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Chapter 21  -- Holds 
 
Viewing Holds 
 
To view holds for a record, under Actions for this Record (Alt +A), select View 
Holds (Alt + S).  You can do this from any record view. You do not have to be in 
Holdings Maintenance. 
 
The View Holds screen opens: 
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Placing Holds 
 
To place a hold, you need to go to OPAC view of the record you wish to place a 
hold on. 
 

 
 
Click Place Hold, in the green Record Summary line, next to the More Actions 
box. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Evergreen Indiana Cataloging Training Manual 
Chapter 21 – Holds 

 

Last Updated: 2/3/2009          
                                                                                                    21.3 

 

The screen will change to one with a box to enter the patron barcode:  
 

 
 
Type, scan or paste the patron barcode for the person for whom you are placing 
the hold into the box labeled “Enter Recipient Barcode.” Then click Submit.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Evergreen Indiana Cataloging Training Manual 
Chapter 21 – Holds 

 

Last Updated: 2/3/2009          
                                                                                                    21.4 

 

A new screen will open with the patron and item information: 
 

 
 
At this point you can edit the patron phone number, enable or disable phone and 
email notifications, suspend the hold to a certain date, and change the pickup 
location for the book.  
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You can also select Advanced Hold Options at the bottom of the screen: 
 

 
 
This allows you to do a “Meta” record hold.  A meta hold is a hold on multiple 
manifestations of an item, such as regular and large print, or large print and 
audiobook.  
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When you click on Advanced Hold Options, a box will open up listing alternate 
formats: 
 

 
 
In the staff client, only the formats for which there are holdings in Evergreen 
Indiana for that item will be listed. In the OPAC all formats are listed for every 
item, regardless of whether or not these formats are owned by EI.   
 
If you select formats as being “Acceptable Alternative Formats,” the patron’s hold 
will be filled with the first available item.  If Books is selected, the paperback or 
large print editions could fill the hold, even when the hold is placed on the 
hardback record.  If Audiobooks is selected, the patron could also receive the 
audiobook if that is the first available version of the item. If audiobooks are 
selected, the patron could receive a cassette or CD version if their library owns 
both. 
 
Once you have all of the information entered as desired, click Place Hold.  
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A dialog box will open up to inform you that the hold was successful:  
 

  
 
If the hold fails, a dialog box will open up indicating that the hold you are trying to 
place is invalid. For instance, if you try to place a hold on an audiovisual item 
where your library has no holdings, or if the patron has reached the limit of holds 
a person can place. 
 
Placing Copy Level Holds 
 
Copy level holds can only be placed from the staff client. It’s currently not 
possible to place copy level holds from the OPAC.  To place an item level hold, 
look at the record in the OPAC.   Click on the details link, under Actions, seen 
below:   
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The barcodes attached to the record at the library you are viewing will display: 
 

 
 
Next to each barcode is a link to place a hold.  When you put your mouse over 
the link it will turn red, as seen above. Click the link next to the copy you wish to 
place the hold on.   
 

 
 
You will be taken to the screen to place your hold. Note that you can click Place 
hold for my account to place a hold for your staff user account, or you can enter 
a barcode.    
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Note that on the Hold Type is Copy Hold: 
 

 
Proceed just as you would for a record level hold. See Placing Holds on page 
21.2, if needed. 
 
Transferring Holds 
 
To transfer holds from one item to another, open the record you need to transfer 
the hold from in one tab and the record you need to transfer the hold to in 
another tab.  First view the holds on the record where the hold is currently.  You 
will copy the patron barcode of the hold you need to move.   Select Patron 
barcode in the column picker.  Then right-click on the line you need, and select 
Copy to Clipboard.   A box will open up with data from that line: 
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Click on the patron barcode.  Make sure you do not click on the item barcode, if it 
is in your box.   
 
 
A box will open up telling you what has been copied to the clipboard: 
 

 
 
Click OK or press Enter.  You can now use this patron barcode to place a hold.  
Go to the tab where you have opened the record where you need to move the 
hold. See Placing Holds on page 21.2, if needed, for instructions on how to 
place the hold.  
 
Then you will need to cancel the hold on the first record.  
 
Canceling Holds 
 
To cancel a hold, view the holds for the item.  See Viewing Holds on page 21.1.  
Highlight the hold you need to cancel.  Click Actions for Selected Holds (Alt + 
S).  Select Cancel Hold (Alt + C).   
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A Window will open asking if you are sure you wish to cancel the hold: 
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If it is the correct hold, click Yes (Alt + Y).  The window will close, and the hold 
will disappear from the list.    
 
Retargeting Holds 
 
Holds need to be retargeted whenever a new item is added to a record, or after 
some types of item status changes, for instance when an item is changed from 
On Order to In Process. The system does not automatically recognize the newly 
added items as available to fill holds.  This also needs to be done if items marked 
as Damaged or Missing or set to other non-circulating statuses are once again 
made available for circulation.  
 
First, view the holds. See Viewing Holds, on page 21.1, if needed.  Then, 
highlight all the holds for the record, except any holds which are In Transit.  
Holds In Transit do not need to be retargeted, and cannot be without an override. 
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Under Actions for Selected Holds (Alt + S) select Find Another Target (Alt + 
T)   
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A window will open asking if you are sure you would like to reset the holds for 
these items. 
 

 
 
Click Yes (Alt + Y).  Nothing will appear to happen, but the system will now 
recognize the new items and items with a new status as available for holds. 
 


