
 Library Resources Workflows Bulletin 20 

Topic: Holds 

Related Topics: Fulfill Hold request, Remove Holds request - see bottom of bulletin 

Introduction: How to place an item on Hold. Essentially there are 2 choices; Copy Hold or Title Hold. 

• Copy Hold: Exact barcode entered 
• Title Hold: Any title that is checked in will fulfill Hold request, 1st come, 1st served 

Copy Hold or Title Hold both require a barcode. The Copy Hold will fulfill the barcode entered; the Title Hold 
will fulfill the title entered, whether the Title Hold is filled by the exact barcode entered or by a copy under the 
title requested.   
Note: Hierarchy of circulation maps in SIRSI is a bottom to top structure, where a copy is an exact item, where 
as a Title can be 1 or many. 

Place Holds wizard is under the Holds tab under ASDCirc. Select Place holds wizard and enter patron ID, then 
identify holds request by entering the exact barcode for a Copy Hold or a barcode for a Title Hold. 

Note: Helpers at the top of the holds window are to help search for patrons by name and item search is 
available. 
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Item Search helper will list all titles, any title barcode will fulfill a Title hold (1st come, 1st served) or an exact 
barcode of the title the patron is requesting (example: a favorite bookmark was left in the book). 

 

Click Place Hold 

Select: 

• Copy Hold: Exact barcode entered 
• Title Hold: Any title that is checked in will fulfill Hold request, 1st come, 1st served 
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Fulfill Holds Request: When the exact copy is checked in or a requested title is checked in an alert message 
box will display. 

 

 

Remove Holds Request: Select Remove Holds wizard, enter patron ID, and select items from List of Holds. 
To remove selected holds, click Remove Holds. 
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