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Placing Holds for Patrons 

General Guidelines 

A. Types of Holds 
1. Bib-Level Holds can be fulfilled by any item in the same bibliographic 

record. This type of hold means that the patron will receive whichever copy 
becomes available first. When placing holds for patrons, this is almost 
always the type of hold to place.   

1. This type of hold is also called a Title-Level Hold. 
Instructions for placing bib-level holds begin on page 3. 
 

2. Item-Level Holds can only be fulfilled by a specific item even if there are 
other copies in the same bibliographic record. There are three reasons to 
place an item-level hold: 

1. Any of the items in the bibliographic record have a volume field. In 
this case, you will need to select an item based on which volume the 
patron wants. In Sierra, you must do this manually. In the OPAC, the 
system will force an item-level hold for any title with volume fields. 

2. You have the item that the patron wants to reserve in hand. This may 
be the case when a patron calls about an item we currently have 
checked in and wants to pick it up same day. 

3. You need to reserve a copy owned by LPL for technical reasons like 
the patron not having ILL permissions.  

Instructions for placing item-level holds begin on page 8. 
 

B. Placing Holds AS a Patron 
Patrons can place holds for themselves, using the OPAC or MaineCat using 
their barcode and PIN or barcode and name, respectively. When a patron is in 
the building, you may opt to teach them how to use the OPAC to do so 
instead of using Sierra to place the hold for them. It is not recommended to 
do this over the phone. 
Instructions for placing holds through the OPAC and MaineCat as a 
patron are included in the Appendix I (page 24). 
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C. MaineCat/INN-Reach Holds 
If the item that the patron wants is not available in Sierra but is available from 
a library in Maine, place an INN-Reach request through MaineCat. 
Instructions for placing MaineCat/INN-Reach holds begin on page 14. 
 

D. Modifying Holds 
Holds can be modified to not be fulfilled before or after a certain date either 
when the hold is initially placed in Sierra or through the Holds tab in a 
patron’s record. Pick up location can also be modified. LPL patrons can pick 
their items up here or at APL. 
Instructions for modifying holds begin on page 17. 
 
You can also cancel holds for patrons. 
Instructions canceling holds begin on page 20.  
 

E. Hold Priority 
1. In general, holds will be fulfilled in the order in which they are placed (i.e., the 

first patron to place a hold on an item will receive it first), but each library’s 
patrons are given priority on their home library’s items.  

This means that if 5 patrons from other libraries are already requesting 
a book that LPL owns and then an LPL patron requests that same 
book, the LPL patron will receive LPL’s copy of the book before the 5 
patrons from other libraries. Sierra accounts for this prioritization 
automatically. 

2. It is possible to manually move a patron up or down on a list of holds by 
“changing priority” of the hold. This should only be done when there is a 
system malfunction or staV error placing the hold. It should not be done on a 
regular basis.  
Instructions changing hold priority begin on page 22.  
 
 

  

https://mainecat.maine.edu/
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Placing Bib-Level Holds 

Holds can be placed using two Sierra Functions: Check Out (Circulation Desk) and 
Search/Holds. Instructions for using each function are included here, but in general, you 
should default to using Check Out (Circulation Desk) because it will allow you to place 
multiple holds for the same patron more easily.  Instructions for placing holds in this way 
begin below. For instructions on using the Search/Holds Function, go to page 6. For help 
using Sierra’s browsing menu, see Appendix II (page 29). 

A. Placing Bib-Level Holds using the Check Out (Circulation Desk) Function 
1. If you are not already in the Check Out (Circulation Desk) function, press “F1” 

on your keyboard or select it from the Functions menu in the top right corner 
of Sierra. 

2. Pull up the patron’s record using their barcode, name, or u-number. 
3. Go to the “Holds” tab 

 
4. Select “Add Holds” 
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5. In the pop-up “Browse” window, search for the item. For more information on 
using Sierra’s browsing menu options and filters, see Appendix II (page 29). 

 
6. Once you find the correct record, select it by double clicking its row or 

clicking its row and then clicking “Select.” 
If there are multiple applicable records, select one that includes an LPL 

copy, or if LPL does not own one, select the record with the greatest number 
of items.  

a. Owning libraries appear at the bottom of the record description. If LPL 
owns a copy, “Lewiston Public Library” will appear first on the list. 

 
b. Number of items appears at the bottom of the record summary. 
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7. Select “Hold Copy Returned Soonest” 

 
8. In the pop-up “Place a Title-Level Hold” window, edit any necessary details 

and hit “OK.” 

 
For most holds, editing the details on this pop-up will be unnecessary.  

  

Pickup Location – defaults to LPL  
Limit by Location - Don’t use this as 
it messes up the hold queue. If you 
need an LPL item, place an item-level 
hold instead (instructions on page 7). 
Not Wanted Before - Will “freeze” the 
hold until the date indicated.  
Not Wanted After - Will cancel the 
hold automatically after this date. 
Hold Note – Adds a note with addition 
info alongside the hold. 
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B. Placing Bib-Level Holds using the Search/Holds Function 
1. If you are not already in the Search/Holds function, press “F3” on your 

keyboard or select it from the Functions menu in the top right corner of 
Sierra. 

2. Search for the item. For more information on using Sierra’s browsing menu 
options and filters, see Appendix II (page 29). 

 
3. Once you find the correct record, select it by double clicking its row or 

clicking its row and then clicking “Select.” 
If there are multiple applicable records, select one that includes an LPL 

copy, or if LPL does not own one, select the record with the greatest number 
of items.  

a. Owning libraries appear at the bottom of the record description. If LPL 
owns a copy, “Lewiston Public Library” will appear first on the list. 

 
b. Number of items appears at the bottom of the record summary. 
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4. Select “Hold Copy Returned Soonest” 

 
5. In the pop-up “Search for Patron” window, scan the patron’s barcode or 

search by name or u-number. Select the patron record if searching by name 
or u-number. 

 
6. In the pop-up “Place a Title-Level Hold” window, edit any necessary details 

and hit “OK.” 

 
For most holds, editing the details on this pop-up will be unnecessary.  
 

Pickup Location – defaults to LPL  
Limit by Location - Don’t use this as 
it messes up the hold queue. If you 
need an LPL item, place an item-level 
hold instead (instructions on page 7). 
Not Wanted Before - Will “freeze” the 
hold until the date indicated.  
Not Wanted After - Will cancel the 
hold automatically after this date. 
Hold Note – Adds a note with addition 
info alongside the hold. 
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Placing Item-Level Holds 

Just like for bib-level holds, item-level holds can be placed using two Sierra Functions: 
Check Out (Circulation Desk) and Search/Holds. Instructions for using each function are 
included here, but in general, you should default to using Check Out (Circulation Desk) 
because it will allow you to place multiple holds for the same patron more easily.  
Instructions for placing holds in this way begin below. For instructions on using the 
Search/Holds Function, go to page 11. For help using Sierra’s browsing menu, see 
Appendix II (page 29). 

There are three reasons to place an item-level hold instead of a bib-level hold: 

1. Any of the items in the bibliographic record have a volume field. In 
this case, you will need to select an item based on which volume the 
patron wants. In Sierra, you must do this manually. In the OPAC, the 
system will force an item-level hold for any title with volume fields. 

2. You have the item that the patron wants to reserve in hand. This may 
be the case when a patron calls about an item we currently have 
checked in and wants to pick it up same day. 

3. You need to reserve a copy owned by LPL for a technical reason like 
the patron not having ILL permissions.  
 

A. Placing Holds using the Check Out (Circulation Desk) Function 
1. If you are not already in the Check Out (Circulation Desk) function, press “F1” 

on your keyboard or select it from the Functions menu in the top right corner 
of Sierra. 

2. Pull up the patron’s record using their barcode, name, or u-number. 
3. Go to the “Holds” tab 
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4. Select “Add Holds” 

 
5. In the pop-up “Browse” window, search for the item. For more information on 

using Sierra’s browsing menu options and filters, see Appendix II (page 29). 

 
6. Once you find the correct record, select it by double clicking its row or 

clicking its row and then clicking “Select.” 
Make sure that the record you select contains the correct volume. If 

there are multiple applicable records, select one that includes an LPL copy 
(if there is one). If LPL does not own a copy of the correct volume, select a 
record that includes the correct volume. 
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7. Select the correct item by clicking on its row. (It will then appear highlighted.) 

 
If the volume needed is owned by LPL and that copy is available, 

select LPL’s copy instead of another library’s copy.  
If multiple volumes are needed, you can select multiple items by 

clicking and dragging to highlight rows that are next to each other or holding 
“Ctrl” on your keyboard while selecting multiple rows. 

8. Once all the volumes you need to request are highlighted, click “Hold 
Selected Items.” 
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9. In the pop-up “Place Hold for Available Item(s)” window, click “Page for 
item(s).”  

 
10. In the pop-up “Place a Title-Level Hold” window, edit any necessary details 

and hit “OK.” 

 
For most holds, editing the details on this pop-up will be unnecessary.  
 

B. Placing Item-Level Holds using the Search/Holds Function 
1. If you are not already in the Search/Holds function, press “F3” on your 

keyboard or select it from the Functions menu in the top right corner of 
Sierra. 

2. Search for the item. For more information on using Sierra’s browsing menu 
options and filters, see Appendix II (page 29). 

 

Pickup Location – defaults to LPL  
Limit by Location - Don’t use this as 
it messes up the hold queue. If you 
need an LPL item, place an item-level 
hold instead (instructions on page 7). 
Not Wanted Before - Will “freeze” the 
hold until the date indicated.  
Not Wanted After - Will cancel the 
hold automatically after this date. 
Hold Note – Adds a note with addition 
info alongside the hold. 
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3. Once you find the correct record, select it by double clicking its row or 
clicking its row and then clicking “Select.” 

Make sure that the record you select contains the correct volume. If there 
are multiple applicable records, select one that includes an LPL copy (if 
there is one). If LPL does not own a copy of the correct volume, select a 
record that includes the correct volume. 

4. Select the correct item by clicking on its row. (It will then appear highlighted.) 

 
If the volume needed is owned by LPL and that copy is available, 

select LPL’s copy instead of another library’s copy.  
If multiple volumes are needed, you can select multiple items by 

clicking and dragging to highlight rows that are next to each other or holding 
“Ctrl” on your keyboard while selecting multiple rows. 

5. Once all the volumes you need to request are highlighted, click “Hold 
Selected Items.” 

 



Placing Holds 
 

Last Updated March 2026 
13 | P a g e  

 

6. In the pop-up “Search for Patron” window, scan the patron’s barcode or 
search by name or u-number. Select the patron record if searching by name 
or u-number. 

 
7. In the pop-up “Place Hold for Available Item(s)” window, click “Page for 

item(s).”  

 
8. In the pop-up “Place a Title-Level Hold” window, edit any necessary details 

and hit “OK.” 

 
For most holds, editing the details on this pop-up will be unnecessary.  

 

  

Pickup Location – defaults to LPL  
Limit by Location - Don’t use this as 
it messes up the hold queue. If you 
need an LPL item, place an item-level 
hold instead (instructions on page 7). 
Not Wanted Before - Will “freeze” the 
hold until the date indicated.  
Not Wanted After - Will cancel the 
hold automatically after this date. 
Hold Note – Adds a note with addition 
info alongside the hold. 
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Placing MaineCat/INN-Reach Holds 

Currently, PINS are not required for placing holds through MaineCat. Below is the method 
for placing an INN-Reach hold for a patron using MaineCat. 

1. In your web browser, go to the MaineCat website (https://mainecat.maine.edu/). 

 
2. Search for the item. 

  

https://mainecat.maine.edu/
https://mainecat.maine.edu/
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3. Select the item by clicking on its title. 
4. Click “Request This Item” 

 
5. Select “Lewiston Public Library” (or “Auburn Public Library” if the patron’s card is 

technically an APL card) from the drop-down menu and then click “Submit above 
information.” 
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6. Enter the patron’s information and click “Submit.” 

 
You can copy and paste the patron information from Sierra. 
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Modifying Hold(s) 

Occasionally, a patron may want their hold(s) modified after they’ve been placed. Common 
use cases include a patron wanting a hold currently set for pickup at APL to come here (or 
vice versa), a patron wanting to suspend their hold(s) until they are back from a vacation, or 
a patron not wanting an item if it won’t come before their book club.  

1. If you are not already in the Check Out (Circulation Desk) function, press “F1” on your 
keyboard or select it from the Functions menu in the top right corner of Sierra. 

2. Pull up the patron’s record using their barcode, name, or u-number. 
3. Go to the “Holds” tab.

 
4. Select the relevant hold(s). 
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5. Click “Modify Holds.” 

 
6. In the pop-up window, you can modify holds in the following ways: 

a. Change Pickup Location by selecting a diVerent one from the drop-down menu.  

 
b. Enter a date into the Not Wanted Before field to freeze a hold so that it will not 

be filled until after that date. 

 
 

Remember to only set pick up 
locations as LPL or APL, unless 
the patron is visiting from 
another library. For visiting 
patrons, you can set the pickup 
location as the patron’s home 
library. 
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c. Enter a date into the Not Wanted After field to make the hold automatically 
cancel after that date. 

 
d. Add a note in the Hold Note field to add extra information. 

 
Notes show up in the bibliographic record in the Item-Level Holds or Bib-Level 
Hold tab(s): 

 
e. Do NOT use the Limit to Location as it messes up the hold queue. If you need an 

LPL item, place an item-level hold instead (instructions on page 7). 
7. Click “OK” to confirm modification. 
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Canceling Hold(s) 

1. If you are not already in the Check Out (Circulation Desk) function, press “F1” on your 
keyboard or select it from the Functions menu in the top right corner of Sierra. 

2. Pull up the patron’s record using their barcode, name, or u-number. 
3. Go to the “Holds” tab.

 
4. Select the relevant hold(s). 
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5. Click “Cancel Hols” 

 
6. In the pop-up window, click “No.” 
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Changing Hold Priority 

It is possible to manually move a patron up or down on a list of holds by “changing priority” 
of the hold. This should only be done when there is a system malfunction or staV error 
placing the hold. It should not be done on a regular basis. 

1. Pull up the item’s bibliographic record. 
2. Click on the “Item-Level Holds” or “Bib-Level Holds” tab (depending on which type 

of hold it is) 

 
3. Select the hold you need to adjust the priority of. 
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4. Click “Change Priority.” 

 
5. In the pop-up “Change Hold Priority” window, select a new priority from the drop-

down menu. 

 
6. Click “OK.” 

 
7. Click “Modify Holds.” 

 
8. Add a brief explanation with staV initials in the Hold Note field and click “OK.” 
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Appendix I:  
Placing Holds as a Patron 

Patrons can place holds for themselves, using the OPAC or MaineCat using their barcode 
and PIN or barcode and name, respectively. Instructions for placing a hold as a patron 
through the OPAC are below. Instructions for placing a hold as a patron through MaineCat 
are on page 26. 
 

Placing a Hold Through the OPAC 

1. In your web browser, go to the OPAC (https://minerva.maine.edu/). 

 
2. Search for the item. 

 

https://minerva.maine.edu/
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3. Select the relevant title by clicking its title. 
4. Click “Request.” 

 
5. Enter barcode number and PIN, and click “Submit.” 

 
This image is from New York Public Library – replace with Minerva’s after 3/17/26 
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Placing a Hold Through MaineCat 

Currently, PINS are not required for placing holds through MaineCat.  

1. In your web browser, go to the MaineCat website (https://mainecat.maine.edu/) if you’re 
not there already. 

 
2. Search for the item. 

  

https://mainecat.maine.edu/
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3. Select the item by clicking on its title. 
4. Click “Request This Item” 

 
5. Select “Lewiston Public Library” (or “Auburn Public Library” if the patron’s card is 

technically an APL card) from the drop-down menu and then click “Submit above 
information.” 
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6. Enter the patron’s information and click “Submit.” 
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Appendix II:  
Sierra’s Browsing Options 

Sierra has a variety of search fields and filters to guide your browsing. Information about 
search fields begin below. Information about search filters begins on page 33. 

Search Fields 

A. Selecting Fields 
You can select which search filed to use by selecting it from the drop-down menu: 

 
For more options and/or to search using more than one field, click “+.” 

 
In the pop-up window, you can add or subtract additional fields using the “+” and “-.”
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B. Types of Search Fields 
There are many types of fields you can search by, but below is a list of some of the 
most useful ones for browsing with explanations of how they work. 

• t – TITLE – returns a list of titles, in alphabetical order, that start with 
whatever you type in the search bar 

  
• a – AUTHOR – returns a list of titles that have an author starting with 

whatever you typed in the search bar 

 
Remember: Author fields list the last name first, so Sierra will search this 
way even if you don’t include a comma. 
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• b – BARCODE – pulls up the bibliographic record containing the item with 
specified barcode 

 
This is most useful when trying to quickly access the record of an item you 
already have in hand. 

• d – SUBJECT – returns a list of titles that include a subject field (entered by 
the cataloguer) starting with whatever you typed in the search bar  

• i – PUBN # – pulls up the bibliographic record containing the item with 
specified ISBN 

• W – WORD – returns a list of titles that contain whatever you typed the 
search bar anywhere in their record 

 
This keyword style search is great for quick searching especially if you enter 
the author’s name and part of the title. 
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• . – RECORD # – pulls up the bibliographic record for the bib or item record 
number entered  
Bib Record Numbers are unique identifiers for bibliographic records and all 
start with “b” 

 
Item Record Numbers are unique identifiers for specific items and all start 
with “i” 

 
Record numbers show up on the pull list, so searching in this way is helpful 
when looking for more information about an item from that list. 
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Search Filters 

Filters can be used to limit search results by various criteria. 
A. Navigating Filters 

Filters appear on the left-hand side of Sierra, next to the search results: 

 
You may have to scroll to see all filter options. 
 
Next to each filter option is the number of results that match that criteria. 
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Collapse and expand filter menus using the arrows next to the filter type. 

 
Click on a filter option to apply it to the search results. 

 
To deselect a filter option, click the “X” next to it. 

 
B. Types of Filters 

Filter types will only show up for your search if they are relevant, so, for example, if 
all of the results for your search are in English, French won’t show up as an option 
for the Language filter. 

• Format – Limits search results based on material type.  
o “Printed MTL” is the default material type for books and includes 

paperbacks and hardcovers that are not large print or graphic novels 
• Language – Limits search results based on the language they are 

written/spoken/etc. in 
 



Placing Holds 
 

Last Updated March 2026 
35 | P a g e  

 

• Locations – Limits search results based on owning library 
“Lewiston Public Library” and “Lewiston Public Library Children’s Collection” 
are listed separately, and the regular “Lewiston Public Library” option will not 
include children’s materials. 

 
If you want to limit your search to items owned by LPL and include both 
adult/teen and children’s materials, follow these steps:  
1. Click the “+” next to the search bar. 

 
2. Enter “lpl Lewiston Public Library” into the “WHERE Item is located” field 

and click the “+” next to it. 

 
3. In the new “WHERE Item is located” field, enter “lplj Lewiston Public 

Library Children’s Collection” and click “Apply.” 
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• Phrase – Limits search results based on diVerent continuations of the search 
criteria 

o For an author search, the Phrase filters will list the various authors 
your search could refer to: 

 
o For a title search, the Phrase filter will list the various titles that your 

search could refer to: 

 


