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Encore Catalog: Instructions for Requesting

Multiple Item Level Holds within One Bib Record

Example: placing more than one item level hold on
one season of a tv series.

1. Search for the title and select the desired title by clicking on it.
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2. Click on the CART icon.
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3. Click on View Cart.
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4.  Click on Request It!
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5. You will be prompted to LOGIN. Login in by 1) typing in your last name,

2) typing in your library barcode, & 3) clicking on SUBMIT
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6. The REQUEST IT screen appears. Scroll down to see the items you wish to

hold. (Note: You can only place a hold on one item at a time.)

Click in the radial button to the left of the item.

Then scroll down to the bottom of the list and click on SUBMIT.
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7. REQUEST SUBMIT box appears. Click on OK.
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8.  You are still in the View Cart screen; to place other item level holds, repeat steps
4, 6, and 7 for each item you wish to place on hold.



