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HOW TO PLACE A HOLD ON A BOOK 
(Circulation Coordinators & Library Aide IIs Only) 

 

First, you must find the record for the book you would like to place the hold on.  
You would find the book using “Search/Holds.”  
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Type in the title of the book: 
 

 
 

 

 

 Click on the ‘Search” button or press the “Enter.” 
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Click on the Hold Copy Returned Soonest Button: 
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This will bring up the screen that you will put the name of the person who wants 
the book when it is returned: 
 

 
 
 
The screen will have the “.Record NO” listed every time.   
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You have to click in the box to bring up a list to put the patron’s name.  Click on 
“Name” and type the person’s name, last name first.   
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Once you type in the person’s name, you press “Enter” or click on the “Search” 
button: 
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The next screen is very important.  If you do not see a “Pickup Location:” button, 
than you will not be able to place a hold on the book.   
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You want to change the “Pickup Location:” to “Circulation Desk.”  Realistically, 
this is your own choice:  
 

 
 
 
You do not have to do anything with the “Limit to Location.”  Also, you do not 
have to change the “Not Wanted Before:”, or the “Not Wanted After:”, unless the 
patron gives you this information.   This is also true with the “Hold Note” option.   
 
Click “OK” when you are all set. 
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This will put a hold on the book for the patron.  When the book is returned, the 
patron will receive an e-mail from the Champlain College Library that the book is 
waiting for them at the Circulation Desk. 
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