
Requesting multiple copies of the same title 
 
This function can only be done from the Circulation tab. Look for the patron record for the 
teacher that wants the multiple copies, and click on the record to choose this patron.  Click on 
Holds/ILL in the left-hand column.  In the resulting screen, click on Add Hold. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

In the resulting screen, use the drop-down box to choose in “All participating libraries”.  Put 
the title that you are looking for the in box after the words Find Title.  Find an entry that 
matches the item that you are looking for, and click on the Hold It button next to the entry that 
you want to choose.  (If there is one that matches what you are looking for in the list that has 
available copies, choose that one.  You may also discover that your library owns an available 
copy, in which case you can check the shelves to see if it is actually there.)  
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The next thing to do in requesting multiple copies is to change to the “Reserve for specific date” 
option, which will bring up a calendar display.  You must enter a From and to date in the boxes 
on the bottom left.  If the library owns more than one copy, you can change the number in the 
Reserve box to the number owned by From library listed.  You can type in the dates, or click on 
the desired From and to dates in the calendar.  (Use the >> next to the name of the month to 
move forward.)  You must pick a from and to date that are not blocked off in red or gray.  
Remember to change the Delivery method to Ship It.  Then click on Save. 



This is what the resulting page will look like.  You may want to copy the exact title that you 
chose so that you can use it to request additional copies.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

What you will need to do to request additional copies is to repeat the process again, starting by 
clicking on the Add Hold button.  You will then need to repeat the steps between the stars on 
the previous page.  Use the drop down list below From to choose a new library if copies are not 
available when you need them.  Continue adding holds, repeating the process, until you have 
reserved the number of copies that you need, or have run out of available copies to reserve.  
Remember that red blocks on the calendar indicate when a copy is not available; it may be 
because you have already reserved copies at the From library currently indicated in the box, and 
you need to use the drop-down list to move on to the next library.  Or, it could be that you need 
to move a little further along in the calendar. 
 
Reserves will look a little different on the Holds/ILL list of the library that is receiving the 
reserve request, but the owning library will still have the options to send or decline. 



If you are sending the reserve, you will need to click on Pick Copy.  You will then see a screen 
that will ask you to wand or enter the barcodes for each copy that you are sending. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once you have scanned the barcode(s) and clicked Save, you are ready to put the items in the 
delivery system.  The Holds/ILL list will now look like this: 
 


