How To with HCPL
Placing &
Managing Holds

This guide details how to place holds on items on the Harris County
Public Library website. It also provides step-by-step instructions to
managing your holds.

This guide assumes you already know how to log in to your library
account on the website. If you need help with logging in, please
check out our video and guide on that topic! You can also reach out
to your local library branch for help.
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Log In Before Placing Holds

We recommend that you log in to your account on the website before
placing holds. Being logged in before placing a hold makes the process a
bit more streamlined.

Online Catalog

You can find items to place on hold by browsing or searching the HCPL
online catalog.

Browsing & Searching the Catalog

Browsing the catalog lets you look through lists and recommendations
curated by library staff. Browsing is good if you’re not looking for anything
in particular, and you just want to explore.

1. Click the “Browse” option in the main menu. The main menu is the dark
blue banner than runs across the screen and you can find it on every
page on the website.
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2. Clicking on the “Browse” option opens a dropdown menu. You can use
this menu to browse by Audience, Format, or Recommendations.
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Searching the Catalog

Searching is the most direct way to access the catalog, and you can search
for a wide variety of things, such as title, author, keyword, or subject.

1. You can search the catalog using the search bar. The search bar is
located near the top of the screen and you can find it on every page on
the website.

9 Hours & Locations v © Help~ ‘
HARRISC OUNTY Search the

PUBLICLIBRARY Catalog v by | Keyword ~ n

Advanced Search

Browse v fA Events v Servicesv  Online Resources v

BLOG POST
Dragon Boat

7. o STAFF LIST
2023 Top Ten

careeronline: - Jysed
HIGH SCHOO Audiobooks for

at the librarg / I Young Adults

NEWS
W’"} Families that
Qe eoee | Read Together,

Succeed
Together

L Rl =] STAFF LIST




2. Enter what you’re searching for in the search space:
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3. It defaults to a keyword search which works for most searches, but you
can change it by clicking on the dropdown where it says “Keyword”.
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4. Click the search button (dark blue button with the magnifying glass).
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Placing Holds

Physical Items

1. When you find an item that you want to place on hold, click the green
“Place Hold” button to the right of the item.
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2. If you are logged in to your account, then it will ask you to confirm the
pickup location for the hold.

a. If you are notlogged in, you will be directed to log in before
proceeding.
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3. Click the dark blue “Place Hold” button to finalize placing the hold.
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Digital Items

1. When you find an item that you want to place on hold, click the green
“Place Hold” button to the right of the item.
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2. If you are logged in to your account, then it will ask you to confirm the
email where you will be notified when the item becomes available.

a. If you are not logged in, you will be directed to log in before
proceeding.
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3. Click the dark blue “Place Hold” button to finalize placing the hold.
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Where to Find Your Holds

You can find your holds on the On Hold page in your account.

Accessing the On Hold Page

1. When you’re logged in to your account on the website, your username
shows in the dark blue button in the top right corner of the screen.
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2. Clicking on your username causes a dropdown menu to appear. Click
the On Hold option.
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On Hold Page Layout

1. Your Holds: The items you currently have on hold are listed in the center
of the page. By default, they are sorted by status and your position in
the wait list.

a. If you have physical and digital items, you can sort between the
formats using the options at the top.
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2. : The status of the hold and your position in the

waitlist are on the right side.

3. Pick Up Branch: Under the status information is the branch you selected
as the pick up location. This is only present for physical items.

4. Cancel and Pause: Under the pick up branch are the options to pause

and/or cancel your hold.
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Managing Your Holds

You can cancel and pause your physical and digital holds, and you can also
change the pickup location for your physical holds.

Cancel Holds

1.

Click the gray “Cancel Hold” to the right of the item you want to cancel.
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2. Click the dark blue “Cancel Hold” button to confirm. The hold is

canceled and you are removed from the waitlist.
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Modify Pickup Location for Physical Holds

1. Click the “Pick up at” dropdown menu to the right of the item. It’s just

below the hold status details.
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Pause & Resume Holds

You can pause holds that have a Not Ready status. Pausing your holds
keeps you in the waitlist for the item, but ensures you will not receive a copy
during the pause period that you set.

1. Click the dark blue “Pause Hold” option to the right of the item.
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2. Click the “From” and “Until” date fields to select the start and end dates
for the pause period.
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3. Click the dark blue “Pause Hold” button to confirm the pause.
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Resume Paused Holds
You can resume a paused hold at any time. This will make your hold active
again.

1. Click the dark blue “Pause Hold” button to confirm the pause.
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