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1. Once you have located your title,
click the view button to display the
full record for that item.

—— 2. When the full record for the item

you wish to place a hold on is
showing on the screen, click the
request button on the top of the
screen.

3. From the Request menu, click on
Place Immediate Hold.

4. Enter your user ID#. Your user ID#
is your student or staff ID#. It
should be entered with no dashes
or spaces, e.g. 888456321.

5. Enter your PIN. Your PIN is either

the four digits, mmdd, of your
/ birthday or your registration PIN.

Your PIN is four digits only, no
dashes or spaces.

6. Click on the Place Hold button.

i Please Note: Only items that !
' are currently checked out may :
: beplaced on hold. Youmay ;
. place holds on up to four items |
i atany onetime. If you havea !
I problem placing an item on :
: hold, please check at the ;
; Information Desk. i
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