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PLACING AND MANAGING YOUR HOLD REQUESTS 

 
 

You may place a hold on any circulating item and 
have it sent to any NYPL branch.  Click on Place 
Hold to complete your request. If the Place Hold 
option does not appear in the record, that item is 
not eligible for a hold request. You will need to log 
in using your library card. 
 
Results returned in Advanced Search include 
information about the number of holds currently 
placed on the item.  
 
When you place a hold, the Pickup Location 
automatically defaults to the library that you visit 

most frequently – your home library. You may select a different library at the time you place the hold, or change it 
later by logging in to My Account and editing your holds list. A pickup location can be changed up until the item is 
in transit. 
 
Should you need to change your home library, login to My Account, click on Change Account Information and 
choose the correct library from the drop down menu. 
 
Once you are logged in to My Account, you may view your holds list, check the status of your hold requests, and 
cancel or freeze your holds. 
 

 
 
Freezing a hold allows you to maintain your place in the hold list while you are away. Patrons behind you in line will 
jump ahead until you unfreeze your hold, at which point you will move ahead normally. If you become first on the 
list, we will not fill your hold until you unfreeze, and then you will get the next available copy. You cannot freeze a 
hold if an item is already in transit or ready to pick up, if you are first in the queue and there are available items, or 
if there are more available items than holds. 

To freeze holds: Click the check box for each item you wish to freeze, and click Update List. Your frozen holds will 
have a check mark to the right. Don’t forget to unfreeze your holds when you are ready to receive them again! Click 
in the check box to remove the check mark. When you click Update List the boxes will stay unchecked.  


