
We are so excited for you to get books from our media center! Mr. 
Randolph is allowing all students to checkout 3 books. You will get to 

keep them for up to 3 weeks. To make sure you get your favorites,  let's 
take a look at how this will work. You will be assigned a day and time to 

come and pick up your books.



Extra notes…
We want you to 
place the books 

you want to 
checkout on 

hold, so that we 
can get them 
ready for you. 

Start by logging 
in to your 

My eClass portal.

Student Number



Extra Notes…
Once logged in, you 
will see Apps on the 

right hand side. You will 
choose the media 

catalog.





Extra Notes….
I searched for Finding Winnie. When the record popped up I can see 

that is has an E in the call number. That means it is a picture book. I can 
also see the green corner that says, "in".  Since the book is in, it can be 

pulled and checked out to me.



Extra Notes… You will continue to search for books and click hold on up 
to 3 books. Remember if you hold a book that is in, we can pull the book 

and check it out to you. If the book is out, you will be in line to get the 
book, but you won't get it during the Monday pick up day this week. It is 

your choice to decide if you want to wait for a book.

Book was IN Book was OUT



Extra Notes… Mr. Randolph suggests that you only put books on hold 
that are in for this first book checkout.  Then you will get 3 books when 
you come and pick up. REMEMBER YOU CAN ONLY CHECK OUT ONE 

GRAPHIC NOVEL AT A TIME, so don’t hold only Graphic Novels or you will 
only get one book!

What do you mean…
I’m 100th in line for the 

new Dog Man?



Extra Notes…
Remember you can only place 3 books on hold. 

Once you have 3 holds, you will see this message pop-up
if you try to click hold on a new book.



Extra Notes… It’s okay if you change your mind, but Wednesday night is your 
last time to make changes and place holds.  We will begin pulling books on 

Thursday for the next week. It takes a few days for me to pull and gather all of 
these holds, so please be patient. E-mails from our system don’t like AOL or 

Yahoo for some reason, so set up a Gmail account if you need to and make 
sure it’s in our Synergy system.



Extra Notes… 
If you want to take a 
book off hold, you will 

need to go to “holds’ in 
the main menu.  Then 
click on the title of the 

book and you will see un-
hold in the menu. 



Important Reminders!
1. Place all holds by Wednesday night. 

2. On Thursday, we will begin pulling 

holds, checking them out, and getting 

them ready for the Monday pick-up day.

3. Only books that are “IN” when you put 

them on hold will be ready for pick-up.

4. If you don’t pick-up your books, they will 

be checked back in the next day.

5. You can check out 3 books,  but only 1 at 

a time can be a Graphic Novel.



Extra Notes… 
Don’t’ forget you always have access to e-books in our media 

catalog. And don’t forget about our amazing public library!



Books must be on hold by THURSDAY evening.

Holds may be picked up the next
Mon-Thurs until 12:30pm.

Call front desk (678) 344-6100 when here to pick up 
or to make special arrangements.
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