Procedures When Holds are Not Available to Fill Hold Request or Picklist Request
This cheat sheet is also available online. Go to http://www.alliancelibrarysystem.com/RSAcheatSheets.cfm
Under no circumstance delete a hold on your item for a patron from another library

1. If a hold pops up for a patron from another library when checking out an item to one of your patrons, override the hold and charge the item out to your patron.  Do not override and cancel the hold.
a. On the Holds Blocks Override box:

i. Type RSA in Hold block override box

ii. Click on the Override & checkout Item button

iii. Do not click on the Override Checkout Item & Cancel Hold button

2. If you get a hold request from the picklist and you cannot find the item, use the Mark Item Missing or Mark Item Lost wizards on the Item toolbar of the Circulation module. Using these wizards lets the software know your item cannot fill the hold and the request will go on to another library.

3. If you get a hold from the picklist or when discharging an item and you do not want to send the hold for some reason, you will need to create a No Transit user for your library.
Create the No Transit user by:

a. Opening the User Registration wizard

b. Select a patron id number and enter as the user id

c. Select the profile name NO-TRANSIT from the drop down list
d. On the Privilege tab:

i. Use the gadget calendar to change the Privilege expires to No date
ii. Click OK at the bottom of the gadget calendar box.

e. Click the Register User button on the bottom of the User Registration screen.

 Then charge the item out to this user.  The item will need to stay on the No Transit user record for several days.  The item can be placed on your shelves while charged out to the No Transit user.  Then when you check out this item, if a hold pops for a patron from another library override the hold and charge out the item to your patron.  (Follow the directions in step 1) Do not click on the Override Checkout Item and Cancel Hold button.
4.  If your item is the only item on the bibliographic record, the above steps will not remove the hold from your item.  Contact the patron’s home library to tell them you cannot supply the item.  The home library will remove the hold and try to find the item for their patron from another source.  
Item types can be used to limit holds.   Let JT or Kendal know if you have an item type which you do not want to allow holds.

RSA staff spends a lot of time trying to track down why holds disappear for libraries only to find out the hold was canceled by another library.

Please be considerate of patrons from other libraries.  If a hold needs to be canceled for some reason, contact the patron’s home library. They will remove the hold and try to get the item from some other source.
If you have any questions contact:

Martha (mtroxell@alliancelibrarysystem.com 309-694-9200 ext. 2131)
Vicky Gouliard (vgouliard@alliancelibrarysystem.com 309-694-9200 ext. 2129) 
