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Background  
On the first day of the month, your library will receive the “Long Transit Pre-Cleanup 
report – Items in Transit 45 Days or More” in the RSA email. Note the library the items are 
in transit to/from.  
 
Example 

 
 
On the 10th of the month these items will be marked as LOSTTRANS, and a STAFF NOTE is 
added to the item.  
 
How to resolve items lost in transit? 

• Look for the item. 
o Check your hold shelf. If a hold is not picked up and expires on the shelf, 

WorkFlows will put it in transit back to the owning library or to fill another 
hold. 

o Check the stacks. 
• Contact the transit to/from library. They should check their hold shelf and stacks. 
• If the item is found, discharge it. Follow Workflows instructions for 

reshelving/transiting. 
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• The owning library should remove the LOSTTRANS note from the item record after it 
is found and discharged. 

 
Remove the LOSTTRANS Staff note 

• As soon as you discharge the item, right click on the underlined “Route/Transit to” 
location. 

 
 
Choose Edit Item Note. 

 

Highlight the LOSTTRANS STAFF note. Choose  and choose Save to delete the note. 
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How do items become lost in transit? 
• An item is considered Lost in transit if it is not charged to a patron’s account and 

has been placed in transit at one library but not received from transit in Workflows 
(discharged) at the destination library. Best practice is to discharge all items 
received in delivery. 

• If a hold is not picked up and expires on the shelf, WorkFlows will put it in transit 
back to the owning library or to fill another hold. Please use the Clean Hold Shelf 
report sent to the RSA email to manage expired holds. 

 
Did you know? 
You can check transits to your library under Pending Transits! 
 

                           
 
  
If you have any questions, you can contact the RSA Help Desk at help@rsanfp.org or by 
phone at 866-940-4083. 
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