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Slide 1 

Slide notes: This tutorial will demonstrate how to place a hold on a book 
from within the library catalog. 

 

 

Slide 2 

Slide notes: Placing a hold on a book allows you to request that an item 
be pulled from the shelf and delivered to a specific library within our 
system for pick up. 

 

Text Captions: Library worker gets the item from the shelf. 

 

The item is sent to the library you choose. 
 

 

Slide 15 

Slide notes: You can place holds on books that are checked out, on the 
shelf, or on order.  Placing a hold initiates a request that the book be 
taken from the shelf and delivered to the library within our system 
where it is most convenient for you to pick it up. 

 

 

Slide 17 

Slide notes: After clicking "place hold," you are asked to log in using 
your library card number and pin.  Your library card number is located 
on the back side of your student ID card.  APU students will have a 
sticker affixed to their student ID once they have completed the library 
card activation process. 
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Slide 18 

Slide notes: Your pin is automatically set as either the last 4 digits of 
your student number or the last 4 digits of your social security number.  
This number can be changed during the library card activation process. 

 

 

Slide 20 

Slide notes: Once logged into your account, note that the item you want 
is listed below the place hold button. 

 

 

Slide 21 

Slide notes: Notice the drop-down menu that allows you to select a 
library at which to pick up the item.  If you choose a library on the road 
system, it will be delivered via courier.  If not, it will arrive by mail. It can 
take a few days to a week or more to receive an item, depending upon 
where it is coming from. You will be emailed when it arrives and is 
ready for pickup. 

 

 

Slide 23 

Slide notes: Once you have selected a destination library, click the 
"place hold" button. 
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Slide 25 

Slide notes: You will get the message that your hold had been placed if 
your hold was successful.  If you get an error message and are unsure 
why, watch the "Problems Placing A Hold" tutorial or contact the library 
for more help. 

Text Captions: The "Problems Placing A Hold" tutorial will help you if 
you get an error message. 

 

 

Slide 26 

Slide notes: If you live in a community other than Anchorage, Girdwood, 
Palmer, or Wasilla) you are considered a distance student and it is best 
for you to use the Library's  Interlibrary Loan service. 

 

 

Slide 27 

Slide notes: This concludes the tutorial.  Please don't hesitate to 
contact us if you have any questions. 

Text Captions: Click to take 

Survey 
 

 

 


