Catalogue Help: Renew Your loans

1. Click on the login button in the top of the catalogue
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Enter your User ID and Pin in the login form that appears

Your User ID is the number on your library card. Your library card starts with the numbers 2003200. You should key in all the number without any spaces. 

PIN: If you haven’t been allocated a PIN, ask library staff for one 
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2. Once you’ve logged in, you will see your name at the top of the screen.
Click on My Account to view your library information, current loans, hold and fines.
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3. This screen highlights your personal information. (see Library help to change your first page to Checkouts or holds.)
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4. The exclamation mark next to checkouts shows that there are overdue items on loan
[image: ]

5. A list of items checked out on your card will appear. This list includes an item that has been renewed once already. The computer will not allow this item to be renewed again. 
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6. You can select Renew All at the top of the list Or use the tick box next to specific items. Click on Renew once you have selected your items

[image: ]

[bookmark: _GoBack][image: ]

7. The computer then asks you to confirm that you want to renew the items. 
Click Yes
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8. You should check that your items have been renewed since the catalogue will not advise if your renewal request is unsuccessful. It will simply relist the items on loan with a red message telling why they haven’t been renewed.
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9. Items cannot be renewed if there is a hold on the item the items have been renewed once before. 
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