5. REQUESTS AND HOLD MANAGEMENT
5.1 PLACING HOLDS VIA WORKFLOWS

To place a hold for a user, use the Place Hold wizard in the
Circulation module Common Tasks wizard group. The Place Hold
Wizard assumes that you would first do a User Search, identify a
user, and then perform an item search. Open the Place Hold
wizard.

File Edit Wizards Modules Preference Tools Help

Offline (Staff) | Referer

X, Checkout (F5)

W, pischarging (F3)

) pischaraing Bookdrap
&, Display User

i User Registration (F11)
& modify User

% user Lost card

&3 Biling a user

B Paying Bills

U§ Fine Free Discharae
D) Renew Ttem

&) Renew user (FT)
Check Ttem Status (F2)
(22, Place Hold (F3)

1) 1tem Search and Display (F4)

1] onshelf Ttems

& Print (F12)

Find the user for whom the hold is to be placed using the User
Search routine. Then, once you have highlighted the desired user,
click on the Place Hold for This User button.

rList of users

Place Hold
far this User

Return to
User Groug List (b)

Display this

Cancel
User Group

If the user comes up as blocked, override using the password
(assigned to your library). Once you have selected a user, an Item
Search screen appears over the Place Hold screen:
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[ ice Hold

;ﬁ &}% ﬁﬁ’ sl | 2] G | e

[ ice Hold : Item Search

-
User Information 5@% ’ﬁ = =
Name: Search for: || j
Profile name:

i i Type:——
User categories: nde |T|t|e ﬂ ype
Group ID: Library: |ALL j (“: Keywc

Brows

After you perform a catalog search, highlight the desired title from
the hit list and examine the call and item records associated with

It:

1ce Hold

—ace Hold : em Search

e

o
Search for: | bloodsucking ]| Search |
Index: | Title | [ Type:
Library:  |ALL = | 2l

 Browse
Current: " Exact
__ [KEYWORD Title bloodsucking. ALL: 4 records

X Title ‘Author ‘ Publisher |Pub. Year ‘
Bloodsucking leeches Neuman, Pearl. New York : Bearport Pub., c2009. 2009
Bloedsucking cinema [DVD] Gray, Barry. 2008

L| || Bloodsucking fiends Moore, Christopher, 1957- New York : Perennial/Simon & Sc... 2004
Bloodsucking fiends : a love story | Moore, Christopher, 1957- New York : Simon & Schuster, c1...

Description Call Numberiitem |

o~ T

=-= Bloodsucking fiends - a love story - Moore, Christc
& iy MOORE, C. - ELLENVILLE

Price:

| K|

Home location:

Item category 1:
Date created:
Date last charged: 11/13/2010
Last discharged:
Date inventoried:
Times inventoried: 0

$21.95

FICTION-A
FICTBOOK
10/18/1995

Never
Never

Item type:
Current location:
ltem category 2:
Media desk-
Previous user ID:
Last activity:
Total checkouts: 28
In-house uses: 0

11728

Place Hold | Cancel

If you want to place a Title level hold (i.e. any available copy from
any library), it doesn’t matter which item record is highlighted—
just click on Place Hold. On the Place Hold confirmation screen that
appears next, although a specific barcode appears in the Item ID
field, it will be ignored because of the Level/Range: Title radio

button.

Mata
|

Aa/%| 8 @k 4D w

Bicodsucking finds ; a love story { Mears, Christopher, 1957-

MOORE, G Copyid

Idantify Lisar

Usar 1D 2844000253220

identify itom
Mem I0: 3281000061 3065
Haild Info

Phckup at:

Commans "

[MDDLETOWN
Date suspanded. | i

LavelRanges

Leval: © Copy & Tale

Last updated 11/02/2018

10328100086 13865

Streot 30w
City, state.  WAR
Zips 1085
SMSPHONE: (845,
Email Jkung
Expires: [NEVER™ @
Dhate unsus panded [ B
Flace Place Hold Cicaa
Hold for Anothaer User (] -
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If you click on the Place Hold button from this screen, the hold is
now confirmed and you are presented with a choice of further
actions:

: a love story / Moore, Christopher, 1957-

a1 ID:32810008613665

{ W] Complete =)
Ahold has been placed on the item Street: 30\
City, state: WAl
203220 Bloodsucking fiends : a love story Zip: 109
Moore, Christopher, 1957- SMSPHONE: (84
FIC / MOORE Email: jun

32837000942850

13665

Place Hold for Another User | A

Place Another Hold for This User |

IDDLETOWN h | L4
Remove This Hold |
& Modify This Hold | &
1 Close | 3
* Title
Get User Get ltem Place Place Hold

Close ‘

Hold for Another User (g)

Information Information (b)

If you had wanted to make a Volume Level hold on a particular
serial issue or set part (example: Fodor’'s San Francisco 2011
edition, available from any library) you would need to make sure
that the copy you highlighted was an item (from any library) for
that particular volume; and that the radio button is still set to Title
level.

Title |Authcrr
Around San Francisco with kids MNorton, Clark
Fodor's upClose San Francisco

Fodor's exploring San Francisco  Sinclair, Mick.
Fodor's citypack San Francisco Sinclair, Mick.

Fodor's ... San Francisco Fodor's Travel Publications,

Description Call Number/ltem |

=-ill) 917 94 FODOR 2011 - BLAUVELT 1| Price:
R 11132802000853813 - 1 - ADULTBK-O - NO Home
=-il) 917.9404 FOD 2011 - CENTVALLEY ro g

- -l 32805000434914 - 1 - ADULTBK-O - NO Date c
=y 917 946 FODOR'S 2009 W/PULLOUT MAP Date I
- M 32807001082759 - 1 - ADULTBK-O - TR | Lastd
Eflln @17 Q4 ECD 2007 - Bl ORIDA Date u

If you wanted a copy-level hold (one specific item at one library),
highlight that barcode and on the Place Hold confirmation screen
change the Level/Range from Title to Copy.
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In the real world, we know that the process of assisting a patron
starts with a catalog search to see what material exists—and
whether it is in-house and on the shelf, or in a non-circulating
collection, or requires that you try different search terms and
strategies just to find the right title. There is a way that you can
start the Place Hold process by first doing an Item Search. If you
do an Item Search and complete it to the point where you have

asked for a Detailed Display:

A 8 FRbo T = =

Search for: |a\|9ms

Index: [Titie

Lbrary:  [ALL

Current:

Wan Lents, Fred. — Cowboys & aliens — FICTION COWBOYS — ID:32844001605628 — Ctri#

KEYWORD Title aliens, ALL: 210 records-

Title ‘Author

Aliens vs. predator [interactive multimedia]
Aliens in the prime of their lives : stories
UFOs and aliens

Monsters vs. Aliens [interactive multimedia]
Team monster

SEGA of America (Firm)

‘Watson, Brad.

Rooney, Anne.
=
Griptonite Games (Firm)
Griptonite Games (Firm)
Herman, Gail, 1959-

Description | Call Number/hem|

am8alc a

15634827

20100504 154800.0
09022352010 nyu c
2009005936
9780761455943
(Sirsi) 1679257
PZ7.04233 Fic 2010

Leader
key
Dateltime stamp
Fixed field data
LCCN
ISBN
Local system #
LC Call Number
<

|

000 1 eng

|m Search and Display

| S

Detailed Display | Close

Afield guide to aliens : intergalactic worrywarts, bubblonauts, sliver-slurpers, and other extraterrestrials / Olandi

CDntrDIl Bibliographic Call Number/item I Boundfwitﬂ Ordersl Selecti«:»nsl

=B Afield guide to aliens - intergalactic worrywarts, bubblot

=l J OLA - MIDDLETOWN

| 32620004320266 - 1 - JUVBK-O - FICTION-|
=l J OLANDER - NANUET

Il 32824010550758 - 1 - JUVBK-O - FICTION-J
=l J OLA - PALISADES

Il 32829000630065 - 1 - JUVBK-O - FICTION-J
=l J OLANDER - VALLEYCOTT

I 39841009346460 - 1 - JUVBK-O - FICTION-J
=l J OLA - WARWICK

I 3844001401457 - 1 - MAINBK-O - CHECKEDOL

e —

Date created: 9/15/2010
Date last charged: 4/21/2011
Date due: none
Last discharged: Never
Date inventoried: Never
Times inventoried: 0
Previous user ID:
Last activity:

5/6/2011

ltem Info | Girc Info | Bills| Checkouts | Holds |
Call number information

Call number:

Call library:

JOLA

MIDDLETOWN

Shadow call number N

ltem information

ltem 1D: 32820004320266
Type: JUVBK-O

Home location: FICTION-J

ltem cat1: FICTBOOK
Media desk:

Total charges: 2

Permanent ¥

Shadow item N

Return to Search | Close

Once you close a Detailed Display, the system retains any
highlighted item information. If you now go to Place Hold, identify
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a user, and get to the Item Search step, the retained search

automatically appears as the Current item:
PR Houa

@_ﬁ B ce Hold : 1tem Search - O =
AR ==
Search for: || j
Indes: | Title ~| [Type:
Library:  |ALL ~| | * Keyword
" Browse
Current: Olander, Johan. — A field guide to aliens : intergalactic worry... — J OLA — ID:52520004... | Exact

le

So you can just click on the Current link and avoid having to
perform the same search all over again within Place Hold.

5.2 PLACING HOLDS VIA ENTERPRISE CATALOG

Users can place holds for themselves via the Enterprise catalog. Staff
could assist in this process, but the user must be authenticated using
their card number and PIN. To place a hold via the Enterprise Catalog,
if the user is not already logged in when they try to place a hold, the
system will prompt them to log in.

The “Place Hold” button is visible next to title summary displays and
title detail displays:

Title [CLICK ON TITLE FOR DETAIL] The reckoning
JOHN ) ) Place Hold
G.IIVI‘;H-\i\-ﬂ Author Grisham, John author. Grisham, John author

The reckoning

Personal Author Grisham, John author.

Publication Information New York : Doubleday, [2018]
Publication Date 2018

Format: i

Holds: 441
Copies: 133

Note: Holds placed via Enterprise can only be system-level holds, or
volume-level holds. Enterprise has been set to disallow copy-specific
holds.

A window will appear for the user to specify the library where they

want to pick up the item when it arrives. If they have selected a
Preferred Pickup Library, this library will be selected by default;
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otherwise, the default pickup location will be the library they
registered at.

Place Hold(s) X
Title Pickup Library:
The reckening | Warwick-Albert Wisner Public Library s

Once they have selected the pickup library, click Place Hold. The
system will tell you if the hold was successfully placed or not.

Once the use has placed a hold on an item, they will be able to see it
in My Account under the Holds tab.

. O
‘ Personal Information %Checkouts m Holds * Fines

» Digital Holds

* Library Holds

Items on Hold: 1
Ready for Pickup: 0

Cancel Hold(s) | Edit Pickup Location(s) ] Suspend Hold(s) ] Cancel Hold Suspension(s)

[ select 2l
Place in
Title/Author Status Pickup at queue
The reckoning Warwick-Albert
L] Grisham, John Pending Wisner Public 442
GRISHAM Library
[ select an

Cancel Hold(s) | Edit Pickup Location(s) J§ Suspend Hold(s) | Cancel Hold Suspension(s)

5.3 DISPLAY TITLE HOLDS
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To find out how many users are waiting for a title, open the Display
Title Holds wizard in the Holds group (Circulation module).

File Edit Wizards Modules Preference Tools Hell

s
% Place Blanket Hold

) Display User Holds
F radify Holds for User
M) Remove User Hold
@& Display Title Holds
}% Display Itern Holds
i Reorder Hold Queus
UG Modify Halds for Item

% Remove Itern Hold

B Trap Holds

In-Transit Items

Search for the title and select it by highlighting it. You do not need to
select any particular item record ID, just leave the defaulted selected
barcode. Click on OK. The holds queue for that title will appear:

ey Thba Wakds

b=lic]
Ecssypants | Fay, Tina, 1970

Total number of tems: 53
Total holdable items: 1
Total tie level holds. 147
Total system range holds. 147
Total group range holds. O
Total library range holds: O

List of Holds
Usar D Usar Nama Rangs | Placed Pickupat | Fickupby | Expres | Suspended | Unsuspended

2208100005 Feidman, Flis - SYSTEM 4852011 FALLSBURG 5152012 |
2264100018... Reynokis, Ve.. SYSTEM 42011 NEWGITY 52012 =
2202400031 . Lom Botty  SYSTEM 4102011 VALLEYCOTT PETH

2262500000... Scott, Margaret SYSTEM 41172011 NYACK 41002012

2208100010 Elbo = 4132011 MONTICELLO anzRn2

2263700039_.. A 4NE2011 SUFFERAN 41472012

2202200008 NS0T MONTGOME anazoe

2262500061 AEr2011 NEWCITY 41572012

2200600013 anFzon CHESTER ANe2012

2263700047 4HTROM SUFFERN AHE2012

By default, the holds are sorted by the date they were placed. Holds
will be filled in this order, with exceptions:

--If a copy has hold rules that only allow users from the owning library
to have holds filled, other users would be skipped and would never get
that copy.

--If a copy allows any user to have their holds filled, but one of the
users is from the library that owns the item, that user will get priority.
--If a user suspended their hold because they will be away, they would
be skipped over.

Because of these exceptions, telling a user their place in the hold
queue cannot be accurately determined.
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Note that the hold queue display is not numbered. Also, the hold
queue display can be re-sorted by any of the columns. Re-sorting your
display will NOT change the hold queue order that Symphony will use
to fill the hold!

Right-clicking on the User ID glossary lists options for Modifying or
Removing the Hold, Displaying more Item Information, Reordering the
Hold Queue, etc. Many of these operations have their own separate
Wizards, described elsewhere.

User ID | User Name | Range | Status
2286100005, Feldman, Elis... SYSTEM (unavailable)
2284100018 Reynolds, Ve = SYSTEM (unavailable)

em, Betty SYSTEM {ul

Bill User for Hold
Display ltem

Display User

Edit ltem Note
Modify Hold

Place Hold

Remove Hold
Reorder Hold Queue

You can also filter the Hold Queue display using the Detailed Hold
Count helper so that you could see counters indicating the number of
holds for your library’s users and copies owned by your library.

iplay Title Holds

3 E [Diplay Title Holds : Detailed Hold Count

Bossypants / F

Total number o Bossypants / Fey, Tina, 1970-
Total holdable | B.FEY.  ID:32805000443071

el Selection Criteria
lotal system ra

lotal group rar Level: © Copy © Volume @ Title

Library: |MONROE -

lotal lib D

of ibrary rar J For My |ibrary o Mygroup & Al ]
List of Holds: I
m counters

l2286100005.. | Total title level holds: 148

5284100018..| | Total holdable items: 12

Total number of items: 53
Total holds for my users: 7 Total holdable items owned by my library: 1
Total holds for users in my group: 141 Total holdable items owned by my group: 12

2286100010

54 MODIFY HOLDS
You can modify holds from the User ID glossary in Display Title Holds.

You could also modify holds by going directly to the Modify Holds for
User wizard in the Holds group. Modify Holds allows you to change the
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pickup location, Expiration date, and suspension dates of one, all, or
selected holds associated with a user.

Bty Huli for Use
LS

User Information

Wity Helds tor Usar: Rifian, Delates
MName: i

Profie name Madiy Holds Fields
User categones: NUNE
T Allow Recall © No Recall T Recall now (RUSH)

Idantify Usar [ ——
Pickup at: ﬂ Expiros: L

I Date suspended: | %  Date unauspended | L

Comment " Append " Replace © Remove

List of Holds

I Select Al

Modify » Ttk

foKk]| Cance
W Working an e

Bossypants/.. STANDARD  SUFFERN 41472012 (unavaiable)

5.5 REORDER A HOLD QUEUE

As already mentioned, the hold queue should only be reordered under
special circumstances: mainly if a hold has been unfilled for so long
that it expired, but the patron is willing to wait longer (but not be put
back at the end of the queue). Another example might be if an
available hold (i.e. on the hold shelf) expired because the patron was
unable to pickup the item due to emergency closings by the library.
The Reorder Hold Queue wizard presents the date sorted hold queue.
A right-mouse click over a selected user ID will bring up a prompt to
cut that user hold out of its current location. You would then go to the
desired spot in the list and highlight that line. Then use the right
mouse-click again to paste the copied user hold either before or after
your desired spot.
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Heorder Hold Lueue

Bossypants { Fey, Tina, 1970-

Range

User Name
Feldman, Elisabet = SYSTEM
Reynolds, Veronica SYSTEM
Lem, Betty SYSTEM
"""""""" TYSTEM
YSTEM
YSTEM
. YSTEM
2282500061877 DINKeS, Ria M- SYSTEM
22806000191464 Belasco, Julie M.  SYSTEM

5.6 REMOVE HOLDS

Bossypants / Fey, Tina, 1970-

Lem,

Scott,

Bet Insert Row After

M: Cut

Elbogen, wimam—— sTsTEm
22837000399161  Alfieri, Dolores SYSTEM
2 9 Callahan, Angela  SYSTEM
PIRIRNNNART1RATTY Ninloe Rita b SVETEM

We saw earlier that holds can be removed (cancelled) from the
Display Title Holds list, by bringing up the glossary for a selected user
ID. You can also use the Remove Hold for User or Remove Item Holds
wizards, depending on whether you start with a User or a Title. These
wizards are straightforward: identify the user (or title), bring up the
list of holds (users or titles). Select one, several, or all hold rows. Then

hit the Remove Holds button.

PHONE1:

Email:
List of Holds
[~ Select Al
Remove | Title: Level Status Pickup at
v The Three muskete... TITLE (unavailable) WARWICK
r Into the woods [DVD] TITLE (u WARWICK
v Midsomer murders. ... COPY fu WARWICK
v Nosferatu [DVD] :a ... TITLE fu le) WARWICK
- Through the looking... TITLE (unavailable) WARWICK
r Guys read : funny b._. TITLE (unavailable) WARWICK
r The help TITLE (unavailable) WARWICK
r Fodor's upClose Sa... COPY WARWICK
Get User Remove Remove Holds
. Close
Information Haolds for Another User

5.7 ONSHELF ITEMS

The Onshelf Item list presents a report of your library’s items that are
available to fill holds. By default it is sorted strictly by call number, but
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if you click on the Current Location column, the report will be re-sorted
by location with a call number sub-sort. This would likely be the sort
you would make before printing the report and going to your stacks to
retrieve the items. (Using File->Print from the menu bar will give you
added options for print formatting). Bring the pile of retrieved items
back to the workstation to resolve items on the report. For the items
you found, highlight the item on the report and then click on Trap
Hold for Selected Copy — If the hold pickup location was your
library, the Current Status of Item window opens. To confirm the
proposed action, click Make Hold Available, and the selected item
will be trapped for the hold. If the pickup location was a different
library, a Transit message will appear and a Transit slip will be printed.
If you click Cancel, the hold is not trapped, and you are returned to
the list.

PRsnert ttems

=%

On shelf: 64

Onshelf Hold ltems: GRAHAMSVIL

Call Number » Title Author ltem ID ltem type Current location | Dates
0067 JOH Microsoft Expres__ Johnson, Steve, . 32813000528115 MAINBK-O NONFIC-A
242 FRA Introduction to th... Francis, de Sales... 32813000369304 MAINBK-O NONFIC-A
248.4 CLO ... Cloud, Henry. 9 MAINBK-O NONFIC-A
281.44 DYE 's... Dyer, Wayne W. MAINBK-O NONFIC-A
294 3 NHA . Nhtht Hanh, Th'ch. MAINBK-O NONFIC-A
330.97 KOR Korten, David C. 5 MAINBK-O NONFIC-A
332.63 GRE You ¢ 0... Greenblatt, Joel MAINBK-O NONFIC-A
613 POL In defense of foo_ Pollan, Michael MAINBK-O NONFIC-A
613.2 CAS Gl _Case, Shelley, 19...328 5 MAINBK-O NONFIC-A

MAINBK-O NONFIC-A
MAINBK-O NONFIC-A
408 MAINBK-O NONFIC-A

5 MAINBK-O NONFIC-A

616.132 DASPB Th Moore, Thomas .J...
617.56 MCK 1998 Treat your own b... McKenzie, Robin, ...
618.45 DIC Ch it Dick-Read, Grant._. 328
635 LOV Sui Lovejoy, Sharon, ...

940.54 VAS Berlir ... Vassilichikov, Ma. .. 7 MAINBK-O NONFIC-A
945092 ITA Italy Cagnoni, Romano. MAINBK-O NONFIC-A
970.3 KEL My captivity amo... Kelly, Fanny, 184.. MAINBK-O NONFIC-A
B BERNSTEIN Thein wall  Bernstein, Harry, ... 7 MAINBK-O BIOG-A
B HAYWARD Haywi Hayward, Brooke... 328 MAINBK-O BIOG-A
Trap Hald far Mark Item
SEIe‘;ted Copy Migsing Sl Bt

For items on the report that you did not locate, Mark Item Missing —
If you click this button, the selected item will be marked as MISSING.
Click OK to mark the item MISSING, and the Onshelf Hold Items list is
updated. If you click Cancel, the item is not marked MISSING, and
you are returned to the list.

If you located the item, but now note it is too damaged to circulate or
should not have been available for holds, use Unfill a Hold — If you
click this button, the selected copy will no longer be used to fill the
hold. The next available item (which may be at your library or at other
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libraries) will be used to fill the hold. Click OK to unfill the hold, and
the Onshelf Hold Items list is updated. If you click Cancel, the hold is
not unfilled, and you are returned to the list.
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