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CREATING ILLS

PLACING A RESERVE ON AN ITEM

Through Simple Search
1. Go to Search > Simple or click on Simple in the Quick Toolbar.

Search > Search by Keywoeds — 132 Ratoeds Found -
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Click the Union radio button to view availability within the consortium.

Enter the search terms.

Click on the icon representing the search criteria, such as title, author, subject, barcode.
To view item details, double click on the desired item in the grid.

Copy information is provided in the bottom grid.

5.1. Ifitis out, it will show the patron it is checked out to and when it is due.

6. Reserve anitem.

6.1. Select the title and click on Reserve.

6.2. Scan the patron barcode or type their name.

6.3. Press Enter or click OK.

I Step 6.3 E

6.4. Select a pickup library.
6.5. Select the library to reserve the item from.
6.6. Click OK.

1.
2.
3.
4,
5.

Scan Barcode or Type Name

Scan Barcode or Type Name

john wickson|

OK I Cancel
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Reserve Library Selector

Wickson, John (780)428-3997

1-2-3 draw cartoon animals : a step-by-

step guide /

Pickup At signia
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Doenrua From nsignia Library(Total: 1 In: 0 Out: 0 Hold: 0)

THROUGH THE PATRON’S ACCOUNT

1.
2.

NGO AW

Go to Circulation > Check Out or click on Check Out in the Quick Toolbar.

Enter a few letters of patron’s last name, then space, and then a few letters of their first name and press
enter or just enter/scan the patron barcode. You can also type their first name first.

Click on the Reserve tab.
Click on the Find button.

Click the Other Libraries in Union radio button to search through other library’s item availability.
Enter your search terms for the item and click Search.

Select the item to be reserved.
Click Reserve.

B Sl Tnd tem — 13 Rosards Faving in Other Libracies
Fnd ot ®AMd Or Not | T

Man Eniy m
EAN Ml Eizabat» Cat 9n¢ 0og Weke 2 g sumtar of pan
Coffey Mana, 1852- A catma kinyak
/ €36 ALD

Step 7

Step 5

9.

@A O Mot

| Resatve Lt

-

Alosmon Das Cats

Endpe. Linsa McC Cats - itte 3Qers 1 your Nouse

Hapes Semn The cate of Titamy

€ ERI AR EAdwal, Normas The Cat and D id n Te nat st

Styeet

Step 8

Copy Escooe Col No
30004000000645 REF ECOF
LOOO000002ATS " REF E COF
REF E COF
L0004000000G 35 ! REF E COF

XO05000000 32 On Otder REF E COF

I e e L ————— |

Patron Name

Oue Date

ounRT

You will be prompted to choose the library to request the item from and the pickup library.
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10. Click OK to confirm and place the reserve request.

Library To Request

Morth Branch(Total: 1 In: 1 Out: 0 Hold: 0) r

Location To Pickup
Insignia Library(0001)
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