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PROCESSING OUTGOING RETURNS
Outgoing Returns are CML and CLC library items that are being returned from SearchOhio/OhioLINK Libraries. There should be an “R” on the corresponding sticker indicating the item is a return.
1. Ensure all pieces are included in AV or multi-piece materials
2. Remove the sticker
3. Check the item in using Bulk Check-in in Polaris
4. File it onto a cart to be shelved.
5. If the item is damaged or missing pieces place the item on “being repaired” status to be evaluated for withdrawal. 
It is at the lending library’s discretion to charge a customer for an item lent through SearchOhio or OhioLINK. 
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