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Filling Holds on Available Items

You can have your students and teachers place holds on titles that they want using the online catalog; the library staff
will then find the materials and then deliver them to the classroom or hold them in the library for pick-up.

(Optional) Run a report of students/teachers with holds ready for pickup/checkout

Overview
1. Student/teacher places hold(s) in ISearch or Cat
2. Library staff locate materials on the shelves
3. Library staff trap the holds to make the item(s) available for the user(s)
4,
5. Check out the materials to the user

There are multiple options included in this document. Please find the combination that best fits the way you run your

library on how to trap holds and run reports.

Step 1: Place a hold in ISearch
1. Search for atitle in ISearch
2. Select the title to view the details
3. Click the PLACE HOLD button

4. EnteryouruserID
Enter your pin
6. Click the LOG IN button

b

7. Click the PLACE HOLD(S) button

8. Hold has been placed. Click the OK
button to close the popup and return
to your search results

9. Look at the top for your name. If you
are on a shared computer, click the
LOGOUT link

User ID:
[123456 o =]
PIN:

= a =)

ouzs
Place Hold(s) @
Title Pickup Library:
Horse ‘ Chardon Park Elementary School V|
i’ Place Hold(s)
Place Hold(s) n
Title Action
Horse Success

Welcome Martin, Daisy | LogOut | MyAccount | Mylsts | @ | @
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Step 1: Place a hold in Cat

1. Search for a title in Cat
2. Click the PLACE HOLD link

3. Enter your Alternate ID:
4. Enteryour pin
5. Click the Place Hold button

6. Hold has been placed. Click the OK
button to close the screen and return
to your search results

636.1 LOM

m Horse
e Lomberg, Michelle.

New York : Weigl Publishers, ¢2010.

32 p.:colill. ; 27 cm.

2010

1 copy AVAILABLE at Chardon Park Elementary School

\ Keep
F’Iace Hold

Place Hold

Title: Horse / Michelle Lomberg.
Author: Lomberg, Michelle.

User ID: [ m] or

€ 123456 =

pIN:e o [ o m}

~1dCE oll0

Alternate ID:

Results of Hold Request(s)

St Clair, Sophia
User ID:20650002005229
Alternate ID:

Hold(s) Placed
Horse
Lomberg, Michelle.

636.1 LOM e
Expiration date: 9/29/2020

OK
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Step 2: Library Staff create list of materials on shelves

This report will assemble a list of all items in the district library that need to be retrieved off the shelf to fill a hold.
This list assembles all requests for holds on available items and must be run. This report is scheduled to run every
night, in the event students/teachers have placed a hold after the scheduled run, you will need to run the report to
update the list of items to be pulled.

This report will create a list of all holds in your district broken down by library.

You can run a separate report to create a list of items to pull for only one class, but you still need to run this list to
assemble/update the list.

1. Go to Reports and Notices wizard

group
2. Click on Schedule New Reports

Report and Notices

Report Session

&) Schedule New Reportse
% Scheduled Reports
Finished Reports

Sehadule New Reports : Display Templats Reparts =

3. Onthe ITC CUSTOM tab T
4_ Locate and select the report ”List My Inventory My Notices My Reserves My Statistics My Titles Patron
. ” All Statisti All Title Bibliographic  Circulation My Circulation My Copies
OnSheIf Items Wlth Local HOIdS INFOhial ITC Custom l€licirculation All Ttems All Inventory All Notices All Reserves
5_ E|ther Report name » Source
. Extend Hold Range to SYSTEM libgroup2sys .
Double click on the report ol PG g T o
or List Holds holdlist
C||ck Setup & Schedule button OH Incremental Ovrdu Notices noverdue
OH-INFChio Vendor Load Report itemlist
OH Item Count (LIBRARY) itemstat

OH List oﬁverdues," Fines overduesbills
i . - e iem s 1 | h

Setup &

View Modify Copy Remove... Ownership (b) | Close (g)

Schedule
6' Go to the tab PRINT SEPARATE Schedule New Reports : Schedule List Onshelf Items with Local Holds - A %
Basic Closed da Number of Caﬁ_ﬂmm_Lum_md_ﬁﬂstu_l' i i
REPORTS FOR EACH LlBRARY Print User Namz And User Id Print Separate Reports For Each Library
7. Add a check for “Print separate reports e s rae o e sl

for each library” @
8. Click the RUN NOW button

(6

Schedule  Run Now (b)  Save As Template Cancel

Schedule New Reports SE

9. Click DISPLAY FINISHED REPORTS e oap
button Next run date:

Last run date:
Email to:
Do not email notices to recipients with email addresses
Suspended:
Place on list:
Notify owner: N
View type: Include results

Schedule a | Display
New Report | Scheduled Reports

(9]

Display
Finished Reports

Close
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10. This report assembles a list of items
with holds that are AVAILABLE for all
buildings. Select the report with your
building location

11. Either
Double click on the report
Or
Click the VIEW button

12. View Result should be selected
13. Format Report should be selected
14. Click OK button

schedule New Reports : Display Finished Reports ST

¥ E
Finished
Report name Source Status Completed «
List Onshelf Items with Local Holds:TEST04 pulllocalholds OK 7/28/2020,... "
List Onshelf Items with Local Holds:TEST01__pulllocalholds OK 7/28/2020,...

List Onshelf Items with Local Holds:MAHS ‘11 ulllocalholds7/28/2020,...
List Onshelf Items with Local Holds pulllocalholds OK 7/28/2020,...

List Onshelf Items with Local Holds pulllocalholds OK 7/28/2020,... v

View  Print | Email (b)  Remove... Ownership (g) Close

schedule New Reports : View Finished Reports SEE

Report to view: List Onshelf Items with
OView log

M View result

@Format repor‘t@

For which recipients do you want to select notices?
®All

O Only those with email addresses
O O0nly those with no email addresses

@OK Change format | Cancel

15. Report will open with a list of all items that need to be pulled from the shelf. The report will include the Call
Number and title along with the name of the user that the item is for

Call# and Title

636.1 LOM
Lomberg, Michelle
Horse / Michelle Lomberg

location:AVAILABLE
user ID:207%01200103&0
Pickup library:MAHS

510.21 BEY REF. R
Beyer, William H., ed

location:AVAILABLE
user ID:207%0550031874
Pickup library:MAHS

HOLD PICKUP LIST
Produced Tue Jul 28 13:15:32 2020

Library: MAHS

copy:l item ID:3O?9044OOO316?J type :NONFICTICON
ser name

CRC standard mathematical tables
copy:l item ID:30780000186213

user name:Martin, Daisy
Date of checkin:NEVER

type :NONFICTION

user name:COQKEE, Courtney
Date of checkin:NEVER
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Step 2b (OPTIONAL): Create list of items that need pulled for only one class

You can run a list of items that need pulled for only one class or grade.
This report can only be run AFTER the “List Onshelf Items with Local Holds” report has been run.
This report will list student that have placed a hold and
e The hold still needs to be trapped
e The hold has been trapped and is available for pickup
Having both of these in one list may be confusing, but it is the only report that allows you to create a list of holds for
only one teacher/class.
1. Go to Reports and Notices wizard
group Report and Notices

2. Click on Schedule New Reports

Report Session
& Schedule New Reportse

% Scheduled Reports
Finished Reports

Schadula Naw Raports : Display Templata Raports EE

3. Gotothe ITC CUSTOM tab ¥
4. Locate and select the report “List My Inventory My Notices My Reserves My Statistics My Titles Patron
” All Statisti ALl Tit| Bibliographic = Circulation My Circulation My Copies
HOIdS INFOhi irculation All Items All Inventory All Notices All Reserves
5' Elther Report name » Source
Double C“Ck on the I"epOI"t Extend Hold Range to SYSTEM libgroup2sys °
Hold Pickup Notices pickup
Or holdlist
CIle Setup & SChEdule button List Onshelf Items with Local Holds pulllocalholds
OH Incremental Ovrdu Notices noverdue
OH-INFOhio Vendor Load Report itemlist
OH Item Count (LIBRARY) itemstat ’
OH List 6verdues / Fines overduesbills
i - R | T | v
Setup & . . .
Schedule View Modify Copy Remove... Ownership (b) | Close (g)

6. Go t? the USFR SELECTION tab Item Selection Call Number Selecti i jon Sorting
7. For Library click on the gadget Basic Style Sheet Hold Selectio ser Selection | User Status

E2]

Library:

User profile:
Grade:

Job Title:
Language:
Gender:

Internet Use:
User category 6:
User category 7:
User category 8:
User category 9:
User category 10:
User category 11:
User category 12:
Teacher:

% @ & @ & & & & | F & ¢ & & & @

Schedule | Run Now (b) Save As Template Cancel

Page | 5 Circulation — Holds
Last Updated August 2020

Mana gem ent Page layout created and text abridged by INFOhio from SirsiDynix
% Counc , l documentation. Copyright © 2018, SirsiDynix. All Rights Reserved
O hio Education Computer Network INFOhio is Optimized by the Management Council infohio.org/goto/handbook



INF®hio

OHIO'S PreK-12 DIGITAL LIBRARY

INFOhio Symphony Handbook
Holds on Available Items

8. Select your library

9. Click the arrow

10. Move it to the LIST SELECTED column
11. Click the OK button

12. For TEACHER click on the gadget

iadget | Ubrary

®Includes selected palicies
© Excludes selected policies
©Contains invalid policy
©Contains no policy

List to choose from List selected

DISTRICT @ MAHS
O

MAKIM

MAMS

MANM

MARB

TESTO1

TESTO2

TESTO3

TESTO4

TESTOS

TESTOG

TESTO7

TEST08

TEST09

TEST10

e )

OK | Cancel

Schedule New Reports : Schedule List Users with Holds

Item Selection Call Number Selection Title Selection Sorting
Basic Style Sheet Hold Selection User Selection  User Status

Library:
User profile:
Grade:
Job Title:
Language:
Gender:
Internet Use:
User category 6:
User category 7:
User category 8:
User category 9:
User category 10:
User category 11:
User category 12:
Teacher:

H@@@%@@@@%@@@@@

Schedule | Run Now (b) | Save As Template | Cancel
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13. In the box labeled “Enter String” type
the teachers name as it appears in
WorkFlows
If the teacher name is in all capital
letters in WorkFlows, then you will
need to enter it in all capital letters

14. Click the ADD button

15. The name will appear in the “List
Selected” box

16. Click the SAVE button

NOTE: You can add more than one teacher
Repeat steps 13-15 as needed

17. Go to the SORTING tab
18. Set the sort to “call number”
19. Click the RUN NOW button

IDEA: Before clicking the RUN NOW button,
consider the “Save As Template” option and
save a copy of this report set up for each
teacher.

20. Click DISPLAY FINISHED REPORTS
button

21. Select your report when it appears
22. Either

Double click on the report

Or

Click the VIEW button

Gadget : String List = =

® Contains C Not contains

Enter String: [ef;d:V(€]o) @

List selected
CRAIGO

B ©

Add (o) Save Remove | Cancel

Schedule New Reports : Schedule List Holds =

Basic Style Sheet Hold Selection User Selection _Uss Selection
Item Selection Call Number Selection Title Selec 177 Print Hold

Sorted by: call number v

user name

Schedule | Run Now (b) Save As Template | Cancel

Schedule New Reports S

Frequency: ASAP
Next run date:
Last run date:
Email to:
Do not email notices to recipients with email addresses
Suspended:
Place on list:
Notify owner: N
View type: Include results

Schedule a Display
| New Report | Scheduled Reports

Schedule New Reports : Display Finished Reports SEE

Y=E®

Display
Finished Reports

Close

Finished

Source Status  Comple...
lholdlist _JoK ___]7/28/20..8
List Onshelf Items with Local Holds:TES... pulllocal... OK 7/28/20...
List Onshelf Items with Local Holds:TES... pulllocal... OK 7/28/20...
List Onshelf Items with Local Holds:MAHS pulllocal... OK 7/28/20...
List Onshelf Items with Local Holds pulllocal... OK 7/28/20...
i e e i al o] @) 8 N

Report name

v

Onsh m aith | acal Haold a K
@ View  Print | Email (b) Remove... Ownership (g) Close
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23. View Result should be selected
24. Format Report should be selected
25. Click OK button

Schedule New Reports ¢ View Finished Reports.

Report to view: List Holds
OView log

MView result @

M Format report

@OK Change format || Cancel

26. List of items for students for that teacher(s) will open with the titles in call number order

by
Bill Morrison.

BLAIR, Tyler
7/28/2020

7/13/2020

796.62 GRA 14
photography,
Grant, Richard.

BLAIR, Tyler
10/26/2020

Know about drugs / by Margaret O. Hyde and Bruce G. Hyde

BMX action bike book /

Hold List

Produced Tuesday,

Hyde, Margaret 0. 1917-

20790950025066
NO NG

125
YES

copy:1

Richard "The Crouch" Francis].

20790950025066 125

July 28, 2020 at 3:02 BEM

USER NRME USER ID PRIOCRITY PLACED
EXPIRES

NOTIFIED NOTICES RECALL STATUS RESRV BAVAIL TYPE
CCMMENT SUSPENDED
UNSUSFENDED

AVATLABLE AVAILABLE EXP PICKUF LIBRARY

7/28/2020 8/12/2020 MAHS

©13.8 HYD 14 copy:l

; illustrated

7/13/2020
TITLE

[words, Richard Grant and Nigel Thomas ;

7/28/2020

The
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Step 3: Trap holds to make items them available for the user(s)
Iltems that have a status of AVAILABLE and have a hold attached will need to be ‘trapped’ so that the hold becomes

available for the student/teacher.

Display User

With an “Un-trapped” hold the status of the YT
hold is listed as (unavailable)

Name: Martin, Daisy
Id: 20790120010360
Homeroom:

Profile name: STUDENT1...

Identify user
User ID: 20790120010360

Summary Addresses Extended Info Bills Checkouts Holds Suspension Charge History

Total holds:1
Title Item ID Level Status Placed Pickup at Expires 3
Horse 307904400031... TITLE (unavailable) 7/28/2020 MAHS  10/26/2020

Display Display

this User (o)  Another User (dles

ay Usar

With a “trapped” hold, the status of the hold is s+ &#a

listed as (available) and is ready to be checked

out

Alerts

Name: Martin, Daisy
Id: 20790120010360
Homeroom:

Profile name: STUDENTL...

Identify user
User ID: 20790120010360

Summary Addresses Extended Info Bills Checkouts Holds Suspension Charge History

TTT:; et Item ID Level Status Placed Pickup at Pickup by Expires
Horse 307904400... TITLE (available) 7/28/2020 MAHS 8/12/2020 10/26/2020
',hil;‘tfl:lvﬁu) Anc?tirf:%ser (el
Print list of titles that have holds Holds Maintenance
Find the books on the shelves of your
library & Place Hold
In WorkFlows, expand the HOLDS & Display User Holds
MAINTENANCE wizard group sty Welido o Loy
Click on TRAP HOLDS " Remove User Hold
B Display Item Holds
s Display Title Holds
# Reorder Hold Queue
W Modify Holds for Item
% Remove Item Hold
& Place Blanket Hold
4
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5. Scan the barcode of the item(s)

6. The title will appear along with the
barcode of the user

7. Repeat until done

8. During Check Out, when you retrieve
the user account you will be notified
that there is a hold available

9. Click the OK button

10. The title of the available hold will
appear along the lower part of the
screen with a status of (available)

Trap Holds EREER
@
Identify Item -
Horse
Item ID: 30790440003168‘ e Current: 636.1 LOM
30790440003168

Items with trapped holds

Title Item Patron Route/Transit To
Horse 3079044000316@20790120010360 ... HOLDS

Trap Holds @ Clear List | Close
Check Out Items : User Alerts Display SREE
Alerts
Holds available: 1

SGLERBLIBSPMIA S

User Information

Name: Martin, Daisy Status: OK Library: MAHS

Profile name:  STUDENTL1... Amount owed:  $0.00 Available holds: 1

User categories: Y Overdues: o]

Homeroom: Privilege expires: NEVER

Identify user

User ID:20790120010360

Identify item

Item ID:

List of checkouts

Title Call number Item ID Date Due Billed Amount Pa... Type Set ID

Iv Holds:1 I

Title Item ID Level Status Placed Pickup at Pickup by Expires uspen... Uns
Horse 307904... TITLE (available) 7/28/2020 MAHS 8/12/2020 10/26/2...

Check Qut
To New User

Get User Check Out Item
Information To User

Close

The
Management
Council
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Step 3b (OPTIONAL): Trap holds to make items them available for the user(s)

using MobileStaff (formerly known as MobileCirc)
Items that have a status of AVAILABLE and have a hold attached will need to be ‘trapped’ so that the hold becomes

available for the student.
The benefits to using MobileStaff are that you do not need to print the list. You can take your laptop or mobile device
(iPad, mobile phone, etc) around the library to locate the materials and trap them at the same time.

Display User

With an “Un-trapped” hold the status of the AP F &S

hold is listed as (unavailable) Name: Martin, Daisy
Id: 20790120010360
Homeroom:

Profile name: STUDENT1...

Identify user
User ID: 20790120010360

Summary Addresses Extended Info Bills Checkouts Holds| Suspension Charge History

Total holds:1
Title Item ID Level Status Placed Pickup at Expires 3
Horse 307904400031... TITLE (unavailable) 7/28/2020 MAHS  10/26/2020

Display Display

this User (o) | Another User sz

With a “trapped” hold, the status of the hold is 3+ ¢zs
listed as (available) and is ready to be checked Alerts

Name: Martin, Daisy
out Id: 20790120010360
Homeroom:

Profile name: STUDENTL...

Identify user
User ID: 20790120010360

Summary Addresses Extended Info Bills Checkouts Holds Suspension Charge History

Total holds: 1
Title Item ID Level Status Placed Pickup at Pickup by Expires
Horse 307904400... TITLE (available) 7/28/2020 MAHS  8/12/2020 10/26/2020
Display Display
this User (o)  Another User Elizz
. Page | 11 Circulation — Holds
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1. Loginto MobileStaff
2. Click on HOLDS PULL LIST

3. Click the ONSHELF ITEMS button

4. List of items will appear in call number
order

5. Find the books on the shelves of your
library

6. When you locate and item, click the
Triangle for the title

) MobiteCire
< c

i Apps fP SharePoint
Check Out
Check In
Renew by User
Renew by Item
In-house Use

Item Status

x

@ na3.besirsidynienet/mobilacirc/bc/en-US/indexhtmi#checkou

® Confluence

ar

ma v BHE»Q :

General

s Slack NFGhio LGCA ACCESS NOACSC_WOCO led New Google »

Check Out [0]

User ID ‘ =

Start User Search

Barcode Title Due Date

Holds Pull List

Holds by User

Inventory
Deselect
Add User
Modify User

Setup

Check Qut
Check In
Renew by User
Renew by ltem
In-house Use
Item Status

Holds Pull List

Holds by User

Inventory
Deselect
Add User
Modify User
Setup

Help

About

Holds Pull List (0]

Library

Current Location All Locations v

Item Types All Item Types b

e Onshelf Items

745 COW

Dragons and fantasy

796.62 GRA 14

BMX action bike book / [words, Richard Grant and Nigel Thomas ; photography. Richard “The Crouch” Francis]

AVAILABLE

" The
Management
Council

Ohio Education Computer Network
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7. Click the button TRAP HOLD button
510.21 BEY REF.R

CRC standard mathematical tables

Beyer, William H., ed.

30790000186213 NONFICTION AVAILABLE
20790950031874 COOKE, Courtney

Trap Hold o

Delete Request

Mark Missing
QK
8. The hold has been trapped
9. Click the OK button to return to the list Hold
Call # 510.21 BEY REF. R
Title CRC standard mathematical tables
Author Beyer, William H., ed.
User ID 20790950031874
Name COOKE, Courtney

Pickup Library MAHS

OK

10. Repeat as needed Check Out e -

Check In

Library MAHS v
Renew by User
Renew by ltem Etuebizas All Locations v
In-house Use T

LEDWE All ltem Types v
Item Status

Holds Pull List Onshelf items

Holds by User
510.21 BEY REF.R

Inventory
Deselect
Add User
Meodify User
Setup

Help

About

hitps://e3 be sirsidynix.net/mabilecirc/bc/en-US

Check Dut Items : User Alerts Display SNE=E

11. During Check Out, when you retrieve
the user account you will be notified Alerts
that there is a hold available hleldsaraioleat
12. Click the OK button

Circulation — Holds

" The
Management
Council
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13. The title of the available hold will
appear along the lower part of the
screen with a status of (available)

Check Out Ttems

FEY R T T Nl

User Information

Name: Martin, Daisy Status: OK
Profile name:  STUDENTL... Amount owed:  $0.00
Overdues: 0

User categories: Y.

Homeroom: Privilege expires: NEVER

Identify user
User ID: 20790120010360

Identify item

Library: MAHS
Available holds: 1

Item ID:

List of checkouts

Title Call number Item ID Date Due Billed Amount Pa... Type Set ID
||~ Holds:1

Title Item ID  Level Status Placed Pickup at Pickup by Expires uspen... Uns

Horse 307904... TITLE (available) 7/28/2020 MAHS 8/12/2020 10/26/2...

Check Out Item
To User

Get User
Information

Check Out

To New User Cless

" The
Management
Council

Ohio Education Computer Network
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Step 4 Optional: Run a report of students with holds ready for pickup/checkout

After trapping the holds you can run a report for a list of students that have items available and ready for checkout.

The report “Users with Available Holds” lists multiple students on one page that have holds that have been pulled and
trapped. With more than one user per page this report will save on paper if you print the list.
e |t does not have the ability to report only 1 teacher/room.

The report “Hold Pickup Notices” allows you to generate a list of users that have holds available for pickup/checkout
and limit the results to one teacher/class. The report prints one student per page.

e Able to limit results to only 1 teacher/room

Users with Available Holds
1. Go to Reports and Notices wizard

group
2. Click on Schedule New Reports

3. Gotothe ITC CUSTOM tab
4. Locate and select the report “Users
with Available Holds”
5. Either
Double click on the report
Or
Click Setup & Schedule button

6. Go to the USER SELECTION tab
7. For Library click on the gadget

Report and Notices

Report Session

& Schedule New Reportse
%3 Scheduled Reports
Finished Reports

Schedule New Reports : Display Template Reports BEE

EEE

My Copies My Inventory My Notices My Reserves My Statistics My Titles Patron
All Reserves Al isti allTitles Bibliographic Circulation My Circulation
Templates INFE@IM ITC Custom BA|l Circulation All Items All Inventory All Notices

Report name » Source
oy

L suun stawsiunwuar

OH Overdue Desk List
OH Titles with no copies

userswoverdues
titlesnocopies

Process Long Overdue Items, Retain B... ctslongoverdue
Reduce Hold Range to LIBRARY
Suspend Active Unavailable Holds
Unsuspend Holds

sysgroup2lib
suspendhold
unsuspendhold

Users with Available Holds 4 holdsavailable
Waive Selected Bills waivebills .
Setup &

Schedule View Modify Copy Remove... | Ownership (b) | Close (g)

Schadula Naw Raparts : Schaduls Usars with Available Holds

Basic Style S (5] User Selection |User Status Selection Sorting Print User
Library: o
@

User profile:
Grade:

Job Title:
Language:
Gender:

Internet Use:
User category 6:
User category 7:
User category 8:
User category 9:
User category 10:
User category 11:
User category 12:

EC R R N T R R e e

Schedule | Run Now (b) | Save As Template | Cancel

Ohio Education Computer Network
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8. Select your library

9. Click the arrow

10. Move it to the LIST SELECTED column
11. Click the OK button

12. For User Profile click on the gadget

13. Select the profile(s) of your students

14. Click the arrow

15. Move them to the LIST SELECTED
column

16. Click the OK button

Sadoet oy

@Includes selected policies
JExcludes selected policies
© Contains invalid policy
©Contains no policy
List to choose from
DISTRICT
O I —
MAKIM
MAMS
MANM
MARB
TESTOL
TESTO2
TESTO3
TESTO4
TESTOS
TESTO6
TESTO7
TESTOB
TESTOS
TEST10

List selected

@ MAHS

et

OK  Cancel

Schedule New Reports : Schedule Users with Available Holds

Basic Style Sheet User Selection User Status Selection Sorting Print User

Library: /NG5
User profile:
Grade:
Job Title:
Language:
Gender:
Internet Use:
User category 6:
User category 7:
User category 8:
User category 9:
User category 10:
User category 11:
User category 12:

& 4] (¢ [& (@ (4] @ 4] & @ 9 elel@
o
i

Schedule | Run Now (b) | Save As Template Cancel

oot Usor protis

@ Includes selected policies
 Excludes selected policies
©Contains invalid policy
1Contains no palicy

List to choose from
STAFF
STUDENT1
STUDENT2
[STUDENT3
STUDENT4
[STUDENTS
STUDENT6
SVA
TECH
WDISTRICT
WEBSERVER
WEEDED
WMAHS
WMAKIM
WMAMS
WMANM
WMARB
WTESTOL

wreeTAs

List selected
STUDENT1
STUDENT2
STUDENT3
STUDENT4
STUDENTS
STUDENTE

=
k=

OK  Cancel

. Management
.Council
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17. OPTIONAL For Grade click on the
gadget

18. OPTIONAL Select the Grade(s)

19. Click the arrow

20. Move them to the LIST SELECTED
column

21. Click the OK button

22. Click the RUN NOW button
23. Click the DISPLAY FINISHED REPORTS
button

24. Select your report when it appears
25. Either

Double click on the report

Or

Click the VIEW button

Schedule New Reports : Schedule Users with Available Holds
Basic Style Sheet User Selection User Status Sele

Library: MAHS

User profile:iINT4|STUDENTS|STUDENTG/®
Grade: |

Job Title:
Language:
Gender:

Internet Use:
User category 6:
User category 7:
User category 8:
User category 9:
User category 10:
User category 11:
User category 12:

@@@@@@@@@@@E

Eedant s nda
@Includes selected policies
Excludes selected policies
©Ceontains invalid policy

©Contains no palicy

List to choose from List selected
01 - é 09

02

03

04

0s

06

2
e 5 )

12

ADULT
COMMUNITY
FACULTY
GRADUATE
KG

KG-A

OK | Cancel

Schasule New Raports
Frequency: ASAP
Next run date:
Last run date:
Email to:
Do not email notices to recipients with email addresses
Suspended:
Place on list:
Notify owner: N
View type: Include results

Schedule a Display Display Close
New Report | Scheduled Reports | Finished Reports

Finished Reports : Display Finished Reports Sl

Y=wEF

Finished

Report name Source Status Complete...

:

Users with Available Holds
List Holds holdlist OK 7/28/202...
List Onshelf Items with Local Holds:TEST... pulllocalh... OK 7/28/202...
List Onshelf Items with Local Holds:TEST... pulllocalh... OK 7/28/202... .

@View Print = Email (b) Remove... Ownership (g) Close

Ohio Education Computer Network
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Finished Reports : View Finished Reports e

26 VIeW RESUIt ShOU|d be se|ECted Report to view: Users with Available Holds
27. Format Report should be selected CView log
28. Click OK button “View resul

M Format repo

@ OK | Change format | Cancel

29. The report will open with a list of students that match your request that have a hold available for checkout
Available Holds List

Produced Wednesday, July 29, 2020 at 3:13 PM

BLAIR, Tyler

id:20790950025066 alt id:95002506 library:MAHS
*Holds:2
613.8 HYD 14 MAHS

Know about drugs / by Margaret O. Hyde and Bruce G. Hyde ;
illustrated by

Bill Morrison.

Hyde, Margaret ©O. 1917-

CALHOUN, Ryan

id:20790950025454 alt id:95002545 library:MAHS
*Holds:1
599,735 CLA 14 MAHS
Reindeer.

Clarkson, Ewan.

CHAPMAN, Jennifer

id:20790950024697 alt id:95002469 library:MAHS
*Holds:1
613.69 MCM 14 MAHS

The complete wilderness training book / Hugh McManners.
McManners, Hugh.
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Step 4 Optional: Run a report of students with holds ready for pickup/checkout

After trapping the holds you can run a report for a list of students that have items available and ready for checkout.

The report “Users with Available Holds” lists multiple students on one page that have holds that have been pulled and
trapped. With more than one user per page this report will save on paper if you print the list.
e |t does not have the ability to report only 1 teacher/room.

The report “Hold Pickup Notices” allows you to generate a list of users that have holds available for pickup/checkout
and limit the results to one teacher/class. The report prints one student per page.
The report can be run to email the student. If your school uses Gmail for the students and staff, and you want to
email the student/teacher, you will want to test this report. Some schools are set up to not allow outside emails
delivered to students. As this email will be sent from the library server, it is considered an “outside email.”

e Able to limit results to only 1 teacher/room

Hold Pickup Notices
1. Go to Reports and Notices wizard

group
2. Click on Schedule New Reports

Report and Notices

Report Session

& Schedule New Reportse
% Scheduled Reports
Finished Reports

3. Gotothe ITC CUSTOM tab
4. Locate and select the report “Hold
Pickup Notices”
5. Either
Double click on the report
Or
Click Setup & Schedule button

schedule New Reports : Display Template Reports

e

My Inventory My Notices

My Reserves

My Statistics My Titles  Patron

All Statigti A le Bibliographic  Circulation = My Circulation My Copies
INFOhig| ITC Custom ¥ 8circulation All Items All Inventory All Notices All Reserves

Report name »

Edit Hold Range to GROUP
Extend Due Dates by a Number of Days

Extend Hold Range to SYSTEM libgroup2sys
Hold Pickup Notices 4

Source
libsys2group
slideduedate-

Management
*%, Council

Ohio Education Computer Network
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schedule New Reports : Schedule Hold Pickup Notices

6. Go to the USER SELECTION tab

. . Print Separate Reports For Each Libra ilir
7. For lerary click on the gadget Basic Hold Selection Item Selecti User Selection b

Library: |
User profile:
Grade:
Job Title:
Language:
Gender:
Internet Use:
User category 6:
User category 7:
User category 8:
User category 9:
User category 10:
User category 11:
User category 12:
Teacher:

Birth Date: £

Addvmmnd mmbms -y

e
|~

LN E e T T I T R R R

Schedule | Run Now (b) Save As Template | Cancel

Sadoet Gy

8. Select your library
9. Click the arrow

@Includes selected policies
2 Excludes selected policies

O Contains invalid policy

10. Move it to the LIST SELECTED column comams e ey —_—
MAKIM
MAMS
MANM
MARB
TeaToz (0]
TESTO3 =i
TESTO4 o=
TESTOS
TESTO06
TESTO7
TESTO8
TEST09
TEST10
OK Cancel
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12. For TEACHER click on the gadget

13. In the box labeled “Enter String” type
the teachers name as it appears in
WorkFlows
If the teacher name is in all capital
letters in WorkFlows, then you will
need to enter it in all capital letters.

14. Click the ADD button

15. The name will appear in the “List
Selected” box

16. Click the SAVE button

Note: You can add multiple teachers. Repeat
steps 13-15 as needed

Schedule New Reports : Schedule Hold Pickup Notices -

Print Separate Reports For Each Library = Produce Mailing Label
Basic Hold Selection Item Selection User Selection Hold Notic

Library: [\{f\55

User profile:
Grade:

Job Title:
Language:
Gender:

Internet Use:
User category 6:
User category 7:
User category 8:
User category 9:
User category 10:
User category 11:
User category 12:
Teacher:

7]
g

%@@@@@@@%@@@@@%

2

Schedule | Run Now (b) ‘ Save As Template ‘ Cancel

Gadget : String List = B

® Contains O Not contains

Enter String: CRAIGO @
List selected
CRAIG

@ Add (o) | Save Remove @ Cancel

The
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schadule New Reports 1 Schadule Hold Pickup Notices

17. Go to the HOLD NOTICE tab

Print Separate Reports For Each Library Prod ailing | ahe
18. To combine multiple holds for the Basic  Hold Selection Item Selection  User Se'ectiﬁ

same student/user on the same report

® ZCombine Notices

I Library address on notice

. “ .
add a CheCk n the bOX Comblne [OUse Library Address in Patron Record

NOtices” Select 'Sent-From' Library:

Library address: ® Primary ©Address 1 O Address 2 OAddress 3

O Salutation on notice

OAlternative hold ID on notice

O Count as a notice sent

Message 1: =0, 1stpickup
Message 2: >0,2ndpickup
Message 3:
Message 4:
Message 5:

® @@ o e

Output format: ® Standard O Pipe Delimited O XML

Schedule  Run Now (b)

schedule New Reports : Schedule Hold Pickup Notices

19. OPTIONAL: “Count as a notice sent”
Place a check mark here to limit the
number of times this report can be
printed or emailed for this title for this

Print Separate Reports For Each Library
Basic Hold Selection Item Selection

Save As Template Cancel

MCombine Notices

HLibrary address on notice

SEE

Produce Mailing Labels
User Selection Hold Notice

user. OUse Library Address in Patron Record

Select 'Sent-From' Library: v
If you plan on printing out these Library address: ©@ Primary OAddress 1 O Address 2 OAddress 3
notices to put in the books so that you LlE=ltakiopfchiatics

know who to deliver them to, it is
unlikely that you will need this option

O Alternative hold ID on notice

OPTlONAL @ OCount as a notice sent

Message 1: =0, 1stpickup ®

and you can leave it blank. Message 2: >0,2ndpickup %

Message 3: k2

. Message 4: k2

20. For paper only copies of the report, Message 5 =
click the RUN NOW button and Output format: ® Standard O Pipe Delimited OXML

continue with step 25
or

21. OPTIONAL To send email notifications
click the SCHEDULE button

OPTIONAL Send email

Schedule  Run Now (b)

IDEA: Before clicking the RUN NOW button,
consider the “Save As Template” option and
save a copy of this report set up for each
teacher.

Save As Template

Cancel
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Schedule New Reports : Schedule Hold Pickup Notices

22. Place a check in the box “Auto email to
Report name: Hold Pickup Notices

recipients with email addresses in their Schedule
patron record” ®@ASAP OOnce ODaily OWeekly ©Monthly

23. Change the subject line as desired
24. Click SCHEDULE button

Printing/Distribution
MSave to Finished Reports Wizard
OEmail to Individual(s) & Format

Email Language:|English

MAuto email to recipients with email addresses in their patron record

Email Subject Line: Library notice
Reply to: v

Schedule | Change format Cancel

Schedule New Reports e

25. Click DISPLAY FINISHED REPORTS ey oA

button Next run date: 08/03/2020,16:03
Last run date:
Email to:
Auto email to recipients with email addresses in their patron record
Suspended:
Place on list: Y
Notify owner: N
View type: Include results

Schedule a Display Display Close
. New Report | Scheduled Reports  Finished Reports

Schadula Naw Reports : Display Finishad Reports

26. Select your report when it appears e
27. Either Finished
DOUble C“Ck on the I’EDOI’t Report hame Source Owner Status  Compl...

Users with Available Holds holdsav MAHS K] OK 7/29/2..

List Holds holdlist MAHS_KJ OK 7/28/2..

List Onshelf Items with Local Holds pulllocal... MAHS_KJ OK 7/28/2..

List Onshelf Items with Local Holds:MAHS pulllocal... MAHS_KJ OK 7/28/2..

Llst Onshelf Items W|th Local Holds:TEST.. puIIIocaI . MAHS_K]J 7/28/2..
On : 8

Or
Click the VIEW button

@ View Print  Email (b)  Remove.. Ownershlp (g) | Close
28. View Result should be selected T T TR —]
29. Format Report should be selected Cview log

30. Click OK button oview resutt €

¥ Format report

Report to view: Hold Pickup Notices

For which recipients do you want to select notices?
@All
OOnly those with email addresses

OOnly those with no email addresses

@ OK | Change format  Cancel

31. Notices will open ready to print, one page per student
If you selected to combine notices, then all items for a user will be on the same page
If you did not combine notices, then each item will print on a new page
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Thursday, July 30, 2020 One Notice Per Item Sample Thursday, July 30, 2020 Combined Notices Sample
Test High School Test High School

Tyler BLAIR Tyler BLAIR
"PICKUP NOTICE" "PICEKUF NOTICE"
The item you requested is available for pickup from the The item you requestsd is availabls for pickup from the
Library. Contact the Circulation Desk to check out the Library. Contact the Circulation Desk to check out the
item. item.
Thank you. Thank you.
1 Enow about drugs / by Margaret O. Hyde and Bruce G. Hyde ; 1  Rnow about drugs / by Margaret O. Hyde and Bruce G. Hyde ;
illustrated illustrated
by Bill Morrison. by Bill Morrisecn.
Hyde, Margaret O. 1917- Hyde, Margaret 0. 1517-
call number:613.8 HYD 14 copyil coll number:6l3.8 HyD 14 copy:l
hold pickup library:Tesk High school hold pickup library:Test High School
2 BMX action bike bock / [words, Richard Grant and Nigel Thcmas ;
photography, Richard "The Crouch" Francis].
Grant, Richard.
call number:796.62 GRA 14 copy:l
Pickup by:8/14/2020
hold pickup library:Test High School

Step 5: Check out materials to users
Check out items to user using WorkFlows, MobileStaff or BLUEcloud.
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The Remove Item Hold wizard guides you through the process of removing a hold placed on an item.

1.
2.

INFOhio Symphony Handbook
Remove Item Hold

INF®@hio

HIC'S Prek-12 DIGITAL LIBRARY

Remove Item Hold

Click on Holds Maintenance Group.
Click on Remove Item Hold.

% Fetnove ttem Hold

Remove Item Hold screen displays.
Scan in the barcode or use the Item Search helper.
If a list displays, select your item and Click Remove Holds button.

Remove Item Hold screen displays.

Remowve kem Hold

=

Harry Potter and the Order of the Phoenix § Rowling, J. K.
FIC ROWY  Copy:l IC:32620000195211

Click in the check
box next to the item

you wish to remove. Ieertify fiem

tem ID: 326200001 95211

i Li=t of Holds
Click Remove Holds

Select Al
button =
Rermove User I Uszer Mame Lewvel Reserve Status Suspended
22620000655, JONES, ASH... COPY M

A _[TITLE T

funavailable)

(unavailahle)

Select from options: Get ttem

Infarmation

Femove
Halds

Rermowve Holdz
for Another fem

Close

Note: For more detailed information or specific questions, use HELP wizard.

Last Updated Summer 2018
Page layout created and text abridged by INFOhio from SirsiDynix
documentation. Copyright © 2018, SirsiDynix. All Rights Reserved

INFOhio is Optimized by the M Council.

9

Circulation — Holds pg 1




INF®hio

OHIO'S Prak-12 DIGITAL LIBRARY

INFOhio Symphony Handbook
Place Hold

Place Hold

The Place Hold Wizard guides you through the process of placing holds on library materials.

1) Click on Holds Maintenance Group
2) Click on Place Hold Wizard

3) Locate the appropriate User

4) Type or scan Item ID or use ltem
Search helper.

% Place Hold

Place Hold

6 &% @ A4 P m

User Information

Name: JOMES, ASHELY (L) Status: Ok

Homeroom: 307-CARLESS Owverdues: a

Profile name:  STUDENTL... Amount owed: BIRTHDATE: 1987-11-17
Library: LMHS ... Available holds:

User categories: v

Itemn information

Privilege expires: 6/30/2007

(4)

5) Accept the Hold Information defaults or [~ \_/
make your selections.
a) Click Pickup Library and select the Hold 1nfo @
|ibrary code. Pickup at: ErE - Expires: 08/23/2005
H . H Comments:
b) Explres CIICk the gadget and ) Date suspended: Date upsyspended:
select the date for the hold to expire. - N @
C) Comments may be added- Se Level: © Copy O Tite O allow Recall & No Recall (O Recall now (RUSH)
d) Use the Date Suspended and Date I Range: () Library O Group O System ’ ’ .
unsuspended to clear a hold for a o
. [ make hald first in queue
date range and then reinstate hold.
e) Level/Range - Titls Author Call number
i) Click Copy for a specific item to :
be placed on hold.
i) Click Title for the first available
copy of the title to be placed on ——— e
hOId EH’Q;"&&ETWS Potter and the g 6 ire Price: ) $25.95 item group:  FICTION
R il - \ ) Shelf !Dcatlnn: AVAILABLE I:urre_nt location: CHECKEDOUT
f) Recall status - recall checked out Sl FiC Row- e ’ g o W it S
. Wl 32620085134758 - 1 - FICTION - INTRANSIT : i :
Item. il 52620065135136 - 2 - FICTION - AVAILABLE ?::: I?:: [ahra:ge:d' ?ﬁ@gg: 7:00 E:::cu;u?:erm ngefnznnnnnsmm
|) A”OW = Fﬂﬂlﬁﬁﬁﬁzﬁ?ﬂééﬁ?ﬁuus L FICTION - AVAILABLE D_ate‘?r{u:ntngri:d:d. 5;24;2005' Tnt:l check,;lut.s: 4/ g
”) NO Reca” (Default) - !IF!jll!flzsig\zmoaergv;r;zu - 1- FICTION - AYAILABLE
iii) Recall Now (Rush)
g) Make first in queue
< /7\‘ 3 (¢ b
6. If list of titles displays, select the (S T
desired title, then select the desired item.
NOTE: If placing a TITLE hold, selecting one item will suffice,
the hold will be effective on all items on the TITLE.
(8)
i N
7. Click Place Hold on Selected Item. GetUssr  Getl Place || Placetold ||
Information Information Hold for Another User pse

8. If aTitle hold is placed, Click Place Hold.

NOTE: By default, the system will only let you place holds on books that are not on the shelves (can

be overridden.

NOTE: For more detailed information or specific questions, use HELP wizard.

Last Updated Summer 2018

Circulation — Holds pg 1

Page layout created and text abridged by INFOhio from SirsiDynix
documentation. Copyright © 2018, SirsiDynix. All Rights Reserved
INFOhio is Optimized by the Management Council



INF®hio

OHIOS Prek-12 DIGITAL LIBRARY

INFOhio Symphony Handbook
Display User Holds

Display User Holds

The Display User Holds wizard guides you through the process of displaying all holds placed by a specific
user. This wizard is useful when a user asks if any of the holds are available.

e

Click on Holds Maintenance Group.
Click on Display User Holds Wizard.

Display User Holds screen displays.

3. Select the appropriate
user.

4. Review information in
the Holds section of
the screen.

5. Select from options:

@ Dizplay User Holds

Dizplay User Hold=s

8 &

User Information

Matne:

Homeroom: 354

Profile name: STUDEMTT ...

Libraty: LMHS...

Uzer categories: v

Idertify uzer

Uszer |D: 22620000620335 @

Hold= @

Total holcs:1
Title:

Harry Potter and the gohlet offire  32620000186798 COPY

Status: 80,4
Owerdues: i]
Atnount oveedd: EBIRTHDATE: 1935-02-01

Available holds: 0
Privilege expires: BS30/2006

ftetn 1D = Lewvel Status Flaced Fickup

ley 7113120

Expires
T4

b=

Dizplay This
Uzer's Holds

Dizplay Another

U=zer's Halds

Close

Note: For more detailed information or specific questions, use HELP wizard.
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Modify Holds for User

The Modify Holds for User wizard guides you through the process of modifying a user's holds. This wizard
also allows you to add comments about a user's hold.

Click on Holds Maintenance Group.
Click on Modify Holds for User Wizard. ﬁ Modify Holds for User

Modify Holds for a User screen displays.

Select the approprlate todify Holds for User - 0O

user. }ﬁ &}

The Modify Holds for

User Information

User screen identifies Marme: SMITH, MANEEKA (T) - Status:
. Hatmer oot Cverdues: u]
the user and dlsplays a Profile name: Arournt cuved: BIRTHDATE: 1988-02-01
I|St Of hOIdS placed by the Library: Available holds;
User categories: NOME
user.
ldertify Lzer
Click in the check box User |D: 226200006520335
next to the title you will
modify. List of Halds
. . [ select &1l
Click the Modify button. 4
Moy Title: Pickup ' Pickup  Expires  Status » Cormmel Record Suspen Unsusp

Harry Potter and the goblet of fired.. |LMHS -

.| (unavailahle)

Modify Holds for User: (student) screen displays.

You may modify the following
information.

e Pickup Library

e Expires (expiration date)

e Date Suspended (suspend
hold dates for a period of
time)

e Date unsuspended

e Comment (Add, Append,
Replace, or Remove
comment)

Click OK to save changes.

Select from options:

Fodity Hald=s for User @ ShITH, MANEEEATT) - U

Modify Holds Fields

Pickup at LU v |Expires: 077212005

Date suspended: Date unzuspended:
| Cornrnent: @ Append O Replace O Retnove

Second Regquest far this bu:uok.|

et Uzer
Infarmation

hodify Another

Uzer's Holds Closs

Madify ‘

Note: For more detailed information or specific questions, use HELP wizard.
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Remove User Hold

The Remove User Hold wizard guides you through the process of removing holds placed by a specific
user.

1. Click on Holds Maintenance Group.
2. Click on Remove User Hold Wizard. ﬂ Remove User Hold

Remove User Hold screen displays.

Rermowe User Hold - 0

8 &

3. Select the
H User Infarmation

appropriate user.
ame: SMITH, MANEEKA () Status: on
Hormeraorm: 354-TUCKER Overdues: 1]

Remove User Hold Profil name:  STUDENTA.. Amount oved: BRTHDATE: 1885-02-01

screen displays. Liarary: LMHS... Awvaisble holds: 0
=er categories: % Privilege expires: 6/30/2006
Icderitify Lizer

4. Click in the check
box next to the title
you will remove or

Uzer |0 22620000520335

click on Select All List of Holds
to choose all titles. [ Select &
Remove Fezerve Status Suspended Unsuzpended

il

{unavailahle)

5. Click the Remove Holds button.
Holds will be removed and the screen returns to the lookup user for remove holds.

6. Select from options: Get User Remove Remove Holds -
Infarmation Hold=: for Another Lser nee

Note: For more detailed information or specific questions, use HELP wizard.
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Display Title Holds

The Display Title Holds wizard guides you through the process of displaying a list of all holds placed on a
title.

1. Click on Holds Maintenance Group.

2. Click on Display Title Holds. % Dizplay Title Holds
DISplay Tltle HO|dS Item Display Title Holds : kem Search = 0 =
Search screen displays. $ [ == @
Search for: hd
3. Type inthe Search ndex  [Title M
for. bOX the teXt for your Library: Full access to all libraries ﬂ @' Keyward
. OB
search. Currert:  Harry Potter and the goblet of fire --- FIC ROW -—- I 326200001 55735 o E;:\;SE
Description | Sall Murnberttem
= E Faweling, J. K. - Harry Potter and the Chamber of Secrets
4. If alist displays, select your item and 3 iy Fl'lﬁlﬁ'- T ——
Click OK. @ 110526200001 93034 - 1 - FICTION - CHECKEDOL
Display Title Holds - o x
2 H
Harry Potter and the Chamber of Secrets { Rowding, J. K.
Total number of tems: 1
i i . Total holdable tems: 1
Display Title Holds screen displays. Total e lsvel holds: 1
Total system range holds: 0
Total group range holds: 0
Total lilbrary range holds: 1
List of Holds
Uszer T User Matne Rahge Status Placed Pickug by Expires Suspended | Unsuspended
226200007, SMITH, DAVID (J.) LIBRARY  (unavailab.. 71472005 FI20f2005
Display Ttem Holds : Detailed Hold Count - 0 =

@ 3

. i i Harry Potter and the sorcerer's stone / Rowling, 1, K. -
NOTE: Cllqk on the Detallgd I_-lold pary Pomerend ihe sorcerer s ore 9
Count helper to view counts of this title
and current holds for your library or

Selection Criteria

. d b Level: O Copy O volume & Title
vibrary: | -
entlre ata ase For: O My library O My group & all
counters
I f - . Total title level holds: 2
5. Se eC'[ rom Optlons Total holdable items: 4
Total number of items: &
Total holds far my users: 2 Total holdable items owned by my library: 2
Tatal halds for users in my group: 1] Tatal holdahle items owned by my group: 4
" Total holds remaining within the system; 0 Total holdable items within system: 4
Display Another el
. T (b i
Title's Hold= List of Halds
User ID User Mame Range Status Placed Pickup by | Expires Suspended Unsuspends
22620000.., SMITH, EA... LIBRARY {unavaila. . 2/2/2006 2/3/2006
22620000, ADAMS, T... LIBRARY  (unavalla,, — 2/2/2006

Close

NOTE: For more detailed information or specific questions, use HELP wizard.

Last Updated Summer 2018 Circulation — Holds pg 1

Page layout created and text abridged by INFOhio from SirsiDynix
documentation. Copyright © 2018, SirsiDynix. All Rights Reserved
INFOhio is Optimized by the Management Council



INF®hio

OHIOS Prek-12 DIGITAL LIBRARY

INFOhio Symphony Handbook
Display Item Holds

Display Item Holds

The Display Item Holds wizard guides you through the
title.

1.

process of displaying a list of all holds placed on a

Click on Holds Maintenance Group.

2. Click on Display Item Holds.

@1 Dizplay tem Halds

Display Item Holds: Item Search screen displays.

Display tem Holds : tem Search

. - 0 x
3. Type in the Search for: box the text " T
fOf yOUI’ SearCh Search for. harry potter o~
Index: Title: ﬂ Type:
Library: Full access to all ibraries ﬂ @' Keyward
OEerse
Current: Harry Potter and the goblet of fire - FIC ROWY - 100326200001 86798 O Evart
= |= rowiing, J. K. - Harry Potter and the Order of the Phoenix
L . . = By Fic Row - LMHS
4. If alist displays, select your item and Click 2500000195211 - 1 - FICTION - CHECKEDOUT
OK.
Display tem Holds E=]
2 H
. B Harry Potter and the Crder of the Phoenix / Rowling, J. K.
Display Item Holds screen displays. FIC RO, Copy:L.... D:326200001 85211
Identify tem
ftern IO &
List of Holds
Holdz: 2
User ID Uszer Mame Level Status Placed Pickup by Expires Suspended Unsuspencded
226200006, JONES, AS.. COPY {unavailahley 32005 292005
22 ... BMITH, JON... TITLE ur e 71412005
E . . isplas m Holds : Detailed Hold Coun - O x
NOTE: Click on the Detailed e
Hold Count helper to view counts of

this title and current holds for your

Harry Potter and the sorcerer's stone / Rowling, 1, K,

PBFIC ROW Copy:2

ID.TESTERLZ

library or entire database.

Selection Criteria

counters

Total title level halds:
Total holdable items:
Total number of items:

5. After you have viewed holds
placed on an item, you can
select one of the following

Total holds for users in

. Total holds remaining within the system: Total holdabkle items within system: 4
steps:
List of Holds
User ID User Hame Range Status Placed Pickup by  Expires Suspended Unsuspends
Display This Display Another ol 2/2/2006 2/3/2006
- aze .
tetr's Holds terr's Holds LIBRARY 2j2/2006 v

cibrary: |

Total holds far my users:

Level: O Copy O valume &) Title

O My library O My group & Al

For:

Total holdabkle items owned by my library: 2

Total holdable items owned by my group: 4

2
4
5]
2
my group: a
o

Close

NOTE: For more detailed information or

specific questions, use HELP wizard.
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Modify Holds for Item

The Modify Holds for Item wizard guides you through the process of modifying a hold placed on an item.

1.
2.

Click on Holds Maintenance Group.
Click on Modify Holds for Item.

W madity Holds for tem

Modify Holds for Item: Item Search screen displays.

Scan in the barcode or use the Item Search helper.

If a list displays, select your item and click OK.

Modify Holds for Item screen displays.

todify Holds for ke

8

CI | c k in the CheCk bOX Harry Patter and the Crder of the Phoenix § Rowling, J. K.

FIC ROV Copyed

10 326200001 95211

next to the item you

wish to modify. Ieertity tem

List of Hold=

et ID: 32620000195211

hodify User ID Pickup at Pickup by Expires Status Cornrnert Record Suspended | Unsuspended
O LMHS NEVER 82902005 {u i HEVER HEWER
|:| LMHS MNEVER MNEVER MNEVER
Modify Holds for Item screen displays.
Madify Haolds for tem - 0O =
You may modify the following
. . Modify Holds Fields
information.
Pickup at: LI  |Expires: 07 r27 72005
° PleUp Library Date suspended: Date unsuspended:
Expires (expiration date) cammert: (3 Append O Replace O Remove
e Date Suspended (suspend hold
dates for a period of time)
Date unsuspended
o Comment (Add, Append,
Replace, or Remove comment)
Click OK
Select from options: cet e Moclif Moty Anctiier Cl
P ' Information neiry ftern's Holds nee

Note: For more detailed information or specific questions, use HELP wizard.
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Reorder Hold Queue

The Reorder Holds Queue wizard allows you to re-order the hold queue for a title and move a hold or
group of holds up or down in the queue. Only available holds can be reordered by this wizard.

1. Click on Reorder Hold Queue. i Reorder Hold Queue

Reorder Hold Queue screen displays.
2. Scan in the barcode or use the Item Search helper.
3. If alist displays, highlight the title and click OK.

Reorder Hold Queue screen displays.

Reorder Hold Queue -

B

Air spy i the story of photo intelligence in World war II / Babington Smith, Constange, 1912-

User ID User Name Range Placed Pickup at Expires Suspended Unsuspended
226140%58269400  VALENTIME, Mor... LIBRARY 723 /2010
22614001250572  SMITH, Cole LIBRARY 7/23/2010

4. To reorder a hold or group of holds, highlight the hold line(s) by clicking the line (drag the cursor
down to select multiple lines), right click on the item(s) that you wish to move and select Cut.

Reorder Hold Queue

2

Air spy ; the story of photo intelligence in World War IT / Babington Smith, Constance, 1912-

ser ID ser Mare Range Placed Pickup at Expires
22614055269400  WALENTIME, Mor... LIBRARY 72172010 FNHS 7f23fz2010
22614001250572 SMITH, Cole LIBRARY 772172010 FNHS 7i23/2010
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5. Highlight the hold line where you wish to insert the hold(s), right-click, and select Insert Row
Before or Insert Row After. The information that you cut and inserted should now be
reordered within the Hold Queue.

Reorder Hold Queus

8

Al spy ; the story of photo intelligence in World War IT / Babington Smith, Constance, 1912-

User ID » User Marme Range Placed Pickup at Expires

R ———<
Insert Row Befo

re J 0
AR FA2L/2010 FNHS 772342010
Insert Row After | 0 ohemesEe

® e

Note: For more detailed information or specific questions, use HELP wizard.
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Place Blanket Holds

The Place Blanket Hold wizard is used to place blanket holds on library materials. A blanket hold is a
single hold placed on multiple titles or items, and requires a specified number of items be available before
the hold is considered filled.

The Place Blanket Hold wizard allows you to select up to 50 items and/or titles for a blanket hold. You
must specify a blanket hold expiration date and how many copies must be made available for the blanket
hold to be considered filled. You can distribute available copies immediately to patrons instead of waiting
until all of the requested copies are available to fill the blanket hold.

1. Click the Holds Maintenance group wizard. @ Place Blanket Hold
2. Click Place Blanket Hold wizard.

Place Blanket Hold screen displays.

3. Under Blanket Hold Info, complete the following information if needed.

wce Blanket Hold @
Blanket Hold Info:

Blanket ID: MEW Copies needed: |10
Pickup at: |LMHS v |Expires: 02/23/2006
Level/Range Recall status

Level: O Copy (& Title
O Allow Recall &) Mo Recall O Recall now (RUSH)
Range: @& Library O Group O System

o Inthe Blanket Hold ID box, the NEW value displays. If you are creating a new blanket hold,
the value must be NEW. You cannot assign your own blanket IDs.

o Inthe Copies needed box, type the number of items (1 to 50) that must be available for the
blanket hold to be considered filled.

o Inthe Pickup At list, select the pickup library. If this field is left blank, the default library is
the workstation library of the login used to place the hold or the user's library, depending on
property settings.

o Inthe Expires box, use the Calendar gadget to select an expiration date for the blanket
hold. This field is required.

o If needed, in the Date Suspended box, use the Calendar gadget to select a beginning date
of the blanket hold's suspension. When a hold is suspended, the suspension period begins
at 00:01 on the beginning suspension date. In the Date Unsuspended box, use the
Calendar gadget to select the ending date of the blanket hold's suspension. When a hold is
unsuspended, the suspension period ends at 00:01 on the ending suspension date.
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Place Blanket Holds

4. Inthe User ID box, scan the user ID or
use the lookup user helper.

5. Inthe Item ID box, scan each of the
item's barcodes or use the item lookup
helper. Notice that each item for the
blanket hold displays in the List of
Holds.

6. The Date Suspended and Date
Unsuspended fields are only available if
the Display Suspension Dates property
is selected.

7. Under Level/Range, select a Level and
Range option.

8. Under Recall Status, select a recall
type.

9. If the Reserve Hold check box displays,

specify whether the hold should be

placed against a Reserve Desk item.

In the Comments box, add any

comments.

Click Place Blanket Hold.

If the blanket hold is successfully

placed, you have these options:

o Place a hold for another user

o Review holds

o Place another hold for this user
o Close the wizard

10.

11.
12.

Y ETNY

User Information

MName:
Harnergom:
Profile name:  FACULTY1...
Library: LMHS...
User categories: Y

Item information

JOMES, CAROL &

Status: oK
Overdues: e}
Amount owed:
Available holds: 0
Privilege expiras: NEVER

Identify User
User ID: 22620130010282

Identify item
Item ID:

© O

Blanket Hold Info:

Blanket ID: NEW
Level: TITLE

Copies needed: 10
Range:

SYSTEM

Expires: 0z/23/2006
Recall status: NO

Hold Info

Pickup at: [LMHS ¥  Comments:

List of Holds

Place Hald Title

Harry Potter and the cham...
Harry Potter and the cham...
Harry Potter and the cham...

HEE

Itemn ID
32620000178514
326209988775
3262098653221

Camments

Get User
Information

Get Item
Information

11
Place Blanket

Place Hald

for Anather User Close

Hold Clear (b}

NOTE: If you place a Title level blanket hold on one or more titles, Unicorn selects the first available item
of each title to fill the blanket hold. If you want more than one item of a title to fill the blanket hold, place a
copy level hold on each item you want. When you place a Copy level hold, the Range options are grayed
out since the range setting does not apply for Copy level holds.

Note: For more detailed information or specific questions, use HELP wizard.
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Trap Holds Wizard

The Trap Holds wizard is used to make holds available that are on the shelf (status Available). These
items must then be selected with the List Onshelf Items with Holds report before the Trap Holds wizard
can be functional.

Notes: Contact your ITC support to set desired HOLD policies and HOLD maps
before using this wizard. On-shelf holds must be enabled. In a multilibrary setting,
items needed to satisfy holds at one library may be on the shelf at one or more
libraries, policies will determine what items will satisfy the hold.

List Onshelf Items with Holds (Circulation tab) - This report identifies materials
with holds that are on the shelf and selects a specific library’s copy to be designated
for a specific hold. Report should be scheduled to run daily for the library using
Trap Holds wizard.

To trap holds
Click the Holds Maintenance group wizard.

1.
2. Click the Trap Holds wizard.
3. Do one of the following.

a. Inthe Item ID box, scan the item’s mmmw
barcode (Trap Holds will occur). # :

Search fol

Index:

Library:

Current: Case of the missing cat --- E PAL --- ID:32612010020661

KEYWORD Title backward dog, ALL: 2 records

b. Type the item ID in the Item ID box, -
and click Trap Holds.

author Pub. Info.

The backward bird dog Wallace, Bill, 1947- Mew Tork : Aladdin Paperbacks, 2002

c. Use the Item Search helper to search

for the item. If a list displays,
select the item you want, and Eé"'lzﬁ
then click Trap Holds.

Identify Item
e,
he backward bird do
Itern ID: Curren T FIC wWaL RC 630 : '@
32612010061228
d. If the Current button is Items with trapped holds
available, click the button to Title Item User
select the last item record
that was displayed, modified,

or added. (Trap Holds will
occur).
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4. The item is trapped to fill a hold, and is added to the Items with Trapped Holds list.

Frap Holds
)t

Identify Item

Case of the missing cat
E PAL

Itemn ID: Current:
32612010020661

Iterns with trapped holds

Title Itemn User

The backward bird dog 32612400001263 22612130002377 - Sandford, MARIE L
@ 22612001902002 - Zeal, RYLEE

Case of the missing cat
The backward bird dog 22612130002377 - Sandford, MARIE L

5. Review the title, user, routing, and destination library information using the glossary links.

6. After the hold has been trapped, select one of the following options:

a. Clear List to clear the Trapped Holds list.

Clear List || Close |

b. Close to exit the wizard.

Note: For more detailed information or specific questions, use HELP wizard.
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Print HOLD screen message from Workflows Screen for user notification

When item is checked in, there is an alert set to display that this is an item on HOLD. This alert

displays as shown here:

However, there is no
way to print this alert —
Print Screen option is
NOT available for this
alert.

Following are
instructions to be able
to print this alert from
the CHECK IN
Screen.

theck In Ttems : Identify Item

Bk s

User Information

Photo
Not 0||J
File

Identify item

Item ID:

List of checkins

Title

Item ID

BLOCKED

User ID: 22612100002118

Name: Minnig..Raloh Status:

Profile name: STUDENT3... Amount owed: $1.10
Library: DLFN Available holds: 0

User categories: ¥ Overduss:

Haomeroom: 4B-HOHLBEIN

0

Privilege expires: 6/30/2017

.0- Hold is available

Ttem ID: 32612010029159
Route/Transi Call number: E LEE

Copy: 1

Title: When Santa was late

Author: Leet, Frank R.

Item on hald for:

Phone: 555-1234

=]

W Ttem Checked In - 32612010029159 ==

Routing Information

Make Hold Available

User ID: 22612001908553
Name: SCHULittlefield, KATLYN

utomatically User

The CHECK IN list will have a glossary for the item that is on Hold (as shown here):

Bk s

User Information

Photo"
Not OnJ
File

Identify item

Ttem 10: |

List of checkins

Title Item ID

Leo the late bloomer 32612010016735

User ID:
Name:
Profile name:
Library:

User categories:

Homeroom:

Route/Transit To

22612001908850
Schreckenaost. MARISON
STUDENT3...

DLFN

KB-BINKLEY

Amount Billed

Status: DELINQUENT
Amaount owed: $0.50
Available holds: 0

Overdues: 0

Privilege expires: 8/1/2010

Amount Paid Automatically User

22612100002118

Mej
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Click on that glossary and you will get the same hold message with info about the hold as was in
the alert message - shown here — (note, this is the Glossary display):

User ID: 22612001908850
[~ Mame: Schreckengost, MADISON  Status: DELINGUENT
: Profile name: STUDENTS... Amount owed: $0.50
Library: DLFM Available holds: 0
= User cateqgories: ¥ Cverdues: 0
Homeroom: KB-BINKLEY Privilege expires: 8/1/2010
item
Wi Check In Items : Glossary -
heckins
Itemn ID Route/Transit To|  [F5mM D¢ et B IPRTRER d Auto
Call number: E LEE
Copy: 1
late bloomer 32612010016735 AVAILABLE Title: When Santa was late
Hold

User ID: 22612001908553
Mame: SCHULittlefield, KATLYN
Phone: 555-1234

You can NOW use the Print Screen process to print this info (in Word, or other word processing
program that you have mapped):

Edit Wizards Modules Preferern

Frint Previe
Print Screen

1] p
Page Setup

-

Update Staff Client

Exit
¥LJ] MErk LTErm LosT

ggj Itemn Searchy/Display
@ Check Item Status

% Print
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Results are in word document : (can be edited as desired)

ETIDheck In Items : Glossary

32612010029159
Call number ELEE
;Copy: 1
Title:

When Santa was late

EUser 1D 22612001908333

ENa_me: SCHULittlefield, KATLYN

| Phone: $55-1234
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