
How to use the Library Catalogue 
 

To look for books and other resources, click on Search the Library Catalogue.  

 
 

This screen allows you to use single or multiple search terms - if you want to produce a very 
general list of items then enter one or more words into the General Keyword box and click 
Go. 

 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 
How your search results are displayed 

 

The catalogue will display either a single match or a list of items that match your search terms. 
See the results below for a General Keyword search using the term ‘cancer’: 

 
 

You can also search using a single term in any one of the indexes. 
 

For example, you may know the author of a book but are unsure of the 
title, so select the Author Alphabetical index and enter the author’s 
name (in the format surname, first name) and click Go.  
 

This search will display a list of authors from which you can click on the 
one matching your request.  
If you get no results, check your spelling. It is possible we don’t hold any 
books by the author, so please check with Library staff if unsure. 
 

You may want to search for a specific item - to do this 
you will need to use more than one index.  
 
For example, if you are looking for the Hobbit by 
J.R.R. Tolkien, select the Author Keyword index and 
enter the name. Then select the Title Keyword index 

and enter the title. Now click Go. 



Click on the item’s title or Click here for location details next to the item you wish to see. The 

description of each item will display the number of copies there are available.  

 

 
 

Limiting your search 
 

 

 

 

 

 

 

 

 

 
Requesting an item 

 
When you have found an item you are interested in, you may find that the item you require is 
already on loan or at another campus.  
You can make request for the item to be held for you when it is returned, or sent to a campus 
you visit more often. To request an item, from the search results click on the title of the item 
you require. Then click the Request Item button to the right. See below: 

 

 
 

You will now be asked to enter your Library Card number, which is the 6 digit barcode 
number in the middle of your card. Your PIN is the last 4 digits of the barcode number. 
Click on Login. This will bring up the details of the request you are making. See below: 
  

 

 

 

 

 

 

 

 

 

 

 

 

 

If your search produces more items than you had 
expected, you can limit it.  
Enter search terms as before and select the 
library you attend or a particular collection i.e. 
videos.  
This will give you fewer and more relevant items 
to look through – the options can be found below 
the general search boxes. 
 



 

 

 
 
 
 
 
 
 
 
 
A screen will now appear showing the details 
of this request; where you have selected to 
collect the item, where you are in the queue for 
it and when this request will automatically 
cancel. If you have finished your search, click 
on Logout and Return. If you wish to continue 
searching, click on Return to Searching. See 

right:  
 

 
You will receive notification from the Library when the item is available for collection. 

 

My Account and Renewing Library Material Online 
 

In your internet browser address bar type in tinyurl.com/cjsaoz which will take you to the log in 

box below; 
 

  
This screen is your Account Overview. You can see the books you have, items you have 

requested, any fines you may have and your personal profile, which you can check and request an 
update if it is incorrect. Just click on the title of any option to see more details.  
 

 
 

 
 
 

You can renew items up to 5 times online, as long as no one else is waiting for them and there are 
no overdue fines on your card. 
 
For further assistance contact 01382 834849 or library@dundeecollege.ac.uk or ask Library staff. 

 

 

Your Library card number is the 6 digit barcode number 
 

Your Pin number is the last 4 digits of the barcode number 

Click on the title Items out to see 
the items you have borrowed and 
when they are due back.  
 
Click the box next to the items 
you wish to renew and then click 
Renew. 
 

The new date for return will be 
shown under Due Date.  
 

You may need to change the location of where you 
would like to collect the item. You can do this by 
clicking on the down arrow and selecting a site 
from this list. Then click on the Request button - 
see right.  
 


