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Managing Holds in NExpress

S:

A dynamic list of items for
which patrons have placed holds

Generated twice daily, at 7 am and 1 pm
Different items will appear on the list depending on when it is viewed
Each library is assigned items to pick based upon the current availability of

the item.

Circulation Reports

» Holds Pick List

Holds awaiting pickup
Hold ratios

Transfers to receive

L

A hold placed by a local patron will be filled first from the local library
collection. If it is not available at the local library, then the hold is randomly
assigned to another library for picking.

Pick the list at least once each business day.

The Holds Pick List looks like this:

Holds Pick List

7 items found for SENECA

Title Collection Nu‘::ﬂ Barcode 2

61 hours (CD)

Child, Lee. Random

House Audio, , 2010

11 sound discs (13 | BOOKONCD
hrs.) 4 3/4 in. ISBN:
9780739365939 |

0739365932

ADULTCD F
CHI

Skinny dip

Hiaasen, Carl.

Random House

Audio, , 2004 : 4 BOOKONCD
sound discs (5 hr.} :

4 3/ in. ISBN:

0739312995 :

ADULTCDF
HIA

Left behind I

Columbia Tristar

Any available
copy

Any available
copy

Patron % SendTo # Date %

Patron name
and number SENECA 08/30/2010
G BONNERSPGS | 08/31/2010

Pulli

¥

K K K K K K K K K K

ng and Printing the Pick List:

If you want to print out the pick list, open a Browser NOT associated with a

receipt printer

Log into the Staff Client and verify the OSETO library is yw home branch

Go to the Circulation page
Go to the Holds Pick List link

Select your library from the drop down menu and Submit
Sort the list by Title, Collection, Call Number, etc. using the arrow buttons

Print the list

You can see sub-title and item information by clicking on the title link
Take the report to the stacks for reference
Pull the items you can find, indicate missing items on the print out
Bring the items and print out back to the desk to process
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Processing the Holds Pulled:

K K K K

Notes:

Open and Log into the Staff Client in using your Koha Browser
Activate the Check In tab or go to Circulation > Check in

Scan the first item

Read the dialog box to see if the hold is for a local patron or if it needs
to be Transferred to another library

Select the appropriate a button:

Confirm Hold, Confirm Hold and Transfer or Print Slip and
Confirm

Hold Found: Peril /
Hold Found: The road to Balinor / Hold for:
Hold for: 9

N Patron Name and
Patron Name and Contact Information
Contact Information °

Transfer to: Morrill Public Library, Hiawatha

Hold at Atchison Public Library v~ Confirm hold and transfer | ;Eﬂ Print Slip and Confirm

K lgnore ‘ X lgnore

v~ Confirm hold ‘ & Print Slip and Confirm

Put the transfer slip into the book or use some other method to indicate
where the item needs to go

Scan the next item and repeat until finished

Put the items in the designated areas for:

Your PatronOs Holds or Courier Deliveries

¥ Checking in the item may not result in a Holds Prompt if another library
has already filled the hold request. This may happen when there are more
items available for transfer than there are hold requests.

¥ The phone number and email address are shown and will print on the
transfer slip.

¥ Patrons with a valid email address are sent an automatic hold
notification message.

¥ If you cannot locate an item from the pick list in your library, skip it. If
another library owns a copy, the hold will move on automatically.
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¥ If you own the ONLY copy of the item and you are sure the item is
missing, mark it missing from the Items Tab of the Bib record.

Statuses

Current Location: Eudora Public Library
Checkout Status: Mot Checked out

Lost Status: __Missing 5 set staus
Damaged Status: ? Sal Status ‘

¥ As a courtesy, your library should contact the home library of the
patron requesting the item, so the librarian can try another avenue
to fill the request.
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Managing the Holds Shelf:

Steps:
1.

2.

Holds awaiting pickup for your library on: 05/11/2010

Available |

Title b4 Patron = Location = Action
since

04/16/2010 The last song / (BOOK ) OVERBROOKFIC |\
e Barcode: 0003015019324 SPA _,

So long. insecurity : (NEW
a2t BOOK/AUDIOBOOK) s Cancel hold and return to : BASEHOR |
Hold Over Barcode: 0003012017550 :

Fang : (NEW
041252010 BOOK/AUDIOBOOK) P HORE Cancel hold and return to : BASEHOR |
Hold Over Barcode: 0003012017945

The chocolate touch /

fihalchocolata touchs OTTAWAJ
04/28/2010 :BBag:oo:e)' CATLING, Cancel hold and return to : OTTAWA ‘
Hold Over s PATRICK

.
The blind side (DVD OVERBROOK

05/05/2010 (LOCAL HOLD MOVIE)
Barcode: 0003015020537

DVD BLI Cancel hold

From Circulation, Open the (olds Awaiting Pickup ReportO

By default, the report is in reverse date order b newest holds at the top.
Click on the arrow buttons next to the Available SinceO heading to re
sort the report.

Now the oldest holds are at the top of the report.

Many will say GHold OverOP these have been on the Holds shelf for at
least 7 days and have expired.

If the item and the patron with the hold both belong to YOUR library, you
will see the “Cancel Hold” button.

o Clicking on Cancel Hold will remove the hold from the patron and
check in the item.

o You may double check this by checking in the item a second time
bit should say Available and Not checked out.

If the item is from a different library, you will see the @ancel hold and
return to: HOMELIBRARYO button.

o This button will remove the hold from the patron and initiate a
Transfer from your library back to the home library IF there is not
another hold on the item.

o To double check this, use the Search the Catalog box and type in
Obarcode: BARCODENUMBERO. The Holdings Table should say
Oln transit from Bonner Springs to Linwood,O as the Status.

If the item is from a different library AND on hold for another patron, you
will still see the @ancel hold and return to: HOMELIBRARYO button.

o However, when you click on this button, you will get a message
saying, OHolds awaiting pickup for your library on: DAE. Hold find
for (The boyfriend) must be transferred P This hold placed by
PATRON NAME at the library PICK-UPLIBRARY. Please
transferEOQ and SUBMIT QUERY

o After you submit query, you will be returned to the Holds Awaiting
Pickup Report

To print a transfer slip, check in the item and Confirm, transfer and print
slip (as normal)
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