Holds

Go the Circulation Tab

Home Dashboard Catalog _Circulation Reports Back Office

Check Qut
Check In
Renew

| Holds/LL From the Options Menu select Holds
Fines

Copy Status

Select the patron requesting the Hold, scan their bardode in the Find Patron field

Find Patron [ Go |
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Click on Add Hold

Holds/LL
Check Qut
Check In Howdel.. (7)
o T ©
| HotdsnLL # Only my patrons ) Only search |Patron Names ¥
Fines LI Only Active Patrons
Copy Status

Patron Status

ofiine Circulaion | R EEmSebbwwy Matthew  (Student emee2756)

Library Information Checked Out Library: 0 Grade Level 10
— overdue Library: 0 Homeroom I Schrand
- Holds Ready ]
Fineg LiDrary: $0.00

Patron: $0.00

Holds

There are no holds for this patron

From the in Drop down, select My Library

In the Find title field enter the title of the item being requested, click Go

Find Tite v in [ My Library N o |

Find | Tite v || in [ My Library N o |

Searched Titles for "Harry Potter"” in Yale High School

Titles: 1 -8 of &

HUURNIEY Harry Potter and the Chamber of Secrets
Rowling, J. K.
Published 1999

From the search results click on the Hold It button next to item
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Option 1: As Soon As Possible

From the Priority drop down, slect the prority of the request

In the Request Expires field, enter the date you want the request to expire
Select copy to fulfill the request, if desired

Click on Save to place the Hold

Requesting

[} Harry Potter and the Chamber of Secrets
Rowling, J. K.

As soon as possible v
Priority | Standard v Request Expires 8/13/2018 ]|
Any Copy v
Copies: 2 (2
Hold 1

Option 2: Reseve For Specific Date
In the Reserve Field type the number of copies you want, then click Refresh Calendar
In the From and to fields, type the dates you wan the items.

Click Save to place the reserve request

Requesting

From | Yale High Scheol v

M| Harry Potter and the Chamber of Secrets << July 2018 ==
Rowling, J. K. Sun|Mon[Tue[Wed[Thu|Frilsal  COPIEs
Reserve for specific date v ] :gserve
Copies: 2@ 1 -
Reserve |1 [ Not.
From to Available

M Closed
=
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