How to Request a Recall of Materials
or Place a Hold

Step One: Login to the system by clicking on the Login tab and following the instructions provided.
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You will need to enter your ID number and last name.
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Once you enter the information and click the Login button, you will be forwarded to the search screen.

Step 2 Locate the record for the material you desire to recall or place a hold on.
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Once you have located the record click on the request tab.
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Step 3 Select the type of request you would like to submit.
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Step 4 Include any comments you would like. Insert your ID number. Submit the request.
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The system should indicate that your request was successfully submitted.
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