Hold Workflow

Symphony Holds Process

Hold is placed
(by patron or staff)

Item

Available
?

Items will display on Hold
Pickup List
(Circ>Holds>Onshelf Items)

or emailed Onshelf items with
When Item is checked-in an alert hold report

will trigger and trap the hold

Find the item on the shelf and
then Trap the hold
(Circ>Holds>Trap Holds)

When item is trapped the Notice is sent to patron by email
title will no longer display on 24 hrs. after the hold is trapped
the Hold Pick-up list, nd hold (to alert those without emails

status is now "available" see finished report)

Item is

not
) Checked-
Clean Hold shelf report will out (after
be emailed to Library staff 28 days)

Remove item from hold
shelf and check-in item or
Check item status

Expire Hold notice sent to
patron by email only
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