FOLIO Reserving
1. Go to Apps -> Inventory
2. Switch the search tabs at top left to “Item”, and the dropdown options to “Barcode”
3. Scan item barcode, or otherwise search and find the exact item
4. Select the item in Search results, then select the correct barcode in the Instance Record at right
5. In the Item record, click “Actions” at top right and choose “Edit”
6. In the Loan and Availability section of the Item Record add the Temporary Loan Type
7. In the Location section of the Item Record add the Temporary Location
a. For semester reserves (reserves for just one semester), select “unit,res” for as the Temporary Location
b. For permanent reserves (reserves that will stay on reserve from semester to semester), select “unit,permres” as the Temporary Location
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1. Batch Dereserving 
a. LTS is able to run a batch dereserving for all semester reserves.  It will globally remove all reserves as “unit,res”.  The process includes: running a search or a report for all the items that in the location we’re working on. It will be exported and then LTS will use the FOLIO built it data import to remove the temporary location and type on each item. If issues arise using data import, then we’ll write a script to remove the temporary location and type. The key will be making sure we can identify the items by giving them the correct location when they go on reserve.
2. Manual Dereserving
a. To dereserve an item, repeat steps 1-5, then remove the Temporary Loan Type and Temporary Location.


