
How to prepare your Library for 
Temporary Closure

Symphony



On occasion, a site may have to suddenly close all or some of 
their libraries for a period of time due to events such as weather, 
building maintenance, road construction, natural disaster, 
medical issues, etc.   Among their concerns could be what to do 
about materials which are charged and how to handle holds. 



Library Closed Days
• The first thing that should be done is to set up each of the 

library(s) that will be closing so that the system knows you will 
closed on those days.  That way charges in the library and 
renewals performed in the library and remotely will know to 
avoid setting the due date to be on days you expect to be 
closed.



Library Closed Days
• The closed dates for a library are found in the circulation tab of each library policy.  There 

are 3 different wizards which can be used to edit these dates.   

• The LIBRARY wizard lets you edit all of the different parts of the library policy but may 
only work on one at a time.

• The LIBRARY CALENDAR wizard lets you edit just the closed days part of the library 
policy only in the library you are logged into.

• The GLOBAL LIBRARY HOURS wizard lets you edit the closed days part of a number of 
different library policies all at the same time and is very likely the best choice to use, 
especially for sites needing to set closed dates for many or all of their libraries.  Note 
this wizard can be just as easily used to change dates for one library so this document 
will only describe that particular wizard.



Click on the 
global library 
hours wizard

Click on the global 
library hours wizard 
found in the general 
configuration section 
of the configuration 
module.  The initial 
screen will look like 
this: 



First click on the gadget 
for the libraries line and 
choose which library(s) 
you want to update then 
click on OK.  Here all of 
the libraries have been 
selected, but you could 
just close one of some of 
the libraries if needed.  
Just include the libraries 
you want to set these 
closed days for in the list 
selected column.



Next click on the 
gadget
Next click on the gadget next 
to the closed dates, choose 
the first day of the closure in 
the closed from window on the 
left and the last day of the 
closure in the until window on 
the right then click on the ADD 
button.  (Here we anticipate a 
closure from 11 March 2020 to 
15 April 2020), then click on 
OK.



The screen may now look like this:
• So here we are going to set the 

selected libraries to be closed from 
11 March 2020 to 15 April 2020.  
Note we are leaving the 7 days of the 
week alone.  And also note we are 
using the APPEND (not REPLACE) 
option.  If replace were to be used, all 
the existing closed days previously 
defined for these libraries would be 
removed.  At this point click on the 
save button (will be at the bottom on 
the screen).



Editing the due dates of existing charges with the 
Edit Due Dates Globally report
• While items which are charged or renewed after you’ve updated 

your library closed days and an halt/run has taken place will now 
skip over these closed days when assigning a due date, the site 
could likely have existing charges falling due during this closure and 
you will want to adjust all of these due dates so they fall when the 
library is expected to re-open.

• There is a report that can (carefully) be used to perform this task.



The first screen of the report will look like this:

• In the reports module, open the 
schedule new reports wizard, 
select the circulation report group, 
and choose the Edit Due Dates 
Globally report, and click on the 
Setup and Schedule Button.  (You 
will likely be asked for a report 
password as it the case with many 
of the more powerful reports.  
Please call support if you need 
assistance finding this password.)



It is suggested that you change the name of the 
report to something describing the situation



Then click on the charge 
selection tab so you can 
select what charges to 
change



If some but not all of the libraries 
will be involved, then you first need 
to set the library field to select the 
desired libraries. (If all libraries are 
closing, then the library field can be 
left alone).



Next set the date due field to select charges where the due date 
currently falls in the desired range. (Can use the date gadgets to the 
right of the date field to select from a calendar)



After making your selections, might look like this.  (Unfortunately the report 
screens tend to truncate things a bit but here we’ve selected all the charges at 
these libraries due between 11 March 2020 and 15 April 2020.)



Now click on the new due date tab which is where we select the NEW due date to 
be assigned to our selected charges.  Click on the gadget to the right side of the 
new date field to choose the new due date/time.



This is what the gadget looks like.  
Note that it shows today’s date and 
current time (2:54 PM).  afaafs



Likely would want to 
change the date to 
the day you be open 
(here is it April 16)



• But if you don’t change the 
time, then patrons who 
return their material on April 
16 after 2:54PM could incur a 
fine, so be sure to change the 
time to 11:59 PM so patrons 
can return their items any 
time of the day on April 16.



Now the screen should look like 
this.  Note we’ve left the update 
database checkbox off for the time 
being.   I suggest now saving the 
report as a template. 



• Now go into the templates, 
select this report and click on 
setup and schedule, make 
sure the update database 
box is still unchecked and run 
the report. 



Charges will be selected if the 
date due is later than 3/10/2020 
and earlier 
than 4/16/2020.

Charges will be selected if 
library is CARNEGIE, DARE, 
DEWEY_LIB, MORGAN, or 
ROCKEFELLR.

Charges will be selected if 
status is ACTIVE.

456 charge record(s) considered.
251 charge record(s) selected.

Open the 
finished report.  
Should see 
something like 
this:

What you’re looking for 
here is were you 
selecting the right 
charges (with the 
desired due dates (and 
libraries perhaps) and 
do the results LOOK 
reasonable.



If the results seem unexpected
• If the results seem unexpected, 

then please call your friendly 
Sirsidynix support team.  We are 
more than willing to assist and 
advise sites before they 
inadvertently set the wrong items 
to the wrong due dates.  If the 
results are sound, then run the 
same exact report with the update 
database flag turned on.

• Also, if you haven’t yet performed 
the halt run, then item charges or 
renewed later today could still fall 
in the closed period, so after the 
next halt run you should run the 
same template again to catch any 
charges that have fallen into the 
closed period.



What about assumed lost items?
That is a tricky question as sites all have different routines they use for deciding when to set overdue items to lost 
and/or set them to long overdue.  This may be something you want to ask our friendly and understanding support 
staff about.   

A typical library may set items to lost 60 days after the due date.  If the library suddenly closed for a period 
lasting a week or more, a user may not be able to return their items and have then discharged before the 60 days 
is past.  Or a site that process really old charges after a year with the process long overdue report could have users 
in similar situations.  So sites may want to suspend reports such as assumed lost and process long overdue items 
while they are closed for a long time.   Really up to the site, but again call support if you’d like some of our 
thoughts.



Holds waiting for pickup

This can be a bit tricky since again libraries have such a wide range of procedures.   Many libraries have their library 
policy set with days for avail holds to expire set to (for example) seven days, and most of those run the expire 
available holds report to set holds to expire after the pickup date is in the past.  Other library have the days for avail 
holds to expire  set to NONE (or empty) and their trapped holds have no pickup date and some of these run an 
expire available holds report which selects holds a week or so after they are made available or perhaps a number of 
days after the hold was notified.  Other libraries don’t run the expire available holds report at all and staff just 
remove holds that haven’t been picked up in a timely manner.

One thing to note is that for sites that have a number in the days for avail holds to expire in the library policy, as is 
the case with due dates, when a hold is trapped, it will be assigned a pickup date that is on a day the library will be 
open.  So after putting in new closed dates and performing a halt/run, holds that are later trapped will avoid the 
closed days.  But existing holds would retain their pickup dates assigned before those closed days were created.



One thing to emphasize is if a hold that hasn’t been picked up has a pickup date that is in the 
past, it
will remain active until is processed by the expire available holds report.   So what you can do is 
simply not run the expire available holds report for the libraries which are closed.  

If all of your libraries are closed, then just suspend the expire available holds report and then after 
you’ve been open again (perhaps give a few more days) then you can start to run that report 
again to catch up.  If some libraries will remain open, you may want to adjust the report to select 
only holds where the pickup library field includes the libraries that remain open.

There is a trick that patrons may see their hold has a pickup date in the closed period and fear 
their hold will be removed because they can’t pick it up.  A few possibilities here.  We can run api to 
change the pickup date on these holds to be after you open (so patrons seeing their holds online 
would be re-assured they can pickup their holds later when the library re-opens).

One possibility to is have support help run a modified report that sends a notice to every user with 
active available holds where the message informs them their holds will be kept for pickup.  Again 
call support to help with this please.



Holds being placed and trapped

It might be that a site just prefers to stop hold activity for the 
closure then start holds back up again.  If you just want to stop 
any holds activity (not allow any new holds to be placed, and not 
trap any existing holds) one simple way to do so is in the hold 
map, create a policy that has library of All, item type All, user 
profile All, and permission of none as follows. 



Open the hold map wizard and click on the create button





The new rule
The new rule should be at the 
bottom.  Don’t worry about any 
other lines above this new line as 
since the map is read from top to 
bottom any attempt to place/fill a 
hold will match this bottom line 
rendering all of the other lines 
meaningless. 



Extending user expiration dates
• Some sites have been indicating that they have users who may 

have expired recently or who will soon expire and they want to 
extend their expiration dates so that these users are able to 
use on line resources.

• This is done with the Set User Expiration Date report in the 
user report group.



In this report
In this report on the user selection 
tab, would likely want to select 
users based on the privilege 
expiration date field



Select the range
Select the range of dates.  Here we 
are selecting users who expiration 
date is between March 15 and June 
1 2020



Should look like this



On the expiration date tab, choose the new 
expiration date



Should look like this (changing all selected users to July 1 2020)

• There is no option on this report for test mode so please call 
your friendly support staff if you would like guidance through 
this report.
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