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

e From the patron’s account
e From the bibliographic/item record
e From the Utilities menu

Accessing a Holds Queue from a Patron’s Account

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

CCS TEST PATRON 6 A REGISTRATION ACTIONS ~ C REFRESH GIRESULTS
CCSTESTPATRON
COOPERATIVE COMPUTER SERVICES ~ &'BLOCKS ~ DINOTES

CLOSE

& Check Out (0) i Out (0) / Overdue (0) £»Account ($0.00) @ Claims (0)/Lost{0) ™ Hoids (2)/Held (0) ESILL (0)/Held (0) D Reading History 2% Associations More v
=) New Hold More ~ Filter Holds
HOLD

[J AUTHOR v TITLE FORMAT CALL NUMBER ACTIVATION DATE STATUS  PICKUP BRANCH QUEUE  UNTIL GROUP
@ MARVEL'S AVENGERS - ENDGAME. Blu-ray Disc 8/6/2019 Active Lake Forest Library 115

B Marvel's Avengers - Endgame (Blu-ray) Blu-ray Disc 87712019 Active Lake Forest Library 43

Click the hold request you wish to review.
& Check Out (0) #n Out (0)/ Overdue (0) & Account ($0.00) @ Claims (0)/Lost (0) M Holds (2)/ Held (0) ESILL (0)/Held (0) 4 Reading History &% Associations More v
HOLD
AUTHOR v  TITLE FORMAT CALLNUMBER  ACTIVATION DATE STATUS  PICKUP BRANCH QUEUE  UNTIL GROUP
H MARVEL'S AVENGERS - ENDGAME Blu-ray Disc 8/6/2019 Active Lake Forest Library 115
Marvel's Avengers - Endgame (Blu-ray) Blu-ray Disc 81772019 Active Lake Forest Library 48
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This will open the hold request record.

Hold Request ©

MARVEL'S AVENGERS - ENDGAME.

Request ID: 1869813
Status: Active 8/6/2019

Request date: 8/6/2019

Bib control number: 1998512
This item only

Borrow by mail

. ACTIONS ~

LINKS ~

c CLOSE

Patron barcode: CCSTESTPATRON
Patron name: CCS Test Patron

Registered at: Cooperative Computer

i — Services
Origin: Library Tracking number:
Notification option: Mailing Address
[ Details [ Notes [V]Satisfied By D History Al Hold Requests
Pickup Activation Expiration

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

from the drop-down.

Hold Request @
MARVEL'S AVENGERS - ENDGAME.

Request 1D: 1869813 Bib control number: 1998512

Status: Active 8/6/2019 This item only
Request date: 8/6/2019 Borrow by mail

Origin: Library Tracking number.

ACTIONS ~ LINKS v C REFRESH CLOSE

{= Holds Queue

Patron barcode: CCSTESTPATRON
Patron name: CCS Test Patron

Regi d at. C. ive C

Services

Notification option: Mailing Address

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.

Bibliographic Record @

i Avengers. Endgame

Control number: owner:

2107633

Record status:

Final ¥ Display in PAC

= MARC i Record Sets

& Preview

it ltems «f Headings [l Statistics

ACTIONS ~ LINKS ~ C REFRESH CLOSE
E Holds Queue F

& PAC

Cooperative Computer Services (sys) v

Host ILL

& Resources
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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.

Q FIND New ¥ WiERdM Help ~

Holds Queue ‘—

Picklist Processing

Request Manager

Create Unlinked Bibliographic Record Set
Create Unlinked Authority Record Set

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

Find Tool - Bibliographic Record

Bibliographic Record » Basic Search » Title » Keyword (All) »

avengers endgame m =

Title Author Format Lin... Hol... | Publi... Call Number Control...
Avengers Endgame prelude Pilgrim, Will Coro... Book 4 0 2019 741.5973 2027242
DPPL Roku streaming stick Three ... 4 0 2019 2030850
Avengers. Endgame : original motion picture soun...  Silvestri, Alan, co... Music CD 15 0 2019 781.5/42 2035890
Avengers. Endgame DVD 248 2 2019 791.43/72 2107338
Avengers. Endgame 4 791.43/72 2107633
Avengers, endgame : music from the original motio... Silvestri, Alan, co... Printed... 2 0 2019 2128983
Avengers. Endgame Blu-ray... 4 1 2019 791.43/72 2351654
Marvel universe. Part 4 : movie marathon DVD 1 0 2020 2398085
Ready 14 resuli(s)

Count Only m CANCEL

S



Viewing a Holds Queue
The Holds Queue has two views:

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

Holds Queue c

MARVEL'S AVENGERS - ENDGAME.

\ Control number: 1998512

i= Queue (115) W All Hold Requests (115)

Filter by Column v Filter Holds

REQUEST EXPIRATION
POSITION PATRON NAME PATRON BRANCH STATUS PICKUP BRANCH VOLUME ISSUE DATE DATE

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

Holds Queue EXmmET -

MARVEL'S AVENGERS - ENDGAME.

Control number:
1998512

i=Queue (115) W AIl Hold Requests (115)

Filter by Column v Filter Holds | h

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.

yccs



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.

m & NEW PATRON Filter by Column S PRINT

Patron Name

Patron Branch
Holds Queue H
Status _ e

MARVEL'S AVENGERS - ENDGAME. Pickup Brancn
Control number: 1998512 Volume
35U
{=Queue (115) ™ All Hold Requests (115) Request Date

Expiration Date

Filter by Column ~ Morton Grove h

REQUEST  EXPIRATION

POSITION PATRON NAME PATRON BRANCH STATUS PICKUP BRANCH VOLUME ISSUE DATE DATE
D 10f 13 Morton Grove Public Active Morton Grove Public 41292019 412912020
Library Library

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

ZQueue (115) W AIll Hold Requests (115)

Patron Branch v morton grovel

POSITION PATRON NAME PATRON BRANCH STATUS PICKUP BRANCH VOLUME ISSUE  REQUEST DATE EXPIRATION DATE
[:| 10f13 z Morton Grove Public Library Aclive Morton Grove Public Library 4/29/2019 4j29/2020
[:| 20f13 Morton Grove Public Library Active Morton Grove Public Library 5/1/2019 5/1/2020
[:| 30f13 Morton Grove Public Library Active Morton Grove Public Library 5/2/2019 5/2/2020
[:| 40f13 Morton Grove Public Library Active Morton Grove Public Library 5/5/2019 5/5/2020
D 50f 13 Morton Grove Public Library Active Morton Grove Public Library 5/6/2019 5/6/2020
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