
How to Place A Hold on your 
Electronic Account



To Place a hold click on the Login box to log into your account. 

If you do not have an account you must create one first before placing a 
hold. See instructions for creating an account or use the How do I…? link.



To log into your account type in your first name followed by the 
initial of your last name in the User Name box.

Type in your password and click the Login box.

Refer to the How do I…? link if further assistance is needed.



Your name should now appear at the top right corner with the 
Logout box next to it.

Click the catalog box to begin your search.



Type in your title, author, or keyword in the Find box.

Click on the appropriate search box; Keyword, Title, 
Author, Subject, or Series. 

In the above sample I have typed in my title and clicked 
the Title search box.

Search 
boxes

Type in searchriders of the purple sage



Note two items with the same title have appeared. One title is Large 
Print while the other is regular print. The Large print has one out of 
one copy available while the regular has one out of one copy 
checked out.

To place a hold click on the title.

0 means 1 out of 1 
copy is checked out.

1 out of 1 copy 
is available.

LP stands for Large Print



Click on the Hold It! box.

TIP: 
• Magazines & Music CDs are not available for reserve.

• You may reserve a maximum of 2 DVDs.
• You may reserve a maximum of 4 books or CD books.
• You may reserve a total of 6 items per patron 
account.



The Requesting box appears. Note you can click the drop down arrow for 
a choice of As soon as possible or Reserve for specific date. Once choice 
is made click on Save button.

Remember to choose the How do I…? if further assistance is needed.

Drop down arrow

Save box

The Requesting box appears.  Click on the Save box.

Remember to choose the How do I…? link if further assistance is 
needed.

Save box



The following message appears: “We have received your request for the next available copy 
of this title. We will notify you when your request is ready to pick up.” 

Remember to check your account periodically to see if your hold is ready for pick 
up.



Click the Catalog tab for a new search.
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