RSA NFP 715 Sabrina Drive East Peoria, IL 61611

e
Resource Sharing Alliance NFP 866-940-4083

Placing Book Club/Classroom/Research Holds
Revision Date: July 2017

Placing Book Club or Classroom Holds

Book club or classroom holds are used when a patron needs multiple copies of the same title.

M| SirsiDynix Symphony WorkFlows

File Edit Wizards Modules Preference Tools Help

Common Tasks ®

2, Place Hold

ﬁ Display User Holds
el Modify Holds for User

ﬂ Remove User Hold
@ Display Title Holds
ﬁ Display Item Holds
& Modify Holds for Item
% Remove Item Hold

& Place Research Hold
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1. Log into WorkFlows with the CIRC login.

2. In the Circulation module, open the “Place Research Hold” wizard on the Holds
group.
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phony WorkFlows: Place Research Hold I

zards Helpers WModules Preference Tools Help

n+ ‘ Offline ‘ Qutreach ‘ Reports | Requests | Reserves election | Serial Control

Display User * Place Research Hold *
Place Research Hold
fGg@R 4D

User Information

Name: Status: Library:

Profile name: Amount owed:  Available holds:

User categories: Overdues:

Group 1D:
ald R _

Item information

Jser Holds

1 i o
olds for User
User Hold
“itle Holds Identify item
tem Holds Item ID:
olds for Item Blanket Hold Info:
Item Hold Blanket ID: Copies needed: Expires:
ds Level: TITLE Range: SYSTEM Recall status: NO
esearch Hold Hold Info
temns Pickup at: AG_ALS-PDC ~ | GComments:

Place Hold Title Item 1D Comments
tems ¥

Get User Ald to Pl Blanket Hold Place Hold cl Ch
Information ist e BlanEet He for Another User (b) ear (9) ose
H “ ” H
3. Enter the user ID in the “User ID” box under Item Information.

4. Click the “Get User Information” button on the bottom of the screen.



5. A “Place Research Hold” box will pop up.

*lace Research Hold

Blanket Hold Info:

Blanket 0 | Copies needed
Pickup at | AG_ALS-PDC v Expires:
LeveliRange Recall status

Level: O Copy & Title
Range: ) Library () Group (® System

() Allow Recall &) No Recall O Recall now (RUSH)

6. Use the following information to fill in the boxes on the “Place Research Hold” pop up
box.

Blanket Holds Info:
Blanket ID: The Blanket ID box should contain the word NEW.

Copies needed: Enter the number of copies needed

Pickup at: Select your library from the drop down list.

Expires: An expiration date is required. After this date your patron can no longer
use the items. Use the calendar gadget ) at the end of the box to select a date

Level/Range
Level: Select the radio button in front of Copy. (This is very important for receiving

multiple copies)
Range: Select the radio button in front of System.

Recall Status:
Select the radio button in front of No Recall.

aice Research Hold

Blanket Hold Info:

Blanket ID: NEW ~ | Copies needed: 8

Pickup at: AG_ALS-PDC ke Expires: 08/17/2017 [#
Level/Range Recall status

Level: @ py O Title

O Allow Recall ® No Recall O Recall now (RUSH)

Range: O Library O Group ® System
S v
OK Close

7. Click the “OK” button on the bottom of the “Place Research Hold” pop up box.



You will now begin searching for copies of the title in WorkFlows.

nphony Workklows: Place Research Hold

izards Modules Preference Tools Help

e | Qutreach | Reports | Requests | Reserves | Selection | Serial Control

Display User * Place Research Hold *

Place Research Hold

Seimpqp

User Information

Name: STARFISH, PATRICK Status: DELINQUENT Library: AG_ALS-PDC

Profile name: LIBRARYUSE... Amount owed:  $9.00 Available holds: 0 Pren

User categories: Y Overdues: 0 Acti

Group 1D: 2014 Privilege expires: NEVER

Item information

User Holds

Identify User
Jolds for User

Street: 4819 SA
: User Hold City, state: BOTTOM
. User ID: D150098765

Title Holds Zip: 98765
Item Holds Phone: 309-123
Jolds for ltem Identify item
: ltern Hold ltem 1D:
lds

Blanket Hold Info:
lesearch Hold R B

Blanket ID: NEW Copies needed: 8 Expires: 08/17/2017
Iterns Level: COPY Range: SYSTEM Recall status: NO

Pickup at: AG_ALS-PDC ~ Comments:
Items ¥

List of Holds

Place Hold Title Item ID

M ““ ”

8. Click the “Item Search” helper at the top of the screen.



9. The “Place Research Hold: Item Search” pop up box will appear.

44 [y ==
Search for: |heaven is for real "| Search

Index: Title w Type:

Library. ALL " O Keyword
& Browse

Cuprent: O Bxact

BROWSE Title heaven is for real, ALL

Title Heading Occurrences
[E Heaven is a wondeiful place / 1 A
E* Heaven is for real a liitle boy's astounding story of his trip to Heaven and back /
[E¢ HEAVEN IS GENTLE 2
[ Heaven is having you 5
[ Heaven is high 1
[ Heaven is high : a Barbara Holloway novel / 1
[ Heaven is my home 1
[ Heaven is ours / 1 u
[ Heaven is real : lessons on earthly joy— from the man who spent 90 minutes in heaven / 3
¢ Heaven is real : lessons on earthly joy— what happened after 90 minutes in heaven / 1
[Er Heaven is under our feet/ 1
[ Heaven knows / 4
& Heaven knows, Mister Allison 1
L= u L hie_ ALl n s
| call Numbenitem|
= e heaven is for real, ALL: 4 records
itle @mor Pub. Year
Heaven is for real [elecironic resource] alille boysasiou |Bupo.Todd —  [2010 |
Heaven is for real : a little boy's astounding story of his tript... Burpo, Todd 201
Heaven is for real [sound recording] : a little boy's astoundi... Burpo, Todd 2010
Heaven is for real : a little boy's astounding story of his tript.. Burpo, Todd 2010

Add ltems to ltem List|| Cancel

10.  Highlight the title on the display window.

11. Select the “Records” tab and highlight the title in the “Records” tab display.



Research Hold

O gf s FL A [
*lace Research Hold : Item Search = O

B Re=
Search for: |heaven is for real M Search

Index: Title v | rType

Library: ALL v O Keyworc
(®) Browse

Current: O Exact

BROWSE Title heaven is for real, ALL

Title Heading Cccurrences

& Heaven is a wonderful place / 1 -

E

[E HEAVEN IS GENTLE 2

E Heaven is having you 5

E¢ Heaven is high 1

[E¢ Heaven is high : a Barbara Holloway novel / 1

E¢ Heaven is my home 1

& Heaven isours/ 1

[E¢ Heaven is real : lessens on earthly joy— from the man who spent 90 minutes in heaven / 3

[E¢ Heaven is real : lessons on earthly joy— what happened after 30 minutes in heaven / 1

[E¢ Heaven is under our feet / 1

E» Heaven knows / 4

E Heaven knows, Mister Allison 1

Fh Uansnn Lemmasm Mre Allicoe s ] bt

Records Descriptgn Call Number/item >

=B Heaven is for rear=m : ing story of his trip | | Price: $16.99 Item type: BOO
=y 133.9 BUR - AKINSON-PL Home location:  NEW-BOOK Current location: CHE
L A2 Item category 1:  NONFICTION  Hem category 2: ADU
=iflly B BURPO - AP_ALPHAPK Date created: 4119/2011 Media desk: none
- -l 12602887788 - 1- BOOK - INTRANSIT Date last charged: 7/12/2011 Previous user ID: D322
=-aflly 113.9 BUR - ATLANTAPL Last discharged: 7/6/2011,18:15 Last activity: 72
- -l A37107119902 - 1 - BOOK - NONFICTION Date inventoried: Never Total checkouts: 3
=-1flly 133.90 BUR - AYER-PLD Times inventoried: 0 In-house uses: 0

......

< > ¢

s

|Add ltems to Item List] [Cancel

12.  Select the “Call Number/ltem” tab.
13.  Look at the tree on the Call Number/Item tab for:
o How many libraries own the title
o How many items have the Item type of NEW-BOOK or BOOK-NEW (these
books may not be available for a hold)
o How many items have the Home location of OSTACK (these items are owned
by an offline library and can only be requested via a fax sent to the owning
library)

If the title you selected does not contain holdable copies, go back to the “Records” tab and
select another title.

Using the “Research Hold’ wizard does not limit holds to just one title record, you can select
items from multiple title records.



PR T T o
Place Research Hold : Rem Search

# [ ==
Searchfor: |heaven is for real b

Index: Title || rType

Library: ALL v O Keyword
(=) Browse

Current ) Exact

EROWSE Title heaven is for real, ALL

Title Heading Occurrences
EP Heaven is a wonderful place 1 ~
&
B HEAVEN IS GENTLE 2
B¢ Heaven is having you 5
E# Heaven is high 1
E# Heaven is high : a Barbara Holloway novel / 1
EP Heaven is my home 1
B¢ Heaven is ours/ 1
B Heaven is real : lessons on earthly joy— frem the man whe spent 90 minutes in heaven / 3
B¢ Heaven is real : lessons on earthly joy— what happened after 90 minutes in heaven / 1
B Heaven is under our feet/ 1
EP Heaven knows / 4
B Heaven knows, Mister Allison 1 3
Fh Unmunn LAY hir Allican 3
Records | Description| Call Number/itern
=[] Heaven is for real © a little boy's astounding story of his trip 4| | price: $16.99 Item type: BO0K
& 18l 133.9 BUR - AKINSON-PL Home location:  NONFICTION  Current location: NONFIC
I A22200502695 - 1 - BOOK-NEW - CHECKEDOUT Item category 1° NONFICTION Item category 2- ADULT
Date created: 772011 Media desk: none
Date last charged: Mever Previous user ID:
Last discharged: Mever Last activity: Mever
Date inventoried: MNever Total checkouts: 0
Times inventoried: 0 In-house uses: 0
< m—— »

Add ltems to Item List] [

Highlight an item from the tree that is either on the shelf or is not a NEW-BOOK,
BOOK-NEW or OSTACK.

Click the “Add items to the Item List” button on the bottom of the pop up box. You can
select an item that is “Checkedout”.

After you click the “Add Items to Item List” button the “Place Research Hold: Item

Search” pop up box will disappear and you will return to the “Place Research Hold”
screen.



iiDynix Symphony WorkFlows: Place Research Hold

=dit Wizards Modules Preference Tools Help RSA

ns | Cataloging Circulalion+‘0 ach‘Repolts Requests | Reserves | Selection | Serial Contro

Display User * Place Research Hold *

Place Research Hold

f&EORdP

User Information

Name: STARFISH, PATRICK  Siatus: DELINQUENT Library: AG_ALS-PDC

Profile name:  LIBRARYUSE... Amount owed:  $9.00 Available holds: 0 Previous ID: A150098765

User categories: Y Overdues: 1] Active IDs:  A150098765,D150098765
ds Group ID: 2014 Privilege expires: NEVER

Place Hold

Item information

Display User Holds

Identify User

Modify Holds for User
Street: 4819 SANDY LANE
ezovelleeiicld City, state: BOTTOM OF THE OCEAN PA
. User ID: D150098765

Display Title Holds Zip: 298765
Display Item Holds Phone: 309-123-4567
Modify Holds for Item Identify item
Remove Item Hold Item ID:

Trap Holds
Blanket Hold Info:
Place Research Hold

Blanket ID: NEW Copies needed: 8 Expires: 08/17/2017
2nshelf ltems Level: COPY Range: SYSTEM Recall status: NO
Hold Info
Pickup at: AG_ALS-PDC ~ Comments:
List of Holds
Place Hold Title Item ID Comments

e Blanket Hold Place Hold cl Cl
anketio for Another User (b) ear (g) ose

Get Us:
Informati

You have not place a hold on the item yet.

17. Click the “Add to List” button on the bottom of the screen. This will add the item to
“List of Holds” display box.



20.

iphony WorkFlows: Place Research Hold

zards Helpers Modules Preference Tools Help

i,

Display User * Place Research Hold *

h Hold

YL

User Information

Name: STARFISH, PATRICK  Siatus: DELINQUENT Library: AG_ALS-PDC
Profile name: LIBRARYUSE... Amount owed:  $9.00 Auvailable holds: 0 Previous I1D:
User categories: Y Overdues: 0 Active IDs:
Group ID: 2014 Privilege expires: NEVER
blte|
Item information
Jser Holds
Identify User
olds for User
Sireet: 4819 SANDY LA
Usger (el City, state: BOTTOM OF TH
. User ID: D150098765
litle Holds Zip: 98765
tern Holds Phone: 309-123-4567
olds for Item Identify item
Itern Hold Item ID:‘

o

123
Blanket Hold Info:
esearch Hold

Blanket ID: NEW Copies needed: 8 Expires: 08/17/2017
ltemns Level: COPY Range: SYSTEM Recall status: NO
Pickup at: AG_ALS-PDC ~  Commenis:
m List of Holds
Place Hold Title Item ID Comi
Heaven is for real : a little boy's astoundin... A86486152598

Get User Add to . Blanket Hold Flace Hold o @ o
Place Blanl ol lear ose
Information List for Another User (b) <!
-

Click the Item Search Helper again to choose more items. You will return to the Call
Number/ltem tab you were using.

Highlight another item on the same Call Number/ltem tab or select a different item
from another bibliographic record with the same title and use the “Add to List’ button
on the popup box and then the “Add to list” button on the “Place Research Hold”
wizard screen.

Repeat steps 18 and 19 until you have selected more items than the number of
copies you entered in the “Copies needed” box on the “Place Research Hold” pop up
box.



Symphony WorkFlows: Place Research Hold

Wizards Helpers Modules Preference Tools Help

User categories: Y
Group ID: 2014

Tasl

Hold . .
Item information

Overdues: 0

Privilege expires: NEVER

s | | | |
Display User * Place Research Hold *
Place Research Hold
fdaEopdp
User Information
Name: STARFISH, PATRICK Status: DELINQUENT Library:
Profile name: LIBRARYUSE... Amount owed:  $9.00 Available holds: 0

olE ~ a

AG_ALS-PDC

Previous ID: A150098765

Active IDs:  A150098765,D150098765

3y User Holds

Identify User
v Holds for User
Street: 4819 SANDY LANE
poe e el City, state: BOTTOM OF THE OCEAN PA
. User ID: D150098765
3y Title Holds Zip: 98765
3y Item Holds Phone: 309-123-4567
y Holds for ltem Identify item
we Itermn Hold Item 1D:
Holds
Blanket Hold Info:
2 Research Hold 5 .
Blanket ID: NEW Copies needed: 8 Expires: 08/17/2017
elf ltems Level: COPY Range: SYSTEM Recall status: NO
‘ Hotd o
Pickup at: AG_ALS-PDC ~ Comments:
m List of Holds
Place Hold Title Item ID Comments
Heaven is for real : a little boy’s astoundi... A86486152598
Heaven is for real : a little boy's astoundi... A36502847010
Heaven is for real : a little boy’s astoundi... A33601873108
Heaven is for real : a little boy's astoundi... A35580265682
Heaven is for real : a little boy's astoundi... A74000435711
Heaven is for real : a little boy's astoundi... A93000178529
Heaven is for real : a litile bg 432900502695
Get User Add to = T Place Hold & @
Information List ace Blan! o or Another User (b) ear (9) ose

21.

After selecting the number of items needed, click the “Place Blanket Hold” button on

the bottom of the “Place Research Hold” screen. This is when the holds are placed.

10



If a hold cannot be placed the following box will appear. This pop up box cannot be
overridden. You may receive several “No Hold Allowed Override” popups if you have select

multiple items that do not allow holds.

[ Place Research Hold : No Hold Allowed DVJE“E'E'

Hold not allowed

1339 BUR

A3B520433788
Heaven is for real : a little boy's astounding story of his trip

Burpo, Todd.

Mo hold allowed override: I:I

Do Mot Place Hold

Ohverride & Flace Hold

22. Click the “Do not Place Hold” button.

If the RSA override is entered the following error box will appear:

@ Place Research Hold : Ermr|£||§|[z|

@ Cperator not authorized for override

23. Click the “OK” button.



The following pop up box will appear:

Complete

13 ltemis) Selected

9 Hold(s) Flaced

Flace Hold for Another User

l Review Holds ]

Flace Another Hold for This Liser ]

l Close ]

The “Complete” pop up box shows how many items were selected and how many holds
were place from the items selected. In the example above 13 items were selected and only
9 actual holds were placed. If the patron needs more items, click the “Place Another Hold
for This User” button and return to step 3.

Reminder:

e Choose Copy level holds in the “Place Research Holds” pop up box.

e Place holds on more items then you need.

e |tems can be selected from more than one bibliographic record of the same
title.

After the original number of items needed arrive, WorkFlows will automatically
cancel the remaining holds.

12



Placing Research Holds

Research Holds are used when a patron needs multiple titles on a certain subject.

W SirsiDynix Symphony WorkFlows

File Edit Wizards Modules Preference Tools Help

; Circulation+| Re T tion | Cont '77\

Common Tasks

Holds

2, Place Hold
@ Display User Holds
W Modify Holds for User
ﬂ Remove User Hold
<@ Display Title Holds
,@I Display Item Holds
W& Modify Holds for Item
% Remove Item Hold

Special @
In-Transit ltems &)

1. Log on with the CIRC login.

2. In the Circulation module, open the “Place Research Hold” wizard on the Holds
group.



phony WorkFlows: Place Research Hold

zards Helpers Modules Preference Tools Help

n+ | Offline | Qutreach | Reports | Requests | Reserves | Selection ial Control
Display User * Place Research Hold *
Place Research Hold
g
dhaopdy

User Information

Name: Status: Library:

Profile name: Amount owed: Available holds:

User categories: Overdues:

Group 1D:
plls}

Item information

Jser Holds

Ideniif
olds for User

User ID: D150098765
User Hold
“Htle Holds Identify item
tern Holds Item ID:
olds for ltern Blanket Hold Info:
Item Hold Blanket ID: Copies needed: Expires:
ds Level: TITLE Range: SYSTEM Recall status: NO
esearch Hold Hold Info
tems Pickup at: AG_ALS-PDC ~  Comments:

Place Hold Title Item ID Comments
tems ¥

Get User fdd to = e ] Flace Hold = o
Information List Aee Hanret Ho for Another User (b) ear (g) ose
H “ ” H
3. Enter the user ID in the “User ID” box under Item Information.
H [ H ”

4. Click the “Get User Information” button on the bottom of the screen.

14



5. A “Place Research Hold” box will pop up.

*lace Research Hold = O

Blanket Hold Info:

Blanket 0 | Copies needed
Pickup at | AG_ALS-PDC v Expires:
LeveliRange Recall status

Level: O Copy & Title
() Allow Recall &) No Recall O Recall now (RUSH)
Range: ) Library () Group (® System

6. Use the following information to fill in the boxes on the “Place Research Hold” pop up
box.

Blanket Holds Info:
Blanket ID: The Blanket ID box should contain the word NEW.
Copies needed: Enter the number of copies needed
Pickup at: Select your library from the drop down list.

Expires: An expiration date is required. Use the calendar gadget ) at the end of the
box to select a date. After this date your patron can no longer use the items.
Level/Range
Level: Select the radio button in front of Title.
Range: Select the radio button in front of System.
Recall Status:
Select the radio button in front of No Recall.

‘lace Research Hold = O

Blanket Hold Info:

Blanket ID: | NEW [ Copies needed: 4
Pickup at |AG_ALS-PDC v Expires: 0812612011
Level/Range Recall status

Level: O Copy & Title

) Allow Recall (3 No Recall ) Recall now (RUSH)
Range: O Library O Group (&) System

E3) =3

7. Click the “OK” button on the bottom of the “Place Research Hold” pop up box.

15



You will now begin searching for the subject in WorkFlows.

nphony Workklows: Flace Hesearch Hold

izards Modules Preference Tools Help

fﬂine|0utreach | Reports | Requests | Reserves | Selection | Serial Control | Utility

Display User ¥ Place Research Hold *

Place Research Hold

dea @b dR

User Information

Name: STARFISH, PATRICK Status: DELINQUENT Library: AG_ALS-PDC

Profile name:  LIBRARYUSE... Amount owed:  $9.00 Awvailable holds: 0 Prey
User categories: Y Overdues: 0 Activ
Group 1D: 2014 Privilege expires: NEVER

Item information

User Holds
Identify User
dolds for User
Street: 4819 SA

: User Hold City, - BOTTOM
" User ID: D150098765

Title Holds Zip: 98765

ltern Holds Phone: 309-123

dolds for ltem Identify item

: lterm Hold Item ID:

lds

Blanket Hold Info:
tesearch Hold

Blanket ID: NEW Copies needed: 8 Expires: 08/M17/2017
ltemns Level: COPY Range: SYSTEM Recall status: NO

Hold Info

Pickup at: AG_ALS-PDC ¥ Comments:

List of Holds

Place Hold Title Item ID
8. Click the “Item Search” helper at the top of the screen.

16



9.

10.

The “Place Research Hold: Item Search” pop up box will appear

Place Research Hold : ltem Search

# R ==

Search for: |a5tron omy

Index: Subject

3 | Search
v

Type:

Library: ALL

O Keyword

Current:

BROWSE Subject astronomy, ALL

(¥ Browse
O Exact

EF  Astronomy

E Astronomy—Amateurs’ manual.

E Astronomy—~Amateurs’ manuals.

[E» Astronomy—Amateurs’ manuals—Juvenile literature.
[ Astronomy, Ancient

& Astronomy, Ancient—-Juvenile literature.

B Astronomy—Andes Region

[ Astronomy as a profession

& Astronomy, Assyro-Babylonian.

E  Astronomy—Atiases

& Astronomy—Audio-visual material, Children's.
[ Astronomy—Caricatures and cartoons.

Subject Heading Occurrences
-

1
63

15

o Monteal b
iption | Call Number/item

Ubject astronomy, ALL: 801 records

[Title J[Ruthor JPub. ve.. 5]
~

I wonder why stars twinkle : and other questions about sp... Stott, Carole. 2011 -
How the universe works [videorecording] Gaiam Americas, Inc. 2011
Why do stars twinkle? : all about space Mchahon, Michael, 1942- 2010
One millien things. Space Stolt, Carole, 2010
The practical astronomer Gater, Will. 2010
The magic school bus [electronic resource] Cole, Joanna. 2010
Space mysteries revealed Bow, James. 2010
Astronomical observations : astronomy and the study of .. Gregersen, Erik. 2010
First encyclopedia of space Dowswell, Paul. 2010
Space Willelt, Edward, 1959- 2010
400 years of the telescope [videorecording] : a journey of ... Londen Sympheny Orchestra 2009
Astrnnnm Grean Nan 1975 uns 20- 2009 s

Add tems to Item List

Search for the subject your patron is requesting. The results will appear on the

display window.

11.

12.

Highlight a subject in the display window.

Select the “Records” tab and highlight a title in the “Records” tab display.

17



Flace Kesearch HOI0 © Iem Searcn

# ff =

Search for: |astronomy

Index: Subject
Library: ALL

Current:

BROWSE Subject astronomy, ALL

Subject

£

B Astronomy

E» Astronomy-Amateurs’ manual.

E» Astronomy—Amateurs’ manuals.

E» Astronomy-Amateurs’ manuals—Juvenile literature.
E Astrenomy, Ancient.

[E» Astrenomy, Ancient—Juvenile literature.

B  Astrenomy—Andes Region

B Astronomy as a profession

& Astronomy, Assyro-Babylonian.

E  Astronomy—Atlases

E Astronomy—Audic-visual material, Children's.
& Astronomy—Caricatures and cartoons.

E&:  Actconoes: nm%

S

-

v Type:

v| | © Keyword
(&) Browse
() Exact

Heading Occurrences
-~

Records | Descriptioff Call Number/item

== The practical ast _ I. || Price:

I} ASE502058422 - 1 - BOOK - NONFICTION

pﬂg 520 GAT - P1_LVIEW
= 413215140905 - 1 - BOOK - NONFICTION

Y 4113214643065 - 1 - BOOK - NONFICTION
520 GAT - P3_MCLURE

H N 413215140947 - 1 - BOOK - NONFICTION
“offln R20 AT PR NABTU ™ &

51995 Item type: BOOI

1fll 520 GAT - AP_ALPHAPK Home location:  NONFICTION ~ Current location: NON
: A12602834484 - 1 - BOOK - NONFICTION Item category 1°  NONFICTION Item category 2: ADUI
20 GAT - 13_IP-ROAN Date created- 71262010 Media desk none;
Date last charged: 11/10/2010 Previous user ID- DO8C
522 GAT - MACOMB-PLD Last discharged: 12/1/201013:05 Last activity: 1211
Date inventoried: Never Total checkouts: 5§
Times inventoried: 0 In-house uses: 0

dd lterms to Item List

13. Select the “Call Number/ltem” tab.

14. Look at the tree on the Call Number/ltem tab for:

o How many libraries own the title

o How many items have the Iltem type of NEW-BOOK or BOOK-NEW (these

books may not be available for a hold)

o How many items have the Home location of OSTACK (these items are owned

by an offline library and can only be requested via a fax sent to the owning

library)

If the title you selected does not have holdable copies go back to the “Records” tab and

select another title.

Using the “Research Hold’ wizard does not limit holds to just one title record, you can select

items from multiple title records.

18



15.

16.

17.

Place Kesearch Hold : tem Search

4 [ ==

Search for, ‘ astronomy

Y| (=]

Index: Subject

Library: ALL

Current.

BROWSE Subject astronomy, ALL

| rType:

v| | O Keyword
(®) Browse
() Exact

Subject

E

E  Astronomy

B Astronomy-—-Amateurs’ manual.

B Astronomy—-Amateurs’ manuals.

B Astronomy-—-Amateurs’ manuals—Juvenile literature.
[ Astronomy, Ancient.

E» Astronomy, Ancient-Juvenile literature.

B  Astronomy—Andes Region

B  Astronomy as a profession

[ Astronomy, Assyro-Babylonian

E  Astronomy-—Atlases

[ Astronomy-—Audio-visual material, Children's

E Astronomy—Caricatures and cartoons.
(% eyl

Heading Occurrences

Records | Description| Call Number/iterm

=[= The practical astronomer - Gater, Will. | Price: $19.95
E-qilly 520 GAT - AP_ALPHAPK Home location:  NONFICTION

A 12602834484 - 1 - BOOK - NONFICTION ltem category 1:  NONFICTION

520 GAT - I3_IP-ROAN Date created: 7126/2010

- U A85502058422 - 1 - BOOK - NONFICTION Date Iast charged: 11/10/2010

(= glly 522 GAT - MACOME-PLD Last discharged:  12/1/2010,13:05
- U 427200844027 - 1 - NEW-BOOK - NEW-NF Date inventoried: Never

&y 620 GAT - PO_MAIN-ST Times inventoried: 0

I 713215140989 - 1 - BOOK - NONFICTION

) 520 GAT - P1_LVIEW
o I A13215140905 - 1- BOOK - NONFICTION

il 520 GAT - PZ_LINCOLN

o I A13214643065 - 1- BOOK - NONFICTION

i=-lly 520 GAT - P3_MCLURE =
-l A13215140947 - 1 - BOOK - NONFICTION

“iafln 520 AT - Pa MNRTH

Item type: BOOI
Current location: NON
Item category 2. ADUI|

Media desk none|
Previous user ID: D0&C
Last activity: 1211

Total checkouts: 5
In-house uses: 0

[ Acid ltems to ltem List| 4
T —

Highlight an item from the tree that is either on the shelf or is not a NEW-BOOK,

BOOK-NEW or OSTACK.

Click the “Add items to the Item List” button on the bottom of the pop up box. You can

select an item that is “Checkedout”.

After you click the “Add Items to Item List” button, the pop up box will disappear and

you will return to the “Place Research Hold” screen.
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nphony WorkFlows: Place Research Hold

izards Modules Preference Tools Help

| caoging ivcuon: o ourss Rapors

Display User * Place Research Hold *
Place Research Hold
g
SGiekRdp

‘ User Information

Name: STARFISH, PATRICK Status: DELINQUENT Library: AG_ALS-PDC

Profile name: LIBRARYUSE.. Amount owed:  $9.00 Awvailable holds: 0 Previous Il

User categories: Y Overdues: 0 Active IDs:
‘ Group I1D: 2014 Privilege expires: NEVER
old . R

Item information

User Holds

Identify User
dolds for User

Street: 4819 SANDY L
p Uty (el City, state: BOTTOM OF Tl
" User ID: D150098765

Title Holds Zip: 98765
ltern Holds Phone: 309-123-4567
dolds for ltem Identify item
: lterm Hold Item ID:
lds

Blanket Hold Info:
tesearch Hold R R

Blanket ID: NEW Copies needed: 8 Expires: 08/M17/2017
lterns Level: COPY Range: SYSTEM Recall status: NO

Pickup at: AG_ALS-PDC ~ | Comments:
m List of Holds

Place Hold Title Item ID Cor

Get User Add to 3) e Place Hold a7 =
Informatio List [= Bl for Another User (b) car (g) ose

You have not place a hold on the item yet.

18. Click the “Add to List” button on the bottom of the screen. This will add the title to List
of Holds display box.
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nphony WorkFlows: Place Research Hold

izards Modules Preference Tools Help

_ Circulation+ \ | \ M

Research Hold *

Display User * Placg

Flace Researc h Held
sedop
User Information
Name: STARFISH, PATRICK Status: DELINQUENT Library: AG_ALS-PDC
Profile name: LIBRARYUSE... Amount owed: $9.00 Available holds: 0 Prev
User categories: Y Overdues: 0 Activ
Group 1D: 2014 Privilege expires: NEVER
old . .
Item information
User Holds
Identify User
dolds for User
Street: 4819 SAI
p User el City, state: BOTTOM
. User ID: D150098765
Title Holds Zip: 98765
ltern Holds Phone: 309-123~
dolds for ltem Identify item
: lterm Hold Item ID:
lds
Blanket Hold Info:
tesearch Hold R R
Blanket ID: NEW Copies needed: 8 Expires: 081712017
lterns Level: COPY Range: SYSTEM Recall status: NO
Pickup at: AG_ALS-PDC ~ | Comments:
m List of Holds
Place Hold Title Item ID
Get User Add to 3 e T Place Hold &7 =
Informatio List sl iy for Another User (b) ear ()

19.  Click the Iltem Search Helper again to choose more titles. You will return to the result
list of the subject you were searching.

20.  Select and highlight another title and use the “Add to List’ button on the popup box
and then the “Add to list” button on the “Place Research Hold” wizard screen.

21. Repeat steps 19 and 20 until you have selected more titles than the number you
entered in the “Copies needed” box on the “Place Research Hold” pop up box.
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ny WorkFlows: Place Research Held —_— = O

rds Helpers Modules Preference Tools Help

* | Place Research Hold *

Place Research Hold

AGE@kap

Checkin) User Information

Jischarge Name: STARFISH, PATRICK  Status: DELINQUENT Library: AG_ALS-PDC

| Profile name:  LIBRARYUSE... Amount owed:  $9.00 Available holds: 0 Previous 1D: A1500987€
User categories: Y, Overdues: o Active IDs:  A15009876

i Group 1D: 2014 Privilege expires: NEVER

ar

Item information

vand Display Identify User
Status Street: 4819 SANDY LANE
City, state: BOTTOM OF THE OCE#
User ID: D150098765
Zip: 98765

Phone: 309-123-4567

Identify item
Item ID:

Blanket Hold Info:

Blanket ID: NEW Copies needed: 4 Expires: 08/11/2017
Level: TITLE Range: SYSTEM Recall status: NO
Hold Info
2r Holds
Pickup at: AG_ALS-PDC ~ | Comments:
Is for User
ser Hold List of Holds
= Holds Place Hold Title Item ID Comments
N Holds American eclipse : a nation’s epic race to catch... A22101128779
b er [ Exploring the mysteries of the universe A13002155070
s for Iltem
National Geographic pocket guide to the night ... A36701060772
iglgeld The glass universe : how the ladies of the Harv... A35520519649
The stars : a new way to see them A34200626512
sarch Hold Night sky with the naked eye_ A36580795085
ns Get User Add Place Hold
Place Blanket Hold Clear (g) Close

Information L or Another User (b)

22.  After selecting the number of titles needed, click the “Place Blanket Hold” button on
the bottom of the “Place Research Hold” screen. This is when the holds are placed.
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If a hold cannot be placed the following box will appear. This pop up box cannot be
overridden. You may receive several “No Hold Allowed Override” popups if you have select

multiple items that do not allow holds.

[T Place Research Hold : No Hold Allowed G\JEHE|[E|

Hald not allowed

520 CHA
A24100128556
Astronomy © a beginner's guide to the universe

Chaisson, Eric.

Mo hold allowed override: I:l

Owverride & Place Hold l Do Mot Place Hold

23. Click the “Do Not Place Hold” button.

If the RSA override is entered the following error box will appear:

[0 Place Research Hold : Errﬂr|£||§|r5__(|

e Cperator not authorized for override
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Complete

2 [tem(s) Selected

6 Hold(s) Flaced

Flace Hold for Another User

l Review Holds ]

Flace Another Hold for This Liser ]

l Close ]

The “Complete” pop up box shows how many items were selected and how many holds
were place from the items selected. In the example above 8 items were selected and only 6
actual holds were placed. If the patron needs more items, click on the “Place Another Hold
for This User” button and return to step 3.

Reminder:

e Choose Title level holds in the “Place Research Holds” pop up box
¢ Place holds on more titles then you need

e After the original number of titles needed arrive, WorkFlows will automatically
cancel the remaining holds.

Questions ?? Contact the RSA help desk at rsahelp@railslibraries.info or RSA staff at 866-
940-4083.
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