Holds Cleanup with View Holds
Procedure using View Holds 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 View Holds mode in Mill Circulation or Create List to complete this cleanup.  This process will find holds stuck on items that have not been filled.  

Report1: Holds stuck on Library Items all location codes by status
1. In View Holds mode of Millennium Circ:  Change the “Pick-up location” from “xx Locations served “ to “All”
2. In Limit Display, change “Holds placed before” date to one week prior to the current date.
3. In the Limit Display window select “Status” from the pull-down menu and select Available (repeat for Billed, Lost & Paid, Missing, Withdrawn, etc.)
4. Be sure the far right column is showing Status (not Hold Status).  To change right-click the column title.
5. Be sure the second column has the Not Needed Before date.   To change right-click the column title.
6. Sort the list by Location.
7. Scroll to your library’ section of the list.
To print stuck item holds:
8. Open a Microsoft Word document.
9. Scroll through the list to display the stuck holds you wish to print (adjust column widths if necessary)
10. Copy the screen, to do so: Hold down the the “Ctrl” key, Pres the “PrtSc/SysRq” key.
11. Paste the Mill screen shot into word doc, to do so: Press “Ctrl” and “v” to paste into Word.  You can use the “cropping tool” to edit out the unnecessary parts of the screen shot.  * Be sure to press the Enter key once or twice before pasting in the next screen shot.

**Repeat steps 7-10 to capture all stuck holds from one View Holds report.

**Repeat steps 3-12 for the other status choices (Billed, Lost & Paid, Missing, Withdrawn, etc.)

12. Print the Word document –look up (using the barcode) call numbers and write them on the printout.

Actions to take:
· Skip items with a Not Needed Before Date – these are frozen holds
· Check shelf for available items.
· If possible transfer the holds from missing, billed, lost & paid, etc, copies to other available copies.  
· If there are no other copies in the county, cancel holds and send notice. 
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[bookmark: _GoBack]Report 2: Holds stuck on other libraries’ items -for pickup at your library:
1.  In view Holds mode of Millennium Circ: Change “Pick-up location “ to “<your library> Locations Served”
2. Select “Status” from the pull down.
3. Enter status and appropriate “Holds placed before” date as follows:
Current date: Billed, Lost & Paid, Missing, Withdrawn, and Renovation.  (You can cancel or transfer these holds as appropriate by having a second Mill Circ window open.  There are usually only a few in each group so it isn’t usually necessary to print the report.)
1 Week Prior to current date: Available (sort list by location before printing to group all material from each library), Staff Use, In Processing. 
4. Click Print button (in upper right hand corner) to print the report when necessary.

**Repeat steps 3-4 for each status listed.

***About once a quarter run the above report with holds placed more than a weeke ago for the following status choices: Long Overdue, In Transit, Repair, Storage, Damaged, Bindery, Online, Noncirc, and *****.

Action to take for the Printed Report
Solutions for stuck holds in order of preference:
1. Pull another Available copy of the item if you library owns multiple copies.  Transfer the hold to that copy, check in item, place on hold shelf and call patron if necessary.
2. Transfer hold to an available copy at another library (be sure hold is not volume specific) Do Not mark another library’s item Missing.  Be sure to queue hold for paging list.
3. If there is only 1 copy of the item in the county, AND no other item level or bib level hold exist, then cancel the hold and replace it.  Do not send a hold cancellation notice since you will immediately be replacing the hold.  All information needed to replace the hold is available on the printout. Place hold using patron # form printout, use record number from pull down menu, include the “P” in front of the number and add a letter “a” after the number for check digit.  Be sure to add a note to the new hold stating the date the original hold was placed.  (Example: Original hold placed 4/21/2008 npams).  Be sure to queue hold for paging list.
4. If there are additional holds on the item or the hold has already been replaced at least once (see hold note) then call the owning library and ask them to check their shelves for the item in question.  If found they should check it in and send it on its way.  If the item is not found, please request the owning library mark the item as missing and cancel the hold.  If the owning library won’t cancel the hold, you should , but only after the item is marked missing.  Be sure to send a hold cancellation notice.  
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