Sharing Heartland's Available Resources Equally ‘ LIBRARY SYSTEMS

HOLDS

DEVELOPED BY THE
SHARE STAFF SERVICES TEAM
FALL 2013



TABLE OF CONTENTS

HOIO REQUESTS ... bbbt 3
P1acing HOIA REQUESES ......uveiieiiciie ettt ns 4
Hold Request Messages and BIOCKS ...........cccuiiiieiiiineneseseesee s 4
Place Single or Consecutive HOld REQUESES .........ccveiiiieiicieiecsecce e 5
Place Hold Requests — Multiple Patrons, One Title ... 9
Place Hold Requests — Multiple Titles, One Patron ..........ccccccovcveveiieiescieiiere s 11
Displaying HOId REQUESES..........cviiiieiiiteieeie e 12
Display a Patron’s Hold REqUESES........cccueiiiiiiiiiiiiiiniiie e 13
Display Hold Requests by Selected Criteria..........ccooereriiininiiiieieiesese e 14
FINA HOIA REQUESTS ......cviieieciiccie ettt 15
Display Requests Linked to a Bibliographic or Item Record ...........cccoceivviiinnnnns 17
Grouping a Patron’s HOld REqUEST .........ccoveiiiiiiieiic i 18
Group a Patron’s Hold ReqUest ...........cccviiiiiiiiiicec e 18
Ungroup a Patron’s Hold ReqUESt ........cccveiiiiiiiiiiiie e 19
Managing the HOld QUEUE ...........cuiiiiiii e 19
Editing HOIA REQUESES ..ottt 20
Edit HOId REQUEST DALA ......c.eevieiieieieiie sttt 20
Transfer a HOId REQUESE ........c.eoiiieiece e 22
Cancel HOId REQUESTS ......c.ooeeiiieieiee e 24
Delete HOld REQUESES........cveiiieiecie ettt 25
Reactivate HOld REQUESTS .........ccuiiiiiieiiiiieseee e 26
Daily ReQUESE PrOCESSING ...e.vveviiiieiiiciie ettt ae e e nne e 26
Manage Pending Hold Requests (Requests-to-Fill)..........cccooriiiiiiiniiie 27
Deny Items for Requests-to-Fill...........c.coooiiiiiii i 29
Manage Cancelled HOld REQUESTES ..........ooiiiiiiiiiiiee e 30
Manage Not Supplied HOId REQUESES ..........c.coiiiiiieiicc e 30
Manage Unclaimed HOld REQUESTS...........ccoiiiiiiiiiieiesesee e 30
Filling Holds at CirCulation .............c.ooioiiiieie e 31
Fill a Hold Request at CirCulation .............cooviiiiriiiene e 31

Fill a Hold Request With Fill NOW .........ccccoiviiiiiiicce e 32



Hold Requests

When a patron wants a title that is not available at your library, but is owned by another
library in SHARE, you or the patron can place a request for the title (title-level hold) or a
specific copy of the title (item-level hold). Your library may also allow first available
copy requests on a specific issue of a serial or a specific part of a multi-part set.

The request is then sent to the designated libraries in a specified order through Requests-

to-Fill (RTF) processing. A library can choose to fill or deny a request. To fill a request,
the library checks in the item and sends it to the pickup library. Then, the item is checked
in at the pickup library and held for the patron.

The RTF process is one way that hold requests are filled. In addition, whenever an item
that fills a hold request is scanned at circulation, you see an alert message with
appropriate instructions. If an item is scanned at the request’s pickup library, you
typically hold the item. If an item is scanned at any other library, you typically ship the
item to the pickup library.

Terms

First Available Copy Requests Hold requests for specific issues of a serial title or
specific parts of a multi-part title.

Group (holds) Two or more related hold requests for the same
patron, with a status of active, inactive, or pending,
can be grouped when a patron wants any one of
several requested titles. When one request is filled,
the others are deleted. The group is assigned a
letter.

Hold Request A patron or staff member may place a request to set
aside an item for the patron to pick up later, usually
because the item is currently unavailable.

Hold Slip A paper record printed when an item is trapped
(held) at check in or renewal for a patron and
placed with the held material for identification.

Holds Queue A list of requests with pending or active status for a
title or item. Requests are typically filled in the
order they appear in the queue.

Item Holdability Holdability is an item’s eligibility to be trapped for
a hold request. A specific item may be holdable
without restrictions, with specified restrictions, or
not holdable under any conditions.



Item-Level Hold A request for a specific item when only that item

satisfies the request. Example: A specific issue of
a magazine.

Requests-to-Fill (RTF) Processing  Polaris sends hold requests to designated libraries in

a specified order. A library chooses to fill or deny
the request. The request is routed until it is filled, it
expires, or every library denies it.

Title-Level Hold A request for a title when any item attached to the

Trapping

bibliographic record satisfies the request.

An item is trapped for a hold when an item that fills
a request is scanned at circulation and the system
links the item to a specific request, either
automatically or by displaying a message that
prompts you for a decision.

PLACING HOLD REQUESTS

You can request one or multiple titles for a patron, or the same title for multiple patrons.
You can also request specific items, and your library may also allow first available copy
requests on a specific issue of a serial or a specific part of a multi-part set. A hold request
can be placed on any bibliographic or item record, unless the record is provisional
(incomplete) or an item is restricted from holds in some way.

Hold Request Messages and Blocks

Messages and blocks may appear as you create hold requests:

All items attached to this title are restricted from filling requests — If you
click [Yes] to place the request, the request is saved as Active, which means
the system will keep looking for items to fill the request. You can cancel an
active request. Click [No] to stop saving the request.

Title: Title Name This item is restricted from filling requests — Click
[Yes] to place the request with a Not Supplied status. Click [No] to stop
saving the request.

Patron has exceeded request limit for Title Name — Click [Yes] to place the
request with an Active status. Click [No] to stop saving the request.

Item Blocks dialog box — Click [Yes] to override the block and create the
item request. Click [No] to stop creating the request.

Items are not available to fill the request for the following reasons — Click
[Yes] to place the request with an Active status. Click [No] to stop saving the
request.



No items are attached to the bibliographic record — Click [Yes] to place
the request with an Active status. Click [No] to stop saving the request.

First available copy messages — Your library may allow first available copy
requests on specific issues of serials or specific parts of multi-part titles.

The item is in — The item is available in the library. Click [Yes] to place the
request. Click [No] to stop saving the request.

No matching patron record was found — Click [OK] and check the patron
barcode.

Patron blocks dialog box — You can override the blocks and place the
request, or cancel the request. From this dialog box, you can also view the
Patron Status and the Patron Registration workforms to see more details about
the blocks, and perhaps resolve them.

Duplicated Requests dialog box — Click [Yes] to place a duplicate request
for the patron. Click [No] to stop saving the request.

Outreach services patron — This note may be displayed for the hold request
if your library uses Polaris outreach services. It indicates that the hold request
is for an active outreach services patron.

Place Single or Consecutive Hold Requests

After you have saved a hold request, you can place another request for the same patron or
title using much of the information from the saved request. Follow these steps to place a
single hold request or multiple hold requests consecutively.

1.

Open the Hold Request workform from one of the following locations:

Bibliographic Record — Select Tools, Place Hold from the menu bar.
Check In Workform — Select Tools, Place Hold from the menu bar.
Check Out Workform — Select Tools, Place Hold from the menu bar.
Find Tool Results list (patron, bibliographic, or item records) — Right-
click a record, and select Place Hold from the context menu.

Holds Queue — Click QI

Item Record — Select Tools, Place Hold from the menu bar.

Patron Registration workform — Select Tools, Place Hold from the menu
bar.

Patron Status workform — Select Tools, Place Hold from the menu bar.
Polaris Shortcut Bar — Select File, New from the Shortcut Bar. Then select
Hold Request from the New dialog box, and click [OK].

Request Manager (Hold Requests view) — Click QI

Purchase Order workform, Line Items view — Right-click a line item and
select Place Hold from the context menu.



e Purchase Order Line Item workform — Select Tools, Place Hold from the

menu bar.

The Hold Request workform appears.

@Hold Request - New Request 1 - General [_ [T}
File Edit View Links Tools Help
i Nl ? [ s :
D @HS& |X| 8[42]s 5.k [
————— ———
—

For Help, press F1

~ Reguest
E Status; | Request date: I Activation: I 3 6/2013 VI
g Pickup: IIIIinois Heartland Library System - Champaign (zchs) ﬂ Origin Expiration: I 3/ 62014 vl
—
[~ This item only ]
> ~_ "
U —— —
m ~Patron
._c Barcode: I qoilin] Find | Registered at: I Tllingis Heartland Library System - Champaign
B Patron code: | Resident-Adult
Mame: I Donna Schaal
I Motification aption: | Mailing Address
| - Details
Title: | The cat in the hat Find |
iz
Author: Seuss, Dr, ISEMJISSM:
=z fres |
Publisher: I Fandaorm House, Diate: I 1957 Edition: I
Series: I LCCN: I Format: IBDOk j
Item barcode: I Callno.: I Pages: I
Yolume: I Issue: I Serial copy: I

2. Inthe Pickup box, select the branch where the patron wants to pick up the item.
This will default to the library that owns the patron’s barcode.

3. Inthe Activation box, select the date when the hold request should be activated.
The activation date determines when items can trap to fill the request. You can
change the activation to delay the request, as needed.

4. In the Expiration box, select the date after which the requested item is not needed.
The Expiration date will be determined automatically by the library’s settings.
You can make a change as needed.

5. To input or change the requesting patron, use one of the following methods:

e Scan or type the patron’s barcode in the Barcode box.

e Click the Patron [Find] to do a patron record search, right-click the record in
the Results list, and choose Select from the context menu. The Name,
Barcode, Code, and Registered at boxes are filled in.



6. To select a title for the hold request, click title [Find] to do a bibliographic or
item record search, right-click the record in the results list, and choose Select
from the context menu.

If you select a bibliographic-level serial title or a title with multiple parts
and your library allows first available copy requests, a message appears.

If the bibliographic record includes issue designations, you can select a
specific issue. If there are no issue designations, you can select a specific
item. If the bibliographic record is not a serial, but it has volume data, you
can select a specific volume.

NOTE!

The applicable boxes in the Details frame are filled in.

7. If you want to enter notes for the hold request, select View, Notes or click E] to
display the Notes view, and type the note as follows:

e If you want a note to appear on the hold slip, type the information in the Staff
Display box. This note is also displayed in a message to staff when an item is
trapped for a hold at circulation.

e If you want a note to be viewed online by staff only, but not appear on the
hold slip, type the information in the Non-public box.

e If you have the permission, you can add or modify the PAC display note on
the Hold Request workform — Notes view. This note is available to patrons in
the PAC patron account — Requests page.

: Eﬂold Request - New Request 1 - Notes [_ [ x|
! File Edit Wiew Links Tools Help

D @HE|E x| &40 . EY

—Request
L] S
| O Status: | | Request date: I Activation: I 3} Bj2013 'I
I % Pickup: IIIIinois Heartland Library Systern - Champaign {zchs) j Origin: I Expiration: I 3 62014 VI
G‘ [T This ikem anky
i U
m ~Motes
| -
"'c Staff display: _I Patron:
Som—,
=) =
T T I
Mon-public: PAC display:
= El
[ | - : - o
Request History Request Satisfied By
E Date | Hold Status | User Mame | Eib Contral # |
For Help, press F1
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9.

EHold "cquest - 650 - The cat n. the hat - General

€ Edit

. Click File, Save on the Shortcut Bar, or ‘E or press CTRL+S to save this
record.

The Status (Active) and Request date boxes are filled in. For item requests, the
This item only check box is selected.

If the hold request includes a note, the Notes view icon is yellow .

On the Notes view, the Request Satisfied By list displays the items that can fill
the hold request.

If you want to place another request, choose one of the following options:

e Same title, different patron — Select File, New, Patron, or press CTRL+G. A
new Hold Request workform appears with the same information in the Details
frame boxes. The Patron frame boxes are blank.

e Different title, same patron — Select File, New, Title, or press CTRL+H. The
saved request closes. A new Hold Request workform appears with the same
information in the Patron frame boxes. The Details frame boxes are blank.

e Different title, different patron — Select File, New, Blank, or press CTRL+N.
A new blank Hold Request workform appears.

Wi Links Tools Help

Elank — Ctrl+n
L 2 h 3
Open Patron Ctrl+G IE |ﬁ| ®| s \E ! f/ PEE | E? |
Close  Al+F4 Title  Cerl+H =
2“'_"? e , factive | afsjz013 Renuest date: [3/6/2013 Activation: [ 3/ 6/2013 -]
i
Dielete (Chel-D linois Heartland Libe g Swstern - Champaign (zchs) j Crigin: I Library Expiration: I 3/ Bfz014 'l
only
Exit
._b Barcode: I goillin] Find | Registered at: | Tllinois Heartland Library System - Champaign
= Patron code: I Resident-Adult
] Mame: I Danna Schaal
I Motification option: I Mailing Address
| r~Details
Title: | The cat in the hat Find_|
iz
Author: Seuss, O, ISEM/ISSM:
7 e !
Publisher: | Random House, Date: | 1957 Edition: |
Seties: | LCCH: | Format: IBDDk j
Item barcode: I Call ma.: | Pages: I
Yalume: I Issue: I Serial copy: I
Mew Hold Request (Blank;) | |Rec0rd Saved




Related Information

e Items relinked to a new bibliographic record — If an item is linked to a
different bibliographic record after an item-level hold request is placed,
the hold request is updated with the new bibliographic information.

e Request history — You can see the request’s status as it passes from branch
to branch in the Request-to-Fill (RTF) cycle. Each time the request passes
to a different branch, the status is displayed as Pending. On the Hold
Request workform, select View, Notes. Request history information is
locating at the bottom of the Notes view. For Pending requests, the
Branch column lists the current branch in the RTF cycle that has an item
eligible to fill the request. For example, if the status is Pending and
Library A is the listed branch, the request appears on Library A’s RTF
report.

Place Hold Requests — Multiple Patrons, One Title

If your library has patrons fill out request slips that you set aside for later processing, and
several patrons have requested the same title, you can request the title once for all the
patrons who want it. NOTE: This is very important — if you want to have multiple
patrons on your request — you must start with the patron side of the request window. To

retrieve a hold request workform, you can click on the 3' icon in CKIl, CKO or on the
patron record, or you can highlight a title in a search, right-click, then click on Place Hold.

e
Once the Hold Request window is open, click the 3" icon on the left hand sidebar . al
to go to the multiple holds screen.

1. On the Hold Request workform, fill in the Pickup box, Activation box, and
Expiration box. If you want to use a different pickup branch, activation date, or
expiration date for a particular patron, you must change the setting for that
patron’s request after all the requests are created.

2. Select multiple patrons by doing the following steps:

e Toadd a patron to the list, click " or press CTRL+R to do a patron record
search. Right-click the patron in the results list, and choose Select from the
context menu.

e Once multiple names has been selected, right-click in the results list, and
choose Select from the context menu. The Multi-Request view appears with
the selected patrons in the Patrons list. The Patrons list includes each patron’s
name, barcode, registration history, and patron code.



[E B3

EHold Request - New Request 9 - Multi-Request

File Edit Wiew Links Tools Help
2k (2K Y
- - = El N =
D |ﬁ| E = X| S e AT o] | E
Request

e A

0 Status: | | Request date: I Activation: I 31 Bj2013 'l
g L31a {1 R Timois He.artland Library System - Champaign (zchs) Crigin: I Expiration: I 3 Bjz014 'l
G‘ [T This ikem anky

QL N
Q: ~Patrons /- \
kS (T -
= /
O Patron Name | Patron Barcode | Reqistered At | Patron Code |
I Donna Schaal goillini Illingis Heartland Library System - Champaign (br)  Resident-adult

Mr. Pink Panther Z21227000043574 Tllinois Heartland Library System - Champaign (br)  Resident-adult
[
Titles ‘\
.J'.. —
Author | Title | IMaterial Twpe | Assigned Branch | all Murnber | Item Barco&\ J
For Help, press F1

3. To edit the patron list, choose one of the following options:

e Toadd a patron to the list, click F or press CTRL+R to do a patron record
search. Right-click the patron in the results list, and choose Select from the
context menu.

e To remove one or more patrons, select the patrons in the Patrons list, and click

— or press CTRL+E.

4. To select a title, do the following steps:

e Click ™ or press CTRL+T to do a bibliographic (or item) record search.

e Right-click the record in the results list, and choose Select from the context
menu. The Multi-Request view appears with the selected title in the Titles list.
For a bibliographic record, the title and author are included. For an item
record, the title, author, material type, assigned branch, call number and
barcode are included. If you want to select a different title, select the title in

the Titles list, click — or press CTRL+M to delete it, and then click 1o
do a bibliographic record search.
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5.

If you want to input notes, fill in the appropriate boxes on the Notes view. If you
want a different note for a specific request, you must change that request’s note
after all the requests are created.

Click File, Save on the Shortcut Bar, or ‘E or press CTRL+S to save these
requests.

If you want to edit a request, close the Hold Request workform and open the
request. You must edit the requests individually. You cannot edit the requests at
the same time.

Place Hold Requests — Multiple Titles, One Patron

Sometimes it is convenient to request multiple titles for one patron at once. For example,
a patron may request several volumes in a series. NOTE: This is very important — if you
want to have multiple items on your request — you must start with the item side of the

request window. To retrieve a hold request workform, you can click on the il icon in
CKI, CKO or on the patron record, or you can highlight a title in a search, right-click,
then click on Place Hold. Once the Hold Request window is open, click the 3 icon on

i

the left hand sidebar o= to go to the multiple holds screen.

1.

On the Hold Request workform, fill in the Pickup box, Activation box, and
Expiration box. If you want to use a different pickup branch, activation date, or
expiration date for a particular patron, you must change the setting for that
patron’s request after all the requests are created.

Select multiple items by doing the following steps:

e To add one or more titles, click ™ or press CTRL+T to do a bibliographic
or item record search. Select the appropriate titles in the results list, right-
click in the results list, and choose Select from the context menu.

e To remove one or more titles, select the titles in the Titles list, and click — or
press CTRL+M. If you want to select a different patron, select the patron in

the Patrons list, click — to delete the entry, and then click “F todoa patron
record search.

To select the patron, choose one of the following options:

e Toadd a patron to the list, click " or press CTRL+R to do a patron record
search. Right-click the patron in the results list, and choose Select from the
context menu.
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e To remove the patron, select the patron in the Patrons list, and click — or
press CTRL+E.

4. If you want to input notes, fill in the appropriate boxes on the Notes view. If you
want a different note for a specific request, you must change that request’s note
after all the requests are created.

5. Click File, Save on the Shortcut Bar, or ‘E or press CTRL+S to save these
requests.

6. If you want to edit a request, close the Hold Request workform and open the
request. You must edit the requests individually. You cannot edit the requests at
the same time.

DISPLAYING HOLD REQUESTS

You can display a specific patron’s hold requests, or any hold requests that meet selected
criteria. The status of a hold request indicates the stage it has reached in hold processing:

e Active — When a hold request is placed in the queue, its status is automatically set
to Active. All items that can fill the hold request are bound to it, and the items
can be trapped to fill the request. The system is actively looking for items to fill
the request. You can cancel an active request.

e Cancelled — Cancelled hold requests remain in the database and visible on Polaris
workforms. A Cancelled request cannot be filled. However, you can reactivate it
or delete it.

e Expired — If a hold request is not filled within the specified period of time, the
request status automatically changes to Expired. And Expired request cannot be
filled. However, you can reactivate or delete the request. You can run a report
that lists Expired hold requests.

e Held — A Held request indicates that an item has been trapped to fill the request,
and the item’s circulation status is also Held. The item is ready for the patron to
pick up.

e Inactive — An Inactive hold request has an activation date in the future. The
request does not appear in the queue, and an item cannot be trapped to fill the
request until the activation date. You can cancel or delete an Inactive request.

e Not-supplied — If no items can fill the request (for example, if no items are
attached to the bibliographic record), the request status is Not-supplied. You can
delete the request. You can also reactivate a Not-supplied request, but if the
reason it was not supplied has not changed, the request becomes Not-supplied
again.

e Out— Anitem has been linked to the hold request, and the item’s circulation
status has changed to Out.

e Pending — When an Active request can be filled by an item with a status of In at
your library, or the request has been routed to another library that has the item

12



with a status of In, the status changes to Pending. If none of the items there have
a status of In, the request keeps its Active status, and items can be trapped to fill
the request.

e Shipped — A Shipped hold request status indicates that an item was trapped at a
branch other than the pickup branch, and is being shipped to the pickup branch.

e Unclaimed — If the requesting patron does not pick up the held item within the
specified period of time, the hold request status automatically changes from Held
to Unclaimed. You can run a report that lists Unclaimed items.

Display a Patron’s Hold Requests
Follow these steps to display the hold requests for a specific patron.

1. Select Circulation, Patron Status to find and display the patron’s record in the
Patron Status workform.

2. Select View, Holds or click E to display the Requests view.

£ Patron Status - 908975 - Holds - Polaris =]
File Edit Wiew Links Tools Help

5] " d
2Hs X P4 = 59
Barcods: | 21227000043574 Mame:; | M, Pink Panther
acct charges: 415,35 Patron code: Resident-Adult -
Acck credit: +0,00 Registered branch: Tlinois Heartland Library System - Champaign
Ttems out: 11 Address: 1234 TopHak Way
Total overdue: (i} RAMTOUL, IL 61566
Claims/Losk: /0 Birth date: 1241541950
Ttems held: i} Expiration date: 12{14j2012 LI
—Holds

Polaris requests:

Format Call Mur... . | Status )

whao Moved My Che... Book T e : Tlinais Heart... 1

Gone with the wind oYD 4138 12/17/2012 Pending linois Heart.., 1

ECaputo, J... Stress and burnout in ., Book 158.7 Cap... 3f6/2013 Active Tllinois Heart,,, 3
Flynn, Gillia... Gone girl @ a novel Book Fic Fly 12/16/2012 Pending albion Public... 1

ILL requests:

Author | Title | Farmat | Activation Date | Status I Tt | Pickup Bra... |

For Help, press F1 [ [ 4

3. The patron’s hold requests appear in the Requests List.

e If your library allows item-level or first-available-copy requests, these are
indicated by the item-level icon M at the beginning of the request line.
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e The Queue column displays the patron’s position in the holds queue for a title
or item. The requests listed are filled by SHARE’s policies regarding the hold
queue.

Display Hold Requests by Selected Criteria

You can view hold requests by selecting criteria on the Request Manager workform —
Hold Request view. This is the method you typically use to manage holds at your branch.
Follow these steps to display the hold requests by selecting associated criteria.

1. Select Circulation, Request Manager from the Shortcut Bar. The Request

Manager workform — Hold Requests view appears. By default, when the view
opens, all pending requests for your branch are listed. These are the requests you
fill or deny in daily holds processing.

&t Request Manager - Hold Requests [—[=1=]
File View Tools Help

B [& Request Manage

Branch name: [Decatur Public Library (DFLP-ZDE} (dplp) | By ftem 7| status: [Pending =l
~Requests
NEAQS x |
Callection | Shelf Lo... | Call humber | Author | Title | Format | Fatron Mame | Pickup Bra. .. | Earcode | Fending Date
od C.D. MACOS... Costello, Elvis.  Morth Music CD e e 31202007237139 362013
(L& fiction Mitchel, Mar... Gone with the wind,  Book 153
mys Fiction M Peters, Ellis, ... Fallen into the pit Baak . 2cas 31202004554650 zl27lz2013
mys M McCallSmith,.. McCall Smith, ... The right attitude t.., Book b zchs 31202007942399 33f2013
mys M Patterson, 1. Patterson, 1., Honeymoon : a novel  Book zcas 31202009084281 1/4/2013
nion-fic 638,70 Dodman, Mich.., Dogs behaving badl... Book . calp 31202005943415 3lefz013
nion-fic 641.56314 W  Webb, Robyn, Expresslane diabeti... Book mtnp 31202006200369 3lef2013
Ennn-ﬁc 813.5M Micchell, Mar... Margaret Mitchel's... Book zcas 312020016862361 3f6f2013
E periodical FEBRUARY21... Family circle. Serial | =zcas 31202001020317 3fef2013
E periodical JAMUARY 19, Life. Serial b zcas 31202006398970 3f6/z013
= periodical MAY 20, 1996, Time., Serial 2cas F12020067 16022 62013
= periodical OCTOBER 25... MNewsweel, Serial 2cas 1202001931042 62013
! (2]

2. You can also see other holds based upon different selections in the drop down

menus. Under the By drop down menu, you can select:

e Item — Displays requests for items that are owned by the selected library.

e Patron — Displays requests for patrons who are registered at the selected
library.

e Pickup — Displays requests to be picked up at the selected library.
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3.

Select a hold request status in the Status box. The Request Manager displays the
request matching your criteria, in the Requests list. Item-level and first-available-

copy requests are indicated by the item-level icon LEN

Find Hold Requests

Follow these steps to find hold requests using the Find Tool.

1.

Select Circulation, Hold Requests from the Shortcut Bar. The General tabbed
page of the Find Tool appears. Hold Requests is selected in the Objects box.

Select the criterion to search by in the Search by box.
Select the type of search in the Type box.

If you want your search results to be sorted, select the Sort by box and select a
value.

Type a search string in the For box.

If you want to focus the search, select a limiter in the Limit by box, and set a
value for the limiter in the Value box.

Click Search to begin the search, or press [Enter]. Your results appear in the
results list at the bottom of the Find Tool window. To load all the results in a
large results list, press CTRL+SHIFT+A.

Do one of the following actions to work with an item in the results list:

e Double-click a request line item to open the hold request.

e Right-click a request line in the results to work with the request without
opening it. The context menu displays the available options. Among other
options, you can link to associated patron, bibliographic, or item records, to

the holds queue for the associated title or item, or to all hold requests linked to
the same title or item.
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&N Hold Reguests - Title Find Tool

File Edit Tools Options Help

S

General ISettmgsl Scnpmgl Branchesl Enllect\nnsl Datahasesl

Ohiject: IHold Requests | Limie by: |(None) =] i;a'NE:r:;dE
Search by: [Tile =] values o Gz
Tupe: IExa:t match {implicithy truncated) LI faks
Sart by: I(None) =l Lo nl
Far: I* LI

Search |
Stop |
Mew Search |

Status
ight train
11J6{2012 Pending North Dpen
11j8f2012 Pending Bride & prejudice Print e
11)6f2012 Pending Diabetic cooking from around the wo Conert b ILL Request
1162012 Pending Dogs that changed the waorld Deny Hold
11)6f2012 Pending Sewing clothes kids love sewing patt Cancel Hold k.
11)8f2012 Pending Expresslane diabetic cooking [I—
11j8f2012 Cancelled linois library laws and rules, ineffec
11j6f2012 Pending Dogs
1162012 Pending OF mice and men De‘etei Patron Registration
11jsjz012 Pending Dogs behaving badly : an A ko Z guic Bibliographic Record
11/6/2012 Pending Cooking with the diabetic chef Properties Itern Recard
11)6f2012 Pending Conking with the disbetic chef Boc  Holds Queue
11jsj2012 Active Cats choosing, caring and training oyr Al Hold Reques
1162012 Pending The natural cat ; understanding your cat's nesds and instin...  Book
11)8f2012 Pending 2001 cross stitch designs ¢ the essential reference book., Baook
E 11)8f2012 Pending The Ladies' home journal, Apr 2012 Serial
11j8f2012 Cancelled Scrap quilts Fast and fun Book
11712012 Active Abrahan Lincaln Baook
1172012 Active Harry Potter and the sorcerer's stone Book
11712012 Pending The kite runner Baook
11)7/2012 Pending The client MNonmusical Sound R, ..
11712012 Pending The help Book
11712012 Pending Lowver reborn Baook
1172012 Pending Cataloging correctly For kids : an introduction to the tools Book
11)712012 Pending Hatry Potter and the goblet of fire Baok

Display Requests Linked to a Bibliographic or Item Record

Mattoon Public Librar. ..
Mattoon Public Librar...
Columbia Public Libra...
linois Heartland Libr...
Mattoon Public Librar...
Tlincis Heartland Libr...
Columbia Public Libra...
Tllinois Heartland Libr...
Columbia Public Libra...
Mattoon Public Librar...
Mattoon Public Librar. ..
Columbia Public Libra...
Columbia Public Libra...
Decatur Public Librar, .
Mattoon Public Librar...
Decatur Public Librar ...
Decatur-Dennis Elem. ..
Tllinois Heartland Libr...

linois Heartland Libr...

linois Heartland Libr...
Tlincis Heartland Libr...

linois Heartland Libr...
Tllinois Heartland Libr...

linois Heartland Libr...

You can view all the hold requests linked to a bibliographic or item record, regardless of
request status, and work with those requests. Follow these steps to see all the hold

requests linked to a bibliographic or item record.

1. Open the list of linked requests by one of these methods:

e Bibliographic or Item Record workform — Select Links, All Hold

Requests from the menu bar.

e Hold Request workform — Select Links, All Hold Requests from the menu

bar.

e Holds Queue — Select Links, All Hold Requests from the menu bar.

e Patron Status workform — Requests view — Right-click the request, and
select Links, All Hold Requests from the context menu.

e Find Tool results — hold requests — Right-click the request, and select Links,
All Hold Requests from the context menu.

The Linked Hold Requests dialog box opens. The dialog box lists the hold
requests associated with the record. Item-level and first-available-copy requests

are indicated by the item-level icon &
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I?' Bibliographic Record 41202 : Linked Hold Requests
File Edit Help

] d
= & | x| &| &g
Patron I Patron Librar I Haold Status I Pick-up Librar I Activation Date I Expiration Date
Helen Matthes Libra,..  Active Helen Matthes Libra,.. 3/6/2013 31612014

Arthur Elementary 5...  Cancelled arthur Elementary 5., 3/6/2013 3162014
Tllimois Heartland Lib, | . pechise ooz Heartland Lib,., 362013 aef2014
Tllinois Heartland Lib. .. _ s Heartland Lib...  3/6/2013 3162014
Prink 3
Converk bo ILL Request
Deny Hold
Zancel Hold
Reactivate
Links 3
Deleke
Properties
Far Help, press Fl |4 records v

2. Double-click any line item to open the hold request, or select one or more line
items and right-click to choose options from the context menu.

GROUPING A PATRON’S HOLD REQUESTS

If a patron wants any one of several requested titles, you can group the related hold
requests. When one of the grouped requests is filled, Polaris automatically deletes the
other requests in the group because they are no longer needed. The group is counted as a
single request against the patron’s total request limit.

If the request status becomes Shipped, Polaris automatically cancels the other requests.
When the shipped item is scanned at the pickup branch, the cancelled requests are

automatically deleted. This prevents a second library from filling one of the requests
after the first request is filled.

Group a Patron’s Hold Requests
You can group hold requests with a status of Active, Inactive, or Pending. A group can
contain requests with any or all these statuses, and you can add any number of hold

reguests to an existing group. Follow these steps to group hold requests.

1. Open the patron’s record in the Patron Status workform — Requests view. The
patron’s hold requests you want to group.

2. Select the requests you want to group.
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3. Click %% or press CTRL+G. A letter is assigned to the new group. It appears in
the Group column for each of the grouped requests. Use the horizontal scroll bar
to see this column. The letter A is assigned to the patron’s first group. If the
patron already has a Group A, the letter B is assigned to the new group.

i| EPatron Status - 908975 - Holds - Polaris =]
f File Edit Wiew Links Tools Help
o ) d
2Hs X P9 g 5 @
Barcods: | 2122700004357 Marme: | Mr. Pirk Panther
Acck charges: $20.55 Patron code: Resident-Adult -
Acck credit: 40,00 Renqiskered branch: Illinois Heartland Library Swstem - Champaign
Ikerns ouk: 10 Address: 1234 TopHat Way
Total overdue: 5 RANTOUL, IL 618666
Claims/Lost: 1j0 EBirth date: 12{15/1950
Trems held: o Expiration date: 12114j2012 LI
= a s as | —
—Huolds £ =\
B M
Palaris requests;
Author il all Mum... | Activation ... | Status i p 00 Q. 00
C Ve n 1
= 1
M caputa, ... Book 156.7 Cap... 3/6/2013 .3
Who Moved My Che... EBook izM4fz012 Active Illinais Heart. .. 1
ILL requesks:
Author | Title | Farrmat | Activation Date | Skatus | Ikem | Pickup Bra... |
For Help, press F1 4

4. If you want to add one or more hold requests to an existing group, follow these
steps:

e Select any one request in the existing group.
e Select the requests you want to add to the group.

e Click 5%,
Ungroup a Patron’s Hold Requests

A group is automatically deleted if all but one request is ungrouped. This procedure does
not delete the requests; it simply removes them from their groups. Follow these steps to
remove one, multiple, or all requests from a group.

1. Open the patron’s record in the Patron Status workform — Requests view.

2. Select the requests you want to remove from the group in the Requests list.
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3. Click ¥ or press CTRL+R. The group letter will no longer appear in the Group
column for the requests you have selected. Use the horizontal scroll bar to see
this column.

MANAGING THE HOLDS QUEUE

The holds queue is the prioritized list of Active or Pending requests for a specific title or
item. By default, hold requests are arranged from the oldest request at the top to the most
recently created request at the bottom. The oldest request is usually filled first. However,
you can manually change the order of the requests.

SHARE has implemented rules on how the hold queue will fill a request. The following
will apply to all bibliographic-level holds:

e First Level — Your item; your patron. Then all of your library’s buildings
(example: a school district).

e Second Level — All SHARE libraries sorted by your delivery hub with libraries
being listed by the frequency of their delivery (example: 5 day a week, then 4,
then 3, then 2 and then on demand).

An individual item will be filled by the specific barcode through the owning library.
NOTE: This is still a work in progress as SHARE staff continues to tweak the hold
queue.

EDITING HOLD REQUESTS
After hold requests have been placed, you can edit them in the following ways:

e Editing hold request data — For example, a patron may ask you to change the
pickup library for the requested material.

e Transferring requests — You can transfer active or inactive hold requests from
one bibliographic or item record to another. For example, you may want to
transfer a hold request from a bibliographic record with many hold requests to a
record with few requests or more copies.

e Cancelling/deleting requests — If a patron no longer wants a requested title, you
can cancel or delete the hold request manually. Whether you choose to cancel or
delete requests depend on the situation, the request’s status, and your library’s
policy.

¢ Reactivating requests — You can reactivate hold requests to permit items to fill
them. When you reactivate a hold request, the request immediately becomes
Active with a new expiration date, and items can be trapped for it.
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Edit Hold Request Data

You can edit a hold request with any status for a patron, but the request status determines
which information can be edited. For example, you can add or edit notes for all requests,
but you can change the expiration date for Active, Inactive, and Pending requests only.
You cannot edit the patron or bibliographic information for any hold requests. Follow
these steps to edit a hold request:

1. Display the hold request you want to edit from one of the following locations:

e Hold Request Find Tool.

e Patron Status workform — Requests view.

e Request Manager workform — Hold Requests view.

e Holds Queue workform — Select Circulation, Holds Queue to find and
display the queue for a specific bibliographic or item record.

e Bibliographic or Item Record workform.

2. Right-click the hold request in the list, and select Open from the context menu.
The illustration shows the Patron Status workform — Requests view.

_E Patron Status - 908975 - Holds - Polaris HEE
File Edit WYiew Links Tools Help
Lol " F

Zd3s %X B4 2|

Barcode: | 2122700043574 Mame: | Hr. Pink Panther

&cck charges: 420,55 Patron code: Resident-Adult -

Acct credit: 40,00 Rengistered branch: Ilinois Heartland Library System - Champaign

Ttems out: 10 Address: 1234 TopHat Way

Tatal overdue: 5 RAMTOLUL, IL 61866

ClaimsfLast: 10 Birth date: 12}15§1950

ITtems held: 0 Expiration date: 12/14j2012 d

[ Holds

Palaris requests:

Author

Activation Date Status

Pickup Branch

12{14f2012 Active Tllinois Heartland ...
Gone with the wind 121712012 Pending Ilinois Heartland ... 1 A
Ecaputo, Janette 5, Stress and burnout in lib rofy 3/6/2013 Active Ilinois Heartland ... 3
Mitchell, Margare... Gone with the wind Corert to ILL Request 3/ef2013 Active Decatur Public Lib, .. 1 A
Deny Hold
Cancel Hold
Reactivate
Links 2
Delete
Properties
ILL requests:
Author I Title: Format | Activation Date I Status I Ttem | Pickup Branch |
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The Hold Request workform appears. The specific information fields available
on the workform depend on the request’s status.

[iZ Hold Request - 464 - Who Moved My Cheese? - General M=
Fil= Edit ¥iew Links Tools Help

¢ 4@)S =l -
D'|WE%'X|E N|ia| E'| 9| E
Request
"('_'n" Status: | Active | 12i14f2012 Request date: | 1zf14j2012 Activation: |12;'14;'2012 vI
g Pickup: IIIIinois Heartland Library System - Champaign (zchs) j Origin: I Library Expiration: |12,|’14,l'2013 'I
s ] [T This itern arnly
L
Q: —Patron
._c Barcode: I Plzz7000043574 Find | Registered at: I Tlinois Heartland Library System - Champaign (br)
B - Patron code: | Resident-aAdult
Mame: I Pink Panther
I Motification option: | Mailing Address
| r~ Details
Title: I Whao Moved My Cheese? Firmd I
4
Author: | ISEMISSH: |
Publisher: I Diate: I Edition: I
Series: I LCCM: I Format: IBODk ﬂ
Item barcode: I Callno.: I Pages: I
Wolume: I Issue: I Serial copy: I
For Help, press F1 [ [

3. Make changes, as needed.

e If you change the pickup library, certain policies regarding the holds request
may change.

e You can change the unclaimed date for requests with a status of Held. If the
pickup branch is closed on the new date, the unclaimed date is set to the next
day the pickup branch is open when you save the request. A message informs
you of the change.

e If you change the unclaimed date for a request with the status of Held, you
will need to manually change the pickup slip. Cross out the old date on the
slip and write in the new date.

4. Click File, Save on the Shortcut Bar, or ‘E or press CTRL+S to save your
changes.

Transfer a Hold Request
You can transfer Active or Inactive hold requests from one bibliographic or item record

to another. For example, you may want to transfer a hold request from a bibliographic
record with many hold requests to a record with fewer requests or more copies. A
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transferred request is a new request. The pickup branch, activation date, expiration date,
and patron data are transferred from the original request, but the original request’s history
is lost. When the transferred request is saved, the original is deleted, and the transferred
request is placed at the end of the hold queue for the title, like any other new request.
Follow these steps to transfer a hold request from one bibliographic or item record to

another one.

1. Open the hold request you want to transfer in the Hold Request workform.

2. Select Tools, Transfer from the menu bar.

EHold Request - 464 - Who Moved My Cheese? - General [ =] =]
File Edit WYiew Links | Tools Help
Conwert to ILL - Chri+I
. | ? :
D ZE T oS ] @] B
————  Canel Ctri+L
— [ Request Reackivate ZhrlH-A
U') Skatus: | Fill Maow Chrl+F | 12/14f2012 Request date: I 12/14/2012 Activation: |12,|’14,|’2012 vl
% paign (zchs) j Qrigin: I Library Expiration: |12,|’14,|’2013 'l
L
Q: —Patron
._c Barcode: I Plzz7n0004a574 Find | Registered at: I Tlinois Heartland Library Swstem - Champaign {br)
= - Patron code: I Resident-Adult
O Mame: I Pink Panther
I Notification option: | Mailing Address
| — Details
Title: | Whao Moved My Cheese? Find |
Z
Authar: | ISBM/ISSM: |
Publisher: | Date: I Edition: |
Seties: | LCCH: I Format: IBDDk j
Item barcode: | Callno.: | Pages: |
‘olurme: | Issue: | Serial copy: |

Transfer

A message indicates that the request history will be lost.

3. Click [Yes] in the message box to continue with the transfer. A new Hold
Request workform is displayed with the pickup branch, activation date, expiration
date, and patron data from the original request. The Details frame boxes are

empty.

4. To select a title/item, click Title [Find] to do a bibliographic or item record search,
right-click the record in the Results list, and choose Select from the context menu.
After you choose Select, the applicable boxes in the Details frame are filled in.

5. Add or edit information, as needed.
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6.

NOTE!

Click File, Save on the Shortcut Bar, or ‘E or press CTRL+S to save the
transferred request. The transferred request is placed at the end of the holds
queue for the title. The original request is deleted.

When a new bibliographic record replaces an existing record, any holds
attached to the old record are transferred to the new record. These
requests maintain their position in the queue.

Cancel Hold Requests

When you cancel a hold request, items can no longer fill the request. However, the
request remains in the Polaris database and visible on workforms. For record-keeping
purposes, you might choose to cancel rather than delete a request. Also, if a patron
decides she wants a title after all, you can easily reactivate the cancelled request. You
can manually cancel requests that are Active, Inactive, Pending, or Not-supplied. Follow
these steps to cancel one or more hold requests.

1.

NOTE!

Select Circulation, Request Manager from the Shortcut Bar. The Request
Manager workform — Hold Requests view appears.

Select a library in the Branch name box and one of the following options in the
By box, according to the requests you want to display:

e Item — Displays requests for items that are owned by the selected library.

e Patron — Displays requests for patrons who are registered at the selected
library.

e Pickup — Displays requests to be picked up at the selected library.

Select a hold request status in the Status box. You can cancel requests that are
Active, Inactive, or Pending.

Select the requests.

Click @ above the Requests list, or press CTRL+L. The requests are no longer
displayed because their status has changed to cancelled.

You can also display the hold requests in the Patron Status workform —
Holds view or the Holds Queue workform. Right-click the requests in the
list, and select Cancel Hold from the context menu. In the Hold Request

workform, you can select Tools, Cancel or click @ . In a Bibliographic
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or Item Record workform, select Links, All Hold Requests, right-click the
request in the Linked Hold Requests dialog box, and select Cancel from
the context menu.

Related Information

e Automatic Cancellation — Hold requests may be cancelled automatically
in certain circumstances:

o Your library may automatically cancel an unclaimed request when
the held item is checked in.

o Anitem record is deleted, it is the last item attached to the
bibliographic record, and Active, Inactive, or Pending request is
bound to the title. A message indicates that deleting the item
record cancels the request. If you continue, Polaris cancels the
request.

e Automatic Deletion — Your library may automatically delete cancelled
requests after a specified period.

e Cancellation by Patrons — Your library may allow patrons to view and
cancel their hold requests from the PAC patron account.

Delete Hold Requests

When you delete a hold request, the request is removed permanently from the database.
You can manually delete requests that are Cancelled, Expired, Inactive, or Not-supplied.
Follow these steps to delete one or more hold requests.

1.

Selection Circulation, Request Manager from the Shortcut Bar. The Request
Manager workform — Hold Requests view appears.

Select a library in the Branch name box and one of the following options in the
By box, according to the requests you want to display:

e Item — Displays requests for items that are owned by the selected library.

e Patron — Displays requests for patrons who are registered at the selected
library.

e Pickup — Displays requests to be picked up at the selected library.

Select a hold request status in the Status box. You can delete requests that are
Cancelled, Expired, Inactive, or Not-supplied.

Select the requests.

Click * above the Requests list, or press CTRL+D. A message alerts you that
deleting a hold request removes it permanently from the database.
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6.

Click [Yes] to confirm that you want to delete the requests.

Related Information

e Automatic Deletion — Hold requests may be deleted automatically in
certain circumstances:

e Automatic Deletion — Your library may automatically delete Expired,
Cancelled, and Not-Supplied requests after a specified period.

Reactivate Hold Requests

You can reactivate Cancelled, Expired, and Not-supplied hold requests to permit items to
fill them. When you reactivate a hold request, the request immediately becomes active
with a new expiration date, and items can be trapped for it.

1.

Select Circulation, Request Manager from the Shortcut Bar. The Request
Manager workform — Hold Requests view appears.

Select a library in the Branch name box and one of the following options in the
By box, according to the requests you want to display:

e Item — Displays requests for items that are owned by the selected library.

e Patron — Displays requests for patrons who are registered at the selected
library.

e Pickup — Displays requests to be picked up at the selected library.

Select a hold request status in the Status box. You can reactivate requests that are
Cancelled, Expired, or Not-supplied.

Select the requests.

Click $ above the Requests list, or press CTRL+A. The list shows requests
with the status Cancelled, Expired, or Not-supplied, so the requests you
reactivated are no longer displayed. Their status has changed to Active.

DAILY REQUEST PROCESSING

A recommended workflow is to review the status of hold requests once a day, using the
Request Manager workform — Hold Requests view. This is important because other
libraries may be requesting items from you, and activities may be taking place at other
libraries that affect your patrons’ requests.
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Check the following requests every day:

e Pending — Requests from other libraries for items with a status of In at your
library. The list of pending requests is also known as Requests-to-Fill (RTF).

e Cancelled — Delete or reactivate these requests.

e Not-supplied — Delete or reactivate these requests.

e Unclaimed — Pull these materials from the holds pickup shelf, and check them in.

Manage Pending Hold Requests (Requests-to-Fill)

Polaris processes requests-to-fill once a day, during overnight processing. You view or
print the RTF report daily to see what items other branches are requesting. For each
pending request, you either check in the item to change its status and send it to the pickup
branch, or deny the request in Polaris.

Follow these steps to review and process pending hold requests.
1. Select Circulation, Requests Manager from the Shortcut Bar. The Request

Manager workform — Hold Requests view appears. The view defaults to your
library’s pending requests.

&t Request Manager - Hold Requests ==
File View Tools Help

W

- ~
]
rU ~Requests \ /
5 D408 x @
E Callection | Shelf Lo... | Call humber | Author | Title | Format | Fatron Mame | Pickup Bra. .. | Earcode | Fending Date
b od C.D. MACOS... Costello, Elvis.  Morth Music CD - B minp 02007257139 62013
% IMitchel, Mar. .. i : 2004857053 S612015
b mys Fiction M Peters, Ellis, ... Fallen into the pit Baak  zcas 31202004554650 zl27lz2013
U mys M McCallSmith,.. McCall Smith, ... The right attitude t.., Book b zchs 31202007942399 3302013
U mys M Patterson, 1. Patterson, 1., Honeymoon : a novel  Book zcas 31202009084281 1/4/2013
Q< nion-fic 638,70 Dodman, Mich.., Dogs behaving badl... Book | calp 31202005943415 3lefz013
nion-fic 641.56314 W  Webb, Robyn, Expresslane diabeti... Book mtnp 31202006200369 3lef2013
@I Ennn-ﬁc 813.5M Micchell, Mar... Margaret Mitchel's... Book zcas 312020016862361 3f6f2013
E periodical FEBRUARY21... Family circle. Serial zcas 31202001020317 3fef2013
E = periodical JANUARY 19, Life. Serial h =cas 31202006395970 aE12013
= periodical MAY 20, 1996, Time., Serial 2cas F12020067 16022 62013
= periodical OCTOBER 25... MNewsweel, Serial 2cas 1202001931042 62013
. 2
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2. Select File, Print Hold to Fill to print the RTF report. You can also print the
workform list view. Select the column header by which you wish to sort the list,
then select File, Print, List View.

&t Request Manager - Hold Requests ==
File View Tools Help

Z[&" | 69|

Current View  Chrl4+P

All views
- _ ary (DPLP-ZDE) (dplp) | By ftem 7| status: [Pending =l

N
i

NEAOS X &

Callection | Shelf Lo... | Zall Mumber | Authar | Title: | Format Patron Mame | Fickup Bra. .. | Earcode | Fending Date

2 Request Minager ‘

od C.D. MACOS... Costello, Elvis.  Morth Music COv L mtnp 1202007237139 3fEf2013
= fiction Fiction Mitchell, Mar... Gone with the wind,  Book zcas 1202004557053 3jefz013
mys Fiction M Peters, Elis, ... Fallen into the pit Book | zcas 31202004554650 212712013
mys M McCallSmith, .. MoCall Smith, ... The right attitude t.., Book zchs 31202007942399 332013
mys M Patterson, 1. Patterson, J...  Honeymoon : a novel Book zcas 31202009084251 1i4/2013
nion-fic 636,70 Dadman, Mich... Dogs behaving badl... Book calp 31202005943415 3/ef2013
nion-fic 641,56314 W  Webb, Robyn,  Expresslane diabeti,.. Book mtnp 31202006200369 3/ef2013
Ennn-ﬁc 8135M Mitchell, Mar... Margaret Mitchell's... Book zcas 31202001862361 3/6i2013
E periodical FEBRUARYZ21... Family circle. Serial zcas 31202001020317 362013
E = periodical JANUARY 19, Life. Serial zcas 31 202006998970 3iefz013
= periodical MAY 20, 1996, Time. Serial zcas 102006718022 Sief2013
= periodical OCTOBER 2&... Mewswesk, Serial zcas 1202001931042 3jefz013

The report is generated and the Report Preview window opens.

i Hold Requests To Fill {379).pdf - Adobe Reader [_ O]

Fil= Edt Wiew Window Help »®

@ B t% | & 52 | G » | | =) [T | e Tools | Sign | Comment
9 =

B
o Hold Requests To Fill

Fill Branch: dplp

non-fic 636.7 D Book 31202005943415 R

Dogs behaving badly : an A to Z guide to understanding and curing Dodman, Nicholas H.
behavieoral problems in dogs

Resident-Adult  zeds FPACREGS08890
Pickup Library: colp

non-fic 641.56314 W Book 31202006200369
Expresslane diabetic cooking Webb, Robyn.
Resident-Adult  hmp 20183000570010
Pickup Library: mtnp

non-fic 813.5 M Book 31202001862361 This item only
Margaret Mitchell's Gone with the wind letters, 1936-1949 Mitchell, Margaret, 1900-1949.
Resident-Adult  jerp 20183000792465
Pickup Library: zcas

27



Click the printer icon. The report is printed on the default printer for your
workstation. It lists the items at your branch with a status of In that can fill a
pending hold requests. The report contains the same information as the Requests
list in the Request Manager workform, as well as the requesting patron’s patron
code, registration branch, barcode, and phone number. Requests for specific
items (item-level hold requests) are indicated by the text This item only.

Pull the requested items from the shelves.
Check in each item from one of the following locations:

e Check In workform — Normal view.

e Item record workform — Select Tools, Check In or click ﬁ A message asks
whether you want to transfer the item to the pickup branch.

Click [Yes]. The circulation status is Transferred, and the request status is
Shipped.

Repeat 5-6 for each item you are supplying.
Band the item with the 4-letter library delivery code plus the 3-letter delivery hub.

The 4 delivery hubs are: ZCA, ZCH, ZDE, and ZED. Ship each item to its
pickup library, where the item will be checked in and held for pickup.

Deny Items for Requests-To-Fill (No Longer Recommended for SHARE Libraries)

If you cannot or do not want to fill a hold for RTF, you deny the item from filling the
request. The request itself remains Active, and after the next RTF process runs, the
request is routed to the next library in the sequence. This is part of your library’s regular
process of checking the RTF report. Follow these steps if you cannot or do not want to
fill one or more hold requests.

1.

Select Circulation, Requests Manager from the Shortcut Bar. The Request
Manager workform — Hold Requests view appears. The view defaults to your
library’s pending requests.

Select the items in the Requests list that you want to deny for hold.

Click 4 or press CTRL+R. The Deny Item for Hold Request dialog box
appears.
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4. Select the reason for not supplying the item or items. If you have the same reason

5.

for denying several or all holds, deny these items at the same time. If you have
different reasons, deny the items separately.

Do one of the following actions:

e To prevent this particular item or items from filling the request, simply click

[OK]. In this case, if your branch has other items that could fill the request,

the request may appear again on the RTF list during the next RTF cycle.

e Select Deny all available items at this branch, and click [OK]. In this case,
the request does not appear again on the RTF list, even if your branch has
other items that could fill the request.

The Hold Requests view is displayed, but the request you denied no longer

appears. After the RTF process is run, the request appears on the RTF list of

the next library in the holds routing process.

Related Information

e Ignoring an RTF item — If you take no action on an item in the Requests list,

it is automatically routed to the next branch in the sequence.

e Viewing a Not-supplied reason — You can view a Not-supplied reason for a
patron’s hold request on the Hold Request workform — Notes view. Scroll the
Request Satisfied By list to the right. The far column is Not Supplied Reason.

If a request was denied, an icon appears next to the bibliographic record

control number. The icon is red for a request denied by a staff member, and

blue for a request denied by the system. The system may deny a request from
the PAC if a patron has exceeded the request limit for an item’s material type

and all the items attached to the bibliographic record are this material type.

Manage Cancelled Hold Requests

Follow these steps to delete or reactivate Cancelled hold requests.

1.

Select Circulation, Request Manager from the Shortcut Bar. The Request
Manager workform — Hold Requests view appears.

Select a library in the Branch name box, Patron in the By box, and Cancelled in

the Status box.

Click{ to delete the requests or click $ to reactivate them.

29



Manage Not-supplied Hold Requests
Follow these steps to delete or reactivate Not-supplied hold requests for your patrons.

1. Select Circulation, Request Manager from the Shortcut Bar. The Request
Manager workform — Hold Requests view appears.

2. Select a library in the Branch name box, Patron in the By box, and Not-
supplied in the Status box.

3. Delete, reactivate, or convert the requests:

o Clickf to delete the requests.

e Click $ to reactivate the requests.

Manage Unclaimed Hold Requests
The item status changes from Held to Unclaimed at 11:59 p.m. on the hold request’s
unclaimed date if the item is not picked up. The unclaimed date is determined by the
Maximum days held for pickup setting for your library. Dates closed are taken into
account in the calculation.
Follow these steps to manage Unclaimed hold requests for items that were supposed to be
picked up at your branch, but were not picked up.

1. Select Circulation, Request Manager from the Shortcut Bar. The Request

Manager workform — Hold Requests view appears.

2. Select a library in the Branch name box, Pickup in the By box, and Unclaimed
in the Status box.

3. Pull the unclaimed materials from the holds pickup shelf.

4. Check in each item.
All unclaimed requests are automatically deleted or cancelled when the held items are
checked in, depending on your library’s policy.
FILLING HOLDS AT CIRCULATION

If an item that fills a hold request is scanned during circulation, you can choose to hold
the item for the requesting patron. If you hold the item, the item is trapped, and the

30



request is filled. The patron has a library-defined number of days to pick up the item
before its request status becomes unclaimed.

If you choose not to hold an item for a request, you can either reactivate or cancel the
hold request. If you reactivate the request, items can still be trapped to fill it, including
the item you just denied for the hold. If you cancel the request, items cannot be trapped
to fill it. However, you can manually reactivate a cancelled request at any time.

Fill a Hold Request at Circulation

You may have received an item from another library to fill a request, or you may be
alerted to the item during other circulation tasks. Follow these steps to fill a hold request
at circulation, usually during the check in process.

1. Check in an item from one of the following locations:

e Check In workform — Normal view.
e Check In worform — Bulk view.

e Item Record workform (select Tools, Check In, or click g).
A message appears.

2. If your branch is not the pickup library, the message asks whether you want to
transfer the item to the pickup library for a hold. Click [Yes], and ship the item to
the library, where it will be checked in and held. The circulation status is
Transferred, and the request status is Shipped.

3. If your branch is the pickup library, the message asks if you want to hold the item.
Click [Yes]. If there is a display note in the hold request, a second message
shows the note. Click [OK].

The following events occur automatically:

e The circulation status and the request status change to Held.

e A hold slip prints if hold slip printing has been set up for this workform.

e Polaris produces a hold notice to notify the patron that the item is available for
pickup.

Related Information

e The hold request for...needs to be either reactivated or canceled — To
reactivate the request, click [Yes]. To cancel the request, click [No].
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e This item cannot be checked out, because it is being held — To override the
hold and continue with check-out, click [Yes], and a message asks if you want
to reactivate the hold request. To stop the check-out, click [No].

e This item is held for...Continue to hold the item? — To continue the current
hold, click [Yes]. To continue the circulation process, click [No}. If the item
can fill another request, a message indicates that this item satisfies a hold
request.

e Qutreach services patron — This note may appear on a holds message if your
library uses Outreach Services. It indicates that the item fills a hold request
for an outreach services patron.

Fill a Hold Request with Fill Now

You might use the Fill Now function if the item with which you want to fill the request is
not identical to what has been requested. Also, you might use it for an item that would be
restricted from filling the request under normal circumstances.

1.

Open the hold request you want to fill in the Hold Request workform.

N Ay
Click , press CTRL+F, or select Tools, Fill Now from the menu bar. The
Scan/Enter Item Barcode dialog box appears.

Scan the item’s barcode in the Item barcode box. The following events occur
automatically:

e The circulation status and the request status change to Held.
e A hold notice will notify the patron that the item is available for pickup.

If a message asks whether you want to transfer the item to the pickup library,
click [Yes], and ship the item to the library, where it will be checked in and held.
If you have set up printing for in-transit slips from this workform, the slip is
printed automatically.

The following messages may appear when you fill a request with the Fill Now function.
Follow the instructions:

The item is designated not-holdable — To fill the request with the item, click
[Yes]. To stop filling the request, click [No].

This item is held for . . . Continue to hold the item? — To continue the current
hold, click [Yes]. To continue the circulation process, click [No]. If the item can
fill another request, a message indicates that this item satisfies a hold request.
Transfer this item to library for hold? — To transfer the item, click [Yes]. If you
do not want to transfer the item, click [No].
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