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Placing Hold Requests

* Your patrons can place holds online, or you can place a hold for them.

* Find what your patron wants using a Bibliographic Record Find Tool
(searching by title, author, keyword or ISBN) and right click on the record.
* Chose Place Hold from the drop down that appears.

3 Bibliographic Records - ISBN Find Tool =n E=h (<

File Edit Tools Optiens Help

General |Seﬂings | Scoping | Branches | Collections | Datat |

Search
Object: [Bibliographic Records v] Limit by: [(None) - S_earch ods
(@) Normal Stop
Search by: [ISBN v] Value: ) Power
® New Search
Type: [Exact match (explicitly truncated) v] D sqQL
Sortby: [ (one) - [C] Count Only
For: 9730304139238 - Help
Title Author Format  Lin.. Ho.. Publ. CallNumber Contr...
2014 658.1/1
n
< Place Hald.. >

Preview

Print 3

Add to Record Set 3

Create 3

Links 3

Delete

Undelete

Properties

Done Stay on Select 1 of 1 record retrieved User default 2
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Placing Hold Requests

Polaris creates a Hold Request workform.
Scan your Patron’s barcode number into the workform and click on save.

pf5 Hold Request - New Request 1 - General EI =] @
File Edit View Links Tools Help

E  h=HE- i EY

Request
Status: Request date:

pctivation:  16/03/2016 B~

Expiration: 16/03/2017 E-

The “Pickup” branch
in the new workform
defaults to the library
placing the hold. To
choose another pick
up location, use the
drop down list.

1 |Peace Library System {Branch) (APRPLS) - 7 Origir:

This item only

Aegistered at:
Patron code:
Motification option:

Details

tips, or how to build the future Find

Title: Zero to one : notes on st

B = [ Hold Request

ISBM: 9780804139298 (hardbadk)

Author:

Constituent author:

Constituent title:

The hOld becomes Date: 2014 Edition: LCCN: 2014006653
€« . P, .
active’ immediately, S — -
but you can choose a Vome Fomat: ok
date in the future if Issues ISSN: Copy:
Series: Pages:

your patron wants the
item at a later date. For Help, press F1 NUM 3
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Filling Hold Requests

Hold requests are processed across all TRAC libraries
with the Polaris Holds Request Manager.

Login to Polaris.
Click On “Circulation” and then on “Request Manager”

OR, click on the dark red circulation orb and then on
the “Request Manager” icon.

m Polaris ILS 5.0.385 - plsrweniger [Peace Library System (Branch]] EI = @
File Acquisitions Serials Cataloging Patron Services Administration  Utilities  Window Help

D oros 0| eeeee®® ox
N

Patron Status Fa

EBookmobile

Gequest Manager)
Lol (1)

Held Requests

EPI 5115 5.0.385 - plsrweniger [Peace Library Systermn (Branch]
t|J g Patro

DO@®®®erT:rMiEn . ®@ox




Request Manager - Hold Requests

HRequest Manager - Hold Requests (o= =]

File View Tools Help

= - [

L.
(e} Branch name: lPeace Library System (Branch) (APRPLS) v] By: Status: [Pending v]
‘U Requests
o z
iy 3 170 |
2, Collection  Shelf... Call Mumber  Author Title Format Patron Mame  Pickup B... Barcode Pending Date
U‘) BAB Block Co.. AUDIOBL... Richardson... The artof extre... Audio Books — Swift, Kyle ASLM 30100002715102 15/03/2016
m BAB Block Co.. AUDIOBL... Rowling, 1. K. Harry Potter and... Audio Books GEMMILL, V... AFV 30100002717918 15/03/2016
:3 BAB Block Co.. AUDIOBL... Rowling, 1. K. Harry Potter and... Audio Books GEMMILL, V... AFV 30100002717733 15/03/2016
o = Main St... FAMT Anthony, P... On a pale horse Book Edmonton Pu... AGP 30100000282873 14/03/2016
QD F Block Co.. FBEC Bechtel, Gr... Boundary proble... Book Robillard, Ve... AMO 30100006098512 15/03/2016
Q: = Main 5t... FPYMcC.1 Pym, Barbara. The sweet dove ... Book Calgary Publi... AGP 30100000181687 15/03/2016
F Main 5t... FSTEC.1 Stewart, F... Six weeks. Book Burnup, Jack  ABM 30100000186371 15/03/2016
= Main 5t... FSTEC.1 Stewart, F... Star child : a novel Book Burnup, Jack  ABM 30100000221798 15/03/2016
. F Main 5t... FTREC.1 Trevanian. The Eiger sanction Book Burnup, Jack  ABM 30100000137478 15/03/2016
g MNF Main St... 940.5449 MYL Myles, Bruc... Might witches, t... Book Edmonton Pu... AGP 30100000048557 15/03/2016
1| m 3
Held items to transfer:
Collecion Shelf... CallMum... Author Title Farmat Patron Ma... MewPi... Barcode Held Date
For Help, press F1 Murmber 10 Bindings: Marl15 2016 4:27AM  RTF: Mar15 2016 5:54AM MNUM



P Request Manager - Hold Reques

File View Tools Help

=& 0

equest Manager

Branch name: (Peace Library System (Branch) (APRPLS)

~| By [lem

L

&

[N Requests

[}

0]

2 Collection  shelf .

-

[} BAB  BlockCo..

Q BAE  BlockCo..

=) BAB Black Co..

o F Main §

L) F Block Ca...

oY F Main St.
F Main St..
F Main St..
F Main §
NF Main St..

f
Held items to transfer:

Collection  Shelf ...

For Help, press F1

All TRAC member libraries (from four partner systems: Peace
Library System, Northern Lights Library System, Marigold
Library System and Yellowhead Library System) share the
Polaris database, so the Patrons you are serving through the

Call Num...

Call Number  Author
AUDIO BL. Richardson...
AUDIOBL... Rowing, 1. K.
AUDIO BL. Rowiing, J. K.
. FANT Anthony, P...
FBEC Bechtel, Gr...
FPYMe.1 Pym, Barbara.
FSTEC  Stewart,F...
FSTEC1  Stewart,F...
. FTRECL  Trevanian.

940.5449 MYL Myles, Bruc...

Author Title

Title Format Patron Name
The artof extre... Audio Books ~ Swift, Kyle
Harry Potter and... Audio Books ~ GEMMILL, V...
Harry Potter and... Audio Bocks  GEMMILL, V.
Cnapalehorse  Book Edmonton P
Boundary proble... Book Robilard, Ve...
The sweet dove ... Book Calgary Publi.
Six weeks, Book Burnup, Jack
Star child : anovel Book Burnup, Jack
The Eiger sanction Book Burnup, Jack
Night witches, t... Book dmonton Pu. .
i
Format  PatronNa...
Number: 10

0

Bindings: Mar15Y016 4:27AM  RTF: M,

= = =
+| status: [pending -|
z
47 ‘

Pickup B... Pending Date
ASLM 30100002715102 leEIi/ZD 16
AFY 30100002717918 15/0°
AFV 30100002717793 leEIi/ZD 16

30100000282873 14/03f2016
AMO 30100006098512 15/03/2016
AGP 30100000181687 leEIi/ZD 16
AEM 30100000;
AEM 30100000
AGP 30100000¢

Patron Mame  Pidkup B...

Barcode

ASLM
AFY
AFY
AGP
AMO
AGP
ABM

Swift, Kyle
GEMMILL, V...
GEMMILL, V...
Edmonton Pu...
Robilard, Ve...
Calgary Publi...
Burnup, Jack
Burnup, Jack  ABM
Burnup, Jack  ABM
Edmonton Pu... AGP

request manager are from all over Alberta!

Your library should have a copy

- Hold Requests

of the colorful chart called

“TRAC mail codes” to help you
with sending items. Please call

us for a copy if you need one!

780-538-4656 / 1-800-422-6875

Dirayton Yalley
Eaglecham

Edgerton
Ell Paint
Empress
Entwistle
Horthern Lightz HE!

Tl Alice Frose - Faweett
Fox Creek L
Bib Dentinger

ATHOM
Edmonton Garrizon  4TH
Mayerthorpe ATO
Whalla ATOF
[ ATRIA
Mannvill: AYCHM
larwayne AVE
Millarville AVER
4 Wing (CFE-CaldLakel 4]
Millet A
McLessan AV
HMundare Al

ARAD) Morinsille Audh

AMOM § Marrin AWHIC

AMYR S Myrmam AHE

AN Heerlandia AWD

ANE Hawbrook AWEM

ANJGG S Hiton AWES

ANM 5 Hampa At

AN Hew Sarepta Al

A0 Onoway L AWILD

AOM Ohotoks Al

&
E3
[}
e
ES
[
&
E3
S
E3
E3
E3
E
E3
L)
3
E3
[
E3
[}
E3
(-]
E3
5 Longeicw
E
B
E3
[
3
E3
E3
-1
EY
[
E3
[}
E3
E
E3
ES
E3
E3
E3
3
3
[}
E3

KEY: Alberta TRAG Libraries
Tellowhead Syztem [Raarthern Lights System [Peace Library System
Marigold &

& nn Res
REEM S AFL M Flatba: APRPL brary Syzt.
AAF § Alder Flatz Public AFY G Fairriew L APV
AR B Airdric Public AGE @ Grande Cache RAD
ABM 8 AcmoMunicipallibrary  AGCM G Cold Laks (3lca ACLM) AREP Fied Earth Publiz Library
L & Achmont PL AGl 8 Gibbons ARED Fednater
AKTH @ Athabasca - Alice Donshue AGM & Gleichen ARLM MW Raisbow Lake
ABVA 8 Acadia Valley A ARM Rockyford
4B $ Eanff AROC Rochuctar
ABAR & Braverlodge ARTM S Rycroft
ABARR G Barthead PL ARUM S Pumsey
ABC Browsrale L ARV Riich Vallay
ABCBC M Bear Poist L ARV MePhersan L - Fyley
ABDSRC 8 Sheep River - Bk Dmnd ASANS S Sanguda
ABEAM  § Bib do Beaumont ASE Saba Beach
ABEM Bcischer AHPM G High Prairic A3 Spruce Grave
ABM Bonnpuille AHRM 6 High River ASET Vellowhead HR
ABOA Eon ccord AHUM S Huzear ASH Swan Hills L
ABOM Boassza AHTM S Hythe ASIC Bib de St. Isidore
ABOT Boyle Alp Willage of Innisfres  ASL Smaky Lake
ABRC Eius Ridge AIRC
AEFM Brcton A Suathmare
ABFUM 8 Metro Kalyn C - Bruderheim A Marigold Hi:
ABWM S Berwgs A Stany Plain
ACALM 8 Calmar AKC Spirit River
ACAM Canmare AKEC
ACARM 8 Carbon AK
ACARSE § Carcalind AKM
aCC Berry Cr. - Cezzford ALAAC Standard

3t Paul
Tangent

Alice rlelngh - Tres Hil
Three
Therhild
Thersby
Tomahawh
Tofield
Trochy
Yalballa
Vegrenile L
Vermilion L
Yila

“whitecourt
wWinficld
Wildwood
“Wabamun
Woking
WanderinaPNamen's nsti
Wabazca
Youngstawn

S - L - - o - - o
o
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Request Manager - Hold Requests

P Request Manager - Hold Requests [o ===

File View Tools Help

=& 0

Sometimes a “Patron Name” is a
library! Items for “libraries” are

\ forwarded to Grande Prairie
Public Library (AGP). These are

satroniame  Pidups... | actually requests made by patrons

& [E Request Manager

AT Swift, Kyle  ASLM outside TRAC through TAL Online

GEMMILL, V...  AFY with provincial software called
For Help, press F1 Number:10  Bindings: Mar15%016 4:274M  RTF: M GEMMILL’ Vi AFV

e ot P AGP VDX.. The requests are added to
Robillard, Ve... AMO Polaris by AGP for PLS member
Calgary Publi... AGP libraries. Some larger PLS
Burnup, Jack  ABM bailib : Giai
Burnup, Jack  ABM member libraries use VDX on their
Burnup, Jack  ABM own and do not forward these
Edmonton Pu... AGP items to AGP.
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Request Manager - Hold Requests

m Request Manager - Hold Requests

= =] 2
File View Tools Help
v %
= & - [0 K
i
Q Branch name: |Pear_e Library System (Branch) (APRPLS) - | By: |Item - | Status: |Pending - |
fU Reguests
< z
4N 0 170 |
a1 Collection  Shelf... CallMumber Author Title Format Patron Mame  Picdup B... Barcode Pending Date
)] BAB Block Co.. AUDIOBL... Richardson... The artofextre... Audio Books  Swift, Kyle ASLM 30100002715102 15/03/2016
QJ BAE Block Co.. AUDIO BL... Rowling, J. K. Harry Potter and... Audio Books GEMMILL, V... AFV 30100002717918 15/03/2016
:3 BAB Block Co.. AUDIOBL... Raowling, 1. K. Harry Potter and... Audio Books GEMMILL, V... AFV 30100002717793 15/03/2016
- Main St F ANT Anthnne P in A nale hnres Rirmlke Frmnrtrmn Pi ARP NAANNNN R IRT 14in3mia

t Lt ¢t 1 1 1

The first six columns, and the second last column, tell you which
items are requested from your collection. These columns are the
most important to print for gathering your items from the
shelves. Holding your cursor over the edge of the column
headings and altering the column width to expose more
valuable text and to conceal text not needed will produce a
compact and simple report....



Request Manager - Hold Requests

P Request Manager - Hold Requests @

File View Tools Help

=280 8

L.
[P Granchname: |Peace Library System (Branch) (APRPLS) ~| By [Item ~| status: [pending -
FU Requests
E: e
) M 170 i |
p Collection ShelfLocation  Call Number Authaor Title Barcode
U‘) BAB Black Collections  AUDIO BLOCK 158.1RIC Richardson, Cheryl The art of extreme self-care 30100002715102
D BAB Block Collections AUDIO BLOCK JROW Rowling, J. K. Harry Potter and the chamber of secrets 30100002717918
:J BAB Block Collections  AUDIO BLOCK JROW Rowling, J. K. Harry Potter and the prisoner of Azkaban 30100002717793
o F Main Stacks F ANT Anthony, Piers On a pale horse 30100000282873
QL F Block Collections F BEC Bechtel, Greg, 1971-, author. Boundary problems : stories 30100008098612
Er F Main Stacks FPYMc. 1 Pym, Barbara. The sweet dove died 30100000181687
F Main Stacks FSTEc.1 Stewart, Fred Mustard, 1932- Six weeks. 30100000186371
F Main Stacks FSTEC.1 Stewart, Fred Mustard, 1932- Star child : a novel 30100000221798
. F Main Stacks FTREc.1 Trevanian. The Eiger sanction 30100000 187478
& MF Main Stacks 340, 5449 MYL Myles, Bruce, 1942- Might witches, the untold story of Soviet...  30100000048557

Held items to transfer:

Collection Shelf... CallMum... Author Title Format Patron Ma... Mew Pi... Barcode Held Date

For Help, press F1 Murmber: 10 Bindings: Mar15 2016 4:27AM  RTR: Marl5 2016 5:54AM MNUM

Here is the same list with 4 columns concealed to allow for more text
(call number and title and shelf location) needed to find these books
and get them ready for patrons at home and across the provincel....



Request Manager - Hold Requests

m Request Manager - Hold Requests

File View Tools Help
= o f@
P =
=i I-:-c,
T~ Current View Ctrl+P
QO AlTViews (APRPLS) A4 ] By: ’Item v] Status: [Pending ']
)} List View Ctrl+Shift+P
o Holds to Fil . @D 470 5 |
1] Holds to Transfer Gerers! | Dptions Z
E Select Printer
i Collection  Shelf Location 2 Add Printer Edell5210 on a) Barcode
. 5 APRPLS Xerox 3320 o DYMO LabelV
)} 20 Dell Laser Printer 5210n =iFax extreme self-care 30100002715102
4)] BAE  Blodk Collections T - : ber and the chamber of seqrets 30100002717918
3 BAB Block Collections ter and the prisoner of Azkaban  30100002717793
Status Ready [l Print to fle | Prefi
o F ManStack Loction: e horse 3010000022873
QL F Block Collections Commernt: problems : stories 30100006058612
(n'g F Main Stacks Page Fange dove died 30100000181687
F Main Stacks @Al Number of copies: 1 | ! 30100000186371
F Main Stacks Selection Curent Page & novel 30100000221798
. F Main Stacks © Fages: ! = {03l Lyl | feanction 3010000017478
e NF M Stacks e e page T perora s = hes, the untold story of Soviet... 3010000048597
Held items to transfer:
Collection Shelf... CallMum... Author Title Format Patron Ma... MewPi... Barcode Held Date
Number: 10 Bindings: Mar15 2016 4:27AM  RTR: Mar15 2016 5:54AM NUM

Click on the printer icon and choose current view, or list view, then click on print.
Confirm that your printer is set for “landscape orientation” in the printer preferences.

10



Request Manager - Hold Requests

m Request Manager - Hold Requests IEI

File View Tools Help

2800

L.
(<] Branch name: [Peaoe Library System {Branch) (APRPLS) v] By: [Item v] Status: [Pending V]
FU Requests
e z
S O 170 & |
E Collection  Shelf Location  Call Number Author Title Barcode
wn BAB Block Collections  AUDIC BLOCK 158.1RIC Richardson, Cheryl The art of extreme self-care 30100002715102
[4}] BAB Black Collections  AUDIO BLOCK 1ROW Rowling, 1. K. Harry Potter and the chamber of secrets 30100002717918
i BAB Blodk Collections  AUDIO BLOCK 1ROW Rowling, J. K. Harry Potter and the prisoner of Azkaban 30100002717793
o F Main Stacks F ANT Anthony, Piers On a pale horse 30100000282873
QL F Block Collections F BEC Bechtel, Greg, 1971-, author. Boundary problems : stories 30100006098612
Q: F Main Stacks FPYMc.1 Pym, Barbara. The sweet dove died 30100000181687
F Main Stacks FSTEc.1 Stewart, Fred Mustard, 1932- Six weeks, 30100000186371
F Main Stacks FSTEcC.1 Stewart, Fred Mustard, 1932- Star child : a novel 30100000221738
. F Main Stacks FTREc.1 Trevanian, The Eiger sanction 30100000137478
& MNF Main Stacks 940, 5445 MYL Myles, Bruce, 1942- Might witches, the untold story of Soviet...  30100000048597

Held items to transfer:

Collection  Shelf... CallMum... Author Tite Format Patron Ma... MNewPi... Barcode Held Date

For Help, press F1 Number: 10 Bindings: Mar15 2016 4:27AM  RTF: Mar15 2016 5:54AM NUM

Gather your items together. Open a “Check In” window, and check in
each item. Send the items to the libraries where patrons are waiting.
Follow the guidelines on Shlpplng Interhbrary Loans (ILLs)” on the

PLS website: http:

11


http://www.peacelibrarysystem.ab.ca/ill-procedures
http://www.peacelibrarysystem.ab.ca/ill-procedures
http://www.peacelibrarysystem.ab.ca/ill-procedures

Request Manager - Hold Requests

aRequﬁt Manager - Hold Requests
File View Tools Help

= & - [ EY

[
PRl  Eranchname: [Peace Library System (Branch) (APRPLS) ~| By [1tem ~| status: [pending |
f‘U Requests
I O E | ZZN@ = |
E Collection  Shelf Location  Call Number Authaor Title Barcode
U‘) Block Collections  AUDIO BLOCK 158.1 RIC i N The art of extreme self-care 30100002715102
[1}] BAB Block Collections AUDIO BLOCK JROW Rowling, 1. K. Harry Potter and the chamber of secrefg 30100002717918
: BAB Block Collections AUDIO BLOCK JROW Rowling, 1. K. Harry Potter and the prisoner of Azkaba 30100002717793
[ F Main Stacks F ANT Anthony, Piers 0On & pale horse 30100000282873
QL F Black Collections F BEC Bechtel, Greg, 1971-, author. Boundary problems : stories 30100006098612
Q: F Main Stacks FPYMc.1 Pym, Barbara. The sweet dove died 30100000181687
F Main Stacks FSTEcC.1 Stewart, Fred Mustard, 1932- Six weeks, 301000001856371
F Main Stacks FSTEc.1 Stewart, Fred Mustard, 1932- Star child : a novel 30100000221798
. F Main Stacks FTREc.1 Trevanian. The Eiger sanction 0100000137478
g NF Main Stacks 940. 5448 MYL Myles, Bruce, 1942- Might witches, the untold story of Soviet... 0100000048597
Held items to transfer: \
Collection  Shelf... CallNum... Author Title Format Patron Ma... MNewPi... Barcode Held Da
For Help, press F1 Mumber: 10 Bindings: Marl15 2016 4:27AM  RTE: Mar15 2016 S:SA\AM UM

If you are unable to find an item, please click on the “ask me later” icon, | /#| so the request can
be filled by another library. If it stays on the list, you have the only copy! Please call PLS.

If you are not able to find the item after a few days, please change the circulation status of your
item record to “missing”.

Please call PLS immediately if you accidentally cancel a hold so the hold can be reactivated.

12



Polaris Request Manager

H Request Manager - Hold Requests El@

File View Teools Help

250 0

L
g] Branch name: [Peace Library System (Branch) (APRPLS) '] By: [Itern v] Status: [Pending ']
L]
Questions? [Ef o
S O 1,70 = |
p Collection Shelf Location  Call Number Autheor Title Barcode
Call PLS and U‘) BAB Block Collections  AUDIO BLOCK 158.1RIC Richardson, Cheryl The art of extreme self-care 30100002715102
[a}] BAB Black Collections  AUDIO BLOCK 1 ROW Rowling, 1. K. Harry Potter and the chamber of secrets 30100002717918
tall{ tO a :: BAB Block Collections  AUDIO BLOCK 1 ROW Rowling, 1. K. Harry Potter and the prisoner of Azkaban 30100002717793
o F Main Stacks F ANT Anthony, Piers On & pale horse 30100000282373
memb eI‘ Of the QU F Block Collections  F BEC Bechtel, Greg, 1971-, author. Boundary problems : stories 30100006098612
Q‘.: F Main Stacks FPYMc.1 Pym, Barbara. The sweet dove died 30100000181687
Consultin F Main Stacks FSTEC.1 Stewart, Fred Mustard, 1932- Six weeks. 30100000186371
g F Main Stacks FSTEc.1 Stewart, Fred Mustard, 1932- Star child : a novel 30100000221798
t ' F Main Stacks FTREc.1 Trewvanian. The Eiger sanction 30100000137478
eam 3 NF Main Stacks 940, 5449 MYL Myles, Bruce, 1942- Might witches, the untold story of Soviet...  30100000048597

780-538-4056
1-800-422-6875

Held items to transfer:

Collection Shelf... CallMum... Author Title Format Patron Ma... Mew Pi... Barcode Held Date

For Help, press F1 MNumber: 10 Bindings: Mar15 2016 4:274M  RTE: Mar15 2016 5:54AM NUM
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