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MultiLIS Year-End Issues for Librarians

____1 Set Compulsory Return Dates

Libraries will probably want to set a Compulsory Return Date so that all items are due back in the library by a certain specified date.  This can be useful in getting the items back to the library in time for taking the inventory and for preventing calculated “return dates” after the last day of school.

Compulsory Return Dates can be set globally for all buildings, but can also be set differently for specific locations and/or location/collections.

These global and specific polices can be set for each user category.  This provides more flexibility when delineating between categories such as *Students and *Faculty.

The Global Compulsory Return Date is set through:

Policies Management

   Calendar Management

      Assign Default Values
         Assign a compulsory default return date

      Specific Compulsory Return Dates are set by:

            Policies Management


   Calendar Management


      Assign to General Location and Collection Code

          Assign a compulsory return date
____2 Pre-Inventory cleanup

Items without a collection code and items without a call number (shelf number) can be problematic to the inventory processing and should be corrected before starting inventory.  From the LIBRARY REPORTS MENU/CATALOGING MENU, select DATABASE MAINTENANCE, then run INCOMPLETE ITEMS by:

· ITEMS WITHOUT COLLECTION CODE

· ITEMS WITHOUT SHELF NUMBERS

____3 Check for bib records without any items 

These might be Union Catalog records or other titles cataloged that never had any items attached to them or possibly titles which have had all items deleted and now need to be removed from the database.  Items appearing on this list could be for any Branch in the Bank so check with the librarians at your other branches before deleting a record.  From the LIBRARY REPORTS MENU/CATALOGING MENU, select DATABASE MAINTENANCE menu, then run INCOMPLETE RECORDS by:

· RECORDS WITHOUT ITEMS 
____4 Take care of "inactive" items.  Inactive items are those with a status of:

· In Processing

· In Repair

· In Binding

· Withdrawn

· Weeded

· Missing/Overdue

· Lost

· Missing in Inventory

You can then determine if these are items that should be re-shelved, removed, reordered, fines charged to a patron, etc.  From the LIBRARY REPORTS MENU/CATALOGING MENU, select

GENERAL REPORTS, then run:

· SHELF LIST (run multiple times - once for each different item status code)

____5 Create statistics on the size of the collection at the building and/or district level.  From the LIBRARY REPORTS MENU/CATALOGING MENU, select STATISTICS, then run:

· ITEM STATISTICS/VALUE

____6 Generate various item reports.   From the LIBRARY REPORTS MENU/CIRCULATION MENU, select  CURRENT TRANSACTIONS, then run:

· ACTIVE LOANS  

· ITEMS CURRENTLY CHECKED OUT TO A USER   

· ITEMS IN A TEMPORARY LOCATION               

· ITEMS LOANED OR CONSULTED OVER A PERIOD OF TIME    

· HOLDS                            

· ITEMS BEING TRACED                           

· ITEMS ON RESERVE                            

· LIST OF INTERBRANCH TRANSFER ITEMS  
____7 Create various circulation lists.  From the LIBRARY REPORTS MENU/CIRCULATION MENU, select OVERDUE TRANSACTIONS/FINES/FEES,  then run:

· OVERDUE DESK LIST W/FINES & FEES
· NOTICES OF OVERDUES/FINES/FEES 

____8 Create circulation statistic reports.  From the LIBRARY REPORTS MENU/CIRCULATION MENU,  select CIRCULATION STATISTICS, then run:

· SORTED BY LOCATION  
____9 Enter the library calendar(s) for the next school year.

