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Log In 
 

A Log In is required if you want to: 
 Access/change account information 
 Access other databases (e.g., 

EBSCO, Britannica, etc…) 
 Add tags 
 Pay a fine 
 Place holds 
 Suspend/Re-activate holds 
 Save a list 
 Save a search 
 Write Reviews 

 
Log in with your Library Card Number and your PIN (last name).   

How to Log In: 

1) Click Log In, located in the top right corner, as shown below. 

 

2) A Log In to your Account pop-up displays.   

  

 

 

 

 

 

 

 

 

 

 

Click here to Log In 
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3) Type your Library Card Number and PIN (full last name), or your EZ Login.  If you do not 

have an EZ Login, you can create one under your Account once you are logged in.   

4) You may select the Remember Me check box to retain your login and not be continually 

prompted for your information.   

5) After typing your credentials, click Log In.  

6) Once logged in [Your first name] Account slides out to the left, as shown in the example 

below.   

 

 

7) If you see a red circle next to your name (as shown in the example above), there are issues 

on your account that need attention.  The number in the circle indicates the number of 

issues on your account.  Click the red circle and the account summary page opens to display 

the issues (e.g. overdues, fines, arrived holds, etc.)  

 

Create an EZ Login 

Create an EZ Login to make logging in easy to remember.  Choose whatever EZ Username and EZ 

Password you want to set up your EZ Login.  

Create your EZ Login 

1. Log in with your library card number and PIN.  [Your first name] Account slides out to the 

left. 

2. Click the arrow to open the drop-down list of Account options, and then click Account 

Summary.  Refer to the example below.   

 

3. The Account Summary page displays. On the left side of the screen, click EZ Login to open 

the Create EZ Login dialog. Refer to the form show below.    
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4.  Type your EZ Username. Your Username is not case-sensitive and can be used with any 

combination of the following: uppercase letters, lowercase letters, symbols, and numbers.  

For example, 123456, 1luvBks!, Luv2Read. 

5. Type your EZ Password. Your password is case-sensitive and can be used with any 

combination of the following: uppercase letters, lowercase letters, symbols, and numbers.  

For example, 123456, 1luvBks!, Luv2Read. 

6. Retype your EZ Password in the Confirm EZ Password box. If you type two different 

passwords, a message appears advising, Both password fields must match. Re-type your 

password in both fields.   

7. Type your Library PIN (last name) or other requested credentials.   

8. Click Save. A green banner displays at the top of the screen, Your EZ Login has been created. 

The EZ Login option is replaced with two new options, EZ Username and EZ Password. 

The screen changes to Change EZ Username.   

9. Remember to log out when you have finished. Failure to log out could allow other 

borrowers to access your personal information. After a certain amount of time with no 

mouse activity, you will be automatically logged out.   
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View Layout Options 

Your library’s PAC offers two different layouts to view the results of your search: List or 

Flow. These choices are not available until you have performed your first search.  The 

default is List view, but once your results are returned you can select the alternate 

view.   

The example below shows the location of this feature.   

 

List 

This view will display your search results in a list format. Click the title to view title 

details and access copy information, reviews and more. From this view you can place a 

hold or add the item to a list. An example of the List view is shown below.   
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Flow 

This view will display results in a row of book jackets.  Use the Previous/Next arrows 

to move forward or backward thru the display one item at a time, or click a book jacket 

to immediately view the result. Click the title to view title details and access the copy 

information, reviews and more.  From this view you can place a hold or add the item to 

a list.  An example of Flow view is shown below. 
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Search Options 

Advanced Search 

Searching Tips 

 To optimize response time, limit your search fields to five or less. 

 Choose between any of these or all of these if you are searching multiple fields.  The terms 
will be searched as 'OR' for any of these and 'AND' for all of these. 

 Your selected search criteria will remain in the Advanced Boolean Searching form even if 
you return to using the Search box.  This includes any selected locations you might have set 
up. 

Set up Advanced Search 

1. Click Advanced next to the Search button to open the Advanced Boolean Searching 
dialog, as shown below. 

 

 

 

 

 

 

 

 

2. All locations in your network will be searched. If you want to search specific locations, click 
(change) next to Searching all locations, as seen above.  A Select Locations to Search 
dialog displays.  Select the check box for each of the locations you want to search, and then 
click Save.  The heading will reflect the number of locations you have selected; for example, 
Searching 3 locations.  Choose between 'any of these' or 'all of these' for the search terms 
you are about to enter.  The default selection is 'all of these'.  Consider the following:  

o Using 'any of these' will search for 'this term' OR 'that term'. 

o Using 'all of these' will search for 'this term' AND 'that term'.  

3. Choose from the first drop-down list Any Field, Title, Author, Series, Subject, Note, Tag, ISBN, 
or UPC. 
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4. Choose from the second drop-down list, depending on your selection from the first drop-
down, begins with, exactly matches, contains, or does not contain, as selections will vary 
based on your first selection. Consider the following:  

o 'begins with' acts as a multiple character wildcard. An author search for King may 
return: King, King-Smith, Kingston, Kingman, Kingsbury, etc. 

o 'exactly matches' limits your results precisely to your term.  An author search for 
King will return only results for the singular name King.  An author search for King, 
Stephen will return only results for the author, Stephen King. 

o 'contains' means the term can be found anywhere in the selected field.  For example, 
an author search for King will result in King, Stephen along with other King 
variations such as King, Jonathan, King, Deborah, King, Laurie R, etc. 

o 'does not contain' means you do not want the term to be returned anywhere in the 
results.  For example, an author search 'begins with' King, but 'does not contain' 
 Stephen, will return all variations of authors beginning with 'King' but not 
displaying 'Stephen King' in the results.  

5. Type your search term in the entry box.  Use the second set of drop-down lists if you want 
to narrow your search further.  Click the plus sign to add additional parameters and repeat 
steps 4 and 5. 

6. When you are satisfied with your search criteria, click Advanced Search to search for your 
term.  The search results display. 

7. If you are not satisfied with your results, click the Advanced link and revise your search 
terms.  Your existing terms will remain on the form until you clear them.  Use the minus sign 
to remove any of the search parameters. 

8. If no results are found for your search criteria, the message displays, No search results found. 

9. To return to regular searching, type your search term in the Search box in the header. 

Search Britannica 

Britannica provides hundreds of thousands of articles, biographies, videos, images, and web sites. 
 The articles in the Britannica are written by a staff of about 100 full-time editors and over 4,000 
expert contributors.  It is widely regarded as the most scholarly of encyclopedias.   Refer to the 
example shown below. 
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Click the Britannica link.  As shown in the example above, a search for grapes shows 646 results in 
the Britannica database.  If you have not logged in to your account, you will be asked for your 
library credentials unless your library has set up your library's location to bypass your login. 
  
The search results display, as shown below, with headings and a brief summary about the topic. 
  

 
  
Click the heading you are interested 
in to read more about the topic.  The 
results, show below, display in a 
separate tab.  Close the tab when you 
are finished to return to the list of 
search results. 
  
Note: If no results are found, the 
Britannica web site may be 
temporarily down.  Try again later. 
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Search Magazine Articles 

EBSCO provides articles and journals pulled from e-journals, e-books, and print subscriptions that 
have been published by various sources.  Some examples of the various sources include:  Publishers 
Weekly, Library Journal, New York Times, Forbes, among others.  If your library subscribes to 
EBSCO, you will see Magazine Articles, EBSCO, or some other related term in the top left side of 
your search results, under Library Catalog.  Next to the name is a count showing how many articles 
are available related to your search term.  Refer to the example below showing a count of 303541 
magazine articles available for the search term, climate. 

 

  

When you click Magazine Articles you will be asked for your library credentials if you are 
accessing your library's site remotely.  The articles display in a list format.  Use the Sort By drop-
down to select Sort By Date Ascending or Sort By Date Descending to search for a particular date. 
 The default Sort By is Relevance. 
  
Clicking the title of the article will open up information about the article in a new tab.  The example 
below shows the first article for the search term climate.  After clicking the title the title details 
display (shown as an insert for illustration purposes).  If the title of the article does not have a link 
to the title details, there is no further information about the article. 
  

 Click here to view Magazine Articles. 
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After you have paged through your articles, click Library Catalog to return to your list of search 
results, or use the Search box to type a new search term. 
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Search News Articles 

NewsBank provides government libraries with Web-based news and information resources that 
cover current issues and events and a wide variety of other subjects from around the world. 
 NewsBank currently has 350 newspapers online with 150 million articles. 
 
If your library has a subscription, after performing a search you will see a News Articles link on the 
left side, under the Library Catalog count.  Refer to the example shown below. 

  

 
  
After performing a search, click the News Articles link.  As shown in the search for President 
Obama above, there are 557,156 related articles in the NewsBank database.  You will be asked for 
your library credentials if you are accessing your library remotely. 
  
The search results show the title of the article, what newspaper it was found in, the date and how 
many works the article contains.  Click the title to connect to the NewsBank web site for the 
complete article. 
 
Note:  If no results are shown, it is possible the NewsBank web site is temporarily down.  Try your 
search later. 
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Search Shortcuts 

The following table offers searching shortcuts to use with your search term. 
  

Searching Shortcut Results 

author:"[search term]" or au:"[search 
term]" 

author field search 

note:"[search term]" or no:"[search 
term]"   

note field search 

subject:"[search term]" or su:"[search 
term]"   

subject field search 

seriestitle:"[search term]" or 
se:"[search term]" 

series search 

tag:"[search term]"   search of tagged words 

title:"[search term]" or ti:"[search 
term]"   

title field search, including Tags 

isbn: [number] or actual number ISBN search 

upc: [number] or actual number UPC search 

bid: [number] or recordid: [number] 
Bibliographic Identifier (CARL) or Record 
Number (LS) search 

* multiple character wildcard 

~ terms similar in spelling 

AND or && or + retrieve titles containing all of the terms 

OR or || retrieve titles containing any of the terms 

NOT or ! or - retrieve titles containing only one term but not 
the other term 

  
Shortcut Guidelines 

 All shortcuts are case specific with the exception of ISBNs, ISSNs and UPCs. Do NOT use any 
spaces between the shortcut and the search term. 

 To search using a multiple character wildcard place an asterisk (*) where you would like 
to find a string of characters.  For example, if you type ba*n, you might retrieve results for 
Batman, Bergman, Bunyan. 
Note: Do NOT use an asterisk as the first character of a search. 

 To search for a term similar in spelling, type your term and then place a tilde (~) at the 
end of your term.  For example, if you type clap~, you might retrieve results for clop, clip, 
claw. 

  
Using Boolean Operators  

To search using a Boolean Operator (AND, &&, +, OR, ||, NOT, !, -), you must type the shortcut as 
shown in the table above.  Failure to capitalize the Boolean Operator will be looked upon as a title.  

 AND - To find two search terms, moon and sun, you would type moon AND sun.  In addition, 
you could also type moon && sun or moon + sun to retrieve the same results  



15 
 

 OR - To find either search term, moon or sun, you would type moon OR sun.  In addition, you 
could also type moon || sun to retrieve the same results.  

 NOT - To find only one term and not another, only moon and not sun, you would type moon 
NOT sun.  In addition, you could also type moon ! sun or moon - sun to retrieve the same 
results.   

More than one Boolean Operator can be used at a time; for example, sun AND moon NOT stars. 
 This also works for searching multiple tags.  If you wanted to search for tagged items 'sun and 
moon', you would type tag:"sun" AND tag:"moon". 

 

Search Suggestions 

Use Search Suggestions  

1. Begin typing your search term in the Search box. 

2. After three or more letters a drop-down list will display suggestions with four of the most 
used words or phrases, followed by the top five authors and/or top three titles and, if 
applicable, top three news feeds. 

3. The suggestions will refresh with each additional typed letter and the letters used are 
highlighted in a different color font in each suggestion. 

4. Click any of the suggestions at any time to bring up the results, or continue typing your 
search term. 

  
Example of Search Suggestions 
  
In the example shown below the letters 'bal' are typed, which display the following: 

  
 
  
As you can see, a wide variety of frequent searches 
display along with numerous authors.  Notice the 
letters 'bal' are shown in a bolder font.  The top 
search in each section is based on the highest 
number of returns.  For example, the term 'balls' 
has more results than 'baltimore ravens'; the 
Author 'ballard, Carol' has more returns than 
'balian, Lorna', and so on. 
  
Clicking any suggestion under Titles will open the 
titles details page for the suggested title. 
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View Title Details 

Once your search results are returned for your search term a wealth of information awaits 'behind 
the title'.  Click any title in the results to display the title details and more. The different options are 
discussed below. 
  
The following is an example of the Details option.  Other options (All Copies, Reviews, Related and 
More Info) are available and are discussed below. 

  
 

  

 Details - Displays the Title, Summary, Author(s), Subjects, Series, Notes, ISBN, UPC, Length, 
Additional Authors, Electronic Resource, Volume and any Tags.  Author, Subjects, and Series 
provide links to other titles.  Depending on your library set-up you may see what is 
available at your local branch.  In Details you can place a hold, add to a list, add a tag, or 
rate/review the item. 

 All Copies - Displays all of the locations, the Collection, Shelf Location, and Status of the title. 
 If the item is an electronic resource, you will see "This is a downloadable resource." 
Depending on your library's set up you may see location information.  
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 Reviews - Displays Borrower Reviews and Editorial Reviews. The first five borrower reviews 
are shown, if applicable.  If there are more than five reviews, a Show More Reviews button 
will display.  Click Show More Reviews to view the next five reviews. Continue to click 
Show More Reviews to display all available reviews.  If you would like to write a review, 
click Add New Review.  

 Related - NoveList Select provides additional resources through reading 
recommendations, Goodreads' ratings and links to reviews, series information, and related 
subject matter, such as award winners and book discussion guides. 

 More Info - Provides Awards, Chapter Excerpts, Table of Contents, Summary, Title Profile, 
and About the Author, when applicable. 
  

Under the Authors heading you will see the author of the title.  Click the author's name to display 
all of the related titles your library has in its collection. 

Under the Subjects heading you will find subjects listed that are related to the title.  Click any of the 
subjects listed to find other related material. 

Under the Series heading you will find links to other titles in the series.  Click the link to see what 
other titles your library has for the series. 

 

Searching All Locations 

On the left side of your search results you will see an area called Searching.  This area advises how 
many locations are being searched when your search results are returned. The default selection, All 
Locations, displays all of the locations in your library's network that have items related to your 
search term.  Refer to the example below for the search results for 'grilling recipes'. 
  

Click here to limit your locations. 
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This example shows 'All Locations' were used to display what is available in the library's network 
for the items related to the search term, grilling recipes.  The Library Catalog shows 52 items were 
returned.   
 
Although the catalog returns search results for all locations, the system is configured to display 
availability based on your preferred library or library location from where you are searching the 
catalog. For example, the first title, Easy grilling: simple recipes for outdoor grills, displays, “No 
Copies at Downtown Library.” However, clicking the link “Check Other Locations” will show other 
location availability as shown below.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
By changing Searching to display only selected locations, you can narrow your results to show only 
those items for the selected locations.  The following instructions will assist you in narrowing your 
search results using this feature. 
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Narrow Your Search to Selected Locations 

1. Click Change located in the Searching area to display the Select Locations to Search pop-
up, listing of all of the locations in your library's network. 

2. Select the check box for each location to limit your search to only the selected locations. See 
example below.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Using the 'grilling recipes' example discussed above, the locations have been selected to narrow the 
search results to only display items for BI, DN, RE, and SO.  

 

3. Click Save.  The search results will display only the items for the selected locations. 

 
In the example above the search results now display only those items found at the BI, DN, RE, and 
SO.  Notice the book in the original results, Easy grilling: simple recipes for outdoor grills now 
shows 1 Available.  Searching shows '4 Locations', indicating four locations has been selected. 
 Only related items for the selected locations displays.  The Library Catalog shows 37 items 
returned. The Check Other Locations now displays View Selected Locations. 
 
 
 
 
 

The four locations selected to 

limit search to display items 

at BI, DN, RE, and SO.  
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Clicking View Selected Locations for Easy grilling: simple recipes for outdoor grills, displays All 
Copies with only SO (only library that has a copy out of the four selected) as shown below.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. The selected locations will remain only during your session. Click Change to display the 
pop-up and clear any selections you made, or to select different locations. 
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Refining Results 

The listing found on the left side of your search results will help to narrow down your search.  This 

list provides refinements to your search term.  Click any heading to expand and display a further 

breakdown for the selected heading.  Click +Show More to display additional categories.  Refer to 
the example below.  Author was expanded and Baker, Jerry will be selected to narrow the search to 
display only items by Jerry Baker.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click to narrow search. 
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When a filter is selected a Filtered By heading will display with the selected filter shown 
underneath.  Clicking Remove will remove the selected filter and generate new search results.  The 
example below, a continuation from the previous example, shows Baker, Jerry in the Filtered By 
area. 
  

 
 
 
To filter even further select another refinement until you are satisfied with your search results. 
 Each filter selected will display under the Filtered By heading.  When there are no other selections 
the message displays, No further refinements are available. 
  
The following list contains the available headings you may see in your search results. 

 Format:  Lists the various formats the search term can be found, such as Book, Visual 
Materials, Electronic Resource, Sound Recording, VHS, Continuing Resources, etc 

 New Titles: Based on the date the item was added to your library's catalog, such as This 
Week, Last Two Weeks, Last Three Weeks, Last Month, Last Three Months, Last Six Months, 
Last Year 

 Author: Lists authors with similar content related to the search term 

 News Feed: Lists the News Feeds set up by your library.  Possible listings include: All, 
Google News, CNN Top Stories, Washington Post Top News, BBC News Front Page, NY 
Times Home Page 
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 Digital Content: Lists digital collections from applicable repositories. Your library needs to 
subscribe to a repository for this heading to display. 

 Series: Lists series related to the search term 

 Collection: Lists all of the collections your library has established that contains the search 
term 

 Borrower Rating: Lists the star rating and how many titles have been rated with that 
particular rating. 

 Publication Year: Lists publication dates of material related to the search term 

 Subject: Lists related subjects to your search term 

 Primary Audience:  Lists breakdown of reading program ages or intended audience 

 Genre: Lists the different types of material available, such as mystery, graphic novels, 
fiction, etc. 

 Curriculum Goal: Lists the objectives for the related term 

 Language:  Lists available languages for related material 

MARC Record View 

The MARC record view can be accessed in the Details option of any title when the MARC view is 
enabled for your library by a TLC Administrator.  After performing a search and clicking a title in 
the results, the MARC Record link, found under the Total Holds/ Total Check Outs area on the 
left side, will be available. Refer to the example below. 
 

 

 

 

 

 

 

 

 

 

 

View MARC tags 

and fields 
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A pop-up dialog displays the entire MARC record's tags and fields providing the option to print the 

MARC record details, if desired. 
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Account Summary 

Account Summary contains links to your account information and lets you quickly see your status 
and any immediate issues on your account.  Here you can get a quick overview of your Loans, Fines 
and Holds. You can change your Contact Information, Library PIN, EZ Username, or EZ 
Password. 
 
If you do not have an EZ Login, you can create one in Account Summary. 
 
Refer to the following example displaying the Summary option.  This example has three issues 
which need addressed.  See Account Activity for more information on handling Loans, Fines and 
Holds. 
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Account Activity 

Account Activity links your current loans, holds and fines.  You can access this option by clicking 
Account Activity from the Account drop-down option, or link directly using the Loans, Holds, or 
Fines option.  Depending on your library's policy you can also access your Loan History.  Bookings 
is only available if your library has installed the Bookings application. 
  
The following is an example of the Account Activity option. 
 

 

Account Activity - Loans 

The Loans option not only allows you to view your loans, but also renew loans, print a list of your 
loans, or rate/review titles. 

  
View Current Loans  

1. Log in with your library credentials. [Your first name] Account slides out to the left.   

2. Click the arrow to open the drop-down list of Account options, and then click Loans. 
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3. Under Account Activity the total number of current loans displays along with a separate 
total of overdue items. Overdue titles will display at the top of the list. The oldest overdue 
will display first. 

4. The list is sorted by Status and will display the oldest loans first indicating which titles are 
due today or how many days are left on the loan. You can also sort by Title or Author using 
the Sort By drop-down list. 

5. Clicking the title will open the Details tab. Clicking Back to Results in the title details will 
return you to Loans. 

6. Remember to log out when you have finished.  Failure to log out could allow other 
borrowers to access your personal information.  After a certain amount of time with no 
mouse activity, you will be automatically logged out.   

Renew a Loan  

1. To renew an individual title, click Renew Loan.   An example is shown below. 

 

 

 

2. The loan will be renewed for another loan period and the Due date will be updated 
displaying the new due date.   

3. To renew selected titles, select the check box on the right for each item you want to renew. 
Renew becomes enabled; found next to the first check box on the right side of the screen. 
 The Due date will be updated displaying the new due date. Click Renew. 

4. To renew the entire list, select the Renew check box found on the right side of the screen. 
The check box for each title will be selected.  Click Renew. 

Note: If there is a problem renewing any of the titles, a pop-up will display the title(s) that 
could not be renewed.  One reason could be you have reached your limit on how many times 
you can renew an item.  Consult your library staff if you are not sure of why your renewal 
was denied. 

5. A green banner displays at the top of the screen, The following titles were successfully 
renewed.  [A list of the titles just renewed will display.]  
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Rate a Title 

1. To rate one of the titles under Loans, hold your mouse pointer over the stars.  A tool tip will 
display a word associated with the rating as you hover over the stars.  For example, two 
stars colored display Poor.  You can also color half a star, if desired. 

2. Click when you have colored the appropriate rating. 

3. A Would you like to write a review? displays and a green banner at the top of the screen with 
the message, Your rating has been saved.  You can just rate the title, but if you also want to 
write a review, click the Would you like to write a review? link to open the Add New Review 
dialog.   

Write a Review 

1. When you rate an item in Loans you are given the option to write a review by clicking the 
pop-up wording, Would you like to write a review? 

2. Once clicked the Add New Review dialog displays. 

3. Complete the form as follows: 

Rate This Title *:  Since you have already rated the item, your rating displays. You can adjust 
the rating if you like.  The stars' meanings are as follows: 
1 = Bad, 2 = Poor, 3 = Average, 4 = Good, 5 = Awesome 
  
Title of Your Review *:  Type the title of the review you are going to write. You are allotted 
up to 40 characters.  This is NOT the same as the title of the book, but your own creation. 
  
Your Name (optional):  Type your name or the name you want to use as the reviewer of the 
item. This is not a required field. 
  
Write Your Review *:  In the entry box, type your review.  You are allotted up to 10,000 
characters. 
  
Note:  In order to successfully submit your review, all *required fields must be completed. 
 Failure to enter information in any of the three required areas will result in an error 
message. 

  
Tips for writing your review 

1.  
o Focus your review on the item. 

o Be clear and concise. 

o Describe your personal experience on whether you liked or disliked the item and 
why. 

o Provide other readers with a taste of the plot, but do not give away surprises, 
especially the ending of the story. 

o Do not use offensive language or profanity. 

o Do not add contact information. 

o Do not include html, javascript, css, or images. 

4. After you have completed your review click the Submit button to post your review.  After 
you click Submit, a green banner displays at the top of the screen, Thank you for submitting 
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a review.  Your review will post after refreshing the screen. Reviews are sorted by a 
timestamp, therefore newly submitted reviews will appear at the top of the list of reviews. 

If a message displays advising, Thank you for submitting a review.  Your review will be posted 
upon approval of library staff.  then your review will post once it is reviewed.  You will not 
receive a notice when the review is actually posted. 

If you change your mind about posting your review, click the Cancel button; however, once 
you click Submit you cannot delete or edit your review 

 

Print Loans 

1. Log in with your library credentials. [Your first name] Account slides out to the left.   

2. Click the arrow to open the drop-down list of Account options, and then click Loans. 

3. Click the Print Loans link found on the top right of the Loans page. 

4. A Print dialog displays a preview of all of your loans along with their Due Date and Status. 
You cannot select individual loans to print. 

5. Click Print and proceed accordingly with the Print dialog associated with your browser. 

6. Remember to log off when you have finished.  Failure to log off could allow other borrowers 
to access your personal information.  After a certain amount of time with no mouse activity, 
you will be automatically logged off. 

 

Account Activity - Holds 

Under the Holds options you can view the holds you have placed, cancel a hold, suspend (and then 
re-activate) a hold or print a list of your holds.  These options are discussed below. 
  
View Holds 

1. Log in with your library credentials. [Your first name] Account slides out to the left.   

2. Click the arrow to open the drop-down list of Account options, and then click Holds. 

 

 

 

Click here to view holds. 
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3. Account Activity opens with Holds displayed.  The number shown next to the Holds option 

is the current number of titles you have on hold.  The total number of holds also display at 

the top along with the number of 'Arrived' holds. Refer to the example below. 

 

 

4. The holds are listed in order of 'Arrived' items first with the pick up location, followed by 
titles 'In Transit' (being transferred from another location), and the position in queue (your 
position in line waiting for the item to be checked in).   Depending on your library's hold 
policy you may see a Pickup By date for 'Arrived' items.  Refer to the example above which 
shows Position in Queue: 1.  This means you are first in line to receive this item when the 
item is checked in. 

5. From your list of Holds you can suspend or cancel any title.  See below for specific 
instructions. 

6. Click the title to view the Details tab, and click Back to Results to return to Holds. 

7. Remember to log out when you have finished.  Failure to log out could allow other 
borrowers to access your personal information.  After a certain amount of time with no 
mouse activity, you will be automatically logged out.   
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Cancel a Hold  

1. Log in with your library credentials. [Your first name] Account slides out to the left.   

2. Click the arrow to open the drop-down list of Account options, and then click Holds 

3. Your list of Holds displays.  Locate the Hold you want to cancel. 

4. Click Cancel Hold for the appropriate title. 'Arrived' and 'In Transit' holds cannot be 
canceled. 

5.  A message displays in a green banner at the top of the screen, (1) Hold(s) canceled. Your 
title is removed from your list. 

Note: Multiple items can be cancelled by using the check box to the right of each title.  Select 
the check box for each of the titles you want to cancel, or click the check box in the header to 
select all of the titles.  Click Cancel Hold. 

6. Remember to log out when you have finished.  Failure to log out could allow other 
borrowers to access your personal information.  After a certain amount of time with no 
mouse activity, you will be automatically logged out.    

  

Suspend Until 

1. Log in with your library credentials. [Your first name] Account slides out to the left.   

2. Click the arrow to open the drop-down list of Account options, and then click Holds 

3. Locate the item you want to suspend. Click Suspend Until.   

4. A calendar displays the current month.  Click the 'suspend until' date you want to use. 

5. A message displays in a green banner at the top of the screen, 1 Hold(s) suspended. 

6. The Status will show Suspended along with the date you selected from the calendar.  The 
Suspend Until link changes to Re-activate. 

Note: Multiple items can be suspended by using the check box to the right of each title.  Select 
the check box for each of the titles you want to suspend, or click the check box at the top to 
select all of the titles. Click Suspend Until.  If you are going to suspend for different dates, 
you will have to select each title individually. 

7. If you need to change the date on the Suspended item, click (change) located to the right of 
the suspended date.  A pop-up calendar displays. Pick a new date. A message displays in a 
green banner at the top of the screen, 1 Hold(s) suspended and the new date displays. 

8. Remember to log out when you have finished.  Failure to log out could allow other 
borrowers to access your personal information.  After a certain amount of time with no 
mouse activity, you will be automatically logged out.   

Re-activate 

1. If you have an item suspended and now want to re-activate the item to put the item back in 
queue, log in with your library credentials. 

2. Click the arrow to open the drop-down list of Account options, and then click Holds. 

3. Locate the suspended item and click Re-activate. 

4. A message displays in a green banner at the top of the screen, 1 Hold(s) no longer suspended. 
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5. The Status/Position in Queue will display appropriately. 
Note: Multiple items can be re-activated by selecting the check box to the right of each 
suspended item. Click Re-activate next to the check box. 

6. Remember to log out when you have finished.  Failure to log out could allow other 
borrowers to access your personal information.  After a certain amount of time with no 
mouse activity, you will be automatically logged out.   

 

Print Holds 

1. Log in with your library credentials. [Your first name] Account slides out to the left.   

2. Click the arrow to open the drop-down list of Account options, and then click Holds. 

3. Click the Print Holds link found on the top right of the Holds page. 

4. A Print dialog displays a preview of all of your holds. You cannot select individual holds to 
print. 

5. Click Print and proceed accordingly with the Print dialog associated with your browser. 

6. Remember to log off when you have finished.  Failure to log off could allow other borrowers 
to access your personal information.  After a certain amount of time with no mouse activity, 
you will be automatically logged off. 

 

Account Activity - Fines 

Pay a Selected Fine  

1. Log in with your library credentials. [Your first name] Account slides out to the left.   

2. Click the arrow to open the drop-down list of Account options, and then click Fines. 

3. The Fines option displays the total owed. 

4. The fines are listed with the last date incurred displaying first.  Use the Sort By drop-down 
list to sort by Date, Title or Author. 

5. Select the Pay check box on the right for each fine you want to pay. 
Note: If check boxes are not available, your library is not accepting payments online. 
  Please see your library staff to process your payment. 

6. Click Pay Fines found on the right. 

7. If your library charges a fee for processing fines online, a message displays, You will be 
charged a convenience fee of $x.xx to process this transaction.  Click Start Payment Process 
to continue, or click Cancel if you do not want to proceed. 

If you do not have an email address on file, a window will open asking you to enter your email 
address if you would like a receipt.  It is highly recommend you enter an email address, as this 
will be your proof of payment.   

8. The credit card payment form opens.  Complete the requested information and then click 
Submit. 
* See instructions below for different payment forms. 
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9. Remember to log out when you have finished.  Failure to log out could allow other 
borrowers to access your personal information.  After a certain amount of time with no 
mouse activity, you will be automatically logged out.   

* If the payment form displays Authorize.Net in the upper right corner, use the following 
instructions to complete your transaction: 

The total shown under the Order Information section is the amount you will be charged.  If 
your library charges a small fee for using this service, the amount will be included in the total. 

a.  

a. Under Payment Information, select your payment method:  Credit Card or Bank 
Account.  Type the appropriate information into the field boxes. 

b. Confirm your email address is shown correctly under the Billing Information 
section.  If you do not have an email address, write down the Invoice Number and 
the total amount being charged.  Note:  Depending on your library, the fields shown 
in the form might differ. 

c. Click Submit. If you entered incorrect information or did not fill out all of the 
required fields, a message will display advising missing or invalid fields. 

d. If your payment was not accepted, a message displays accordingly.  It is very 
important to read and follow the message.  If you are instructed to contact your 
librarian, please do so as soon as possible. Additionally, it is equally important to 
make sure the form and any messages from Authorize.Net are closed before leaving 
the workstation. 

e. If you are prompted with a message asking, This page contains both secure and 
nonsecure items.  Do you want to display the nonsecure items?  Click Yes.  Selecting 
No will require you to close and reopen My Account in order for you to see your 
updated fines information.  Your receipt should arrive shortly in your email account 
if you provided a valid email address. 

f. If you are prompted with a message asking, Do you want to view only the webpage 
content that was delivered securely? Click No.  Selecting Yes will require you to close 
and reopen My Account in order for you to see your updated fines information. 
 Your receipt should arrive shortly in your email account if you provided a valid 
email address.   

g. If you have successfully paid your fines, the Authorize.Net form will close and a 
message displays, Your fines were paid successfully.  You will receive a receipt via e-
mail if you provided a valid e-mail address.  You are returned to My Account.  The 
item(s) paid are no longer listed and if applicable, your receipt should arrive shortly 
in your email account.   

* If the payment form does not display Authorize.Net in the upper-right corner, then fill in the 
appropriate field boxes on the form.  After you have submitted your payment information, be 
sure to print a copy of the receipt for your records.  If the system has your email address, your 
receipt should arrive shortly in your email account.  Once you return to My Account, you will 
have to refresh the page to update your account information.   

  

Pay All Fines  

1. Log in with your library credentials. [Your first name] Account slides out to the left.   
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2. Click the arrow to open the drop-down list of Account options, and then click Fines. 

3. The Fines option displays the total owed. 

4. The fines are listed with the last date incurred displaying first.  Use the Sort By drop-down 
list to sort by Date, Title or Author. 

5. By selecting the Pay Fines check box found under the Print Fines link, all of the check 
boxes will be selected. 

6. Click Pay Fines. 

7. A message displays, You will be charged a convenience fee of $x.xx to process this transaction. 
 Click Start Payment Process to continue, or Cancel if you do not want to proceed. 

8. The credit card payment form opens. Complete the requested information, and then click 
Submit.  (See Steps a thru g above for payment procedures.) 

9. Remember to log out when you have finished.  Failure to log out could allow other 
borrowers to access your personal information.  After a certain amount of time with no 
mouse activity, you will be automatically logged out.   

  

Print Fines 

1. Log in with your library credentials. [Your first name] Account slides out to the left.   

2. Use the arrow to open the drop-down list of Account options, and then click Fines. 

3. Click the Print Fines link found on the right. 

4. A Print dialog displays a preview of all of your fines. You cannot select individual fines to 
print. 

5. Click Print and proceed accordingly with the Print dialog associated with your browser. 

6. Remember to log off when you have finished.  Failure to log off could allow other borrowers 
to access your personal information.  After a certain amount of time with no mouse activity, 
you will be automatically logged off.   
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Saved Lists 

After you have created your list Saved Lists provides several different options.  Not only can you 
view your list, but you can place holds, set up an RSS link to always have continuous updates to 
your list, rename your list, delete items from your list, or delete the entire list.  In addition, you can 
print your list, print a bibliography, rate, or review. 
 
See Save to a List for information on saving items to a list you can later view here.  If you would like 

to share your list with someone, or email a list to yourself, see Share Your List.   
  
View a List 

1. Log in with your library credentials.  [Your first name Account] slides out to the left. 

2. Click the arrow to open the drop-down list of Account options, and then click Saved Lists. 

 

 

 

 

 

 

 

Click here to view saved lists. 
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3. Under Saved Lists all of the lists you have created are shown on the left.  The first list will 

display with the associated items.  Click the name of the list you want to view.  Refer to the 

examples below.  This shows one list, as seen on the left.  The list name, Things About 

Oklahoma, shows there are three titles saved to the list. 

 

4. The list displays with the associated items sorted by Title. (Titles starting with The, A and An 
are ignored; for example, The Big Green will be sorted by 'B' for Big.) 

5. Use the Sort By drop-down list to sort by Title, Author or Publication Date. 

6. Click the title to view Details for the selected item.  Click Back to Results to return to 
Saved Lists. 

7. At any time you can place a hold for an item on the list by clicking Place Hold.  To place 
holds on multiple items, select the check box on the right for each item, and then click Hold 
next to the check box at the top of the list.  If you want to place the entire list, click the check 
box next to Hold to select all of the items on the list, and then click Hold. 
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Get RSS Link 

1. To add a RSS feed to your saved list and get continuous updates to your list, after logging in 
to Saved Lists, click the name of the list you want to subscribe. 

2. Click Get RSS Link found at the top right above the list name.  Refer to the example below. 

 

3. Proceed according to your browser specifications for handling RSS feeds. 

 

Rename a List 

1. Log in with your library credentials.  [Your first name] Account slides out to the left. 

2. Click the arrow to open the drop-down list of Account options, and then click Saved Lists. 

3. Under Saved Lists all of the lists you have created are listed on the left.  The first list 
displays with the associated items.  Click the name of the list on the left you want to rename. 

4. Click Rename found next to the title of your list.  Refer to the example below. 

  

5. The New List Name dialog opens with the current list name displayed in the New List 
Name box. 

Click here to add RSS feed. 

Click here to rename 

your list. 
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6. Type the name you want to use in the entry box, and then click OK. 

7. A green banner displays at the top of the screen, Your list has been renamed.  The new name 
shows in your list of lists. 

 

Delete Individual Items on a List 

1. Log in with your library credentials. [Your first name] Account slides out to the left.   

2. Click the arrow to open the drop-down list of Account options, and then click Saved Lists. 

3. Click the name of the list containing the items you want to delete. 

4. To delete an individual item, click Remove from List for each item you want to delete.  A 
green banner displays at the top of the screen, 1 item(s) have been deleted. 

To delete multiple items select the check box to the right of each item.  Click Remove found 
on the right across from the Sort By drop-down.  A green banner displays at the top of the 
screen, [#] item(s) have been deleted. 

Note: If you remove the last item on your list, the list name will still remain in Saved Lists. 
 You will need to delete the list name to remove the entire list.  See the following Delete a 
List instructions. 

 

Delete a List 

1. Log in with your library credentials.  [Your first name] Account slides out to the left. 

2. Click the arrow to open the drop-down list of Account options, and then click Saved Lists. 

3. Under Saved Lists all of your lists you have created are listed on the left.  Click the name of 
the list you want to delete. 

4. The list displays with its associated items.  Click Delete found next to the title of your list. 

5. An Are You Sure? pop-up displays, Are you sure you want to delete this list/saved search? 
 Click OK to delete the selected list. 

6. A green banner displays at the top of the screen, 1 list has been deleted. 

 

Print a List 

1. Log in with your library credentials.  [Your first name] Account slides out to the left. 

2. Click the arrow to open the drop-down list of Account options, and then click Saved Lists. 

3. If you have more than one list, click the list name on the left for the list you want to print. 

4. Click Print List found on the right.  A pop-up displays the selected list name and related 
items. RSS feeds with not display or print. 

5. Click Print.  Proceed accordingly with the Print dialog associated with your browser.   
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View/Print Bibliography (MLA Format) 

1. Log in with your library credentials.  [Your first name] Account slides out to the left. 

2. Click the arrow to open the drop-down list of Account options, and then click Saved Lists. 

3. If you have more than one list, click the list name on the left for the list you want to view. 

4. Click View Bibliography found at the top right above the list name.  A pop-up displays with 
the Bibliography list containing all of the items on your list with the exception of RSS feeds. 
Refer to the example below. 

 

 

5. Click Print if you want to print a copy.  Proceed accordingly with the Print dialog associated 
with your browser.  Check with your library staff if you are unfamiliar with your library's 
copy policy. 

 

Rate/Review from Saved Lists 

1. You can rate any title on the list by holding your mouse pointer over the stars until you have 
highlighted the rating you want to give. 

2. Click when you are satisfied with the rating. 

3. A green banner displays at the top of the screen, Your rating has been saved.   A Would you 
like to write a review? link also displays.  Click the link if you want to also review the title. 
See Write a Review for details on how to submit a review. 

 

 

 

http://ls2pachelp.tlcdelivers.com/2_7_0/UserApp/Write_a_Review.htm


40 
 

Saved Searches 

In addition to viewing your search you can also rename or remove your search in the Account 
option, Saved Searches. 

  
 

View a Saved Search  

1. Log in with your library credentials. [Your first name] Account slides out to the left.   

2. Click the arrow to open the drop-down list of Account options, and then click Saved 
Searches. 

3. All of your saved searches are listed, with the total number of saved searches shown at the 
top in parentheses. There are four columns containing information about your search. Refer 
to the example below. 

o Search Name is the name you gave your search. 

o Search Criteria is the term you used in searching. 

o Sorted By indicates how your results were sorted before you saved them. 

o Date reflects when you saved your search. 

 

4. The lists are initially displayed with your latest saved search on top.  Use the Sort By drop-
down list to change the order of the list.  You can sort by Name, Date Created, or Last Update. 

5. Click any search name to generate the search and view the individual records associated 
with the search results. If you saved it in a particular view, the search will display in the 
same view.  For example, a search saved from the Flow view will display in the Flow view. 

6. If you want to get RSS updates, click the RSS icon to add the URL to your RSS Feeder. 

7. Remember to log out when you have finished.  Failure to log out could allow other 
borrowers to access your personal information.  After a certain amount of time with no 
mouse activity, you will be automatically logged out. 

 

http://ls2pachelp.tlcdelivers.com/2_7_0/UserApp/Saved_Searches.htm#Rename_a_Search__
http://ls2pachelp.tlcdelivers.com/2_7_0/UserApp/Saved_Searches.htm#Remove_a_Search__


41 
 

Rename a Search  

1. Log in with your library credentials.  Use the Account drop-down list and click Saved 
Searches. 

2. Locate the search you want to modify. 

3. Click Rename.  A Rename your saved search dialog opens with the name highlighted. 

4. Type the new name for your search, and then click OK. 

5. A message displays in green at the top of the screen, Saved Search renamed. 

 

Remove a Search  

1. Log in with your library credentials.  Use the Account drop-down list and click Saved 
Searches. 

2. Locate the search name you want to remove. 

3. Click Delete. 

4. An Are You Sure? pop-up displays asking, Are you sure you want to delete this list/saved 
search?  Click OK. The search is removed and a message displays in green at the top of the 
screen, 1 Saved search(es) deleted. 

5. To remove selected saved searches, select the check box for each search you want to 
remove.  Click Remove found at the top right of the check box.  A message displays in green 
at the top of the screen, XX [number of searches selected] saved search(es) deleted. 

6. To remove the entire list, select the check box on the top right.  All of the check boxes will be 
selected and Remove is enabled.  Click Remove.   A message displays in green at the top of 
the screen, XX [number of searches selected] saved search(es)deleted. 
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Tags 

What is a tag? 

Tagging is the process of assigning personal keywords to items which assist in locating relevant 
material at a later time.  Tagging will be done dynamically (each time a search term is entered and 
title details are viewed) if your library is set up that way, or you can add the tag to the title as you 
are viewing items. 
  

Add New Tag 

From your search results page, click a title to open the Details page.  Click the Add New Tag button 
found in the lower part of the title details.  If you are not already logged in, you will be asked for 
your library credentials.  For location of the Add New Tag link, refer to the example below. 

 

 

 

 



43 
 

Once logged in an entry box displays as shown in the example above.  Type a term relevant to the 
result and click Add.  The term is immediately added under the Tags area.  The system will block 
any inappropriate words. 
  

Search Tags 

After adding your own tag, you can later search for the item using the tag you created.  In the 
Search box type: tag: "[whatever tag name you used]" using all lowercase letters.  The search will 
return items with the same tag.  In the example shown above, you would type tag:redwall to 
display all of the items tagged with 'redwall'. 
  
Tag Order 

Tags are displayed in the order they were entered.  The latest dated tag shows first. 

Check Item Availability 

There are several ways to check whether an item is available in your library.  
  
Availability can display based on your login location.  This is helpful if you are logging in to the 
catalog from outside the library (home, office, mobile app, etc.) and want to see if an item is 
available. 

 If you are logged in at a library location, you will see availability for that specific location.   
 If you are logged in from home, you will see availability based on your default/preferred 

pick up branch  noted in your account.   
 

*Remember you can always view item availability by clicking on “Check Other Locations.” 
 
Because Overdrive is our e-resources provider you will be able to see the availability of the 
electronic resource items in the search results as well.   

  
Information on where to look for what's available and what's not is discussed on the next page. 
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Availability in Search Results 

The following example displays search results for ‘honey badger.’ The local library is Downtown. 
Notice each search result advises whether or not the item is available at Downtown and provides a 
link to Check Other Locations. 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In the example above the first result displays No Copies at Downtown.  This means there are no 
copies available at the Downtown location, but if you click Check Other Locations you will be able 
to see what other locations have the item.   
  
The second result 
displays 1 available at 
Downtown.   Clicking 
Check Other Locations 
opens All Copies, 
showing the other 
locations where you can 
find the title, as shown 
to the right.   
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Availability in Details 
  
Details will display the availability for your local location.  Shelf information is found right after the 
Summary at the bottom of the screen.  Refer to the example below. 
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Availability in All Copies 
  
You can always check for availability in All Copies.  Click the title from your search results, and 
then click All Copies on the left side.  All Copies shows all of the locations that have a copy of the 
title along with whether the title is available or not.  Refer to the example below. 
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Download an Electronic Resource 

What's Needed to Download 

 Internet access - Your library will have internet access to connect to the e-book/e-audio 
provider when you are in the library.  You will also be able to access your library's catalog 
via your home computer and download from home.   

 Your library credentials - When you are asked to provide a Username and PIN/password, 
use your library credentials.  Your library, as the subscriber, will be recognized by the e-
resource provider.  You will also need to establish a username and password with the e-
resource provider when setting up your account. 

 'Download' software - Your library accesses their e-resources through different providers, 
such as OverDrive. The software you need to get started depends on your device and the 
type of download (digital, audio, PDF, etc.). See E-book Basics for more information on 
getting started. 

Ask your library staff to assist you if you have any questions about what is needed to start 
reading e-resources. 

  

What to Look for in the Search Results 

In your search results you will see the item's availability and how many copies your library has, 
along with how many others are waiting for the item, when applicable.  In some cases you will be 
able to place a hold, cancel a hold, and view your holds and checked out items from the Account 
Activity area.  The different options for availability are discussed below. 

 [#] Available - This shows how many copies are available to download.  In this example the 
library has one copy available to download now.  Click the Download button and follow the 
instructions provided by the e-resource provider.  How to download is discussed later in 
this topic. 

 Always Available - This option means there will always be a copy in your library to 
download.  Click the Download button and follow the instructions provided by the e-
resource provider.   
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 Not Available [#] Borrowers waiting on [#] Copies (More options) - This option shows 
all of the copies in your library are currently 'checked out'.  Click the More Options button 
and you will be taken to the OverDrive site which will allow you to place a hold on the item 
using your library credentials.   

 

 

 Not Available - This title is scheduled to release on [date] (More options) - This means 
the title has not been released yet, but a hold can be placed for when the item arrives.  Click 
the More Options button to connect to the OverDrive site where you can place a hold 
using your library credentials.  You will also be able to see how many others have placed 
holds. 

 

 

 

 

 

 

 

 

 If OverDrive is unavailable (the site goes down), the search results will no longer show the 
item's availability.  The search results will display Downloadable with a More Options 
button.  Clicking More Options may allow you to still connect to the site.  If you get an error 
message instead, try again later to access the e-resource you want. 
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How to Download  
  

1. Perform a search for the e-resource you want.  Look for search results displaying a 
Download button.  Under the book jacket the format will display as eBook, eAudiobook, 
Electronic Resource, etc.  Some results will also display 'Downloadable', as shown in the 
example below.  This helps to easily see which of your search results are electronic 
resources. 

2. Click the Download button.   Since there are different providers follow the instructions for 
the device you are using for e-resources.  The example below shows the site for the e-book 
provider OverDrive. You can see how many copies are available and how many the library 
has to lend.  If the title is 'checked out', the Available Copies will show '0' and you will have 
the option to place a hold.     
 

3. Once the e-resource is downloaded to your device you will have an allotted time (7 days or 

2 weeks) to read the e-book or e-Pub, or listen to the e-audio.  If you finish reading your e-
book or listening to your e-audio before its due date, you can always delete it from your 
device. 

4. You will receive a notice via email when your e-resource is going to expire.  Once past the 
expiration date, you will no longer have access to the material. You can delete the title from 
your device, if desired. 

5. If you have placed an e-resource on hold, you will receive an email notice when the item 
becomes available. You will be given an allotted amount of time in the email to download 
the title to your device.  If you do not download in the allotted time, the hold will expire and 
you will need to place another hold on the item if you are still interested. 

 
 

Check availability and copy information 
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Rate a Title 

You can rate a title at any time by highlighting the number of stars you feel the title deserves using 
whole stars and half stars. You can rate without logging in, but if you want to write a review, you 
will be asked to provide your library credentials. 
  

Meaning of Star Ratings 

 
  
Places Where You Can Rate   

Rate your title from any of the following areas: 
  

 Search Results 
 Details 
 Saved Lists 
  Account Activity 

  
o Loans 
o Holds 
o Loan History (if available) 

  
How to Rate 

1. Hold the mouse pointer over the stars to color the number of yellow stars you want to give 
for your rating. The star's meaning displays as a tool tip; 3 stars is Average. 

2. Click when you are satisfied with your rating. 

Note: If the title has already been rated, move the mouse pointer over the stars to add or 
subtract stars. Click when you are satisfied with your rating. 

3. A green banner displays at the top of the screen, Your rating has been saved. 

4. At the same time a pop-up asks, Would you like to write a review?  Click anywhere to bypass 
the review.  Click the link to open the Add New Review dialog and write your review.  See 
Write a Review for more information. 

5. If you want to change the rating, repeat Steps 1 and 2 above. 
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How the Stars Add Up 

When you first rate an unrated title your ranking displays immediately.  But as others start to rate 
the same title, the stars are averaged together.  An item with two ratings (five stars and two stars) 
will show the average (3.5 stars).  If you write a review (which requires a rating), the stars will be 
updated upon approval of your review. 
  

Write a Review 

Some libraries will post your review immediately while other libraries may want to review your 
submission.  A message will display after you submit your review advising whether an approval is 
necessary. 
  

Add a Review from Reviews Option 

1. Search for the title you want to review.   

2. After your search results display, click the title you want to review to display the title 
details. 

3. Click Reviews.  If any borrower reviews have already been written for the title, the reviews 
will display under the Borrower Reviews heading. Refer to the example below. 

 

 

 

 

Click here to open review form. 
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4. Click Add New Review.  The Add New Review form displays. 

5. Complete the form as follows: 

Rate This Title *:  Place your mouse pointer over the stars to rate the item.  The stars' color 
changes to yellow with a tool tip displaying the meaning of the rating. The stars meanings are 
as follows: 
1 = Bad, 2 = Poor, 3 = Average, 4 = Good, 5 = Awesome. 
  
Title of Your Review *:  Type the title of the review you are going to write. You are allotted 
up to 40 characters.  This is NOT the same as the title of the book, but your own creation. 
  
Your Name (optional):  Type your name or the name you want to use as the reviewer of the 
item. This is not a required field. 
  
Write Your Review *:  In the entry box, type your review.  You are allotted up to 10,000 
characters. 
  
Note:  In order to successfully submit your review all * (required) fields must be completed. 
 Failure to enter information in any of the three required areas will result in an error message 
requesting the missing. 

  
Tips for writing your review 

o Focus your review on the item. 

o Be clear and concise. 

o Describe your personal experience on whether you liked or disliked the item and 
why. 

o Provide other readers with a taste of the plot, but do not give away surprises, 
especially the ending of the story. 

o Do not use offensive language or profanity. 

o Do not add contact information. 

o Do not include html, javascript, css, or images. 

  
6. After you have completed your review click the Submit button to post your review.  After 

you click Submit, a green banner displays at the top of the screen, Thank you for submitting 
a review.  Refresh the screen to see your review. Reviews are sorted by a timestamp; 
therefore, newly submitted reviews will appear at the top of the list of reviews. 

 
If a message displays advising, Thank you for submitting a review.  Your review will be posted 
upon approval of library staff.  then your review will post once it is reviewed.  You will not 
receive a notice when the review is actually posted. 
 
If you change your mind about posting your review, click the Cancel button.  However, once 
you click Submit you cannot delete or edit your review. 
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Change Contact and EZ Login Information 

 Change Your Contact Information  

1. Log in with your library credentials. [Your first name] Account slides out to the left.   

 

 

2. Click the arrow to open the drop-down list of Account options, and then click Account 
Summary. 

3. Summary opens to display a recap of what you have on loan or on hold, and bring to your 
attention any issues you may have on your account.  Your contact information also displays 
with links to forms where you can make changes to your information. Refer to the example 
below. 
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4.  Click the Change Contact Info link, or click the Contact Information option to open Edit 
Your Contact Information.  An example is shown below. 

 

 

 

5.  Make changes to your information. You may change your phone number and/or email 
address.  

6. Click Save to complete the changes.  

7. A green banner displays at the top of the screen, Your information was saved. 

8. Remember to log out when you have finished.  Failure to log out could allow other 
borrowers to access your personal information.  After a certain amount of time with no 
mouse activity, you will be automatically logged out.     

  

 

 

 

 

You may only change 

your phone number 

and/or e-mail address. 
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Account Summary - Change EZ Username 

Based on your library's set-up, this option may not be available to you. 

  
Change your EZ Username 

1. Log in with your library credentials. [Your first name] Account slides out to the left.   

2. Click the arrow to open the drop-down list of Account options, and then click Account 
Summary. 

3. Click EZ Username on the left, or click Change EZ Username to the right of the EZ Login 
section found in the Summary option.  

4. The Change EZ Username dialog displays, as shown below.  Your current EZ Username will 
be populated in the EZ Username box. 

 

 

5.  Type the new EZ Username you want to use in the EZ Username box. 

6. Type your EZ Password in the EZ Password box. 

7. Click Save.  A green banner displays at the top of the screen, Your EZ Username has been 
updated. 

Note: If you did not type the correct password a pop-up message displays, Your EZ Username 
could not be updated.  Please try again. If retyping does not work, see your library staff for 
assistance. 
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8. Remember to log out when you have finished.  Failure to log out could allow other 
borrowers to access your personal information.  After a certain amount of time with no 
mouse activity, you will be automatically logged out.   

 

Account Summary - Change EZ Password 

Based on your library's set-up, this option may not be available to you. 
  
Change your EZ Password 

1. Log in with your library credentials. [Your first name] Account slides out to the left.   

2. Click the arrow to open the drop-down list of Account options, and then click Account 
Summary. 

3. Click EZ Password on the left, or click Change EZ Password to the right of the EZ Login 
section. 

4. The Change EZ Password dialog displays, as shown below.   

 
 

4. Type the new EZ Password you want to use in the New EZ Password box. 

5. Re-type the new EZ Password in the Confirm New EZ Password box. 

6. Type your old EZ Password in the Current EZ Password box. 

7. Click Save.  A green banner displays at the top of the screen, Your EZ Password has been 
changed. 
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Note: If you did not type the correct current password, a pop-up message displays, Your EZ 
Password could not be updated.  Please try again. If retyping does not work, see your library 
staff for assistance. 

9. Remember to log out when you have finished.  Failure to log out could allow other 
borrowers to access your personal information.  After a certain amount of time with no 
mouse activity, you will be automatically logged out.   
  

 

Place a Hold 

If you want to place a hold on a title, there are a couple different areas where you will see the Place 
Hold button.  Holds can be placed from your search results in either List or Flow view, from Title 
Details or from Saved Lists.  Some options discussed below depend on your library's policy for 
holds.  If you are unfamiliar with how holds are handled, check your library's hold policy. 
  
To view a list of your holds, see Holds found in Account Activity. 
  
Place a Hold from Search Results 

1. Once you have performed a search and found a title you want to place a hold on, click Place 
Hold for that title.  If you have not already logged in, you will be asked to log in with your 
library credentials.  See the example below for the location of the Place Hold button. 

 

 

2. After clicking Place Hold the Place a Hold dialog displays with the Pickup Location entry. 

If you want to change the displayed location, use the drop-down list and click the location 

you want to use as your pickup location. 
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3.  After making your selection, click Submit Hold. 

4. If your hold is able to be placed, a green banner briefly displays at the top of the screen, 
Hold(s) placed successfully.  If your hold was not successful, a message will advise the title 
and reason the hold was not able to be placed.  If you are unsure why your hold was not 
allowed, check with your library staff. 

 

Multiple Holds from Search Results  

1. If you want to select multiple items to place on hold, select the check box on the far right for 
each item.  Using the Select Action drop-down, click Place a Hold.  Refer to the example 
below. 

 

 

Note: Items selected from the page you are currently viewing can be placed on hold, but if you 
go to subsequent pages, check boxes selected from the previous page will not be retained. 

 

2. A Place a Hold dialog displays with the Pickup Location drop-down list showing the 
location matching your login location.  If you want to change the displayed location, use the 
drop-down list and click the location you want to use as your pickup location.  Click Submit 
Hold. 

3. A Hold Feedback dialog displays which titles were able to be placed on hold, and if any of 
your items were not able to be placed on hold along with the reason the item was not placed 
on hold.  If you are unsure why your holds were not allowed, check with your library staff. 
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Place a Hold from Title Details 

1. If you are viewing the title details and want to place a hold, click Place Hold.  The Details 
page shows how many holds have already been placed on the title.  This will give you an 
idea of where you are in line for the item.  Refer to the example below. 

 

 

 

 

2. A Place a Hold dialog displays with the Pickup Location drop-down list showing the 
location matching your login location.  If you want to change the displayed location, use the 
drop-down list and click the location you want to use as your pickup location. 

Depending on your library set-up you will see I want the first available copy, or (if shown) I 
want a specific copy.  If I want a specific copy is selected, a list of available locations will 
display.  Select the location for the particular item you are interested in.  After making your 
selection, click Submit Hold. 

3. If your hold is able to be placed, a green banner briefly displays at the top of the screen, 
Hold(s) placed successfully.  If your hold was not successful, a message will advise the title 
and reason the hold was not able to be placed.  If you are unsure why your hold was not 
allowed, check with your library staff. 
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Place a Hold from Saved Lists 

1. If you have created any lists in Saved Lists, you can place a hold for any item on any list. 
 After logging in click Saved Lists from the Account drop-down list found in the right 
corner. 

2. Under Saved Lists select the list that contains the item you want to place on hold. 

3. To place a hold for the individual item, click Place Hold. 

To place a hold on multiple items, select the check box on the far right for each item, and then 
click Hold next to the check box at the top of the list.  Refer to the example below 

4. A Place a Hold dialog displays with the Pickup Location drop-down list showing the 
location matching your login location.  If you want to change the displayed location, use the 
drop-down list and click the location you want to use as your pickup location. 

5. Click Submit Hold. 

6. If your hold is able to be placed, a green banner briefly displays at the top of the screen, 
Hold(s) placed successfully.  If your hold was not successful, a message will advise the title 
and reason the hold was not able to be placed.  If you are unsure why your hold was not 
allowed, check with your library staff. 

 

 

 

 

Selecting check 

box enables hold. 
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Cancel Hold(s) 

1. Log in with your library credentials. [Your first name] Account slides out to the left.   

2. Click the arrow to open the drop-down list of Account options, and then click Holds. 

 

3. Your list of holds displays. Arrived holds will display first. 

4. Locate the hold you want to cancel, and click Cancel Hold.  Refer to the example below. 

Note: An Arrived or In Transit Status will not display a Cancel Hold link. 

 

 

Click here to view holds. 

Click here to cancel individual hold.   
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To cancel multiple holds select the check box on the right for each hold, and then click Cancel Hold 

found on the top right next to Suspend Until.  Refer to the example below. 

 

To cancel the entire list, select the check box at the top next to Cancel Hold, and then click Cancel 

Hold.   

 

 

5. A green banner displays at the top of the screen, (#) Hold(s) canceled. The hold is deleted 
from your list. 

6. Remember to log out when you have finished.  Failure to log out could allow other 
borrowers to access your personal information.  After a certain amount of time with no 
mouse activity, you will be automatically logged out.    
  

 

 

 

Select the check boxes 

to enable options.   
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Renew 

Renew individual titles or multiple titles.  Overdue items can also be renewed. 

Renew a Single Title 

1. Log in with your library credentials.  [Your first name] Account slides out to the left.   

2. Click the arrow to open the drop-down list of Account options, and then click Loans. 

3. Locate the title you want to renew.  Click Renew Loan.  Refer to the example below. 

 

4. A green banner displays a message at the top of the screen advising, The following title(s) 
were successfully renewed. [selected title].  A new due date displays above the Renew Loan 
button. 
 

In the example above, after clicking the Renew Loan button for the first title, the due date is 
updated, as shown below. 

 

 

 

 

Click to renew individual title.  
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Note: Overdue items can also be renewed.  If there is a problem with a renewal, a pop-up message 

will advise, The following title(s) could not be renewed: [selected title].  See your library staff 

regarding your library's renewal policy.  You may have reached your limit on the number of 

renewals allowed. 

 

Renew Multiple Titles 

1. Log in with your library credentials.  [Your first name] Account slides out to the left.   

2. Click the arrow to open the drop-down list of Account options, and then click Loans. 

3. Select the check box to the right of the title for each item you want to renew.  Renew 
becomes enabled.  Click Renew.  Refer to the example below. 

 

 

4. A green banner displays a message at the top of the screen advising, The following title(s) 
were successfully renewed. [selected title(s) listed].  New due dates display for each of the 
items renewed. 

 

Selecting check boxes enables renew.  
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Suspend/Re-activate Holds 

You can suspend until a future date and re-activate the hold, if necessary. 

  
Suspend 

1. Log in with your library credentials. [Your first name] Account slides out to the left.   

2. Click the arrow to open the drop-down list of Account options, and then click Holds. 

3. Locate the item you want to suspend and click Suspend Until.  Refer to the example below. 

 

 

 

To suspend multiple items select the check box to the right of each title, and then click 
Suspend Until found at the top right.  To suspend the entire list, click the check box at the 
top right next to Cancel Hold and then click Suspend Until. 

4. A calendar displays for the current month.  Click the 'suspend until' date you want to use. 

5. A message displays in a green banner at the top of the screen, # Hold(s) suspended. 

6. The Status will show Suspended along with the date you selected from the calendar. 
 Suspend Until changes to Re-activate.  Refer to the example below. 

 

 

 

 

Click here to suspend 

individual title.  
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Re-activate 

1. If you have an item suspended and now want to re-activate the item to put it back in queue, 
log in with your library credentials.  [Your first name] Account slides out to the left. 

2. Click the arrow to open the drop-down list of Account options, and then click Holds. 

3. Locate the item(s) you have suspended.  For individual holds, click Re-activate. 
For multiple suspended holds, select the check box on the right for each suspended item, 
and then click Re-activate found on the right side of the screen. 
To re-activate the entire list select the check box in the top right next to Cancel Hold.  This 
check box will select all of the items.  Click Re-activate. 

4. A green banner displays at the top of the screen with the message, # Hold(s) no longer 
suspended. 

5. The Position In Queue will display appropriately. Re-activate will change to Suspend 
Until. 

6. Remember to log out when you have finished.  Failure to log out could allow other 
borrowers to access your personal information.  After a certain amount of time with no 
mouse activity, you will be automatically logged out.   

 

Save to a List 

If you find items in your search results that you would like to reference later, you can add each item 
to a list.  Once you have saved items to a list you can view the list in Saved Lists under the Account 
option.  See Saved Lists for more information on viewing your saved lists. 

  

You can also share your list with others, if your library offers Share This!  See Share Your List for 
more information on how to email your lists to others. 

Save to a List  

1. To add an individual item to a list click the Add To List button found next to the Place Hold 
button. 

To add multiple items to a list using List view, select the check box on the right for each title. 
 Use the Select Action drop-down list and click Add To List.  You can only add one page at a 
time to your list.  If you have multiple pages in your search results, you will need to use the 
Add To List option for each page.  If you using Flow view, you can only select one item at a 
time. 

2. After clicking the Add to List button a Choose a list pop-up displays Create New List and 
My List.  Refer to the example on the next page.  

 
 
Note: If you have not already logged in, you will be asked to provide your library 
credentials. 
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3. If you click My List, the item will immediately save to My List and a green banner displays 
at the top of the screen, Your item(s) have been added.  The added items will display under 
the My List name in Saved Lists.  You can always rename this list later in the Account 
option Saved Lists.  See Saved Lists for information on how to rename your list. 

If you click Create New List, an entry box displays populated with the search term you used 
in your search.  Click Save to use the search term as your list name.  Type a new name if you 
do not want to use the search term as your list name.  Refer to the example below. 

 

4. Continue to add to the newly created list, selecting the same list name for each item you 
add.  Duplicates selected will not display in the list, but the same items can be on multiple 
lists. 

5. Start a new list by creating a different name.  There is no limit on the number of lists you 
can create. 

Clicking ‘Add to List’ opens pop up. 

Edit your list name here 

and click save. 
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Note: RSS feeds can be saved to a list.  Subjects and publishers will display along with the 
title, date and a brief summary when viewed. 

The example below shows three lists have already been created: Things About Oklahoma, DIY 
Kitchen, and Labrador Retriever.  The displayed title can be added to any of the displayed lists, 
or a new list can be created by clicking Create New List. 

 

 

 

Save Multiple Items to a List 

1. To save multiple items to your list, select the check box on the far right of each item.  You 
can only select the items for the list one page at a time. 

2. The Select Action drop-down becomes enabled. Refer to the example above. 

3. Select Add to List from the drop-down.  If you have not already logged in, log in with your 
library credentials. 

4. The Choose a list pop-up dialog displays. 

5. If you click the name of a list already shown, your items will be added to that list.  A green 
bar displays at the top of the screen, Your item(s) have been added. 

6. If you click Create New List, an entry box displays populated with the search term you used 
in your search.  Click Save to use the search term as your list name.  Type a new name if you 
do not want to use the search term as your list name.  A green bar displays at the top of the 
screen, Your item(s) have been added. 

7. To view your list go to Saved Lists under the Account option.  See Saved Lists for more 
information on viewing your saved lists. 
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Share Your List 

If you would like to share the list you have compiled with your friends or family, or just email a list 
to yourself, click the Share This! link found under Saved Lists in the Account options.  If your 
library has not enabled this feature, the Share This! link will not be shown. 
  

Share This! 

1. If you have compiled a list and you now want to email the list, log in with your library 
credentials. 

2. Click Saved Lists from the Account drop-down list found in the upper right corner. 

3. Under Saved Lists, click the list name on the left for the list you want to email. 

4. Click the Share this! link found on the right side above the list name.  Refer to the example 
below. 

 

 

 

 

 

 

Click here to share your list. 
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1. The Share this list pop-up displays, as shown below. 
 
   

2. In the first entry box type the email address(es) of whomever you want to share your list.  If 
you are sending your list to multiple addresses, use a comma between each address.  Make 
sure your email is in the correct format: name@domain.com. 

3. In the second entry box type a message to go along with your list.  This is optional.  The 
message will display in your email before the items in the list. 

4. Click Send.  A confirmation green banner displays, Your list has been sent. 
 
Note: You can only email one list at a time.  Repeat Steps 3-7 for any additional lists you 
want to email. 

 

 

 

 

 

 

 

 

 

 

 

 


	Log In
	Create an EZ Login
	View Layout Options
	Advanced Search
	Search Britannica
	Search Magazine Articles
	Search News Articles
	Search Shortcuts
	Search Suggestions
	View Title Details
	Searching All Locations
	Refining Results
	Account Summary
	Account Activity
	Account Activity - Loans
	Account Activity - Holds
	Account Activity - Fines
	Saved Lists
	Saved Searches
	Tags
	Check Item Availability
	Download an Electronic Resource
	Rate a Title
	Write a Review
	Change Contact and EZ Login Information
	Account Summary - Change EZ Username
	Account Summary - Change EZ Password
	Place a Hold
	Cancel Hold(s)
	Renew
	Suspend/Re-activate Holds
	Save to a List
	Share Your List

