
1.  Find the item 2. Click the title, then “Place hold” 

 

3.  Find the patron 

 

Use the Search the catalog option for basic 

searching, or click Search on the top bar for 

Advanced search options 

Scan the patron’s card, or type in part of their 

name 

If you typed a partial name, you might see: 

Click the correct patron’s name, then click Select 

CIRCULATION Placing Holds  

4. Select the patron 



5. Place the hold 

CIRCULATION 

Double Check! 

Correct Patron? 

Correct Pickup Location? 

Does the hold need filled in the future? 

Does the hold need deleted after a certain date? 

Always make sure this box is checked! 

Click “Place Hold” 

You can check the status, update, suspend, or delete a hold from here or the patron’s account 

Be sure to click Update hold(s) if you make changes 

Placing Holds  


