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Filling Holds on Available Items

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

Overview

vk wnNe

Check out the materials to the user

Student/teacher places hold(s) in ISearch or Fetch

Library staff locate materials on the shelves

Library staff trap the holds to make the item(s) available for the user(s)

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

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

library on how to trap holds and run reports.

Step 1: Place a hold in ISearch
Search for a title in ISearch

Select the title to view the details
3. Click the PLACE HOLD button

N o=

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

b

7. Click the PLACE HOLD(S) button

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

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

Horse .
My pet
Author: Lomberg, Michelle o

nts information on the history and life
ivice on how to exercise,

Select an Action

Reading Program: Accelerated Reader LG 5.11.0
133229

Reading Level: 783 Lexile Framework (Mitinet

LogIn B

User ID:
[123456 o L}
PIN:

[— 5 | =]

oz
Place Hold(s) @]
Title Pickup Library:
Horse | Chardon Park Elementary School V|
i’ Place Hold(s)

Place Hold(s) n

Title Action

Horse Success

Welcome Martin, Daisy | LogOut | MyAccount | Mylists | @ | @

Bs@o
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Step 1: Place a hold in Fetch
1. Search for a title in Fetch B et

2. Click the PLACE HOLD link \H O rses

Find More by this author

PLACE HOLD o

USING ISEARCH

VIEW IN ISEARCH

3. Enter your Alternate ID: Log |
4. Enteryour pin x L

5. Click the Log In button

Log In 5

6. Change Pickup Library, if needed x Place Hold

7. Click the Place Hold button
Title Horses

Pickup Library

TEST DLFN Elementary School o L 4

Place Hold 7

. Place Hold X
8. Hold has been placed. Click the OK Hold successfully placed. o

button to close the screen and return
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Step 2: Library Staff create list of materials on shelves

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

update the list of items to be pulled.

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

have not yet been trapped.

1. Go to Reports and Notices wizard

group
2. Click on Schedule New Reports

3. Onthe ITC CUSTOM tab
4. Locate and select the report “List
Onshelf Iltems with Local Holds”
5. Either
Double click on the report
Or
Click Setup & Schedule button

6. Go to the tab PRINT SEPARATE
REPORTS FOR EACH LIBRARY

7. Add a check for “Print separate reports
for each library”

8. Click the RUN NOW button

9. Click DISPLAY FINISHED REPORTS
button

Report and Notices

Report Session

& Schedule New Reportse
% Scheduled Reports
Finished Reports

Schadule New Reports : Display Templats Reports

S

My Inventory My Notices My Reserves My Statistics My Titles  Patron

All Stati it|e Bibliographic
INFOhiol ITC Custom <Ncirculation All Items All Inventory All Notices All Reserves

Circulation My Circulation My Copies

Report name »

Extend Hold Range to SYSTEM
Hold Pickup Notices

List Holds

OH Incremental Ovrdu Notices
OH-INFOhio Vendor Load Report
OH Item Count (LIBRARY)

List Onshelf Items with Local Holds 4

Source
libgroup2sys
pickup
holdlist
noverdue
itemlist
itemstat
overduesbills

PN POV |

OH List oB\/erdues/ Fines

Setup & . .
Schedule View Modify Copy

[iedulz New Reperts | Scheduls TEST Custom On-Shelf Halds List

Basic Closed dav
Print User Name And User Id

Print user name and user id

Schedule | | Run Now

Schedule New Reports

Frequency: ASAP
Next run date:
Last run date:
Email to:

Do not email notices to recipients with email addresses

Suspended:
Place on list:
Notify owner: N
View type: Include results

i Display
i Scheduled Reports

Remove... | Ownership (b) | Close (g)

| Print Separate Reports For Each Library |

Number ofCUD\eB Holdable | ocation: Hald Selection

Save As Template Cancel

Display

Finished Reports Slo==
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10. This report assembles a list of items TLER ;
with holds that are AVAILABLE for all Finished
buildings. Select the report with your Report name Source Status  Completed «
b Id I . List Onshelf Items with Local Holds:TEST04 pulllocalholds OK 7/28/2020,... ~
uilding location List Onshelf Ttems with Local Holds: TESTO1 _pulllocalholds OK 7/28/2020,...
11 E|ther List Onshelf Items with Local Holds:MAHS ‘11 ulllocalholds
: List Onshelf Items with Local Holds pulllocalholds OK 7/28/2020,...
Double click on the report List Onshelf Items with Local Holds pulllocalholds OK 7/28/2020,... v
OI" @ View  Print | Email (b)  Remove... Ownership (g) Close

Click the VIEW button
12. View Result should be selected ——— .
13. Format Report should be selected OView log
14. Click OK button HView result@

Report to view: List Onshelf Items with

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

O Only those with email addresses
OO0Only those with no email addresses

@OK Change format | Cancel

15. Report will open with a list of all items that need to be pulled from the shelf. The report will include the call
number and title, the teacher’s homeroom and name as well as the student’s User ID and name.

HOLD PICEKUP LIST
Produced Thu Dec 17 10:15:29 2020

Library: TESTO02
Call# and Title
E SEU
Geisel, Theodor Seuss
Green eggs and ham

copy:l item ID:30790990022642 type:EASY
location:AVAILABLE
Homeroom: 12 Homeroom and ID: 20790950027195 User_ID and
Teacher: ANKROM K Teacher Name 3 name : HARRELL, Nicholas Username
Pickup library:TESTO1 Date of checkin:07/17/2020
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Step 2b (OPTIONAL): Create list of items that need pulled for only one class

You can run a list of items that need to be pulled for only one homeroom.
This report can only be run AFTER the List Onshelf Items with Local Holds report has been run.

This report will list students that have placed a hold and:
e The hold still needs to be trapped

e The hold has been trapped and is available for pickup NOTE: Steps 18-37 will demonstrate how to run the
report for only items that need to be trapped for one homeroom.
Having both of these in one list may be confusing, but it is the only report that allows you to create a list of holds for

only one teacher/class.
1. Go to Reports and Notices wizard

group
2. Click on Schedule New Reports

Report and Notices

Report Session
& Schedule New Reportse
% Scheduled Reports

3. Go tothe ITCCUSTOM tab

4. Locate and select the report “List

Holds”
5. Either
Double click on the report
Or
Click Setup & Schedule button

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

Finished Reports

schedule New Reports : Display Template Reports

My Inventory My Notices

All Statisti All Tit|
INFOhiof ITC Custom

My Reserves
Bibliographic
irculation All ltems All Inventory All Notices All Reserves

My Statistics My Titles  Patron
Circulation My Circulation My Copies

Report name »
Extend Hold Range to SYSTEM
Hold Pickup Notices

List Onshelf Items with Local Holds
OH Incremental Ovrdu Notices
OH-INFOhio Vendor Load Report
OH Item Count (LIBRARY)

OH List ﬁverdues / Fines

Source
libgroup2sys
pickup
pulllocalholds
noverdue
itemlist
itemstat
overduesbills

PRS- | O

Setup &
Schedule

Item Selection

View Modify Copy

Remove... Ownership (b) | Close (g)

Call Number Selecti i jon Sorting
Basic Style Sheet Hold Selectio ser Selection | User Status

Library:

User profile:
Grade:

Job Title:
Language:
Gender:

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

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

Schedule | Run Now (b) Save As Template Cancel
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8. Select your library

9. Click the arrow

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

NOTE: Selection of Homeroom is OPTIONAL.
12. Go to the HOMEROOM tab
13. For Homeroom click on the gadget

14. In the box labeled “Enter String” type
the homeroom exactly as it appears in

Gadgat : Library

(®) Includes selected policies
O Excludes selected policies
O Contains invalid policy

() Contains no policy

List fo choose from

QEISTR\ CT

MAKIM
MAMS
MANM
IMARB
TESTO1
TEST02
TESTO03
TESTO04
TESTO05
TESTO06
TESTO7
TEST08
TEST09
TEST10

©

List s d
MA

0 OK || Cancel

cheduie New Raports - Schwda TEST List Holds wilh Hamarsam

User Selection User Status Selection liem Selection Call Nu Selection Title Selection Print Hold
Basic Style Sheet Homeroom Hold Selection
Homeroom | ® @
Schedule | Run Now Save As Template Cancel
Gadget : String List SEE

Enter String: @

WorkFlows (CASE-SENSITIVE). If a List selected
. . 117
special character such as adash is in
the homeroom name, then this must
also be included.
15. Click the ADD button
16. The name will appear in the “List
Selected” box
17. Click the SAVE button
NOTE: You can only run this report for one
homeroom at a time. @ @
Add (o) Save Remove Cancel
. Page | 6 Circulation — Holds
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18. To run the report to only list items that
need to be trapped go to the ltem
Selection tab

19. For Library click on the gadget

20. Select your library

21. Click the arrow

22. Move it to the LIST SELECTED column
23. Click the OK button

Schedule New Reports : Schedule List Holds

Basic Style Shas Homergom Hold Selection User Selection
User Status Selectidit} ltem Selection Call Number Selection Title Selection  Print Hold
19 ~

Library:

Shelf location:
Current status:
ltem group:
Matenal type:
Funding source:
Curricular area:
Grade level:
Genre:

Permanent: () Yes () No (@) Both

Circulate () Yes (_)No (®)Both

Extended info: 3
blank field matches with Not Equal qualifier
In the shadow catalog: () Yes (_)No (®)Both
Accountable: () Yes ()No (®)Bath

® % @ % ¢ e S

Gadget : Library SREE

@ Includes selected policies
() Excludes selected policies
O Contains invalid policy

O Contains no palicy

List to choose from
ISTRICT

Lists d
MA

MAKIM
MAMS
MANM
MARB
TESTO1
TESTO02
TEST03
TEST04
TESTO05
TEST06
TESTO7
TESTO08
TEST09
TEST10

[~

@ OK | Cancel
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Scheduls New Reports : Schedule List Holds

24. Select the Current Status gadget

Basic Style Sheet Homeroom Hold Selection User Selection
User Status Selection  Item Selection Call Number Selection  Title Selection  Print Hold
Library: [IGE A
Shelf location: @
Current status: @
ltem group: %
Material type: 3
Funding source: ®
Curricular area: *®
Grade level: L2
Genre: L2

Permanent () Yes (_)No (®) Both
Circulate: (_)Yes (_)No (®) Both
Extended info: ®
blank field matches with Not Equal qualifier

In the shadow catalog: O Yes O No @ Both

PO T SRR~

Gadgat : Lacstion SE

() Includes selected palicies

(®) EX

O Contains invalid policy

25. Select Excludes selected Policies
26. Select CHECKEDOUT and HOLDS
27. Click the arrow

d ol

() Contains no policy

28. Move CHECKEDOUT and HOLDS to List

Selected

List to choose from

List selected

AVAIL_SOON

CHECKEDOUT

~
AVAILABLE HOLDS @
BINDERY

CHECKEDOUT @
. DISCARD

29. Click OK HOLDS

ILL

INPROCESS

INSHIPPING @
INTRANSIT

LONGOVRDUE

LosT

LOST-ASSUM

LOST-CLAIM

LOST-PAID

MISSING

MORE

REPAR v

giRje

OK || Cancel

Schedule Nevr Reparts - Gohedule List Halds

Basic Style Sheet  Homeroom Hold Selection User Selection
User Status Selection : ltem Selection Call Number Selection Title Selection  Print Hold

Library: MAHS
Shelf location:
Current status: ~CHECKEDOUTHOLDS
Item group
Material type:
Funding source:

30. Click the RUN NOW button Curicular area

Grade level

31. IDEA: Before clicking the RUN NOW Genre!
. “ Permanent: () Yes (_)No (®) Both
button, con5|dfar the “Save As Girciate: ()Yes (INo (© Bath
Template” option and save a copy of Extended info: @
thiS report Set up for eaCh teacher blankﬂe\d matches with Not Equal qualifier
' Inthe shadow catalog (_) Yes ONngoth
Acrountahio f\@’\mn nth hd

Schedule un Now Save As Template Cancel

~

& ¥

L0 8 20 8 K gt 2
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. Setudida Hav Rigorls S
32. Click DISPLAY FINISHED REPORTS ;
Frequency: ASAP A
button Next run date
Last run dale
Email to
Do not email notices to recipients with email addresses
Suspended
Place on list
Notify owner: N
View type: Include results -
I Schedulea Display Display &
| Ngw _P_r—.;_'ml_t | Scheduled Reports | Finished Reponts s
Sotadide Hew Reports | Displey Firished Reports
‘ YowEr
33. Select your report when it appears e
34. Either
A Report nary Source Cwner Status  Complete
Double click on the report hoidist __JADMIN ___[OK | 1/8:2021,1_JF8
Correct U mation fixusercounts ADMIN oK 11820212
O r Correct Hold Information fixholdinfo ~ ADMIN 0K 1/8/2021,1
. Update Charge Counts chargecheck ADMIN OK 1182021 1.
Cth the VIEW bUttOﬂ Update Bill Counts billcheck ADMIN 0K 11820211

Add Nalaf wiato | lzar aduicartavd  ADKMIN (a4 1R 1
@ View Print Email (b) Remove. . Ownership (d) Close

Sabdd e Wavw Rapaits | Vidw Finiahad Rapaits =

35. View Result should be selected _
Report to wew: List Holds

36. Format Report should be selected [ Jviewlog
37. Click OK button [/} View resutlig
ﬂFormatrele_@

oK Change format Cancel

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

Hold List

Produced Thursday, December 17, 2020 at 3:21 PM
USER NAME USER ID PRIORITY FPLRCED
EXPIRES
NOTIFIED NOTICES RECALL STATUS RESRV AVLIL TYFE
COMMENT SUSPENDED

UNSUSFENDED
AVAILABLE AVAILABLE EXF PICEUF LIBEARY
796.54 PAU 14 copy:l

Eids camping. Illustrated by John Delulio.
Paul, Aileen.

DLLTOM, Reed 207920850023111 125 7/13/2020
0 HO Ho N TITLE
MALHS
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Step 3: Trap holds to make items available for the user(s)
Iltems that have a status of AVAILABLE and have a hold attached will need to be ‘trapped’ so that the hold becomes

available for the student/teacher.

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

With a “trapped” hold, the status of the hold is
listed as (available) and is ready to be checked
out

Display User

Ab&aha
Name: Martin, Daisy
Id: 20790120010360
Homeroom:

Profile name: STUDENT1...

Identify user
User ID: 20790120010360

Summary Addresses Extended Info Bills Checkouts Holds| Suspension Charge History

Total holds:1
Title Item ID Level Status Placed Pickup at Expires 3
Horse 307904400031... TITLE (unavailable) 7/28/2020 MAHS  10/26/2020
Display Display
this User (o)  Another User dlesz
AR dhe
Alerts
Name: Martin, Daisy
Id: 20790120010360
Homeroom:

Profile name: STUDENTL...

Identify user
User ID: 20790120010360

Summary Addresses Extended Info Bills Checkouts Holds Suspension Charge History

Total holds:1
Title Item ID Level Status Placed Pickup at Pickup by Expires
Horse 307904400... TITLE (available) 7/28/2020 MAHS 8/12/2020 10/26/2020
thisDijzleary(o) Angzi:::'alsjser Gl
1. Print list of titles that have holds .
. Holds Maintenance
2. Find the books on the shelves of your
library 2, Place Hold
3. In WorkFlows, expand the HOLDS . D'SP_lay User Holds
MAINTENANCE wizard group sty Welido o Losy
4. Click on TRAP HOLDS " Remove User Hold
B Display Item Holds
s Display Title Holds
# Reorder Hold Queue
W Modify Holds for Item
% Remove Item Hold
& Place Blanket Hold
% Trap Holds 4
: ., Page | 10 Circulation — Holds
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5. Scan the barcode of the item(s)

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

7. Repeat until done

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

9. Click the OK button

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

Trap Holds

@
Identify Item -
Horse
Item ID: 30790440003168‘ e Current: 636.1 LOM
30790440003168
Items with trapped holds
Title Item Patron Route/Transit To
Horse 3079044000316@20790120010360 ... HOLDS

Trap Holds @ Clear List | Close

Check Out Items : User Alerts Display

Alerts
Holds available: 1

Check Out Ttems
SBEROIBBNDRG
User Information
Name: Martin, Daisy Status: OK Library: MAHS
Profile name:  STUDENTL1... Amount owed:  $0.00 Available holds: 1

User categories: Y Overdues: o]
Homeroom: Privilege expires: NEVER

Identify user
User ID:20790120010360

Identify item
Item ID:

List of checkouts

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

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

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

Check Qut
To New User

Get User Check Out Item
Information To User

Close

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

Items that have a status of AVAILABLE and have a hold attached will need to be ‘trapped’ so that the hold becomes
available for the student.

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

Display User

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

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

Profile name: STUDENT1...

Identify user
User ID: 20790120010360

Summary Addresses Extended Info Bills Checkouts Holds| Suspension Charge History

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

Display Display

this User (o) | Another User sz

With a “trapped” hold, the status of the holdis &% ¢ 2s

listed as (available) and is ready to be checked Alers —
Name: Martin, Daisy

out 1d: 20790120010360
Homeroom:

Profile name: STUDENT1...

Identify user
User ID: 20790120010360

Summary Addresses Extended Info Bills Checkouts Holds Suspension Charge History

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

3. Click the ONSHELF ITEMS button

4. List of items will appear in call number
order

5. Find the books on the shelves of your
library

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

B
< c

it Apps fP SharePoint
Check Out
Check In
Renew by User
Renew by ltem
In-house Use

Item Status

x
& na3.besirsidynienet/mobilecire/bc/en-US/indexhtmi#checkou

# Confluence

+

m~a v BHEH»QO :

ACCESS NOACSC_WOC0 General

New Gaogle »

Check Out (0}

User ID ‘ =

Start User Search

Barcode Title Due Date

Holds Pull List

Holds by User

Inventory
Deselect
Add User
Modify User

Setup

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

Holds Pull List

Holds by User

Inventory
Deselect
Add User
Modify User
Setup

Help

About

Holds Pull List (0]

Library MAHS v

Current Location All Locations v

Item Types All Item Types ¥

e Onshelf Items

510.21 BEY REF. R
CRC s d mathematical tables

796.62 GRA 14

BMX action bike book / words, Richar photography, Richard “The Crouch’ Francis]

" The
Management
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7. Click the button TRAP HOLD button
510.21 BEY REF. R

CRC standard mathematical tables

Beyer, William H., ed.

30790000186213 NONFICTION AVAILABLE
20790950031874 COOKE, Courtney

Trap Hold o

Delete Request

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

Pickup Library MAHS

OK

10. Repeat as needed

Check In

Library MAHS v

Renew by User

el ocatsn
Renew by Item i All Locations v

In-house Use ltem Types Py E— =

Item Status

Holds Pull List Onshelf items

Holds by User
510.21 BEY REF.R

Inventory
Deselect
Add User
Modify User
Setup

Help

# and Nigel Thomas ; photography, Richard “The Crouch” Francis

About

hitpsi//na3 be.sirsidynix.net/mobil

Check Dut Ttems : User Alerts Display SE=

11. During Check Out, when you retrieve
the user account you will be notified Alerts
that there is a hold available e ErEleilz
12. Click the OK button
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13. The title of the available hold will
appear along the lower part of the
screen with a status of (available)

Check Out Ttems

fedeOdpPNIRG

User Information

Name: Martin, Daisy Status: OK
Profile name:  STUDENTL... Amount owed:  $0.00
User categories: Y. Overdues: (o]

Homeroom: Privilege expires: NEVER

Identify user
User ID: 20790120010360

Identify item

Library: MAHS
Available holds: 1

Item ID:

List of checkouts

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

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

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

Check Out Item
To User

Get User
Information

Check Out

To New User Gz

" The
Management
Council

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

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

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

The report “Hold Pickup Notices” allows you to generate a list of users that have holds available for pickup/checkout
and limit the results to one teacher/class. The report prints one student per page.
Able to limit results to only 1 teacher/room

Users with Available Holds

1.

group

Go to the ITC CUSTOM tab

with Available Holds”

Either

Double click on the report

Or

Click Setup & Schedule button

Go to the USER SELECTION tab
For Library click on the gadget

Go to Reports and Notices wizard

Click on Schedule New Reports

Locate and select the report “Users

Report and Notices

Report Session

& Schedule New Reportse
%3 Scheduled Reports
Finished Reports

Schadule New Reports : Display Template Reports

EEE

My Copies My Inventory My Notices My Reserves My Statistics My Titles Patron
All Reserves i My Circulation

Al i allTitles Bibliographic Circulation
Templates INFE@IM ITC Custom BA|l Circulation All Items All Inventory All Notices

Report name »
oy

L suun

Source

stawsiuiiutar
userswoverdues
titlesnocopies
ctslongoverdue
sysgroup2lib
suspendhold
unsuspendhold
oldsavailable

OH Overdue Desk List
OH Titles with no copies
Process Long Overdue Items, Retain B...
Reduce Hold Range to LIBRARY
Suspend Active Unavailable Holds
Unsuspend Holds

Users with Available Holds

4

‘

Waive Selected Bills waivebills .
Setup & . . .
Schedule View Modify Copy Remove... Ownership (b) | Close (g)

Schadula Naw Rapsrts 1 Schaduls Usars with Available Holds

Basic Style S (5] User Selection |User Status Selection Sorting Print User
20
@

Library:

User profile:
Grade:

Job Title:
Language:
Gender:

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

B RE EE N R N TR e e

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

Ohio Education Computer Network
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8. Select your library

9. Click the arrow

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

12. For User Profile click on the gadget

13. Select the profile(s) of your students

14. Click the arrow

15. Move them to the LIST SELECTED
column

16. Click the OK button

Sadoet oy

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

List selected

@ MAHS

et

OK  Cancel

Schedule New Reports : Schedule Users with Available Holds

Basic Style Sheet User Selection User Status Selection Sorting Print User

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

& &% & & e &4 e & & o

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

ot e Protis

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

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

wreeTAs

List selected
STUDENT1
STUDENT2
STUDENT3
STUDENT4
STUDENTS
STUDENTE

=
k=

OK  Cancel

. Management
.Council

Ohio Education Computer Network
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17. OPTIONAL For Grade click on the
gadget

18. OPTIONAL Select the Grade(s)

19. Click the arrow

20. Move them to the LIST SELECTED
column

21. Click the OK button

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

24. Select your report when it appears
25. Either

Double click on the report

Or

Click the VIEW button

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

Library: MAHS

User profile:INT4|STUDENTS|STUDENTG/®]
Grade: |

Job Title:
Language:
Gender:

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

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

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

©Contains no palicy

List to choose from List selected
01 - é 09

02

03

04

0s

06

2
e > )

12

ADULT
COMMUNITY
FACULTY
GRADUATE
KG

KG-A

OK | Cancel

Schedule New Reports

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

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

Finished Reports : Display Finished Reports Sl

Finished

Report name Source Status Complete...
Users with Available Holds

:

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

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

Ohio Education Computer Network

Page | 18 Circulation — Holds

Last Updated August 2021

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

infohio.org/goto/handbook



°
I N F@ h I o INFOhio Symphony Handbook

OHIO'S Prek-12 DIGITAL LIBRARY Holds on Available Items

Finished Reports : View Finished Reports e

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

M Format repo

@ OK | Change format | Cancel

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

Available Holds List
Produced Wednesday, July 29, 2020 at 3:13 PM

BLAIR, Tyler

id:20790850025066 alt id:95002506 library:MAHS
*Holds:2
613.8 HYD 14 MAHS

Know about drugs / by Margaret 0. Hyde and Bruce G. Hyde ;
illustrated by

Bill Morriscn.

Hyde, Margaret O. 1917-

CALHOUN, Ryan

id:20790950025454 alt id:95002545 library:MAHS
*Holds:1
589.735 CLA 14 MAHS
Reindeer.

Clarkson, Ewan.

CHAPMAN, Jennifer

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

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

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

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

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

e Able to limit results to only 1 teacher/room

Hold Pickup Notices
1. Go to Reports and Notices wizard

group
2. Click on Schedule New Reports

Report and Notices

Report Session

& Schedule New Reportse
% Scheduled Reports
Finished Reports

schedule New Reports : Display Template Reports. =
3. Go to the ITC CUSTOM tab Mz
4. Locate and select the report “Hold My Inventory My Notices My Reserves My Statistics My Titles Patron
. . ” All Statisti itl Bibliographic  Circulation =~ My Circulation My Copies
PICkUp Notices INFOhir;i ITC Custom @ﬂrculation All Items  All Inventory All Notices All Reserves
5' Elther Report name » Source
Double click on the report Edit Hold Range to GROUP libsys2group
O Extend Due Dates by a Number of Days slideduedate-
r Extend Hold Range to SYSTEM libgroup2sys
Click Setup & Schedule button °|d Pickup Notices ' 4
List Holds holdlist
List Onshelf Items with Local Holds pulllocalholds
OH Incremental Ovrdu Notices noverdue
OH-INF@ Vendor Load Report itemlist

Set:p& . . .
Schedule View Modify | Copy Remove... Ownership (b) | Close (g)
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schedule New Reports : Schedule Hald Pickup Notices

6. Go to the USER SELECTION tab

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

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

Birth Date: £

Addvmmnd mbm.n -y

e
©

LN E e T T I T R R R

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

Sadoet Gy

8. Select your library
9. Click the arrow

@Includes selected policies
2 Excludes selected policies

O Contains invalid policy

10. Move it to the LIST SELECTED column comams e ey —_—
11. Click the OK button | s Qe
MAKIM
MAMS
MANM
MARB
TeaToz (o]
TESTO3 =
TESTO4 o=
TESTOS
TESTO6
TESTO7
TESTO8
TEST09
TEST10
OK Cancel
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12. For TEACHER click on the gadget

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

14. Click the ADD button

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

16. Click the SAVE button

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

Schedule New Reports : Schedule Hold Pickup Notices -

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

Library: [\{f\55

User profile:
Grade:

Job Title:
Language:
Gender:

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

7]
g

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

2

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

Gadget : String List = B

® Contains O Not contains

Enter String: CRAIGO @
List selected
CRAIG

@ Add (o) | Save | Remove  Cancel

The
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17. Go to the HOLD NOTICE tab

18. To combine multiple holds for the
same student/user on the same report
add a check in the box “Combine
Notices”

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

If you plan on printing out these

Schedula News Reports : Sehedule TEST Hold Fickup Notices with Homeroom

Print Separate Reports For Each Library Produc
Basic Hold Selection ltem Selection User Selection Hold Notice
Combine Nofices @
Select 'Sent-From' Library

[]salutation on natice
[ ] Atternative hold ID on notice

[ ]Count as a notice sent

Message 1:=0,1stpickup %
Message 2: =0,2ndpickup ®
Message 3: ®
Message 4: *
Message 5: &
Schedule | Run Now Save As Template Cancel

Schedule New Reports : Schedule TEST Hald Pickup Hotices with Hameroom

Produce Mailing Labels
User Selection Hold Notice

Print Separate Reports For Each Library
Basic Hold Selection ltem Selection

Combine Nofices

Select "Sent-From' Libra
[ salutation on notice
[ ] Atternative hold ID on notice
opTIONAL ()
D Count as a notice sent

notices to put in the books so that you m:::gz; ig;;;";c";fp b
know who to deliver them to, it is Message 3| £
unlikely that you will need this option mgzzzgz; i
and you can leave it blank.
20. For paper only copies of the report,
click the RUN NOW button and
continue with Step 25 OPTIONAL@ Schedule || RunMNow | Save As Template | Cancel
or
21. OPTIONAL To send email notifications
click the SCHEDULE button
IDEA: Before clicking the RUN NOW button,
consider the “Save As Template” option and
save a copy of this report set up for each
teacher.
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Schedule New Reports : Schedule Hold Pickup Notices

22. Place a check in the box “Auto email to
.. . . . . Report name: Hold Pickup Notices
recipients with email addresses in their Schedule
patron record” ®@ASAP OOnce ODaily OWeekly OMonthly

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

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

Email Language:|English

MAuto email to recipients with email addresses in their patron record

Email Subject Line: Library notice
Reply to: v

Schedule | Change format Cancel

Schedule New Reports e

25. Click DISPLAY FINISHED REPORTS oy oA

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

@

. Schedule a Display Display

| Scheduled Reports  Finished Reports Gz

Schadula Naw Reports : Display Finishad Reports

26. Select your report when it appears ¥=E
27. Either Finished
DOUble C“Ck on the rEPort Report name Source Owner Status  Compl...

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

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

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

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

Llst Onshelf Items Wlth Local Holds:TEST.. puIIIocaI . MAHS_K]J 7/28/2..
On ocal Holds: 8

Or
Click the VIEW button

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

30. Click OK button aview result €

M Format report

Report to view: Hold Pickup Notices

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

O Only those with no email addresses

@ OK | Change format  Cancel

31. Notices will open ready to print, one page per student
If you selected to combine notices, then all items for a user will be on the same page
If you did not combine notices, then each item will print on a new page
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Step 5: Check out materials to users
Check out items to user using WorkFlows, MobileStaff or BLUEcloud.

Friday, December 18, 2020 One Notice Per Item Sample

Test Library 1 - DO NOT DELETE

TODD, Bbby
104
CRAIGO L

"PICKUP NOTICE"

The item you requested is available for pickup from the
Library. Contact the Circulation Desk to check out the
item.

Thank you.

1 Is the cat dreaming your dream?
Hyde, Margaret O. 1917-
call number: 154.6 HYD 14
Pickup by: 01/04/2021

Friday, December 18, 2020 Combined Notices Sample

Test High sSchool - DO NOT DELETE

TODD, Abby
104
CRATGO T

"PICKUP NOTICE"

The item you requested is available for pickup from the
Library. Contact the Circulation Desk to check out the
item.

Thank you.

1 Dog Owner's wveterinary guide
Stamm, G. W

call number: 636.7 STA 14
Pickup by: 01/04/2021

2 Wiener dog art
Larson, Gary
call number: 741.5 LAR 14
Pickup by: 01/04/2021

3 Is the cat dreaming your dream?
Hyde, Margaret O. 1917-
call number: 154.6 HYD 14

The
i, Management
. Council
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