Reserving a book using the Circulation Desk

Barcode: i
Fines Owed: $0.00 Credit: $0.00 E

Patron Name:  Reload The Last Patron Reserves: 0

Ration-B ¢ Reserves Available: 0

Patron Circulation Class: Patron Report Class:

Address:

Home Phone: Work Phone:

Mobile Phone: Email Address:

Birth Date:

Materials Checked Out: 0 Max: 0 Overdue: 0

Materials Entered: 0 Use Special Date For Action Waive Overdue Fines Email Check In Confirmation ]

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.

Holdings Lookup Using advance

search will help

Please specify the item that you wish to look up.

arcode / Title Keyword: [hatchet | Search | narrow your
Keyword search
Search will Search Type
give a list of Search Term(s) hatchet] | [Equals v || search|

items related to
the keyword

3. Alist of items will appear.

s K eyword search Holdings Lookup Results Advanced search
Add All Checked Items o o e
1 Brian's winter [y - Add All Checked Items
] 1 Hatchet
Barcode: 70014051 Item Circulation Class: Circulation BRIAN'S WINTER
Caliiumbeplictol e . Barcode: 70012933 Item Circulation Class: Circulation

Status: Out (due back on 05/19/2017)
Call Number: Fiction Paulsen

2. Hatchet
c 19/ Y
Barcode: 70012933 Item Circulation Class: Circulation Status: Out (dUE' back on 05/13/ 2017}
Call Number: Fiction Paulsen 2 Hatchet
Status: Out (due back on 05/19/2017)
3 Hatchet Barcode: 6321569 Item Circulation Class: Circulation
Barcode: 6321569 Item Circulation Class: Circulation Call Number: Fiction Paulsen

Call Number: Fiction Paulsen

Status: Out (due back on 05/19/2017)

Status: In




Click on the title to place  (Heldings Lookup Results
item in the queue on the [Add All Checked Ttems|

. . 1. Hatchet
circulation desk screen.
Barcode: 70012933 Item Circulation Class: Circulation

Call Number: Fiction Paulsen

All holdings associated Status: Out (due back on 05/19/2017)

with the bibliographic 2 (] Hatchet

record will be placed on . H |
& SETETHOR

Barcode:

I | Fines C

You MUST click oo - O o
Materials Checked Out: 0 Max: 300 Overdue: 0

the Reserve Icon

to place the item
Materials Entered: 1 Use Special Date For Action

Oon reserve. _
| B321569 Hatchet Cut {due back on 05/19/2017)

A pop up will appear —

. Failures: 0 Successes: 1 Close
showing a successful
rescerve. 1. Title: Hatchet Reservation Successful

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

Fines Owed: 5000 Credit: $0.00 Click the undprhned nurpber to open the List Of Re-

Reserves: 1 <———serves form in a new window. If more than one pa-

Reserves Available: 0 tron has reserved this item, his/her position in the
queue is shown.

Prioritize To Front
Title: Hatchet Reserve Details
Author: Paulsen, Gary. Fulfill Reserve With Alternate ltem

—Rate-Reserved—85:424017 11:24:49AM
Position In Queue: 2nd
Call Number: Fiction Paulsen

| Cancel Reserve |

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.



