
Placing a title-level (bibliographic-level) hold request  
The title-level hold is the one you should use most frequently. You can place a title-level hold 

from within a patron account, while you are in the bibliographic record, or directly in the bib-

Level Holds hold queue. 

 

Placing a title-level hold request while in a patron record  
If you have a patron account open, you can place holds for that patron without returning to the 

Search/Holds function. To do this: 

1. Choose Check Out (Circulation Desk) from the Function list. 

2. Retrieve the patron record. 

3. Click the Holds tab. 

4. Click the Add Holds button. 

5. Retrieve the desired title. 

 

6. Click Hold Copy Returned 

Soonest. 

7. The Place a Title-level 

Hold dialog box displays. In 

this dialog box: 

a. Unless you want to place a hold on multiple 

copies for that patron, make sure 1 is entered in 

the No. of Holds field. You may occasionally 

need to increase this number, for example if staff 

wants to place a hold for several copies for a 

book club. 

b. Verify where the borrower wants to pick up the 

item and choose that location in the Pickup 

Location drop-down menu. 

c. Do not use the Limit to Location drop-down menu. 

d. If the patron does not want to receive the item before a specific date, enter that 

date in the Not Wanted Before field. 

e. If the patron does not want to receive the item if it becomes available after a 

specific date, enter that date in the Not Wanted After field. 

f. Click OK. 

8. If the item is available, the Title Paging Options dialog box 

displays. Click Page for Title. This step is very important—if you 

do not click Page for Title the item will not come up on a paging 

list.  

9. If you have the item in hand, display the Check-In (No Patron) 

window, place the item on the pad, and follow instructions in the message to either 

place the item into transit or print a hold slip to place in the item.  

 

Placing a title-level hold request while in the bibliographic record  
1. Choose Search/Holds from the Function list.  

2. Retrieve the bibliographic record for the item the patron wants to request. 

3. Click the Summary tab. The number of holds already on the title displays on the left. 

4. Click the Hold Copy Returned Soonest button.  
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