Using the Hold Lockers at MCPL Express @ Olney

Place holds for pickup at Olney Hold Lockers ONLY IF
· you receive email notifications, AND

· you can pick up your available holds within 4 days of notification. 
Can I use the lockers to pick up items if I have either PAPER or EMAIL notification?

· You can only use the lockers at MCPL Express @ Olney if you have email notification.

· Holds placed by customers with PAPER notification will be cancelled and not filled.

· Customers must have email notification because pickup will be required in 4 days (not the 10 days available at other pickup locations) due to the limited number of lockers and the anticipated popularity of the service.

· If you currently have paper notification and want to switch to email, please register for email notification.
What pickup library do I choose when placing a hold if I want to use the hold lockers at MCPL Express @ Olney?
· If you are using the new version of the catalog, please select OLN_LOCKER as your pick up library.
· If you are using the Classic Catalog, please select “Olney Hold Lockers at Longwood Comm. Ctr.”
How do I know when to pick up my hold?

· Wait until 6:00 PM on the day you receive your email hold notice to go to the hold lockers at Longwood Community Center to pick up your hold.
OR
· If you check your account online and see that the item for which you received a hold notice is checked out and on your account, you can retrieve the item from the hold locker.
How long do I have to pick up the hold from the hold locker at MCPL Express @ Olney?

· You will have four days (which include closed days for Longwood and the day you receive the notice) to pick up your hold.  After 4 days, it will be removed from the lockers and your account.  No fee will be accessed to your account, and the item will be sent on to the next hold customer or back to its owning library.  
· The shortened pickup time and the need for email notification are necessary because of the limited number of lockers for holds and the anticipated popularity of the service.

What is the procedure for getting my hold out of the hold locker at MCPL Express @ Olney?
· Go to the keypad on the locker system located in the area where the Book Lending Library kiosk and DVD Media Box kiosk are located at Longwood Community Center.

· Press the CLR key.

· The screen on the keypad will display the following information:
Enter Code: ******* then Press: <#ENT>

· On the keypad, punch the last four numbers of the barcode for the library card on which you placed the hold.

· You MUST use the last four numbers of the barcode for the library card on which you placed the hold in order for the locker system to operate correctly.

· The door on the locker (or lockers if there are multiple holds waiting for you) will open, and the keypad screen will indicate Opened Door(s) with the number and the words Please retrieve item.
· If the keypad message indicates “That Code is Invalid.  Error – Please retry,” it means that either you typed in the wrong code or your locker has expired and your code is no longer valid.
· Please go to the locker door that has opened, remove the item from the locker, AND push the locker door closed so that it can not be reopened.

· Items are checked out for the regular loan period for the item type you have on hold.  A slip of paper with the due date is in the item.
· These items may be returned to any MCPL branch or to the Book Return in the Longwood Community Center.

How do I checkout my hold once I remove it from the locker?
· The hold will already be checked out to the library card on which the hold was originally placed.

· A slip of paper will be included in the item with the due date information.

· The item will be checked out on the day it arrives at MCPL Express @ Olney; regular loan periods for the type of item apply.

Where do I go with questions or comments?
· For questions about due dates or fines on your account, please contact a nearby library.
· To report technical problems with the machines, please contact 240 777-0016 (Monday to Friday, 8:30 AM to 5:00 PM; after hours leave a voicemail).

· Send us your comments.
