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1.1 What is an OPAC?

OPAC (Online Public Access Catalog) is the public facing digital database that provides patrons
access to library collections. The OPAC replaced traditional card catalogs, allowing patrons the ability
so search for materials (books, movies, music, journals, and more) online. Generally, OPACs allow
patrons to search library collections by keyword, subject, title, or author, view availability of items, and
manage their own patron account.

2.1 Searching

To search the OPAC (Online Public Access Catalog) you can either choose to enter your search
terms in the search box or click on the ‘Advanced search’ link to perform a more detailed search.
Depending on how you get to the OPAC, you might see ‘All libraries’ OR your home library selected.
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2.1.1 Changing the Search Library

If you click on the box with ‘All libraries’ or your home library, you will see a long drop-down that lists
all libraries in the consortium. You can select one to search.
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Libraries
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Atkins Memorial Library
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Beal University Library

Brown Memorial Library




2.1.2 Searching ILL Libraries

If you scroll to the bottom of the list of library names, you will find ‘Groups’. These are groups of
libraries that can be searched at once, like ‘Balsam ILL’ which allows you to search all the libraries
that participate in interlibrary loan.

yvamuw rcnwc I'\CGUIIIS nuwun LIUIGI)"
Walter T.A. Hansen Memorial Library

Groups
AOS 94

Balsam ILL

MSAD 4 Piscatiquis
MSAD 41 Penquis

2.1.3 Performing a Search

Once you have selected the library or library group that you want to search and enter your search
term(s), click on the search button.

After performing a search, the number of results found for the search will appear above the results.
By default, the search results are sorted based on the Relevance (see below). You can also ‘Refine
your search’ by using facets along the left side of the screen.
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Under each title in the results list you’ll see author(s), publication information, availability of item(s),
place hold button, save to lists button, and add to cart button.

*Note that even if you searched a single library, you'll still see all libraries in the consortium with
holdings.
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2.1.4 Bibliographic Record

When you click on a title from the search results, you'll be brought to the bibliographic detail of the
record. The top portion shows various item details that will help you decide if this is the item you're
looking for, such as cover art, description (pages versus discs) of the physical item, subject(s),
publication date, etc.

The ‘Holdings’ section shows which libraries have the item, the shelving location, call number, and
availability status. On the far right side there are links to place a hold, print the record, cite the item,
and more.
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3.2 Placing a Hold

You can place holds on items in the OPAC, but you must be logged into your patron account.
Step 1: In the upper right corner of the screen, click ‘Log in to your account’
= Log in to your account

Step 2: Enter your login information

Log in to your account X

Card number or username:

Password:

[JShow password

Forgot your password?

Step 3: You can then click on ‘Place hold’ from either the search results list or the bibliographic record
page. If you click ‘Place hold’ and aren’t logged in, you will be prompted to login before proceeding.
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Step 4: The pick up location should autopopulate to your home library, then click ‘Confirm hold’
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4.3 Your Patron Account

4.3.1 Account Summary

Once logged, the default view is “Your summary’. You will see all of the items you have checked out
with the overdue items highlighted in red. Along the left side are a number of tabs that you can click
through to see various information regarding your account.
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4.3.2 Change Password

If you want to change your password, you can click on ‘Change password’ tab and follow the
onscreen instructions.
Change your password

summary

Your password must contain at least 4 characters, including UPPERCASE, lowercase and numbers.
Library card
Charges Current password:

Personal details

New password:
Change password

Checkout history
Re-type new password:

Privacy

Holds history

i | change password |
cnnnestinng Change password Cancel



4.3.3 Reset Password

If you forget your password, you can click ‘Forgot your password?’ link found under the login box.

Log in to your account:

Card number or username:

Password:

[ Show password

Forgot your password?

Once clicked, you will be presented with a form asking for your username or email address.
Forgotten password recovery

To reset your password, enter your login or your email address.

Card number or username:

Email:

4.3.4 Privacy Management

In the ‘Privacy’ tab, patrons can define how long their checkout and hold history is kept.
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Library card

Charges

Personal details

Change password

Checkout history
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Holds history
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Your privacy management

We take great care in protecting your privacy. On this screen, you can define how long we keep your checkout and hald history.
Your options are:

* Forever: keep my history without limit. This is the option for users who want to keep track of what they are reading or placed a hold on.
+ Default: keep my history according to library policy. This is the default option : the library will keep your history for the duration set by library policy.
* Never: Delete my history immediately. This will delete all record of the item that was checked-out upon check-in, and hald history upon fulfillment or cancellation.

Please note that information on any book still checked-out must be kept by the library no matter which privacy option you choose.
Please also note that the library staff can't update these values for you: it's your privacy!

Please choose your privacy rule:

Forever ~

Save

Immediate deletion

You can delete all your checkout and hold history immediately by clicking here. BE CAREFUL. Once you've confirmed the deletion, no one can retrieve the list!

Immediately delete my checkout history. This actien cannot be undone.
Delete checkout history

Immediately delete my hold history. This action cannot be undone.
Delete hold history

Immediately delete my checkout history & my hold history. This action cannot be undone.
Delete checkout and hold history

Please note, the last person to return an item is tracked for the management of items returned damaged.
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