
Portland Public Schools 
 

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. 
  

 

  
From the Circulation Desk Mode:

 

Step 1 Retrieve the Patron’s record. 

 

Step 2 Click on the Holds tab.  

Step 3 Click on the Add Holds button. 
 

Step 4 Select the index type and enter the search criteria 
in the text field.  

Step 5 Click on the Search button. 
 

Step 6 Click twice on the correct title to select it.  
Highlight a copy belonging to your library. 

 

Step 7 Click on the Hold Selected Item button.  
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An Authorization Required dialog window will 
appear. 

Click on the OVERRIDE button. 

 

Step 8 

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. 

Skip the Not Wanted Before and Not Wanted 
After date fields, unless you wish to modify them. 

Enter any notes about the hold in the Hold Notes 
text field.  

Step 9 Click on the OK button. 
 

A Recall Item dialog window will open. 

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. 

 

 

Step 10 

 

When the book is returned 

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

Click on the Fulfill hold button. 

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. 

Step 1 

 

Step 2 
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