[bookmark: _GoBack]ALMA QUICK TIPS: Placing a Hold and Canceling a Hold
1. Search for the item to be requested in the Alma dashboard. Narrowing the search to Physical Titles is recommended.
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2. After identifying the item in discovery, click on the “•••” box in the upper right hand corner of a result. Then, select “Request” from the dropdown. Note: depending on your institution’s configuration, shortcuts may exist for this action (a “Request” button on the item record, for example). 
[image: https://lh3.googleusercontent.com/bKzXQ9mWV72DBZmNU-bm-5Xd1YZ-gVN41vsA8Afi7X-keRPOO4brWUWULylcnDnJa8nvhYfsetKc1AGQSBpNiiitefoi_8RIjCB9CepuFfhDA-mBdlOL9fgCmV7cb4mcJShizOZ4]
0. On the Create Request screen, select “Patron physical item request” from the dropdown menu.
[image: https://lh3.googleusercontent.com/fLFWNBBf88xoQlYiQqQM9xvUjkRE6EH86iAUjPsPwaC5ey-3hXtWb4CkqgxbPFZSHWAQDHdwJbsRQyvJJrzbP1ZpwlOmotby3uNzK5dcvh1AVv_RVZqf028c5tYDXU553-W3KJNo]


0. On the screen that follows, enter the “Requester” barcode number and the “Pickup At” location.
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0. If you do not allow “on-shelf” requests but want to override that policy, you can click on Override On 
Shelf Request Policy to do just that!
1. Click “Submit” to complete the request.


Canceling a Hold in Alma
There are a few ways to cancel a hold in Alma:
Option #1 Staff with the appropriate authorization/user roles can cancel a hold by going to Resource Request Monitoring under the Fulfillment drop-down menu and selecting “Cancel” on the appropriate request record.
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Option #2 Staff who are limited to the Circulation Desk Operator role can navigate to the requesting user’s account under Manage Patron Services, go to the “Requests” tab, and select “Cancel” from the dropdown menu under the [image: ] button.
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Option #3 Lastly, patrons may cancel their own requests using Primo by going to their account information, selecting “My Requests” from the dropdown menu (pictured), and selecting “Cancel” from the list of requests.
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