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HOLDS Procedures

Printing the HOLDS pull report

Login to Workflows using the REPT user ID and password.
Go to theReport toolbar (preferenceistoolbarsi selecti report)
Cl i ¢ k Finished Reportsi  wi z"acondrong the left)
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4. Sel ect vy o@nShelf Hold tteans RRePpost G Make sure your repol
5. Click the Print button on the bottom of the screen and the report will print to your printer.
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mFinished Reports : Display Finished Reports
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Onshelf Hold Items: TWA-TWM 10/25/2007 ,8:04| ’—
Onshelf Hold Items: TWA-TWL 10/25/2007,8:04
Onshelf Hold Items. TWA-TWEB 10/25/2007.8:04
Onshelf Hold Items: TWA 10/25/2007,8:04
Onshelf Hold Items: TVR-TYM 10/25/2007.8:04
Onshelf Hold Items:TVR-TYL 10/25/2007.8:04
Onshelf Hold Items. TVR-TV1 10/25/2007,8:04
Onshelf Hold Items:TVR 10/25/2007,8:04
Onshelf Hold Items:TSW 10/25/2007.8:04
Onshelf Hold Items.TSH 10/25/2007,8:04
Onshelf Hold Items:TSG 10/25/2007.8:04
Onshelf Hold Items:TSE B 10/25/2007.8:04
Onshelf Hold Items.TNS 10/25/2007,8:04
Onshelf Hold Items: TMA 10/25/2007,8:04
Onshelf Hold Items:TLR-TLW 10/25/2007.8:04
Onshelf Hold Items:TLR-TLS 10/25/2007,8:04
Onshelf Hold Items:TLR-TLN 10/25/2007.8:04
Onshelf Hold Items:TLR-TLM 10/25/2007.8:03
Onshelf Hold Items:TLR-TLJ 10/25/2007 .8
Onshelf Hold Items:TLR-TLC

Onshelf Hold Items:TLR 10/25/2007 81
Onshelf Hold Items: TFW

Onshelf Hold Items:TFL

Onshelf Hold Items:TFE

Onshelf Hold Items. TFB

6. Log off of Workflow (Click th in the upper right hand corner of the screen).



Trapping HOLDs
Placing items intransit

=

Go to the shelves and pull the items on the list to send to other libraries to fill holds.

ReopenWorkflows and login asirc for your library.(Do this step at the PC where you have a receipt
printer attached if you wish to have routing slips to place in the items to send through the courier).

Go to theCirculation toolbar (preferencestoolbarsi selecti Circulation).
Cl i ¢ k Hold Informationfand Maintenanced6 wi z ar d.
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File Edit Wizards Preference Tools Window Help
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[Holds Information and Maintenance]|

Create, edit and remove item holds on user accounts.
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5. Cl i ¢ k Toap Haldeoe wii z ar d .
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For iten(s) entered, attach hold to item.
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6. Scan the items from the report that you found on your shelves into the item ID box.
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File Edit Wizards Helpers Preference Tools Window Help
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7@Trap Holds |Z”E‘E‘
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Identify Ttem v
The slippery slope

emio:| ] cCurent: | JUNIOR JUNIOR FICTION SMICKET

30614900043177
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- Items with trapped holds
Title Item User Route/Transit To

Trap Holds Clear List
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7. Place the routing slips from the receipt printer inside each item, and place items in the courier tub
to go to other libraries.



Handling Missing Items for Hold Queue
Mark Item Missing

1. OntheCirculationt ool bar , IeihlinfornatianandtMaietendinced wi z ar d.

IE‘ Unicorn WorkFlows

File Edit Wizards Preference Tools Window Help
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[ttemn Information and Maintenance]

Add copies or titles, change item IDs, mark items lost or missing.
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2. Se |l e cMarkitdmeMissingd wi zar d.
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File Edit Wizards Preference Tools Window Help
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Charge item to user MISSING




3. Search for the item using one of the indexes (ex: title or itemH2h you can find on your List
Items On Shelf With Holds Report).

IE‘ Unicorn WorkFlows
File Edit Wizards Preference Tools Window Help
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[ Mark ltem Missing : liem Search
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Search for: | "‘ Search
Indes: |Author’ j Type:
Library: |Fu|l access to all libraries j @) Keyword
Qe Winner takes all O Brawse

' ROMAMCE ROMANCE FICTION ROBERTS - ID:3060600057 7062 O Exact

Mark Item Missing

4. Highli ght t
Missingd b u't

ki Markltem t he
e screen.
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on at the bottom of t h

[ Unicorn WorkFlows
File Edit Wizards Preference Tools Window Help
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[@Mark Item Missing : ltem Search
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Search for: ROMANCE ROMANCE FICTION ROBERTS v [Ccearsh |
[ Identify item
e e 7 e —
Library:  |Full aceess to all libraries = Keyward em 1k
cumany, | Winner takes sl Oerowse
ROMANCE ROMANCE FICTION ROBERTS --- ID:30606000577062 ® Exact [ List of Item:
EXACT Item 1D 30606000577062, TBS: 1 record Title: current location
winner takes all MISSING
Tltlg ‘Authur ‘Ca\l number “l inner kakes 8
\ Desmutmn\ Call Number/Item \
% Roberts, Nora. - Winner takes al Price: £.00 item type: ook &
= gfiy ROMANCE ROMANCE FICTION ROBERTS - TV’ Home location:  ON-SHELF  Current location: CHECKEDC(
Item category 1:  FICTION  Item category 2: ADULT
vt s AT i R g e

Mark Iiem Missing Cancel

5. Once item has been marked missing, the hold will move to the next available library to have the
hold filled.



Receiving Holds From Other Libraries
Receiving Intransit items

1. Open Workflows and login as circ for your librgyo this step at the PC where you have a receipt
printer attached if you wish to have routing slips to place intdmas to send through the courier).

2. OntheCirculationt ool b ar , Managée Ie-tcabsit ltetms® fvi zar d.
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File Edit Wizards Preference Tools Window Help

2LPpUOersLsE0 BPFASs

-

ﬁ Manage In Transit Ikems

‘ Track items in transit hetween libraries.
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3. Cl i ¢k Receivaltenes InfTfransi®o wi zar d.
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File Edit Wizards Preference Tools Window Help
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Receive Items In Transit
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4. Scan the barcodes into the Item Id box or hand key andtbeessturn key or click on the
fiReceiv&@ button at the bottom of the screen.

9o 5 B

IE‘ Unicorn WorkFlows
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[[MReceive Transit E\E\E‘
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Enter item to receive y
Crispin : the cross o...
Item ID: [20614001597568 Current: JUNICR FICTION AT

384001-3001

List of items received
Title Item ID Rauteftransit To Reason

Acknowledge receipt of items which were transited to my library,
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5. A gray box will appear with the routing information for the holds or if the item is yours and
coming back on the cour i e®Koandh leold slip wilbprinsfore | v e
the items to be placed on the holdbés shelf

Notices for the hold items will print when you run your hold notices for the day.

Check the it €nmeskouwu twi wiatrid twihhe nfi t he pamron con
When the item iCheckimt wri rzead ,d wane at iPeC fatt ached
check in the item. A routing slip will print to place in the item and send back to the owning

library in the courier.
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