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If a patron wants an item that is currently checked-out, we can put a hold on it. Do not place a hold on an item unless it is currently checked out, already on hold for someone else, or you have the item in hand. When the item is brought back and discharged, Voyager will show a message indicating that the book is to be placed on hold and it will also print a notice so that we can call the patron. The next morning, Voyager will print an “Item Available” notice to be mailed to the patron.
To place a hold on a book: 
[image: image3.png]Place Request

Paton nfomation
Neme: [
Barcode: [T X|
L

I~ Libtry Adrministiative Recuest

B 5o T et e OO

Request Type: Requesting

& Hod o e
" Becal
 CallSlip FEor ltems At: | Any Location

Bickup At [Crculston Desk Expies: [0772005 [

Comment




[image: image4.png]. Voyager Circulation,

Fle Functions Item Options Window Help

s Bars 5 & P

Chaige Discharge Reserve ShaftLoan Item i Pation  Help

G

Location Itom Type |l Status Copy Barcode

BbBief | Hodngs | lemMoldngs | ltemDetals Item History

Author [Lanes, Selma 6

Ediion

Fubisher: [Bbrams, Flace/Date: [Now York 1380
Pub. No. Seies:

IsSH: System No.: [{OCoLCIOB0T6547
1sEN: [0810916002 Leow: [B0010798

Cro Location: Ciculation Desk | 5/23/2006 | 313pM__|




[image: image5.png]Tite:

Barcods:

em Blocks and Information.

[Ar of Maurice Sendak / by Selma . Lanes.
1000078012

Htem Blosked due

03

<MNoltem Blosks>

Ttem Information

Itom has an outstanding hold o recal request

Cancel




[image: image6.png]<. Yoyager Circulation

s P

Diibutin Palon  Help

= Item Record

Cio 000559 [book | hagea

ity
uthor
Ediion

Publsher

Pub. o

Ouring Lirary:




[image: image7.jpg]Title:

Author:

Call Number:
Enumeration:
Chronology:
Copy:

Item Barcode:

Item Being Held For:

Patron:
Patron Barcode:

Patron Phone:

Hold Expires:
Pickup At:

ITEM ON HOLD

Art of Maurice Sendak / by Selma G. Lanes.
Lanes, Selma G.
741.64S 2

RTMRTI

1

KEN JEN-CHIH LIN

R

(626) 585-7843

6/2/2006
Circulation Desk



[image: image8.png]. Voyager Circulation,

Fle Functions Item Options Window Help

s Bars 5 & P

Chaige Discharge Reserve ShaftLoan Item i Pation  Help

G

Location Itom Type |l Status Copy Barcode

BbBief | Hodngs | lemMoldngs | ltemDetals Item History

Author [Lanes, Selma 6

Ediion

Fubisher: [Bbrams, Flace/Date: [Now York 1380
Pub. No. Seies:

IsSH: System No.: [{OCoLCIOB0T6547
1sEN: [0810916002 Leow: [B0010798

Cro Location: Ciculation Desk | 5/23/2006 | 313pM__|




[image: image9.png]Reguest Maintenance:

4

[A of Maurice Sendak / by Selma . Lanes.

Fem Location | Temp Location | tem Type | ltem Status | Copy | Barcode
Crc 000833 book Chaigeds 1 1000078012
Patian Name Fickup Location _ Expies. Lovel | Type | ftems | Status Rark
Status Date: [T6/25/08 Item Avalable Notce Sert:
Createdt [T6/25/08 by: [dopez ot [Ciculaion Desk.
Location Group: [&NY
Nate:

Cancel KR




[image: image10.png]& ) Cancel i requets placed by tis patrn fortis te? IFNO, onythereques ortis pecfic e v be concele

i Cancel







[image: image11.emf] 

        S HATFORD             LIBRARY         Pasadena City College  


When the book is returned, Voyager will tell us that the book is on hold for someone. When you discharge the book, you will see this screen:


To cancel a hold on a book: 
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Go to the item record. Here you can see that the book is checked out.





Click on the “place request” button. You will see the screen below. 





Now you can see that there is a + sign next to “charged.” 





Click OK and you will see this:
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Voyager will print this hold slip with the patron’s name and phone number on it. Call the patron to tell them that the book is in and that it will be waiting at the Circulation Desk. Fold the hold slip and place it in the book so that you can see the patron’s name showing from the top of the book. Put it in the back on the hold shelf (overlooking the rotunda). Holds are kept for ten days (the date is shown on the slip).





Scan the patron’s card. Their name will come up. Keep “hold” and “title” checked so that any copy that comes in will be placed on hold. Click “copy” only if you want a specific copy of a book or part of an item such as the accompanying CD-ROM.





Click OK and Voyager will tell you that the recall has been placed.





Here you see that there is a hold on the book.





Go to the item record. Here you can see that the book is checked out and that there is a hold in place.
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Click on the “request maintenance” button. You will see the screen below.
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Click on “Cancel H/R.”
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You will see this pop-up. Click on “Yes” to remove the hold.





Note the “H” for hold and the pick-up location. Instructors’ holds will be in the Circulation office. 
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