
   
 

 

 

 
 
 
 

 

Holds Lab – 1                                                                  Placing Holds 
 

 

1 – Log In  

1.1 Navigate to training Leap (https://ccs-training.polarislibrary.com/leapwebapp)  

1.2 Sign in and select the appropriate branch and workstation. 

 

 

2 – Place a Title-Level Hold from a Bibliographic Record 

2.1 Open the Find Tool. 

2.2 If not set to search for bibliographic records already, adjust the record type to Bibliographic Records. 

2.3 Search for a title. This can be a favorite or well-known book, movie, or CD. Tip: look for a title that is 

older and won’t have new material restrictions.  

2.4 Open the bibliographic record. 

2.5 Click ACTIONS. 

2.6 Click PLACE HOLD. 

2.7 Use the Find Tool to search for a patron. You can use your own patron account, a test user account, 

or (since we are working in the test database) a patron account from your library. We will continue to 

use this patron account for the remainder of Lab 1 and in Lab 2.  

2.8 Open the patron record. If a block alert appears, click CONTINUE.  

2.9 Click PLACE HOLD. 

2.10 Close the patron record.  

2.11 Close the bibliographic record.  

 

 

3 – Place a Title-Level Hold from a Bibliographic Record with Modifications 

3.1 Open the Find Tool. 

3.2 If not set to search for bibliographic records already, adjust the record type to Bibliographic Records. 

3.3 Search for a title. This can be a favorite or well-known book, movie, or CD. Tip: look for a title that is 

older and won’t have new material restrictions.  

3.4 Open the bibliographic record. 

3.5 Click ACTIONS. 

3.6 Click PLACE HOLD. 

3.7 Use the Find Tool to search for a patron. Use the same patron as in Section 2.  

3.8 Open the patron record. If a block alert appears, click CONTINUE.  

3.9 Click ACTIVATION date field.  

3.10 Use the calendar to select a future date. The hold is now paused.  

3.11 Click the PICKUP drop-down menu.  

3.12 Select a different branch. The hold will now be sent to that location for pickup. 
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3.13 Scroll down to the Notes fields. 

3.14 Enter a STAFF DISPLAY NOTE. Include the date, your initials, and your library’s 3-letter code. This 

note will appear to staff as a pop-up when checked in at the pickup location. 

3.15 Click PLACE HOLD. 

3.16 Close the patron record.  

3.17 Close the bibliographic record. 

 

 

4 - Place a Title-Level Hold from a Patron Record 

4.1 Open the Find Tool. 

4.2 If not set to search for patron records already, adjust the record type to Patron Records. 

4.3 Search for a patron. Use the same patron as in the previous sections.  

4.4 Open the patron record.  

4.5 Click on the HOLDS/HELD tab.  

4.6 Click NEW HOLD. 

4.7 Search for a title. This can be a favorite or well-known book, movie, or CD. Type the title in the TITLE 

field or click the FIND TOOL button and search for the title there. Tip: look for a title that is older and 

won’t have new material restrictions. 

4.8 Select the desired title from the list of results.  

4.9 Click PLACE HOLD. 

4.10 Close the patron record.  

 

 

5– Place an Item-Level Hold from an Item Record 

5.1 Open the Find Tool. 

5.2 If not set to search for item records already, adjust the record type to Item Records. 

5.3 Search for an item from your library. This can be a favorite or well-known book, movie, or CD. Tip: 

look for an item that is older and won’t have new material restrictions.  

5.4 Open the item record. 

5.5 Click ACTIONS. 

5.6 Click PLACE HOLD. 

5.7 Use the Find Tool to search for a patron. Use the same patron as in the previous sections.  

5.8 Open the patron record. If a block alert appears, click CONTINUE.  

5.9 Double-check the item’s barcode displays in the BARCODE field of the hold template.  

5.10 Click PLACE HOLD. 

5.11 Double-check there is a book icon displaying with the hold. This indicates it is an item-level hold.  

5.12 Close the patron record.  

5.13 Close the item record. 

 

  



   
 

 

 

 
 
 
 

 

 

6– Place an Item-Level Hold from a Patron Record 

6.1 Open the Find Tool. 

6.2 If not set to search for patron records already, adjust the record type to Patron Records. 

6.3 Search for a patron. Use the same patron as in the previous sections. 

6.4 Open the patron record.  

6.5 Click on the HOLDS/HELD tab.  

6.6 Click NEW HOLD. 

6.7 Search for an item from your library. This can be a favorite or well-known book, movie, or CD.  Scan 

or key in a barcode in the BARCODE field or open the Find Tool and change the record type search Item 

Records. Tip: look for an item that is older and won’t have new material restrictions. 

6.8 If using the Find Tool, select the desired item from the list of results.  

6.9 Click PLACE HOLD. 

6.10 Double-check there is a book icon displaying with the hold. This indicates it is an item-level hold.  

6.11 Close the patron record.  

 

 

You should now have five holds on this patron’s record.  
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