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BOOKMARK FACT SHEET 

Reservations April 2016 

 

To reserve a book, the settings must be right, and there are many settings. The borrower has the 

number of reservations set in Borrower tables. There are different settings for Circulation and for 

Searching, since reservations can  be made from both, either, or neither. It can be passworded or 

not.  There are also settings against the items, for the number of reservations that can be made 

against an item. 

Controls, Borrower tables 

 

 

 

 

 

 

 

 

 

 

 

  
 

How many books a borrower 

is allowed to reserve. 
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Controls / Circulation Controls 

 

 

 

 

 

 

 

 

 

 

 

 

 

1 Borrower is allowed to remove reservations. 

2. Allowed to reserve against an item with a status of 1. If it is on the shelf why? 

3. Visible Circulation menu button. If reserves are not allowed turn it off. 

4. Print reserve notices automatically. 

5. Hold notification popup window 

6. Visible Loan menu button 

7. Make reservation. If a password is here it must be used to allow a reservation. 
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Controls / Circulation Controls / Sounds 

Sounds can be set. Make sure "play sounds" is ticked. 

Highlight the action. Choose a sound from the dropdown list at the bottom . Test and set. 
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Controls/ Search Controls 

 

 

 

 

 

 

 

 

 

 

 

1. Allows reservations in the Search module. If this isn’t ticked the reserve buttons won’t 

appear. 

2. Make reservations against items with status of 1. Tip.Set the same as for circulation . 

3. Can remove reservations in Your details. 

4. Password reserves. If passworded us the same word as in Circulations Controls. 

5. Reservation limiting. This is the same as borrower tables. 
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Controls / Reservation Controls 

 

 

 

 

 

 

 

 

 

 

 

1. N/a  message applies to Print notice if the item is unavailable. Use this toward the end of the 

year. 

2. A standard message for the borrower. 

3. Maximum reservations per title. 

4. Maximum reservations per person per title 

If any of the above setting are incorrectly set it will not work. 
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To reserve a book 

There are two ways. The first is to enter the borrower as if to issue loans. Click Reserve. 

 

 

  

Click 

reserve 

Click find, or 

scan the 

barcode or 

type in the 

item 

number 
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Highlight and click Reserve. 

 

It is done! 

You can also reserve by clicking on the Reserve button first, finding the item, entering the borrower 

next. Reservations can also be made from Searches. 

In Circulation messages will remind a borrower that there is a book on hold. 
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In return a book on hold will have an attached message. 

 

 

 

 

 

 

Multiple copies. 

 

 

 

 

 

 

 

 

Linking ties copies of a book together. If books are not linked only the copy reserved will be put on 

hold and three or four other copies may go in or out several times while the reserver is waiting. See 

the Cataloguing manual for more information on linking. 

If links have been incorrectly made, reservations will not work properly. There is a place in the 

program that shows incorrect links. Ring the Help Desk for interpretation of this part of the program. 

 

 

Here 

 

Cataloguing, Add/edit 

Linking, with a list of 

the linked copies 
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