
 

Clean up Pending Transits in WorkFlows 

If your district has multiple libraries there is always that chance that an item belonging to your library will get checked in 

at another library.  When that happens, the item will be put in a “Pending Transit” status so the librarian can send the 

item to your location.   This also happens when you check in an item that belongs to another location.  The Pending 

Transits wizard displays a list of items that are currently in transit to your library or a selected library.  You have the 

option of receiving them. This wizard is useful for getting lists of transits items or receiving them without the item in 

hand.  

This should be checked/done weekly all year long and definitely needs cleaned up by year end.  By checking 

this screen all year long, it would help you to keep track of your books returned to other buildings and possibly 

not lose books that get returned to other libraries because you see them as soon as they are checked in at the 

other library. 

1. In WorkFlows choose the “Special Circulation Function” group, click on “Pending Transits” 

 

 



2. The screen will list all the items that have been checked in at OTHER libraries and then ROUTED TO YOU 

automatically in the system because your library is the owning library of the book.  This does *not* guarantee 

the library that checked the item in sent it to you so that is why you need to check this screen regularly. 

 

3. Your library is the “Items routed to:” library in the upper left corner of the screen. 

 

4. “From” is the library that checked it in and should send it to you. 

 

5. The “Date Sent” would be the day the “From” library checked it in. 

 

6. Did you receive the item?? If you did receive it back from the sending 

library, click on the item so that it is highlighted, then click “Receive 

Item” at the bottom of the screen. 
 

7. If you did not receive the item, contact the sending library and ask 

them if they have it on their shelf. 
 

8. Clear off all Pending Transits before beginning Inventory. 

 

9. If there are items that are on the list that you are not finding in your library, check with the sending library in the 

“FROM” column to see if they have it or use the “Mark Item Missing” wizard from the “Item Maintenance” 

group, and mark it missing. 

  



 

In districts with multiple libraries, you can see what items are in pending transit status by switching libraries.  

1. From the Pending Transit screen, click the building icon in the upper right corner.  

 

 

 

 

 

 

 

2. Using the drop-down menu, choose another library. 

3. Click the OK button. 

 

 

 

Pending Transit Report – PreInv 2) List Transits Report 

You can run a report of these items so that you can look for and follow up on them. To get a report of all these 

items on the list, so that you can go look for them.  If you have the report, you can then clear the Pending 

Transit list.  Please do not delete any finished inventory reports, you may need to go back to them in the 

future.  

1. The report can be found on the “All Inventory” or “My Inventory” tabs of Schedule New Reports. 

 

 

 



 

2. The only criteria you need to select is the destination library on the “Transit Selection” tab. 

 

3. View the finished report.  Be sure to leave all three boxes checked when preview the report.   

 

4. All three boxes should be checked for all Inventory reports.  

 

 

 



 

5. The log page of the finished report will tell you how many items are on the report.  

 

 

 

6. The Transit List report will show you all the information about the book. Item type, ID#, Title, Author, 

owning library, sending library and date time checked in at other library.  

 


