
Rev.  July 2009 

 

CVCC LIBRARY QUICKSTART GUIDE   
 

Placing Holds  

 

Use the Online Library Catalog to see what books are available in the CVCC Library collection.   When you 
see an item you are interested in, you may place a Hold Request; the item will be retrieved and held at the 
Public Service Desk for you.  Upon request, items can be sent to off campus center sites (see step 6). 
 
 
1. To use the Online Library Catalog to place a hold: 

 Go to the CVCC Home page at www.cvcc.vccs.edu .   Under RESOURCES, click Library.   

 You are now at the CVCC Library home page.  Click Information Reference Page (right side).  
 You are now at the Library Information Reference Page.  You can also go directly to this page at 

www.cvcc.vccs.edu/Library/InformationReference.asp . 

 Under BOOKS, JOURNALS, MAGAZINES, AND VIDEOS, click Online Library Catalog.   

 Under Select College, select Central Virginia CC. 

 Under Choose Search Type, select the type of search you would like to perform (keyword, title, 
author, subject, etc.). 

 Under Enter Search Term(s), search your title, author, or subject.  Click Go.  (For additional 
information on using the Online Library Catalog, see the QuickStart Guide -- Using the Online 
Library Catalog. )  

 
2.  You may get a view like this:  

  

 Click on the small number (i.e. “1”) in the View Record column (far left column).  

 OR, if you see a Full View of Record similar to the screen below, proceed to step 3. 
 

http://www.cvcc.vccs.edu/
http://www.cvcc.vccs.edu/Library/InformationReference.asp


Rev.  July 2009 

 

 

 

3. By Holdings, click All items (near bottom of page).  
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4. Under Request, click Request this item. 

 

 

5. Log in with User name and Password and click Go. 
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6. Add any Optional notification information or Notes (such as alternate delivery to an off campus center 

site, CVCC email address, cell phone number, etc.) and click Go. 
 

 

 

7. Your item is now on Hold.  You will be notified by CVCC email when the item is ready for pickup. 

 

Hold Request Details - Jane Doe 

Please send to Amherst Center 


