
Managing Holds 

through the 

Patron Account 



Bobby Brown wants to place a hold.  He 

comes to the Circulation Desk for help. 



Search for the item he wants. 



Submit the hold. 



Hold was successfully placed! 



Bobby now has three books on hold. 

What are ‘Actions for Selected Holds?’ 



Bobby remembers he has a new phone 

number.  Edit the phone number. 



Add the new number to change 

notification for this hold only. 



 Bobby needs this book for a report.  If 

it is not available in 3 weeks, he doesn’t 

want it. 



The expiration date is preset to 9 

months.  Enter the new date for the 

hold to be cancelled. 



Now the book is here, but Bobby is on 

vacation.  Reset the shelf expire date. 



The standard shelf expire date is 7 

days.  Set the date for 2 days after 

Bobby gets home. 



The book has not been trapped when 

Bobby goes to Europe for 3 months.  

Edit the Activation Date. 



Enter a date near the time Bobby 

returns from Europe. 



You have been on vacation.  When you 

return, you find an email from Bobby 

requesting a hold.  The email is 6 days old. 



You place the hold today, but may edit the 

request date to match the day the item was 

requested. 

  THIS WILL REORDER THE QUEUE! 



Bobby can only afford one month in 

Europe.  He is home now. 



Activate the hold so Bobby will 

reappear on the hold list for this item. 



Bobby’s mother is ill.  He will be out of 

state for 3 weeks.  Suspend the hold. 


