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Using Notes: Why and How

Why

Like general messages, notes provide an easy way for Summit processors to add
information to any Summit transaction. The advantage of using notes is keeping all
information regarding the transaction within the transaction itself. This prevents
processors from having to look in email for any pertinent information related to the
transaction and allows all Summit processors to see what related work has been done
to the transaction by other processors. The use of notes can also be very helpful in the
AAR process.

Types of notes and how to use them

There are 3 types of notes available to Summit processors: internal, note to partner and
fulfillment.

Internal notes

Internal Notes are only viewable by the institution that entered the note. These notes
appear under the Notes tab of the institution that entered the Note, but do not appear in
the History tab. Internal notes can be added when receiving items in the Received
Items window or from the individual transaction record by clicking in this order:
Edit button
Notes tab

e Add Note

e Add
Two examples of when you might add an internal note is when 1) you want to indicate
something about the physical condition of the item, and 2) you want to indicate what
steps have been taken to search for an item that has been in transit too long. See
screenshots below.

e Adding Internal Notes from within Receiving Items window:
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Received ltems

Identifier type @ Barcode External identifier Received format @ Physical Digital

Physical non-returnable

Automatically ) )
notify patron Internal note received with water damage

e Adding notes from individual transaction record
Choose edit from the record.

Scctions * Ecit

hobe's guide to
lish

SemE Woe s | the grammarphobe's guide to better English in plain English
tricia T. by O'Conner, Patricla T., author $500'Conner, Patricia T,

LB ISBN: 9780525533054

ik O0LE: (oeolch1031043462

e External Identifier: 1401 ALLIANCEEVSC0127706

r5 speak cut / e & Physical

Go to notes and then add the notes.

General Information

Resource Information

Woe is | : the grammarphobe’s guide to better English in plain English

History General Messages MNotes ltems Attachments

Title Woe is | : the grammarphobe's guide to better English in plain English

N

) ) Add Note ~

x
MNote

AN

Clear Add
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e Example of how to use internal notes for searching for items:

1-40f4 | Createdby ~ Q
v Created On v Updated On Note
1.. 11/25/2019 11/25/2019 NOS at UPS 6/1/2018
2.. 11/25/2019 11/25/2019 emailed 6/5/2018
3.. 11/25/2019 11/25/2019 NOS at UO 6/5/2018
4. 11/25/2019 11/25/2019 APB sent by JP 6/5/2018

Notes to partners

Notes to partners are viewable by both institutions involved in the transaction if they are
sent during the shipping and receiving process.
Warning: The Lender has one chance to add a viewable note when shipping, and
the borrower has one chance to add a note when receiving. It is necessary to use
General Messages after shipping/receiving for the other partner to see the notes.
Notes to partners appear under the Notes tab of both institutions involved in the
transaction and appear under the History tab as well. Notes to partner can be added
in the Received Items window. One reason to use note to partner is to notify the
lending institution by documenting any issues with the physical condition of the item(s)
when receiving the item(s).
Adding Note to Partner from Receiving Items Window:

Received ltems

Identifier type @ Barcode External identifier

Received format @ Physical Digital Physical non-returnable

Automatically notify
patron

Internal note

Note to partner | Received with water damage]

Barcode 0K



https://docs.google.com/document/d/12ekzlDxZYG4zV-ndY2dPA0-7fobYFLNU-Ky4qpHxgj0/edit#
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Fulfillment notes

Fulfillment notes are visible to staff when checking out the item to the patron and again
when scanning in the item when returned by the patron.

e Fulfillment notes can be added from the Received Items window. Once the item
barcode is scanned, the second Received ltems pop-up window provides
processors the opportunity to enter a fulfillment note.

e A reason to use Fulfilment notes are to notify staff of additional steps to take
when checking out and checking in the item at the circulation desk. These notes
would most often contain actions like “check for 1 insert” or “check for 2 DVDs”.

Receive ltems

Title A bit of air /
External
identifier

Automatically
print slip

Yes @ No

07TALLIANCEWWUO0062471

Item policy Summit Short Loan v

Location Summit3 Short Loan v

Fulfillment

Check for 2 discs
note

Internal note

P

e Fulfillment notes can also be added from within the item record after receiving
the item. From the transaction record, click on the barcode, click on the Notes
tab, and enter your text in the Fulfillment note field.

1 Ancient rhetoric and the New Testament : the influence of elementary Greek Edit ~ View Local Resources
composition /
Book ([2018]) External identifier: |Barcode: 0000103418034 |
ISBN: 1481308866 0TALLIANCEWWU0062248
. Internal Identifier:
OCLC Number:
1035367468 20851283350001453
LCCN: 2018006487 Request Status: Physically received by
) library
MMS ID: .
9992740762201453 Partner: SPU
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< Physical Item Editor

Ancient rhetoric and the New Testament : the influence of element4
. 866]

74

Holdings  Western Library: Summit3 Long Loan;
Holdings ID 22399702580001453

Barcode 0000103418034 ltem ID 23399702570001453
Process Hold Shelf Status ltem not in place
type

h
General ENUM/CHRON History

Functional Notes

Public note

I Fulfillment note I

Finding Inactive Requests with Active Notes

e To find notes from the Borrowing or Lending queues:
o Fulfillment > Resource Sharing > Lending Requests
o OR
o Fulfillment > Resource Sharing > Borrowing Requests
e From the facets bar, under Refine by, Select the x in the active box. This will

show inactive requests.

Refine by ~ 4
Activity Status: | Active @

Clear all e [
Active Partner Gt

[ cc @




Using Notes: Why and How SSG Updated 12/20/22

‘ MNotes From Partner L

) (| Active Notes (21)

® C(Click the box for Active Notes |
*Notes from Partner will only appear as a facet if there are Active Notes.

e Click Apply to go to inactive requests with notes w

Requests can be further faceted as needed by status, date or whatever is
needed.
To dismiss these notes:

® View (not edit)

Requested: Book (Physical) B Notes Vi
Created: 12/10/2018 11:42 AM A Alerts (3)

Due date: 02/16/2019

External identifier:

e Click on Notes Tab
Once you have read the note and no longer want it active:

® Click on Update notes to display dropdown and then Click Dismiss notes

1 0 #2022 oA Rz [Shwa] NoicSent with 1 disc

I
1-1al1  Crested by~ a Jadare Meacs *

= Undated On + Updatcd By

To read the notes only

The option look at yellow sticky notes section
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Click on active notes links in the tasks list.
Or you can facet for these messages in your Borrowing or Lending queue

® Notes within the yellow “sticky note” can be edited, but the partner will not be
able to view updated changes.

Motes ~

System note
[ship] Note:Pencil marks in
[Receive] Note:Pencil book.tb
marks noted. Thanks!
Show More ~
Show Less ~

Created: 10/27/2022

Modified: 10/27/2022
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