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HOW TO CANCEL A RECALL OR A HOLD ON A BOOK 
(Circulation Coordinators or Library Aide IIs Only) 

First, you must find the record for the book you would like to remove the hold 
from.  You would find the book using “Search/Holds,” type the title of the book 
and click on the Search button: 
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Click on the 1 Item-Level Hold or the 1 Bib-Level Holds.  For this example, only 
the 1 Item-Level Hold is available: 
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The Patron Information should be listed.  Click on the All box.  This will highlight 
the entry & make the Cancel Holds button active: 
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There will be several choices for reasons to cancel or recall a hold.  For this 
example, I will choose the Cancel Holds: 
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A pop up screen will appear asking if you want to print a hold cancel notice.  It 
is your choice to print or not print a notice: 
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The next screen will verify that the hold was cancelled.  Click OK to get out of the 
screen.  You will also have to press the Close button: 
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