Cancelling Holds

Staff and patrons may cancel holds in Leap or the PowerPAC. They can cancel holds with
statuses of:

e Requested

e Paused

e locating

e Shipped (as of Polaris version 6.5)

(Holds with statuses of Located and Ready for Pickup may not be cancelled in the PowerPAC or
through the patron’s record in Leap. See below for instructions on how to cancel a Ready for
Pickup hold.)

Cancelled holds remain in the patron’s Holds/Held tab for 14 days. During this period, the Hold
Request record is available for staff to reference if needed. Once the 14 days have passed, the
Hold Request record is removed from the database.

Cancel a Single Hold

To cancel a hold that has not yet been filled from the patron’s record:
1. Navigate to the patron's Holds/Held tab.
2. Select the checkbox next to the hold.
3. Click Cancel.
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To cancel a hold that has not yet been filled from the Hold Request record:

1. Open the Hold Request record.
2. Click ACTIONS to open the actions drop-down menu.

3. Click Cancel.
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To cancel a hold that has not yet been filled from the Request Manager:

1. Navigate to Utilities -> Request Manager.
Locate the request. You may need to modify the Branch, Status, and By drop-down

menus. You can also use the Filter Box to quickly locate the request.

3. Select the checkbox next to the request.
4. Click Cancel.
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Cancel Multiple Holds at Once

You are also able to cancel multiple holds at once, as long as all holds selected have an eligible

hold status.

To cancel multiple holds at once from the patron’s record:

1. Navigate to the patron's Holds/Held tab.

2. Select the checkboxes next to the appropriate holds. If cancelling all holds on the
patron’s record, you can click the “select all” checkbox at the top of the list.

3. Click Cancel.
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To cancel multiple holds from the Request Manager:

1. Navigate to Utilities -> Request Manager.

2. Locate the requests. You may need to modify the Branch, Status, and By drop-down

menus. You can also use the Filter Box.
3. Select the checkboxes next to the appropriate requests.
5. Click Cancel.
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