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Accessing and Viewing a Holds Queue 
There are multiple ways to access the holds queue in Polaris:  

• From the patron’s account  

• From the bibliographic/item record 

• From the Utilities menu 

 

Accessing a Holds Queue from a Patron’s Account 
 

Open the patron’s record and navigate to the holds tab. 

 

 

Click the hold request you wish to review. 
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This will open the hold request record. 

 

 

Click the Links button in the upper right-hand corner of the request record. Select Holds Queue 

from the drop-down. 

 

 

Accessing a Holds Queue from a Bibliographic or Item Record 
 

When starting from a bibliographic or item record, click on the Links button and select Holds 

Queue from the drop-down menu. 

 



   
 

 

 

 
 
 

April 2020 

 

 

Accessing a Holds Queue from the Utilities Menu 
Click Utilities on the Leap header to expand the drop-down menu. Select the option for Holds 

Queue.  

 

 

The holds queue Find Tool will open. Search for your desired title/record and select the record 

from the list of results.  
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Viewing a Holds Queue 
The Holds Queue has two views: 

• Holds Queue view: Displays the active holds associated with this bibliographic record 

• All Holds Requests view: Displays all linked hold requests, including those with a status 

of Paused, Cancelled, Unable to Fill, Ready for Pickup, Unclaimed, or Out to Patron. 

 

 

On either view, you can filter the list by typing in the Filter Holds box. 

 

 

 

To search a specific column to filter by, select a field from the "Filter by Column" list. Type a 

term in the Filter box. The list immediately responds displaying the rows that have text 

matching the characters entered. 
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Example: Select the "Patron Branch" field from the Filter by menu, and type in your library's 

name in the Filter box. This will limit the holds queue to only patrons belonging to your branch. 

 

 

 

When you filter the holds queue, the patron's position in the holds queue renumbers based on 

the filtered results. 
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