PLACING A REQUEST FOR MATERIAL

Search the online catalog for a desired
item. A brief results list or an individual
record will display based on the search en-
tered.

Click the hold icon from the list of search
results, or click the REQUEST THIS ITEM
link located at the middle left of the full
item description.

The “Hold a Title” window will open and
the patron’s name should be displayed at
the top of the screen.

Your Pick-up Location will be displayed.
You may choose  another PWRL location
here from the drop down list if desired.
Type any information for library staff you
think necessary in the Notes box.

Click Place Hold at the bottom of the
popup window. A confirmation window
noting “Reserve Placed” will display
briefly.

Reserve items may be reviewed by opening
the account settings menu and clicking
Items on Hold under the Your Account.
To delete a request that has  already
been placed, click the Cancel Hold button
for the item you want to cancel on the
Items on Hold list. Click OK to confirm the
cancellation.
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ONLINE LIBRARY CATALOG

A patron’s online library catalog account
can be used to update contact
information, check circulation status,
renew checked out items, and submit
online requests to borrow materials. You
must have a valid PWRL library card to set
up your account.

INITIAL SET-UP

e Click the link labeled “Search the
Library Catalog” on PWRL'’s library
homepage at: http://www.
pottwab.org

e OR access the catalog directly at:
https://pottwab. agverso.com/ On
the library catalog home page, click
Please Login located at the top right
corner of the screen.

e A popup box will appear. Type the
library barcode number from the back
of your library card in the first blank
provided.

e The first time you access your account,
type userpass in the second blank
provided for your personal password
and click Submit.

e The system will automatically prompt
you to change your password.
Passwords can have a maximum of 20

alphanumeric characters. Type the new

password in the space provided.
Retype the password in the space
labeled confirm password. Click Done
to start using the system. [Be sure to

record your password so you can use it

in future sessions.]
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MANAGING YOUR ONLINE ACCOUNT:

Once logged into your account, use the catalog
search boxes to locate desired material. You
may access other account features by clicking
on Your Account in the upper right corner of
the screen to open the account menu.

YOUR ITEMS

e Items from Other Libraries. View the
details of any item that has been borrowed
from another Kansas library outside the
PWRL system through interlibrary loan.

¢ Items Out: Displays information on
materials borrowed from any PWRL
location. An option to renew the item is
also offered. The following information will
be shown here: Title; Author; Call
Number; Date Out; Date Due; Fine; Status.
Iltems may be checked out again here by
clicking Renew All on this page.

e Items on Hold: Lists complete bibliographic
information, pick up location, place in the
reserve queue, and date the reserve was
placed for the item that has been
requested. Requests can be suspended or
cancelled from this menu.

e Lost Items: Lists bibliographic information,
fine amount, current status, and date lost
for any library materials checked out and
then reported lost.

e Checkout History: Produces a list of
materials that have been checked out to
your account. Select a year from the drop-
down menu. The list can be printed here,
or downloaded and sorted as preferred
prior to printing.

e Note: The system will only track material
borrowed after October 10, 2008 when
PWRL began using an automated online
catalog system. Patrons may also click
Deactivate History here to remove all
previously checked items and turn off the
Checkout History feature on their account.
Note: Once information has been removed
in this way, there is no way to retrieve it.

e Active Alerts: Circulation e-mails can be
scheduled or deactivated from this menu.

¢ Fines and Lost Items: Shows complete
transaction details for any payments made
for lost or damaged items.

YOUR SETTINGS

e Your Profile: Update password, e-mail,
and mobile phone number. Other contact
information must be updated by staff.

e Your Preferences: Customize the search
parameters on your account.

SEARCH HISTORY

e Customize and track your searches
completed using the PWRL online catalog.

YOUR LIST

e Create and manage book lists to use as you
search through the online catalog. Click the
“Add to Your List” link on the left hand
side of each full item record, or use the list
icon from the search results page, to use
this feature.
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