How to Print out an Expired Holds List
To print out the expired holds list go to the Bywater link
 https://staff-pueblopl.bywatersolutions.com/cgi-bin/koha/reports/guided_reports.pl?reports=33&phase=Run%20this%20report
Note: Do not use the KOHA reports to get the expired holds list because it is not the most current. Use the Bywater link which will look like the KOHA page but is the most current expired holds.[image: ]
1. [bookmark: _GoBack]Sign in just as you would in KOHA if needed. You should see the heading, Enter parameters for report Expired Holds for Today. You will select the branch you want the expired holds list for. Once you have chosen the branch, click on the Run the report button and the report will generate. 
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2. Next, you will select the Download option from the taskbar above the report. Once you open the menu and see Open Document Spreadsheet you can click on that option to open an Excel spreadsheet.

[image: ]

3. To open the Excel report you will click on the box in the bottom left corner of the screen and click open.
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4. When the Excel document open click on the Enable Editing button at the top of the screen so that you can modify the document to include only needed columns.  Once you get your Excel document, if you know how to clean up the document and take out what you don’t need you can stop here. If not you can continue on for detailed instruction on how to clean up the document before printing.
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5. To clean up the document, you can delete columns that are not needed, by right clicking at top of the column where you see the letters A, B, C and so on. You will see a menu that has a delete option that you can click. Columns that can be deleted would be Branch code, Author, item call number, card number and the holds column.
[image: ]
6. To expand the columns so you can see all of the information you need before printing, place your mouse on the line between the columns and hold and drag to the right as far as needed to see all information you want displayed.
[image: ]

7. Once you have it the way you want it you can print out the list. If you change the orientation to Landscape when printing it is easier to read, but the choice is up to you.
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branchcode title. author itemcallnumber barcode cardnumber ‘surname firstname holds  Item Type
RAWLINGS | ILLBOOK-Composite Sampling: A Novel Method to Accomplish Observational Economy in Environmental Studies 192943440 1222205833618 COOMES RICHARD | None | BOOK
RAWLINGS | ILL BOOK-Worlds End 193851403 1222205113946 CATES LESLIE  None | ILL-BOOK
RAWLINGS | ILL BOOK-The Complete Dream Book - Discover What Your Dreams Reveal 193854156 1222205280638 Denney Janelle None | ILL-BOOK
RAWLINGS | Relationship astrology Bartlett, Sarah, 133564 B 0222002276764 1222205791048 HOWARD BETH None BOOK
RAWLINGS | The dumb things smart people do with their money Schlesinger. Jill, | 332.024 S 0222001827708 1222204157803 | JACOBSON-SMITH KRISTIN | None | BOOK
RAWLINGS  Burning the sky Wolverton, Mark, | 355.825 W 0222001827930 | 1222203366082 POLL RICHARD  None ' BOOK
RAWLINGS | On pills and needles Van Warner, Rick, | 362293 V 0222001827963 | 1222205531931 ANTRIM MARY None | BOOK
RAWLINGS  Beast of burden BEAS 0222003133352 | 1222205128043 Martinez Devin 3 DVD
RAWLINGS | Before | fall BEFO 0222090826702 | 1222205824609 | ANDREAS SARAH  None DVD
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RAWLINGS | Fear the walking dead. FEAR 2 0222090721325 1222205745770 MARTINEZ ROY. None DVD
RAWLINGS | Battle Royale Takami, Kdshun. | FICTION 0222209498153 1222205340895 | Knabe James None | BOOK
RAWLINGS | The greatest showman GREA 0222090989096 | 1222205824609 ANDREAS SARAH  None DVD
RAWLINGS | Idiocracy iDIo 0222091028563 1222205745457 | McKinzey Justine None DVD
RAWLINGS | think | can! JITHE 0222002157428 | 1222205240889 GORDON DONALD | None ' LAUNCHPAD
RAWLINGS | The colors of us / Katz, Karen. JE KATZ 0222207453424 1222205477895 PICICCI MATTEO | None PICTUREBK

RAWLINGS | The meg MEG 0222091101840 | 1222205161416 | TRUJILLO LINDA | None | DVD





