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At the moment the only way to access print books is to place a hold on the titles you’d like. 

Your selections will then be generated on a list and staff will pick as many as possible, notify 

you of their availability and you’ll have 3 full working days to come in and issue them to your 

account. 

If all available titles are checked out to other users, your hold will be added to a queue and 

you’ll be notified when a copy becomes available. 

This guide covers placing holds on single items – the best method if you have just a few 

items to reserve – and also how to add multiple items to a cart and place holds in a batch 

How to Place a Hold – Single Items 
To place a hold for one item, visit the Library catalogue: 

https://library.marjon.ac.uk/ 

Log in to your University account by clicking the ‘Log in to your account’ option at the top 

right of the page.  

 

A popup will appear - as a Marjon member use the ‘Click here to login’ option, not the login 

boxes. 

https://library.marjon.ac.uk/


 

The usual Shibboleth Marjon network login box will appear option and you can log in using 

your Marjon network username and password. 

 

You’ll know you’re correctly logged in because your name will display next to ‘Welcome’ on 

the top right of the page. 



 

Run a search using the search bar towards the top of the page for the item using Title, 

Author or Keywords. The left-hand drop-down defaults to Catalogue, so for placing holds 

you should leave this selected. 

 

Once the results list has generated and you’ve found the title you’d like to look at, click the 

‘Place hold’ option at the far bottom left of the item record box: 

 

You’ll then be asked to confirm your hold – just click the ‘Confirm hold’ button at the 

bottom left of this section – nothing else will need amending: 

 



Once the hold has been applied, you’ll be taken back to your account summary page with 

the holds tab open to display your new hold.  

 

From this tab you can also cancel your hold if you no longer need the item, however you can 

only cancel holds from this screen if the item status is still pending. Once an item is 

available, if you need to cancel a hold just email libraryenquiries@marjon.ac.uk and staff 

will sort it for you. 

You will be notified at your University email address when items become available and they 

will be shelved for collection under the first three letters of your surname and the last three 

digits of your University number. 

You can then issue books through the self-service machines on the ground floor. 

How to Place a Hold – Multiple Items 
If you’ve got a few items that you want to place holds on, you can put them all in your 

virtual cart and then place the holds in one go. 

If you’ve not already done so, log in at this point by following the instructions from the 

‘single items’ section above. 

Run a search using the search bar towards the top of the page for the item using Title, 

Author or Keywords. The left-hand drop-down defaults to Catalogue, so for placing holds 

you should leave this selected. 

 

Once the results list has generated and you’ve found the title you’d like to look at, click the 

‘Add to cart’ option at the bottom left of the item box: 

mailto:libraryenquiries@marjon.ac.uk


 

When you’ve added all the books you want to place a hold on to the cart scroll to the top of 

the catalogue page and click the cart icon or text – there will be a number in white in a 

green box next to this, which indicates the number of items in the cart: 

 

A new popup will appear, which you can expand if you prefer, but to place holds first click the ‘Select 

all’ towards the top left of this box. This selects all the tick boxes in your cart so you’re ready to place 

holds on all the items. 

Next click the ‘Place hold’ option towards the top right of this box:

 

The pop up box will disappear and a list of the items you selected will be on the page. At this point 

you can double check and remove any items you don’t need before confirming. 



NOTE:  You can add items to the cart that can’t have a hold placed on them – E-Books, print 

journals and dissertations all fall into this category - but the confirmation list will flag these items 

for you by displaying the message ‘There are no items that can be placed on hold’ underneath the 

title: 

 

Scroll to the bottom of the list and click the ‘Confirm hold’ button at the bottom left of this list: 

 

Once the hold has been applied, you’ll be taken back to your account summary page with 

the holds tab open to display your new hold: 

 

From this tab you can also cancel your hold if you no longer need the item, however you can 

only cancel holds from this screen if the item status is still pending. Once an item is 

available, if you need to cancel a hold just email libraryenquiries@marjon.ac.uk and staff 

will sort it for you. 

mailto:libraryenquiries@marjon.ac.uk


Items will still be in the cart once holds have been placed, so if you have finished with them 

just click the cart icon again to open the pop up box. 

Click the ‘Empty and Close’ option towards the top right of this box and you’ll then be 

prompted to confirm that you want to clear the cart:

 

 

When you click ‘Ok’ the cart will empty, but your holds will still remain. 

You will be notified at your University email address when items become available and they 

will be shelved for collection under the first three letters of your surname and the last three 

digits of your University number. 

You can then issue books through the self-service machines on the ground floor. 

 


