Patron Request for Non-Processed Item

	Date & Time: 
	
	Librarian:
	


Person needing item: (filled out by patron)
	Name:
	

	Phone:
	
	Email:
	


Item information: (filled out by patron)
	Title:
	

	Author:
	

	
	
	

	Format:
	 FORMCHECKBOX 
 Audio CD 
	 FORMCHECKBOX 
 Book 

	
	 FORMCHECKBOX 
 DVD
	 FORMCHECKBOX 
 Juvenile  Book  


Item location: (filled out by staff)

	Status:
	 FORMCHECKBOX 
 In Process 
	 FORMCHECKBOX 
 1 copy being processed 


Circulation Staff Use Only:

1.  Search by title in Millennium –double click on the CORRECT record.

2.  On the left, change the view box to Item.  On the right, click on “attach new item.”
3.  Choose “On the Fly Item Record”
4.  In pop-up box—click on single item and hit ok.

5.  Enter Barcode, change item type (if necessary) and change location (if necessary) and

     “save” the record
6.  Check item out to Patron or Notify patron that it is ready—on the checkout screen to 
      the right, click on “add message.”  Message to add---Give to Betty for cataloging

7.  Place a hold on this item for Betty.  You will have to override.

8.  Put this signed form in Betty’s mailbox.

Initials: ______
Date:  _____
Revised October 13, 2010


