
Checking the Transit List 

 

The Transit List should be checked weekly to keep on top of items that have gone 
missing in the courier or have been shelved without being checked in. 
 

 

1. The Transit List is found in Administration > Local Administration > Transit List 
 

 

 

 

 
 

 

The Transit List can be set to search for items in transit TO your library/branch 
and in transit FROM your library branch. It is recommended that your Start 
Date is the date of your migration and the End Date is four weeks before the 
date the report is run. The End Date may vary based on factors such as 
weather, holidays, number of courier days, etc. 

 

 



 

 
Verify that your branch is showing in the Library field, or choose it from the 
dropdown menu. By default, the list will be sorted by the date the transit began. 
To facilitate searching your library for the items, sort the search results by 
clicking your preferred column header (Barcode, Call number, etc.). Print by 
choosing Print Full Grid from the column picker. 
 
 

2. Check your library to see if you can locate the items. Check in found items to 
trigger a status update. Contact other MEC libraries if necessary. 
 

3. Items in route to your branch will be coming to either fill a hold or be reshelved. 
A replacement hold will need to be placed for patrons with items that were 
intended to fill a hold. 
 

 Items coming to fill a hold will display the requesting patron’s barcode. 
Use the Column Picker to add this column if necessary. 

 

 
 

 Copy and paste each patron barcode into Check Out to retrieve the 
patron’s record. Place a new hold if the account still shows a hold request 
for the title. After placing the new hold, edit the Request Date so the 
patron doesn’t lose their place in the queue. Then, cancel the old hold. 
 

 To Edit the Request Date, select the new hold and use the Actions menu 
to select Edit Hold Dates. Click on the calendar widget to Edit the Hold 
Request Date to match the original Request Date. 



 
4. From the Transit List screen, click the box in front of your library’s unfound 

items, then click on Add Items to Bucket. 

 

 

 

5. The Add to Bucket popup box will appear. Select an existing bucket or create a 

new bucket. Then click Add to Selected Bucket or Add to New Bucket.  

   

 

 

6. Repeat steps 1-4 for items in transit FROM your library. Now all your unfound 
items will be in the selected item bucket. 
 
 
 
 
 



 
 
7. To mark your unfound items Missing and Cancel Transits, click on Cataloging > 

Item Buckets. 
 

 

 

Click on Buckets and select your desired bucket. 

 

 

8. From the Actions menu select Open in Item Status. 

 

 



 

9. This opens the list on the Item Status screen. Select all unfound items, then 

click Mark Item as Missing. 

 

 

Clicking OK/CONTINUE on each popup will cancel the transit and change the 

item status to Missing.  

 

To complete the procedure, click on Remove Selected Items from Bucket. 
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