PROSPECTOR LOANS – Borrowing library

Prospector materials received via the courier
**KEEP PAGING SLIP WITH ITEM UNTIL FULLY PROCESSED FOR HOLD SHELF**

· Check in
· Scan book barcode.
· Print hold slip and put item on hold shelf
· Notify patron (via hold pick up notices)

Checking out Prospector materials to Patrons

· Locate patron’s record.  
· Scan the item barcode. 
· If scanning doesn’t work try to manually enter the barcode number EXACTLY as it is on barcode label, letters and numbers. 
· Print the receipt

 Prospector materials returned by Patron
· Check-in Prospector materials as you would any PIH.  
· Print transit slip or write destination code on a courier slip and place in book.
· If more than one item goes to the same place, band up to three items together without making a separate courier slip for each item.


PROSPECTOR LOANS – Lending library

Prospector Paging Slips – for libraries not using auto-notices
· In  Millennium Circulation
· Go to Notices mode
· Click on New at the top of the screen.
· Choose Inn-Reach Paging Slips from the notice box drop down.  
· Click on Prepare.
· Sort by location and call # 
· i, choose location code 
· append line
· i, call #
·  Select E-mail Printer. 
· Print. 
· Enter e-mail address 
· Print.
· Send notices.
· Do not close out until you have gone into the email account to confirm that the notices are there (FTS MAIL). 
· Clear records only when you see them in your e-mail. 
· No to save job.
· From the email account, copy and paste the paging slips into a Word document. 
· Remove spaces to fit one slip to one page. 
· Print Inn-Reach paging slips single-sided
· Check the status. 
· Some records will have a date due. These indicate holds on items that are already checked out. When the item is returned, it will go in-transit to satisfy the hold.
· Ignore these requests and shred those paging slips.
· Retrieve item from shelf and place the corresponding paging slip inside the front cover of each book. Make sure the barcode numbers match.
· Click on INN-Reach, then Check-out (to remote location)
· Scan item barcode
· A message saying “Date requested by…” should pop up for each book. Click OK for each one.
· Fold slip in half, print-side out and place inside front cover of book with the bottom half of the paging slip facing up.
· Sort books by destination library  
· 3 books max  bundled together 
· courier slip with each pile 
· Destination code (e.g. C532)
· Date 
· Check the Prospector Loan box
· Rubber band books together and staple the courier slips around the rubber bands.
· Put the books in the courier totes. 

UNUSUAL CIRCUMSTANCES and REPORTS

To insert a barcode into an incoming Prospector Record
· If you scan or key in a barcode during receiving, and it comes up as ‘no record found,’ try it with or without all letters
· If you still receive a no barcode note, pull up the patron’s record
· Click on the Inn-Reach tab to find the title in question.
· If the barcode area of that book record has a barcode in it, copy that barcode, go back to check in, and use it as the check in barcode. 
· If the barcode field is blank
· Right click. Insert barcode that is on the paging slip exactly as it appears on the paging slip.
· Check the box that says “Print holdslip to place in book.” This checks it in.
· Put on hold shelf.

Renewals
· Prospector materials can be renewed
· Unless…
· There is a hold on the item
· The loan rule doesn’t allow for renewal

Canceled requests
Prospector requests can be canceled by patrons from their account on the oPac.  Requests by local patrons can also be canceled in Millennium by library staff.  
· Locate the patron record
· Click on the holds tab
· Highlight the hold to cancel
· Click the cancel button

When a request is canceled after the item has been paged, pulled from the shelf, and put in transit, the receiving library does the following when the item arrives at the library.
	From the INN-Reach menu,
		Choose Return Item
		Scan the barcode
		Return to the owning library via the courier

Canceling requests for non-local patrons:
Example: Requested item is not available
· Locate item record in Marmot database
· Highlight and click cancel hold
· Select cancellation reason from list 
· Will be sent to patron via email

Transfer requests
· Prospector loans are for specific items by barcode
· The paging slip prints the barcode
· When the specific item isn’t found on the shelf, the request might be able to be transferred.  It must be to an item on the same bib owned by the same library.
Follow these steps:
· Locate the bib record and choose the summary view
· Choose Holds in the View drop-down list
· In the item summary, select the item from which you want to transfer the hold and choose the Transfer Holds button. A window pops up.
· In the drop-down list, choose the item to which you want to transfer the item-level hold; then, choose the OK button. Note that you may not transfer an item's hold if that item is currently on the hold shelf. 

INN-Reach hold shelf
· Choose the “Clear hold shelf” icon
· Select INN-Reach hold shelf
· Select location from the drop-down menu
· Choose display and print
· To clear the INN-Reach hold shelf of the items listed in the report, scan the items in the INN-Reach - Return unwanted items mode. 
· Choose Return item
· Scan the barcode 
· Return to the owning library via courier 

INN-Reach Reports
· Reports mode on INN-Reach menu
· Institutional overdues 
· Paged too long
· Returned too long
· Requested too long
· In-transit too long
· Received too long

The Institutional Overdues report lists the INN-Reach virtual patrons who have overdue items checked out from a branch location of your Local Server. You can specify the number of days by which listed items are overdue when you run the report.  The system enables you to run two main reports. The Patron Home Library and Name report is sorted by patron site and then sub-sorted by patron name at each site. The Item Location and Call Number report is sorted by branch (shelving) location and sub-sorted by call number within a location.
The Paged Too Long report lists all of the items on your Local Server that have been paged for INN-Reach circulation loan, but that have not changed status in more than the specified number of days. You can specify the number of days considered "too long" when you run the report.

The Returned Too Long report lists all of the INN-Reach items on your Local Server that have been returned to the owning site, but that have not changed status in more than the specified number of days (e.g., the owning site has not checked in the items). You can specify the number of days considered "too long" when you run the report.

The Requested Too Long report lists all of the items that have been requested for INN-Reach circulation loan by patrons on your Local Server, but that have not changed status in more than the specified number of days. You can specify the number of days considered "too long" when you run the report.

The In-Transit Too Long report lists all of the items that have been in transit for INN-Reach circulation loan to your Local Server, but that have not changed status in more than the specified number of days (e.g., your Local Server has not received the items). You can specify the number of days considered "too long" when you run the report.

The Received Too Long report lists all of the items that have been received at your Local Server for INN-Reach circulation loan, but that have not changed status in more than the specified number of days (e.g., the requesting patrons have not checked out the items). You can specify the number of days considered "too long" when you run the report.

Contact the Marmot help desk if you have questions.


4/25/2011
