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Webinar Recording 
• Recorded on April 30, 2026 
• Watch the Video 
• ASPeN Event 

Webinar Summary 
Overview and Purpose  
The webinar explains the full life cycle of an item in the Montana Shared Catalog (MSC), with a 
strong focus on the circulation life cycle, where most questions arise.  

It also covers automated processes, manual processes, and new cleanup procedures 
implemented in the past year. 

Cataloging Basics  
• Staff add new items via the Call Number and Item Maintenance Wizard or, if not 

available, use SmartPort to import records from OCLC.  
• Resources, including updated cataloging guides, are available in the MSC Knowledge 

Base. 

https://youtu.be/nsz7_mREBJo?si=fJEOpUWBLthgmzhE
https://mslservices.mt.gov/ASPeN/Events/Event_Detail.aspx?Event_ID=32096
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Circulation Life Cycle  
• Ideal flow: checkout → on-time return → reshelving.  
• Typical flow: checkout → overdue notices → return. 

Overdue Items  
• Item becomes overdue at midnight of the due date.  
• Notices are sent via email or print; SMS is considered courtesy-only and limited.  
• Fines accrue (if the library charges them).  
• Overdue reports and calling lists can be accessed/created in BLUEcloud Analytics 

(BCA). 

Automated Lost Processes 
There are two main automated stages when overdue items are not returned: 

1. Assumed Lost Report (runs Tuesdays at 30, 60, or 90 days overdue)  
• Status changes to Assumed Lost.  
• Temporary bill and optional processing fee applied.  
• Patron may become blocked/barred depending on settings.  
• If the item is returned: system removes bills and resets status automatically (unless 

the patron was barred—staff must unbar manually). 
2. Lost Report (runs on the 5th of the month at 90, 120, or 180 days overdue)  

• Breaks the link between item and user.  
• A permanent lost bill and lost item note are added to the patron account.  
• Item status changes to Lost, Discard, or Replace; circulation type becomes Lost 

Item.  
• Items cannot be checked out again until staff manually update the item record. 

After the Item Moves Through Lost Report  
• If unpaid and unreturned: item remains in Lost; staff must eventually decide to discard or 

replace.  
• If user pays after the Lost Report: staff must remove the lost item note; system moves 

item to Lost Paid that night.  
• If the item is returned after the Lost Report: staff must waive bills, remove notes, reset 

home location and circ type. 
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Manual Processes  
Mark Item Lost (Manual Lost Process)  

• Used when patrons report an item lost before it enters automated processes.  
• Status becomes Lost Claim.  
• Very similar to Assumed Lost process but initiated by staff. 

Damaged Items  

• System does not support automated damage processes.  
• Recommendation: treat irreparably damaged items using the manual Lost procedure.  
• If damage is minor and item can circulate: charge patron for damage and reshelve. 

Claims Returned  

• Optional process for when patrons insist they returned an item.  
• Item remains checked out but stops generating notices/fines.  
• If not found within 180 days, it goes through a Claims Returned version of the Lost 

Report.  
• Afterward, staff must update home location, circ type, and optionally adjust the claims 

counter. 

Missing Items  

• If staff cannot find an item on the shelf (e.g., during holds or patron request): use Mark 
Item Missing.  

• Item is checked out to the library’s missing account.  
• If still missing after repeated searches, staff should discard or replace. 

Lost Paid Items  

• Items in Lost Paid should be reviewed by staff for replacement or discard. 
• Items left in Lost Paid for 3 years will be automatically moved to discard by the system.. 

System User Accounts  
• Used for internal workflows (repair, cataloging, storage, storytime, etc.).  
• Items checked out to system users don’t accrue fines and are excluded from circulation 

stats.  
• If you have system-user-like accounts not configured properly, MSC can update them on 

request. 

Monthly Automated Cleanup Processes  
• Items in Missing, Claims Returned, Lost, or Lost Paid for 3 years are automatically 

moved to Discard and then deleted the following month.  
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• New process: items checked out to system users (other than Missing) for 3 years are 
moved to Missing, then after 3 more years moved to Discard and removed. 

Weeding and Cleanup Reports  
BLUEcloud Analytics contains new, reorganized cleanup and weeding reports for: 

• Lost  
• Lost Paid  
• Claims Returned  
• Missing  
• Discard candidates  

These assist with collection maintenance and decision making. 

Resources  
• Updated Knowledge Base articles and flowcharts.  
• Reports and tools available in BCA.  
• Support is available via MSC ticketing. 

Questions? 
MSC's Knowledge Base 

Submit a Library Services Support Request 

https://montana.servicenowservices.com/citizen?id=kb_view2&kb_id=0822c1be87e4ca503f5e0e56cebb3592
https://montana.servicenowservices.com/citizen?id=sc_cat_item&sys_id=872155fd87080614d49cc9d5cebb3549

	Webinar Recording
	Webinar Summary
	Overview and Purpose
	Cataloging Basics
	Circulation Life Cycle
	Overdue Items
	Automated Lost Processes
	After the Item Moves Through Lost Report
	Manual Processes
	Mark Item Lost (Manual Lost Process)
	Damaged Items
	Claims Returned
	Missing Items
	Lost Paid Items

	System User Accounts
	Monthly Automated Cleanup Processes
	Weeding and Cleanup Reports
	Resources


	Questions?




Accessibility Report





		Filename: 

		InfoSheetMSCQApr302026.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 2



		Passed manually: 0



		Failed manually: 0



		Skipped: 3



		Passed: 27



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Needs manual check		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Needs manual check		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Skipped		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Skipped		Appropriate nesting










Back to Top

