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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”
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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.
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Title Item ID

The giant seed / Arthur G... 31890459908494
Enemy rising / by Tracey... 31890489957289
Benjamin Bear in Fuzzy ... 31890729915089
Circle track racing / Salli... 31890720050415
Amulet, book one, the st... 31890729912466
Return of the Padawan / ... 31890729947595
The battle brawlers / by ... 31890721254503
The go-around dollar / B... 31890240008778
Poseidon : earth shaker /... 31890729936903
SpongeBob tees off / by I...31890729948296
Diary of a wimpy kid [8]:... 31890729938917
Sharks / written by Sara... 31890969915617
Encyclopedia Brown trac... 31890969914644
Alice in lace / Phyllis Rey... 31890720111373

Date Sent

10/23/2015,8:
4/15/2016,12:
8/25/2016,13:
8/26/2016,14:
10/27/2016,10:
10/27/2016,10:
4/27/2017,13:
12/6/2017,14:
12/12/2017,9:
4/27/2018,11:
8/22/2018,8:
3/11/2019,14:
3/18/2019,14:
3/21/2019,13:
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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.
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Items routed to: SPWP
Total items in transit: 6
Number received: 0

List of items in transit

Call Number Title Item ID

E CHR The great pig escap... 31890960081625
E FIN Miss Malarkey won't... 31890960023080
793.73 WIC 1 spy, mystery : a b... 31890960107420
XX(115236.1) **REQUIRED FIELD** 115236-1001

FIC 0SB Night of the ninth dr... 31890969965281
FIC LOR Rules / Cynthia Lord  31890969951711

Date Sent
12/9/2019,12:52
12/9/2019,12:45

2/17/2021,9:40
11/10/2021,10:08
10/6/2022,8:56
3/3/2023,9:41

From

Reason
For shelving
For shelving
For shelving
For shelving
For shelving
For shelving

SPLG
SPLG
SPHM
SPLG
SPFL
SPFL

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

3. Click the OK button.
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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.
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2. The only criteria you need to select is the destination library on the “Transit Selection” tab.
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Destination library:
Reason:
Starting library:
Date sent: &*
Library:
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3. View the finished report. Be sure to leave all three boxes checked when preview the report.
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Report name Source Owner Status Completed «
Prelnv 2) List Transits transitlist ADMIN 0K 4/5/2023,10:27 A
List Onshelf Items with Local Holds pulllocalholds SPHY_LIB1 oK 4/5/2023,7:25
0K 4/5/2023,7:05
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4. All three boxes should be checked for all Inventory reports.
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5. The log page of the finished report will tell you how many items are on the report.

Standard input will be read sequentially.

The default field delimiter is "|".

The default output field delimiter is "|[".

Field #1 will be written to standard output.

Field #2 will be written to standard output.

Field #3 will be written to standard output.

2 ascll record(s) considered.

2 ascii record(s) selected.
Symphony ascii file selection finished on Wednesday, April 5, 2023, 10:29
AM
Symphony transit printing 3.7.1 started on Wednesday, April 5, 2023,
10:29 AM

The transit key will be read from standard input.

The report title option will be used.

The transit report will be written to standard output.

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.

Transit List
Produced Wednesday, April 5, 2023 at 10:29 AM

TO FROM DATE REASON
FIC AME PBK copy:1 31890819930550

This totally bites! / by Ruth Ames.

Ames, Ruth.

SPSH SPFL 10/24/2022,9:54 LIBRARY
E LIT copy:1 31890729948080

Pete the cat and his four groovy buttons / created & illustrated by
James

Dean ; story by Eric Litwin.

Litwin, Eric.

SPSH SPPW 1/10/2023,13:38 LIBRARY




