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HOW TO RECALL A BOOK 
(Circulation Coordinators & Library Aide IIs Only) 

 

First, you must find the record for the book you would like to recall.  You would find the 
book using “Search/Holds.”  
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Type in the title of the book & click on the Search button: 
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The entry should come up with Hold Copy Returned Soonest & Hold Selected 
Items buttons active: 
 
Click on the Hold Copy Returned Soonest when there is more than one copy of 
the book.  Click on Hold Selected Item when there is only copy of the book. 
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The screen will appear with only the .RECORD NO tab showing. You will have to 
click on the drop down menu to bring up the n NAME tab: 
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Next, type in the person’s name … last name, first name & click the Search button: 
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It is very important that there is Pickup Location tab or drop down menu: 
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On the Pickup Location drop down menu, select Circulation Desk & click OK: 
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You can choose several options.  Ask the patron which option he or she would 
prefer.  I will choose the top option Recall item with due date of Fri Apr 13 2007 
for this example: 
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A recall has now been placed on the book.  You will see a 1 Item-Level Hold on the 
book.  Sometimes you may see a 1 Bib-Level Holds.  Both hold types will work for 
a recall: 
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The person will receive a recall notification through his or her Champlain College E-
mail Account to return the book in 3 days: 
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