
A couple of great ways to look up items in Carl.X 

 
 
It's difficult looking things up in Carl.X, because it lists all types of the same title in no 

discernible order. There is a way to locate just books of a given title and eliminate other types 

(audio, e-media, dvd, etc.) 
 
I will use “Fault in our stars” as an example 
 
In the Item Maintenance tab, click the Searcher button first 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1. Type the title of item 

 
2. Select Modifiers tab 

 
3. Select what you are looking 

for the movie or text, etc. 
 

4. Hit the Search button 
 
Now you have only the text 
versions of "The fault in our 
stars" 



Another way to look up items is to use the library catalog and Carl.X together. 
 
1. Find the item you are looking for in the catalog 
2. Then click on the marc record (at the bottom left) 

  

 

 

 

 

 

3. Then highlight the ISBN# and copy it into the item search in Carl.X. 
 
  



Change the Library Location on an Item that is on the Hold Shelf at a 
Different Location 
 

1. In Patron information, click the Summary tab and then the Request button (if it is in "all" it will 

not work) 
 

2. Select the item that needs to have the location changed (highlighted in blue) 
 

3. At the bottom of the page, select Cancel Hold 
 

4. Choose a cancel reason, select other, then in the free text box, write "wrong library ";  press OK. 
 

5. Big red box will come up.   Choose cancel hold and place first in cue (should be the first choice) 
 

6. Then go back to the requests tab and select change library location (it is next to the Cancel 

hold button) 
 

7. Then call the library that has it on their hold shelf and tell them to check it in. 


