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Understanding Holds

 There are four types of holds in Evergreen Indiana. Holds may be
placed by library staff via the Staff Client or by patrons via the

OPAC. A patron may have up to 20 unfilled holds in the system at
one time.

» User group profile, circulation modifier, age protection and the pick-
up location designation may affect the ability of a patron to place a
hold. Attempts to place improper holds will generate this pop-up
customer service message:

Microsoft Internet Explorer x|

Wi'e are sorry Evergreen Indiana was nok able ko Fulfill your baold request, Ik is possible that choosing a different Form at or different library will result in

! 5 a successful hold, Additionally, one of the Following reasons may be the reason your hold was not successful: * You have exceeded the number of
allawable holds (200; * The item may be not be holdable (Reference Materials and certain Best Sellers); * Certain AY items are not holdable by other
than local patrons; * The item may be 'age protected' (Holds may not be placed on items less than & months ofd by other than local patrons); ar * IF
woll are a ‘Reciprocal Barrawer! waur library card will nok allaw you ko place halds at ikems owned by libraries okher than the one issuing wour card.
Please consult wour local librarian For fFurther assistance.,
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How holds are filled!

ltems are captured to fill holds based on proximity. The system
seeks to minimize transit time by capturing the item and assigning it
to the nearest patron on the hold list. The nearest patron may not
be person who has been on the hold list the longest. The system
will continue to seek to fill holds with other items.
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Minimizing Transits

For example, Sally places a hold on December 1; John places a
hold on December 10; and Dewey places a hold on December 15.

Sally and John have designated Thorntown as the pick-up location.
Dewey designated Westfield as the pick-up location.

On December 20, a patron at Westfield returns the item. The item is
captured for Dewey even though he placed hold at a later date
because the item will not need to transit to fill the hold. The system
will continue to search to find items to fill the hold requests for Sally
and John.
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Then fulfilling the oldest hold

For example, Sally places a hold on December 1; John places a
hold on December 10; and Dewey places a hold on December 15.

Sally and John have designated Thorntown as the pick-up location.
Dewey designated Westfield as the pick-up location.

On December 20, a patron at Mooresville returns the item. The item
Is captured for Sally and will be transited to Thorntown. The system
will continue to search to find items to fill the hold requests for John
and Dewey.

December 29, 2009 5



User Groups and Holds

A patron’s user profile group determines the scope of the patron’s
ability to place holds.

* Residents, non-residents, PLAC, outreach, temp and staff user
profiles have full access to the consortium and may place holds on
any library’s materials.

* Reciprocal borrowers and student profiles have access only to the
member library that issued the library card. Reciprocal borrowers
and student user groups may place holds only on the materials
owned by the library that issued the library card.
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ltems that do not Transit

Items with the following general circ modifiers do not transit between
the libraries: art, dvds and videos, cd-music, equipment, media,
realia, software gaming and special collections.

Evergreen will deny an attempt by a patron to place a hold on an
item that does not transit if filling the hold would cause the item to
transit to another library.

The staff client will override this—so staff need to be aware of the
consortium rules that only books, audiobooks, kits and magazines
can be transited.

Patrons may place a hold and pick up an item from the owning

library.
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Patron Types and Holds

« Circulation modifiers determine “who” may place a hold. Although
local library patrons may place holds on items owned by the local
library, consortium patrons may not place holds on those items with
circulation modifers that do not transit.

 There is one exception: matching the pick-up library to the owning
library when placing the hold will allow the hold to be placed.

December 29, 2009



Patron holds on DVDs to transit

Example One: Adams Library owns “Snow Bear” on dvd. Adams
Library’s local patrons may place a hold on this item. A hold by a
Kendallville Library patron on the dvd with the selection of
Kendallville as the destination pick-up library will be denied by
Evergreen because the hold would cause the item to transit.
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Patron holds on DVDs for pick-up

Example Two: Adams Library owns “Snow Bear” on dvd. A
Kendallville Library patron places a hold and designates Adams
Library as the pick-up library. This hold will be allowed because the
filling the hold does not require the item to transit. The patron Is
assured the item will be available when she arrives to pick it up.
The patron is allowed to return the dvd to any member library to
transit back to Adams Library.
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Age Protection and Holds

« Six-month age protection of new items prevents holds from being
filled for other than local patrons. The hold shows as
accepted/placed, but the hold will not be filled for the non-local
patron until the item’s age protection has expired.

« If the patron’s home library purchases the item and also age
protects it, the patron’s hold can be filled by his home library.

 Thisis why it is in the best interest of the patrons to only place holds
at the Title level*—not the copy level.

*Hold levels are explained in the next section

December 29, 2009 11



below summarizes the differences among the hold types:

The Four Types of Holds

Evergreen has four different types (levels) of holds. Library staff may place holds at
all four levels. Patrons may place only meta-record and title level holds. The chart

Hold Type Abbreviation When to Use How to Use Who Can Place Hold Captures

Meta-record M Format type doesn’t Click on “Place Hold” Patron or staff All items on MARC records
matter next to the title. sharing the same title

On the holds (book, video, audiobook,
confirmation screen, etc.) regardless of format.
click “Advanced Hold

Options” and select

“Other Applicable

Formats”

Title T Patron wants the first Staff or patron click Patron or staff All holdings attached to a
available copy of the “Place Hold” next to single MARC (title) record.
title title

Volume \% Patron wants a Click “Place Hold"” on Staff Call number specific
specific volume any items shown in volume record (note: call
attached to a holdings list, next to number is in the volume
particular call number. the call number. record)

Copy C Patron wants a Click “details” to view Staff Item based on barcode.
specific copy of an barcode then place
item. hold on button next to

c
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Step 1: Title Level Holds

To place a “title level” hold that will capture all holdings attached to a single
MARC record, search and retrieve the record in the catalog.

Step 1: Click “Place Hold” button next to the title on the search results list

Results 1- 6of about & (page 1of 1)
Home

Advanced Search

My Account Moore, Lorrie.

| 1995 Chivers Press| large print 192 p. (large print) ; 22 cm,
Log out

) . Place Hold

() You are logged in as isltest

My Title Results Moore, Larrie,

| 1994 A4, Knopf| print [148] p.
" Relevant Subjects ) S Place Hold
""" Friendship

"""" Teenage girls

: Mew York (State)
e Large type books

Moore, Larrie.
1st edition| 1994 Knopf| print 147 p. ; 22 cm.

L='JF{elevant.C'«uthuzurs ) S Place Hold
0 Moore, Lorrie. '

Maoore, Lartie.
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Step 1: Title Level Holds (cont.)

or click “Place Hold” button on the title summary screen.

Result 1- & => End

Record Surnmary 4 Flace Hold
Title YWho will run the frog hospital? a novel
Author Moore, Larrie,
ISBHN 0679434828
Edition 1st edition
Publication Date 1994
Publisher Knopf
Physical Description print 147 p. ; 22 cm.
Farmat W test
Abstract

Copy Surmmary Shelf Browser Reviews MARC Record
Library Callnurnber Copy Actions Awailable Chacked out In process Intransit Reshelving ©On holds shelf On order Refersnc

Location

Fulton County Public Library
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Step 2: Title Level Holds

« Step 2: Patron logs into account, if not already in “My Account” feature. Fill

in patron name and password.

OrEn SOURCE INTEGRATED LiIBRARY SYSTEM

o will run the frog hospital| Sear

Evergreen Indiana

Haome

Advanced Search )
Enter your username or library

barcode
My Account

Password
= .
47 Login
My Title Results

— I v Titla Matailc
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Step 3: Title Level Holds

« Step 3: Edit patron’s hold notification options, contact information,expiration
date and pickup location fields. Click the “Place Hold” button. Confirm
action on the pop-up window.

Create f Edit a Hold

Recipient:
Title:
Author

Format

Physical Description:

Contackt telephone number:

Enable phone notifications for this hold?

Contact email address:

Enable email notifications for this hold?
Pickup location

Expiration date

Suspend this hold (Helpd

Lok, Reads
wWiho will run the frog hospital? a novel

Moore, Lorrie.

print 147 p.; 22 cm.

75-765-7676 HHH-VYV-ZZZZ)

=

clemmer@library.in.gov

=
|Evergreen Indiana =]

-

Advanced Hold Options

Flace I—@ Cancel
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Step 1: Meta-record Level Holds

 To place a “meta-level” hold that will capture all items that share the same
title regardless of format, search and retrieve the record in the catalog.

Step 1: Click “Place Hold” button next to the title on the search results list.

Fesults 1- 6of about 6 (page 1of 1)

Moore, Lorrie.
| 1995 Chivers Press| large print 192 p. (large print) ; 22 cm.

) <.-’ Place Haold
s isltest
IMoore, Lorrie.
| 1994 A4, Knopf| print [148] p.
) % Place Hold
te) .
aks Moore, Lorre,

1st edition| 1994 Knopf] print 147 p. ) 22 cm.

) 'Q’ Place Hold
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Step 1: Meta-record Leve

(cont.)

Or click “Place Hold” button on the title summary screen.

U 1- b >* EnN

a

ord Surmmary

Title

Author

ISEMN

Edition

Publication Date
Publisher

Fhysical Description

Farrat

Abstract

Copy Summary

ibrary

‘ulton County Public

.ochester

Shelf Browser

Callnumber

Library

MO

Copy
Location

aftean
Fiction

litchell Community Public Library

litchell Coarmmmunity
ublic Library -
litchell

FIC MO

Fiction

whio will run the frog hospital? a novel

Moore, Lorrie,

06794345823

1st edition

1994

knopf

print 147 p.; 22 cm.

w7 teut

Reviews

Actions

Copy Details
Browse Call
Mumbers

Copy Details
Browse Call
Murmbers

MARC Record

Available Checked out In process
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In transit

Reshelving

<n holds shelf

«

<n order

| Holds

Place Hald

Referanc
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Step 2: Meta-record Level Holds

« Step 2: Log patron into account, if not already in “My Account” feature.

EVER[LIGREEN

s SoURCE INTEGRATED LinsARY SYSTE

- [
Evergreen Indiana

o will run the frog hospital| Seat

ZZ INDIANA

Home

Advanced Search )
Enter your username ar library

barcode
My Account

Password
= .
47 Login
My Title Results

— I v Titla Matailc
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Step 3: Meta-record Level Holds

Step 3: Edit patron’s hold notification options, contact, information,
expiration date and pickup location fields. Click the “Advanced Hold
Options” button. Select acceptable formats and click “Place Hold” button.
Confirm action on the pop-up window.

Create F Edit a Hold

Recipient: Lot, Reads

Title: wiho will run the frog hospital?
Sthor Moore, Lorrie.

Farmat ’)

Phvsical Description: large print 192 p. {(large print) ; 22 cm.
Contact telephone number: %_?55_?5?5 R
Enable phone notifications for this hold? el

Zontact email address: clemmer@library.in.goy

Ernable email notifications for this hold? I~

Pickup location | Evergreen Indiana

Expiration date

Suspend this hold (Help) ||

wdvanced Hold Options

Scceptable alternative Formats: (Help)
{control-click to select multiple formats)

Books -
arge Hrint Bodkrs
Audiobooks
R =l

wideo Recordings

Flace Hold Cancel I
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Volume Level Holds

Volume level holds may be placed only by library staff. Volume level holds
capture a specific call number.

Staff may wish to place a volume level hold for the following case: a patron
wishes to a specific volume of a circulating three part set of materials. For
example, Adams Public Library System owns a 3 part set of North American
Treaties. All three volumes are on the same catalog record. Selecting the
item wanted by “call number,” in this case “PR 949.5689 vol III” will ensure
the patron gets the proper item.
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Step 1: Volume Level Holds

Step 1. From the staff client, search, retrieve and display the catalog record.
(If not displayed, click “View Copy Information for all libraries” to display all.)

Record Summary

Place Hold
Title Wwho will run the frog hospital? . a novel ! by Larrie Moore.
Author oore, Lorrie.
ISBM 0679434828
Edition 1=t edition
Fublication Date 1994
Fublisher Knopf
Physical Description print 147 p. ;22 cm.
Format / teut
Abstract
Subjects Teenage girls -- Mew 5ork (State) -- Fiction.

Friendship -- Mew vork (State)d -- Fiction.

| Copy Sumimarny Shelf Browser Eeviews MARC Feco

|Lit:|rar"g.r Callnumber | Copy Location | Actions W-I&h&tk&&wx—hﬂ—ﬁmﬁﬁtransitheshemng on halds shelf | On

Fulton County Public Library

Copy Details
Rochester MOO Yafteen Fiction  Browwse Call Mumbers 1 u] 0 0 u] 0
Place Hold
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Step 2: Volume Level Holds

Step 2. Click “Place Hold” under “Actions” for the desired volume record.

Record Summary Place Hald | kcre

Tite Whe will runthe frog hospital? @ 2 nowvel by Lorriz Moore.
Author wloore, Larriz.

1SBM J679434828

Editior 15t edition

Fublication Date 1994

Fublisaer <noaf

FPlysical Descriptian arimd 147y p. ;22 zm.

Farrmat A et

Ahstract

Subjects Teenage Qifs -- Mew York (State) -- Fiction.

“riendship -- Mew Yark (Stat=) - Fictian.

| CopySummary Shelf Browser Reviews MARC Record

View Copy Infornmation for this location only

Library |CaIInU“nber E:?t?ayﬁon Awalable | Chec<ed out |In process |In transit | Reshalvirg | On halds shelf| On ord
Fulton County Public Library
Copy Details
Tafteen Browwse Call
Rochzster MZo E ctioa Mumbers 1 a o o i} u] o
Place Hold
Mitchell Community Public Library
Copy Details
Mitchell Community Publiz § . Brcwwse Call
L barary - Mitchell FIGMQO | F ction humbbers 1 o o i 0 o o

Moble County Fublic Librany
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Step 3: Volume Level Holds

Step 3: Scan or type patron’s barcode into “Enter recipient barcode” then
click “Submit.”
Text Size: Regularf Large | Language:
|ke;-.ﬂh-'|:|rd:whn will Fun the frog hogpital Gl K.ewaword j I.i'-.ll Formats [

Enter recipient harcode: |L/)@ Cancell Flace hold for rmy account

December 29, 2009
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Step 4: Volume Level Holds

« Step 4: Edit patron hold notification fields and click “Place Hold”. Note the

hold is identified “Volume Level Hold".

Recipient:
Title:
Authar

Format

FPhysical Description:

Call Murmber:

Hold Type:

Contacttelephone number;

Enable phone notifications for this hold?
Contact email address:

Enahle email nofifications for this hold?
Pickup location

Expiration date

Suspend this hold (Help)

Create I Edit a Hold
Lot, Feads
Who will run the frog hospital? a novel

moore, Lorrie.

) text

print 147 p.; 22 cm.
MO0

Volume Hold
|E?‘5—?EE—?E?E (Y Y - FEE)

-
clemmerg@library.in.goy
7
| Ewergreen Indiana j
-
(Fm Cancel |
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Copy Level Hold

 Copy level holds may be placed only by library staff. Copy level holds
capture a specific barcode number.

« Copy level holds would be used if a patron needed a specific issue of a
magazine, or a specific date range of a travel guide, like Fodor’s or
Frommer’s.

December 29, 2009 26



Step 1: Copy Level Holds

o Step 1: From the staff client, search, retrieve and display the catalog record.
(If not displayed, click “View Copy Information for all libraries” to display all.)

Record Summary Place Hold | ko

Title Wiho will run the frog hospital? - a nowvel §F by Larrie Moare.
Authar Maore, Larrig.

ISBrM NET9434528

Edition 15t edition

Fublication Date 1994

Fublisher Knopf

Physical Description print 147 po; 22 cm.

Farmat ,-‘.“ temt

Ahstract

Teenade gitls -- Mew York (State) -- Fiction.

Subjects Friendship — Mew Yark (State) — Fiction,

| Copy Surmmary Shelf Browser Reviews MARC Reco

View copy information for all libraries

|Lit:|rarg.r Callnumber | Copy Location | Actions \W—I-umiwphﬂmvansiﬂﬁeshewmg 2n holds shelf | Cn orde

Fulton County Public Library

Copy Details
Rochester MO0 Yafteen Fiction  Browse Call Mumbers 1 ] I} 1] ] I} ]
Place Hold
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Step 2: Copy Level Holds

« Step 2. Click “Copy Details” under “Actions” for the desired record.

Fecord Summary Place Hold I bAdare S
Title Who will run the frog hospital? - a nowvel § by Lorrie Moore. YWho will run the frog hospital? a novel
Authar Maaore, Larrie.
I1SBM O67o434828
Editian 1=t edition
Fublication Date 1994
Fuhlisher Enopf
FPhysical Description print 147 p.; 22 cm.
Farmat > text
Ahstract
. Teenage girls -- Mew Yoark (State) -- Fiction.
Subjects Friendship -- Mew York (State) -- Fiction.
-
[ Copy Summary Shelf Hrowser Reviews mMARC Record
View Copy Information for this location onhy
Library ‘Callnumber Egc?;tion A\railable Checked out | In process | In transit | Reshelving | On holds shelf| On order
Fulton County Public Library
Yalteen Browwse Call
Rochester [L[ele] Fiction Mumbers 1 a a u] a u] u]
Place Haold
Mitchell Community Public Library
Copy Details
Miehel Community PUBIE o Moo Fiction Browsse Cal 1 0 0 0 o 0 .
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Step 3: Copy Level Holds

« Step 3. Click “Place Hold” beside the barcode. The hold will be for this copy.

Fulton County Public Library

Recard Sumimany Flace Haold I kdare
Title Who will run the frog hospital? - a novel 7 by Larrie Moore, Who will run the frog hospital? a novel
Author hoore, Lorrie.
ISBI NET94345828
Edition 1st edition
Fuhlication Date 1994
Fuhlisher knapf
Fhysical Description print 147 p.; 22 cm.
Format ~ text
Abstract
e e s
| Copy Summary Shelf Browser Reviews MARC Record
View copy information for all libraries
||_inranr Callnurnber | Copy Location | Actions Available |Checked out |In process ||ntransit |Reshewing On holds shelf |On arder |

Fulton County Public Library

Rochester MO0 Yafteen Fiction Browse Call Mumbers 1 i 0 i 0 i 0
Place Hold

print these details
Barcode Status Location Age Hold Protection Create Date Holdahle Due Date
2387000920252 more infoy. place hold Availahle Yalteen Fiction GBrmonth 1994-11-21 Yas




Holds can be placed directly from a patron record.

Step 1. On patron record screen, click “Holds” to bring up holds screen.
- Register Petror | Z Patron Search | 3Eib Record: 5140350 APatron; _ot, Heads A | -

Lot, Reads 4 Pefrash “m ltems olq'il Holde \,l Bille

(Bert) ’ L s

"ﬂleﬂ:

- stondrg — |‘ @

Step 2. On “holds screen,” click the “Place Hold” button:
Lot, Reads A Refresh | Check Dut | ftems Out |

0 ojo

[Alert)

Alert Holds
’VTest ficcount Place Hold |
’_ Standing ‘ MWCapture Date Current Copy | Last Motify Time Motices | Pickup Library |R_qu
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Placing Holds From Patron Recor

Step 3. The catalog is displayed in Holds screen; enter search terms and

submit search.
Reads A Refresh | Check Out | ;lems Out ||F $OB_ULIs | Edlit

4
A . .
ceount | e Tewt Size: Regularf Large | Language: English
[ INDIANA.
locksfPenalties Search Input Search Filte
Home I Keywore ﬂ I Contains _ﬂ jwill run frog hospital Braille ]
Item Form  |Elecironic
B Advanced Search |Keyword x| |Contains x| | % Large print
My Account I
dert i - k:
‘You are logged in as I Keyword :J I Contains —J | 4 Item Type Ezc?iosbu ok
. Advanced "
met Filkered clemmer Feset Form I Add Search Row | Submit Search | =S | video Rec
‘85 on 2011-12-29
5 o Mon Fiction
SR T GQuick Search LitararyForm Fiction :
Ay anced
40,00 LG
kouts: o ISEN ﬂj
I Overdusi 0| Submit [Engish
bng Overdue: 0 Language |Spanish
iedRetumedi 0| . _ French
] I Sort Criteria Search Library
Cataloged: o ' MARC Expert Search At
Tag: l— Subfield: l_ | Felevance ;] Evergreen Indiana Au_diellce Juvenile
nd Contact Information 1 value: l— Advanced General
ry Card:  skest . |As cending fAto 2 ;I Choose a library to search
Other : Add Rowr  Subrit Collection
: F itions I imi itable ™ :
™ § Group Formats and Editions Limitto Available Bib Level [Integrating 1
4 tonagraph
of Birth: 1990-01-01
Publication |15
Phone: 675-FE5-TETE Year I—
ing Phone
7 Phone: |
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Placing Holds From Patron Record

Step 4. Click “Place Hold” button at the appropriate place for the type of
hold you wish to place for the patron.

Step 5. The patron’s account is automatically retrieved. As usual, edit
patron’s hold notification options, contact information, expiration date and
pickup location fields. Click the “Place Hold” button and confirm the action
In the pop-up window.

Step 6. Staff may continue to search for additional titles or if finished, click
the “Holds” button on top to go back to the “Holds” screen. Click “Refresh”
to view the recently placed hold.
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