TO CHECK THE STATUS OF A MICROFILM OR MICROFICHE ORDERPRIVATE 


The patron should have the microfilm or microfiche number or order number to check the status of an order.  

TO CHECK THE STATUS OF A MICROFILM OR MICROFICHE ORDER:

1.  Check the film or fiche number in the "On Order File." (the top wooden drawer near the telephone).  These cards are arranged by film number in the film group, or fiche number in the fiche group which is located behind the film orders.  If the card is found, the film or fiche has not yet arrived.  If "B.O." is written on the top of the card, the order has been received by Salt Lake, and the item is backordered.

(FILM) If the order card is not in the "On Order File," the film should be here.  Check the drawers of patron loan films.  If the film is not in the patron film drawers in film number order, check around to see if it is misfiled. Also, check under the order number to see if it was filed there by mistake.  Check the ‘Hold’ shelf  located over the back counter.

    (FICHE) If the order card is not found in the "On Order File" the fiche has arrived or the order card has been pulled to call Salt Lake.  The fiche could also be in the back room being accessioned into our collection.  

2.  You can access the patron orders history in the Administration computer located behind the counter.  You do not need a password to access this database, but it might help you to figure out what has become of their film or fiche.

If you still can't find it or have a question, put a dated and signed note, including the order number and film or fiche number in the "Film Problems" basket above the back counter.  The Technical Coordinator will take care of it.
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