
Reserving a book using the Circulation Desk 

1. Begin by looking up the patron. You can use the Patron Lookup Icon, scan their 

patron barcode  in the barcode box or type their last name and use the pop up  

      report to chose the patron from a list of patrons. 

2. Use the Lookup Item Icon to find the item the patron wants to reserve. 

3. A list of items will appear. 

Keyword  

Search will 

give a list of 

items related to 

the keyword 

Using advance 

search  will help 

narrow your 

search 

Keyword search Advanced search 



Click on the title to place 

item in the queue on the 

circulation desk screen.   

 

 

All holdings associated 

with the bibliographic  

record will be placed on 

hold.  

You MUST click 

the Reserve Icon 

to place the item 

on reserve.  

 

A pop up will appear 

showing a successful  

reserve. 

 

The Reserves: field is populated; for instance, 1 displays in the image below.  

Click the underlined number to open the List Of Re-

serves form in a new window. If more than one pa-

tron has reserved this item, his/her position in the 

queue is shown.  

You can prioritize this patron's reserve, satisfy it with a similar item, or view details 

about it using the available links. 

 If the patron no longer needs the item, click the Cancel Reserve button to cancel this 

request.  


