
How to Place an Item on Hold & Pick It Up at the Main, Blue Island, or Tinley Park Campus 

 

Holds can be placed on items owned by the MVCC library by using the Request It button in the library 

catalog.  If you need to request an item owned by another library, please make the request by using the 

Interlibrary Loan form. 

 

What is a hold? 

You can place a hold on an item that is available or one that is currently checked out.  

If you place a hold on an available item, the item will be pulled from the collection by library staff and 

sent to the pick-up location that you indicate on the request form.  You can pick up an item at the Main 

campus at the Library or have the item delivered to the Blue Island or Tinley Park Campus.  Please note: 

requests that are delivered to either the Blue Island or Tinley Park campus may take 1-3 business 

days. 

 

 

If you place a hold on an item that is currently checked out, you will be placed “next in line” for the item, 

and, it will be put on hold for you immediately after the item is returned by the patron who currently 

has it checked out.  Please note: requests that are delivered to either the Blue Island or Tinley Park 

campus may take 1-3 business days.  

 

 

How to place a hold 

Search the library catalog to find items owned by the MVCC Library. 

The click the Request it button in the catalog. 

http://lib.morainevalley.edu/libservices/Ordering.html
http://encore.morainevalley.edu/iii/encore/?lang=eng


 

 

You are then prompted to login to the library system using your MVCC username and password.   

 

Next, select a pick-up location for the item: MVCC Main Campus, Southwest Education Center (Tinley 

Park), or Blue Island.   

 

 

After submitting the request, you’ll receive a confirmation: 



 

 

You will receive an email when the hold has been processed and is available for pick-up in the location 

you selected. 

The email will look something like this: 

 
     **ITEM HOLD--PICK UP NOTICE** 
 
     The item listed below will be held for you at the Library Circulation 
     Desk for 7 days from the date of this notice. If you do not pick up  
     the item within this time, your hold will be automatically cancelled  
     and the item will become available to other patrons. 
     If you have any questions, please call (708) 974-5235. 
     (96) 
 
 AUTHOR:   
 TITLE: The EY exhibition : Paul Klee : making 
 CALL NO: N6888.K55 E9 2013 
 BARCODE: 35029004078174 
 LOCATION: General Collection 
 PICKUP AT: MVCC Main Campus 
 

You have 7 days from the day the notice is sent out to pick up the item from the library. 

If circulation staff has to cancel the hold for some reason, you will receive a cancellation notice via 

email. 

Note: as a patron, you have access to your library account via the web.  Log in to manage your Hold 

requests-- view the status of the request, change the pickup location (only before it has been 

processed), or cancel the hold. 

http://encore.morainevalley.edu/iii/encore/Sdologin?lang=eng&loginReason=doDefault


 


