AFO 812 — Stack checkin

812.1 Introduction

See the general help on stack requests for more information on the general principles.

This AFO is used to record the receipt of either an item or a batch at a particular service point.
This may be used to record the initial retrieval of the item from the shelves at the initial stack
location, or at any intermediate or final delivery location.

It is not necessary to use the checkin function at each service point along a route, except of
course at the final delivery location; the system will infer that items checked out from a
location have indeed been checked in

812.2 Processing

After selecting this AFO, an input screen will be displayed:
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Options on the screen

Enter data: See section 812.2.1 for information on entering data.




Goto Checkout: Use this option to switch to AFO 811.

Display batch: This displays the items associated with a batch entry (see section 812.2.2)
OR if executed on an item line will take the user to the main request display for the selected
item.

Cancel transaction: This allows an event to be undone, in some circumstances. See section
812.2.3.

Pass through: This option is reserved for future use.

All batches: This option takes the user to the maintenance screens for the batches. See
section 812.2.4.

812.2.1 Enter details

Enter data: In the Item field you can enter one of the following:

e Anitem barcode

o A stack request number

e A batch number

If it is an individual item the system displays the item’s title, the time it was due “here”, the
service point from which the item appears to have come, where it is due next, and its ultimate
destination. The date and time last estimated is displayed.
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If the borrower has asked the request to be cancelled, then a message is displayed. This
includes any item currently inside a batch. In either case, this is simply a warning — and one of
the functions described below to remove items from a batch, or to interrupt the flow along the

route must be carried out.

812.2.2 Display batch

Display batch: This displays the items associated with a batch entry OR if executed on an
item line will take the user to the main request display for the selected item.

Individual line

When you select this option for an individual line, the input form with batch details will be

displayed:



E Stack request number SR00108/2008
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Request status
[
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Reservation priority |
Expiry date [19/01/2009
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Staff notes
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Internal system record id [108

Buttons on the form

Action/event: When you click this button, an input form appears:
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It allows the user to carry out specific actions on the request. These may sometimes be

carried out by other methods. For example, the Action/Event button may be used to checkout
the item to the reader, but this may also be executed from the regular AFO411 Checkout also.

The Action/Event pops up an input form offering a variety of options. The options offered are
sensitive to the current context of the request — an obvious example might be that the option

to checkout the item is not offered if it has already been recorded as checked out!



Possible actions are :

Print or reprint the request

. Checkin the item/request

) Send a message to the reader

Cancel the request

History: When you click this button, an overview screen appears:
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This displays a log of the key events in the lifecycle of the request. You can click on a line to
get more details:
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This gives an overview of the transfer of the item from stack location to the delivery point. This

is for information purposes only.

Batch

When you select this option for a batch, the summary screen of the batch will be displayed:




/2 ¥-smart [ 1.0.01 ] - windows Internet Explorer

Id: 1.20004/5244 User: tineke Location: PNBICEN AFO:812 H

=101.x]

Settings Exit
Batch number SR2
Status New
Route BD Stack==CEN upstairs
Requests display
No Stack R Id Request  pction Date  Status Title Batch

location location Date
l' 1 BD Stack CEN upstairs SR00023/2008 12/08/2008 12/08/2008 Available Star child / James P Hogan —
1135

Done

HoganJames P.

00 v

’_ ’ﬁ ’_ ’_ ’_ ’_ |g Local intranet

Options on the screen

New request: This will take you to ste standard search screen as in AFO 421. See the help
on this AFO for more information.

Display request: This will bring up the form with information on the selected request. See
above for a description of this form.

812.2.3 Cancel transaction

Cancel transaction: Use this option to cancel the request itself, as opposed to temporary

suspension.

At various points in the lifecycle of a request it may be appropriate to cancel the processing of
that request. Some examples are :

e The reader no longer wishes to look at the item

e The requested item is missing



e The requested item doesn’t exist (e.g. with respect to non-catalogued items)

e There is an ambiguity in the request

e The item is missing from a batch of requests in transit from A to B

e The item wasn't collected in the period expected.

e There was a problem in the delivery service (e.g. the van broke down)

o A whole box of requested items has gone missing

It should be noted that it is possible to cancel all the requests for a given batch (if in use) as a
single operation.

812.2.4 All batches

All batches: This option takes the user to the maintenance screens for the batches. It lists all
the current batches which relate to the current service point. (This means any batch which
originated from, passed through or is destined for the current service point.) An overview
screen will be displayed:
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The display shows each batch number, the current processing status of the batch, the
number of items making up the batch, where the items are going from and to, and whether it
is “open” somewhere.

Options on the screen

Batch details: Select a batch and the this option to view the details. See section 812.2.2.

Print batch: Select a batch and the this option to to print details of the batch. An input form
will be displayed:
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Batches print slip
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Batch note: This option allows a note to be added, amended or removed from the selected
batch. After selecting this option an input form will be displayed:
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|nttp: fontwikkeldingsm1 D0devcentralfClientBady. csp?ClientTd=1. 20004 [& Local intranet 4

Temporary supsension: This option allows the batch and all the items comprising it to be
marked as suspended.

812.3 Processing options

Processing at the Stack or intermediate service point

The item / stack request is now “in processing” at the service point, and shows this as status
for the item.

Processing at the reading room



The item is now marked as available for the reader. The request is set to a status of “Awaiting
collection” (and the item status again is the same). The reader is naotified, typically by email of
the availability of the item.

The display at the reading room is slightly different:

In this case, the “Next” column is clearly always redundant; if “Tables” are defined for the
current reading room, then the “Next” column is replaced by a “Table” column and the
requestor’s table number (if defined) is shown.

If items are to be delivered to specific tables, then the request display screen can be used to
display the items that are available at the service point.

These can be listed and / or printed as a guide to delivering the items to the tables.
Notification

When an item is considered to be available (or all items in a group are), then an availability
notice is sent by post and/or email according to the contact method defined for the request.

Notification delay

The notification to the reader of the availability of the request can be delayed, typically by a
few minutes, according to a setting for the service point. Particularly in the case of a batch
checkin, it may subsequently be found that there is a problem with the item — for example, it is
simply missing from the box or package. The delay therefore gives staff time to take some
kind of action in this.

812.4 Specific situations

If the library allows readers to return the items for subsequent consultation, then the
parameter Subsequent consultation period for the service point will have a non-zero value.

If this is the case, then on checkin the system will prompt a message asking if the reader
wishes to consult the item for a further consultation.

If the item is held for further consultation, it will get a “Held at issue desk” status.

If there is a post-dated request or a queue of reservations, then this message may appear in
different forms.



In particular, if there is a queue and the option “Requestor can reserve first” is turned off then
the request for further consultation is suppressed. The processing required when the item is
to be “held” at the current reading room is described below in section 812.4.3.

Multipart / serials considerations

If the request is for one or more parts of a journal, then the specific parts are recorded in
textual form only. In that case, it may or may not be clear whether the part(s) being checked
in represent the same items that are required for a reservation or post-dated request.

In this case, the system can determine that there IS a queue for the TITLE — and the system
can only display the relevant parts of the requests. The system will pop up such a list.

In this situation, the “reserved” parts may overlap in full or in part with those being returned.
The staff member may choose to select one of the displayed requests as being the one to be
satisfied; alternatively if one is NOT selected, then the system will assume that the parts
being returned do NOT overlap the reservation queue and allow “further consultation”.

If there is a partial overlap, then some parts need to be returned to stacks, some parts may
need to be sent to another reading room, and/or some parts retained at this reading room for
a reservation. In this case, you must use the Stop option which basically will interrupt
subsequent processing.

The returning request is marked as complete, but the subsequent requests are not “current”.
Since, by definition, in this context, the system does not HAVE specific details of each
piece/part, it cannot keep track. Each part must be “manually” sent to the relevant place and,
as appropriate, any requests outstanding manually initiated.

For example, suppose vol 3, 1987 is the one part from the incoming request that is required
for a request at the current reading room for vols 2-6, 1987. Then the remaining volumes
[2,4,5,6] should be sent to the reading room, and then the whole “Stacks checkin” could be
initiated from that location — this would tell the system that all the parts for this request are
“ready” — and the reader can be informed, and subsequent processing kicks into life.

Number of parts

If the number of parts comprising a request is set to greater than one, then the system will
always prompt the staff member to check that the number of parts returned is correct. Staff
may choose to accept or cancel the return of material — but a “partial” checkin (4 out of 5 such
items, for example) is not allowed.

812.4.1 Returning to the stacks

On checkin, the item will be returned directly to the stacks IF



e There is no queue of requests for the item

e The setting “Period to keep current if no queue” (in the service point definition in AFO
618) is zero or empty at the reading room.

In this case, the item will be “at the wrong location”; however the regular “ship item to xxx” will
be suppressed, because the item was issued via a stack request. If the item was NOT issued
via the stack request processing, then the regular transit processing is initiated ... the item
must be checked back in at its home location using AFO 462.

Otherwise a message reporting on the originating Stack service point will be popped up and
the request treated as if it were first checked in for its return to the stacks. If the original
location is a combined Stacks/Reading room, then the system will assume that the item is
reshelved, as for a regular checkin.

If the route back to the stacks is marked as suspended, then a warning message will be
displayed, BUT the processing will continue as if the route were open. The assumption is that
the item will be returned somehow.

812.4.2 Processing on return to the stacks

If a new request is found during processing on the way back to the stacks location OR
processing is delayed such that a postdated request is now within its “window”, then a
warning can be displayed to indicate this situation. It may actually be easier logistics to simply
allow the item to be returned to the stacks and to start again, so there is a system wide option
as to whether this feature is enabled.

In such cases, when the request is printed, the full format request is printed.

812.4.3 Storing the item at the reading room

If there is a reservation or post-dated request for which the item should be held at the reading
room, then the item is assumed to be available immediately for the reader.

A request slip may be printed for the item, using the output format defined in AFO 618 —
Notice sets for this type. The reader is notified of the availability of the request as for the first
arrival of the item at a reading room.
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