Unclaimed Holds

If a patron does not pick up a hold within their given time frame, the hold will move from a
status of "Ready for Pickup" to "Unclaimed." The hold will remain in "Unclaimed" status until
staff pull the item and check it in. Once the unclaimed hold is checked in, the hold status
becomes "Cancelled" and the item moves on to its next destination.

Unclaimed holds need to be managed daily. Staff can identify Unclaimed holds:

e Using the Picklist, available in Leap through the Utilities menu
e Or with the Web Report, "Daily Clean Hold Shelf"

Identify Unclaimed Holds Using the Picklist
Log in to Leap. Select Picklist Processing from the Utilities drop-down.
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The Picklist should default to the branch you are signed in at. If not, select your branch from the
drop-down.

Picklist ——P  cakricge Public Library v C REFRESH CLOSE

* Pending (331) @ Located (2) @ unclaimed (33) @ Unclaimed ILL (1) W Holds to Transfer (0)

Next, navigate to the Unclaimed tab. This tab lists all of the holds on your branch's hold shelf
that were not picked up on time by patrons.
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Picklist Park Ridge Public Library v C REFRESH CLOSE

¥ Pending (991) @ Located (2) @ Unclaimed (33) @ Unclaimed ILL (1) W Holds 1o Transfer (0)

Filter requests

Total items | 33 total

UNCLAIMED
D AUTHOR TITLE MATERIAL TYPE PATRON NAME PATRON BRANCH ITEM BARCODE DATE
D Patterson, Haunted Book Mew Girardi, Shirley A PRK 2621755-23001 2172018
James, 1947-
author.
D VanderMeer, Jeff, Acceptance Book Hankins, David PRK 31467009695135 3M2018
author.
D Kelly, Martha Lilac girls : a novel Book Halls, Jo PRK 31467010158347 1128/2018
Hall. author_

Remove the items listed from the holds shelf, and check them in. Once they are checked in, the
hold status will automatically change to cancelled.

When the item is checked in, it may be sent in transit, trapped for another hold, or be routed
back to the shelf.

Sent in transit example:

Transfer for hold

Barcode: 31467010472201
Title: The gunslinger

This item fills a request at
Niles-Maine District Library (NIK)

Transfer for hold?
(Click Cancel to stop the check-in/check-out process.)

ﬂ NO CANCEL
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Trapped for another hold example:

Fill next hold request

Lilac girls : a novel
Barcode: 31467010158347

satisfies a hold request for:
Stella K.
Barcode: 2146700

Do you want to hold the item?
(Click Cancel to stop the check-in/check-out process.)

m NO CANCEL

Identify Unclaimed Holds Using Web Reports
Staff can use the "Daily Clean Hold Shelf" to identify holds to pull. This report is found in Web
Reports, under the Patron Management section.

Patron Management Back To Top

Daily Clean Hold Shelf (11/07/2018 04:05)
(Display Archive) (Add To Favorites)

Daily Notice Delivery Report (11/07/2018 08:59)
(Display Archive) (Add To Favorites)
The number of notices posted by your library daily, by delivery method and type of notice

Daily Search Shelves (11/07/2018 05:34)

The report contains 2 tabs: one labelled "By Owning Library" and one labelled "By Pickup
Library."

e The By Owning Library tab lists items owned by your library with a status of Unclaimed.
These items may be unclaimed at your library or at a different location.

e The By Pickup Library tab lists unclaimed items currently at your library. These items
may be owned by your library or by other libraries.

| By-Owning-Library | By-Pickup-Library |
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Use the By Pickup Library tab to identify the items to pull from your holdshelf. Once the items
have been pulled, check the items in and process them appropriately. Staff can look at the By
Owning Library tab for lingering Unclaimed items at other locations.

Please refer to the Missing on Holdshelf procedures for instructions on what to do if staff are
unable to locate an Unclaimed hold.
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https://www.learning.ccslib.org/missing-on-holdshelf
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