Holds Cleanup with Create List

Procedure using Create List to identify unfilled holds
The procedure is to create a report of library items that have outstanding holds that have not been filled recently.  The procedure should be performed on a routine basis, once per week is recommended. Libraries can use Create List or the View Holds mode in Mill Circulation to complete this cleanup.  This process will find holds stuck on items that have not been filled.  

A. Create List on IIIsy2

Available status
Example 1
Holds placed between 6 months ago to 14 days ago that are stuck on items with an Available status and that are not currently checked out.  It is assumed that these items were missed from being pulled from the library shelves during the daily paging list process.

 (
Enter 
your preferred date range
 
) (
Enter your library 2 digit code
)[image: ]

1. Item Location starts with  <enter library 2 digit location code> (or Location between <enter range of location codes>, or specific location code)
2. Item Hold exists
3. Item Loan Rule equal to zero  (this will display item that are not currently checked out)
4.  Item Status equal to  - Available <for additional reports enter appropriate item status, such as Available, Missing, Billed, Lost & Paid, Renovation, etc.)
5. Item Updated between <enter date 6 months from today’s date> and <enter date 14 days from today’s date>  (or other date range that you prefer)


Billed status
Example 2
Holds placed between 6 months ago to 14 days ago that are stuck on items with a Billed status.

 (
Enter 
your preferred date range 
) (
Enter your library 2 digit code
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1. Item Location starts with  <enter library 2 digit location code> (or Location between <enter range of location codes>, or specific location code)
2. Item Hold exists
3. Item Status equal to n Billed 
4. Item Updated between <enter date 6 months from today’s date> and <enter date 14 days from today’s date>  (or other date range that you prefer)

Multiple statuses on one report
Example3
You can run a report for multiple statuses at once by listing the statuses and grouping them together.

 (
Enter 
all statuses and group them together with an “OR” operator
) (
Enter your preferred date range
) (
Enter your library 2 digit code
)[image: ]


1. Item Location starts with  <enter library 2 digit location code> (or Location between <enter range of location codes>, or specific location code)
2. Item Hold exists
3. Item Status equal to r Repair
4. Item Status equal to d Damaged
5. Item Status equal to  w Withdrawn
6. Item Status equal to m Missing
7. Group the Status lines together by selecting the first status line#3, hold down the shift key, select the last status line#6, then click the group button.  This will add parentheses around the statuses.
8. Change the Operators to “OR” within the statuses.
9. Item Updated between <enter date 6 months from today’s date> and <enter date 14 days from today’s date>  (or other date range that you prefer)


[bookmark: _GoBack]B. Export the review file to Excel

Select all the bib and item fields you wish to display in the exported excel file.

Example:
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1. Item Location
2. Item Call #
3. Item Barcode
4. Bib Title
5. Bib Author
6. Item Status
7. Item Updated 
8. Item Hold
9. Bibliographic Location

Follow export instructions in Create List manual.

Note: The Hold information is output in one long string.  You can use fields if necessary.
Example of Item Holds field from Millennium Create List
P#=1561368, I#=1281485, P=03-13-07, NNB=03-13-07 (0 days), RLA=0, NNA=05-21-09, ST=0, TP=b, PU=xa  
· P#= -patron number
· I#= -item number
· P= -hold placed date
· NNB= -not needed before date.    If a hold is Frozen (255 days) appears after the NNB date
· RLA= -limit to location (not used)
· NNA= -not needed after date
· TP= -bib or item hold
· PU= -pickup location 

If the following example, the first two holds are frozen, the others are not.

RECORD #(ITEM)	HOLD(ITEM)
i82089036	P#=2053073, I#=8208903, P=06-30-11, NNB=03-11-12 (255 days), RLA=0, NNA=06-29-12, ST=0, TP=i, PU=xa   
i68020399	P#=1661334, I#=6802039, P=09-08-11, NNB=05-20-12 (255 days), RLA=0, NNA=09-07-12, ST=0, TP=i, PU=nl   
i10015814	P#=1055578, I#=1001581, P=09-22-11, NNB=09-22-11 (0 days), RLA=0, NNA=09-21-12, ST=105, TP=i, PU=yy   
i10044863	P#=2024567, I#=1004486, P=09-22-11, NNB=09-22-11 (0 days), RLA=0, NNA=09-21-12, ST=105, TP=i, PU=yq   


C. Library Cleanup

Libraries should wait to run this report for their items when they are ready to check their shelves and proceed with cleanup or canceling, transferring, or replacing holds.

Libraries should check their shelves for the item.  
1. Check the NNB to make sure the hold isn’t frozen
2. If the item is found, check it in to fill the hold.  
3. If the item cannot be located, perform one of the following:
· Only copy:  mark item missing, cancel the hold, and notify patron
· Additional available copies:  transfer the hold and repage the item
· No available copies:  take note of the patrons hold placed date and pickup location.  Then cancel the hold and replace the hold at the bib-level.  Taking care to move the patron in the bib hold queue according to their original date placed.  Add a note to the hold with the original hold placed date.

All Item Statuses:
[image: ]


4

image3.png
' Brentwood holds cleanup multiple statuses

Store Record Tyve: |ITEM i
Start Stop

[Ferm]_Operator Type Field | Condfion | ValuieA | ValueB

| e LOCATION _starts with _w |

2 [ano TEM HOLD et

(3 |anD 3 ITEM STATUS _|equalto _|r

Cajor TEM STATUS eaualto _d

[Csjor TEM STATUS eaualto _w

C6jor TEM STATUS equalto _m )

7 Jano TEM UPDATED between [02.01-2008 07-23-2008

S equal to

ORITEM STATUS equalto *
jeen "02-01-2008"and "07-23.2008"

ITEM LOCATION starts with “bw” _AND ITEM HOLD exist AND (TEM STATUS equalto " ORITEM STAT
ORITEM STATUS equalto "m'

AND ITEM UPDATED het

DT

[ox |





image4.png
Export Format

Export ITEM Information

Fields to be exported
Line|  Type Field
15— |=|  Anvend
2 |Em cALL®
3 _|BIBLIOGRAP...[TITLE
4 |BIBLIOGRAP... AUTHOR Insert
5 |iTEm BARCODE
e STATUS
7 |iem UPDATED HEE
8 |TEm HOLD b
9_|BIBLIOGRAP... LOCATION |
Figld defimiter o
Text qualifier 2

Repeated field delimiter

Maximum field length (0-1000) <none>

File] [ Browse
ot [ cancel





image5.png
[ @ @
AVAILABLE MISSING BILLED
z 0 B
CLMS RETD INTRANSIT
o a g
NONCIRCULATING BINDERY LOST AND PAID
0 O wr
ONHOLDSHELF DAMAGED WITHDRAWN
q 0 %
REPAR INPROCESSING ILL RETURNED
0 B u
RENOVATION STORAGE STAFFUSE
v 7 @
ONLINE LONG OVERDUE DISPLAY





image1.png
' Holds cleanup Brentwood -eisly.

Store Record Tyne

TEM |

TUS equal to

AND ITEM UPDATED hetween "02-01-2008"and "07-23-2008"

Start Stop

[Ferm]_operator Type Field _|_Condition | ValueA | ValueB

1 \TEM LOCATION _starts with _|bw |2

2 [AND ITEM HOLD fexist

3 [aND ITEM LOANRULE equalto |0

4 [AND ITEM STATUS _lequalto |-

5 [AND WTEM UPDATED _between  [02.01-2008 07-23.2008
JTEM LOCATION starts with "bw” AND ITEM HOLD exist _ANDITEM LOANRLLE equalto "0" ANDITEM ST/2]

[ox |





image2.png
'\ Brentwood billed holds cleanup

Store Record Type: | ITEM i
start Stop

[Ferm]_operator Type Field _|_Condition | ValueA | ValueB

1 \TEM LOCATION _starts with _|bw |2

2 [AND ITEM HOLD fexist

3 [aND ITEM STATUS _lequalto _|n

4 [aND WTEM UPDATED _between  [02.01-2008 07-23.2008

JTEM LOCATION starts with "bw” AND ITEM HOLD exist ANDITEM STATUS equalto “n" ANDITEM UPD ||
TED between "02-01-2008"and "07-23.2008" |

[ox |





