
Instruction for Reservation or hold a book 

 
  
Library users can place hold or reserve an item (book) via the OPAC after logged in. By 
signing in, a user will be able to send a request to reserve or hold a book. The option to 
place hold request appears in several different places on OPAC page. For example, when 
you viewing a list or search results page (as show in figure 1) you'll see the option to place 
hold on multiple items by checking the boxes to the left of the results and clicking 'Place 
Hold' at the top 
 
 

 
 
 
 
 
 

• When you viewing an individual title you'll see the option to place a hold in the box on 
the right side of the screen 

 
 

 
Figure 2: Viewing an individual title detail 

 

 

 

 

Figure 1: Search results of Web OPAC 



• Now when the user Place Hold, the window comes like below screenshot. 

 

 
Figure 3: Information regarding holding item 

 
 
 
 

• In case if the same user who already have checkout that same book, then he can't place 
hold on the same book as shown in following screen. 
 

 
Figure 4: Can't place hold information 

 

At the time of Check-in (return) the same item, the user who has hold the book will get the 
intimation regarding the arrival of the book through mail. Book will be reserve for the same user just 
for 24 hours, after stipulated period of reservation; book can be issued to another user.  

Please let us know, if you need any other details. 
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