A quick guide to searching the catalogue and taking out books

The Main Menu allows you to choose between the Enquiry Menu and Circulation Menu.  The back arrow takes you back to your previous screen

Enquiry Menu – to look for books
General Search and Advanced Search – to search the catalogue

Reader information – to check what books you have on loan

Library information – opening times and contact details
General Search:  Type in the search term (author, title, word from title, subject).  Your results are displayed on the screen.  
There are 10 results per screen.  Use the back and forward arrows to move between screens.

Double click on the title of an item to find out further details about that item.

From the full catalogue record, use the reserve button to reserve books on loan.

Use the back arrow to return to the search screen.
Use the menu on the left hand side of the screen to log in and out of the catalogue, renew your loans, save your searches and lists of results and email your queries to the library.
Circulation Menu - to issue and return books

Issue – to take books out

Return – to bring books back

Renew – to keep books for a longer period

Issue:  Enter your reader code from your library card (example: R999)
Open the book and see the barcode in the bottom right hand corner of the first page.  Either type in the number underneath the barcode or use the scanner to scan the barcode into the computer.

To use the scanner: press the button on the underneath side of the scanner and keep it pressed down.  Keep the book flat on the table.  Hold the scanner just above the barcode.

Click on the back arrow to return to the previous screen

To return:  There is no need to enter your reader code.  Enter the barcode in the book as described above and the book will be removed from your record.
To renew:  You can use the renew all button on the Issue or Return screens to renew all your books.  
Please ask Rachel or Pat if you need any further assistance!
