Tracking Missing Holds
Because holds seem to go into limbo sometimes between sitting on the Holds shelf and getting back to their owning library, we’re modifying our current procedure slightly to give those items a different current location.
If an item appears on your Clean Holds Shelf Report, but isn’t on the Holds shelf to clear, here’s what to do:

1) Look up the item in Check Item Status to see where the system thinks it is.

2) Hit Cancel.

3) Look for the item—check your regular shelves, check the rest of the Holds shelf.

4) If it still can’t be found, CheckOut the item to MISSHOLD. That is the user ID.
5) I will set up a weekly list for your library of items that are still checked out to MISSHOLD after 1 month.  A month should allow enough time for items that patrons forgot to checkout to come back and get cleared normally.  Weekly lists should be small enough to manage regularly. 
6) Look for the items on the MISSHOLD list, and if they are still not found, set them MISSING.
