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Via Circulation Quick Reference Guide

Placing an Item Level Hold
(Staff Mediated)

Following are step-by-step instructions for placing an item (book, DVD, etc.) on hold for a patron. This
function is performed from the Via Circulation Desk mode and is managed by the library staff as it is taking
place in the Via client.

Only place holds on items belonging to your location.

Only place holds on items that are checked out.

Key or Scan ltem or Patron Barcode Name Goose, Mother

[ || | Barcode 23168000045466
Home Library 5d7 Root Cellar

Search Patron Type 199 Training patron

[ Check Out (0) | Checked-Out ltems(0) | Holds(0) | Fines($0.00) | CheckIn (0} |

Add Holds Yiew Cancelled Holds

! all | # | Barcode | callNum | ocat..] Title [Picku..] Mot After | Status |

G
, From the Circulation Desk Mode:

Circulation Desk

Key or Scan kem or Patron Barcode
Step 1 Retrieve the Patron’s record. “ |
Search

Step 2 | Click on the Holds tab. [ Holdsi0)
Step 3 Click on the Add Holds button. Add Holds

Select the index type and enter the search criteria _ ’—v I —
S'fep 4 in the text field. Index: [t Title |The Little Prince)
Step 5 | Click on the Search button. Search
Step 6 Click twice on the correct title to select it. l%lutﬂe prince e | #ET’ES

i i H i 2 |Little Prince Know-K-All 1

Highlight a copy belonging to your library. e rnces: — Jthorty Fecord 1

Step 7 | Click on the Hold Selected Item button. | Hold Selected lem |

CONTACT THE PROFESSIONAL LIBRARY FOR ASSISTANCE, ext.3267 or proflib@pps.k12.or.us
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An Authorization Required dialog window will

appear.

Click on the OVERRIDE button.

@ Authorization Required

em .i20269559 is non-circulating to
this patron .p11204266

OVERRIDE || Do Not Override |

A Place an Item Level Hold dialog window will

open.

Click on the Pickup Location drop down arrow
and select your library location from the list.

& Place an ltem-level Hold

Patron: Goose, Mother p11204266

Pickup Location: | Atkihson -

Step 1

|
s 1'ep 8 Not Wanted Before: | . _20 |
Skip the Not Wanted Before and Not Wanted Not Wanted After:  [11.12.2007 |
After date fields, unless you wish to modify them. T | |
Enter any notes about the hold in the Hold Notes ’— ’7
text fieId.y o Lancel
Step 9 | Click on the OK button. OK
& Recall ltem
A Recall Item dialog window will open.
S-rep 10 | Recall item with due date of Mon Oct 15 2007 |

Click on the Place hold without recall option.

The item will be placed on hold for the patron, and
the Holds tab now indicates (1) item on hold.

Recall item with NEW due date |

Place hold without recall |

Cancel

[ Check Out (0) | Checked-Out ltems{0) | Holds(1) | Fines($0.00) | Check In{0) |

Add Holds

Cancel Holds

Modify Holds

View Cancelled Holds

all| # | Barcode

| Call Num | ocat..]

Title

[Picku..| Mot After | Status

¥l 1 [33168020942... WEL PB

When the book is checked in the
message dialog window below will
appear.

Click on the Fulfill hold button.

1hgc  Little Prince Know-K-A... |1hg

When the book is returned

Step 2

Hold on item i2026955 for Goose, Mother.
| Fulfill hold |

| Check in, do not tulfill hold |

| Cancel hold |

11-14-2... | 10-15-..

The next message dialog window asks
you to determine whether or not to
print a slip to place in the book.

Click on your choice of Yes or No.

Put on holdshelf at Atkinson for Goose,
Mother .p11204266 (barcode
23168000045466).

Loan rule 1: HO pickup notice.

Print slip to place in hook?

| o |

Yes

CONTACT THE PROFESSIONAL LIBRARY FOR ASSISTANCE,

ext. 3267 or

proflib@pps.k12.or.us
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