Issuing, Returning and Renewing books on computer (1)

An Introduction 

· It is possible to issue (take out), return, renew and reserve books from the Library on the Heritage computer system.  As long as the correct procedure for issue and return is followed, the Library catalogue should show a true record of all items available for loan or reference use.  

· Once you have completed a Registration Card for the current academic year, your details are added to the computer database and you are assigned a unique Library Borrower Number.  This number is prefixed by the letter R. 

You need to enter your Library Borrower Number onto the computer in order to issue or renew your books.
· All registered borrowers of the Library are issued with a Library Borrower Card, displaying your name and borrower number.  Please keep this card in a safe place, and remember to bring it with you when you use the Library.  

· Please obtain your Library Borrower Card from Library staff. 

· Please contact Library staff if you lose your card or forget your number, or if you have any other questions about the system.

· All Library Borrowers have been assigned to one of the following categories, which determine your borrowing rights as follows:

	Borrower Category
	No. of loans
	Loan period
	No. of reservations

	CRCW
	15
	35 Days
	5 at one time

	External (borrower)
	6
	21 Days
	5 at one time*

	External (reference)
	0
	-
	-

	FdA
	15
	28 Days
	5 at one time

	Faith in Living midweek
	15
	28 Days
	5 at one time

	Faith in Living weekend
	15
	35 Days
	5 at one time

	NBC Regional Workers
	10
	28 Days
	5 at one time

	NOC
	15
	28 Days
	5 at one time

	Postgraduate
	20
	35 Days
	5 at one time

	SNWTP
	15
	28 days
	5 at one time

	Staff
	20
	35 Days
	5 at one time

	Unitarian College
	10
	28 days
	5 at one time


* External borrowers are allowed to reserve items, but we cannot recall an item from one of our students for an external borrower.  Therefore, we cannot confirm the length of time that you will have to wait for the item to be returned.
Issuing, Returning, Reserving and Renewing books on computer (2)
· Issuing Books

It is only possible to issue books on one computer on the Issue Desk (near the main entrance to the Library).

Click on the Back button (top left hand corner) until you see the Main Menu screen, which shows two options; Circulation Menu and Enquiry Menu.  Move your mouse cursor over the Circulation Menu option and when the cursor changes to a hand, click once with the left hand button on the mouse.

You are then presented with four options: 

· to issue (take out) an item 

· to renew an item

· to return an item

· to reserve an item

Follow these instructions to take an item out: 

· Move your mouse cursor over the first option (issue) and click once.

· Enter your reader code, which is the number on your Library borrower card beginning 'R', and press the return key.

· Your details will be displayed in a box at the top left hand corner of the screen.  Any important information (eg. overdue items, reservations awaiting collection) will be shown in the top right hand corner of the screen.  All books currently on loan are listed in the middle of the screen.   

· Scan or type the barcode located at the bottom right hand corner of the first page of the item.  To scan, use the hand held scanner attached to the computer.  You will need to hold down the small grey button on the underside of the scanner, and hold the scanner about half a centimetre above the barcode.  This will place the accession number of the item (the number under the barcode) in the bottom left hand corner of the computer screen.  Alternatively, you may carefully type this number in by hand and then press Enter or click on OK. 

· The item is now issued.

· Check that the details showing on the screen match those of the item you wish to borrow.  Please make a note of the date on which the book is due for return (shown as the Due Date).  The cursor will return to the Issue box and you can enter the number of the next item to issue if required.

· When you have finished, it is very important that you click on the Back button in the top left hand corner of the screen, or press the 'Esc' key on the keyboard to return to the previous screen.  This will prevent anyone else from borrowing books on your record.  

· Returning Books

· Follow the above procedure, but instead of selecting the Issue option from the Circulation Menu, select the Return option.

· It is not necessary to enter your Borrower Number; simply type or scan in the barcode number on the book you wish to return (as described above).  As you return your loans, the screen will inform you how many outstanding books you still have.

· To switch between issue and return functions, use the two buttons at the top of the screen.

· When you have finished, remember to click on the Back button in the top left hand corner of the screen, or press the 'Esc' button on the keyboard, to return to the previous screen. 

· Renewing Books

You do not need to bring your books into the Library in order to renew them.  

· From the Circulation Menu, select either the option to Issue or the option to Renew.  

· At the prompt, enter your borrower number.  All items that you currently have on loan are listed in the middle of the screen.  Point your mouse cursor on the item that you would like to renew and click once with the left button on the mouse. 

· The accession number should show up in the Issue Box.  Click on the OK button or press return to renew the item for a further period.  Alternatively, click on the 'Renew All' button to renew all your items.

It is also possible to renew your books by telephone.  Please contact Library staff on (0161) 249 2514.  You can also renew via email at library@lkh.co.uk
Please note: it is not always possible to renew items indefinitely due to the demands of other users.  Please do not renew any book that has already been recalled for another user
· Reserving Books

It is possible to have up to five reservations on record at one time (ie, reservations in the Library awaiting collection or awaiting return by another borrower).  To reserve an item, you will need to bring up the full catalogue details of the item, click on the Reserve option and enter your borrower number.

· Overdue Books

If you receive a reminder to return or renew an overdue book, or a request to return a recalled item, please try to respond as soon as possible.  The Library does not charge fines for the late return or renewal of material.

It is acknowledged that some library members may experience difficulty in returning items on time, and Library staff will try to take this into consideration when sending out reminders and recalls.  We do not ask anyone to post books back to the library except where an item has been recalled and we are unable to provide a copy from elsewhere.  In these cases, we will refund postage costs if necessary.

· Requesting an item that is not on loan
It is possible to request an item that is not on loan but which cannot be found on the shelves.  Library staff will search for the item for you and inform you when it is found or when a replacement has been obtained.  Please do not request items instead of searching for them yourself.

To request an item that is not on loan, select the Reserve option.  Enter your borrower number and then enter the barcode number of the item that you cannot find (this can be obtained from the Enquiry results screen in the Enquiry Menu).  Ensure you have checked the box marked ‘Item Request’.

· Checking your Borrower Record
It is possible to check your borrower record from the Enquiry Menu screen.  Select option 3 (Reader Information) and enter your Borrower number.  You can then check items currently on loan, status of reservations or items you have loaned in the past by clicking on the tabs in the middle of the screen. 

