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When you receive a damaged item that belongs to another library, either via delivery or directly from the patron, please follow these new procedures.
Important: DO NOT check in the item!  If you check in the item, you will lose crucial patron information.  It is imperative that you check for damage before checking the item in.
1. Without checking the item in, open the Charge/Checkout wizard.
2. Bring up the Damaged RB/ILL User by entering the User ID RB_ILL_DAMAGED.
3. Check the item out to the user.
a. The item will now have a due date of NEVER.
b. The item’s Current Location will now read DMG_RBILL
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c. The previous user’s information will be preserved in the “Previous User ID” field of the item record.
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This checkout will not count towards your Circulation statistics.
4. [bookmark: _GoBack]Place a new routing slip on the item and mark it with the following message: “Damaged RB/ILL Item.  DO NOT CHECK IN”.  Route the item back to the home library without checking the item in.

If you receive one of your items with a damaged RB or ILL note in delivery, do not check in the item.  
Determine the user that last had the item by looking up the item in Item Search and Display.  Take note of the previous user ID and contact the patron or the patron’s home library.  Follow up according to your library procedures.
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Call number information

Call number: EXECUTIONER
Call library: SWS

Shadow call number N

Item information

Item ID: 31140001562658
Type: UNKNOWN

Home location: STACKS

Item catl: BOOK

Class scheme:

‘Copy number:

Item library:

Current location:

Item cat2:
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Date created: 9/17/2002

Date last charged: 9/27/2016

Date due: Never

Last checked i 9/21/2016,11:28
Date inventoried: Never

Times inventoried: 0

Previous user ID: 21140003516357
Last activity: 9/27/2016
In-house uses: 0
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