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Chapter 21 -- Holds

Viewing Holds

To view holds for a record, under Actions for this Record (Alt +A), select View
Holds (Alt + S). You can do this from any record view. You do not have to be in
Holdings Maintenance.

The View Holds screen opens:

* 1: hm-cat1@HMMPL-laptop1.evergreen.lib.in.us X
File Edit Search Circulation Cataloging Admin (-)  Help

1 Bib Record: 0cm56807811 |g Bib Record: 0cn123118933

Record Summary -~
Title: Twilight : a novel (View MARC)
Author: Moshy, Katherine Edition: 1st ed. Pub Date: c2003
TCN: (OCLC) Created By: (EG-IN) Last Edited By: (EG-IN) Last Edited On: =
nemAaRN7A11 rnotatatntn mninmatnininin na/24/ng L
Record 1 of 1 Actions for this Record
Holds
Actions for Selected Holds
Available On | Capture Date = Current Copy | Last Notify Time = Motices | Pickup Lib| Request Date Status | Title | Type B
3750000248... 0 MVPLM 2008-10-06  Waiti... Twili... T
3732300153... a MWVPLM 2008-09-30  Waiti... Twili... T
2008-10-23  2008-10-23 3732300164... a MVPLM 2008-09-20  Ready... Twili... T
2008-09-09  2008-09-09 3732300164... a MWVPLM 2008-09-09  Ready... Twili... T
117644-6002 a JCPLS 2008-10-07  Waiti... Twili... T
2008-10-22  2008-10-22 3750000304... 2008-10-22T17... 1 JCFLS 2008-10-06  Ready... Twili... T
117644-4002 a JCPLC 2008-09-24  Waiti... Twili... T
2008-10-15  2008-10-15 3750000304... a JCFLS 2008-09-15  Ready... Twili... T
2008-10-18  2008-10-18 3750000304... a JCPLC 2008-09-12  Ready... Twili... T
2008-10-03  2008-10-03 3419400074... a UCFLB 2008-10-03  Ready... Twili... C
2008-10-22 3394600168... a FLFDF 2008-09-08  In-Tr... Twili.. T
Frint | l Export
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To place a hold, you need to go to OPAC view of the record you wish to place a

hold on.

“'1: hm-cat1@HMMPL-laptop1.evergreen.lib.in.us

File Edit Search

Circulation  Cataloging

1 Bib Record: ocm56807811 |12 Bib Record: 0cn123118933

L&
Admin (-) Help

Title: Twilight

TCN: (OCnl C)
Record 1 of 188

=
N A | tietwilight

Record Summary -~
(Views MARC)
Author: Meyer, Stephenie Edition: 1=t ed. Pub Date: 2008,
c2005 B
Created Bv: (FG-TNY 1 ast Fdited RBv: (FG-THNY 1 ast Fdited On: A4
Mext End Actions for this Record
Print Fage
Text Size: Regular/ Large 4
| [ Gol ] | Keyword | | |P~JI Formats b | | Evenywhere A |
Hussey-Mayfield Memaorial Branch
Result 1 of 198 == End
Record Summary ‘ Place Holé ” Mare Actions. .. hd | B
Title Twilight
Author Meyer, Stephenie
12BN 0316160172
Editian st ed.
Fuhlication Date 2008, c2005
Fublisher Little, Brown and Co.
¥ Physical Description  print 498 p.; 22 cm.
Format (N tewt S
B2

Click Place Hold, in the green Record Summary line, next to the More Actions

box.

Last Updated: 12/18/2008

21.2



Evergreen Indiana Cataloging Training Manual
Chapter 21 — Holds

The screen will change to one with a box to enter the patron barcode:

* 1: hm-cat1@HMMPL-laptop1.evergreen.lib.in.us L EX

File Edit Search Circulation

Admin (-)  Help

1 Bib Record: 0cm356807811 | 2 Bib Record: 0cn123118933 |

Title: Twilight

Record 1 of 188

EEM
N A, | it dwilight

Record Summary A
(View MARC)
Author: Meyer, Stephenie Edition: 1st ed. Pub Date: 2008,
c2005 B
TCH: (QCal C) Created Pwv: (FG-THY 1 ast Fdited Bw: (FG-TH) 1 ast Fdited On: v
Mexd End Actions for this Record
Print Fage
Text Size: Regular/ Large -~
| [ Go! | | Keyword | w | | All Formats v | | Evenywhere ha |
Hussey-Mayfield Memorial Branch
Enter recipient harcode: IZ?BEBDM Submit Cancel
-
| »

Type, scan or paste the patron barcode for the person for whom you are placing
the hold into the box labeled “Enter Recipient Barcode.” Then click Submit.
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A new screen will open with the patron and item information:

* 1: hm-cat1@HMMPL-laptop1.evergreen.lib.in.us L EX
File Edit Search Circulation Cataloging Admin (-)  Help
1 Bib Record: 0cm356807811 | 2 Bib Record: 0cn123118933 |
Record Summary A
Title: Twilight (View MARC)
Author: Meyer, Stephenie Edition: 1st ed. Pub Date: 2008,
c2005 B
TCH: (OCal ) Created Bv: (FG-TNY 1 ast Fdited Bwv: (FG-TH) 1 ast Fdited On: v
Record 1 of 188 Next End Actions for this Record
int N N ~
Recipient: P i | 0 =
logoedin as ) .
Title: Twilight
Results Authar Meyer, Stephenie
Petalls Format 1 gogks
ant Subjects Physical Description: print 498 p.; 22 cm.
Zchools Contacttelephaone number: 17NN | (ixYY-ZZET
ool stories =
- ) Enahle phone notifications for this hold?
Varmpires
High schaools Contact email address: lyninp ) ——————
Washington (State) Enable email notifications for this hold?
Pickup location | Maooresville Public Library | |8
< >

At this point you can edit the patron phone number, enable or disable phone and
email notifications, suspend the hold to a certain date, and change the pickup
location for the book.
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You can also select Advanced Hold Options at the bottom of the screen:

“ 1: hm-cat1@HMMPL-laptop1.evergreen.lib.in.us

File Edit Search Circulation Cataloging Admin (-) Help

1 Bib Record: 0cm56807811 | 2 Bib Recard: 0cn123118933 |

Record Summary "~
Title: Twilight (View MARC)
Author: Meyer, Stephenie Edition: 1st ed. Pub Date: 2006,
c2005 B
TCH: (OCnl CY Created RBv: (FG-THY 1 ast Fdited Bv: (FG-THY 1 ast Fdited On: 4
Record 1 of 188 Next l l End ] Actions for this Record
ool stories 3
- ) Enahle phone notifications for this haold? i
Vampires
High schoals Contact email address: [y p(E —————
Washington (State) Enable email notifications for this hold?
Pickup location | Maoaresville Public Library b
Suspend this hold (Help) O
Advanced Hold Options
[ Place Hold ] [ Cancel ]
Basic Cataloa (HTRIL onlv! | Helo A
< >

This allows you to do a “Meta” record hold. A meta hold is a hold on multiple

manifestations of an item, such as regular and large print, or large print and
audiobook.
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When you click on Advanced Hold Options, a box will open up listing alternate
formats:

“1: hm-cat1@HMMPL-laptop1.evergreen.lib.in.us

File Edit Search Circulation Cataloging
1 Bib Record: ccm56807811 | 2 Bib Record: 0cn123118933

Record Summary -~
Title: Twilight (View MARC)
Author: Meyer, Stephenie Edition: 15t ad. Pub Date: 2006,
c2005 B
TCH: (OCnl CY Created Bv: (FG-THY 1 ast Fdited Bv: (FG-THY 1 ast Fdited On: w
Record 1 of 188 Next l l End ] Actions for this Record
Advanced Hold Options 5
Books
Acceptable Alternative Formats: (Help! Audiobooks
(control-click to select multiple formats)
[ Place Hold ] [ Cancel
Basic Catalog (HTML only} | Help
Copyright @ 2006-2008 Geargia Public Library Service
Powered by & v & /3% =
< >

In the staff client, only the formats for which there are holdings in Evergreen
Indiana for that item will be listed. In the OPAC all formats are listed for every
item, regardless of whether or not these formats are owned by EI.

If you select formats as being “Acceptable Alternative Formats,” the patron’s hold
will be filled with the first available item. If Books is selected, the paperback or
large print editions could fill the hold, even when the hold is placed on the
hardback record. If Audiobooks is selected, the patron could also receive the
audiobook if that is the first available version of the item. If audiobooks are

selected, the patron could receive a cassette or CD version if their library owns
both.

Once you have all of the information entered as desired, click Place Hold.
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A dialog box will open up to inform you that the hold was successful:

The page at http://evergreen.lib.in... §|

1. Hold was successfully placed

Ok

If the hold fails, a dialog box will open up indicating that the hold you are trying to
place is invalid. For instance, if you try to place a hold on an audiovisual item
where your library has no holdings, or if the patron has reached the limit of holds
a person can place.

Transferring Holds

To transfer holds from one item to another, open the record you need to transfer
the hold from in one tab and the record you need to transfer the hold to in
another tab. First view the holds on the record where the hold is currently. You
will copy the patron barcode of the hold you need to move. Select Patron
barcode in the column picker. Then right-click on the line you need, and select
Copy to Clipboard. A box will open up with data from that line:

Choose the data to copy into the
clipboard:

Current Copy 117644-6002
Motices a

Patron Barcode 2750000
Fickup Lib JCPLS

Fequest Date 2008-10-07

Status Waiting for capture
Title Twilight : a novel
Type T

Click on the patron barcode. Make sure you do not click on the item barcode, if it
is in your box.
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A box will open up telling you what has been copied to the clipboard:

The page at http://evergreen.lib.in... E|

\ Copied "2730000memeem " 1o clipboard.

oK

Click OK or press Enter. You can now use this patron barcode to place a hold.
Go to the tab where you have opened the record where you need to move the
hold. See Placing Holds on page 21.2, if needed, for instructions on how to
place the hold.

Then you will need to cancel the hold on the first record.
Canceling Holds
To cancel a hold, view the holds for the item. See Viewing Holds on page 21.1.

Highlight the hold you need to cancel. Click Actions for Selected Holds (Alt +
S). Select Cancel Hold (Alt + C).

“1: hm-cat1@HMMPL-laptop1.evergreen.lib.in.us
File Edit Search Circulation Cataloging Admin (-)  Help

1 Bib Record: 0cm35807811L | 2 Bib Record: ocnl23118933

Record Summary A

Title: Twilight : a novel (View MARC)

Author: Mosby, Katherine Edition: 1st ed. Pub Date: c2003

TCH: (OCLC) Created By: (EG-IN) Last Edited By: (EG-IN) Last Edited On: -

nem3AANTAT1 1000101010101 011 1000101010101 011 na24/n8 v
Record 1 of 1 Actions for this Record

Holds

Actions for Selected Holds

"

Available... Capture D...| Current C... | Last Notify Ti...| Moti... Patron Barc... Pickup Libl Req - ----- _-- 5

375000024... 27323 MVPLM 2008  Show Hotices
373230015... 27323 MVPLM  200€

2008-10-23 2008-10-23 373230016... 27323 MVPLM 200§  Edit Pickup Library

2008-09-09 2008-08-08 373230016... 27323 MVPLM 2008  Edit Phone Notification
117644-6002 27500 JCPLS 2008 et Email Notification

2008-10-22 2008-10-22  375000030... 2008-10-22T1... 27500 JCPLS 2008 -

Edit Activation Date

117644-4002 27500 JCPLC 2006
2008-10-15 2008-10-15 375000030... 27500 ICPLS 2008 Activate Hold
2008-10-18 2008-10-18 375000030... 27500 JCPLC 2008 Suspend Hold
2008-10-03 2008-10-03 341940007... 24194 UCPLB 2008

o O T e s ™ N Y e Y s Y e

Mark Itern Damaged

2008-10-22  339460016... 21208 PLFDF 200§

Mark Item Missing

Find Another Target

Cancel Hold
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A Window will open asking if you are sure you wish to cancel the hold:

* Cancelling Holds

Cancelling Holds
Are you sure you would like to cancel hold 95717

Options

(= J(® ]

If it is the correct hold, click Yes (Alt + Y). The window will close, and the hold
will disappear from the list.

Retargeting Holds

Holds need to be retargeted whenever a new item is added to a record, or after
some types of item status changes, for instance when an item is changed from
On Order to In Process. The system does not automatically recognize the newly
added items as available to fill holds. This also needs to be done if items marked
as Damaged or Missing or set to other non-circulating statuses are once again
made available for circulation.

First, view the holds. See Viewing Holds, on page 21.1, if needed. Then,
highlight all the holds for the record, except any holds which are In Transit.
Holds In Transit do not need to be retargeted, and cannot be without an override.
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“1: hm-cat1@HMMPL-laptop1.evergreen.lib.in.us

File Edit Search Circulation Cataloging Admin (-) Help

1 Bib Record: ocm56807811 |; Bib Record: 0cn123118033|

Record Summary A

Title: Twilight : a novel (View MARC)

Author: Mosby, Katherine Edition: 1st ed. Pub Date: c2003

TCHN: (DCLC) Created By: (EG-TN) Last Edited By: [EG-IN) Last Edited On: —

nemaaiRnga1 imoninininint Tmoinimnintnt na/24/na b
Record 1 of 1 Start Previous Mext End Actions for this Record
- Holds

Actions for Selected Holds

Available... | Capture D...| Current C... Last... | HNotices Patron Barcode | Pickup Lib| Reqg
375000024... 273230 | 2008
373230015... 273230 | 2008

2008-10-23 2008-10-23 373230016... 273230 | P Edit Pickup Library
117644-6002 275000 | Pl Edit Phone Notification

2008-10-22 2008-10-22 375000030... 2008-... 275000 | 2008
117644-4002 275000

2008-10-15 2008-10-15 375000030... 275000

2008-10-18 2008-10-18 375000030... 275000 Activate Hold

0 | Suspend Hold

2008-10-22 339460016... 712080

Showr Notices

Set Email Notification
Edit Activation Date

Mark Itern Damaged
Mark Item Missing

Find Another Target

Cancel Hold

Under Actions for Selected Holds (Alt + S) select Find Another Target (Alt +
T
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A window will open asking if you are sure you would like to reset the holds for
these items.

* Resetting Holds

Resetting Holds

Are you sure you would like to reset holds 9728, 9691, 9646, 8933, 8822, 8484,
8250, 8200, 7017, 125397

Options

[ yes J| wo |

Click Yes (Alt +Y). Nothing will appear to happen, but the system will now
recognize the new items and items with a new status as available for holds.
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