is a system supplied status that is generated when an item is checked-in and is going to another location to either fill a request or return to the library that owns the item.  An item message field is added by the system when the item is checked in and placed In Transit.

Example MESSAGE: Thu Mar 02 2006 03:22PM: IN TRANSIT from spcirc to yq

!    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.  The Millennium Circulation status bar at the bottom of the screen will display the Item number and the dates associated with the hold shelf.

Example:  i5836092x Not checked out and ON HOLDSHELF since 03-02-2006 12:14PM until 03-09-2006

m    MISSING

A missing status is used when the item cannot be located and is considered missing.  Most often the status will be changed from an Available status to a Missing status.  When an item with a Missing status is found and checked-in, a system message will display prompting for the Missing status to be cleared.  Example: Item status is MISSING, Clear it? Yes or No.
z    CLMS RETD

A Claims Returned status is a system supplied status that is generated when a checked-out item is marked as Claims Returned through Millennium Circulation -Circulation Desk -Checked Out Items Tab - Claims Returned function.  A library should not mark another library's item as Claims Returned without first getting permission from the owning library.

A note is added to the item record. Example INT NOTE: Mon Oct 03 2005: Claimed returned on Mon Oct 03 2005 by .p1000003

n     BILLED

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.  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" and the Billed status will be changed to Available, and the patron will be charged the overdue amount.

$    LOST AND PAID

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 from Millennium Circulation - Circulation Desk - Checked Out Items Tab - Mark Lost Items function.

A Billed status displays when the Mark Lost Items function is used to mark an item as lost. An item note field is added by the system at the time any item becomes Billed using the Mark Lost Items function. Example INT NOTE: Mon Mar 06 2006: Bill $14.95, lost by .p10036817

A Lost and Paid status displays once the item is paid for.  An item note field is added by the system at the time the item is paid for.  Example INT NOTE: Mon Mar 06 2006: Paid $14.95 and lost by p10036817

f    LONG OVERDUE

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.  Items with a status of Billed will be deleted from the database on a yearly basis when the due date of the item is older than 4 years and the item is still attached to a patron record. Items with a status of LONG OVERDUE will not be deleted from the database.  It is each library's responsibility to edit their own items to make them LONG OVERDUE, and to change the status from LONG OVERDUE if the item is paid for, returned, or withdrawn from the collection.  If the item is found, it should be checked-in in the 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.

w    WITHDRAWN

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.

d    DAMAGED

A Damaged status is used by library staff to manually mark items that are damaged and should not trap for requests.  This status must be manually added and removed.  

r    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 requests.  This status must be manually added and removed.  

^    RENOVATION

A Renovation status is used by libraries that are closing temporarily and their items will not be available for circulation or requests.  This status is added by the eiNetwork using an update function.

?    STORAGE

A Storage status is used by libraries that are moving items from their public shelves to a storage area that is not accessible to patrons. This status must be manually added and removed.  

u    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.  This status must be manually added and removed.  Libraries should be consistent with the use of the status within their library, to avoid confusion.

v    ONLINE

An Online status is used by staff to mark item records that are for virtual items.  Example: Online resources such as, Online Government Documents.
y  ONLINE REFERENCE

An Online Reference status is used by staff to mark item records that are for reference virtual items.  Example: Online reference resources such as, Online Reference Government Documents.  
q    BINDERY

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.
p DISPLAY

A Display status is used by library staff to mark items that are not in their regular location, but on display somewhere else in the library.  For more information and guidelines for using status, see the Display status document.
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