
TLC Circ Module  
Instructions are general, configurations may differ, for additional support contact Library Resources 742-6091 
 
 
Introduction: LS2 Circ Borrower Services tab: In-House and Special Status Check In options is available on the Check 
In page. The In-House Use option allows you to record a borrower's use of items in the library, or "in house".  These items 
were not checked out.  Statistics will be recorded in the database for items checked in using this option. This information 
can be reflected in Reports Manager library usage reports. 
Note: Remember to clear the In-House Use option button when you are finished. 
  
How to Perform an In-House Use Check In 
  

1. On the Borrower Services tab select the Check In option. The Check In page will display. 

2. Select the In-House Use option button.  An In-House Use Check In notice will display in red to the right of the 

Search button 

3. Scan, or type the item barcode and click Search.  You can also search for the item by typing a search term and 
clicking Search 

 
 
 
Note: If the scanner is programmed with a carriage return key – the title will check in and drop down in the list 
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TLC Circ Module  
Instructions are general, configurations may differ, for additional support contact Library Resources 742-6091 
 
 
How to Perform a Special status options Check In 
  
The Special Status option allows you to check in an item and assign a special Item Status code. The standard options are: 
Lost: Staff Action, Missing: Staff action and Damaged.   
 
Selecting the Leave On check box will retain the setting for multiple items that must be checked in with a special status.   
Special Status Check In can also be used to replace a lost or missing Request, or In-Transit item, that cannot be located 
when staff attempts to find the item. Lost or Missing Arrived Requests can also be handled with this procedure. 
 

 
 
Title with staff action – when the material is ready to be put back on the shelf – simply Check In normal 
Or 
If material cannot be located, select Delete item 
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