
PROCESSRESPONSIBLES

PROCESS NAME

RETURNS

CODE

KDDB-04

PROCESS TIME

2 MINS.

FIRST STEP

FINISH

The publication is brought to the return desk 

by the user.

Has the book been returned within 

the time it needs to be returned?
Y N

It is determined how many days the 

publication is delayed through the Library 

Automation System.

M

30 

sec.

Loan Office Staff

Users are informed about how many days the 

publication has exceeded the return period. 

It is stated that they can not borrow any 

material as much as the number of days 

delayed.

The book is taken back and placed on the 

shelf.

Staff scans the barcode of the book into the 

Library Automation System.
30 

sec.

1 

min.
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